Keyhouse

KEYHOUSE END USER
MANUAL



http://www.keyhouse.ie/

Keyhouse

Contents
B oToT={ =T ] a1 Tor=1 WeloT 0 1V =T o ¥ o] o NN PRI 9
NaVIgating the SEAICN SCIrEEN.....ci e e e st e e e et e e e e et ba e e e e abaeesearaeeeenasaeeeennnees 10
(O 0T oY T ol R ] [T = [ (<o PR 10
0pPeNING Case MaNagemMENT ...ccciiiiiiii e 10
Chapter 2: SEAICh & OPEN ...uiiii ettt e st e e e st e e s s be e e e sabbeeessstaeesesbeeeeensbeeesesnbenesannsens 12
THE SEAICN SCIEEN ...ttt ettt e s e bt e s ab e e s bt e e s abeesabeeeameeesabeeesabeesabeesaneeesareeennes 12
SEANCI LISES 1.ttt ettt h e sttt et b e bt bt e a et et e e bt e eh e e s he e e a bt e bt e bt e beeabee et e enreereen 13
SEAICH Al IMALEEIS LiSt.cc.eeiiuiiiiiiieeiee ettt ettt ettt e b e s b e sat e st sab e s b e beesmeesmeeemeeeeeeneens 13
SEAICH RECENT IMIAtLEIS ...ttt ettt ettt et e s bt e shee st e e bt e b e e beesmeesmeeeneeenreens 15
How to Search Open and ClOSEA CASS......uuiiiciiiiiiiiiieeeiieeeeciteeeesiree e e stae e e esareeessraeeesansreeessssreeesssseeeas 15
SAICN CONEACES .ottt ettt ettt ettt e st e s bt e e sb b e e s bt e e sab e e s abe e e bbeesabeeenabeesabeesnbeesabeeeneeas 16
The AdVANCEA SEAMCH «...eiieiiiiee ettt ettt st e st e e bt e e s abe e s bt e e sabeesbaeenteesabeeenaeeas 17
Manipulating the SEArCh SCrEEN .......cooeeiii e e e e e e e abe e e e e abe e e s eabaeeeenaraeeeennnees 19
[ [oX VY fo Yo ol @o] (V10 o Yo T o ==Y T =4S 19
HOW O FIltEr COIUMNS ..ttt sttt sttt e b e bt e sae e st e et e e beesbeesaeesaneeane 20
DOCUMENT SEAICH ...ttt ettt et e e s bt e s bt e e s ab e e sabeeeaabeesabeeessbeesabeesabeeesabeesanes 20
How to open the DOCUMENT SEAICH ....ciiiiiiie it e e s s e e e s sabre e e e sareee s 21
Chapter 3: Creating NeW Clients and CaSES ......c.uuiiieiiiiieiiiieeeeiiiee e esrte e st e e e sae e e e s aee e e e sebae e e s sabaeesesnbaeessnnnens 22
ThEe NEW €S8 WIiZAIM. ...ttt sttt sttt b e s bt e s bt e s ae e et e et e e sbeesaeesabesabeeabeebeenbeennees 22
Create a New Case for an EXiSting CHENT.......cooiiiiii ettt e e e e eaee e e ree e e e 22
(00 o1V O 1Y D=1 7 11 PPN 24
(@ T oY o B TN O L B - PP 26
s A R O YT 1 =1 o PPN 26
Configuring the Case DIary SCrEEN ......uiii ittt ere e e st e e e s ette e e e sbteeessbteeessbtaeeesnsraeeesassaeassnns 27
How to Configure your Case DIiary SCIEEN .........uieeeciiieeeiieeeeeciteeeecteeeeeetaeeeessteeeseatseeesansseeesansseeesansseeens 27
WaAINING IMIESSAEES .evvvveeererererereeereeerereeeeerereeerereeererareeeeereeereeererereeererererererererernrerereerererereremrer 28
HOW 1O SHOW OF IGNOIE @ IMIESSAZE ... eeeiiiiiieieiiieeeeiitee e ecitee e sttt e e e sata e e e esataeeeesaaseeessssseeesansseeesaasseeeeansreeenn 29
(0= 1Y DT VY 0 Y oo PP 30
I (SN O 1R DI F- Y e To] | - SRR 30
Navigation WIithin the Cas@ DIary ....cccuiiiiiiie et e et e e e e e e st tre e e e e e e e e nbateeeeeeeeessnnsraenes 31
Case Diary NaVigation PAn@l...........uuiiiiiiii ettt e et e e e e e e ettt e e e e e e e s e abereeeeeeeeesannnraeeneeaaaean 32
Amending Client and Case DEtails........uueeeii it e e e e e e s e e e s e e r e reaaaeean 32
UpPdating CliEeNt DELAIIS.......ceiiiiiie e et e e e e e e e e e eaar e e e sataeeesansbeeesaasreeeeanssaeean 32

(010 Te oL a ] Y= O T D1 = 1| SR 34



Keyhouse

Inserting a Statute of Limitations Date........ccocciiiiiiiiiie et e e e s re e e e rare e e e saaaeee s 36
CaSE ASSOCIATES ..eviiiiiiiiii ittt e s e e s sra s e e sans 36
What @re Case ASSOCIAtES?.....eiiiiiiiiiieiiee ettt ettt ettt et ettt e st e s bt e e bt e e s be e e sabeesabeesbeeesabeeesabeesaseesneeesabeeeseeas 37

PaYe o [T oY= W O [N X Yo Yol -} IS UPUPRP 37

Adding an AsSOCIAtE TO OThEI TYPES ..coueiieeiciiiee ettt ettt et e e e et e e e et e e e e sbte e e e sstaeeesarteeeesstaeeesaseeeaesans 38
Maintaining UNWanted Case ASSOCIAtES . ....cciiiuiiieiiieeeeiiee e ecitee e esree e e st e e e e rare e e e e rabae e e e abeeesenabaeeeenasaeeeennsees 39

Retire @ Case ASSOCIATE.......iiiiiiiiiiiiiiiie ittt st 40

IMIEIEE CaSE ASSOCIATES ..eeieiiieieiiiiitieee e e e ettt e e e e e s sttt e e e e e e s abbb et eeeeeessaabnbeaeeeeeeesanssbeaaeeeeessanssreaaaaaeennn 40

DElEte @ CaS@ ASSOCIATE .. eeiutiertieeeiie ettt ettt s e st e e st e e s bt e e s abe e s bt e e sabeesabeesabeeesabeeessbeesabeesaneeesareeeanes 41

How to add an existing case assOCiate 10 @ CASE...iicuiiiiiiiiiie et e s s sareee s 42

How to add @ New Case ASSOCIAtE t0 @ CASE....ccueiiuieieiriieieeieestte sttt ettt ettt sttt e et e b e saeesane e 43

How to amend a Case ASSOCIates Details........cociiiieiiiiiiiieeie et s s 45

How to Remove a Case AsSOCIate from @ CASE .......coieeriiriieiieeniiesiie ettt et s s 46

How to add a Contact t0 @ Case ASSOCIAtE ......eiiiuiiiriieeiiieriee ettt ettt ettt e rate e st e st e e sbe e s bt e e sabeesaes 46

