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Keyhouse Chapter 1: Getting Started

Typographical conventions

Tip Atipis atype of note that helps users apply the techniques and procedures described inthe textto
theirspecificneeds. Atipsuggestsalternative methodsthat may notbe obviousand helps users
understand the benefits and capabilities of the product. Atip isnot essentialtothe basicunderstanding of
the text.

Note Anote withthe heading “Note” indicates neutral or positiveinformation that emphasises or
supplementsimportant points of the main text. A note suppliesinformationthatmayapply onlyinspecial
cases. Examplesare memory limitations, equipment configurations, or details that apply to specific
versions of a program.

Caution A cautionisa type of note that advises users that failure to take or avoid a specificaction could
resultin loss of data.

Important Animportantnote providesinformation thatis essentialtothe completion of atask. Users can
disregardinformationin anote and still complete atask, butthey should not disregard animportant note.
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Chapter 1: Getting Started

Navigating the Search Screen

i all Matters

My Matters
i3 Recent Matters

2] Contacts

&, Associates

@) Advanced Search
#¥ My Invoices

“& My Cheques

¥ Phone Log

(@ Firm Undertakings

('3 strong Room

@ Firm Undertakings

@, Document Search

™ Template Library

Click on All Matters to list all matters.

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

Click on Contacts to listall yourclientsand matters

=l Notethisisfor Fee Earnersonly.
Click on Associatestolistall associates on the Database

Click on Advanced Search to perform a more specificsearch onall
matters.
Click on My Invoices to add, view oredit any draftinvoices you have.

Clickon My Chequesto add, view or editany draftinvoices you have.
Click on the Phone Log to add or view itemsinthe phone log

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

Click on Firm Undertakings to see all undertakings given orreceived 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. Thefirsttime youlogin, youwill have to use your
Handler Code and Password. If you have previously

Keyhouse

Please login to Keyhouse

Log in using your Windows ID

enabledthe use of your Windows ID, you may login —oR-

without havingto enteryour password.

3. EnteryourHandler Code (typically yourinitials) and password.
If you wishtologinin future usingyour Windows ID, check the
box labelled Link this login to your Windows Login

4. Onceyou have loggedin, 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?

Open Case/Matter

] Don't show this screen agam

v

v
v
v

Task Manager

L

My Overview

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

< Search/Open

Ui All Matters

. My Matters

I+ Recent Matters
[] contacts

&, Associates
& Advanced Search
&0 My Invoices

& My Cheques

¥ Phone Log
@ Firm Undertakings
{3 strong Room
(‘@ Document Search
% Template Library

e FLY001/0002 03 Jul 2015 11:35;
R PN U g =

Search

Code

FLY001/0001
BREOO1/0001
TJFO01/0000
TJF0O1/0001
ZZT001/0000
FOX001/0001
KEQQ03/0003
BROOO1/0001
DUN /0001
NOL0O1,/0001
DUMNOO1/0002
DUNOD2/0002

Last Accessed

SIM001/0001 20 Jul 2015 17:08:19

20 Jul 2015 16:33:04
16 Jul 2015 16:23:29
16 Jul 2015 16:23:06
16 Jul 2015 15:54:20
15 Jul 2015 17:28:36
14 Jul 2015 12:13:37
06 Jul 2015 09:19:51
03 Jul 2015 15:09:49

03 Jul 2015 12:03:07
03 Jul 2015 12:0:
03 Jul 2015 12:02:44
03 Jul 2015 11:40:18

5

File Colour Mame Description

_ Sale of House at: 4 The Mews, Rathfarnh...

Jack Flynn Sale of House at: 4 The Mews, Rathfarn...
Mike Breeze Mike slipped an broke his leg.

TJ Fox Document matter

TJ Fox Qutstanding debt to PTSE Bank.

Test New Clie...
Jennifer Fox

Document matter

Redundancy advice

EPA to Stephen Keogh

78 Somerset Road, Ealing, London W5 5Y

Sam Keogh
Kevin Browne
Advice on Car Accident

Paula Molan ¥ Joe Smith

Fall at Meat & Poultry Aisle
Supplier Accident in Stock Room

Zach Dunne
Paula Nolan
Dunnes Store...
Dunnes Store..

Jack Flynn Purchase of 16 The Haywain, Terenure,...

- mnctn, N

11

Fee Earner

Carol Nolan FLYOO1

Carol Nolan
Martina Win...
Stephen Ke...
Mark Kelly
Stephen Ke..
Martina Win...
Caraol MNolan
Brian Sween...
Brian Sween...
Anne Mellon
Brian Sween...
Brian Sween...
Carol Nolan

Fee Co...

CN
W
SK
MK
SK
W
CN
BS
BS
AM
BS
BS
CN

File Ref

FLYDO1
BRE0O1/001

TIFOO1

123

6666666

FLY002/001
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6. Task Manager will show you yourtasklist.

® eI (e - —
Home Case Reports Patners Phonelog  Maintain  Setup  Help
= [ .
©® £
Newtem | Print
lia# Tasks
2 My Tasks Standard View i
B Team tasks D.. Date Time | Case Code Handler | Team | From | Client/Case(Matter) Adtien Diary Date
N : I-
T Next week's tasks.
I Next month's tasks v 20 021 1 P view Fi 2. B
! AT o by et i) et Sale of 10 Rose Lawn, Blanchardstown, Dublin 17 e LT S
@ Overdue tasks
A Abbie Lynch
Gutstanding tasks 29 Mar 20 . " y 100,00 . Comment: 15t Payment , Date: 22 omar2. B
o 9 29 Mar 2016 oM en PRI orean Value: €100.00 , Comment: 1t Payment , Date: 22/03/ 29Mar 2
B Last week'stasks 9
= Gearge J Abbott
Last ment's tasks 29 Mar 201 Jue: €50.00 , Comment; Last Paymen 2403720 9marz. B
e 20 Mar 2016 oM o | Davi Jones Value: €50,00 . Camment; Last Payment . Date: 24/03/2016 2mar2. ¥
7 Al Tasks
—— s ., George ) Abbatt . onr 2. |
L 29 Mar 2018 COM (SN purchase 7 Church Strest Rathgar, Dublin & Value: €750 29Nk 2 | ¥
At
Co

7. My Overview gives you an overview of the current state of your cases, including alist of Recent
Matters; Case Alert, containing links to lists of cases where, forexample, the expected invoice date has
passed; Task Alert, again containinglinks 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 O - Cwol Nolan - 0009, 2000 N | = & x
Home| Case Repots P

wers  Phone log  Maintain  Setup  Help

N4 - A
iu - v
New Rem= | print ¢ Complete Adtion
acsons Documanes
e Tasks Carol Nolan Friday, 22 Apr 2016
& My Tasks Case Alert Task/Alert Performance
AL Onpen matters 29 Mo ofoverdue tasks 49 My time day book 0:00
[T Day's tasks My dormant matters 24 No.of tasks 51 Time recorded this week oy |

7] Next week's tasks

mplete Mistten 1| crttica 3 Tims recorded this month oo [
T Next month's tasks . . e ; ) . ——
e . of cases where expected involce date has passes 1 cours dates 2 Time recorded this vear o5t
Ho. of cases with no estimated fee 26 ioh priodity tasks 11| Aduin time recorded this week 00 [N
B Last wecks tasks o Phone message 2 Admin time recorded thismontn o0 NN
o . Adimin time recorded thisyear o0 [N
KR 1 Undertakings 4
@ My Overview
25| Stalute date aporoaching 4 | Feessued curent month o I
Fees issued bt month o I
Recent Matters
o I
ame Description
David Abrahams
so77 [
Jack Flynn le of 10 Rose Lawn, Blanchardstown, Dublin 17
AMA Securities Ltd Landlord Dispute 41,063
Irina Zacawski Purchase & Planning application for Unit 6 Blackrack Shapping Centr. Deblors days 2140
Abbie Lynch RTA The Rise, Stillorgan 164
Bing Oil Industries Business Banking Advice re Agreement
Draft invoice: o I
[Ep— Divorce Fodt
James Bloggs Purchase of Wood Drive, Dublin
avril Tobin Sale of The Cottage, Ashboure, Co Meath Outlay balance 455
avril Tobin Purchase of 1 High Street, Naas current lockup value 55,845
Tecoo 001 PeterTega Rri on Nt at Lucan
ZZroo1/mo TestNew cient Document mater
BLa001/0007 Gordon T Black Fates Colecton proceedings acion
TestNew Cient st

Test new fgg9

Gordon T. Black RTA Walkinstown Crossroads, G. Black

Dunnes Stores Blackrock Ship & Fall on Frozen Food Alsle

Bing Oil Industries Business Banking Advice re Sharehalding Agreement - Web Designers Ltd

Joe Bloggs

David Bloggs Stephen Keogh -v-

Chapter 2: Search & Open

The Search Screen

® Keyhouse Case Management  (CN- ook - 8617 0113 x e

Home |Case| Reports M

« ¢ —= | SearchToolbar

ase Move Case Merge Case | Conflic Search
Casa iz

150 maintanance o

o - Of r-n.’.'\n-c_
~ Search/C I SearCh bOX )

o Al Maters / Column Headings s rests: [0

i My Matters Fee Code

ariginal Clased Date

B Recent Matters BRE 3 Aug Mike Breeze | Broken left leg. -
& contacts . g Test New Clie... test [ Brian Sween... Commercial Accident

& associates B nterim Busine._. international Business Services Ltd v- D.. 85 Brian Sween, Debt Debt Collection

& Advanced Search a . . jack Fiynn Sale of House at: 4 The Mews, Rathfarnh_ CN Carol Nolan  FLY0O1 02 Jul 2 Conveyancing  Sale

wumeee  — 4 Navi gation 27 T G S ———— srin Sween.. 12347 = toas

2 My Cheques 4 ackFiynn  Document matter 5K Stephen Ke.

9 Phone Log R jack Fiynn Purchase of 15 The Haywain, Terenure,.  CN CarolMolan  RLYD02/001 | H
@ Fim Undertakings ESO01/0020 | 10 Aug 2015 114326 terios Busine_| Gary Hevile - Short term loan s ran Sween. Matter List

12



Keyhouse

Chapter 2:Search & Open

W Tip: Click on a column headings tosortal

the pinto apply afilter

Fee Earner

T oa

Type, File Colourand closed only.

W Tip: To remove filtersright-clickand then click on remove filters

habetically by that heading eg. Matter Description orclick on

. The filterisavailable on Fee Code, Fee Earner, Dept, Work

W Tip: The number of resultsreturned can be set. The minimum numberis 100 and the maximum

numberis 500.

Search Lists

Search All Matters List

1. Clickon Search/Open on the Navigation bar.

2. Clickon All Matters input a key search word inthe Search Box fore.g. part of the client name or matter

description.

& 4% &

Case maintenance

Home | Case Reports Partners

Case Import | Conflict Search
Casze related

\ Search/Open
Ii All Matters Code
I My Matters
s Recent Matters
12) Contacts
&, Associates
@) Advanced Search
#9 My Invoices
“w My Cheques
¥ Phone Log
@ Firm Undertakings
[£] Strong Room
{8, Document Search
™ Template Library

AAADOT /0002
AMADDT /0003
AAAQDZ/000
ALAQOZ/0002
ABADOT /0001
ABADDT /0002
ABB001/0001
ABBOO1,/0002
ABBOO1/0004
ABBOO1/0006

O

Last Accessed

19 Apr 2016 17:08:36

Phone Log  Maintain  Setup

e % A

Mew Case Copy Case Move Case Merge Case

J

.-/
GoTo

File Colour Marme

J £an001/0001 |19Apr20161537:12 | | AAASecuritie.. |Landlord Dispute

Mew Lease 44 Main Street Dun Laoghaire

AAA Securitie...
AAA Securitie...
Ass Worldwi...
AfA Worldwi...
David Abraha...
David Abraha...
George J Abb...
George J Abb...
George J Abb...
George J Abb...-

Slip and fall incident
- export to USA Freight c...
Student Complaint EF

HIPS Megligence - October 2010

Sale 45 Somserset Road, Dublin &
Purchase 7 Church Street, Rathgar, Dubli...
EPA - Mary James and David Jones

Cala 7 Chiucch. Chrr!et Rathgar
George J Abbott |

ABBOO2,/0001 " Abbie Lynch ; -5 Maiﬂjt—rw

Keyhouse Case Manag

3. Thesearch criteriawill be applied as you type. See the following example of asearch for “Sale”.

13
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Home  Case

Keyhouse Case Management
Reports  Phone Log Maintain  Setup  Help

5 &% % & A

Mew Case Copy Case Move Case

‘Case maintenance

{cn-g

y
Merge Case | Conflict Search

Case related GoTo

“\ Search/Open

Ui All Matters | File Colour Description Fee Earner
J
l. My Matters 20 Jul 2015 17:24:46 Kevin Browne of 78 Somerset Road, Ealing, Lond... |Brian Sween...
'].5 AT . SIMOD1/0001 | 20 Jul 2015 17:08:19 Bart Simpson
ecent Matters
&) Contacts . FLYOOD1,/0001

20 Jul 2015 16:33:04
03 Jul 2015 10:07:32

Sale of House at: 4 The Mews, Rathfarnh...

Sale of House at: 4 The Mews, Rathfarn...
Sale 123 Bishops Street

Jack Flynn
~ .
&, Associates

Accord Music...

Carol Nolan
Carol Nolan

Martina Win...
James Weis

Sale 22 Nutley Laps.Donnybrook Dublin 4

Caral Nolan

4. Double click the required matterto access the case diary forthis matter.

14
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Search Recent Matters

Thisis an easy way to find a matteryou have recently worked on.

1. Clickon Search/Open.

Keyhouse Case Management (<N -

Home Case Reports Phonelog Maintain  Setup  Help

& & & & /)
* e o -1 : &,
Mew Case Copy Case Move Case Merge Case | Conflict Search
Case maintenance Case related GoTo

\ Search/Open [sate |

§ All Matters Code Last Accessed File Colour Mame Description Fee Earner
My Matters 4 _ of 78 Somerset Road, Ealing, Lond...
B Recent Matters SIMOO1,/0001 20 Jul 2015 17:08:19 Bart Simpson Sale of House at: 4 The Mews, Rathfarnh... Carol Nolan

2. Clickon Recent Mattersin the Navigation panel.
3. Input akeysearch wordinthe Search Box; the search will be applied as you type eg. “Sale”.

4. Double click the required matterto openthe case diary for this matter.

How to Search Open and Closed Cases

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

View

2. Clickon All Matters. Open Cases

Closed Cases
Open and Closed Cases

3. Click on Standard view tool located on the
followinglist of views willappear.
= Clickon Closed Casestosearch only closed cases
= Clickon Open Casestosearch only open cases.
= (Clickon OpenandClosedtosearch both lists.
= (Clickon Standard View toreturnto the defaultview.

4. Input a keysearch wordinthe Search Box: the search criteriawill be applied as you type.

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

= Note no amendments can be made inthe case diary until the case is re-opened. See the Chapter 16
for furtherdetails.

15
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Search Contacts

1. Clickon Search/Open.

2. Clickon Contacts to see a list of your clients; as you selecteach clientthe cases forthat clientare listed

inthe case listinthe lower part of the window. Doubleclick the required case to open the case diary.

Keyhouse Case Management  (CH - Caral Noten - 0000/ 00:00)

Home |Case| Reports Phonelog Maintain Setup  Help

% % % A P

New Case Copy Case Move Case Merge Case | Conflict Search
Cose maintana Case e

GoTo
\ Search/Open My Contact
4 All Matters ‘ ch
. My Matters
Client Code | Name Address Telephone Email Fe
s Recent Matters
= 44 Main Street
L:' Contacts Dun Laoghaire
& Associates
South Mall
@ AAADO2 AAA Worldwide Remo... | ovy o 021 1241241 mareynolds@AAAworldwideremovals.ie sk
@) Advanced Search Cork
09 My Invoices u
g ABAOO David Abrahams 123 Mayfair sreet 01-2002222 d.abrahams@gmail.com Am
“ My Cheques | Dublin 2
60 St t Road,
s Phone Log ABBOOT George J Abbott Re":‘;“"r“ = 01-5656712 gabbott@iolie 8s
@ Firm Undertakings - o,
14 The M
{33 strong Room ABBOD2 Abbie Lynch D“bh:n s 01 456789 alynch@hotmail.com K.
(Q Document Search 1
56 Second Street
@ Template Library | ] ACCO01 Accord Music World Ltd Bray 01 200000 MW
1 High Street,
AIGOOT Allied Investment Group Dub'ﬁ” reet 1234567890 info@aiglegal.ie 85
I 44 Main Street
AINOOT Allied Investment Netw... Dmn:‘gmurie 6677889 andrew@ain.ie 85

Matters ( AAAQQT)

Started Case Code

Case Code

File Color Description Fee Eamer | Deptment | Workiype Privileges

ARA Securitie.

[ Ann001/0001 Landlord Dispute Litigation | Action 06 Jun 2010 | AAA0OT

New Lease 44 Main Street Dun... Martina Wint.. Commercial Lease 31 Jan 2010 | AAADOT ARA Securitie.

w

3. Tosearch thelistinputa key search word in the Search Box: as you type the search criteria will be
applied. See the following example forasearch for “Accord”.

My Contact
[accord
Client Code Name Address Telephone Email Fe
56 Second Street
4 Accoo1 JYTEE Music World Ltdl | 2° ST 01 200000

Bray

Matters ( ACC00T)

Case Code File Color Description Fee Earner Deptment | Workiype | Started Case Code Name Userl Userz User3 Privileges

Sale 123 Bishops Street Martina Wint... | Commercial 14 Jul 2010 | ACC0O01 Accord Mu:

W Tip: To view furtherdetails aboutaclientdouble click the required client record.

4. To openthe case diary double click the case required.

16
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The Advanced Search
1. Clickon Search/Open Cases.

2. Clickon Advanced Search to see the advanced search options screen.

Farnily Law

HIPS Negligence - October 2010

Simple Search

1. Inputthe keysearch wordsinthe search box (circled above).

. G
2. PressEnteron your keyboard or click Go.n
3. Theresults will be returnedinthe matterlistinthe lower part of the window.

4. Double click the required case toopenitinthe case diary.

. Reset
5. ClickResetto clearthe search box.

“OR” Search

Thiswill refine the search to search forkeywordsin the specified columns only. E.g. Asearch for the client
name or Matter Description.

1. Remove the ticks from the columnsyou do notwant to include in the search.

Search: (Ireland
In fields: Client Name [ ] Case Description [ Client Address [ ] Code [ Cld Ref [] File Ref

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

3. Clickon Go.The resultswill be returnedinthe matterlistinthe lower part of the window.
Sample Search:
Search For: Ireland

In fields: Client Name

4. Double click to openthe case diary.

17
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Itisalso possible to use the “Or” Search to searchwhenyou needto 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.: |rta|

And ¥ Client;;-ddress:|

And v | Matter Code: | And ¥ | Old Ref: |
And ~ | Fee Earner: b And ¥ | Dept:
I AN BV N N NS v O

“And” Search

This will refine the search to search a combination of keywordsin the specified columns. E.g. Asearchin
the clientname and matter description.

1. Inputthe keysearch wordsinany of the search boxes.

Search:
In fields: Client Name Case Description Client Address Code Old Ref File Ref

And ¥ | Client Name: ‘;;-bbot

And v | Matter Desc.: ‘SE"E

And ¥ | Client Address: ‘Dl'b“n

And ¥ | Matter Code: l:l And  ~ |old Ref:|

And ¥ | Fee Earner: v||And ¥ |Dept:

T N T oy AW N SN e NP —

2. ClickGo.

3. Theresultswill be returnedinthe matterlistinthe lower part of the window. See the exampleabove
Sample Search “And”
Search for: “Abbot” in the clientname
and Search for “Sale” inthe matter description

and Search for “Dublin” in clientaddress

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

18
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Searching using a Wildcard

A wildcardis useful whenyou are unsure of how exactly aword may have been entered. The %signis used
as a wildcardin 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. Inputthefirstpart of the client’s address, then a % then the remaining partin the search box, e.g.
Ellis%Rathmines and press enter.

2. Thesystemwill returnany clientaddresses beginning with Ellis ending with Rathmines. E.g. Ellis Park or
Ellis Drive etc.

( Search: |EHis%Rathmines )

0 - Ame Case Description Client Address Code old Ref File Ref

And ¥ | Client Name: |

And ¥ | Matter Desc.: |

And v CI\EntAddress:|

And v | Matter Code: l:l And ¥ |old Ref:

And v Fee Earner: | And ¥ |Dept: :

Time Code Q Name File Colour Client Address Description F/e Team
BLADO1/0001 Gordon T. Black 23 Ellis Park Rathmines Dublin 6 RTA Walkinstown Crossroads, G. Black BS COM
BLAQ01/0002  Gordon T. Black 23 Ellis Park Rathmines Dublin & 2 Trinity Close, Rathgar, Dublin & BS COM
BLADO1/0004 Gordon T. Black 23 Ellis Park Rathmines Dublin 6 Purchase of & Clonattin Hills, SK COM

Wicklow.
BLAQ01/0007  Gordon T. Black 23 Ellis Park Rathmines Dublin & Rates Collection proceedings action BS COM
My Matters

1. Thiswill onlyallowyoutosee your matters. It will display them with the most resent at the top.

2. By usingthe drop downarrow beside the Handler'sname, itis possible to view the matters of other
individuals.

Keyhouse Case Management . ) o
Phone Log  Maintain  Setup  Help

Wy Open View

Code Last Accessed Name Phane No, Description Fee Eaner® |5t

[l #44001/0003 | 04 May 2016 10:09:55 | AAA Securitie...

Department

Started WorkType | Original Closed Date |
Sip and fal incident 16 Feb 2015_| General e .
ray, Co Wicklow 1 I Advice

Carol Nolan 0

Carol Nolan
carol Nokan
Ccarol Nolan 0
Carg
Carol Nolan

Carol Nolan
carol Nolan

M... Carol Nolan

carol Nolan

Manipulating the Search Screen

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

How to Sort Column Headings

1. Clickon the columnheadingtosortby that heading. See the example below the column the sort has
beenappliedto columnheading “Last Accessed”.
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Code Last Accessed File Colour Mame Description Fee Co.. |Fee Earner
2 _ Sale of House at: 4 The Mews, Rathfarnh... | CN Carol Nolan
FLYQ01,/0001 21 Jul 2015 08:45:22 Jack Flynn Sale of House at: 4 The Mews, Rathfarn... CMN Carol Molan
KEOOQO3/0003 |06 Jul 2015 09:19:51 Sam Keogh EPA to Stephen Keogh CM Carol Malan
FLY001,0002 03 Jul 2015 11:35:31 Jack Flynn Purchase of 16 The Haywain, Terenure,.. | CM Carol Molan
BLOOO1/0005 | 03 Jul 2015 10:58:17 Joe Bloggs Advice File CN Carol Malan
03 Jul 2015 10:28:10 sonal ko work CN Carol Mglan

\qum Claire Bourigg_,\f;r

Sort Ascending

2. Toremove the sortright-click onthe columnand select Clear Sorting from the f sort Descending
resultingmenu. t

= Group By This Column

Clear Sorting

Show Group Panel
show Column Chooser
ksl Best Fit

Best Fit (all columns)

T Filter Editor.

How to Filter Columns

Fee Earner? -

1. Move yourcursor to the column headingrequired, until you see the filter pin.

2. Clickingonthe filter pin will open adrop-down menu; select the required filterterm.

Keyhouse Case Management (N - Carol Nolan - 00:0C
Home | Case| Reports Phonelog Maintain  Setup  Help

5 & 4 % % A p

New Case Copy Case Move Case Merge Case Case Import | Conflict Search
iated

Case maintenance GoTo
~ Search/Open
i All Matters Code Last Accessed Name Phone No. Description Fee Earner Started Department Work Type ™

i
L. My Matters 4 _ MNon Assigned _ Phone Message I | Clear Filter (all Handlers) \
15 Recent Matters BECO001/0001 Angela Beck 01-2339999 Sale of 56 Church Street, Rathgar wn Wor...
18 Contacts MOQ001,/0001 Mrs M D Mo... 01372210242  Sale of : 73 Broadhurst Ashtead Surrey K... wn Wor...
&, Associates ABB0O1/0001 George J Abb... 01-5656712 Sale 45 Somserset Road, Dublin & Code Name wn Wor...
@), Advanced Search ONEOO1/0003 O'Neil Flynn...  01-6766555 Una Murray of 78 Dodder Park, Churcht... R _ ‘All handlers akings
9 My Invoices ONEOO1/0001 O'Neil Flynn...  01-6766555 56 Glengara Park, Dundrum, Dublin 14 o e akings
“# My Cheques EVA001/0001 Evans & Co. 01-4566777 72 Hillcourt Park Dun Laoghaire, County... i Anne Mellon akings
& phone Log TARDO1/0002 George Tarrant 2455555 Separation o frian s ; Jtion A...
@ Firm Undertakings rian sweeney

DUG001/0002 Paul Duggan 064 78901 Separation Arrangement | Nl ition A...
(] Strong Roem CN Carol Molan

WEI01/0001 James Weis 01-6777777 Sale 22 Nutley Lane Donnybrook Dublin 4
(@ Document Search S P Justin Phelan

WALOO1,/0001 Margaret Wal... 66556565656 Sale 4 Main Street, Cork
ey RYA021/0002 JohnRyan 80000000 Sale - 55 Main Street, Bray M Mare kelly

y e of o Y MW Martina Winters
RYAD02/0002 Margaret Ryan 0404 78920 Sale of no. 2 Main St Bray sk Stephen Keogh
REG001/0003 Andrew Regis... 014355666 Sale 19 Green Court, Bray, Co. Wicklow JOSOTT PIIETEr 24 MOV 2000 | CONVeYarcmg Sare

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

Document Search

The document search utility makes it possibleto search the full text of all documents on the system. Alist
of documents containingthe search textis returned and each document can be previewed inthe preview

pane.
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How to open the Document Search

1. Clickon Search/Open, then on DocumentSearch

2. Inputthe search keywordsonthe
Document Search screen.

3. Choose whetheryouwantto
search by the Document Name or
by Diary Text.

4. Optional -

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

@) Keyhouse

Search: || |

[ search Document Name only
[ search Diary Text also

Client:

Case / Matter:

© search [|[IK  Clear Advanced

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

Search:

[[] search Document Name only

5. To refine the search use the Advanced Option [ Search Diary Tt aiso

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

be displayed

Client:

Case / Matter:

Document:
Track Reference
Class:

Type:

Date:

Created:
Modified:
Accessed:

Old Ref:

Your Ref:

File Ref:

From address:
To address:

2 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

D & 4 S A D

1. Select New Case which can be MNew Case Copy Case Move Case Merge Case | Conflict Search

. N GoT
found on the Case tab of the Ribbon. Case maimenznce Case reizted o

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 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
o | 2
Update as you type' ABAOD2 AAA Worldwide emuva\s South Mall I
ABAODT David Abrahams 123 Mayfair Street
ABBOO1 George J Abbott 60 Somerset Road,
W You can sort the columns by clicking on e =
the COIumn head|ngs_ Client is not listed above. Create new dlient for this new matter
5. Select the client required and click Next. In New Matter/Case Wizrd z
this case, the wizard will skip Step 3 and you e o Bising et

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 clientis not an existing client or

[keogt] |
contact, select Clientis not listed above and coie ame e I
i -
click Next. P Pr——
7. The screenfor Step 3 asks for details of the . .

new client. Type the first three letters of the

Client is not listed above. Create new client for this new matter

Client’s surname into the box for Client code.
; ; e —
The system will complete the code by adding T =
three digits.
Enter Client Details
8_ AS We” as Clientcode’ Clientname and Fee Please enter the new clients details below.
Earners are requiredfields. B
Salutation PPS NO
Address
Telephone Fax
Mobile Email
Fee Earners * v Secondary Email

Anti money laundering checked

Previous Next

22



Keyhouse

Chapter 3:Creating New Clients and Cases

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 matterdescription, thenselectthe
following fromthe relevant drop-down lists:

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

Secretary the personworking onthe 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 screenis optional
but that shownin bolditalics below may be
required, depending on yoursystem settings:

® (QOldReference

® 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 tothe nextscreen. Here
you will be givenanumber of questions which,
whenanswered, will allow youtoaddin Extra
Case Details. The questions asked will vary
dependingonthe Case Planselected.

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

23

New Matter/Case Wizard X

Enter Matter Description

You must enter a description for the matter

Client Name Kevin Barrett

Description *

Fee Eamner * v Partner = =
Department * v Work Type * v
Case Plan * v Branch vl [x

Secretary v

Previous Next

New Matter/Case Wizard x

Ref and Estimate Fee

Enter optional other case reference below.
Old Reference File Ref
Vour Ref REF 2
REF 3
File Colour v
SRR 0.00 Fixed Fee
Expected Bill Date v

Outlay Budget [0

Previous Next

New Matter/Case Wizard x
Other Case Details Szl
Detail Value Category,
e N N

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) ?

Description of the property for the Contract.

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

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

Is there an electricity service (Yes or No) 7

@, New Matter/Case Wizard x

Ref. and Estimate Fee
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matter, a new wizard will start. See the next 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. Clickon the Copy Case tool | ccovc=:« | [ocated on the Case Copy Case/Matter Wizard sep
tab of the Ribbon to open the Copy Case/Matter
Wizard, which starts with a welcome screen.