PrINT OPTIONS coiiiiiiiiiitee ettt e s sttt e e e e s s s sttt e e e e e e s s abe b e aaeeeeeesansbbeaaeeeeeesannrrtaaaaeeeean 47
GENEIATING TASKS 1eeiiiiiiiei ittt s ettt et e ettt e ettt e e e sttt e e e et e e e e e sbaeeeesbteeeeaasteeeesstaeesestaeessastaeeesassaeessasseeessnns 47

HOW 10 GENEIALE @ TASK c..niiiiiitiet ettt ettt et esbeesaeesane e 48

B Kol 0o 00T o] =] I N =T USRI 48
Working with Tasks in the Cas@ DIary ......ccccueeeieciiie ettt e e eeta e e e e stae e e estaeeeseabaeeessnsaeeeeannreeens 49

How to Insert Tasks in the Case Diary ....ccuueeicciiieiciiiie ettt e e et e e e sta e e e s saeae e e ssaareeessnsaeeees 49

(0 T a4 o T~ 1 T PP 49

(0] oT T oI T oI 1 =Tl o1y V=T o | APPSR 51

Add an attachment 10 @ TaSsK ....coeiiiiieee et st 51

Amend an attaChmMeNts PrOPEITIES .......eeiiiciiii ettt e e etee e e e et e e e e e et e e e e e beeeeeenbeeeeeenseeeeennsees 51

1011 Lo R o [ 1= TP SRR PRPR 52

Delete an attaChmEnt.....c..o et 53

Copy and Paste an attaChmENTt .......ocuuiiiiie e e et e e e et e e e e abe e e e e ree e e e narees 53

DEIELING @ TASK 1eeeiiiiiiiiie e e e e e e et e e e e e e e st b e e e e e e eeeesabeteeeeeeeeeeaaberaaaeeaeeeeannrrraeeaaaaaaan 53

(01T o) AT oY= T - 1) R 53

Copying @ Task t0 @aNOThEr MaAatter.. .. e e e e e e e e e s eaerreeeeaaeean 54

Moving @ Task t0 @NOther MatLer........cooi i e e e et e e e raar e e e enareee s 54

Assigning a Task to ANOThEr HANAIEN .......ooi ittt e e e e sarr e e e saaaeeeeaes 54
Searching, Sorting and Filtering the Case DIary .......cceeiicciiie ittt e e ete e e e svra e e e snraeeeeans 55

HOW t0 SEAICh the Case Diary .....uuiiiieiii ettt e e e e e e e e e e eba e e e e e e e s nbareeeeeaeeesanssseeeaeaeanan 55

How to sort and filter the Case Diary COIUMNS ..........uuiiiiiie it e e rre e e e e e 56



Keyhouse

How to filter Case Diary COIUMNS.......uii ittt e e et e e et e e e e eata e e e snsaeeesnsseeeeansrneean 56
How to view all dOCUMENTS 0N @ CASE ...ciiuiiiiiiiiiiieeieecee ettt st e s 57
How to search for @ doCUMENT ON @ CASE......uiiiiiieiiieiiee ettt st et st sb e s nee e sabeeeans 57
ProCESSING DOCUMEBNTS .coieiiiiieeeee ettt e e e ettt e e e e s e raa bttt e e e e e s s abbeteeeeee e s absbeeeeeeesesanssbeaeeeeesesannsrnneens 58

Select DOCUMENTS 10 D@ PrOCESSEA .......uiiiiciiiiiiiiee ettt e ere e e et e e e et e e e s e arte e e e eabaeeeeenraeeeennsees 58

Naming and classifying @ DOCUMENT ....ccc.uiiiiiiiiie et e e e e et e e s tae e e esaba e e e seanreeeeaanreeen 58

Adding Case Associates when generating @ doCUMENT.........c.uiiiiiiiiie e eaee e 59

ANSWETING UDF QUESTIONS ...ttt ettt e e e e ettt e e e e s s e s iabtbeeeeesssesanbbateeeeesssssnnesaeeeessssnannns 62
Generating an Email without an Attachment using the Email Template.....ccccocvvvvivciiiiiiciee e 62
Generating an Email with an Attachment using the Email Template .......cccevvveiiiiiiciieiiicee e 63
Working with Documents already ProCESSEA .........cciiciiiieeiiiiieeeiiiee e et e et e e estre e e e srae e e ssraeeeessaeeessnnaeeeas 63

Marking @ Task @S COMPIETE.......iii it e e e et e e e e sate e e e s ataeeesanseeeesaasreeesanssneens 64

OpeNING DOCUMENTS GENEIATEU. ....ccccuiiieieiiieeeeciiee e et e e eere e e e etaee e e e tteeeeetteeeeesteeesesteeeeestaeesennseeeeennsens 65

Changing the Name and Class of a Generated DOCUMENT ......ccccuviiiiiiiiie i 65
UNAEITAKINGS ..vveeiieiiiie ittt ee ettt e e et e e s e e e e s sabe e e e esaae e e e e ssbaeeeaassaaeeassaaaeessssaeeeanssaeessssaeeaasssenesannsens 66

VIEWING UNAEITaKINGS ..evvieiiiiiie ettt et e e st e e e st e e e e sbte e e e sbeeeeessteeeesstaeeesnssaeasanns 66

Adding and Viewing an UNdertaking..........cocciiiiiiiiiee ittt ettt e e e ette e e e e tte e e e eate e e e snteeeesnaeeaeeans 66

[ (oY VY fo 3 =l L1 T a WU T o To [T = | (] =S 68

How to Add a Document to an UNdertaking..........ccuvieeeciiie ettt e e e e aaee s 68

How to Discharge an UNdertaking .........ccuviiiiiiiiiiiiiiie ettt e s s sere e e s stae e e ssaea e e e ssasseeeesasaeee s 69

UNAErtakings REGISTEN ..couviiiiieiiie ettt sttt e et e e sttt e e e e ata e e e eataeeeeassseeesstaeeesansseeesansseeesansreeean 70

Attaching Undertaking Documents using the Undertakings Register.......cccccovviviiiiieicciiiee e 71

UNAEItaKiNg REPOITS ..eiiieiiiieieiiiieeeciieee e ettt e e ettt e e ettt eeeetteee e e asaeeeeaasaeee e ssaseeaassseeesasssseesanssssesansseeesansrneenn 72
How to view Critical Information and Print REPOIS .......uueeiiiiiiieccieee et 75
Other Case Diary FUNCHIONS ....iiiuiiieicitiee ettt e e tre e e e st e e e e s bte e e e sbteeeesastaeessnstaeessssneessnssaeessnns 76

Chapter 5: Using the DOCUMENT IMANAZEL ....cciccuiiieiiiiieee ettt e ettt e esre e e e sre e e e saree e s e sabaeeesssreeeessaseeesesnseeesenasens 77
DOCUMENT IMTANABEN .ttt s ananann 77

Getting around DOCUMENT IMANAZET ..cccci i eitieieee ettt e e e e e ettt e e e e e e e e et ee e e e e e e eesnnbeaaeeeeeesesnssrenneeaeanan 77

How to search the DOCUMENT IMIANAEET .......uviiiieie et e et e e e e e et e e e e e e e erenerre e e e e e e e e nreraeeeeaaeean 78

How t0 Sort by Column HEAAING ....cceiii ittt e et e e e e e e e s e e e e e e e e e e snnnraeeeeaeaean 78

HOW TO FIlEEI COIUMNS ...ttt ettt sttt et e s ettt e b e s b e e saeesane e 79

HOW 10 GroUP DY COIUMIN ...cciiiiiie ettt e s e e et e e e e ta e e e eatseeeentseeessnsseeesaasreeeeansrneean 79

HOW 1O reclassify DOCUMENTS ......cciccuiiieieiiiiecccieee e et e e e e s e e e et e e e et a e e e eaareeesasaeeesnsseeessasseeeennsreeenn 80

How to change the DOCUMENt ProPertiEs. ... .ot e e e e e e e rae e e e e e e an 80

HOW 10 €Mail DOCUMENT(S)..eieiuriieieiiiieiecitiee e ettt e e ettt e e ettt e e e ettt e e e e ataee e e abaeeeeaasseeeeassaeeasansseeesansseeasansreeans 81



Keyhouse

DOCUMENT FOIARTS ..ttt sttt sttt et et s e st et e bt e bt e sae e eat e et e e bt e sbeesaeesanenane 81
Moving, Linking & Copying Documents in the Folder StruCtUre .........ccovcvveeeeicieee e 82
Chapter 6: THe Task IMAN@EI.......uiiiciiieiciiee ettt et e et e e et e e s sabe e e e sabbeeessstaeessssreeeesnsseeeeennseeesannsens 84
NAVIZAtiNG the TASK LiSt....uiiieiiiieiiiiiie et e rb e e e re e e s s e e e s sabeeessnabeeeesnabenesennsees 84
THE TASK SCIEEN ...ttt et ettt b e bt e s bt s et e et e et e e sbeesbeesatesaneeabeebeenneennees 84
The HOmMe Tab in Task IMAN@ZEI .......eii ittt et e e et e e e et e e e e ebte e e s sbteeesebaeeeesabaseeesastaeeesans 85
TASK VIBWS ...ttt ettt h e s bt st st et e bt e bt e s b e e s ae e e at e et e et e e ab e e saeesabeea bt e beenbeennees 85
USING DIffErent LAYOULS/VIBWS ....ccueeiiiieiecieeteeteeiteesteeteeteesteesteestaesvesabeenteebeessaessaesssesnseesteassaesssesasenans 86
HOW t0 SHOW/HIAE the PreVIEW PN .......eeiiiieiiiiieiiiie ettt ettt ettt ettt e s sttt e s s ssta e s ssabae s e ssasbeeessnseneeas 86
Searching, Sorting, Filtering and Grouping TasKS ........ccuiiiiriiiriiiiiie et e e e see e e e 87
HOW 10 SEArch the Task lIST ....coueiiiiiieie et st et 87
How to Sort Column Headings in the Task Manager.......c..ueeeiciiiieeiiiee et e et ecee et e e e e e areee s 87
HOW 1O Filter the Task IMaN@@EI ... ...uiieieieee ettt e e et e e et e e e s eata e e e santaeeeeasreeesanseneeas 87
How to Group by a column heading in the Task Manager......cc.uuuivciieieeiiieeeeiieee e svee e 88
WOPKING WIth TASKS ...evveeiiiiiiii ittt sttt e e e sttt e e e sbt e e e e s bteeeesbeeeeesstaeessntaeessssaeessasseaessnns 89
Accessing a Case Diary from the Task List .....c..eeiiiciiiiiiciiie et e e 89
HOW tO GENErate DOCUMEBNTS.....iiiiiiiiieiee e e s srae e 89
How to View the DocumMeNts 0f @ TASK ...cc.eiiiiiiiiieiiee et s 89

[ (o3 VYA (o X o] - 1V e [ ot =1 4 [0 o NP ST 89
How to Mark a Single task @s COMPIETE ......uii i uiiii et e e e saaeee s 89
How to Tag Several Tasks and Mark as COMPIELE.......coivciiiiiiiiiiiiciie et e e s 89
HOW 1O AlQIM @N ACHION/CASE ..uvviiieeriieeeeeeeee ettt ettt ettt e s ettt e e seaa e e e s eabeeesaaaseeessstaeeesasbaseesssasesesssssseens 90
ViIEW Other USEIS” TasKS ...eoueieiieieeieeitee ettt ettt sttt e et e e sbe e satesabeebeenbeenbeenaeas 90
HOW 0 PUSH @ TASK ..ttt ettt st sttt et e b e bt sat e et e et e e beesbeesaeesaneeane 91
HOW t0 Create @ OULIOOK TasK.....ccuiiiiriiiiieiie e st 91
HOW 10 TAg Al TSKS ..eeieiiiiiieieiiiie ettt ee et ee ettt e ettt e e st e e e st e e e sataee e e staeeesaasseeeesssaeeesansseeesansseeesanssneens 91
HOW O Add @ NEW TEEM ...ttt ettt ettt sbe e st e e b e sbeesaeesane e 91
HOW t0 EdIT @ TaSK c.nneeeeiieeeeee et st e s bt e e ee e e sar e e sne e e sareeeanes 93
HOW £0 DEIEEE TASKS ..ceueeiiiiiieetiee ettt ettt st e se e sttt et e s e e sate e sabeesbeeesabeeesnseesareesneeesareesnnes 93

F YT e 1T = 1= T USSR 94
How t0 ReCOZNISE ASSIZNEA TASKS .. .uviiiiiiiiieiiiiiie ettt e e ee e st e e e et e e e e tr e e e esaab e e e esntaeeessnsseeesaasseeeeansrnees 94
How to View the Assignment History of @ Task ......ccuuiviiiiiieiiciiicce e 94
How to Assign a Task to another HaNAIEr ..........oviiiiiii i s 94
HOW £0 £aKE @ TASK ..teeeiiieiiee ettt s e e st e s e s ne e e sne e e sne e e sareesneeesareeeanes 95

JLIE 1 T A O T4 o SRR 95



Keyhouse

AT oo TU T = 1] Q1) SR 95
How to Export @ copy Of YOUr task liSt........eeeiiiiiiiciiie e e e e sareee s 97
Chapter 7: KNOW YOUE CHENT c.o.eeiiiieciiie ettt e ettt e e e e s s be e e s sabae e e e s nsbeaessnsaeeeesnsseeeeenseeesannsens 98
KNOW YOUE CHENE ..ttt ettt st s e st e e st e st e e sab e e sabe e e anbeesabeeesabeesabeesaneeesareesanes 98
GENEIAI TAD ettt h e s bt st sttt et e b e s bt ehe e s et e e e e et e e b e e heesaeesane e 98
ANtI-MONEY LAUNGEIING....eiiiiiiie ettt ettt e e et e e e e tte e e e ebtee e e sbeeeeesabaeeeeenbaaeessastaeeesnstaeessnsseeeesnns 99
Adding Existing DOcUMENtS t0 AML SCrEEN ......ciecuiiiieeiiie ettt ettt e e e etre e e e raa e e s e aae e e seaaraeeeearaee s 101
ClIENT RECOIUS... ittt ettt ettt et e st e e bt e e s ab e e s be e e sabe e s bt e e saseesabeeesabeesabeesnenesabeeesneas 102
(011 1= g D =Y | S P TSPV UPPOPPPPPRTOP 103
ClIENT CONTACES ..nevieiiiieitee ettt ettt ettt s e e bt e e st e e bt e e sab e e s beeesabeesabeeesmseesabeeesabeesabeesneeesabeeesneas 103
Chapter 8: KEYNOUSE CAPTUIE.......ciiiiiieeeceiiee ettt e e ettt e e e ette e e e eta e e e e e tee e e seabeeeeesabaeeeesabaeeeesabaseesanbeeeesansenesennsens 104
[ [oX VY do N @ oY (U ¢ I I o] o [=Y SRR 104
HOW 10 CAPTUIE @ Fil ittt e e e et e e e et e e e e et e e e e e abeeesenbeeeeennseeeeennreeeeensens 107
Chapter 9: The TeMPIAte LIDrary . ...t e e s e sbee e e et e e e e sabee e s esnbeeeeesabeeeeenrees 110
How to Search for precedent doCUMENTS ........ciiiiiiiii i e 110
How to sort Column Headings in the Template Library ......ccoccveeeeiiiiiice e 110