=] NOTE: As seenin the previoussection, the Copy
Case Wizard may also be started by checkingthe
relevantbox on the final screen of the New Case
Wizard.

2. 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.

3. 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 e .
on the Step 2 screen. Copy Case/Matter Wizard =%

4. From the Destination Case section, select the Copy
to Existing Case if the information is to be added to
a matter already in existence. Alternatively, select
New Case if a new source matter needs to be
created.

5. Select Copy to New Cases(s)if you need to create o]
multiple new matters. —————

6. Select the Client using the Browse button as described above. Then enter the number of
matters to be created.

=l Note if youstarted the Copy Case wizard from the Copy Case/MaterWizai S
final screen of the New Case wizard, the destination oo s e ot e
matterwill already be filled in.

7. Click Next to continue to Step 3, which lists the User
Defined Fields (UDFs) which are in use inthe source
matter.

8. The UDFs can be sorted, grouped and filtered as
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10.

11.

12.

13.

14.

15.

16.

17.

18.

required, to make it easier to find and select those which are to be copied to the destination

matter.

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

copied to the destination matter.

= Ifyou right click overthe check boxes the option to Tag All or Untag All isavailable.

Click Next to continue to Step 4.

In Step 4, the Case Associates in the source
matter are listed.

Again, you may filter or sort the Case Associates
to make it easierto select those to be copied.

Check the corresponding boxes to select the Case
Associates you wish to copy to the destination
case.

=l Ifyou right click overthe check boxes the option
to Tag All or Untag Allis available.

A.. Wicklow Co.

Copy Case/Matter Wizard

Copy Case/Matter Wizard

Name/Com... | Address

6 Upper Fitzwilliam
Street
Dublin 2

Kelly Proper

Kilkenny (Ba

. Andrew Dun...

Nigel D. Alle.

Click Next to continue to Step 5, which lists the actionsin the source matter.

The procedure for selecting and copying the
actions to the destination matter is similarto
those for copying UDFs and Case Associates.

=l If you copy any action to the destination
matter you will also copy any documents
attached to that action.

Click Next to continue tothe final screen.

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 this source matter is copies.

The final screen also provides a summary of the
numbers of items copied.

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

=l The matter description will need to be
changed on each matter.
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Phone | Solicito... |Email CaseC Mobile

Step 3/6

BARDO.

info@k.

042 67... BARDD..

0404-2... BARDD.

BARDD..

wexleg... BARDO.

@

Copy Case/Matt

Action ID
1524
1445

858

from the SFA. Could yo...

Copy

Case/Matter Wizard

Completing Copy Case/Matter Wizard

You have successfully Completed Copy C

Save selection for the next copy of this case plan

ase/Matter Wizard

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

The case diaryis the electronic equivalent of the paperfile of acase. It displays a case planto help guide
you through a case. A Case Planis made up of a series of Tasks/Actions; theseactionsinturnare made up
of documents which are processed when ataskis 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 clientand matter details can also
be viewed and amended from this screen.

See the following example of the case diary for Case BEC0O01/003. It is based onthe Sale Workflow. Ithas a
number of tasks in the case diary, several are complete tasks and the others are scheduled foradate in the
future.

Standard View

® Keghouse Case Management

N - o x
4 & 2 %
e

Standard View [ | | Previeu o

Bl <.~ [r. 0. [a ome Time wandler | synapsis action ca..|F.. || | et
el ii| | | | Josmsyaoio [ o Jletwrosobctorredlesding |« |~H
HEO! 27unz014 1119 MW Un nged by BRIANS apmup R . . N
- . . o ABA001/0001/BS/GCU
BS " DEY =y 04 May 2016
BS Em Management Review Agenda DX 891 Dublin 2
BS Em Allsop & Browne!
K@ Reserve Ledger . - - N Sokotoes
& Crertstogs B Emai T¢ demao.ie - Sample R rt for Key Perfo dicators EMI = "BSSRM Smeex
Al Sirong Room BS Letter to Sobcitor re title Letter ta Allsop & Browne
(] B Accountants Letter
A" BS Brian
A BS David H h H 40 =Y Re:RQyg Client: David Abrahams
> B e Case Diary showing w % ‘ :
1) Task completed [ Document
o me. 2) Future Tasks = = .
Preview
[ Bs Phone Call - Ad o ad
.
I Documents
- Type | Document jersion | Date d
B & cosocoeny | Generate
Search/Open
Chient/Case v

Time Costing < >

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

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

How to Configure your Case Diary Screen

Now withthe new version of the Case Diary each user can configure theirdiary screen accordingto their
requirements. Forexample secretarial staff may generally preferto view the case planintheirscreen while
solicitors might only need to see it occasionally.

With the new version, you decideif certain elements such as the case plan should be visible permanently,
i.e.fixed, oroccasionally, i.e. floating. Likewise others may preferto have their Document preview pane
visible permanently or othersto preferuse 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.

[s ah» D Abrah; I
Famity Law B
tand: TP eviey ]
B [<.]5 7. [0. |~ |owe e Len ctor re Pleading
5 = EENEE e rreren Dommert
2 CICE 2 an2014 19 ged by BRIANS
- N ABA001/0001BS/GCU [
g 54 3 - 04 May 2016
me Ledger o1 M 2:3 s 2 romcbriana ractics Man B DX 891 Dublin 2
i |01 May2014 000D BS mail To: - Financial Trends for the Economy 3] Allsop & BrownePRIVATE
er < T Fab 2 " Davi HE = Solicitors
BELTTE 8 ™ , ance . o ||| 2Baggott Strect
aTRbzows o708 or ey Performance Indicators y i
§ 18 i 2013 554 5 Letter 1 to Als ao3 )

Sample 2: Standard view with fixed document preview pane

How to create this view:

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

-=
2. Clickon the Pin to make it permanently visible.
r e Case: | ABADO?/ 4|¥| .| David abraham = ar
- e . Family Law F/e: BS
e s e Previey v
N - B [c. 2[5 0. < [Date Tirme Vondier | Symopsis a S Let citar re Pleading
g S I T S e 0|
49- ; o BO > 7 s nged by BRIANS. _‘k AL 0001 BS G B
# i "o e T o ® 042 2016
i 01 May2014  00:00 85 EM = Allsop & BrownePRIVATE
ot < B . v PHE = Solicstors
' we  oros 8 s or Key Performance Indicators B ) 2 Baggon Strcet
Sxsalc ‘ ul 2013 554 8s e Allse ) 03 ' Pl
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Sample 3: Case Diary with Floating Case Plan

How to create this view:

1. Move you mouse over Actionto the located toleft of the Case Diary Screenthe Case Plan will appear.

® T X -
Home| Case Repors Phonelog Maimain Sep  Help

% o Imas r 3 I j
- = e 2 )
New tem= | Print = Capture Generats Camplets Adion Start Timer Post Time

eters Dacurer Pl

4 #] =] kevin sarren Tek 01-568
Sale of 1 High Street, Kels, Co Meath e e

Handler | Synopsis

_ i
Sample 4: Case Diary with Case Planfixed and Preview Pane fixed
How to create this view:
Move your mouse over Action located to the left of the Case Diary Screen the Case Plan will appear.
2. Clickonthe PinEl to make it permanently visible.
3. Thenmove yourmouse over Preview located to the right of the Case Diary Screen the document
preview pane willappear.
4. ClickonthePin to make it permanently visible.
@ Keghause Case Managermert (@ Y -

Home Case Repons Phonelog Maintan  Sewp  Help

o= 0H % 0@

Wewltemw | Print v Capture Ger

v .. Kevin Barrent
Sale of 1 High Street, Kells, Co Meath

gnore | Show me

- » = BAROD2D001/CN/AM A
n = R
@y R 30 November 2015
& o ¢ v
= et o« B
'l orats - i Kevin Basren
Qu 22 ® | 1 High Street
Emai w | K
M Strong Room R CoMeath

(=] 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 orimportantinformation pertaining to this
case: please read them.

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

1. Searchfortherequiredcase and doubleclickitto openitin the Case Diary.

CasE AAADDT/000T

T F [ | PR SECTEs T

Lani

dlord Dispute

Telr OLZITZIL

Ffe: MW
Ignore || Show me
Ignore || Show me

Ignore || Show me

= Note these warningsare displayedin the Case Diary Screen.

Click on the Show me button

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

Show me

located tothe right of the message you will then move to the

Critical Information Screen to show furtherinformation.

Case:  AAA001/0001

| Show Alert

Landlord Di

| .. | AAA securities Ltd

spute

Only speak to John Dunne with calling this client.

Account Summary

Action Summary

Debtars Afc 39675 SartDate 05 un2010 | Fik Colour |
Outlay A/c 3463 Solictor___| Miartina Winters| Statute Date |
Outlay Budget 000
y 8udg Case Status Who | Date Description
Current Outstanding Fees 602500 . -
Last Action BS  [05Feb2012 | Review File
Client A/c 000
Last Milestone Action
Client Current 000
Next Action
Client Deposit 000 -
Last Record Time MW |015ep2011 | Client Meeting re issue with planning
Current Locked up value 7491.38 | Percentage of Estimated Fee |
Total WorkIn Progress 000 |
Virite off time 000
Fees issued to date 5025.00 | [ |
Fees To Date + WIP 602500 | & |
Estimate Fees 000
Draft Invoices 000 B
Last Bill Date 01 Feb 2012
Expected Bill Date B
Possible value to the client 000
[ Workin Progress
| Martins winters I 620 [ 000
| 000 | 000
Activity
Research 128 67.50
Letter Drafting 110 20000
Attendance 035 145.00 W\/WM

= NOTE: The specificwarningrelated to the case can be added via the Critical Information shortcut
on the navigation panel. Type in messagein text box and tick show alert.

Click on the Ignore

Ignore

to ignore the message andremove itfromthe case.
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Case Diary Symbols

Tasks in Yellow denote milestone tasks
H:'E Tasks with a Broken Yellow Box denote documents processed
Tasks with a Green Tick denote acompleted task
Tasks with a Fixed Date denotes atask 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 ora critical date action.

Tasks with a Calendar Symbol denotean appointment.

GO

Tasks with a Phone Symbol denotea phone call.
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.

pup

O Tasks with U denote an Undertaking.

Tasks with an envelope denote an email sentorreceived.
Tasks with a document attached

Tasks with an M denote scanned post

Tasks with a C denote critical tasks

1@ 6 =

LJ

Task witha building denote Court Dates

Task denotes Photo ID

Task denotes Non Photo ID

¢ G

The Case Diary Toolbar

o Action
e New Clickon the New to add any of these tasks. Note

New ftem Email

Actions

[i8 Appointment
£, Phone Message

& Dictation

=| Draft Invoice

= Request Cheque

A Conflict Search

ot Printer Clickto printany of the followingreports: ———
M Activity Report

Case Summary Report
Matter Label 4

Client Label »

W
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G .
Capture Click on capture to launch the document capture programto
importdocuments orfolders of documents orimages.
<--. Generate Clickto generate adocumentfora selected action.

Generate

m

Complete Action

Y
4

Start Timer]

©

Post Time

Complete Action

Start Timer

Posttime

Clickto mark a task as complete.

Click to start the timerforthe current case.

Clickto bring up a manual time slip.

Navigation within the Case Diary

Case:  FIS001/0001

. | Melinda Fisher
sale of Lands in Wicklow

Tel: 012902222
Fle: CN

Case:  FIS001/0001

1| »

Case Code

Navigation buttons
Search Case List

Quick Search

Case Code of currentopen case.

Or

To open a case input the case code and
pressenter.

Move to the previous Case orgo to Next
Case.

Click to search for an existing Case.
Double click the required case to open.
This buttonis 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‘J Document Manager
%» Current Client Details

Current Case Details

"V Extra Case Details

e pssociates

&9 Critical Information
& Know Your Client
“ Linked Cases

i 4/c Ledger

&l Time Ledger

i Debt Ledger

i Reserve Ledger

& Undertakings

B Strong Room

Case Diary

Document Manager
Currentclient 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 thisto launch the Document
Manager

Click on thisto view oredit the current
client details.

Clickon thisto view oreditthe current
case/matterdetails.

Click on thisto view extra case details

Click on thisto view case associatesi.e.
professionals or parties connected to this
case.

Click on this to view critical information
particularto this case.

Click on thisview to see case specific
informationinacentral location.

Clickon thisscreento see casesthat are
linked to this case.

Click on thisto view the accounts ledger.

Click on thisto view the debtledger.
Click on thisto view the time ledger.
Click on thisto view the reserve ledger.
Click on thisto view the undertakings on
this case.

Click on thisto view itemsinyourstrong
room.

Amending Client and Case Details

Updating Client Details

1. Open acaseinthe Case Diary.
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2. Click on Current Client Details

- — . T x
% Current Client Details located on the Dde e —
Navigation panel the following window will S
appear. e T
Input the followinginformation as required: ., .
—
General Input/Amendinformation onthe . ey i pckaromaton
client’sname, address, telephone Feeamer” Caol Nobn o] spouseres
numbers etc. - o :
Thisscreenalso has an optionto Pl et x
add a client “Warning Message” s —
and “Disallow new Matters”. PP = DS . S —
&) =
ClientContacts  Click on Client Contacts to add ——

additional client contacts forexample the client’s spouse orif the clientis a company
add an employee’s details.

Notes Click on the Notes Tab to enternotesrelatingtothe client.

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

Cross Reference Click on Cross Ref tab to crossreference the clientwith anotherforexampleahusband

and wife.
Categories Click on Categories tab to add the clientto a category.
Corporate Click on Corporate tab to add the company details e.g. Company Registration Number.
Personal Click on the Personal tab to add the client’s personal details for e.g. Date of Birth, Date

of Marriage etc.
Legal Details Click on the Legal Details tab to add the legal details about the client. E.g. Legal Name.
Permission Click on the Permission tab to control access at a clientlevel

Billing Details 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 acaseinthe Case Diary.

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

3. Input/Amendthe following details asrequired:

. Current Case Details X
Matter Input/Amend any details = —
ient Code | ABADOT escription * | Family Law
relating tothe matter wtter [0
description.
Fee Earner * Brian sweeney | File Ref
Usingthe drop arrows amend Sereon - |Goradine Guran i rere
Partner * Brian Sweeney v| REF3
the fee earner, secretary, Department® [camily Low o] vourret
pa I’tne r' de pa rtme nt, wo r.k Work Type * Action v Mark as Important Statement
Old Reference Branch v
type. Case lan & tatus
Case Plan/Type * | General Office Work v| File colour v/ clear
Case Status ~| Record No

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

File No 256 oK Cancel

Checkthe appropriate boxes to _

mark the case as important, orif monthly statements are required.

Click on the drop down arrows to amend the Case Plan, Status and File Colour.

Inputthe court record numberif applicable to this case.

Admin Click on the Admintab to add or amend value to the clientamount, the start date,
statute date, depositname and type, amount of budget outlay, the estimate of fees
amountand the expected billdate.

Estimate of Fees Check the box if an estimate of fees has been given.

More Est Fees Allows userto enterinformation aboutissued invoices and
expectedinvoicesintothe future.

Current Case Details x

Estimated Fees X
Client Code | AAADD

Edit
Matter | 000

Matter | Admin | G
Estimated Bill Date Estimated Fees Amt

Value To client gr,f > L[ vore st rees
Started Date [ g Add Matter Estimated Fees x v
Statute Date Matter AAAD01/0001
Deposit Name Estimated Date | 31 May 2016 v
Outlay Budget Estimated Fees |1233b0 v
Comments
oK cancel

Show In Alert

Iy Complete

sie o 120 . O OO0 @  EumET
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Case Associate

Other Details

Comments Inputany commentsand click ShowinAlertifitisto be made
visible forall users.

Effectively complete: Tick if the case is effectively complete butshould notbe
closed at thistime.

Click on the Case Associate tab to add, view, editordelete Case Associates.

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

Click on the Other Details tab to view a list of uservariables eg. Purchase price,
secretary reference etc. eitheralready 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 tickto reopen a previous archivedfile.
Click on the Billing Details tab to add information on the billing of this matter.

For Debt cases input the charge arrangements, the debtamount collected, and the
total debtamountcollected.

Usingthe option buttons, select the billing type and default billing method. Use the
Charge Rate Level optiontosetthe charge rates.

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

Click on the Permissions tab to control access to this matter, for example toadd or
remove particularusergroups.

Click on Defendant or Client tab.
Thenclick 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

record.

Click OK when complete, to update the Depoit e

Current Case Details x

Description * | Family Law

Click on the Linked Cases tab
to link two or more cases
together.

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

Value To Client Estimated Fees [ 5000,00 |l Fixed Fee [ More Est Fees

Started Date | 20 may 2011 v| Exp.Bill Date |B1May2ms &

Statute Date | g1 may 2014 - | Estimate Given

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 acaseinthe Case Diary.

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

3. Clickon the Admin Tab.

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

6. The Statute Date will now appear as a taskin 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

&
18ian201z | 1193 8s Invaice No:220 DBO1 w
. 20 Nov2011 | 17:04 B5 Phane Call PHE ¥

All Statute of Limitation Dates can be clearly identified by the Statute of Limitation symbol. 9_. See
the followingexample.

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

s | Aus| Pue | D | Au. | Date Time Handler | Synopsis
04 Jan 2018 09:58 Statute of Limitations Date =04 Apr 2018

DIIHI O e T T

uopy
(o]
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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 associatesto 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 associatesforexamplea “letterto 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 creatinganew associate checkto seeifitalreadysetup. Click on All inthe Associate Type then
enterthe name inthe Search Box for Associate.

@ Keyhouse Case Management e Wi, - 010 0220 N - o x

CIRCOURTS

3. Ifthe Associate is notlisted then click the Green Cross to add

4. Inputthe relevantinformation

Full Name: Input the Full Name

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

0) Add Case Associate x

Salutation: Input the Salutation

Company: Input the company name

Title: Input the title ie. Mr, Mrs
etc.
Address: Input the address
Code: Input a Code for this contact 7 R

e.g.JAC001 for Jackson. If
you leave the code blank
the system will assign a

numeric code. — =] [om
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: Tickis this is 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.

= NOTE: When adding associate the email address will be checked against the email addresses
stored inthe system. Ifitis alreadyin 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
d 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 belongto more than one Group e.g. a Beneficiary may alsobe an
Executor of the will.

1. Openthe existing Associate and select Othertype.

Genersl | Other details | Other types | Notes | Other Case ivohven

2. Clickon the New Button and the following screen willappear.
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I@ Update Case Associate. x

Genersl | Other details | Other types | Notes | Other Case ivohvements | Bank Details

New

Name code Type code Description

T = I

Add Other Types

3. Clickon the dropdown arrow to get a list of all typesavailable oralternatively type into the Search
box.

Add Other Types

[ BENEFICIARY ~
ACCOUNTANTS *‘
ACTUARY
AGENT
ARCHITECT
ATTORNEY
AUCTIONEERS
BANKS
BARRISTERS
BBSSC
BDMREGISTRAR
BENEFICIARY
BORROWERS
BRANCH
CHARTTY
CHILDREN

B crcourrs |
ClAIMHANDI FR b

4. The Associate is now available in both groups.

@ Update Case Associate x
General | Other details | Other types | Notes | Other Case Involvements | Bank Details
New

Name code Type cade Description

- N N =

FITZ06 BENEFICIARY

5. Click OK.

Maintaining unwanted Case Associates

From time to time duplicate Associates may be set up. However, if they are assigned to a matterthey
cannot be deleted without removing them from the matters. Itis possible toretire an associate or merge
with an existingassociate. Thiswillensure thatyour Associate Database is keptaccurate and up to date.
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Retire a Case Associate

1. Openthe Associate to be retired.
Update Case Associate *

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

Details
Type * Solicitors Code * BOLAO2
Full name = | Boland & Quirke Phone no 021277984
First name Fax no 021277943
Surname Home
Salutation | Sirs Mobile no
Company | Boland & Quirke E-Mail
Title DX ref Mo DX
Address Solicitors County
72 South Mall
Cork. Postal Code
Search + & X
Mew  Edit Delete
Relationship Mame Phone Email Address

| Ok || Cancel |

2. Tick the Retired box and click OK. The associate will nolongerbe available for selection.

Merge Case Associates

Where a case associate has been duplicated inan Associate Type or where associates may have merged or
beentakenover,itis possible to merge the associates together.

1. Openthe Associate Type concerned.

Home| Case Repants Parners Phonelog  Maintain  Setp  Help

Associate Type Assodiates

gurda

Associate Type

 Template Library
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2. RightClickon 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... GAR004 N

» ‘Stillorgan Statio... | 2 Main Street, Stillorgan, Co.... | 2833445 - 100001 _

Select Cancel

3. Selectthe associate tobe mergedtoand click Select. The following Dialog Box appears, click OK.

Case Associate

v Are you sure wants to Merge S00001 Case Associate with JO0001 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. Tocheck if an associate
has been associated with amatter:

1. Openthe Associate concernedand click on the Other Case Involvements Tab.

® Trast Cose Aosonats =

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

§ cricovoon crenize —— ompmsmne | |
08

Bl
cLioot,
MERDO1/0001

Purchase of No. 1 The Square
Tallaght

ge. Ashbourne, Co Meath

Purchase Penthouse Suite Morehampton Court Dublin 4

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

4. Onceall have been moved, right click onthe associate and select Delete.
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How to add an existing case associate to a case

1. Opena case inthe Case Diary.

Keyhouse Case Management (< - CamlNeian - 0308 /4000

O

) Document Manager
s

b Assaciates
TN
dy Know vour Client

@ A Lodger
i Time Ledger
9 Debt Ledger

Time Costing

David Abrahams

Famity Law
Daary 2

o

L 2 Baggottstrest
| Bublin 2.

f.adwards®awiibra.

psmithe

0170001

016655777 info@allsopbrowns... ABAGO1/000T

Main Contacts Details (f appicable)

name name
Campany
Aaddress
Addr
#hone
Tasks Phane Mabie
SearchyOpen Mobile Ci
Client/Case Email fd

Tk 01-2002222

Fre: AM

standard view

me | Assigned Contact Pho.

Carrent Case Timer : HAROO1/0001 | 04:23:28 | CN: Carol Molan | Tharsday, 01 October 2015 | 1656

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

Click on Add Professional

Add professional

Py
@

located onthe 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

entrieson theright.

®

— bt . 4’"“‘—"——"\0 l.-—-’-“—n'-—-——--«r\ il e . it iiiil ™ B ) P pind ittt o P~ gt ]

associate list. (Circled below).

'Add Case Asiociate Professional

42
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~
V éds =
Associate Type Associates
Standard View ™
Accountants 000002 01 2345555
Auctionsers 00000 Eagle Star (Eagle Star) Blackrack Co. Dublin Chentinsur
Regisirar for Barths, Deaths & Marriage 000008 Sexton Keenan Walkinstown Road, walkinstown, Dublin12 ‘solicitors
ACCBank Branch 904236 Kilkenny {Bank of Ireland) 5 Main street ilkenny Co. Kilkenny Lendinst
2T 204354 sutton (Bank of Ireland 23 High Street sutton Co. Cublin Lendinst

4. Clickon the category of case associate you wantto add, e.g. Solicitors, located on the left of the case
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Add Case Associate Professional A x

Action

Vv o X =

Import Export | Add Edit Delete | Print

Contact Associate Print

Associate Type Associates

‘ Search Standard View ||
SD||

Code Name/Compan: Address Phone N¢| Category | Type Notes
Associate Type J I 2 [

~
‘citors 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 Comn Exchange Burgh Q... Solicito...
904406  testl Solicito...
904459  Sexton Keenan (S.. Dundrom Dublin14 Solicito...
ABE0O1 | Abercorn (Aberco... | Solicitors 38 Pembroke Roa... Solicito...
ACTO01 | Actons (Actons) Solicitors 22/24 Lower Mou... Solicito...
P, - PN e P L - o P Py - . R
| Add ‘ | Add and Close ‘ | Close ‘

5. Clickinthe Search box and input part of the solicitor’'s name; the search willbe applied as you type.

6. Selectthe solicitorrequiredandclick Add. Once all the associates are attached, click Close.

=] 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. Openacaseinthe Case Diary.

2. Click on Associates on the Navigation panel

3. Clickon Add Professional ._="| on the Home tab of the Ribbon.

. @ Add Case Associate Professional
4. Check the Category of case is correct e.g. .
Bank. VaeadiX &=
Import Export | Add Edit Delete | Print Party Print
Labels
. . . Contact Associate Print
5. Alternatively, clickinthe search box and E— Ju—
input a key search word the search criteria
W|” be app|led as you type e Code  |Name/Company | Address
» 318 ~ 000001 Green Associates (.. 21 Main Street Bray Co. Wickl...
ccoliat) 000002  George Gibbons The Surgery 23 Heath Road T...
6' If no record IS found then add a new Ag?“ 000003  Dublin Circuit Court Office, Aras Ui D...
Architects
record. s g s P g g gt i ]

+

7. Then click on the green plus(#]| the
following screen will appear.
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8. Input the relevant information

Full Name: Input the Full Name

First Name e e e
& Surname: These will automatically be
inputted from the full name

field amend if required.

Salutation: Input the Salutation

Company: Input the company name .
Title: Input the title ie. Mr, Mrs etc. =
Address: Input the address

Code: Input a Code for this contact e.g.

JACO001 for Jackson. If you leave e
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

Mobile: Input mobile phone number

E-Mail: Input e-mail address

DX Ref: Input the Document Exchange reference if applicable

Nominated: Tickis this is 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.
9. If you want to add a Contact to this associate click on New [Mew | the followingwindow will appear.
Input the following details as required: ER RGeS x
Associate Code | AIB002 D 8
Name Name: *
Address, AZ‘Z‘E;”_““
Sal Utatl On ?Iil?tDn Cross
Title Dublin 13
Email Salutation Deirdre phone: | 01-8955645
Relationship to the associate, e M P [DLAOASOM
E-Mail: DeirdreNolan@aib.ie Mobile: 087-963211
Phone number Relationship: Manager
Fax number Note: :
. lanager of Sutton Cross Branc|
Mobile number v e
Notes
ak Cancel
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10. Click OK to save. You will return then to the |~ e
Add Case Associate window. The contact -
will then appear at the bottom of the e s e [arsom
window see the following example. . N
o [oed
11. Click OK to save the new record. A message | ...

§ "4 ,‘
Ok
. . . ok cel
12. Click OK. The Case Associate will then
appear in the full list. :
¢ b2 K
13. Then Double click the new associate from — T Y N S R
the listto assign to this case. The contact |

will appear stating the contact has been
added successfully.

will then be assigned to the case and will

appear in the case associate screen of this matter.

How to amend a Case Associates Details

1. Open acase inthe Case Diary.
2. Click on Associates on the Navigation panel.
3. If the Associate is assigned to the case Double Click to amend.
@
4. Otherwise clickon 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 youwant to amend.  _
~3 Mane\ A ite Contact | Details | Other details | Other Types = Notes -:;m.\m nvolvements | Bank Det:

7. Click on the Edit Tooll=i |; the following e B .

dialogue box will appear. e .
8. Click on each tab and amend the details as . B

required.

petails

General Clickon the
Generaltabto | "
amend details o
such as name, e
address etc.

Details Click on the Details 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 acaseinthe Case Diary.

2. Click on Associates on the Navigation panel. Add
leo  Edit
3. RightClick 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.

=l 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 MNew

Edit Case Associate x
General | Associate Contact | Details | Other details | Other Types | Notes | Other Case Involvements | Bank Details Sequence |1
- -
~ W v

Mew Edit Delete Assign  Unassign

Relationship Name Phone Email Address

R T I N N Y N
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3. Enter the required information and click OK. As the address of the Associate is already in the
system itis 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 2= button.

Print Options

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

—
—
Print

Click on Printto print a report of Case Associates onthe Case.

Generating Tasks

Each case has a specificcase plan assigned toitwhenitis setup. Each Case Planis made up of a series of
Tasks; these tasks will often have attached documents, which will be processed when ataskis generated.
When a task is completed afollow-up task maybe inserted in the Case Diary for processingin the future.
These tasks will then appearinthe user’'stodo liston a specificdate asa reminderto be processed.
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How to Generate a Task

1. Opena case inthe 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. Clickon the Pin \ll to make it permanently visible.

=l Tip: For furtherinformation on showing the case plan see the section on configuring the case diary
screen.

4. Generate the Task usingone of the following methods:

& Complete Action

Method 1: Double Click the task youwantto generate fromthe listof tasksin = & s« N
the case plan. B ouee
EMail Action »
I Co
Method 2: If the task isalreadyinthe case diary e
S
1) Clickon the task to selectit. BE  Generate Documents

L4

Play Dictation

2) Click on Generate k--/on the case diary toolbar. 5 ComploteHotd Dot

Or Create Qutlook Task

1) Right click on the task .+ Push Action \

Show Action Assignments

Assign Action

Take Action

2) Select Generate Documents fromthe pop-up menu. Wi tene Acten
Alarm Action

Alarm Case

Output Grid List To »

ve@ Bre

To Complete A Task

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

Method1: Clickon Complete Action button onthe Ribbon. -
Or
Method2: Right Click onthe action. Thiswill allow youtocomplete the action using different dates

if needed.

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

=l 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. Toinsertataskintothediary, Clickand Drag the task from the Workflow to the case diary window. The
following willappearas youdrag 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 atask. For instance you may wantto amend the description,
date, propertiesetc.

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

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

our prefered option. Click "Open Document’ to open the document for this action or click "Open
0 open the action details.