[ (oN VY Fo X T o] o] VA= I 11 =T PRSP 111

(O 0T o) (= ol (O B o o [Tt Y =T Y ol o F USSR 112
What is @ CONTFIICE SEAICRT ... ittt ettt et e b e saeesare e 112
HOW t0 d0 @ CONFIICE SEAICR ...ttt s 112

(@ =T o) =T ol R o YTy W o T = 2o Yo o SRR 115
What is the Strong ROOM USE fOr? ......ciiiiiiiiciiie et e e e e sta e e e saaa e e e e saba e e e esnnaaee s 115
HOW £0 SEAICh fOr @N [EEM ...ttt st ettt sttt e e b e s me e st e eneeeeeens 115
How to Add a File/Item to the StroNg ROOM.........ocviiiiiiecie ettt et ettt et e e etae e eteeeeteeeeareeens 116
Entering Deeds in the StrONg ROOM .......uuiiiiiiii ettt et e e s et e e e e sabe e e e e sabae e e snseeeeenanees 117
Entering Wills in the STrong ROOM .....ceuiiii it e e e et e e e e eabee e e s beee e eeanees 118
Attach a Document to @ Strong ROOM ENTIY ...cciiuviiiiiiiiieecceee ettt e s e avre e e eee s 118
HOW t0 Withdraw @n [E@M ..ot s s e b e smre e sneeesareeeas 120
HOW t0 RePIaCe/RELUIN @N TEEM....oiiiiiieiee ettt ettt e et e e e ae e e teeeeteeesabeeeetaeesateeeseeesareeans 121
DEIETE @ fIlE ettt h ettt be e bt e eh e e ht e sate et e e bt e bt e nheeeaeeeteenteen 121
How to view the History on @ fill@/It@M ......cciiiiicee ettt ettt veereereens 121
Working With DOCUMENTS ONIY ...vviiiiiiie et e e et e e e e satb e e e e ata e e e ensaeeeesasaeeesannsneean 122
Add a file WIthOUL USING @ CASE ..ccuviiiiiciiiie ettt ettt e et e e et e e e e aa e e e eabaeeeeataeeesssbeeeeansraeean 122
Chapter 12: TiMeE RECOIMMING ... eieiiieee ettt e et e e e e e e et e e e e e s e ssab et e e eeeeeeesanaseaeeeeaaesesannsrasneesesannnnnes 124

Time Recording in the Case Diary......cccuiiiiee ittt e e e e e et r e e e e e s e e aata e e e e e e e e s asttaeeeeeaeesnnnsraenes 124



Keyhouse

How to Record Time UsSING the TIMEI ....c.uviiiiiiee ettt e e e e e be e e s e abeee s eanes 125
How to POSt TImMe from £the TImMer.....co et sttt 126
How to Record and Post Admin Time Using the TiMer ... 127
HOW tO €reate an EMPLY TIMEE ..ottt ettt ettt e e e e s s s nbe e e e e e e e e snnraeeeeeeeeen 128
How to create @ manual time SHIP coo.eeee i e e e e e e e e e e e e nnes 129
How to create an Admin TIME SHP c...uveeieiiiiee e e e et e e e e e e s e eaba e e e e nnes 130
How to View the Day Book from the TIMer ........coi it 131
YA E A 2 T Yo | PSP 131
VIEWING the DAy BOOK.......ciiiiiiiiiiiiiie ettt e e e e st e e s atae e e sabaeeessnsaeeessnsseeesansseeean 131
How create a Time slip in the Day BOOK.......ccccuiiiiiiiiiiieieec ettt e s e s e s e 131
How to create an Admin Time slip in the Day BOOK........ccueii i e 132

[ (oN VY fo X o =T o Yo I T I T g =T L o RSP 132
HOW 10 DEeIEte @ TIME SHP «veeiieeiiieeeeee ettt e e e e et e e e et e e e et e e e e eaabee e e e nbeeeeennreeeeennens 132
HOW t0 POSt the DAy BOOK......ccuiiiiieiiie ettt ettt bee e st e e e s abe e e e s abe e e s e sabeeeeennes 132
ACCESSING the TiME LEAGEN SCrEEN ..eiiieiiie ettt ettt et et e e st e e e s e e e st ee e e s abeeeessbeeesssbeeeessnseeessnssens 133
VIEWING the tiME LEAGEY ..eeiieiiie ettt e e st e e st e e e e saba e e e s nbbeeeesnsbeeeeansreeen 133
How to Create a Draft Invoice from the Time Ledger SCreen ........occueveeeciieeecciiee e e 133
Create @ Billing GUIAE REPOIT ......uiiiiieee ettt ettt e e e et e e e et e e e e eeab e e e e esabee e e esareeeeennens 140

B T T4 T=TE =T o T PR 142
MY WIP DY Bill DT ...ceueeeiiieiieiieete ettt sttt ettt ettt st e b e sme e s e e sme e smneenneeneens 142
MY TOP WIP <ttt ettt st st st e e e b e s bt e sae e st e st e e bt e b e e neesmeesmneenneenneens 143
KPL REPOIES e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aeaaeaaaaeaaeaeaeens 144

(O 0T o) =T ol e T YTl o 10 o | £ USRS 145
Account FUNCLIONS iNThe CaSE DIaIy .......eeccciiieieciiee ettt ettt e et e e e et e e e e e eabe e e e eabeeesenbaeesennbeeeeensens 145
VIEW the IMatter LEAGEY ..ottt e et e e et e e s s bte e e e s bteeeesabteeeesstaeessseneasanns 145
RUN @ RePOrt 0N ClieNt DAlanCeS....c.uvieiieiiieecee et e e rbee e s e e e e e abaee e e neees 145
HOW tO Set @ reServe amOUNT ........oociiiiiiiiiiiiiii e aba e s s 146
HOW t0 @dd @ COMMIBNT ...t sttt s e et e s e sbe e e sare e e beeesmeeesneeesnneenns 146
How t0 Create @ CheqUE REQUEST ........uuiiiiiie ettt e ettt e e e e e e et ree e e e e s s e anba e e e e s e e s sannsssaeeeeeesessnnsrnenees 147
HOW £0 Create @ Draft INVOICE ....c.iiiuiiiieee ettt ettt st sttt be e st st steeee e 148
YA o i A [ 1Yo o Y USSP 149
HOW O VIEW MY INVOICES .o e e e e e e e e e e e ee e 149
HOW 1O Add @ Draft INVOICE ....ooueeiiieiieiieseeeee ettt s st sttt eneeneens 149
HOW 10 Edit @ Draft INVOICE ....ooeiiiieieeee ettt st sttt ettt e e nee e 149