Do not show again and remember the last choice I made

2. Amendthe following details as required

a. Onthe General Tab amend the following
details:

Case: This will defaulttothe current
1

case; tochange clickon theJ
button and selectthe required case.

Action Code: Thiswill defaulttothe currentaction code.

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

Due Date:  Clickon the down arrow to reveal a calendarclick on the required due date.

Subject: Clickinthe subject box and amend as required.
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F/e Handler: Clickon the drop arrow to selecta handler;itwill defaultto the current handler.

Team: Click on the drop down arrow to selecta team;it will defaulttothe selected
handler'steam.

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
whenthistaskis
complete.E.g. Pre-
Proceedings,
Proceedings
issued.

Thisappliesonlyto
data thatis
publishedtoan
external source.
Using the option

buttons setas required.

This applies only to data thatis published to an external source. A tick will
appear statinga communication has been sent.

Selectthe appropriate priority status.

A check will appearinthe relevantboxif the actionis a Milestone action, if it
has been Completed, if itis designated as Billable or if the associated
documents have been processed. The boxes may be checked and uncheckedas
required, e.g.to “uncomplete” an action, sothat it can be deleted. Tickthe
Know Your Clientto ensure the actionis visible on aKnow Your Client Screen.

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

appear.

The following actions can be performed

inthiswindow

= NoTE: If you justwant to view/editadocument 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
Letter to Insurance Company
Letter to Engineer
Letter to Gardai
Letter to Witness

O'Byrne Letter to Defendants
Warning Letter to Defendant

Open an attachment

i.  Double Click on the attachmentyouwantto open.

ii.  OrClickon Open Attachment

ii. The Word Document will then openin Word to edit,

printetc.

Add an attachment to a task

i. Clickto the Attachment/
Documents Tab

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

appear.

Letter informing Client after first consultation

Letter to Doctor requesting Medical Report

Diary Date | Version
03 Nov 2015
03 Mov 2015
03 Nov 2015
03 Mov 2015
03 Nov 2015
03 Nov 2015
03 Nov 2015
03 Nov 2015

4y Open Attachment

| Attachment/Documents |

+ Attachment

iii.  Browse and locate the required document.

Date ¥ | Document Class

Source

03 Nov201s - 03 Nov 2013

03 Mov 2015  Letters/Interparty Corr.. Case
03 Nov 2015 | Correspondance Case
03 Nov 2015 | Correspondance Case
03 Nov 2015 | Correspondance Case
03 Nov 2015 | Client Letters Case
03 MNov 2015 | Letters/Interparty Corr... | Case
03 Nov 2015 | Letters/Interparty Corr... | Case
03 Nov 2015 | Correspondance Case
Il Open File ==
GC [Ji « Keyhouse » Programs » ~ [49][ search o]
Wy Organize Views ~ B New Folder
E— Name. Datemodified  Type Size B
g _preTest Il
) e * | Aspell
& Recently Changed PR UPGRADE
B Deshtop ReportsCR
More » | ReportsCRCURRENT
Folders v ReportsCRold
| Programs = 5L Scripts
o _preTest | User Reports
Aspell
PREUPG | [Ef ABCSelect
ReportsC— |+ AccPraDoc

J ReportsC | [ ACCRUALS.TPS

ReportsC | &9 Accrun

) SQLSCrit | glactive

licer Ren

File name:

v | Al Files -

iv.  Click OK. The documentwill now appearthe attachment ist.

Amend an attachments properties

i. Selectthe documentyouwantto amend.

51

Document Properties

Details | File Information

Document Name:
Document Date:
Document Class:

Document Type:

[=

Letter to Lending Institution

04 Nov 2014 v
Letters/Interparty Correspondance
Document

ok || cancel |
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ii.  Clickon the editattachment| = Edit Attachment
dialogue box willappear.

located onthe toolbar. The following

iii.  Amendthe following details as required
Document Name Clickinthe input box and amend as required.

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

iv.  Click OK to save the changes.

Link to Folder

i. Clickto the Attachment/ Documents Tab.

ii. Click on the Link to Folder button. I}lenk ZlFEs

iii.  Navigate to the folderyouwantto attach.
x|

Browse For Folder

B o

| down_arrouw General 604 A 3
85 10 02015 okt Tyerorzezame.| 1[G | 254 ey Doamerscnmeg o ||

V. The link to the locationis now available inthe Attachmentand alsovisible in the Document
Manager.
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Delete an attachment

i. Selectthe attachmentyouwant to delete.
3 Delete Attachment

ii. Click on delete attachment.

iii. Click OK to confirm the deletion.

Copy and Paste an attachment

i. Selectthe attachmentyouwantto copy.

ii.  Clickon Copy. =L RV

iii.  Openthetask youwant to Paste the documentin. Click onthe Attachment/Documents Tab.

iv.  Click Paste. The following

attachment properties box will appear.

Document Properties x

ils | File Information

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

Document Class:  Letters/Interparty Correspondance v

v. Amendthedetailsasrequiredand OKto
confirm.

Document Type:  Document

Ok Cancel

vi. A message will appearaskingyouto
confirmthe update, click Yes to
confirm

vii. A copy of the documentwill then
appearin the documentlist.

d. Clickon the Action Assignments tab to
show the assignment history of the task. See the section on Assigning Tasks for furtherinformation.

e. Clickon the Other Notestab; the following ==
screen will appear. Inputany notesyoumay |# e : =
have on the task.

3. Click OK to save any changes made.

= Add 3
. 2 Edit
Deleting a Task B Delae
EMail Action >

Copy
Paste

1. RightClick onthe taskin the case diary the following menu willappear.

Copy to another file

. -_I"' Delete +»  Moveto another file
2. Clickon Delete. [ & B Generste Documents
@ Complete Action
& Play Dictation
3. You will be asked to confirmthe deletion. Click Yes. If the task has been o Complestion e
reate Outlook Tasl
generated you will be asked if you wantto delete the documents generated. If " push Action .

youclick the Yes button, the documents will be deleted. o R R
Take Action
Copying a Task i i

Alarm Case

Qutput Grid List To 3

t.eE  oere

1. Right Click onthe task in the case diary: the menuabove will appear.
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2. Clickon Copy. Copy

3. ThenRight Click againin the case diary:the menuabove will appear.

4, Clickon Paste.

Copying a Task to another matter

1. Right Click onthe task in the case diary: the menuabove will appear.

2. Clickon Copyto another matter. | Copy to another file |

3. Alistofcaseswill appearsearchforthe required case.

4, Then Double click to select.

= NOTE: You will automatically moveto the case diary of the case selected.

Moving a Task to another matter

1. RightClick onthe taskin the case diary: the menuabove will appear.

Move to ancther file

2. Clickon Move to another matter.

3. Alistofcaseswillappearsearchfor the required case.

4. Then Double click to select.

= NOTE: You will automatically moveto 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.
®  PressCTRLon your keyboard and click on each of the othertasks.

®  ThenRightclick tothe reveal the menuabove and proceed as instructed above.

Assigning a Task to Another Handler

1. Rightclick on atask the followingmenuwillappear.
& Assign Action

2. Clickon AssignAction.

3. Ascreenwill appearlistingall resources.

4. Double Click onthe resource personyou want to assign the task.

5. Checkthe Release Action box to remove the task completely fromyourtasklist.

Alternativelyto continue to own the task leave the Release Action box checked.
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=l Note The ownerof the task is the only
person who can mark the task as
complete. Thisallowsyoutoassign atask
to anotherhandler butensuresyou have
control overthe task.

6. You will returntothe action assignment
window.

7. Click OK to save the changes.

Select Resource x
Resources
Date |04 Nov 2014 ¥| Time: 19:32
Number of
Code Name S Team
4 ADM Admin (i)
AM Anne Mellon 5 com
BS Brian Sweeney 7 com
&£ COM Commercial COomM
&£ | T Litigation L
MW Martina Winters 1 T
SK Stephen Keogh 1 COom
Release Action Ok Cancel

Searching, Sorting and Filtering the Case Diary

How to Search the Case Diary

1. Opena case inthe Case Diary.

2. Clickin the Search box.

Home| Case Reports Phonelog Maintain  Setup  Help

= 0 ®
New tem ~

Print ~ | Capture Generate Complete Action, Start Timer Post Time
Actons Documents

v}

Accounts

Case: [BLAD! a0 Gordon T. Black
~ R
A\ Client/Case
RTA Walkinstown Crossroads, G. Black

M case Diary
[ Document Manager
%» Current Client Details

Current Case Details
2p Other Case Details & |c.|a.|r..|D.|A.|Date Time Handler | Synopsis
8¢ Associates = 61! 15 Mar 2015 | 1700 Bs Statute of Limitations Date = 25/03/2015

€ Critical Information 13 Mar2015 1717 B Review File

& Know Your Client I
Q1 28 0ct 2015 @

1151 provide proof of ID

i A/c Ledger

Keyhouse Case Management

{CN - Carol Notan - 0000 / 07:30)

1 s
) | L o veraots oo eepwepaperstorcomse. |
N

§ 07Sep201s 1533 N Email From:no-reply@accounts.google.com - New sign-in from Chrome on Win
il Time Ledger
:D . dg ¥ 07sep201s 1529 N Email To:Shaun Dwyer - [BLA001/0001] Gordon T. Black
ebt Ledger
£ Reserve Ledger 015ep2015 12115 N Letter to Client ?
© Undertakings ¥ [04Aaug2015 1235 oN Email To:training keyhouse.e@gmail.co - Test Email
¥ 04Aug2015 1231 N Email To:Brenda Hartley - [BLA001/0001] Gordon T. Black
B Strong Room ¥ 28ul2015 1505 N Email To: - [BLA001/0001] Gordon T. Black
¥ 03 Mar2015 1723 ] test
¥ [03Mar2015 1717 Bs Letter to Client
¥ [16Jan2014 0937 Bs Email To:brian@keyhousedemo.e - Draft Pleadings from Counsel

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

o

i
#
B
#
B

CEEREE #C0BL

5. Click cancel|:| to reset.

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

How to sort and filter the Case Diary Columns

1. Opena case inthe Case Diary.

2. Clickon the required column headingto sort by that column.

L\@ndler? ¥ | Sungpsis

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

CN ADM ation
1. Opena case inthe Case Diary. 8 s ol Letters,
BS CN flict Sear
. . BS P se Letterq

2. Move yourmouse to the required column heading.

BS Chase Letter
Nt S NN A

v
3. Toviewalist offiltercategories clickonthe pinand selectthe required category. See the
following example.

Handier ¥

R 1] || lisweraois oo Jos [state of kst Oate = ymams ]

€6
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How to view all documents on a case

1. Opena case inthe case diary.

2. Thenclickon Document Manager in the navigation bar. The following screen will appearlisting all
attachments onthe case.

@ Keyhouse Case Management (O - Cast Hiam - 0001/ 0729 . -0 x

Home Case Reports Phonelag Mairtain  Setup Help

@ @ o w ‘. ) Use Adabe POF Views: 28 0o

Export to POF | Start Tim Time. Propertie email | Compile grief
Do Cemen
case: | BL2001,0007 4|p| _ | GordonT. Black Tek: 01 4766556
RTA Walkinstown Crossroads, G. Black Fre: BS
Search text Standard View T | L€ to Client @ =
Type | I | Document Hame Diary Date s Source From To Subject ¥

| starto ient Li2res 2016 |

Lefter ta Client 1 Client Letters Case Letter to Client

- BLAGOL0001BS/AM |
S I I S " -

Attendance Sheet 1 imstruction Sheets | Case el Atiendance 12 February 2016

d Know Your Client Letter to Client case Letter to Clent
B Letter to Cliant Case Lattar to Clent 5| Geordon T Blsck
il Time Ledger Letter to Client Case Letter to Client e | 23 Elis Park
i et Ledger Lemer o Client client Letters case Rathues
: Dubln 6
@ Reserve Ledge Letter to Client 1 Client Letters case Le

@ Undertakings

down_arrow 07 sep 2015 07 General no-reply@acc
B Strong Roon windows 075ep 20 1 General no-reply@ace
- gongle Jago 07 Sep 20 General na-reply@ac,
profilephota or 1 General no-reply@acc signin from Chr

s eral sign-in f

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.

Y - P Case: BLADO1/0001 4/} .. | GordonT. Black
A Client/Case
RTA Walkinstown Crossroads, G. Black

Il case Diary
[J Document Manager pleadings [ search text standard view
%o current Client Details Type | I | Document Name Diary Date | Version | Date ~ | Document Class Source From To Subject
Current Case Details > 2 blac01-0001 16 Jan 2014 1 21Jan2014 Correspondance Sent E-mail brian@keyho... brian@keyho... | Draft Pleadings from Counsel
i ER (7. § | Draft Pleadings from Counsel 16 Jan 2014 1/21Jan 2014 | Correspondance SentE-mail  brian@keyho... brian@keyho... | Draft Pleadings from Counsel
Draft Civil Bil 22 Nov 2011 1 22 Nov 2011 Pleadings Received E-m... Draft Pleadings
& Associates + Civl Bill eadi d + Plead
€9 Critical Information
A [ Draft Pleadings 22 Nov 2011 1 22 Nov 2011 Correspondance Received E-m. Draft Pleadings
& Know Your Client
Special Damages 09 Dec 2010 1190ct2011  Pleadings Case Ask Client to call to sign Application form PIAB
i Asc Ledger PIAB Application Form - 1 Defendant 09 Dec 2010 1 19 0ct 2011 Pleadings Case Ask Client to call to sign Application form PIAB
il Time Lediger Civil Bill (CC) RTA_132 10 Nov 2010 1 10 Nov 2010 Pleadings Received E-m... Brian Sweeney brian@keyho... ' Draft Civil Bill

il Debt Ledger
il Reserve Ledger
‘@ Undertakings

 strong Room

WWWMMMMWJ”

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 promptthe userforspecificinformation needed in that

document.

What type of information is requested when processing documents?

You may be asked to name the document.

AN

Select Documents to be processed

Some documents are optional. Users are given the
choice to selectthe documentstheywantto
process. The following will occur:

1. A Document Selection dialogue box will
appear.

2. Tag the documentsyouwantto process by
puttinga tick nextto each documentthatisto
be generated.

3. Click OK and the documentstagged will be
generated.

Naming and classifying a Document

Some documents may requestthe usertoinputa
name. Ifthisis the case the following will occur.

1. Thefollowingdialogue box willappear
requestingthe usertoinputa document
name. Input an appropriate name.

You may be asked to selectthe documents you wantto process.

You may be asked to add case associates to the case.
You may be asked to answer specificquestions pertaining to a particulardocument

A Document Selection &J

Tag document for processing.

search || Go | Clear
AUCLT Letter to Auctioneer? N
GENGOZA Letter to Client ? N

I4 44 4 2 b B H 4 3

Tag/UnTag Cancel

Document File Name Required

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

Document Name: e
Class/Category: ]cuij

2. Toclassifyadocumentclickthe J button and selecta document class e.g. Pleadings.

3. Click OK.

4. The system may pause and requestinformation, forexample, Case Associates or specificquestions

pertaining tothe document.

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

saved andstoredin the Keyhouse system.
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Adding Case Associates when generating a document

When processingadocument 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 associateisa
solicitorand the documentbeingprocessedisa

lettertosolicitor.

1. Thefollowingdialoguebox hasappeared

A Select Case Associates.

(===

@ % A = Solictors

Select the Solicitors to be copied with this document?

Matter:

BLA001/0001

[seq [ Name Company

Address

Type

r 1| Allsop & Browne
2 Edward Dunne & Co.

Allsop & Browne
Edward Dunne & Co.

Ll |

Tag All UnTag All Tnvert

UnTag Filter On

2 Baggott StreetDublin 2.
1 Main StreetLaraghCo.Wicklow

Continue

Salicitors
Solicitors

|

requestingthe usertoselectaSolicitorforthisletter.

2. Thereistwo solicitors assigned to this case, you can tag the solicitor prowded then clickon the amend

buttonmto add a reference.

3. Input the otherside’s referencein “OtherRef”

(circledinred, right)

4. Orifthe solicitordisplayedis notthe solicitor

you want to write to click on the green plus with

the yeIIowfoIderand add the new case
associate as previous outlined in the sectionon
“How to Add a new Case Associate”.

5. Ascreenwill reappearlisting the solicitors on
the case.

6. Check the appropriate box(es) to tag the
requiredsolicitor(s).

=l Note Ifyou tag two solicitorstwo
documents will be generated.

7. Click Continue.

8. Word will opendisplaying the letterto solicitor.

Postal Code

/A Select Case Associates

B 4 A = Solicitors

Select the Solicitors to be copied with this document?

Matter:

BLA001/0001

[seq [ Name Company

Address

Type

1| Allsop & Browne: Allsop & Browne

<7

2 Edward Dunne & Co.

L]

Tag All UnTag All Invert

UnTag Filter On

Edward Dunne & Co.

2 Baggott StreetDublin 2.
1 Main StreetLaraghCoWicklow

Solicitors
Solicitors

0|

Continue

9. Editthe documentin Word as normal as required.

10. Save any changesand Print as required.

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

60

associate EIR Doctors Matter:  BLA001/0001
[Seq [ Name [ company [ Address [ype -
In the following example the document being
processedisa letterto Doctor, the Doctor is not
presentin the case associates so he needstobe \
addedto the list of doctors and assigned to the case.
1. Thefollowingdialoguebox hasappeared
requestingthe usertoselectaDoctor for this
letter. 2l
Tag All UnTag All Invert
Filter On Continue
2. Nodoctors have beenassignedto this case so
the userneedstoadd one. S _ N =]
$ A = Saved Queries{all Records ¥
[ocors [P Search ol Categorie 6o clur|
Code | Name / Company [‘Address [Prone
3. Clickon the Green Plus with the yellow folder o e e s
and the following screen will appear. e e
4. Highlightforthe doctorrequired and click Select X
_s*= | |fthe doctor your require is notinthe list
thenclick Green PIus
RIS} sl alzlvimin ol | |
Select
= Rememberto always performasearch to
ensure the case associate is not already on ¥ Adg associate party -
General |D s | Other Detals (Optional) | Motes | Other case invalvements | Addiional Detal| 0
|petais | (Optionall| Notes | | |
the system. @ [ e
Code
FulName.. || Phone o [
FistMame [ FasNo [
5. Complete the screenwithall relevantinformation e — | —
and click OK o S —
Compary: [ o
Addiess I Nominated
County:
. . . . . Postal Code:|
6. Thedoctor will now bevisible inthe list.
EJJ € Asign |Seach [ fio| Clear | Assigned Contact B unassian
7. Highlightthe doctorand click Select & |, The e
following screen will reappear listing the doctor
. RIRRI RIS L R | sy Ena
assigned tothe case.
) e —
. . . . OterRef [ Inswanc Ref: [
8. Usingthe tick boxes provided tagthe required
. R Cancel
Doctor and click Continue.
A Select Case Associates [ x |
@] ¢ a4 = GPDoctors Matter:  FLY001/0001
9. Word will openshowingthe lettertodoctor Selct the G Doctors © be copied it i documenty
Seq | Name Company Address Type
[l§ ' or.0avid Foster Mayfair Medical Service 10 Green Str Docto
10. Edit the documentin Word as normal as
required.
11. Save any changesand Print as required.
12. Thetask and documentwill then be availablein
the Keyhouse Case Diary forfurtherreview. " i
Tag All UnTag All Invert
Filter On Continue



Keyhouse Chapter 4:The CaseDiary

Example 3: Letter to Lending Institution — Where there is only one lendinginstitution and it is already
presentin the case associates.

In the following example the case associate is a Lending Institution and the document being processedis a
letterto Lending Institution. The template document has been setup toinsertinformation onthe first
lendinginstitution.

4.

Word opens automatically displaying aletterto lendinginstitution the information regarding the case
and case associatei.e.the lendinginstitutionisinserted automatically. Noinformationis requested as
itisalready beenaddedtothe case associates.

Edit the documentin Word as normal if required.

Save any changes and Print as required.

The action/task and document will then be presentinthe Keyhouse Case Diary forfuture review.

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

1.

3.

4.

Message

The following message box has appeared
requeStlngthe userto add a Second | CAMOOD1/0002 Tary & Marie Camphel
Defendantto the case - TomikMere Campeel

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

No | lgnare |

To add a Second Defendantclick Yes and add the case associate as normal then selectand add them to
the case. (See the previous examples for furtherinformation)

Or

Click No if you do not have the information at this time and want to be asked againin 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. Inthis case all future actions/tasks generated will not request this information.

Word opens automatically displaying the warning letter, the information regarding the case and case
associateisinserted.

Edit, Save and Print in Word as normal.

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

When generatingadocument, auser will often be asked specific questions pertaining to that document.

For example aprompt mightaskthe userwhatis
the purchase price of the property.

Example of UDF Question: Sale Price of Property
1. Inputtheanswerinthe inputbox provided.
2. Click OK.

3. Ifthe questionisnotapplicableclick N/A.

4, Theansweristheninsertedinthe Word
document.

5. Theanswerwill be storedinthe extra case
details screen.

6. Toamendclick on the extra case details

"¥ Extra Case Details

shortcut available onthe
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 containingthis field is
generated, itwill includethe 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

rom

Bacie ' i
B, o e P N s g P G Yl 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. Doubleclickonthe action to generate it.

2. Thiswill take youto Outlook. The email canthen be edited and sentinthe normal way.

3.  Returnto Keyhouse and complete the actioninthe normal way. See Marking a Task as Complete (p.

64) forfurtherinformation.
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Generating an Email with an Attachment using the Email Template

1.

Double click on the action to generate it.
Process the documentin the normal way.

Once the document has been generated and edited, closeitand return to Keyhouse.

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

Ll | L L e e f g g s o coman ]
0 " ™ T

rsee

The email will generatein Outlook with the Attachment. The email canthenbe editedand send as
normal.

Returnto Keyhouse and completethe action. See Marking a Task as Complete (p.64) forfurther
information.

The email and the attachment will appearas individual actions in the case diary.

If you wantthemto appear as a single itemsin the Case Diary goto the About Buttonin Outlook and
tickthe 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

L
Tasks after being generated > should be marked as complete toreflect this. Otherwise the task will appear
incomplete inyourto-dolist, 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 tasksin

date order reflecting the progress of the case.

1. Clickon the Task in the Case Diary.

F

Complete Action

2. Clickon Complete Action

available onthe Home tab of the Ribbon. Atick ona green discwill

be shown beside the task/action, indicating thatitis complete.

‘ i 24 Apr2010  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 butensures you have ultimate control overit.

If you mark an action as complete any precedents which have notyet been generated will

automatically generate.

A Follow-up actionisthe nexttask that needs be processedinthis case. Thisis setup by the

administrator when the case planis created. Any follow-up actions setup to be “automatically
processed” will be inserted inthe case diary automatically.

Or

r| O po PSLOA.
Do PSLOS

i

What's Next?

Next Action Description
Remind Lender to send Title
Draft Contract

Note : You can change the date on which the next action i to be taken by dlicking on the On date provided.

Remind Lender to send Title is complete. Check the bex('s) provided to choose what you would like to do next?
Next Action

on
Tuesday, 10 May 2016
‘Wednesday, 04 May 2016

If the follow-up action has been setup to “ask the user which action to process” the userwill be given
achoiceto insertinthe case diary. The following dialogue box appears tick the next task and click OK.
The task/s will appearinthe case diary.

= NOTE: The setup of this section is controlled by your administrator. Contacthim/herregarding
setup andtimelines.
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Opening Documents Generated

1. Inthecase diaryclickon the task containingthe documents. See the following example

(] Keyhouse Case Management  {CN - Cuc can - 1001 /0725 & x

&
K £
R

)

Newltemw  Print v Capture G

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

Tek 01 4766666
Ffe: 65

ignare | Show me

Current

evien ¥

etter to Defendant

& Preview Document

BLAoo1/0001/BS "

David Green

66 Florence Parade
Terenure

Dubliné

@ Reserve Ledger
© undertakings

R n-in from Chrome on Win EMI 3 21 January 2016
strang Raom

Dear Mr Green,

|| Weact for the sbove named who has
suffered personal injuries as a result of an

ian@keyhousedemaje - Draft Fleadings from Counsel EMi aceident on the sbove date.

Medical Report v

e oo || Weare sabsfied from our insiructions that
ESRI(E Func % : vou are responsibie for this accident and
Email T - Drat Pleadings e v hecefore lable to conpensate ous cheat for

= thex personal oy, Ioss and damage. We

Gordan Black PHO = bereby call upon you to admit Eabilcy to our
chent n an ope itter with 10 days from
the date hereof.

nvoice No:218

Rejedt sttiement

Standard View w | Inthe event of it being necessary, our clent’s
cizim for damages Wl be the subject of an
Type | Document version | Date D applcation to the Peesonal Injuries

[l & [waring Letter to Defendant pr e —m— Assessment Board (“PIAB")

Tasks

Client/Case

Time Costing

(i Carol Molan | Thursiay, 21 lanuary 2016 | 17:14

2. Double Clickon the documentinthe attachment window. Word will launch and open the document.

=l Tip to preview aprecedent documentclick on search/open on the navigation bar. Then click on
template library then search for the precedentrequired. See the chapteron Search and Open for
further details.

Changing the Name and Class of a Generated Document

1. From the Attachmentpaneinthe case diary. Right Attachments
Clickon the Document; the following menu will L L L S
4 ﬁ_- Letter to Lending Institutii o Properties
appear.

@ History

2. Clickon propertiesandthe following dialogue box
WI“ appear. Document Properties X

Details | File Information

Document Name:  Letter to Lending Institution2

3. Amendthe document name and class as required.

Document Date: | 04 Nov 2014 ©
. Document Class:  Letters/Interparty Correspondance v
4. Click OKwhencomplete.

Document Type:  Document

5. A message will appearasking youto confirmthe = - —

update’c“ckvesto confirm. _
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Undertakings

Viewing Undertakings

4.

/\

Opena case inthe Case Diary.

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

Keyhouse Case Management (N - Carel Nolan - 0001/ 0720)
Home Case Reports Phonelog Maintain  Setup  Help
= 0 8 ©
® &= 0 o ©
Newtemw | Print v | Capture Generate Complete Action| Start Timer Post Time
hctons Documents
s Case: | ABADOT/0001 4| | David Abrahams
¢\ Client/Case ! KL
Family Law
I case Diary
IJ Document Manager Seard
Sa Current Client Details =
- B | C..|A.|P..|D. |A.|Date Time Handler | Synopsis
A g
SRR =« oo e e lmeveames
& Associates ] 19 Jun 2014 11:41 BS Invoice No:230
€ critical information ] P19 May 2014 16:32 85 Letter from Accountant
/s e (et [ 01 May 2014 23:54 Bs Invoice No:229
@ a/c Ledger & I 01May2014  22:29 85 Email From:keyhousedemo@gmail.com - Mobile Call to Brian Sweeney
id Time Ledger (] ¥ 01 May2014 1230 BS Email From:br ie - Practice A Review Age
& Debt Ledger ] ¥ 01May2014  00:00 Bs Email To: - Financial Trends for the Econo
BReserve Ledgel A% 27Feb2014 | 09:01 BS David Abrahams
@ Undertakings =
& | 27Feb2014  07:08 8s Email Toibrian@keyhousedemo.ie - Sample Report for Key Performa
M Strong Rgom & 16 Jul 2012 15:54 es Letter to Solicitor re title Letter to Allsop & Browne
Nwwmwwﬂ_\’ e, _ e S B NV SN WP A eV NS

Any Undertakingsin the case will be displayed.

Home| Case Reports Phonelog Maintain  Setup  Help

& (Client/Case Case: | ABAOOT/0001 4| ¥ .. | David Abrahams Tel; 01-290222;
.-\ ST Family Law o)
Case Diary

Standard View

Discharge %

@ Time Ledger
[ Debt Ledger
@ Reserve Ledger
© Undertakings

Double clickonan entry to edititor selectthe entryand click on the edittool 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. Inputthe following Information

Commentto Ledger:

Needs Attention:

Date:

Diary Warning Date:

Type:

Givenor Received:
Commercial:

Authorised by FE:

Undertaking to:

Who:
Details:
Value:
Status:

Dealing Number:

Usingthe tick box providedtick if you wanta commentaddedtothe ledger

Tick ifitneedsto be
action.

Add Undertaking *

Thisis actual date of S o
theundertaking. Click [ /= ===

theJ button to
selectadate fromthe |
calendar.

Thisis the date the
Undertaking Action . -
will appearonthe Fee condors s o

Earners Task List as a
To Do Item. This will

defaulttoa system e
warning date to amend click on the down arrow to view a calendarand select
a date.

Checkthe appropriate button for the type of undertakingi.e. Financial or
Documents.

Select whetherthe undertaking has been given by you or received by you.
Select whetherthe undertakingis commercial or non-commercial

Clickon the down arrow to selectthe relevant Fee Earneragainstthe
undertaking.

Click on the down arrow to selectthe relevant Case to whomthe undertaking
isbeengivenorreceived.

This will defaultto the selected case associate.

Input a description of this undertaking.

Input the amount the undertakingisfor.

Click on the down arrow and select the required status.

Input the dealing number

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

s ome e wha vl
>-m Feter 0 Jones & €0 n

Details
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AND

Inserted as a task inthe case diary assigned to the selected fee earned dated with the warning date set.

All Undertakings can be clearly identified by the Undertaking symbol 1]

5 Co| A | P | Du | Al | Date Time Handler | Synopsis
= B 3 02 MNov 2015 17:22 CM Photo Id
B ¥ 02 Mov 2015 1716 CM Letter to Client
8 | | Loanao o v Juneratigcngedbyzmans

19 Jun 2014 11:41 BES Invoice Mo:230

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

6. Click OKto close.

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

How to Edit an Undertaking

® FrTrT -
1. Go to the Undertakingscreen. o e
2. Double Click onthe undertakingto be S
amended. The following dialogue box will
appear. - = i

3. Amendas required.

4. Clickon the Extra Notestab to add additional -
information and/orclick on the Undertaking
log to view the history of the undertaking.

5. Click OK to save the changes.

How to Add a Document to an Undertaking R

1. Gotothe Undertakingsscreen. “f 18 o

2. Double Click onthe undertakingtobe
amended. Click on Attachment/Document.

3. RightClickinthe White Areaand click Add
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4, Clickon Attachmenttoaddthe documentorlLinkto Folderto create a link to the location of the
document.

5. Navigate to the location of the documente.g. Scan Capture folderand select the document.

6. Choose the correct Classification forthe documentand click Select and click OK

® £dit Undertaking =
General | Extra Notes | Undertaking Log:
0 * Cla x
Date Entered | Document]
x nclude Retired
Class Code | Class Description Retired

7. Thedocumentisnow visible onthe 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\FLYO0 140001\ Undertakil

How to Discharge an Undertaking

1. Gotothe Undertakingscreen.

2. RightClickon the undertakingto be discharged; amenu will appearas seen below
@ P P —————— 3 P ‘
= QQQQ

Case: | ABADD1/000 4|»] ... | David Abrahams Tek: 01-2902222

family Law Fer ab
tandard view |
At Date Type Who value Details Discharge %
g -M = .00 e Documents
Q@ ade
Q@ o
Q oelete

@ i Ledger @ Discharge

3. Clickon the Discharge; the following dialogue box will appear displaying the undertaking.
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4. Inputadescriptioninthe discharge description box.

® Discharge Undertaking x

Genersl | Extra Notes | Undertaking Logs

Client : W Add as Comment to Ledger Needs Attention
Matter : Fammily Law

Date 27 Jun 201 || Diary Warning Date | 19 apr v
Type Given or Received Commercial or Non-Commercia!

Authorised Fee Eamer

king To Select undertaking tc X

Value Desling Number

Status Pre Registrat Categary
Conditional

Discharge Date 19 Apr 2016

Discharge Description

ok Caneel

5. Click OK youwill then returntothe undertaking screen where the undertaking will have a discharge
date lodged against.

= NOTE: It cannot be edited beyond this point.

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

Undertakings Register

Allundertakings where given orreceived will appear on the Undertakings Register in Firm Undertakings on
the Search/Open Screen.

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

At | Matter Ref ert Matter Undentating Undertaking... | Discharge Date | Authorised By.. | Value Type | For Who tatus | Action... | Given.| D ot || Desc
| Purchase 23 1. Carol Nolan 24540000 £ | First Active NA 721| Given | -
v 0 215ep20 0 F NA Undertaking changed by BRIANS
‘, F ' NA Date 1003/2009
v Type: Financial
G

en
Authorised By: CN Carol Nokan
Undertaking to: First Active plo(First
Active)

Detads: First Active - Undertaking re Sale
of 17 Douglas Road Smittfield Dublin 1 -
redeem

Comment First Active

Vaie: 243400

Status: NA

Dealing Nusmber: TB2/98011

Undertaking Created
Date 10032009
Type: Financial

Authorised By: CN Carol Nolan
Undertaking to:

Detads: First Active - Undertaking re Sale
of 17 Douglas Road Smithfield Dubiin 1 -
redeem mortgage

Comment: Problem with ttle moaies in
chent ac

Vake: 245400

Stats NA

Dealing Number. TB298011

0 Carol Notan | Monday, 09 May 2016 [ 17:16
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Attaching Undertaking Documents using the Undertakings Register
1. Go to Search Open and select Firm Undertakings.

2. Searchfortherequired Undertaking and right click.

Jjack flynn
Attn Matter Ref Client Matter Undertaking
d o000 | YT
Edit
Discharge

Add Document
Open Action

EGE BE

Go To Case Diary

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

5. Highlightthe DocumentClass and click Select.

Document Classes x
* 7 X v 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
Qurc  Jundensking ||
WiL will N
v
< >
e (o' | 6. Thedocumentis now visible inthe Case Diary. Go to the

e Case Diary and locate the Undertaking.

7. Ifthe documentneedstobe renamedgoto the Attachment Section, selectthe documentandright
click.

8. SelectProperties.
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® OV —— N -8 x
5 Phonelog M Set Help

Tek: 01-569 7412
Fes N
Standard view T

el T

aomar

e T - wowo W]
To0c
Tooc

Standard view T

ks
5 harpscamermneynou 1109 Miay 2016 | undertaing

9. Rename the documentand click OK.

10. A promptto linkthe document name to the action will appear. Choose Yesif you wantto change the
name of the action otherwise click No.

Document Manager

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

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

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 foundin 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. SelectPrintand a listof reports will appear.

= Q@0

Print Add Edit Dl'scharge Undertakings by Dept EN|
| = Undertaking List Report
F= Undertakings Authorised By Tope By e
Discharge Status Not Discharged

= Undertakings by Client From Department (Blank fo Al
7= Undertakings by Dept To Department (Blank for Al)

R New Page Per Department
= Undertakings by Dept by Work Type Open orClosed Mt
= Undertakings by FE e or Recieved

: Foms
= Undertakings by Matter Financial or Documentation Al [v]
= Undertgkjngs b_l'r Status Commercial or Non-Commercial Al [v]
= Undertakings By Undertaking Date
F= Undertakings By Undertaking To L@
= Undertakings By Work Type

3. Clickon therequiredreporte.g. Undertakings by Dept. and the following report dialog box willappear.
4. Complete therequiredinformation. If yourequire all departments, leavethe fields blank.

5. Clickon Run and the reportwill generate.

®© . e -oE=
[ipoc || [wvor |[ Lwns | ) [
S| clea s

Group Tree.
Undertakings By Dept

E S001/0001 12073011 Document 8BS G708F
Leasa of Linit 33, Easigate Avenus, Du! For : Fist

Actve
Tite Desds

Jos Blogos.

BLOO10004 1423012 Document MW

Commerical Wark FFor : Dun Laoghaire Rethdown County Council

u (]

Page 1af5 | Main Report 22 E 1008 | —t—

6. Clickon print EI or click on one of the following options available on the report toolbar:

®  Clickon Doc to opena copyto Word
®  (Clickon PDF to openinAdobe.
" Clickon XLS to openacopy in Excel.
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Printing from Undertakings

1. Clickto Case Diary and select Undertakings fromthe Column onthe left.

2. Clickon the Print option onthe Ribbon.

u!hl b!
Print = Add Edit Discharge

— Undertakings By Matter [°
= Undertakings By Client Ca

3. Fromtherequiredreportanda dialogbox will appear.

Undertakings by Client EN|
Enter Report Criteria

To Date 09 May 2016 [m]
Discharge Status Mot Discharged v
From Client Cade (Blank for All FLY001 v
New Page Per Client v

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 parametersandrun the report.

8. Clickon printg or clickon one of the following options available on the report toolbar:

® Clickon Doc to opena copyto Word
® Clickon PDF to openinAdobe.

®  Clickon XLS to opena copyin Excel.
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How to view Critical Information and Print Reports

1. Openthe required case inthe Case Diary

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

parters  Phone log  Maintain  Setup  Halp

|
=

Case: BLAGD1/00 4[| .| GordonT. piack Tek: 01 4766666
RTA Walkinstown Crossroads, G. Slack Fje: B8

o]

i 69 Estimats given 631% Undertakings
Descrigtion [ value | Who | Given/Received

Time By F/e Work in Progress Total Time

Stephen Keagh

CILIC
] .I'.

. Carol Mokan | Friday, 08 Juy 2016 | 10:31

3. To Print areport clickon Printon the toolbarthe following option will appear.

4. Clickon the Report required

—
For Activity Report: Click on Activity Report m'
The current case code will appear; amend if required = Activity Report
Set the date parameters = Summary Report
Tick the items you wantincluded e.g. Emails, attachments etc, |= Matter Label ¥
Click Run = Client Label P

Summary Report: Clickon 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 forinformation on the following functions availablein the Case Diary:

e Chapter6 forthe Keyhouse Capture
e Chapter7 forthe template Library
e Chapter8 forthe Conflict Search

e Chapter10 forthe Strong Room

e Chapter11 for Time Recording

e Chapter12 for Accounts

e Chapter13 forthe DebtLedger

e Chapter14 for the Reserve Ledger
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Chapter 5: Using the Document Manager

Document Manager

Getting around Document Manager

Below isan image of the Document managerwindow.

/l Ribbons

Preview Pane

N
ABAOOIOOOICNGCU A

04 May 2016

Document List

RE: Our Clients David Abrabams
Premises: aerrgaert
Loan No. ertaer

| Window area | Description
Case Box Inputthe case referenceinthisboxorclickthe ... browse buttonand
searchfortherequired case.
Column Headings Click the columnheadings tosort the listof documents by name, version,
diary date, documentdate, documentclass, Source, From, To, Subject.
Document List The list of documentsin this case are displayed.
Preview Pane The selected documentis previewed in this window
Search box Enter search textinthis box
Home tab Description
= Print
(j ) Show document properties
& Reclassify: change the documentclass

Click to email currentdocument

e Compile Brief: If no Brief currently exists, this button launches the Brief
Compile friet Wizard.
Ifthereis an existing Brief, this button opens the existing Brief in the Brief
Maintenance window
Use Adobe PDF viewer | Tick to use Adobe Readerto preview document.

= Compare two documents using Word’s Document Compare feature
Se Compare two documents using WorkShare (if installed)

e Compare two documents using Libéra

=
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How to search the Document Manager
1. Openacaseinthe case diary.

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

@ Keyhouse Case Management

. - = x
Home Case FReports Phonelog Maintain  Setup  Help
-
) —
print - | capti ast Tieme
Case: [Rv001/00 A[»] | sack Fynm Tet 01
Sale of 10 Rase Lawn, Blanchardstown, Dublin 17 e cn
Standard view il & »
E ML Time Hander | synopsis et
1 2] Rey &) Preview Document
eb2015 160 o Letter to Lending Instittion s B Y001 0001 CR AN "
T T I N T S :
08 1 o tter to Solicto o3
P - o - 12 February 2015
38 ™ G =Y
o Jack Flyan
¢ @ B o 10 Rose Lawn
@ undenakings . o . Blanchardstown
W strong Room 6:02 [+)] GO Dl 1
- 0 § Case; [TJF001/0001 AP .. | TIFox
4 Client/Case
Outstanding debt to PTSB Bank.
Il Case Diary
B Dciment Virager — O search et stanaaretview [T
&» Current Client Details T
Type | 1] | Document Name Diary Date | Version |Date | Document class Source From To Subject
Current Case Detals " . .
Q= Attendance Log 14 Jul 2015 1 14 Jul2015 | Reports Case Attendance Sheet
Zp Other Case Details
o —— Attendance for Introductory Meeting_2634 13 Jul 2015 1 06Jul 2015 | General sentE-mall | training@keyh... Brenda Hartley Outgoing Email with an Attachment
ssociates
R iz Attendance for Introductory Meeting W_\/Dﬁ\J:ILZDWS 105 Jul 2015 | Instructi wﬁ Initial Attendance
SN o PN N D e amnir, et PR — O e N N vav\w-/“\_../w

4. Selecta documentto see a preview. Double clickto the openthe document.

How to Sort by Column Heading

1. Clickacolumnheadingtosort bythat heading. Click againtoreverse the sortorder. See the example
below the documents have been sorted alphabetically by Document Class.

Case: | TJF001/0001 4P| .. | TJFox

Qutstanding debt to PTSB Bank.

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

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

v i Attendance Log 14 Jul 2015 114 Jul 2015 | Reports Case Attendance Sheet

= Vendor Instruction Sheet 14 Jul 2015 11412015 General Case Create Vendor Instruction Sheet
= Document2_2661_2662 13 Jul 2015 113 Jul 2015 | General Case Document2_2661_2662

F I Outgoing Email. 13 Jul 2015 1,13 Jul 2015 | General Sent E-mail training@keyh... Brenda Hartley = Outgoing Email.

F I Outgoing Email with an Attachment 13 Jul 2015 113 Jul 2015  General Sent E-mail training@keyh... Brenda Hartley = Outgoing Email with an Attachment
£ Letter to Lending Institution confirming appoeint.. | 06 Jul 2015 3 13 Jul 2015 | Letters/Interparty Corr.. Case Letter to Lending Institution confirmal

Conflict Search_263% 13 Jul 2015 1 06Jul2015  General Sent E-mail training@keyh... Brenda Hartley = Outgoing Email.
ﬁ: Attendance for Introductory Meeting_2634 13 Jul 2015 1,06 Jul2015 | 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 2] sort Descending

Clear Sorting

the pop-up menu.

Group By This Column

o0

Show Group Panel

Show Column Chooser

0 ml

Best Fit

Best Fit (all columns)

_()

Filter Edlitor...

Document Class ™ I -

78



Keyhouse Chapter 5: Using the Document Manager

How to Filter Columns

1. Move yourcursor to the column headingrequired, so that the filter pin appears.

2. Clickthefilterpinandselectthe requiredfilterfromthe drop-down menu.

[ search text

Type | | | Document Name Diary Date ¥ |Version |Date Document Class T Saurea Ernm To Subj
n-"‘ . Expenses Claim Form 2015 from 1st July2015 16 Jul 2015 1 30 Jun 2015 General Eijz:k;j\anks] keyh... training TT. tr... Test
[‘_ I Test Attachment 16 Jul 2015 1 16 Jul 2015 General Client Letters keyh.. training TT.tr... Test
= Precendent Document 14 Jul 2015 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 4 Jul 2015 General Instruction Sheets Crea
(E Document2_2661_2662 13 Jul 2015 3Jul2015  General Letters/interparly Correspondance Doct
|E| Conflict Search_2639 13 Jul 2015 1 06 Jul 2015 General :f;:fijngs tkeyh... Brenda Hartley | Outc
F i outgoing Email. 13 Jul 2015 3 Jul 2015 General Reports tkeyh... Brenda Hartley = Outc
b= Attendance for Introductory Meeting_2634 13 Jul 2015 06 Jul 2015 General R oikeyh... Brenda Hartley  Outc
F §  Outgoing Email with an Attachment 13 Jul 2015 3 Jul 2015 General Sent E-mail training@keyh... Brenda Hartley Outc
rE| Conflict Search 06 Jul 2015 06 Jul 2015 Conflict Search Case Cont
rh_; Attendance for Introductory Meeting 06 Jul 2015 06 Jul 2015 Instruction Sheets Case Initia
= Letter to Lending Institution confirming appoeint.. |06 Jul 2015 3 13 Jul 2015 Letters/Interparty Corr.. Case Lette
(= Letter to Lending Institution confirmating appoin.. 06 Jul 2015 06 Jul 2015 Letters/Interparty Corr... Case Lette

3. Toremovethefilter, select (All) fromthe filter pin drop-down menu (alternatively right-click the
column headingand select ClearFilter from the pop-up menu).

How to Group by Column

1. Right-clickthe columnheadingyouwantto group by, to show the pop-up menu. 4l sort Ascending
£l sort Descending
. . ‘§‘>§ Clear Sorting
2. Select Group By This Column. In the following example, the documents are = o Byt
= Group By This Column
grouped by documentclass. &5 Rnow Group panel
Show Column Chooser
] = BestFit
Type Document Name Versi =
8 Best Fit (all columns)
» Document Class: Attendance Sheet T Filter Editor...
» Document Class: Letters/Interparty Correspondance
b 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
rh_; Letter to Client 1|20 Apr 2010 29 Jan 2011  Case Letter to Client re advice
rh_; Letter to Solicitor 1 24 Apr 2010 29 Jan 2011  Case Letter to Land Registry
rh_; Letter to Solicitor 110 Jun 2010 29 Jan 2011  Case Letter to Solicitor
E letter from hospital consultant 1 04 Jul 2011 04 Jul 2011 Received E-m.. Martina Winte... martina@keyh... doctors report
|E Letter to insurance company 1|08 Oct 2014 23 Nov 2014  Case Letter to insurance compan
|E Letter to Barrister 1|13 Nov 2014 23 Nov 2014 Case Letter to Barrister
E Letter to Doctor 123 MNov 2014 01 Oct 2014 Case Letter to Doctor
» Document Class: Medical Reports

Itis possible tonestgroup 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
|E Letter to Client 120 Apr2010 29 Jan 2011 Letter to Client re advice
|E= Letter to Solicitor 1 24 Apr2010 29 Jan 2011 Letter to Land Registry
= | Letter to Solicitor 110 Jun 2010 29 Jan 2011 Letter to Solicitor
lZ  Letter to insurance company 1 08 Oct 2014 |23 Nov 2014 Letter to insurance company
M= | Letter to Barrister 1 13 Nov 2014 | 23 MNov 2014 Letter to Barrister
lZ  Letter to Doctor L\\) 1 23 Nov 2014 |01 Oct 2014 Letter to Doctor

4 Source: Received E-mail
E letter from hospital consultant 1 04 Jul2011 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 inturnand select

Ungroup from the pop-up menu. ltis also
once the Show Group Panelisvisible.

2l

i

Sort Ascending
Sort Descending
Clear Sorting

ol %

Group By This Colurmn

& Show Group Panel

'

Hg] Show Column Chooser
ol BestFit

Best Fit (all columns)
? Filter Editor...

How to reclassify Documents

up alistof the available document
categories.

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

Search for the required category, if
necessary, and selectit.

Click OK.

How to change the Document Properties

1. Selectthe documentordocumentswhose
propertiesyouwanttoamend.

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

possible to dragthe heading back onto the Heading Row

[ search text
Document Clag
=] Full Expand
0 1 Full Collapse
b Docume 8] sort Ascending

b Docume Z|  sSort Descending

Type

3

b Docume

b Docume

» Docume Hide Group Panel
» Docume Show Calumn Chooser

spondance

» Docume Best Fit (all columns)

» Docume Group Summary Editor...

Y Filter Editor...

Selectthe document ordocuments you wantto reclassify and click Reclassify on the Home tab, to bring

Change Category

Class Code
ATT

CFS

DOC

ENG

GEN

LTR

MED
MEM

Class Description
3 Attendance Sheet

Conflict Search

Document

Engagement Letters

General

Letters/Interparty Correspondance
Medical Reports

Memo

Ok

Cancel

Document Properties *
Details | File Information
Document Name:  letter from hospital consultant
Document Date: |04 Jul 2011 v
W

Document Class:  Letters,/Interparty Correspondance

Document Type:
g

Image

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

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. Selectthe documentordocumentsyouwantto email then click Email on the Home tab.

2.

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

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

Document Folders

Itisnow possible to have aDocument Folder structure in the Matter. This can be createdinthe Workflow

Setup and accessed and maintained inthe Document Manger for each matter oritcan be createdon a

matter by matterbasis. In orderto use thisfeature, it mustbe turned on inthe Administration section on
the Setup Tab. Documents can be moved, linked or copied into the folders but they are all still visiblein the

All Folder.

1.

2.

Go to the Document Manager.

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

[ Search text Standard View = |
2 [Fotder: an
E 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

Click on Folderand pininto 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
ﬁ 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. Rightclickon Documents and select Add new Sub-Folder

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

4. Enterthe name of the folderand click OK

5. Continuetocreate the requiredfolderstructure. Sub-Folders can be added to Sub-Folders.

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

Moving, Linking & Copying Documents in the Folder Structure

1. Clickthe documentstobe movedand drag to the appropriate folder.

Alternatively

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

Case: |FLY001/0001 4|¥| .. | JackFiynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

[ search text

Folder % [Folder: Documents >>> Report
I oAl Type | [ | Document Name Diary Date | Version |Date
4 | Documents ﬂ. Undertaking to forward funds 29 Apr 2016 - 09 May 2016
4 | Agreements wWill of I Flynn 5 May 2016 09 May 2! 1 09 May 2
* Move d“"""““'“ this folder | - Fyn dated & May 2015 09 May 2016 109 May 2016
4 | B copy documents to this folder =
X lack Flynn dated 5 May 2016 30 May 2016 109 May 2016
& Link documents to this folder
= TemEr T Solicitor 23 Mar 2016 123 Mar 2016
i Letter to Client 23 Mar 2016 123 Mar 2016
= Lir to Client 08 Mar 2016 108 Mar 2016

2. To copy or linka documentinto more than one folder, move itto the first folderas perPoint 1.

3. Clickon the Folderand Right Click the documentto be copied.
4. Drag tothe secondfolder.

5. 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

Whenyoulog into the new version of the Keyhouse Desktop you can choose to login directly to the Task
Manager (see the chapter 1 for furtherinformation). The primary function of the Task Manageris to act as
a To-Do listdisplayingall tasks outstanding. It defaults to overdue tasks but you can navigate to specific
dates. Each task will show the date of the task, the matterdescription, the client name and adescription of

the task itself.

Navigating the Task List

The Task Screen

Home Case

(o
T =
oy
New tem~ Print

M Tasks
& My tasks
2 Team tasks

[T Day's tasks

7] Next week's tasks
5] Next month's tasks

@ overdue tasks

© outstanding tasks
3 Last week's tasks
& Last month's tasks
7 Alltasks

© My Overview

Tasks
Search/Open

Client/Case

Time Costing

Reports

Phone Log

| &

Maint]

-

Capture Generate Complete Action
Documents

B B

B EEEEEEEBEEBEEBEEBERB

RGOS carol Nolan v [RGID

Toolbar

Search Box

Date

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

04 Nov 2014

03 Nov 2014

03 Nov 2014

Time

19:31

19:09

19:07

18:16

18:15

17:26

17:25

17:25

17:24

17:24

17:19

17:11

17:03

1703

16:55

16:53

16:52

16:44

16:35

16:37

16:23

Case Code

GLED01/0001

GLED01/0001

ABADO1/0003

BLA001/0002

BLA001/0002

BLA001/0002

BLA001/0002

BLA001/0002

BLA001/0002

BLA001/0002

BLA001/0002

BLA001/0002

BLA001/0001

BLA001/0001

BLA001/0001

BLA001/0001

BLA001/0001

BLA001/0001

BLA001/0001

ABADD1/0003

4001/0003

Count=60

Handler | Team

N

faX}

N

faX}

N

faX}

N

faX}

faX}

faX}

N

faX}

N

faX}

N

faX}

N

faX}

N

faX}

N

From

N

N

N

N

N

N

N

N

N

N

N

N

N

N

N

N

N

N

N

N

N

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..
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..
Gordon T. Black

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

RTA Walkinstown Crossroads, G. Bl..
Gordon 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 Lend =

Letter to Doctor

Letter to Doctor

Letter to Doctor

Letter to Solicitor

Letter to Solicitor

Letter to John Dunne

Letter to Client

Letter to Client

Letter to Barrister

Letter to Solicitor

R

Standard view (|

Diary Date

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

04 Mov 2...

03 Mov 2...

03 Mov 2...

T T T T T T T

b

b

o 7T U v v 0 U T

bl

eview L

Letter to Lending Institution

OURREF YOURREF  DATE
BS.HB.BLA001/0002 04 November
2014

Re: OurClients - 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
< New Clickon the New toadd "Note
S any of these tasks. il
— [7¥ Appointment
€, Phone Message
& Dictation
=| Draft Invoice
™= Request Cheque
A Conflict Search
Printer Clickto printany of & Aty Report
the followingreports: |2 ... < imary Report
= Matter Label »
= (lient Label >
Capture Click on capture to launch the document
U capture program to importdocuments or
Capture folders of documents orimages.
00 Generate Clickto generate adocumentfora
T 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 followinglists displayed on the shortcut bar on the left.

& My Tasks Click on My tasks to view the current handler’s tasks or
M Team tasks clickon Teamtasks to view the team tasks
1] Day's tasks Click on thisto view today’s tasks.
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E' Jan 1801 |v 38 May 2016 VI Selectarange of dates.

7] Next week's tasks Click to view next week’s tasks.
51 Next month's tasks Click to view next month’s tasks
& Overdue tasks Click to view Overdue tasks
Q Outstanding tasks Click to view outstanding tasksi.e. past, present orfuture.
% Last week's tasks Click to view Last Week’s outstanding tasks.
% Last week's tasks Click to view Last Month’s outstanding tasks.
# All Tasks All Tasks shows all outstanding tasks
& My Overview Click to view the overview screen.

Using Different Layouts/Views

Standard View | |

1. Clickon Viewtool onthe farright of the

Standard View

search bar. A list of available views will criical Dates

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

2. CI'CkOn the reqU|redV|eWtoapp|y|tt0 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. Clickon the Pin to make it permanently visible or click on the Pin|E| again to returnitto floating.
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Searching, Sorting, Filtering and Grouping Tasks

How to Search the Task list

1. Input keysearchwordsin the Search box. Thereisno
needto press Enter, as the results will update as you

type.

2. Theresultswill appearinthe Task Screen. See the following example of asearch for “review” inthe

task list.

Review

Review

=

ve

v

[]

Date

04 Nov 2014

04 MNov 2014

04 Nov 2014

28 May 2014

07 May 2014

07 May 2014

26 Dec 2013

] 19 Deg 2013

Time

19:31

18:16

18:15

08:36

11:49

11:35

12:04

14;

Case Code

GLE0O1,/0001

BLAQO1/0002

BLAQO1,/0002

BLAQO1/0001

KEL002/0001

0C0001,/0001

KEL002/0001

Handler | Team

CN

CN

CN

CN

CN

CN

CN

COM

COM

COM

COM

COM

COM

COM

From

CN

CN

CN

CN

CN

CN

CN

3. Toclearthe searchresultsclick Clear. D|

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 ©'Connor V John Smith

sarah Kelly
Purchase of Property

elingda FitzGerald

How to Sort Column Headings in the Task Manager

1. Clickon therequired columnheadingtosort by that column.

2. Clickonthe columnagainto reverse the order.

How to Filter the Task Manager

1. Move your mouse to the required column heading.

2. Toviewa listof filter categories

Case Code ¥

Action

Review File

Review File

Review File

Diary Date

04 Nov 2014

04 MNov 2014

04 Nov 2014

Review all contracts 28 May 2014

Review File

File Review

Review File

Nclick onthe pinand select
the required category. See the following example
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07 May 2014

07 May 2014

26 Dec 2013

Standard View T

LRELGIEE Carol Molan v Outstandina Onky

=

o o T T T

T

Handler [EXTINCIEMMIE ™ Outstandina Onkv

Date

Time

e e DA e e

(Blanks)

b i 04Nov2014 1816  BLADOL0{ (Non blanks)
AAAQ01/0001
04 Nov 2014 18:15 | BLADO1/00{ AAA001/0003
. ABADO1/0001
@ 04 Nov 2014 17:26  BLADO1/00( ABAOO1/0003
i ABBOO1/0001
i3 04 Nov 2014 17:25 | BLADO1/00 ABBO01/0007
. BIL001/0001
h 04 Nov 2014 17:25  BLADO1/00{ BLAOO1/0001
BLADO1,/0002
=04 Nov 2014 17:24  BLAD01/00( BLOO01/0005
o CLI001/0001
i3 04 Nov 2014 17:24  BLADO1/00( DEA001/0000
E 04 Nov 2014 17:19 | BLADO1/00 Fs001/0001
FIT002/0001
i 04 Nov 2014 1711 sLaoiof S-EO0H00

KEL002/0001

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

1. Rightclick on the columnyouwant to group by; the following menu will appear.

RENGIE Carol Molan M ¥ outstandina Onlv

Date Time |Case Code Handlar [ Tonam | Eeam | Client/Case(Matter) A
8] sort Ascending -
v ! 1> 04Nov2014 1931 GLEOOLMO( 7 : Charlie Gleeson ;
: ' Z|  sort Descending Lease of South West Georges Str...
o Charlie Gleeson
I ' !
iz 04 Nov 2014 1903 | GLEGD1/00 — . Lease of South West Georges Str... Y
= Group By This Colurrfg
a . } = ) David Abrahams
ﬂ}i 04 Mov 2014 19:07 | ABAOODL/0( B2 Show Group Panel Sale of 22 O'Connell Street, Dubli... L
Show Column Chooser
Gordon T. Black
[} q C
b 04 Nov 2014 18:16 | BLADO1/OC 51 BestFit Sale of 2 Trinity Close, Rathgar, D... A
¥ , ) Best Fit {all columns) Gordon T. Black
b 04 Mov 2014 18:15 | BLAOO1/OC - - Sale of 2 Trinity Close, Rathgar, D... A
Y  Filter Editor... Gordon T. Black
5 04 Nov 2014 26  BLAOOL/000Z | CN COM .C orden 1. Bac i
e of 2 Trj
2. Clickon Group By This column. See the following example of agrouping by fee earner
Date Time |Case Code = |Handler Team |From |Client/Case{Matter) Action
»|  » Case Code: AAAD0L/0001
3. Toexpand/collapsea b Case Code: AAAODL/0003
. 4 Case Code: ABA0DL/0001
group click onthe === e —
r'-l' 25 Jun 2014 12:51 | ABA0O1/0001 CN COM  CMN Court Dat
arrow to the left. See " Family Law I
the followi ng example. ¥ 07 May2014  08:36 ABADOLD001 | CN coM N E:n‘;“ldﬁz\fhams Court Date
b Case Code: ABAD01/0003

Standard View || |

4, To returnto the standard view clickon

View

the view tool located on the search bar. standard View
. . . Critical Dates

The following menu will appear click on Delegeted Tasks

standard Dictation

High Priority Items
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 openthe case diary screen of the case to which the task belongs.