HOW 10 Delete @ DIraft Bill.....ococeeeeeeiieieeeeeeeee ettt e e ettt s e e e e e et b s s e e esesssabaa s eeesessnnnn 149



Keyhouse

How to Release a Draft Bill t0 ACCOUNTS......couiiiiiiieieeieerte ettt st 150
HOW O Print @ Draft Bill.....cooeeeeeeeeeceeeee ettt st ne e 150
01T o [ o [ ] =FF TPV U ST UROTOPRPPRON 150
YY1 o T=To LU= PSPPI 151
How t0 Create @ CheQUE REQUEST .......eiiiiiiiee ettt ettt ettt e e e e s e e e e e tbe e e s e sate e e e enbaee e esnbeeeeennraeeeennees 151
HOW 1O VIEW MY CHEQUES ..ottt ettt e e e et e e e st e e e s e et e e e e e abeeeeensbaeeeeabaeeeennseeesennees 152
HOW t0 Edit @ ChEQUE REQUEST.....ccceiiieeeiieee ettt ettt e e tee e e s e e e e et be e e e s ate e e eennbeeeeenbaeesennreeeeennens 152
How to Delete @ CheqUE REQUEST .......oii ittt e e e e s e e s s e e s e sbee e s ssabeeessnanees 152
How to Release @ CheQUE REQUEST.......couciiiii ittt ertte ettt e e e st e e s e e s s ssbee e s s sabeeesesnbeeessnnnes 152
HOW t0 VIEW the AJC LEAZEN .....vei ettt ettt e e eetee e tae et e e eaae e eteeeebeeesateseteeessseesseeesnreeans 153
Chapter 14: The DEDt LEAGEN ......ooi ettt e e ee e e e et e e e e e be e e e e abe e e e eeabeeeeeenbeeeeeenbeeeeennees 154
HOW £O VIEW the DEDT LEAZEN oottt e e e et e e e e et e e e e eeabaee e e nbeeeeennees 154
How to add the original debT ..........oeiiiiieeeee et e e et e e e e ree e e e bee e e eeanes 154
HOW T0 POST @ PAYMENT ... s 154
HOW 0 POST INTEIEST...ciiiiiieee et e s et e e e e s nrn e 156
HOW t0 POST RECOVEIAbIE COSES....uiiiuiiiiiiiiitieeite ettt ettt ettt et e st e s bt e e sabeesbeeesabeesbeeesareenas 157
[ (o XNV o3 Yo =T o Yo = Lo T 1o o ST S 158
How to Print @ Debt LEAZEr REPOIT........uiiieiiiie ettt ettt e et e e et e e e e eabe e e e eabaee e enbaeeeennees 158
Chapter 15: The RESEIVE LEAGET ..cc.eeieee ettt e et e e e e tte e e e ettt e e e e e be e e e e abee e e esabeee e e nbeeaeesnbeeeeensens 159
HOW £O VIeW the RESEIVE LEAGEN ....uviiieiiee ettt ettt e e stee e e e eabe e e e et ee e e e sabaee e seabeeeeenasees 159
[ o XNV o 3o [0 BT o T =1 o VSRR 159
[ (o X NV o3 o [ o= o I X | o Y2 SRS 160
HOW T0 DRIELE @N ENTIY ..eiiiiiiiiee ettt e e et e e e et e e e et e e e e e aba e e e eabeeeeesabeeaeeanseeeesanseneeennsens 160
HOW O Print the RESEIVE LEAZEN ...uueiieeeiieee ettt ettt e ettt e e e et e e e ettt e e e eeabee e e eenbaeaeeenbeeeeennnees 160
(0 0T oY < ol (T o o Vo T YT o - SRR 161
Viewing, Searching and Sorting the Phone LO.......ccoucuiiiiiiiiiiiciee ettt 161
HOW 1O VIEW the PRONE LOG.......viiiiiiiieeccceeee ettt ettt et e e tee s st e e e s e aba e e e e abae e s e nabaeesennees 161
=TT el o TR T 2 0T =T o - SRR 161

[ LoV YA o Yo o d a Y= o Vo TN I - PR 161
HOW tO Filter the PRONE LOG......uiiiiiiei ettt e e e et e e e e e e s s et e e e e e e e s e nsraeeeeaaeean 162
How to Group column headings in the PRONE LOG......cccocuiiiiiiiiiiecciee ettt e 162
HOW £0 add @ PRONE MESSAZE ..ceecevieii ittt ettt ettt e e et e e e ete e e e st e e e e sabe e e e esabeeeeenabteeeeanseeeeenasees 163
HOW £0 €dit @ PhONE MESSAEE . ciiiuiieii ittt ettt e e et e e e ere e e e et e e e et r e e e esabeeeessabteeessnseeeeenasees 164
HOW t0 delete @ PhoNE MESSAZE ... ettt e e e e bree e e e e e et be e e e e e e e e s arseeeeeeaeeesannsraenees 165

(00 =Y o =T gl 7 @ T Y=Y N 07 T Y UUPPS 166



Keyhouse

HOW £0 SEArch fOr ClOSEA CASES ....eeueiiuiiiiieieeitesiee sttt ettt sttt b e sb e st st st e b e b e s beesmeesnneeneens 166
How to view the Archived Diary & Ledger of @ closed Case ......ccoccuiiiiiicieiiiciiee e 166

[ (o XNV do I =T o T=T o - el (o 1= N or- Y <SPPSR 166
HOW 10 ClOSE @ CAS@.uuiiiiiiieiiteiiteeeitee ettt ettt ettt s bt e st e e s bt e st e e beeesabeeesaseesaseesneeesabeeebeeeanteesaseeesaseenns 167
Chapter 18: The Brief WiIzard ........oooeiiii ettt ettt e e s et e e e et e e e e e eabee e s e nbeeeeesabeeeeennees 169
Important Steps for preparing YoUr Brief.......... i 169

PN Y=Y 0 Y o] T =4 T T =Y R 169
Brief HOME 1aD . .eeieeeeeie ettt et et e et e s e s bt e e s be e e be e e saeeesreeesareenas 172
BT SECEIONS ..ttt ettt ettt e st e st e e h e e e s be e e s ab e e s be e e be e e s abee s beeenateesreeenareeas 173
HOW t0 Add @ SECLION ..ttt et sttt e s e et e st esbe e e s beeebeeesneeesabeeesaneenns 173
HOW to amend @ SECLION NAME......oiiiiiiieie ettt st sttt be e sre e saeeeteeeeens 173
HOW 1O delete @ SECLION ...ttt ettt st sttt sttt b e b e st e emeeeteeeeens 174
How to change the order Of SECLIONS .........vii i e e et ee e e be e e e e eabeee e ennes 174
How to Move a document to @ different SECtioN .......ccocveiriiiiiiiiiiiee e 174
HOW t0 flag @s @ COVEN OF IM@IN ...eiiiiiiieieiiee ettt ree e et e e e s bee e e s b e e e e s sbeee e s nbeeeessareeesensens 175