How to Generate Documents

1. Rightclick on the task you wantto generate, and select Generate
Documents from the pop-up menu.

1
@ Generate Documents

2. The documentswill be generated in the normal way. Forfurtherinformation see the section on
generatingdocumentsin Chapter4.

How to View the Documents of a Task

1. Rightclick on a task and select Open Document from the pop-up Open Document
menu.
2. The documentswill openinWord.

How to play a dictation

Right click on the task with the dictation you wantto hearand select Play
Dictation from the pop-up menu. &  Play Dictation

=l 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 e
Action from the pop-up menuto complete an action with today’s date. '
Select Complete Hold Date where you wantto complete the action forthe
day itwas generated.

Complete Action

» Complete Hold Date

= Noteifthere are any documents which have notyet been generated attached to the task, they will
be generated when you completethe action.

How to Tag Several Tasks and Mark as Complete

1. Holddownthe Ctrl key and click multiple tasks to select them.

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

1. Rightclick on the task youwantto alarm and select Alarm Action
fromthe pop-up menu. The following screen will appear.

2. Usingthe drop down arrow seta Date
3. InputaTimeforthealarm.
4. Assignitto yourself orall delegates.

5. Click OK.

B slarm Action

@ Maintain TaskAlarm x
MatterCode BLA0D1/0001 Assign To
Alarm Letter to Solicitor @ Carol Nolan
Date 04 Nov 2014 ¥| Time 515 _) All Delegates

Letter to Solicitor Delegates

Carol Nolan
Text
OK Cancel

=l Tip: To Alarma case click on Alarm Case from the menu.

@ alarm Case

View Other Users’ Tasks

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

Name.

w OutStanding Only

2. Selectthe namerequiredfromthelistorenteritinthe search box.

Code Name
ADM Admin
AN Anne Mellon

Show Stats

o

g =s

CM Carol Molan
COmM Commercial

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

3. The Show Stats box detailsthe tasks outstanding by each user.

F/e Handler Stats

Code Name Due Tasks Outstanding | Outstanding | Team

Tasks Phone Calls

Brian Sweeney 17 122 2 COM
cN Carol Nolan 29 30 2 com
w» Justin Phelan 9 9 0 CON
MK Mark Kelly 3 3 0 com
MW Martina Winters 15 15 0 COM
SK Stephen Keogh 1 12 0 CoMm

Qv a0 oo |
BS
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4. Clickonthe X to close the dialog box.

How to Push a Task

1. Rightclick on atask and select Push Action from the @ PushAdion [y ™ 1o date
pop-up menu Create Qutlook Task 5] Plus7 days
& Show Assignments [3) Plus 14 days
2. Thetask may be pushedback7, 14 or 31 daysorto a &  Assign Action GJ Plus 31 days
specified date selected from the calendar.
How to Create a Outlook Task
1. Rightclick on atask and select Create Outlook Task fromthe pop- Create Outlook Task

up menu.

2. Ataskwill be createdinyour Outlooktask list which you may editas required.

How to Tag All Tasks

& PlayDictation
Itis possible to Tag (or select) all the actionsin yourtask list so that you can mark 5 ComplatchodDute

Create Outlook Task

themas Complete, Generate Documents, View Documents or Print Documents. " Puh Acton

Rec

1. Rightclickinthe tasklist, to see the pop-up menu.

e|

3 i} & Output Grid List To
o Tag All

2. Clickon TagAll.

W Tip: To UnTag right click and click on UnTag All, ‘@ UnTag All

3. Right click againin the task list to bring up the menuagain.

4. Clickontherequiredfunctione.g. Complete Action.

e =l
How to Add a New Item Newtem> | ot
. Mote
1. Clickon New Itemon the Home tab. The following options will appear. Email

(¥ Appointment
%, Phone Message

2. Clickonrequirediteme.g. Note. The following window will appear.

& Dictation

= Draft Invaice

== Request Cheque £

A Conflict Search
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Change Action ( 3087 ) - X
Action
S Generate Document € Post Time . Note ¥ 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 ?

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

General | Email | Appointment

Fe/Handler | Carol Nolan b

Team Commercial hd

Letter to Solicitor re Pleading

Ok Cancel

Enter the following details:

Case The current case code will appear; toselectadifferentcase, click the J buttonto see the
matterlist. Selectthe required case.

Action Code Clickon the J button to see a list of actions, and selectthe required task.
Date Clickthe down arrow and select adate from the calendar.
Due Date Click the down arrow and selectadue date from the calendar.

Subject Inputa subject

F/e Handler Thiswill defaulttoyourhandlercode; use the down arrow to selecta different handlerif
required.

Team The team will defaulttoyourteamamendif required usingthe down arrow.

Description Inputa descriptioninthe 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 Editfrom the pop-up menu.

2. Theaction will openforediting.

Change Action ( 3122) - X
Action
E;Q'Generate Document ) Post Time Note ! High [ Take Action & Generate | §¥ Save
% Open Attachment  « Complete Email Mormal | & Assign Action
& Play Dictation &= Print Email (Template) | 4 Low
Default Actions Priority Assignment SDLT

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

Case HAROO1/0001 .. | RTA @ Dundrum Roundabout

Action Code | go7 Letter to Barrister ?

Date |21 sep 2016 v Due Date | 30 5ep 2016
Subject

Letter to Barrister re Opinion
General | Email | Appointment | Phone Message
FE/Handler | carol Nolan

Team Commercial

Letter to Barrister re Opinion

Ok Cancel

3. Amendasrequiredandclick OK.

= NOTE: When the Due Date is laterthan the Date, pushing out the action to a date prior to the Due Date
will not change the Due Date. However, if the actionis pushed out to a date laterthan the current Due
Date, a message will askif you want the Due Date to match the new date entered.

How to Delete Tasks

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

2. ClickYesto confirmthatyou wishto 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 handlerassignsyou a task it will appearinyour Task List. It will have ahand symbol |E|
nextto the taskto notify to youthatitis an assigned task, asin the example below

Date Time |Case Code Handler | Team |From | Client/Case(Matter) Action

Charlie Gl o
! /= 04Nov2014  19:31 |GLEOOL0001 CN | COM €N te:sreleo?se;sl;n""estGeorgesStr Review File
vy e

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

How to View the Assignment History of a Task

Change Action ( 3075 ) - X
1. Rightclick on atask and select Show
[ Generate Document €D Post Time . Note 1§ High | Take Action W save
assignments from the pop-up menu. £ Open Attachment o Complete. @ Email Normal | & Assign Acton
& Play Dictation = Print Email (Template)
Default Actions
2 General | Properties | Attachment/Documents | Action Assignments | Other Notas
he followi ill
. T' efollowingscreen will appear R R ] e R
displayingthe history of the task. » I g e S =N B N =" R
« Carol Nolan(CN) Processed | Carol Nolan(CN) 02Nov 2015 17:23 02Nov 2015 17:23 CN CN CN

Carol Nolan(CN} Created | Carol Nolan(CN) 02 Nov 2015 | 17:23 X N com

How to Assign a Task to another Handler

Select Resource X
1. Rightclick on atask andselect Assign Action E—
from the pop-up menu. The following screen will
Date 09 Nov 2014 [ Time: 13.05
appearlistingall resources.
2. Selecttheresource youwant toassignthe task o e Numberof |
Due Tasks
to. » ADM Admin LT
AM Anne Mellon 5 comMm
. BS Brian Sweeney 8 COM
3. Checkthe box marked Release Action toremove e Commenial com
the task completely from yourtasklist. | Litigation _ i
. . MW Martina Winters 1 LT
Alternativelyto continue to own the task, leave o« stephen keagh > com
Release Action unchecked.
= Note If youare the ownerof the taskand do not
release it, you will see this symbol [Z] next to the [t
task whenthe assigned user has “completed” it.
Release Action Ok Cancel

Only the owner of the task can change the Due
Date on a delegated task.

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. GotoanotherusersTask list by clicking the down arrow next to your user name at the top of the Task
List and selectingthe otheruser.

2. Rightclick on a task inthe otheruser’slistand select Take Action from the pop-up [% Take Action
menu. The task will be removed from this user’s task list.

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

3. Returnto yourtasklistby selecting yourself fromthe list of users. The task will be in yourtask list.

Task List Options

Print your task list

1. Clickon Printon the Home tab. The following window will appear

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

Include Closed:

Selectthe handler:

Selectthe status:

From Date:

To Date:

Checkto include closeditems

It will defaulttothe currenthandler; selectanotherif required using

the down arrow.

It will defaultto Outstanding; use the down arrow to change to All or

Complete, ifrequired.

Usingthe calendartoselectthe start date

Usingthe calendartoselectthe end date
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Action Type:

Selectthe field tosort by:
Exclude emails:
Exclude phone calls:

Exclude Notes or reminders:

Thiswill defaultto All; to narrow the criteriaselectthe action type
usingthe down arrow.

Usingthe down arrow selectthe requiredfield
Checkto exclude emails
Checkto exclude phone calls

Checkto exclude notes and reminders or exclude.

2. Clickon Run to generate areport.

3. You may printthereport

E oropenacopy in:

(i) View Report = | B |-
DOC /L_PDF xXLS
o e [E‘] e 'fj L\\,
Ll
Soo Grabbit & Runne
. {Data Date - 09/11/2014 - 15:43]
Han d Ier D 1a From Date:02/03/2001 ToDaIze:OS.'ﬂfZUid
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——

u Word;
u Adobe;or
u Excel.
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How to Export a copy of your task list

. .y . %  ExportTo b @ POF
1. Rightclickinyourtask listand select Export To from the E Excel
x M|
pop-up menu. E
(2 Text
2. Selectthedesiredoption: (2 Rich Text

= PDF: Adobe Portable Document Format.

= Excel:An Excel spreadsheet.

= Text: A plaintextfile.

= 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 filetype selected. Name the file and
choose alocationinwhichto saveit.

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, ClickSave.

5. Openthefile viaWindows Explorerorvia the opentoolinthe program chosen.
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Chapter 7: Know Your Client
Know Your Client

This section collatesinformation stored onanumber of screens in the Keyhouse System into one location.
It enablesyoutoseeinformationataglance. (See subsequent pages for more detailed explanations).

General Tab Details the profile of yourclient. It shows all contact groups to
which the Clientis associated e.g. Taxation Changes Mailing List.

Anti-Money Laundering It provides details of the type of AML carried out. It alsogives
information about the type of clientand how they were introduced
to the firm. It holds documents received as proof of AML.

Financial Gives a summary of the financial information forthe Clientin
relation to matters and fees.

ClientRecords Shows documents that need to be visible across all matterse.g.
Service Agreements.

Other Details Details any Client specificinformation collected through Client
SpecificForms (Setup by Admin Users) e.g. Risk Management

Activity Details activity carried out on the all matters (Last 400 actions).

Client Contact Detailsall client contactinformation stored for the client.

General Tab

1. Toadd a category profiletothe screenclick the Insert button

25 Apr20i2  ABAOO/B00Z Clien Nar
HIPS Nagligence - October

2. Enterthe Date, Category Type and Category and any additional information.
3. Click OK.

4. Thenew Category will appearinthelist.
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Anti-Money Laundering

This allows youto record informationinrelationtothe AMLcarried out for a client.

Type: The type of AML carried out e.g. Standard Due Diligence, Enhanced Due Diligence etc.
Client Type: Relatestothe client category e.g. Corporate, Charity, PublicSector etc.
Status: Records where all checks are complete orare still in progress

Introduced By: Records how the client wasintroduced to the practice e.g. Third Party, Face to Face

Meetingetc.

These categoriesare inline with Law Society Guidelines.

Click on the down arrow beside each optionto select the required information.

Documentcan been added to this screen from outside Keyhouse and documents already in Keyhouse can
alsoappearon thisscreen.

1. Toaddadocumentfrom currently stored outside of Keyhouse, right click in the white area and select
Add.

= CREEREE &08

Type Standard Due Diligence ~| status. in Progress ~| Last Instruction Recieved 12 Feb 2016 15:28:00

Client Type  Ressdential Private Individusl ¥ Intraduction By Face 1o face meeting ¥ ¥l approve

E
%
%

2. Thenselectwhetherthe documentis PhotoID or Non Photo ID.

3. Navigate to the location where the documentis stored and select the required document. Click Open.
G Open File H
© - T » ThisPC » Documents » Scan Folder v e Search Scan Folder o
Organise + Mew folder == ~ [ @
‘¢ Fawvourites & MName - Date medified Type Size
Bl Desktop ™. Electrical Bill for David Abrahams.pdf 19/05/2014 17:30 Adobe Acrobat D... 659 KB
& Downloads
= Recent places
*& Homegroup
% This PC
T admin (keytrain)
# Desktop
I'| Documents
& Downloads
o Music
= Pictures
Videos
5y Windows (C:)
RECOWERWV MhY ~
File pame: | Electrical Bill for David Abrahams.pdf ~ | | Allfiles (%) ~
Cancel
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® Kehouse Case anagement (o covancu

Select the type of ID supplied

@ Keyhouse Case Management  {CK - Cas Noian - 210/
Home Case Reports Parnars Phonalog Maintan Sep  Halp

OO

Start Timer Post Time

& Client/Case oo J4lr] - o
M case Diary. n - - -
D Document hanoger ‘General | AntiManey Laundering | Financil | Clent Records | Other Details | Acwity | Cliet Contadts
% Current Chent Detas
» Curent Case Detaily 163 standard Due Dilgence MEST n Progress ¥ Lastinstruction Recieved 12 Fab 2016 15:28:00
& Esra Case Detals
e Clert Type  Residentiol rivste Indiicual - [P me— o [P

@ critical information
& knaw Vour Client

AL Records

@ weLedger

@ Time Ledger

@ Debt ecger Tpe proot Dt Entered gt By Mater Code

W Reserve Leciger B
© Undertaings

B stong Roam

1D Cade

dentfication form wih pheta signed by a.
International Passport

Irish Passport

National idertity Card

Phote card driing licence

Secial Welfare card with phate IO

Bank statements, ar crect/debit card state.

Doeumentaticecar

s ssued by the Depart.
Documentation/cards issued by the Reveru. ¥

Tasks
Search/Open
Client/Case

Time Costing

The action will now appear on both the Anti-Money Laundering screen and the Case Diary as a
completedaction.

® T @ ) e
Home| Cate Reports Partners Phonelog Mamtain  Setp Help

Start Timer Post Time
Client/Case Case: | ABAOO1/0001 4| p| | David abrahams T

family Law e

M Case Diary

e General | Anii Money Laundering | Financial | Clent Records | Other Details | Actndy | Client Contadts

&u Current Client Details

 Current Case Detais Tve Standard Due Diigence v | status n Progress | Last nstruction Recieved 12 Fab 2016 15:28:00

& Bira case Datsi

[ —— Chent Type | Residential Private indivieusl b tvociuction ny [ Faca to tace mesting B Repprem

© craical information
dy know vour Cliert

@ avc Ledger

@ Time Ledger

1 ekt Lacigar proot Date Entered put 8y Matier Code
@ Reserve Ledger
@ Undertatings

W strong Room

Home| Case Reparts Pariners Phonelog Maintain  Setup  Help

B =08 % @ @

Newltem=  Print = | Capture Generate Complete Acion Start Timer Post Time,
ctars Desumarss Acsunn

& Client/Cace Case: [4BACG1 0001 [4[*] - | Davic abrahams ek 012902222
i Farnily L e B
B Conend e [ARNING - Invaices outsianding over 1 Years 11 Monihs 4 Days . [ ignore |
S Current et Details —
& Current Case Details Standard View =
& ra Case Details I c.[a]r.]o.[aoate Time Handler | symopsis adion Ca.. .
& Assaciates I 23 May2016 1832 o R A
© crtical formation d o
R T Myt |13 ™ w
o Linked Cases 04 May 2016|1640 e Graft Bl Drat il No: 274 O
# " oammyate |se e Letter ta Salicitor ré Pleading G0 w®
s BO 14 aamav s ww  Undenaing 1o am ongtrd sowp B
B Debt Ledger L
@ Reserve Ledger ] i Damay 2016 |1553 ™ _— ®
@ undertakings [ 1BAN200 114 85 nvoice No:230 0801 w
[ " 19ty 2014 6 Leter from Accountant a6 ®
S [ 01 May 2014 8 woice Ne228 oe0i W
[ + 00 May 2014 8 Email Fromekeyhousedemaggmailcom - Mobile Call1a Brian Sweeney em ®
[ " ot May 201 8 Email e - Practice M R “ Em ®
[ + o1 May 201 5 Email To: - Financial Trends far the Economy eM ®
%% 27 Feb 2014 Bs David Abrahams PHE v
AE + 27 Feb20na 5 £mail Tobrian@keyhousedemaii - Sample Report for Key erformance indicators em ®
(] i 16.u 2013 8s Letter ta Salicitor re title Letter ta Allsop & Browne. v
5 " 08 May 2013 & Accountants Latter w
% 17 apr 2013 8 Brian L
o ¥ 17apr2013 & Email To: - Capy Land Folio em ®
&t 21 mar 2013 8 oavid PHO ®
59 ¥ 1zreb 203 85 naovation Ad 61 ®
Attachments fesrcr standard view T &
—_— [ .f‘mv Oocument Version | Date Document Class.
Tasks -
Search/Open
Client/Case
Time Casting -
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Adding Existing Documents to AML Screen
1. Goto the Case Diary.

2. Selectthe Actionrequired.

® T e = —
Wome| Case Reparis Pariners Phonelog Mainiain Seiwp Help
B = 0% © 9@
New feme | Print | Capture Ganerate Complete Action Star Timer Post Time
setors Socumam
c : [rEGo01/0001 .| peter Tek: 01-5698741
&, Client/Case Case: | TEGOD1/000 A eter Tegg ek 01-5698
ATA on N4 at Lucan Fle: CN
M case Diary
G Document Manager WARNING: Only contact by email
%y Current Client Details.
- Current Case Detais
S ra Case Detais I c.[a.[p-[p.[a.]ate Tive Handler | Smopsis Adion Ca.. |
i gy e 21Jan2018 1205 o™ Statute of Limitations Date =31 Jan 2018 swomso B
O Critical Information f m =
e i ) 03aug 2018 1830 ™ Forward Funds oMo R
@ 11 Mar 2006 1242 N Critical Date - Settlement conference 623 v
g = 3 ¥ |09 Mar 2016 N Letter ta Client 02 "
Tine Ledger
o ] § 03Mar206 1 ™ Letter 1o Cliert a0 "
@ pebt Ledger = = - ~
B Reserve Ledger 29 Feb 2016 N Copy of Bank Statement
@ Undertatinas B kb0 1239 ™ Capy of Passport

3. Rightclickand select Edit.

4, Clickonthe Properties Tabandtick Photo ID or Non Photo ID, then OK

Change Action ( 3067 ) o
Action

B Generate Document D Post Time . Note t High [ Take Action | ¥ Save
i Open Attachment " Complete & Email Mormal | & Assign Action
& Play Dictation = Print # Email (Template) | 4 Low

Default Actions Priority Assignment

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

Action Status | Plea

o)

Flag | = Clear Flag E“
r Publish r Priority [~ Category
® None High _ Action _| Statute Date
) Publish Only ol ) Fixed Dated Action (O Critical Date
Low
_ Export Only ) Note _) Court Date
Al Appointment _ Scanned Post/Mail
_' Reminder _' Cheque Request
_ Email _ Photo ID
_' Phone Message @ Non Photo ID
r Publish Status ———————— — Other Properties o -
_) Dictation _) Corporate Entities
[[] communication Sent [ Milestone )
_' Undertaking
[[] complete
[ illable

D Documents Processed

[ Know Your Client

| Ok H Cancel |

5. Complete the action.
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6. Returntothe AML Screenon Know Your Clientto see the document.

Home| Case Repods Paners Phonelog  Mainisin  Setup  help

y Laundering | Financial | Client Records | Other Details | Activity | Cli

Type Standard Due Dibgence In Progress

Clent Type  Resicernial Private individusl tian By | Face to face mesting ~| 7 apprave

Input B Matter Code

Tipe proot Date Entered
B icn pnao 0 | copy of wsnktatsment zmreb iz |on oo L

Client Records

Documentsrelatedtothe clientratherthanto a specificmattercan be added here e.g. a Service Level
Agreement. This will ensurevisibility regardless of the matterselected. Inorderforthisto happen, the
action must be edited and then flagged to appearin Know Your Client.

1. OpentheActionand selectthe Properties Tab.

2. Inthe Other Properties Box tick Know Your Client and click OK.
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Other Details

This screen shows client specificforms that are made up of UDF Fields. These forms hold information
aboutthe clientthatis not storedin otherlocations e.g. Credit Rating. Tocreate a Client Other Details form
see the Administrator User Manual.

Case: |FLY001/0001 [4|»| .. | sackFiynn
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 contactinformation forthe Client. Contacts may be added, edited ordeleted on
this screen by clicking on appropriate button at the bottom of the screen.

(] Keyhouse Case Management 04 CaiHolan - 531 /738 A, -0

Cate Reports Phonelog Msrisin  Setup  Help

General

SearchyOpen

ClientyCase

Time Costing
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Chapter 8: Keyhouse Capture
How to Capture a Folder

1. Click Capture button onthe Home tab ineitherthe Case Diary or Task List. The
following screen will appear.

@ |~ Keyhouse - Capture Documents - o ]
Options A4 @ ETO
= Bl < " A
/‘¢ - [é Y o @ &*' C\Users\Brenda\Documents
Select Select Assign Filtered Remove Create New Case
File Folder Docs Docs filter Shortcut Wizard
Capture Document Options Last Selected Folder Path
Select decuments to capture Preview Pane 2
File Name Class Type Modified...
»| 4 [ Add-in Express 13Jul2015 A
(3| adxloader L0G 04 May 2
(3| adxregistrator 106 25 Nov 2...
4[] Camtasia Studio 06 Nov 2...
» [ G| Custom Production Presets 8.0 16 Sep 20...
(| Media 16 Sep 20.
[ test TREC 06 Now 2...
4[] & Creating Clients 8 Matters - iSpr... 01 0ct 20...
£ audio 01 0ct 20...
£ bgaudio 01 0ct 20...
[ interactions 01 0ct 20.
» [ B quiz 01 Qet 20...
£ video 01 0ct 20...
[ presentations XML 010ct 20...
O 01 0ct 20...
4[] B Custom Office Templates 22 Apr 20.
[ knowledge Articles - Template .DOTX 16 Sep 20...
[ sprinttrainingtemplate .DOTX 11 Aug 2..
4 [ Cyberlink 01 May 2...
a FR LaralStarans A2 01 Bane 2 hd

2. ClickSelectFolder
OK.

and navigate tothe Folder where the document/documents are stored and click

Browse For Folder

. DemoData &
4 | keyhouse
> 1. client documnents
. KHFramework_ManualCopy
Programs
. Standrad Documents
. KH Support
> Lo khframework
> |J 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 IEl]
18- Options ~2@mEYO

P E2Y QO @ 5

Select Select Assign Filtered Remove Create New Case
File Folder Docs Docs  filter Shortcut Wizard

CAKeyhouse\keyhouse\Scanned Documents

Capture Document Options Last Selected Folder Path
Select decuments to capture Preview Pane 2
File Name Class Type Modified...

»| 4[] Scanned Documents 04 May 2...

(3] 20090720sharpscanner@key.. PDF 19 May 2..

(3| 20090sharpscanner@keyhou PDF 16 Feb 20,

[3] Letter from Doctor PDF 19Jun 20..

(3] Sharpscanner-2237 PDF 18Jun 20..

[3 sharpscanner@keyhouse.ie_... PDF 16 Feb 20..

[3 sharpscanner@keyhouse.ie_... PDF 19 May 2...

[ sharpscanner@keyhouse.ie_... PDF 16 Feb 20..

[ sharpscanner@keyhouse.ie_.. PDF 29 May 2..

[ sharpscanner@keyhouse.ie_.. PDF 19 May 2..

3] sharpscanner@keyhouse.ie ... PDF 16 Feb 20,

(3] sharpscanner@keyhouse.ie ... PDF 09 Jun 20...

(3] sharpscanner@keyhouse.ie ... PDF 19Jun 20..

4. Clickon eachdocumentinturn to preview and rename if necessary.

NOTE: The following symbols cannot be used whenrenamingdocuments: |\/<>:; *

W Tip: To filtera column heading:

=  Move yourcursor overthe column headinga pin will appear. Type ¥

= (Clickon the Pinfor alist of filters available.

= Selecttherequiredfilter. )

= Click Remove filter on the Optionstab to display all documents. e
filter

5. Tick the boxto the left of the file name.

® - - o ]
~2m3TO

14th Annual Report
of the
Independent Adjudicator
of the
Law Society of Ireland

7

NOTE: Documents can be importedindividually orin groups by ticking the box to the left of the
documentname. Alternatively, the contents of afoldercan be imported togetherby ticking the box to
the left of the folder name.

W Tip: To exclude afile remove the tick.
To view the contents of a file click on the view button L to the right of the tick box.
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6. To capture the folderintoanew case, use the New Case Wizard on the Optionstab to set up the case
first. For furtherinformation on how to create a new case see Chapter3.

7. Click Assign Docs to assignthe documentsinthe foldertoa Case, Handlerand Action. The following

screenwill appear.

¥ e

Case/Matter BLAOOL/0002

Handler Admin v

Action Code

iment Class v

Assign Date Please select a date [OR] [ Use file date

Diary Description

Assign checked documents to Case/Matter EN |

Case: The

Case will defaulttothe current case. To selectadifferent case, click the

browse button; this will bring up a matterlist. Selectthe required case.

Handler: The

Handlerwill defaulttothe current handler; select an alternative fromthe

drop-downlist, if required.

Action: Click the browse buttonfora list of incoming actions will appear. Select the
required action.

Description: Input a descriptionin the Description box; if you leave this blank the document
name will become the description. Thisis used primarily whenimporting

mul

tiple documents as asingle action.

Capture Settings: Check the boxes as appropriate to:

{W Tip: Click Save Settingst

8. Thefileswill thenappearin

delete the Captured documents from originallocation;

import documentsto a single action (the alternative is that each document
will getitsindividual actionin the case diary);

mark as complete the actioninto which the documentisto be captured;

mark the documentas having been generated.

o keepthese settings for future documents captured.

the case diary as a single action or multiple actions.
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How to Capture a File

1. Click Capture onthe Home tab in eitherthe Case Diary or Task List.
The following screen will appear.

2. ClickSelectFile.

3. A Windows Opendialogue box will appear. Browse and locate the file thatis to be captured.

- 1 EEDesktop » v e r
e folder = v o

B Deskicp

Open Cancel

4. Clickonthefileandclick onthe Openbutton. The chosendocumentwill be listed onthe left-hand side
of the Capture Documents window.

Open Cancel
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5. Tagthe documenttobe captured. There will be a Preview of the documentinthe PreviewPanel, on the

right of the window.

2270 G &

~2mBYO

If the documentisto be capturedintoa new case use the New Case Wizard (on the right of the Options

tab) to set up the case first. For furtherinformation on how to create a new case see Chapter3.

To assign the captured documentto a Case, Handlerand Action, click Assign Docs. The following

window will appear.

Case/Matter
Handler
Action Code

L\\» Document Class
Assign Date

Diary Description

Capture settings

Save Settings

Assign checked documents to Case/Matter “

BLADOL/0002

Admin v

Please select a date [OR] V| Use file date

Note: Leave description blank to use document name as the description
Remove captured documents from original location Import documents to a single action

Set captured document as complete Set action as generated

Ok Cancel

Provide the following information:

Case:

Handler:

Action:

Description:

Capture Settings:

The Case will defaulttothe current case. To selectadifferent case, click J
the browse button; this will bring up a matterlist. Selectthe required case.

The Handlerwill defaultto the current handler; select an alternative from the
drop-downllist, if required.

Click the browse buttonfora list of incoming actions will appear. Select the
required action.

Input a descriptionin the Description box; if you leave this blank the document
name will become the description.

Check the boxes as appropriate to:

= delete the Captured documents from originallocation;

= importdocumentstoa single action (the alternative isthateach document
will getitsindividual actioninthe case diary);

= mark as complete the actioninto which the documentis to be captured;

= mark the documentas havingbeen generated.
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W Tip: Click Save Settings to keep these settings for future documents captured.
8. Whenfinishedclick OK.

9. Thefileswill appearinthe 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 userto browse through case plans and to view precedent documents
priorto generating. Thisis helpfulif the useris notfamiliar with the case planandits documents.

How to Search for precedent documents

1. Clickon Search/Open.

2. Clickon Template Library the following screen will appear.

Home Case Reports Phonelog Maintain  Setup Help
& & & & A
e R ‘. -1 FALN o,
New Case Copy Case Move Case Merge Case | Conflict Search
Case maintenance Case related GoTo
Search/O letter
N aearcn/Upen
I Al Matters Work Flow Document Document Name Document Document Description
Code Class
My Matters !
% Recent Matters ¥ | Circuit Court Civil Bill Procedure CCBC101B Letter informing Appellant of adjourned date LTR Letters/Interparty Correspondance
B Contacts Circuit Court Civil Bill Procedure CCBC101C Letter informing Witness of adjourned date LTR Letters/Interparty Correspondance
&, Associates Circuit Court Civil Bill Procedure CCBCI02AB Letter to Counsel enclosing fees LTR Letters/Interparty Correspondance
@ ad 45 h Circuit Court Civil Bill Procedure CCBC103F Letter enclosing request for Judgement by Default of Defence LTR Letters/Interparty Correspondance
Advanced Searc
& My Circuit Court LITOS3E Letter to County Registrar to stamp Motion & Affidavit LTR Letters/Interparty Correspondance
¥ My Invoices
M} @ Circuit Court LITOZ0 Ltr Serving Motion on Def LTR Letters/Interparty Correspondance
“& My Cheques
. 4 Circuit Court LIT021 Ltr Filing Affidavit of Service LTR Letters/Interparty Correspondance
¥ Phone Lo
i 9 Circuit Court LIT092 Ltr Serving CB on Def Solr (CC) LTR Letters/Interparty Correspondance
{@ Firm Undertakings - "
:\ Circuit Court LITOZ3 Ltr Chase Def Solicitors LTR Letters/Interparty Correspondance
LT Gt Circuit Court LITO24 Ltr to Client encl Motice of Part LTR Letters/Interparty Correspondance
(@ Document search Circuit Court LIT0Z3 Ltr Consenting to Defence by Def (CC) LTR Letters/Interparty Correspondance
" i ;
% Template Library Circuit Court LIT0S6 Ltr to Solrs encl Reply Partic (CC) LTR Letters/Interparty Correspondance
L. Circuit Court LE/CP\M Ltr  Barrister encl Brief LTR Letters/Interparty Correspondance

3. Input a keysearch word/sinthe Search Box. The search results will update as you type.

4. Alistof precedentdocuments matchingthe criteriawill be listed in the screen below.

How to sort Column Headings in the Template Library

. . . 3] Sort Ascending
1. Clickon a columnheading to sortby that headinge.g. 2l sort Descending
Work FIOW — 8% Clear Sorting
= Group By This Column
2. Toreturnto the previouslisting order, right-clickin the column headingand =3 Show Group Panel
select ClearSorting from the pop-up menu. Show Column Chooser
i BestFit
Best Fit (all columns)
Y Filter Editor...
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How to apply afilter
. Work Flow% Dacumant
1. Toapplya filtermove your mouse overthe column e— (Blanks)
heading until a Pinappears; clickon it fora list of [y system Ad TNon blanks)
terms by which the records may be filtered. system A ‘;el“em' Office Work
ale
. . i sale Systemn Actions
2. Clickon thefilterrequired. Sale
3. Toremove thefilter, select (All) fromthe filter drop-down menu

|| . Clear Filter

(alternatively, right-click the column heading and select Clear Filter from
the pop-up menu).

Chapter 10: Conflict Search

What is a Conflict Search?

A conflictsearchis a search designed to alert the userto any potential conflicts of interest; forexampleif

the firmis beingasked to act for somebody whois/was an opposing party in previous or continuing

proceedings. The fields searched are Client Name, Spousal Name, Case Associate Name, all PPS numbers

and telephone numbers.

How to do a Conflict Search

1
the Navigation barand search for the required case.

If the currentcase is not the one on which you wish to do the Conflict Search, click on Search/Open on

Home |Case Reports Phonelog Maintain  Setup  Help
& & & . \
> iz g @ H ,_)
New Case Copy Case Move Case Merge Case | Conflict Search
Caze maintenance Caze related GoTo
\ Search/COpen
i All Matters Code Last Accessed File Colour Name Description
My Miatters N rivoo1/0001  [27aui2015143520 | |JackFymn Sale of House at: 4 The Mews, Rathfarn...
FLY001,/0002 27 Jul 2015 14:35:15 Jack Flynn Purchase of 16 The Haywain, Terenure,...
I Recent Matters : ;
ABAQD1/0002 | 27 Jul 2015 14:34:55 David Abraha...  HIPS Megligence - October 2010

2] contacts ;
N . TJFOO1/0001 27 Jul 2015 14:28:45 TJ Fox Outstanding debt to PTSE Bank.

& Associates .
_" 4 g " BLAQO1/0001 27 Jul 2015 14:24:39 Gordon T. Bla...  RTA Walkinstown Crossroads, G. Black
2 Advanced Searc - .
Q\‘ ) BLAQO1/0002 27 Jul 2015 14:24:32 Gordon T. Bla... 2 Trinity Close, Rathgar, Dublin &
€® My Invoices BREOOT/0001 27 Jul 2015 14:18:02 Mike Breeze | Broken left leg.
“ My Cheques BESO01/0001 21 Jul 2015 16:31:54 Business Time... Lease of Unit 33, Eastgate Avenue, Dubli...
.
&% Phone Log AAADDT/0001 | 21 Jul 2015 12:55:18 AAA Securitie... | Landlord Dispute
@ Firm Undertakings ABA0O1/0001 | 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 TJFOO1/0000 1gJul 2015 16:23,06 T) Fox Document matter Y NP

2. Clickon ConflictSearch icon on the Case tab. R ———

Conflict of Interest Search

Search Names | | &

3. A Conflictof Interest Search window will appear.
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4. Thetypesof informationyoucansearchforarethe Name, PPSnumber, telephone numberoraddress.

a.

Clickinthe search box, inputthe first search criteriae.g. Stephen Keogh

I lSlEphEn Keogh ] < "

This will search for Stephen orKeogh anywhere.

To search foran exact phrase input the phrase in quotes e.g. “Stephen Keogh”

To add a second criteriaclick on the down arrow c Inputthe second search criteria. Repeat
this processfor a 39, 4" etc. See the following example

Stephen Keogh ]

|2134EQDD ]

i'Kengh Hnldings"‘ ] @

This will search for Stephen or Keogh anywhere and
2134590P anywhere and
The exact phrase “Keogh Holdings” anywhere.

5. Clickon the Search button at the bottom of the window.

6. Areportwill be generated listingany matches.

7. Tosavetheresultsas an actioninthe case diary, click on Save.

Conflict of Interest Search

CSase: BOU0O1/0001 - Claire Bourke/Personal Injury at work Back — modify search
ave

File Name —

e (JJ Cancel
[Canﬂi::DrIn:srss:Rspar:_5:5prsn_hsogt‘_an:_o:rsrs ]

% 1 /3 &® 5% - = k] 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 petails

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 IB5001 /0008 address: Grange House, Baggot Street, Dublin 2.

Intemational Business Client Hame: International Business Services Ltd
Services Ltd -v- 5tephen
Keogh

Matter E5001/0015 Address: Grange House, Baggot street, Dublin 2.
stephen Keogh Client Hame: International Business Services Ltd

See the following example.

111



Keyhouse Desktop Chapter 10: Conflict Search

Date Tirmne Handler | Synopsis

2 i 10 Nov 2014 20:55 ADM Conflict Search

=l NOTE: The saved actionis assigned to the Fee Earner of the case for completion. The results can be
viewed atany time by openingthe report.

8. Clickon Cancel to cancel the search at any time. The following message prompt willappear.

Conflict of Interest Search
a. Tosave 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 promptand
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. itrecords details of the physical storage location of the item, which client owns the itemand
which caseitisconnectedto.

The Strong Room also keeps arecord of the date the item has been withdrawnand whenithas been
returned and by whom. The history of the item isrecorded fortracking purposes.

\ Search/Open
How to Search for an Item g e
My Matters

i3 Recent Matters

1. Clickon Search/Open onthe Navigation panel. (The Strong Room forthe current case 8 Contact
may be accessed viathe Navigation panelin Client/Case.) o P

@} Advanced Search
% My Invoices
“¥ My Cheques

2. Clickon Strong Room on the Navigation panel. The following screen will appearlisting iy shone L0g

allitemsinyourstrong room. @ Firm Undertakings
® Strong Room
(‘@ Document Search
1 Template Library

Status | Open/Closed | Dests

ation/Leasehold Agreeement for Turf Rights

01 Dun Emer Drive. Dublin §

3. Input the search terms. Alist of items matchingyourcriteriawill be displayedin the window below.

Item Code Matter Code Item Type | ltem Description Status | Open/Closed Destroy Date
Woscoo |nezooiiooor |eap | GEFRER ) Abbotwpersonal Papers

DEE TAR001/0001 DEE George Tarrant/Deeds for Commerical Premises | o 30 Jun 2014

'ABB0010001 'ABBO01/0001 DEE George J Abbott/Title Deeds for second property I (o] 18 Jun 2014

coatn ABB001/0004  DEE George J Abbott/Title Deeds - Code CDA 1111 | o 08 Aug 2014

4. Click Cancelto clearthe searchresults. |:|

W Tip: You can sort column headings by clickonthe heading.
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How to Add a File/Item to the Strong Room

Ifthe current case is not the case inrespect of which you wish to add an item to the Strong Room, Click
on Search/Open on the navigation panel and openthe required case.

Then click Strong Room on the Navigation panel.

Click on the Add File icon onthe Home tab. Ascreen with the title Strong room — Add new File will

appear.

Fields marked with an asterisk are required.

Needs Attention: Tick if theitemneedstobe

Item Type:

Item Code:

checked.

Selectthe Item Type from the
drop-down list.

Input an item Code or if left

strong reom - Add new File
General | Item Diary | Client Info

Needs Attention

tem Type * «|| item Code =
Client Code [ Apa001

Client Name | payid Abrahams

Matter Code | AgA007,0001

Description [,

Description * | peeds to Family Home at 1 High Street, Kells, Co Meath|

blank, the system will

generate acode. <] soxtio
See also Matter Code below. | =
If the code of the current
matteris notdisplayed, or ® omen O Closed
youwishto selectadifferent
matter, use the browse

button to browse the matter

Fee Eamer

ClientCode:
Matter Code:

Entry & Destroy Date

Entry Date | Destroy Date

oK

Cancel

list. |

ClientName:
the browse button to browse the clientlist.

Description: Uses the Matter Description

Description: Input a description of the item.

Location: Selectastorage locationfromthe drop-down list.

Box No: Likewise, select aBox numberfrom the drop-down list.

Search Code:
Fee Earner:
Entry Date:
Destroy Date:
Open/Closed:

Input a search code

Use the drop-down listto select the Fee Earner with responsibility for the item.
The date on whichthe item was entered onthe system: normally today’s date.
The date, if any, on whichtheitemisto be destroyed.

This will defaultto open.

4. ClickOKto add theitemto the strongroom list.

If the name of the Clientis notdisplayed, oryou wishtoselecta differentclient, use

Strong rgom - Add new File

Strong room - Add new File x
GEHE\EW Diary | client info GEnEm Diary | Client Info
tem Type * ‘ Item Type * ‘

Client Code Client Code

Item Code = Item Code =

Matter Code Matter Code

Client Name 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. Clickto the Deedstab.

Strong room - Add new File x
General | Deeds | Item Diary | Client Info
Deeds Address [ Accountable Trust Receipt
Property Owner
oK Cancel

2. Enterthe addressforthe Deeds.

3. Ifthe Deedsare beingheld 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| Duepate |

Comment

Property Owner

From Whom v

To Whom v

o cancel

A ——
4. Entertherequiredinformation.

5. Click OK.
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Entering Wills in the Strong Room

1. Clickto the Willstab.

Strong room - Add new File X

General | Wills | item Diary | Client Info

Testator Executor 1

will Date v|  Executorz
Est Estate

Date of death v

Executor 3

oK Cancel

2. Enterthe 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. Thiswill make the
documenteasiertofindinthe matter.

1. Scan the documentonto the computer.

2. Locate the entryinthe Strong Room eitherinthe StrongRoom on the Search Open Screenorinthe
Strong Room for the matter.

3. Openthe Strong Room Entry by clicking Change File.

4. Selectthe Attachment/DocumentTab.

Strong room - Change File info X
General | Wills | Item History | Item Diary | Client Info | Attachment/Documents

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

< >

OK Cancel
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5. Rightclickand select Add and then select Attachment

6. Navigate to the file location e.g. Scan Folderand select the document.

7.

8. Selectthe appropriate Document Class and click Select.

0.

Strong room - Change File info X
General | Wills | item History | Item Diary | Client info | Attachment/Documents

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

8 add » [ & [ attachment I

B et {E‘B Link to Folder

5 Delete

= Copy
Paste

O Histoy

< >

oK Cancel

Click Open. The following dialog box will appear.

Document Classes x
¢ XV & Include Retired
Class Code Class Description Retired
GEN General N ~
INS Instruction Sheets N
LTR Letters/Interparty Correspondance N
MED Medical Reports N
MEM Memo N
MOT Mation papers N
MSG Email Message N
NOT Notes N
OPI Opinions N
PLE Pleadings N
REA Research N
REP Reports N
REQ Requisitions N
REV Revenue Form N
SHA Shareholders Agreement N
» K
W
< >
Select Cancel

It may be necessary to rename the documentifitwasn’trenamed before it was broughtinto
Keyhouse. Rightclickonthe itemand select Edit. The following dialogbox will appear.

Document Properties X

Details | File Information

Document Mame: | sharpscanner@keyhouseie_20120926

Document Date: |09 May 2016 v
Document Class:  [Will v

Document Type: |PDF

-

hE’] oK Cancel
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10. Enter the correct name for the documentand change the document classif required.

11. Click OK. You may see the following dialog box.

Document Manager

\a Do you want to update the Attachment Mame as same as Subject?

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

Yes No

12. Click Yesif you wantthe name of the documentand action inthe Case Diary to be the same.

13. The documentwill now be visible in both the Case Diary and Document Manager as well as the Strong

Room.

How to Withdraw an Item

1. Openthe Strong Room screen, search forand select the itemyouwantto withdraw.

2. Clickon the Withdrawfile icon on the Home tab.

=l Noteifthe Withdraw file iconis greyed out the itemis
already checked out.

3. Thesystemwill askforyour password; input your username
and password.

4. A Withdraw File dialogue box will appear.
Provide the followinginformation:
For Who:
Selectthe persontowhomtheitemischecked outfrom

the drop-down list. Alternatively tick the Withdraw
Permanentlyifthe documents are beingreleased.

=l Noteifyou tick the Withdraw Permanently it will not
be possible toreplace the document. Anew entry
will needtobe created.

Comment:
Input a comment, e.g. why the itemisbeingwithdrawn.

= Notetheitemwill be signed outtoyou.

Strong Room - Withdraw File x
If you Confirm below, this item will be SIGNED OUT TO YOU!

For Who™ v

-OR- Withdraw Permanently

Comments*

Confirm Withdraw Cancel
Strong Reom - Withdraw File x
You will find Will of Kenneth Bunson at File Room, Box No: 4
[ Ok

5. Click Confirm Withdrawal. The following screen will appeartellingyou where to find the item.

6. Click OK.

118



Keyhouse

Chapter 11:The Strong Room

How to Replace/Return an Item

1. Openthe Strong Room screen, searchforand selectthe itemyouwantto
replace.

2. Clickon the Replace File icon on the Home tab.

3. ThefollowingReplace Filedialogue box will appear.

Item Code

0000123

Client Code |BLADO1

Strong Room - Replace File x

131

Description | Gordon T. Black/RTA Walkinstown Crossroads, G. Black

Location

[Fite Room ~

Box No ‘

Code
BOX2
pue

OFF

Cancel
Location

Box 1
Box 2
Dublin
Offsite

= Noteifthe Replace File toolisgreyed out the itemisalready checkedin.

4. Selectthe physical location, e.g. Box 2, to which the itemisbeing
returned.

5. Enterthe Box No ifrequired

6. Click OK. You will see amessage askingyou to place theiteminthe
selectedlocation.

7. Click OK.

Delete afile

1. Selecttheitemtobe deleted.

2. Select Delete File fromthe Ribbon at the top of the page.

How to view the History on a file/item

Qo lreon |

Location

Box No

Item Code | 001

Strong Room - Replace File

1

Client Code | BLAOO1

File Room

Description | Gordon T. Black/RTA Walkinstown Crossroads, G. Black

v

[4

OK

Cancel

Strong Room - Replace File

Please replace the item will of Kenneth Bunson to BOX2, Box No.4

x

Ok

1. Ifthe Strong Room is notshown on the Navigation panel, click on Search/Open.

2. Thenclick on Strong Room onthe Navigation panel toshow the following screenlistingall itemsinyour

strongroom.

@ Keyhouse Case Management

ofts Phonelog Mantin  Sewp  Help

3. Search fortheitemrequiredandselectit.
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= Noteto add the Withdrawal Commenttothe grid, see the section on Creating User Views in
Chapter 18 — Personalise your Keyhouse (p. 176).

4. Clickon the History Tool on the Home tab. The following screen willappearshowing le
the history of the item. History
Strong room - History X

[tem History | Attachment/Documents

By Who For Who Out Date Cut Time | In Date InTime | Comment Item Code

D
Brian Sweeney | Martina Wint... 18 Jun 2014 17:07:06 18Jun 2014 | 17:09:50 Working on the file | 0000123125
Brian Sweeney | Brian Sweeney 18 Jun 2014 17:09:29 18 Jun 2014 | 17:09:50 working on the file | 0000123125
Brian Sweeney | Brian Sweeney 18 Jun 2014 17:10:13 today 0000123125

5. Click Cancel to exitthisscreen.

Working with Documents Only

Add afile without using a Case

1. Clickto Search/Open and select Strong Room from the Navigation {3 strong Room
Panel.

2. Alistofalldocuments held notrelated to a specificcase/client willbe listed.

® Keyhause Case Management [T—p— 3 T

“0 08 & i kB

AddFie  Changefile DeleteFile = Withdraw Fle RequestFile  History Diary

(4 Do
 Template Library

3. Alistofall documents held including documents not related to a specificcase/client will be listed.

4. Completetheformasdetailedin Addafiletoa Case (p.114). However, youwill notbe able toadda
Client/Matter details.
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Strong room - Add new File x

General | Deeds | Item Diary | Client Info

ftem Type * Deeds > Item Code *

Client Code Matter Code v
Client Name Description

Description ™ Tom Jones - Deeds for Property at 18 Rose Lawn, Blanchardstown, Dublin.

focation File Room P Box No

Search Code Fee Eamer Carol Nolan ~

Entry & Destroy Date

Entry Date |06 Aug 2015 - Destroy Date v

® open () Closed

ok || cancel

5. ltwillappearinthelist of documents without a Matter Code

Standard View T
Attn ATR ftem Code Matter Code | Item Type | tem Description Status | Open/Closed | Destroy Date
ABCO0D ABBOO1/0001 | Papers | George J Abbott/Personal Papers |
v DEE TAR0D1/0001 | Deeds | George Tarrant/Deeds for Commerical Premises 1 o 30.Jun 2014
ABBODT000T | ABBOO1/0001 | Deeds | George J Abbott/Title Deeds for second property i o 18 Jun 2014
12345 Backup ... Friday 1 Backup 1 o 01.Jan 2020
AAA010001 | AAAOD1/0001 | Wills AAA Securities Ltd/My Will i © 31 0ct 2014
AAA010001 | AAAOO1/0001 | Wills AAA Securities Ltd/My Will 1 o 310ct 2014
123123 AAA001/0001 | wills AAA Securities Ltd/My Will 2 o o
test OWE001/0001 | Deeds | Peter Owen/Test Deeds for Section 23 Property l o 30 Jun 2014
LEATETT EVEOD1/0003 | Lease A.. | Ever Green Insurance Corporation/Leasehold Agrecement for Turf Rights | o 18 Jun 2014
0000123124 AAAOO2/0002 | Compan.. | AAA Worldwide Removals/Company Seal 1 18 Jun 2014
N 0000123125 AAAQD2/0002 | Papers | AAA Worldwide Removals/Student Complaint File i 18 Jun 2014
0000123126 | FEN0O1,0001 | Wills Richard Fennell/ Wil 1 18 Jun 2014
0000123127 Backup T...| Year End Backup 2013 (SERVER01) i 18 Jun 2014
D1234 CUL001/0001  Deeds | Ann Marie Cullen/Deeds for 101 Dun Emer Drive, Dublin 6 1 30 Aug 2014
0000123128 RYA002/0001 | Wills Margaret Ryan/will which included additions for beneficaries i 18 Jun 2014
0000123120 AAA0D1/0001 | Compan.. | AAA Securities Ltd/Company Seal 1 19 Jun 2014
0000123130 Backup T...| vear end backup 2011 | 19 Jun 2014
oA ABBO01/0004 | Deeds | George J Abbott/Title Deeds - Code CDA 1111 1 o 08 Aug 2014
0000123131 BLAOD1/0001  Deeds | Gordon T. Black/RTA Walkinstown Crossroads, G. Black i o
v 0000123133 Kevin Barrett/Sale of 1 High Street, Kells, Co Meath
/ L' ________________________________|
0000123135 oils will for Jane Doe - Executed 1/12/15
0000123136 Deeds | MrJoe Bloggs o
u%nwme\mwv\J\wa\HN'

I N e I N N Y e
6. Itisalso possibletoseeifthe documentare inorout 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 recordedinthe case diaryin two ways: automatically usingatimer or manually usingatime
slip. Oncetimeisrecordeditis then postedtothe Day Book and fromthereitis posted tothe time ledger
of the case. Recorded time can be used forbilling, reporting and productivity tracking.

Here are the two tools available inthe Case Diary for recording time.

b
&/ The Timer @ Manual time slips

Start Timer Post Time

Both tools can be found onthe Home tab.

Keyhouse Case Management  {CH

Home | Case Reports Phonelog Maintain - Setup  Help

B = 08

Start Timer Post Time
Accounts

MNew ltem » Print « | Capture Generate Complete Actiiy
Actions Documents

Case: | TJFO01,/0001 4| ¥| .| TIFox
. n ;

& Client/Case
. Qutstanding debt to PTSE Bank.
Il case Diary

fj Document Manager

%» Current Client Details

Current Case Details §. Date Time Handler | Synopsis
2% Other Case Details B | 14 Jul 2015 1718 ADM Precedent Document
48 Associates T 14 Jul 2015 16:44 ADM Aftendance Sheet
&¥ Critical Information = 14 Jul 2015 15:52 CN Create Vendor Instruction Sheet

L 4 13 Jul 2015 15:10 CN Document2_2661_2662

i A/c Ledger H 106 Jul 2015 09:58 com Conflict Search
i Time Ledger i 16 Jul 2015 15:48 CN Email To:training TT. training - Test Attachment
id Debt Ledger B 13 Jul 2013 12:49 CN Email To:Brenda Hartley - Qutgoing Email.
H ST L.edger ¥ |13 Jul 2015 12:35 CN Email To:Brenda Hartley - Outgoing Email with an Attachm
& Undertakings 06 ul2015  11:14 N Drat Bill Draft Bill No: 286

o & (L | 06 Jul 2015 ‘IE}:2"3_’V MK Pass on Deeds onge House is sold.
"WWHH\WV\Mj MWM
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How to Record Time Using the Timer

The automatictimer may be launched by clicking on Start Timeron 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 postingto the time
ledger.

1. Opena Caseinthe Case Diary [ABADUVDU{J?_ CIU:'DI’.}:S?»] A £ oo (8 x

2. Click Start Timeron the Home tab. A timerwill appeardisplaying the current case reference.

3. The clock will automatically start recording. By havingthe box ticked the clock will follow you as you
move from case to case.

4. To pausethetimerclickon the clock at the left of the timer. The
clock will stop and an orange symbol will appearnexttoit.

[ ABADO1/0003 00:01:49

5. Toresume recording, click onthe clock the clock will continue recording.

6. To move to anothercase in the case diary, search and openthe case in the normal way. The timer will
automatically pause the currenttime recording and create anew time recording forthe new case and
start the clock.

=l Note If youreturnto a previous case inyourtimer list the timerwill continuethe previous time
recording forthis case.

[ FLY001/0002 00:04:08] AV §F 518 X
Matter Code Time Client Name | Matter Details Comment Date
TIFO01/0001 - | @ 00:30 | TJ Fox TJ Fox Outstanding debt... Dictation 27 Ju...
TJFO01/0001 a 02:00 | TJ Fox TJ Fox Outstanding debt... General Adwvi... 27 Ju...

» - I T T T
FLY001/0002 00:04 Jack Flynn  Jack Flynn Purchase of 1...

7. Toexpandthetimerclickon Maximise.lzl

8. Torecommence atimerecordingforan entryalready listed inyourtimerclickon a nextto case
code.

=l Noteif openthe case in the case diary the timerwill automatically recommence the active time
recordingforthis case.

= Note the entry highlighted in Greenis the active time recording.

= Note the Abutton will ensure the timerturns on automatically when you open Keyhouse

FLY001/0002 00:04:08 Al §F == (& X
Matter Code Time Client Name | Matter Details Comment Date
TIFOO1,/0001 a 00:30 | TJ Fox TJ Fox Outstanding debt... | Dictation 27 Ju...
TJFOO1,/0001 02:00 TJ Fox TJ Fox Outstanding debt... General Advi... 27 Ju..

» 0 oo o s s | o
FLYO0O1/0002 - | & 00:04 Jack Flynn  Jack Flynn Purchase of 1.

9. You can amend the details and post thistime now or later.

10. The time recordingwill remaininthe Timeruntil you postitor delete it.
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How to Post Time from the Timer

1. Maximise the Timerscreen. The followingscreen will appear. [T]

[ 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. Doubleclickanentryto add details for posting. The following screen will appear.

3. Input/Amendthe 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 FLvao1/0001 e
case isautomatically N S P
. . Administration Time
d IS p I aye d ‘ CI ICk the I REres Carol Nolan B Retain selected Time Recorder
Select Matter button to 22un 2010 v
bri ng up the matter ||St Time ® Minutes o0& Units 0003 Hours 0:00 o Days 0.00 |3
. Time/Charge ® Time Charge
and selectadifferent - e
case |f re q ui re d . 0.0000 X 10000 = 0.00| 15 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 whetherthis entry should be charged on the basis of time spentor 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 handlerand case.
Check the box if thistime is chargeable oruncheckitifit is not. Thiscan be set

as a defaultsetting by the System Administrator.

Use the drop-down arrow to selectfrom a list of tasks.

Inputa narrative to describe the time entry

Click on Save to save the changes or click on Save and Finish to remove the entry fromthe list of

=l NOTE: Allentriesinthe Timerare automatically displayed in the Daybook ready for posting.
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How to Record and Post Admin Time Using the Timer

1. Opena Caseinthe Case Diary —_—
ABA001/0003 00:00:36 | v & = (8] X
2. Click Start Timeron the Home tab. The followingtimerwill appear

displayingthe current case reference. ABAD01/0003 00:01:49

3. Theclock will automatically startrecording.

4. To pauserecordingclickonthe clock. By puttinga tickin the box, == = IR
the clock will follow you from case to case, startinga new clock on B E——
each case.

5. Expandthetimerby clicking on Maximise. Ij

6. Selecttherequiredtimer.

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
sy Carol Nolan v Retain selected Time Recorder e 22 Jun 2016
Date 22 Jun 2016 v L ® Minutes oS Units 000 3 Hours |0:00 B Days 0.00
T2 ® Minutes [ Units 000 ¢/ Hours |0:00 <l Days 000 Suggested Narrative]
Time/Charge ® Time Charga

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 & Enish | | Cancel

6. Putthetickinthe Administration Time tick box. The screen will change displaying the following option:

Non—Chargeable Codes: Selectanon-chargeable code fromthe drop-down list; e.g. Training, IlIness,
Holidays etc.

7. Save the changes

Save & New Will create a subsequenttimeslip forthe same client
Save Will leave the time slip available on the list of timers for continued use
Save & Finish  Will complete the time slipand remove it from the list of timers

=l NOTE: Alltime slips will need to be posted atthe end of the day.

8. Thetimerwill automaticallyrestart.
9. Toamend, double clickthe entryinthe Timerand amendthe following details as required.

Date: Today’s date will be shown by default; amend if required.
Minutes/Hours/Days:  Thiswill show the time recorded and may be amended if required.

Non- Chargeable Code: Selectfromthe drop-down listtochange the non-chargeablecode.
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Comment: Input a narrative to describe the time entry

10. Click on Save and Finish. Thistime entryisthen transferred to the daybook ready for posting totime
ledger.

(=l NOTE: You can record more than one non-chargeable timerecordingin yourtimeratany 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 timerwhich can later be allocated to a particular case.

1. Clickto Time Costingonthe bottom left of the screen and select Start Blank Timer.

Home| Case Reports Phonelog Maintain  Setup

i ax " | [ 00:00:04| | A &= %
- @ i

Print Mew Time Slip Start Timer Start Blank Timer Post Day Book
Day book

2. To pause thetimerclick on the clock.

|

=l NOTE: Itisalsopossibletostarta newtimerinan existing | ((Assoovooc2 soac2| @ g |
case.
3. Clickon the Start timertool onthe Home tab. The current case
ABADOL/0003 00:00:36 v e & X

will automatically be selected. This may have to be deleted.

4. Clickonthe GreenPlusto addan emptytimer.
5. Clickon clock to start the timer.
6. Toamendthe entry, expandthe timerby 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 fromthe Timer, (p. 127 above), but without a matter code.

Post Time 0 x

Click here to select matter Selact Matter

Administration Time

Time Recorder W . ;
Carol Nolan Retain selected Time Recorder

Date 22 Jun 2015 v

8. Input/Amendthe following details as required:

Matter: No case code will be displayed. Click the Select Matter buttonto bring up the
matter list and select the case to which the time isto be posted.