2 TR =] S @ o1 o] o [PPSR 175
Save current Brief as TEMPIAtE ......ooei it e et e e s e bt e e e e ebte e e s ebaaeeesntaeaeeans 175
HOW 10 OPEN @ BIIET ..eeiieeeiie ettt e e e st e e e e st e e e e e bbae e e e ateeesesbeeeeenbeeeeennreeeeennens 176
GENEIAtE ThE Brief ... et h ettt e et e e sbe e sae e st e sabesbeenbeenbeeeneas 178
HOW 10 (R€) GENEIAtE @ BIIEf ...vveiiieiieieieieee ettt ettt et e ee e e st e e e ebbeeeeeabeeeeeeabeeeeeennes 178
Chapter 18 — Personalising your KEYNOUSE ..........eeeevcuiieeiiiiieeeeiieeeeciree e Error! Bookmark not defined.
SEEING YOUN PrEfEIrENCES ... vviiiiiieie ettt et e et e e et e e e s satae e e s ataee e e ssaeeesassaeeeeansseeesannreeean 179
CreatiNg USEI VIBWS ... 181
CrEaAING @ VIBW . e 181
CRANEE @ VIBW ...eiiiii ettt ettt ettt e ettt e e et e e e e e atb e e e s abaeeeeateeeeeastaaeeesssaeeeenssseeeensaaeeensseeesannseeean 183
DEIETE @ VIBW ..ottt ettt sttt et e b e st st et e b e e bt e s a e e st e bt bt e bt e re e saeeeaneereens 183
Made a ViIeW @ DEFAUIT VIBW .....couiiiiiiiiiiece ettt sttt ee e 183
Chapter 19 — Closing Case ManNageMENT .......uuiiiiiiiiiiciiiiiee e e e e ettt e e e e e s e et tree e e e e e e e ssastaeeeeeeesesannsraneeesesesnsnnes 184

(01 Fo 1Y [ T N1V Lo TU LY USRS 184



Keyhouse Chapter 1: Getting Started

Typographical conventions

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

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

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

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

i All Matters

My Matters
i3 Recent Matters

18] contacts

&, Associates

@) Advanced Search
#% My Invoices

“ My Cheques

¥ Phone Log

{ Firm Undertakings

{3 strong Room

(i) Firm Undertakings

{8, Document Search

™ Template Library

Click on All Matters to list all matters.

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

Click on Contacts to list all your clients and matters

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

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

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

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

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

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

Chapter 1: Getting Started

Opening Case Management

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

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

Keyhouse

Please login to Keyhouse

Log in using your Windows ID

the use of your Windows ID, you may log in without ok

having to enter your password.

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

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

Login using your Handler Code and password

Keyhouse

OR

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

@ Keyhouse

Welcome Carol Nolan. Where would you like to start?

Open Case/Matter Task Manager My Overview

] Don't show this screen agam

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

A Search/Open
Code Last Accessed File Colour Mame Description Fee Earner Fee Co... |File Ref
I All Matters
g ! 5 5 .08:18 J— < < Rathfs ; y
& My Matters [l svioo1/0001 |20 wiz015 17089 | [Barisimpson | Sale of House at: 4 The Mews, Rathfarnh... | Carol Nolan LY001
FLY0O1/0001 20 Jul 2015 16:33:04 Jack Flynn Sale of House at: 4 The Mews, Rathfarn.. Carol Nolan  CMN FLYDO1
o Recent Matters - ——— . -
& contact BREQOQ1,/0001 16 Jul 2015 16:23:29 Mike Breeze Mike slipped an broke his leg. Martina Win... MW BREQO1/001
ontacts
N TIFOO1/0000 16 Jul 2015 16:23:06 TJ Fox Document matter Stephen Ke.. SK
Associates
"’ TJFOO1/0001 16 Jul 2015 15:54:20 TJ Fox Outstanding debt to PTSB Bank. Mark Kelly MK TJFOO1
& Advanced Search - -
N ZZT001,/0000 15 Jul 2015 17:28:36 Test New ClLie... Document matter Stephen Ke... SK
WO liovices FOX001/0001 14 Jul 2015 12:13:37 Jennifer Fox  Redundancy advice Martina Win... MW
“& My Cheques KEQ003/0003 | 06 Jul 2015 09:19:51 sam Keogh EPA to Stephen Keogh Carol Nolan  CN
£y Phone Log BRO001/0001 03 Jul 2015 15:09:49 Kevin Browne 78 Somerset Road, Ealing, London W5 5 | Brian Sween.. BS 123
@ Firm Undertakings DUN /0001 03 Jul 2015 12:03:07 Zach Dunne Advice on Car Accident Brian Sween... BS
€3 strong Room NOL001/0001 03 Jul 2015 12:02:55 Paula Nolan Paula Nolan V Joe Smith Anne Mellon  AM 6666666
@ Document Search DUNO01/0002 | 03 Jul 2015 12:02:44 Dunnes Store...  Fall at Meat & Poultry Aisle Brian Sween... BS
‘l’ Template Library DUNO02/0002 03 Jul 2015 11:40:18 Dunnes Store..  Supplier Accident in Stock Room Brian Sween... BS
pp
. FLY001,/0002 03 Jul 2015 11:35; Jack Flynn Purchase of 16 The Haywain, Terenure,...  Carol Nolan  CN FLY002/001
M‘W—/\IW MN*M‘MWWWM

11
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6. Task Manager will show you your task list.

[® Kefhouts Cae Managerment (a1 cotiom -3/ 00% =5 x

Home Case Reports Pariners Phonelog Maintain  Setup  Help

® = 05 @

NewWem= | Print | Ca Generate Complete Action
Acors Documen
& Tasks Handier B
& my Tasks Standard View
TS D..|Date Tme [Case Code | Handler | Team Client/Case{Mater Action Diary Date |F

0 Day's tasts

19 Apr 2016

T Next mantiv's asks . 20 021 pool | sack Flynn o S
~ 1 i e lbiaihonti (el il |fed Sale of 10 Rose Lawn, Blanchardstown, Dublin 17 N ST |
@ Overdue tasks
A abbie Lynch
@ Outstanding tasks O Marz06 0339 N oM e o Value: £100,00, Comment: 15t Payment , Date; 22/03/2016 omarz, B
RTA The Rise. Stilorgan ’
D Last week's tasks
= George J Abbatt |
Last month's tasks 20 Mar 2016 039 < : €50.00 , Comment: Last Payment , Date: 24/03/20 BMmarz, B
29 Mar 2016 02 N oM (N Yames and David Jones Value: €50.00, Comment: Last Payment , Date: 24/03/2016 9mar2. ¥
& Al Tasks
George 1 sbbott
© My Overiiew Maraon 0339 N com en A Value: €150,00 , Comment: 3rd Payment , Date: 22/03/2016 Bmarz. B

7. My Overview gives you an overview of the current state of your cases, including a list of Recent
Matters; Case Alert, containing links to lists of cases where, for example, the expected invoice date has
passed; Task Alert, again containing links to list of tasks which may give rise to concern, such as tasks
where the Statute Date is approaching; and various Performance indicators.