Date: By default, the date of the time recording will be shown. Amend if required.

Minutes/Hours/Days: This will reflectthe timings recorded but can be amendedif required

Time/Charge: Use the option buttons to select whetherthis entry should be charged onthe
basis of time spent or as a set charge.

Hourly Rate: The hourly rate will display the defaultrate for this handlerand case.

Chargeable: Checkthe box if thistime is chargeable oruncheckitifit is not. By default, the

box will be checked.
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Task:

Comment:

Use the drop-down arrow to select from a list of tasks.

Inputa narrative to describe the time entry

Click on Save to save the changes or Save and Finish to remove the entry from the timerand post to

the daybook.

How to create a manual time slip

FLY001/0001

Jack Flynn

Post Time (m

Select Matter

Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

Administration Time

Time Recorder Carol Nolan

Date 22 Jun 2016

Time Minutes 0 3 Units
Time/Charge ® Time Charge

Hours Rate

Retain selected Time Recorder

0.00 2| @ Hours [0:00

Charge

0.0000 X | 100.00 0.00| IIsChargeable

Suggested Narrative

Task not specified

Save And New Save Save & Finish Cancel

1. Opena Caseinthe Case Diary

2. Clickon Posttime on the Home tab to opena Timeslip.

3.

Input or Amend the following details

Matter:

Date:

Minutes/Hours/Days:

Time/Charge

Hourly Rate:

The case code will defaultto the current matter; to change the case, use the
select matter button to view the matterlistand double-click the required case
to selectit.

This will default tothe date the timing was recorded. Amend if required.

Input the amount minutes, hours, days etc.

Using the option buttons provided, setif the time recordingis to be charged
by time ora setcharge.

The hourly rate will display the default rate for this handlerand case.
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Chargeable: Using the tick box providedtickif the timeis chargeable orremove ifitis not.
This will defaultto chargeable.

Task: Click on the drop down arrow to reveal alist of tasks. Click the task required.

Comment: Input a narrative to describe the time entry

4, Whenall details have been entered click Save or Save and Finish. The time slip willappearinthe
Daybookready for posting.

How to create an Admin Time slip
1. Opena Caseinthe Case Diary
2. Clickthe Post time tool on the Home tab to opena Timeslip.

3. Checkthe Administration Time box. The screen will change displaying the following option:

Post Time

Administration Time

Non Chargeable Code

Time Recorder Caral Nolan

Retain selected Time Recorder

Date 22 Jun 2016
Time Minutes 000|3| ® Hours |0:00 s Days 0.00

[suggested Narrative|

Task not specified Save And New | |§a:| | Save & Finish | | Cancel |

4. Addthe followingdetails:

Date: Today’s date will be the default; choose adifferent date if required.
Minutes/Hours/Days: Input the amount of hours, minutes, days etc.
Non- Chargeable Code: Use the drop-down listtoselectthe non-chargeablecode which applies.

Comment: Input a narrative to describe the time entry
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5. Clickon Save and Finish. Thistime entryisthentransferred to the daybook ready for posting totime
ledger.

= NOTE: It is possible to record more than one non-chargeable entryinyourtimerata time.

How to View the Day Book from the Timer

1. Openthe Timer
2. Clickon ViewAll onthe timertool bar. EI

3. The Day book will appear.

@ PP —————— 3 .o x

o] Cace Raports
R
= a @

Print | New Time Slip Start Timer Start Blank Timer Post Day Book
oy

Phonelog  Maintain  Setup  He

ining 00:00 Handler | Carol Nolan

Marer Detail Comment Case Time
I \ding debt to PTSE Bank. Draft Proceedings | con |
] Bank. ice 0:30 |

CN: Carol Molan |Fiday 31 July 2015 | 1554

My Day Book

Viewing the Day Book

1. Clickon Time Costing on the navigation Bar the day book will appearlisting all your unposted time.

2. Clickontherequireditem.

W Tip: Clickon a column headingto sort by that heading, e.g. Matter Code

How create a Time slip in the Day Book

1. Clickon NewTime 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 asthe matter, date, time, task etc. For furtherinformation seethe section on How

to create a manual timesslip, p. 127 above.

3. Whenall details have been entered click Save. The time slip will appearin the Daybook ready for

posting.

How to create an Admin Time slip in the Day Book

1. Clickon NewTime Slip onthe Home tab in My Day Book. The Post Time dialogue box willappear.

2. Checkthe 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 Codeand Comment as above, How to create an

AdminTimeslip, (p. 128).

4. Click on Save and Finish. Thistime entryisthenaddedtothe daybook ready for postingtotime ledger.

How to amend a Time Slip

1. Click Time Costing onthe Navigation panel.

2. Doubleclick on the requiredtime slip. The Post Time dialogue box will appear.

3. Amendas required.

4, ClickSave.

How to Delete a Time Slip

1. Click Time Costing onthe Navigation panel.

2. RightClickon the time slipyouwantto delete.

3. SelectDelete fromthe pop-up menu. You will be asked to confirmthe

deletion.

4. ClickYes.

How to Post the Day Book

1. Click Time costing on the Navigation panel

2. Clickon PostDay Book onthe Home tab: this will post each time recordingto the time ledger of the

relevant case.

130

E & & & g

Add

Edit

Delete
Start Timer

Go To Case Diary




Keyhouse Chapter 12: Time Recording

Accessing the Time Ledger Screen

Viewing the time Ledger

1. Opena casein the Case Diary.

2. Clickon Time Ledgeron the Case Diary Navigation panel.

3. TheTime Ledgerwill be displayed.

W Tip: Click on a column headings to sort by that heading e.g. T/R (Time Recorder).

W Tip: you can also Start the timerand 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. Opena casein the Case Diary.
2. Clickon Time Ledgeron 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 matterare displayed on the right of the screen.
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Draft Invoice M ox
"-" 0k Message:

" Request Type: () Credit Note ® Invoice [1 open Invoice [1 gill Sent Invoice / Bill No:  (not invoiced)
x Cancel
Matter Details
Matter: |FLY0D1/0002 4| .| jackFynn ER
Fee Earner: | Carol Nolan - Sl ey
Client: 0.00
Description: |Purchase of 16 The Haywain, Terenure, Dublin 6 en
- O : Charges: 1,102.50
ate: |07 Aug 2015 v Transfer To Pay
SIEEERE IR Time (HHMM):  7:21
Bill Layout v Bill Te: Jack Flynn
4 The Mews
=" print Copy - Rathfarnham
Client | |Dublin 6a
Our Ref: |CN Your Ref:
Write down Time to: |07 Aug 2015 b
Invoice Details | Fee Earner Breakdown
= Type Narrative Net VAT Value Fee Earner
Release
] Motify Release Inv
va
@) createn
3 Eilling Guide
@ Matter Ledger | | Feec: Outlay: Miscellaneous Fees: VAT: Bill Total:
Requested By: Carol Nolan Draft Number: (new)

Message:
Type:
Openlnvoice:
Bill Sent:

Matter:

Description:

Date:

Transfer to Pay:

Bill to:

Our Ref:

Your Ref:

Werite down time to

Input a message forthe account department (optional)

Invoice will be checked by default. Select Credit Note if required.
To create an openinvoice, check the OpenInvoice box.

Check whenthe bill isactually sent.

This will show the current case by default; to change, click on the browse button
to bringup the matterlistand selectadifferent case.

This will defaultto the matter description of the current case but may be
amended.

The date will default to today’s date but may be changed.

If this is checked, funds will be transferred from the client account to pay the
bill.

The clientdetails willbe shown by default, but the name
and/oraddress may be changed. Click the Client button to
revertto the client details.

Client

This will defaulttothe Fee Earner’sinitials, but may be amended if required.

Input a reference if applicable.

: Today’s date will be shown by default. You may choose a different date.
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4. Thetimeand outlayto be includedinthe bill may be input using the Billing Guide Wizard or manually.

a. Usingthe Bill Guide Wizard

i) Click on Billing Guide at the bottom left corner to start the Billing T:-E?! Billing Guide
Guide Wizard.

Q“:;J Pk - j | Regenerate Biling Guide >>

! \ =
The left-hand column deals with time, the right-hand one with outlay. In each column, you may
selectadate or enteran amount. Different dates may be selected fortime and outlay. If you
selectadate, the time (oroutlay) will be written down to that date; if you specify anamount,
sufficient time (outlay) will be written down to make up the required amount, with the
remainderremaining unbilled and available forinclusion in future invoices.

The optionsforgroupingtime are:

= Singleline of fees — the fee earners willnot be listed individually.
=  Group by Fee earner — the total for each fee earnerwill be listed onitsownline.
= Nogrouping — eachitemwill be listed asrecorded.

If the box marked No Time/Feesis checked, notime will be included in the bill; all recorded time
will remain available forinclusion in future bills.

The options for grouping outlay are similar:
= Single Line of Outlays — atotal figure for outlay will be given without listingitems
separately. Youcan alsorun a reportthat will detail the individual items by clicking on the
Report Button.

(7= sitg B
o ek

Soo Grabbit & Runne
" action “Type  Matter " Handler  Outiay. " Desaription " Outstanding " Bilow - VAT No: $746675DD
Bllpartialy  F FLY001 /0002 o™ Total Fees 10250 w5250

Date: 07/08/2015
InvoiceNo: 0
Jack Flynn OurRef: FLY001/0002

4The Mews
Rathfarnham
Dublin 6a

VAT Amount
Date Billing Description Time Net Fees ®23% Net Outiay

OurRef YourRef
FLY001/0002 Purchase of 16 The Haywain, Terenure, Dublin 6

030712015 Demand & DraftFroceadings 00:50 12500 2875
030712015 Attendance 00:30 7500 1728
0300712015 Demand & DraftProcesdings 03:01 25250 10408
03072015 ___CourtAttengance 02:00 300,00 e9.00

[BGDetail. DATE (DateTime)

Matter Totals: 06:21 952.50 219.08 0.00

Net Grand Totals: 06:21 952.50 219.08 0.00

133



Keyhouse Chapter 12: Time Recording

= 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 toa type.

= No Grouping — each item of outlay will be listed in the orderin which it was entered.

ii) Click Regenerate Billing Guide to

. Biling Guide Wizard @
continue tothe nextscreen. R s
Matter: FLY001/0002 - Jack Flynn/Purchase of 16 The Haywain, Tersnure,

Time to:  Friday 31 July 2015 Outlay to:  Monday 01 January 1500 Draft No: 287
Items

Th|s example ShOWS no Grou p| ng on Elaciion * Type. /" Maiter  Hamcler.|" Outiay, € Descriotion ¥ Outstanding * Billiow
hﬂ Bill in Full F FLYO01/0002 CN Demand & Draft Proceedings 125.00 125.00

H h f I y ) eill in Ful F FLY001/0002 o Demand & Draft Proceedings 45250  452.50

€l t erreesor OUt ays Bill in Full F FLY0O01 /0002 <Y 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) ltems can be amendedinthisscreen
below are a list of options:

How to Partially Bill an Item .
Total Fees: 952.50
Total Outlay:
®  Double-click the item to be s s
ke ok | Acatotmaice
changed: gilling Guide Wizard =
= Back
Matter: GLE001/0001 - Charlie Gleeson/Lease of South West Georges Street
Attendance on client
B (Click the figure inthe |
© Action “Type  © matter * Handler * outla © pescription * Outstandin * gillvow
. ¥P y p g
B'II NOW COI u m n and Bill Partially F GLE001/0001 BS Attendance on client 600.00 Bhﬂ‘ﬂﬂ

change the amount. <> >

The Action will change to Partially Billed.
®  Click OK to save the change.

How to exclude an action item from a bill
B Click the item to be excluded.

= 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 FTT—
Commands from the pop-up menu: Ungroup Selected rems

Group all Fees and Outlays |

. . . Group all Eees
o Do not bill Selected Items — the items will be excluded Group Fees by Fes amer |

Group all Qutlay

from the currentbill only; Graup utlay by Outlay Type

Group selected Narrative(s) |

° Exclude Selected Items from all Bills — the items will not |_Srupseecedbaters
. . . Group Selected [tems
be included in any future bill. — |

Bill Selected Items
Bill All Items |
Do not bill Selected krems

B Do not bill Any Items
To Add G rouping Levels Exclude Selected ltems from all Eills
Exclude Alltems from al Bills

Rightclickon an itemand selectthe 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 feesor 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

®  Clickthe Back buttonto return to the previous screen.

iv) Whencomplete:

®  Click OK to update the draft. A message will ask whetheryou want to recalculate the Fee
Earner Breakdown based on the changes to the Billing Guide. Click Yesto 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 whetheryouwantto recalculate the Fee Earner Breakdown based on the changesto
the Billing Guide. Click Yestorecalculate or Noif you do not wish torecalculate.
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b. Addinga Linetothe bill manually

Draft Invoice

|wi ok ‘ Message:
& | |Request Type: ® Invoice [J open Invoice [ gill sent Invoice / Bill No: (ot invoiced)
Cancel ‘
Matter Details
Matter: |FLY001/0001 Jack Flynn gill:  0.00
Fee Earner: |Carol Nolan v Outlay:  0.00
Client: 0.00

Description: |Sale of House at:
4 The Mews Charges: 282.50
Choose report Rathfarnham . ) ) )
_ Dublin 6 Time (HH:MM):  1:53
Bill Layout ¥
— 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 =
| . Release ‘ Invoice Details | Fee Earner Breakdown

Type Narrative VAT Value Fee Earner

_ Document Drafting 150.00 Carol Nolan

Phone Call 27.50 6.33 Carol Nolan
F Advice on Contract 400.00 92.00 Carol Nolan

i) Right-clickinthe Invoice Details screen to see the pop-up menu.

[T Notify Release Inv

|m Create FNL ‘

ii) Select Add a Bill Detail Line.

iii) On the Add or edit Bill Detail Line screen, inputa narrative and amount and change the default
information as necessary.

® Add or edit 8ill Detail Line o x
ack Flynn

Sale of House at: 4 The Mews, Rathfamham, Dublin &

“w

® Fees Outlays Miscellanecus Outlays

Fee Eamer: |Carol Nolan
Mominak: [Fees Issued - Caral Nolan

Narrative: v [l add narrative

‘ Net: 000 VATCode: U [¥] VAT Value 0.00 [ Ovemide VAT ‘

ok Cancel

iv) Click OK to add to the invoice. Repeatthe process foreach additional linerequired.

c. How toamendthe Fee Earner Breakdown

i)  Clickthe 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 chargedin the invoice
inrespect of eachfee earner.

ii) Toamendright-clickand select Maintain Fee Earner Breakdown.
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iii) Inthe EditFee Earner Breakdown window, you may choose to editthe breakdown either by
percentages orvalues. Choose one orthe other, thenclickin the relevant columnto change
the percentages orvalues.

Edit Fee Earner Breakdown x
Edit Breakdown by: | O Percentages O Values
Fee Eamer Percentage Value
Carol Nolan 65.36797 867.76
Brian Sweeney 34.63203 450.74
Ok Cancel

iv) Alternatively, you mayright-click on any of the fee earners and select the required command
from the pop-up menu.

v) Ifyou select Add Fee Earner, you will be able to choose from a list of fee earners by double-
clicking.

vi) Ifyou select CutFee Earner allocation for [Fee Earner Name], that fee earner’s allocation will
be removed from the breakdown

vii) Ineithercase, youwill be returnedtothe Edit Fee Earner Breakdown screen, where you can
alterthe percentagesorvaluesasdescribediniii) above.

viii) Click OK to save the changesand 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 forapproval.

6. The Draft Bill will appearasan entryinthe case diary for future review.

Add Fee Eamer
& Distribute Evenly

15 Nov 2014 | 14:03 CN Draft Bill Draft Bill No: 268 B Reromalneperceoge

L Cut Fee Eamer allocation for: "Anne Mellon”

9 Revert to original

7. Toviewthedraftinvoice, double-clickthe entryand amend as required.
Thenclick Release as in 5 above to send to accounts for approval.

8. Oncetheinvoice hasbeenreleased by Accounts the Draft Invoice will disappear fromthe Case Diary
and be replaced by the Invoice.

9. Alldraftinvoicescanbeseeninin My Invoicesonthe Search/Openscreen
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® Keyhouse Case Management o Nl - 8958 N

N TYYET ik o st D —

Matter Code Bill Date Addressee Adres:

Create a Billing Guide Report

1. Opena casein the Case Diary.
2. Clickon Time Ledgeron the Case Diary Navigation panel.

3. SelectBilling Guide onthe Home tab to bring up a screen asking for parameters for the Billing Guide

re port' Billing Guide Report [
Enter Parameters
a. Specifythe date downtowhichthe reportis to be Mater cade FLYo01/0007
pre pared To Date 10 Aug 2015

b. Enterthe mattercode. The currentcase will be
shown by default

@Run uClose

4. Click Run. The report will be generated showing the Billing Guide.

WDOC LPDF 36 XLS
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 6
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
03/07/2015 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 28250
WIP Totals 1:82 282.50
Unbilled Qutlay
UnBilled Cumulative
Date Ref Narrative Dutlay UnBilled Outlay
UnEilled Total
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The Report may be exported toaWord document (DOC), PDF or an Excel
spreadsheet (XLS)

Additionally, you may use the toolbarto Print the report, Refreshit or Export itas a Crystal report, or
to Search for a word or phrase.

The Time Report

1. Click Time Report on the Navigation panelin Time Costing.
EN

Time Ledger for Fe between dates

OTime Coting i eeepanmets

& My Day Book
wl My WIP Dy Bill Date From Date 01 Jul 2015
& My Top wip o Date 5
& Dashboard

Chargeable or NonChargeable Items

o

Input the parametersforthe report: the Handler Code, and dates from and to which the reportis to be
generated

2. ClickRun. The report may be exported, printed orsearched inthe same way as the Billing Guide report
above.

.1 |
[Feeec] [TPor] [Tes] | [

=R | ~|Cedd,

8 88 8 88 8 8283

[
el

30
2
o
]
1
1
]
1
1
0
1
]
0
0
0
1
]
3
2

288 888358

8

Page10f2 | Main Report 5 0[] ———

My WIP by Bill Date

1. Click My WIP by Bill Date on the Navigation panel in Time Costing.

WIP is Work in Progressi.e. unbilled time
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Soo Grabbit & Runne
WIP for Fee Earner by Last Bill Date

Data Date - 10/0&/2015: 3:08

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. Thesame optionsare available for printing, export and searchingasinthe case of the Time Report and
Billing Guidereport.

@ 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 onthe Navigation panelin 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
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
AlG001/0002 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
LOWO01/0004 3111272011 Lowery Developments Receivership - Nama Properties - (825.00) 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. Thesame optionsare available for printing, export and searchingasinthe case of the Time Report and
Billing Guide report.

KPI Reports

1. Click Dashboard on the Navigation panelin Time Costing
to see the Key Performance Indicators report for the fee

earnerwhois loggedin.

figure.

4. The optionsto Export, Print and Search the KPI Report are ‘
the same as those for the otherreports described above. ‘
I

s E

FeesYTD X

Click on the figuresin blue orred to view a sub-report
containing abreakdown of the details that make up that

In the sub-report, click the Preview tab to return to the
main KPIreport.

Key Performance Indicators Data Date -0
Breakdown of Fees Issued Year To Date
For Fee Earner : Brian Sweeney (BS)
@Im Matter Client Name Entry In\g;:e V:f:JTe
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Key Performance Indicators
By Fee Earner

(@ Keyhouse
Financie o5 Year 2012

For Fee Eamer : Martina Winters (MW)

KPI Paramotars

Soo Grabbit & Runne

Time Recording (Hours)

Foes Issued by Month Fees Year To Date

Pee L 2w

Value of Draft Invoices 2,461

‘l' No. Undertakings Not Discha: nge Not Discharged 0

No. Total Actions 19
(s UZ016)

No. Overdue Actions 115
No. High Priority OS Actions 26

* Cick on the values (Blue/Red) for Detaed OnY down
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Account Functions in the Case Diary
View the Matter Ledger

1. Opena caseinthe Case Diary.
2. Clickon A/C Ledgeron the Case Diary Navigation panel.

3. Thefollowingscreenwill 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
i -v- Fitzsimmaons Property Management plc
Il Case Diary
fj Document Manager
Date ¥ o Ref Narrative
B Associates ¥ |30 Jun 2011 pc 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

Billing A/c Outlay Afc

Pd Commissioner for Oaths swearing affidavit of debt

Strang R

=l NOTE: For furtherinformation on the matterledgersee the SAMAccounts Manual.

Run a Report on client balances

1. Opena casein the Case Diary.
2. Clickon A/C Ledgeron the Case Diary Navigation panel.
3. Clickon the clientbalancesicon onthe Home tab of the

Ribbon. The following screen will appear.

4. 1twill defaulttothe currentclient;selectadifferent
clientfromthe drop-down list, if required.

5. Avreportwill appearlistingall matter balances for this
client.
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5.50
57.50
40.00

Client Balance Report
Enter Report Criteria

From Client Code (Blank for all) v
To Client Code (Blank for all) Y]
As At Date 04 May 2016
Minimum Value (0 for All) 0
Open or Closed Matters QOpen v
Show Details v

epRun

gClose
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@ View Report = [ [
DOC LPDF ®XLS
=R =
~
So0 Grabbit & Runne
Matter List
{Incl. Fwd Postings)
{La=tf Posting: 0602012 )
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 MV 4,650.96 D.00 D.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% | —u

How to set a reserve amount

1. Opena casein the Case Diary.

Set Client A/C Reserve X

2. Clickon A/C Ledgeron the Case Diary
Navigation panel. 500000

Comment for Ledger

Reduced amount

3. Clickon SetClientReserve onthe Home tab,
and the following screen will appear.

Ok Cancel

4. Inputan amountand a comment.

5. Click OK; the reserve amount will then appear on the matterledger.

How to add a comment

Add Comment x
1. Opena casein the Case Diary.

Date 15 Nov 2014 v

2. Clickon A/C Ledgeron the Case Diary Navigation panel.

Paying in Part Payments

3. Clickon the Commenticon on the Home tab.

4. Inputacomment. ok Cancel

5. Click OK; the commentwill then appear onthe matterledger.
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How to Create a Cheque Request

5.

Opena case in the Case Diary.

Clickon A/C Ledgeron the Case Diary Navigation panel.

Click on Request Cheque on the Home tab.

Input the followinginformation: S G x
Bank: |Client Current Bank A/c v Date: | 04 May 2016 v
Bank: Selectthe required bank account _— S =
Fee Earner: |Carol Nolan v [v] Third Party
fromthe drop‘dOWn list. Narrative: |Pd Brady & Co v
Date: Today’s date will be shown by Mater Detais
default. Change as necessary. Y ——
F] e —
, & (Client A/c) Outlay Code: |Search Fees v
Payee: Inputthe Payee’s name orselect ‘ o'uﬂa_:_c ' .
from the supplierdrop-down list. Client Current Ajc 7z
Ledger Narrative: |Pd Brady & Co v
Value: Input the amount of the cheque. Bii. = e ==
Requested By: Carol Nolan Req. No: (new)
FeeEarner: Thiswilldefaulttothe currentfee earner.Selectadifferentfeeearnerfromthe drop-
downlistif required.
Third Party: Checkthe boxif thisisa third party cheque.
Narrative: Input a cheque narrative orclick on the down arrow to pick from a list of narratives.
Notes: Input a note to the Accounts Departmentif required.
Matter: Thiswill show the current case. To select a different case, click onthe browse button for
the matter listand double-clickthe required case.
Notify Check this box if you wantan email to be sentto the Accounts Departmentwhen the
Release: cheque hasbeen released.
Ledger By defaultto the cheque narrative will be shown butitcan be amended either
Narrative: manuallyorby selecting from the drop-down list.

To release the cheque to accounts click Release. Alternatively to hold the cheque in yourcheque list

click OK.
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How to Create a Draft Invoice

1. Opena casein the Case Diary.
2. Clickon A/cLedger onthe Case Diary Navigation panel.

3. Clickon Draft Invoice on the Home tab whilein |z o
A/c Ledger. A Draft Invoice screen will appear. ‘

=l NOTE: The currentbalances on the matter .
are displayed onthe right of the screen. L Lo S

|}

Message: Input a message forthe e don i [y 2
Accounts Department SNT———
(optional) CEE
W
Type: Invoice will be checked a—
by default; select Credit ‘
Note if required. e i I——c

OpenInvoice: Checkthe box to create an openinvoice.

Bill Sent: Thisboxis to be checked when the bill is actually sent.

Matter: This will defaultto the current case; to change the case click on the browse
button to bringup a matter listand double-click the required case.

Description: This will defaulttothe matterdescription toamendclickinthe 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 willbe shown by default, but the name
and/oraddress may be changed. Click the Client button to Client
revertto the client details.
Our Ref: Thiswill defaultto the Fee Earner’sinitials, 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 forthe
time to be written down to.

Insertthe 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 Chapter12 (p. 122), above for particulars of how to use the Billing Guide wizard and manually
addingtime and outlay to a bill.

My Draft Invoices

How to View My Invoices

1. Clickon Search/Open on the Navigation panel.

2. SelectMy Invoices onthe Navigation panel to display alist of yourdraft invoices.

Home Case Reports Phonelog Maintain Setup Help
. om -
R
Add  Edit DEELEF:"\/( Ledger
%A Search/Open Carol Nolan e
§ All Matters Draft Invoices T
) e s Matter Code Bill Date Addressee Address Type Total Draft No.
&) My Contacts » | GLE001/0001 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 77490 267
“ My Cheques GLE001/0001 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 1,143.36 268
9 Phone Log GLED01/0002 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 4,981.50 269
= Strong Room BLADO1,/0001 29 Oct 2014 Gordon T. Black 23 Ellis Park, Rathmines, Dublin 6. 1 0.00 264
(& Document Search
% Template Library N
How to Add a Draft Invoice
1. Click Add onthe Home tab while viewing My Invoices as described above.
2. Adraftinvoice will appear.
3. Complete aspreviously described in How to Create a DraftInvoice, p. 145 above.
How to Edit a Draft Invoice
1. Go to My Invoices as described above. v
2. Eitherselecttheinvoice tobe edited and click e
the Edit icon onthe Home tab or double-click | = 3
the invoice inthe list. e .
3. Edittheinvoice asrequired.
4. ClickOKto savethechangesorclick Releaseto | ' oo s e ceinain
save the change and send to Accounts for
approval. L Bl
H Matter Ledger | | Feex [500.00] Outisy: [33.00] Misoallaneous Fees: [ 45.00] VAT [12535 Bl Totak [72035

Requested By: Carol Molsn Draft N

How to Delete a Draft Bill

1. Goto My Invoicesas described above and selectthe invoicewhichistobe deleted.
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2. Clickon Delete onthe Home tab or press Delete on your keyboard; you will be asked to confirm the
deletion.

3. ClickOKto 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. Bl Layout v

1]

3. Clickon the Release button onthe left-hand panel to send to Accounts for

approval.
How to Print a Draft Bill ¥
1. Go to My Invoices ]

2. Double click on the bill you wantto Print; the draft bill will appear.
3. Clickon the Print Copy button. i v

4. Clickon Printlocated on the reporttoolbarto printthe draft bill.

() View Report - - - SHACHL X
@DOC uPDF LS
=& ~
Tint
INVOICE A
DRAFT
Charlie Gleeson 13 Nov 2014
South West Georges Street Dublin 2
Account Ref: GLE001/0001 Our Ref: P
Invoice No: [} Your Ref:
Lease of South West Georges Street Not Liable Liable
to VAT € to VAT €
Aftendance on clieat 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 187.50
Pd Registered Post - letter to Landlord 360
E&0E SUBTOTALS 5.60 925.00
925.00 @ 23.00 % VAT 212.76
Add total not subject to VAT 3.60
INVOICE TOTAL: 1,143.36
Credit Notes

If a Credit Note isrequired, please contact your Accounts Department. Credits notes willhave animpact
on all billed time related to the original invoiceregardless of the value of the credit note.
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My Cheques

How to Create a Cheque Request

1. View MyCheques as described above.

Cheque Request it X
Bank: v| CJEFT  Date: 24 Aug 2016 v
2. ClickAdd onthe Home tab. 5] vate
[ client Payment
Fi [ Third Party
3. Inputthe followinginformation:
Bank: Select fromthe drop-down e
{ | ~bbielynch
Iist. Power Of Attorney
[ once off Payment
Date: Today’s date will be shown
by default; change as Clont corent
required. ot =
Print Ok cancel | [ Notify Release | Release
Payee: Inputthe Payee’s name orselecta supplierfromthe drop-down list.
Value: Input the amount of the cheque.
Fee Earner: Thiswill defaulttothe currentfee earner.Selectadifferentfeeearnerfromthe
drop-down listif required.
Third Party: Checkthe box if thisis a third party cheque.
Narrative: Input a cheque narrative orclick on the down arrow to pick from a list of
narratives.
Notes: Input a note to the Accounts Departmentif required.
Cheque Payment: Tick box if Payee isto be paid by cheque
EFT: Tick box if Payeeisto 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 Checkthis box if you wantan email to be sentto the Accounts Department when the
Release: cheque hasbeenreleased.
Ledger By defaulttothe cheque narrative will be shown butitcan be amended either
Narrative: manually orby selectingfromthe drop-down list.
4. Toreleasethe chequetoaccountsclick Release. Alternatively to hold the cheque inyourcheque list

click OK.
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How to View My Cheques

1. Clickon Search/Open onthe Navigation.

2. Clickon My Cheques onthe Navigation panel. Alist of yourdraft cheques will be displayed.

> 47

‘‘‘‘‘‘‘‘

3. Toviewtherequest, doubleclickonthe requiredline.

How to Edit a Cheque Request

1. View MyChequesasdescribed above.
2. Selectthe cheque youwantto 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 sendto Accounts.

How to Delete a Cheque Request

1. View MyCheques as described above.
2. Selectthe cheque youwanttodelete.

3. Click Delete onthe Home tab.

How to Release a Cheque Request

1. View MyChequesasdescribedabove.
2. Doubleclick on the cheque you wantto release.

3. Clickon the Release button atthe bottom right of the Cheque Request dialogue box.
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How to view the A/C Ledger

1. View MyCheques as described above.

2. Clickonthe AfcLedgericonon the Home tab. The accounts ledgerwill be

displayed.

Case: [BLAODT/0001 | Gordon T. Black

Date

12 May 2011
30 Apr 2010
30 Mar 2010
02 May 2012
18 Apr 2012
19 Jun 2010

20 Oct 2011

30 Jul 2010

24 Apr 2010
15 Mar 2010
12 May 2011
12 May 2011
12 May 2011
12 May 2011
12 May 2011
30 May 2010
10 Jun 2010
20 0ct 2011

26 Oct 2011

[ 07 Aug 2015
Client A/c Reserve

RTA Walkinstown Crossroads, G. Black

Inv 321
5887
500818
500178
23090
2266
218
218
212
218
218
1729
1654
123456
1234545

Narrative

Stephen Keogh Senior Counsel Fees

Pd Commissioner for Qaths

pd Swearing fees

Lodged fees

Invoice: Feesi60000 Outlay:0 VAT:13800
Pd Mr Gordon T Black settlement less fees as agreed
Pd cLIENT

pd Gorden T Black balance due to client
Pd Dr Simon Young Medical Report

Pd PIAB

Invoice: Feesi635 Outlay:37e VAT:13335
To Invoice 218

To Invoice 218

To Invoice 218

To Invoice 218

Lodged settlement agreed

Lodged on a/c fees & vat

Lodged part payment on a/c

il from Airtricity

FNL: 500.00 Gordon T. Bl... Fees: 500.00 Outlay: 0.00 Vat: 0.00

150

“

|A/c Ledger
Tel: 01 4766666
F/e: BS
Billing Afc | Outlay A/c | Client Deposit A/c
Current
3,230.00
55.00
24.00
(73,800.00)
73,800.00
12,548.00
2,036.72
375.30
250.00
50.00
1,147.35
(55.00)
(250.00)
(24.00)
(50.00)
(13,750.00)
(1,210.00)
(1.000.00)
106.61
I N
‘ 14735 H 333661 H 0.02 H o.oo‘
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Chapter 14: The Debt Ledger

How to View the Debt Ledger

1. Open acaseinthe 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 inthe Case Diary.

2. Click on Debt Ledger on the Case diary navigation panel. The following screen will appear.

Case: |FLY001/0001 4P| .| Jack Flynn Tel: 01-569 7412

Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

Total Collected To-date  0.00 Post Payment

Original Debt Amount

Interest To-date

Post Interest

Start Date

Recoverable

Cost To-date 0.00

12 Feb 2016

Post Costs

Record No

Matter Status

Charge Arrangement NI

Date Description

Method Type

Pa

yme

nt

Principal Paid | Interest Paid

Outstanding 0.00

Posting

Interest Due Cost Due Remitted | Held Date s 9| Reference

3.

Input the Original Debt amount.

4. Clickthe check mark IE beside the amountto 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

Interest To-date 2,852.05 Post Interest

Recoverable Cost To-date 60.00 Post Costs Outstanding 47,112.05

Input the following information on the Post Payment dialogue box:

151



Keyhouse Chapter 14:The Debt Ledger

Post payment x®
Payment | Properties | Allocation
Matter Code 1B5001,/0001
Date 04 May 2016 v | 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 defaulttotoday’s date; amendif required.
Reference: Input a reference.
Type: Selectthe payment type fromthe drop-down list.

Payment Method: Selectthe payment method from the drop-down list.
Value: Input the amount of the payment.
Principal Paid: Input the amount of the paymentto be allocated to the principal.

Principal Status:  Selectthe Principal Status applicable from the drop-down list.

Costs Paid: Input the amount of the paymentto be allocated to costs.
Costs Status: Select the Cost Status applicable fromthe drop-down list.
Interest Paid: Input the amount of the paymentto be allocated tointerest.

InterestStatus:  Selectastatus fromthe drop-down list.

Description: Input a description forthis payment.
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Post payment
Payment | Properties | Allocation
Entry Date 12 Jun 2016 v
Enter By CN
Posting Ref 45
Remitted
Date Remitted v
Held Date v

Bounced

Entry Date: The date will default totoday’s date.

Enter By: The handler code will be entered by default.
Posting Ref: The nextreference inthe sequence will appear.
Remitted: Automatically populated.

Date Remitted: Enter the date the paymentwasreceived

Held Date: Used for the Revenue Module only.

Save

Cancel

Bounced: Tick if the paymentis returned unpaid by the bank.

3. Click OK to post the payment. The debt balance will update.

=l NOTE: Allocation relates to the Revenue Module only.

How to Post Interest

1. Click on Post Interest.

Calculate Interest Based On The Following

Post Interest

Manthly v
Rate at 5.00%
From 01 Jan 2016 v| TO | 31 Mar 2016
On 1700.00
Description 15t Quarter

Calculate Interest | 255 00

Save

Cancel
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2. Inputthe followinginformation onthe Postinterestdialogue box:

Term: Select Monthly, Yearly etc. fromthe drop-down list.

Rate at: Input the rate of interest

From: Input the start date or clickthe down arrow to select fromthe calendar.
To: Input the end date or click the down arrow to select from the calendar.
On: Input the amount on which the interestisto be calculated.

=l NOTE: Once the information is provided the interest will calculate automaticallyand will then be
displayedinthe 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 |p5001,0001

Date 04 May 2016 | L] Charge Cost To Client

Costs 100.00 | Client Charge | 50.0p

Description  |Fees

Save Cancel

3. Inputthe followinginformation onthe Post Costs dialogue box

Date: The date will defaulttotoday’s date amend if required.

Costs: Inputan amountfor the cost or selectfromthe drop-down list.
Description: Input a description of the cost.

Charge cost Checkthe box if the cost is chargeable tothe client

to Client:
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ClientCharge: 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. Clickon DebtLedger on the Case diary navigation panel.
2. Click on Print onthe 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

Dl Costing Ledger

e WA Fwra Beisteia b 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 ledgeris usedinlitigation and medical negligence cases to make provision forawards of
damages.

How to View the Reserve Ledger
1. Open acaseinthe 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 1BS001/0020 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.

Inputan estimated amountand description for each of the following that applies:

General Damages
Special Damages
Future Specials
Property Damage
OtherDamage

Next, estimate, andinputadescription for, the following, which are expected to reduce the client’s
liability.

Contributory Negligence
Co Defendant Liability

Finally, inputan estimate of the Costs.

The Damages Total, Reserve Total (Damages Total less Contributory Negligenceand 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

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. confinm pelste

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. Clickon Search/Open on the Navigation bar.

2. Click Phone Log on the Navigation panel.

@
~
S5P2pPDEDR

it was recei. | Outstanding debt to PTSB Bank.
tstanding debt 5 Bank

OP2QrES

3. The Phone Log will opendisplayingall recorded calls.

W Tip to refresh the phone log click Phone Log on the Home tab.

Search the Phone Log
1. OpenthePhone Log.
2. Clickinthe search box.
3. Inputthesearch terms.

4. Toclearthe search, click the Clear button to the right of the search box. |:||

How to Sort the Phone Log

1. Openthe Phone Log. 8] sort Ascending
Z] sort Descending
2. To Sort by columnclick ona column heading, e.g. Name. 2% Clear sorting
= Group By This Column
Show Group Panel
3. Toclearthesortright, right-click onthe column heading and select Clear chow Column Chooser
Sorting from the pop-up menu. B Best Fit
Best Fit (all columns)
T Filter Editor...

158



Keyhouse Chapter 16:PhonelLog

How to Filter the Phone Log
1. OpenthePhonelog

2. Tofiltermove your mouse overthe column heading untilapinappears.

Case Code Date Name ¥ SLLES Message
-
v 06 Jul 2015 LS Caller: PTSE - Branch Manager Branch Manager called t
Mon blank: . . _—
J 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 F ! . 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 AlG001/0002 27 May 2014 Allied | Claire Bourke Alan phoned regarding uncompleted claims form
v 6 20 May 2014 Angel{ David Abrahams Phone lender for redemption statement - Any note
4 01 9 May 2014 Paul O David Bloggs v Phane buyers' solicitors, check buyers' full names
4 1 9 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. Clickon the pinto see a list of filter options click on the required filter.
4. To clearthefilter, select (All) from the filter drop-down menu (alternatively, right-click the column

headingand select ClearFilter from the pop-up menu).

How to Group column headingsin the Phone Log

1. OpenthePhone Log.
2. Right-clickona columnheadingtosee 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
» Whe: CN
4 Who: JP

Claire Bourke 24 Oct 2

=]

10 Telephone Attendance
Claire Bourke 17 Jul 2010 Telephone Attendance

4 SMI0O01,/0001 Smith & Green 20 Jan 2011 Caller: john smith - harry rang re contracts
+ Who: MK

» Who: MW
» Who: SK

4. Toremove the grouping, if the Group Panelis hidden, right-click on a column headingand select Show
Group Panel fromthe pop-up menu.
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5. Whenthe Group Panel is shown, right-click on the column name in the Group Panel.

Group Panel
L] Full Expand

Full Collapse

[

d U Sort Ascending

r Wi

B
—

—

Sort Descending
P WI

Wi Ungroup

A 0%

» WI

Hide Group Panel

» WI Show Column Chooser

md ]

» WI Best Fit (all columns)
Group Summary Editor..,

_(]

Filter Editor...
i
6. SelectUngroupfromthe pop-up menu.

How to add a phone message

1. Openthe phonelog.

2. Click Add onthe Phone Logtab.

Add Phone Log - X
e [z ponsssrat %
Date 10 Aug 2015 v| Time |11:49
Priority High ® Normal Low
Who -

Notify | v

Caller Answered

Message

Send Email Ok Cancel

Input the following details onthe Add Phone Log dialogue box:
Case Code: By defaultthiswill be Z22777/7777, which is used for messages that are not
connected with acase. To selectacase clickon 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: Select the priority of the message (High, Normal or Low).
Who: Who isthe message for. You may select fromthe drop-down list.
Notify: To notify somebody else, in addition to the addressee of the message, select from

the drop-down list.

Caller: Input the caller’s name.
Message: Input the message.
Answered: Check this box only when the message has been answered; whenitis checked, the

message will notappearinthe addressee’s task list.
3. Click OK. The message will appearinthe selected person’stask list.

4, Tosendan email click Send Email.

How to edit a phone message

1. Inthephonelog, selectthe message youwanttoamend.

2. Click Edit on the Phone Logtab.

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. Amendasrequired.

4, Click OK to save the changes.
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How to delete a phone message

1. Openthe phonelog.
2. Selectthe message youwanttodelete.
3. Click Delete onthe Phone Log tab. You will be asked to confirm the deletion.

4, ClickYes.

=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. Clickon Search/Open on the Navigation panel.
2. Select All Matters on the Navigation panel.

3. Clickthe Viewiconon the right of the window. The

Closed Cases

Standard View is shown by default.

Open Cases
Closed Cases

4, SelecttherequiredView Open and Closed Cases
e ClosedCasesto search onlyclosed cases
e OpenCases to search only open cases.

e Openand Closed Cases to search both lists.

5. Inputasearch termin the search box;the search will update asyou type.

How to view the Archived Diary & Ledger of a closed case

1. Searchforthe closed case as described above.
2. Doubleclickthe required case toview the Case Diary.

3. Clickon A/C Ledgeron the Navigation panel toview the archived ledger.

=l Note no amendments can be made inthe Case Diary unless the case is reopened.

How to reopena closed case

1. Searchforthe closed case as described above.
2. Doubleclicktoopeninthe case diary.
3. Clickon Current Case Details on the Navigation panel, to see the Current Case Details screen.

4, Selectthe Archive Tab in Current Case Details.

Current Case Details X

Client Code | 20000 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 archivinga matter ensure thatall balances are nil, all time is posted to the time ledgerand all tasks
inthe case diary are marked as complete.

Lo

Click on Search/Open on the Navigation panel.
2. Select All Matters onthe Navigation panel.

3. Search for the case inthe normal way.

4. Double click to openinthe Case Diary.

5. Clickon Current Case Details on the Navigation panel, to view the Current Case Details screen.

Current Case Details X

Client Code | FLyQO1 Description Purchase of 16 The Haywain, Terenure, Dublin 6

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

Waork Type Purchase ~ Mark as Important Statement
Old Reference FLY0O1,/001 Branch Dublin Office v

Case Plan & Status

Case Plan/Type | Property Purchase v | File Colour v [Clear
Case Status Loan approval received ¥| Record No
File Number:362 OK Cancel

6. Selectthe Archive Tab. This will be greyed outif youdon’t have the required permissions.
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7. Checkthe box marked Closed.

Client Code | FLyoo1

Matter 0002

Date File Closed
Location

Archive Location

File Barcode Mo

Box Barcode Mo

Expected Destroy Date

Actual Destroy Date

Destroyed by

File Number: 362

Current Case Details

Description Purchase of 16 The Haywain, Terenure, Dublin 6

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

Closed  Originally closed on

QoK

Cancel

warning message will be displayed, giving the reason why the case cannot be closed.

Or

You cannot close this case at this time

This case has outstanding balances
This case has outstanding Case Diary entries / Tasks

Ok

If the case cannot be closed because there are uncompleted tasks orthere isan account balance, a

If there is unposted time orthere 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

Thistool automates the task of generatinga brief to counsel, saving you time. [t amalgamates all the
required documentationin chronological orderinto relevant sections, complete with a cover page, table of
contentsand pagination.

Important Steps for preparing your Brief

1. Reviewyourdocumentsinthe Document Manager and ensure the necessary files are classified and
the Document Date is correct as it will be inyourbrief. See How to reclassify Documents and How to
change the Document Properties (p. 80)

2. Ifyou cannot view oropena documentfromthe Case Diary or Document Managerscreen you will not
be able to use thisdocumentinyour brief.

3. Onceyou begintogenerate yourBrief you should not use your PC forany other purpose until the brief
iscompleted. Several different programs will be used to generate the brief and running another
program islikely to cause disruption to generation of the brief.

4. Pleasereview the earlier partof this chapter (Document Manager, particularly p. 77 above) for details
on how to rename and reclassify adocument.

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 (€~ Carl o s N o G E

Case Reports Phonelog Maintain  Setup

=B oo 0%

Export ta PDF | Start Timer Post Tin

& C

A‘-"JTI'E'-'JET;':]TIE

(= % % o
b i

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 Nextto continue.

5. If Brieftemplates have beensetup onthe system, youmay eitherselect 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 populatingthe 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 tothe brief automatically
but you will be able to drag and drop documents from the Section Notincluded in this Brief into
the appropriate section.

=  Copydocumentsinto 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.

= Copyall documentsinto the brief and create sections as required: Sections will be created for each
Document Class which applies.
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W Tip: for furtherinformation on each option click the question markicon beside it.

5. Click Nextto 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 acceptthe defaultinformation oramend as required.
6. Click Nextto continue tothe final screen of the wizard, which will contain asummary of the options

you have selected. You can make changes by checking and unchecking the boxes or click Previous to go
back to an earlierscreen.

Mew Brief Wizard ®

. I<eYh0u Se a::z:::ssembly

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

Whenyou are satisfied, click Finish.

Keyhouse Case Management  (CN - Carol Nolan - 0424 / 03:05)
Home| Case Reports Phonelog Maintain Setup Help

o _ = -

B use adobe pDF Viewer | [ Sty in original section | T i E W T y o ;‘ .-4'.) rhz Open in Ward
Y, 3t =

Show Preview | - " X

Create Llist | New Brief Open Brief Re-order Brief Properties Finalise (Re)generate Ope"'”Ad"“
preve Drag znd Diop S sectons | B Temptes e srer

L Case: |FLY001/0001 «| | .. | sackeymn
&, Client/Case

I case Diary
0 Document Manager Brief: Brief for Sale of House at: 4 The Mews Rathfarnham Dublin 6
&a Current Client Details

Sale of House at: 4 The Mews, Rathfarnham, Dublin &

Brief Sections

Current Case Details
¥ Other Case Details
& Associates
€ critical Information

Type  |Document Name Class Document... | Action Pri... | Action Type

»| > Section: 001 - Client Correspondence (3 documents)
» Section: 002 - L party C ©

. b Section: 999 - Documents Not Included in this Brief (25 documents)
@ acredaer
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8. Thesectionsinthe brief will be displayed.

Brief Home tab

The Home tab inthe Brief:

Home | Case Reports Phonelog Maintain  Setup  Help

Add ~ ) _ =
1 ¥ Use Adobe PDF Viewer | [] Stay in original section + e "/=' 7 - L ._) = Open in Word
()] | =/ r Y O =

Show Preview [o] Adob
Start Timer Post Time Create List | MNew Brief Open Brief Re-order Brief Properties Finalise (Re)generate E pen in Adobe
Accounts Preview Drag and Drop Brief Sections | Brief Templates This Brief
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Brief Sections

How to Add a Section
1. Click Add onthe Home tab.

Brief Section x

2. Name the new Sectlon. Section Nami | (New Section)

Ok Cancel

3. Click OK.

4. Thenew sectionwill appearinthe Sectionlist.

How to amend a Section Name

1. ClickBriefSections 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. Alistof sections will be expanded. T @
2 Pin to
N/ Tip: To Show the list permanently click | " =" fix

. Client Letters
the pin.
Documents

. Engagement Letters
3. Selectthe sectionyouwantto 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. Namethe newsection andclick OK to

confirm. Type Document Mame Class Document...
»| b Section: 001 - Client Letters
b 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 toamend a Section Name, p. 170 above).
2. Selectthe Sectionyouwantto delete.

3. Click Delete onthe 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"?

Yes MNo

4. A message will askyouto confirmthe deletion.

5. ClickYes.

How to change the order of Sections

1. Click BriefSections on the right of the brief screen (see How to amend a Section Name, p. 170 above)
2. Selectthe sectionyouwantto move.

3. Use the buttons on the Right Click Menu to change the position of the sectioninthe 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.
¥ Move o Batom | Move the selected section to the bottom of the list.
Mavwe Section

How to Move a document to a different section
1. Click BriefSections 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. Inthelower partof the window openthe section containing the document which you wantto 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 documentto the upperpart of the window and drop it into the required section. Inthe
example above,one might select the document Terms of Engagement and drag itinto Instruction

Sheets (whichisselectedinthe upper part of the window).

Type Document Name Class
b Section: 001 - Client Letters
b Section: 002 - Documents

» | 4 Section: 003 - Engagement Letters

|’Il_: Terms of Engagement Engageme...

b Section: 004 - Instruction Sheets
b Section: 005 - Letters/Interparty Correspondance

How to flag as a Cover or Main

Document...

30 Sep 2014

1. Click Brief Sections on the right of the brief screen (see How toamend a Section Name, p. 170 above).

2. Selectthesectionrequired.

3. Ifthe sectionisalready designated as a Cover section, Click Make Main on
the Home tab to make it a Main section. Thiscommand toggles between
Make Main and Make Cover, depending on how the selected sectionis
designated.

ofe Add

ﬁ Name

x Dielete

£ Make hain
Brief Sections

=] Mainsectionsare included in the Table of Contents; Coversections 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. Editthe detailsinthe dialogue box Create aNew 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 templatetitle willbe the same as the title of the Brief on whichitis based. As itis to be
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used as a template, it may be advisable to change it to something more generic.
3. Click OK.
How to Open a Brief
1. Opena casein the case diary.
2. Thenclick Document Manager on the Navigation panel toview the Document Manager.

3. Click Compile Brief onthe 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. Selectthe brieftoopenand click Open Brief.

= Note if you are already workingin 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 beginto generate your Brief you should not use your PC or laptop until the briefis
completed. Keyhouse callsonanumberof programs during brief generation and trying to view/use

another program will cause disruptiontothe br

ief.

How to (Re) Generate a Brief

1. Click (Re)Generate onthe Home tab.

2. The Brief Generation Wizard will start.

The system may select some documents for pre-

processing and askif you wantto selectothers

which have notautomatically been selected. The

automatically selected documents cannot be
unselected butyou 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

Selectthe print quality and colourdepth required.

Brief Generation Wizard

Keyhouse

— Print Quality

Brief Generation
Wizard

Brief Generation
Wizard

) 72 DPI - Suitable for Text documents
@ 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.

Keyhouse

) True Colour - high def photographs

[E]  use Outlook to convert MSG files

Check the box to use Outlook to convert MSG
files.

Click Next. Ascreen will show the progress of
the document preprocessing.

When pre-processing has been completed,
you will have the opportunity to setthe 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

No Offset | Depending on your 2Cs printer drivers, the page numbsring can sometimes appear too far down the page. If that happens adjust the location of the page

number and other footer information here,

Page

Section - Desc- Page  ~

Footer Font

size: |7 x| E Bold
Include Totals B no footer

O Left-Align TOC columns

Cancel Previous Next
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of the footerand the alignment of columnsin the table of contents.

= Thedocumentsineach Section may be printedinascending date order, in alphabetical order by
filename orinthe orderin which they were added to the brief while it was beingassembled or
maintained.

= Thefooteroffsetisthe minimum number of lines that must be maintained between the 1“”;3 N
footerandthe physical end of the page. No offset

1line
2 lines
3 I?nes
= The optionsforpage numberinginthe footerare: 4 lines
. . H .
Pagt?. Only the page number isshown; TS
e Section —Page: The section numberand the page numberare shown; -
e Section —Desc —Page: The section numberand description, and the page ;’agf ,
ecton - Fage
numberare shown. Section - Desc - Page

Check the box to include totals (e.g. “Page 5of 158”).
=  Youcan setthe footerfontsize and weight, or provide that there should be no footer.

=  You may checkthe boxto Left-Align the Table of

Print Order
Contents col umns, if you leave the box unchecked, Order Documents as specified during Brief Maintenance ™
the page numberswill be right_a“gned. Order Documents as specified during Brief Maintenance
Order Documents by File Date in each Section
Crder Documents by File Name in each Section

7. Whenyouhave selected the desired options forthe printorder of documents, the contents of the
footerandthe table of contents, click Next.

Select your Output

8. You will now choose the type of output. The optionsare a Produce a PDF Dacument (optimised) v
Word document, a PDF, or both of these. You may also Produce a Word Document
choose to produce a folderof documentsinstead of a Produce a PDF Document

. Produce both a Word and a PDF Document
single document. -

9. ClickFinish.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 ontheircomputers. Todothis:

1. Go tothe SetupTaband selectPersonal Settings

2. SelectPreferences

Home Case Reports Phonelog Maintain | Setup
n O =
al &
User Setup | Administration ¥ Case Work Flow Setup  UDF Form Details

Administrator

Keyhouse Case Management

Help

o

ge

Personal settings ™

m

Client Other Details Document Assists

Keyhouse Control Settings  Pat

{CN - Carol |

System -
; , I | == — Q%“Q
\ Search/Open o e
Code Last Accessed File Colour MName Desc| Preferences Label Printer Setup  Change Password
i all hdattars
3. Thefollowingscreens willappear.
Preference x Preference x

Main Application User Preferences | Other User Preferences | Views

Show start up page W
Show notification to open case diary attachment [/
Use enter in search boxes

Launch alarm system at startup

Allow spell check v
Show application closing prompt v
Disable animated images (Spinning clocks, etc)
Scan capture rename the source file name

Run local version

Completed action ignore what's next prompt

Font size adjustment < >

oK

Cancel

Main Application User Preferences | Other User Preferences | Views

Remember Sync Document Name With Subject Line
My Briefcase
Do Not Show Briefcase Notification
Show Case Associative Contact Details v
Retain Last Matter Search
My Overview Settings
Budget Daily Hours (HH:MM) |0:00 €| current wip Limit

05 Invoice Limit Draft Invoice Limit

Choose which has to shown first on preview panel in ¢ase diary () Action Details @ Document Preview
SDLT XML path

Allow focus to the top after completing an action

Preference x

Main Application User Preferences | Other User Preferences | Views

View Pinning
Case Diary View

Case Documents View

oK Cancel

4. Amongthe optionsthatcan be setup are:

Main Application User Preferences
Show Start up Page

Use Enterin Search Box

Show Application closing prompt

oK

Cancel

This will give the user the Start up page which will allow
the userto selectthe area of Keyhouse they wishtogoto
wentthe openthe systemi.e. Case/Open, Task or My

Overview

This will require the userto click Enterto start a search

afterthe key words have been entered

Whenthe user click the X to close the system, aprompt
will appearaskingif the user wants to exitthe system, log

on as a differentuserorcancel.
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Scan Capture rename the source file name  Thiswill allow the usertorename a documentinthe scan
capture folder with the name givento the documentin

Keyhouse.
Other User Preferences
Remember SyncDocument Name with When youtick thisbox, it will allow you to automatically
SubjectLine rename a documentif you change the name of an action
and vice versa.
Show Case Associative Contact Details This will allow the userto see any contacts withinan
associate onthe Associates Screen on the Case/Matter
Retain Last Matter Search To ensure that the Advanced Search screen keepsthe last

search entered, tick this box.
Allow focustothe top aftercompletingan  To ensure thatthe curserstays at the top of the Case
action Diary whenan actionis completed, tick this box.

Views

When a user changesthe view ona screen the view will stay as the user moves from matter to matter
until the user changesitagain. Onthis screenthe usercan choose to have the screen revert back to the
defaultview as they move from matterto matter.

5. Setthe Preferencesrequired and click OK.

Creating User Views

Keyhouse gives you the optionto change the views onscreensto allow youto findand see information
more easily. Itallowsthe userto create views tailored to theirrequirements. All new views mustbe
saved or they will revert back to the original view whenyou leavethe screen. View can be created where

everyousee thisicon.

Creatinga View

1. Gotothe screenwherethe viewistobe created

Home Case| Repoms Phonelog  Maintain  Setp  Help

&

Open Cases

Started Department work Type | riginal Closed Date

il Colour Name Description Fee Code | Fee Eamer

23 on Accident

n RTA on Fer lan

RTA The R

code " Fe raf Userz vsers
R crcozo001 21 an 2016 1ézrs | e Baret Sl of | bigh Street Kol Coeath [N Jcwolobn ||| |20Nova01s Jcommancng s |
AYo01/0001 |21 2 ) w o

Tasks

| Ch: Carol Nolan | Thursday 21 Jamuary 2016 | 15:13
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2. Make the changesto the screen:

To remove a heading nolongerrequired, clickonthe headingand dragit off the Header Row.
To add new headings right click on the Header Row and select Show Column Chooser. All available
headings forthis section are list here.

Home Case| Reports Phonelog Mantan Setp  Help

Column Chooser n
3. Selecttherequired headingand dragit to the Header Row ensuringitis place e ”
between existing headings. Use the blue arrows as a guide. chiad
File Number
id -
old Ref
E 3 Phane No. v
Code Last Accessed Manfhone No. | Description
8 BARDO2,/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
ABB0OO1,/0005 17 Dec 2015 11:27:55 Gearge J Abb..  RTA The Rise, Stillorgan
BEC001/0001 30 Nov 2015 16:42:16 | Angela Beck Sale of 56 Church Street, Rathgar

4. Torepositionacolumn, clickonthe columnand dragitto its requiredlocation, again usingthe blue
arrows as a guide.

5. Onceallrequired headingsarein position, clickon the view button  inthe topright corner of the
screen.

6. Rightclickon Viewand click on Add or Edit.
In the Name box enterthe name of the view.
8. Ifthe viewistobe the defaultview, click the Defaultbox the select Add View.

~

=l Note if you have Administration Rights you can make the view availableto all users by clicking

Name: | My Open Cases Default Shared View |Add View
View Default shared
Open Cases v &
Closed Cases G
Open and Closed Cases |

=l Note Itis alsopossible tofilter by headings and save the resultasa view.
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Change a View

Make the required changes.

Clickon the View Icon

Rightclick on the View to be changed and select Add or Edit
Click Change View.

| Name: | My Open Cases | Default Shared View [Change View

Eal A

View Default Shared

My Open Cases &
Closed Cases G
Open and Closed Cases v

Open Cases v v

w

. Thiswill update the view forfuture use.

Delete aView

1. Gotothe Viewiconandselecttheviewtobe deleted.
2. Rightclickon the view and select Delete this View.

Made a View a Default View

1. Gotothe Viewiconandselectthe viewrequiredasaDefaultView.
2. Rightclickon the view and select Make this your defaultview.
3. Thisview 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 inthe top Right Corner of the screen.

2. The following screen will appear

F
Q You are about to exit this application. Are you sure?

L] Do not show again

| Yes I | Login as a different user | | Cancel

3. Click Yes and the following screen willappear

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.

=l NOTE: The Exiting Keyhouse Dialog Box will only appearif the “Show application closing prompt” is
selectedinthe Preferences.
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