@ Keyhouse Case Management  (C) - Carel ol - 5020 / 0020 i ] = & x
Home Case Reports Pamners Phonelog Maintain Setup  Help
B t n
\\:ﬁ - o (/]
Newltem= | Print  Capture Generate Complete Action
scsons -
o Tasks Carol Nolan Friday, 22 Apr 2016
A My Tasks Casa Alert Tasi/Alert Parfarmance
T Open matters 29 Mo.ofoverduetasks 49 My time day book 00
0 cay's tasts M dosmant matters 24 | o of cutstanding tasks 51 Time recorded this week ooo [N
_Reinmeins Mo, of Effectively complete Matters 1 Critical tasks 3 Time recorded this menth ey
) Mext marths tasks No. ol h ted date b d Court daly 2 ded this ye 57
@ Overdue tasks . ‘
D Outstanding tasks . af ith no estim: 26 High priority tasks 1 Admin time recorded this week  c:o0 [ AN NEEEEN
B Last week's tasks Mo, of cases approaching sstimate fes o hone message 2| Admin time recorded this month 00 NN
= Last month's tasks . B
Mo, of cases approaching lockup vahue it 0 Admin time recorded this year ey ]
# &l Tasks .
n | Undertakings 4
© My Overview ‘No. of dlients that require money bundering checks
Moot s i s csmate e 45 |St2tute ote aporoaching 4 |Fees ssued curent wonth o I
" Fess lssusd last manth o I
ees issued vear to Date o I
Hame Description
Fym Sal of 10 Rose Lawn, Blanchardstonn, Dublin 17 Sutstanding elos sor [
AR Securities Ltd Landiord Dispute Quistanding fees #1063
ina Zacawski Purchase & Planning apphcation for Lint & Blackrock Shopping Centr, Deblors days 2140
Abbie Lynch RTA The Rise, Stilorgan Curvent work n progress o7
fing il Industries Business Banking Advice re Agreement )
. Oraftinvoks o .
ina Zacawsks Divorce
James Bloggs Purchase of Woad Drive, Dublin
Awril Tobin Sale of The Cattage, Ashbourne, Co Meath Qutlay balance 455
vl Tobin Purchase of 1 High Street, Naas Current lockup valuz 55,846
Peter Tegg RTA an e at Luc

Test New Client Document mater

Gordon T. Black Rates Collection proceedings action
Test New Client test

Test new fag9

Gordon T. Black RTA Walkinstown Crossroads, G. Black

ves Stores Blackrock Slip & Fa

Frozen Food Aiske

8ing Oil Indust

s Business Banking Advica ra Sharehelding Agresment - Web Designers U

David Bloggs Stephen Keogh -v- Joe Bloggs

Chapter 2: Search & Open

The Search Screen

® Keghouse Case Management  (C1-Cacl

Home Case Reports M

& @ —= | Search Toolbar

Mew Case CopyCase Move Case Merge Case | Confict Search
Caze mantenance Caze meiatent GoTa

A Search/Open l:— SGarch bOX X Open Cases T
4 Column Headings

I My Matters Code Last Accessed File-TBToOT o eSO Fee Code  Fee E: Hiie Work Type Original Closed Date

b Recent Matters » 3 Aug Mike Breeze | Broken lef leg. Mai AEL [acedent | | |
8 contacts Z g 2 Test New Clie... test [ Brian Sween.. 27 Mar 2010 Commercial Accident

& Associates [ interim Busine_ International Business Services Ltd -v- D.. B5 Brian Sween. 15Feb 2008 Debt Debt Collection

& Advanced Search [ . . ack Fiynn Sale of House at 4 The Mews, Rathfarh... CN Caral Nolan  FLY01 0212015 Coweyancng  Sale

wwmee — of Navigation Bar | e oo cosos oo e wrisn Sween.. | 12347 e

<o My Cheques [ jack Flynn Document matter K Stephen Ke.

£ Phone Log A jack Fiynn Purchase of 15 The Haywain, Terenure,.. TN CarolMolan | FLYO02/001 |

i BS00T0020 |10 Aug 2015 114326 pte i B[ Gary Nerle ~Short termloan s ST Matter List
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W Tip: Click on a column headings to sort alphabetically by that heading e.g. Matter Description or click on

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

Type, File Colour and closed only.

W Tip: To remove filters right-click and then click on remove filters

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

Search Lists
Search All Matters List

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

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

description.
Keyhouse Case Manag
Home |Case Reports Partners Phone log Maintain - Setup  Help
L 4 % % A O
«d e EE [ 3 w [ L] P
Mew Case Copy Case Move Case Merge Case Case Import | Conflict Search i
Caze maintenance Caze related GoTo
\ Search/Open m
I All Matters Code Last Accessed File Colour Mame Description
My Matters @ £4/001/0001 119 Apr 2016153712 | | AAA Securitie.. | Landlord Dispute
s Recent Matters AAADOT /0002 AAA Securitie.. | Mew Lease 44 Main Street Dun Laoghaire
|2) contacts AAADDT /0003 AAA Securitie... | Slip and fall incident
&, Associates AAADOZ /0001 ABA Worldwi... | Derek Bradley - export to USA Freight c...
@), Advanced Search AAADO2/0002 AmA Worldwi..  Student Complaint EF
¥ My Invoices ABAOG1/0001 | 19 Apr 2016 17:08:36 David Abraha... Family Law
“# My Cheques ABADD1/0002 David Abraha... | HIPS Negligence - October 2010
s Phone Log ABBOO1/0001 George J Abb... Sale 45 Somserset Road, Dublin &
@ Firm Undertakings ABB001/0002 George J Abb... Purchase 7 Church Street, Rathgar, Dubli...
L:‘) SIenp) (e ABBOO01/0004 George J Abb... EPA - Mary James and David Jones
% Document Search ABBOO1/0006 George J Abb..Sala- Chueh Steagt Rathgar
P Template Library | ABB002/0001 0 e e e
N e R A Y ke ol

3. The search criteria will be applied as you type. See the following example of a search for “Sale”.
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Keyhouse Case Management  (CN-g

&. Associates

v T

Home |Case| Reports Phone log Maintain  Setup  Help
¥ .i_:_r ‘% -% A ,/‘)
MNew Case Copy Case Move Case Merge Case | Conflict Search GaTo
Case maintenance Case related
“{ Search/Open (| e b
¥ All Matters M =d ~ | File Colour MName Description Fee Earner
I My Matters 20 Jul 2015 17:24:46 Kevin Browne of 78 Somerset Road, Ealing, Lond... | Brian Sween...
B Recent Matters . SIMOO1,/0001 20 Jul 2015 17:08:19 Bart Simpson Sale of House at: 4 The Mews, Rathfarnh... Carol Molan
. FLY0O1/0001 20 Jul 2015 16:33:04 Jack Flynn Sale of House at: 4 The Mews, Rathfarn... | Carol Molan
&) contacts . ACC001/0002 | 03 Jul 2015 10:07:32 Accord Music...  Sale 123 Bishops Street Martina Win...

WEIDO1,/0001 James Weis Sale 22 MNutley La onnybrook Dublin 4 | Carol Nolan

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

14




Keyhouse Chapter 2: Search & Open

Search Recent Matters

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

1. Click on Search/Open.

Keyhouse Case Management (€N -

Home |Case Reports Phone Log Maintain  Setup  Help

& & & & A
New Case Copy Case Move Case Merge Case | Conflict Search
Case maintenance Case relsted

GoTo

‘ sale |

\ Search/Open

i All Matters Code Last Accessed File Colour MName Description Fee Earner
My Matters ' _ of 78 Somerset Road, Ealing, Lond...
RS SIMO01,/0001 20 Jul 2015 17:08:19 Bart Simpsan Sale of House at: 4 The Mews, Rathfarnh...  Carol Nolan

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

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

How to Search Open and Closed Cases

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

View

2. Click on All Matters. S e

Closed Cases

Open and Closed Cases
3. Click on Standard view tool located on the
following list of views will appear.

=  Click on Closed Cases to search only closed cases

= Click on Open Cases to search only open cases.

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

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

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

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

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

15
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Search Contacts

1. Click on Search/Open.

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

Keyhouse Case Management _(C~ oot - 0030/ a560)

Home |Case| Reports Phonelog Maintain Setup  Help

L % % A [

Mew Case Copy Case Move Case Merge Case | Confiict Search
Case maimanance Cose retea

GoTo
A Search/Open ikl Gerie
A All Matters |i5; h
. My Matters
O s client Code | Name Address Telephone Email Fe
= o 2 reet
A.:I Contacts curities Ltd e
& Associates "
@ Advanced Search AAADD2 ARA Worldwide Remo. | Jon 021 1241241 mareynolds @AAAworidwideremovals.ie sk
& My Invoices [
v 4BA0OT David Abrahams 123 Maytair Street 012002222 d.abrahams@gmail.com am
My Ch Dublin 2 9
“ My Cheques ||
60 St t Road,
93 Phone Log ABBOO1 George J Abbott Rar\:\:;hrse S 01-5656712 gabbott@iol.ie 8s
@ Firm Undertakings ( "
14 The M
{3 Strong Room ABBOO2 Abbie Lynch e 01456789 alynch@hotmail.com sk
(Q Document Search |
56 Second Street
© Template Library ACCO01 Accord Music World Ltd Braym” e 01200000 Mw
AIG001 Allied Investment Group é:'b‘ﬁ: Street, 1234567890 info @aiglegalie 8s
44 M Street
AINOOT Allied Investment Netw. Dnmig'mrse 6677850 andrew®@ain.ie 8s

Matters ( AAAOOT)

Case Code File Color Description Fee Earner | Deptment |Workiype | Started Case Code | Name User1 User2 User3 privileges

[l Ara001/0001 Landlord Dispute Martina Wint... | Litigation | Action 06 Jun 2010 | AAADDT AAA Securitie.

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

L™\ T

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

My Contact
‘acmrd‘

Client Code Name Address Telephone Email Fe
[l Accoo TR Music World Lid | 20 Second Street 01 200000

Bray

Matters ( ACCO0T)

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

[ ACC001/0002 Sale 123 Bishops Street Martina Wint... | Commercial 14 Jul 2010 ACCO01 Accord Music...

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

4. To open the case diary, double click the case required.
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The Advanced Search
1. Click on Search/Open Cases.

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

Family Law ™ coN FaM
HIS Negligence - Octaber 2010 Bs com ur
B N e N o, e,

Simple Search

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

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

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

. Reset
5. Click Reset to clear the search box.

“OR” Search

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

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

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

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

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

In fields: Client Name

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

Search:

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

or ¥ [ Client Mame: |5mith

or ¥ | Matter Desc.: |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 keywords in the specified columns. E.g. A search in

the client name and matter description.

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

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 v | Matter Code: l:l And v |0lId Ref:‘

And ¥ | Fee Earner v||And ¥ Dept:

2. Click Go.

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

Sample Search “And”

Search for: “Abbot” in the client name

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

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

18
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Searching using a Wildcard

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

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

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

Search: |EHis%Rathmines )
0 - = Ame Case Description Client Address Code old Ref File Ref

And ¥ | Client Name: |

And ¥ | Matter Desc.: |

|
\
And ¢ 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.
BLAQO1/0007  Gordon T. Black 23 Ellis Park Rathmines Dublin & Rates Collection proceedings action BS COM
My Matters

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

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

® Kephouse Case Management (- o Hoan - 0020 05 N -

Phone Log  Maintain  Setup  Help

Code Last Accessed Name Phone No. Description Fee Earner® | Started Deparment VorkType | Original Closed Date |
8 44100110005 104 May 2016 100655 | aaa Securte. 012112112 | Sip and fall ncident Carol Nolan_| 16 Feb 2015 _JGeneral _____JGenerat | N
BEC angela Beck 01 23 Hil st Co Wicklow Car

Manipulating the Search Screen

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

How to Sort Column Headings

1. Click on the column heading to sort by that heading. See the example below the column the sort has
been applied to column heading “Last Accessed”.
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Code Last Accessed File Colour Mame Description Fee Co..

Q) simo01/0001  [21Jul201509:53:45 |  |BartSimpson |Sale of House at: 4 The Mews, Rathfarnh... | CN

BLOQO1/0005 | 03 Jul 2015 10:58:17 loe Bloggs Advice File CN
03 Jul 2015 10:28:10 M

\\I_@HE}E‘I/GDM Claire Bouripg_,\f;rsonal i work C

Sort Ascending

2. To remove the sort right-click on the column and select Clear Sorting from the
resulting menu.

Sort Descending
Clear Sorting

Group By This Column
B show Group Panel

Bl Show Column Chooser

Mm@ o0 EE

Best Fit
Best Fit (all columns)

T Filter Editor...

How to Filter Columns

¥
1. Move your cursor to the column heading required, until you see the filter pin. 722 Earner = =

2. Clicking on the filter pin will open a drop-down menu; select the required filter term.

Keyhouse Case Management  {CN - Carol Nolan - 0000 / 00:00)

Home |Case Reports Phonelog Maintain  Setup Help

H 4L 4 % 2 A P

Fee Earner
Carol Nolan
FLY0O1,/0001 21 Jul 2015 08:45:22 Jack Flynn Sale of House at: 4 The Mews, Rathfarn.. CN Carol Naolan
KEOQO03/0003 | 06 Jul 2015 09:19:51 Sam Keogh EPA to Stephen Keogh CN Carol Malan
FLY0O01,/0002 03 Jul 2015 11:35:31 Jack Flynn Purchase of 16 The Haywain, Terenure,...  CM Carol Molan
Caraol Nalan

Carol Mglan

MNew Case Copy Case Move Case Merge Case Case Import | Conflict Search
Case maintenance Case related GoTo
\ Search/Open

I All Matters Code Last Accessed Name Phone No. Description Fee Earner Started Department Work Type ™
I My Matters 3 _ MNon Assigned _ Phone Message I | Clear Filter (All Handlers) |
s Recent Matters BECO001/0001 Angela Beck 01-2339999 Sale of 56 Church Street, Rathgar wn Wor...
I2) contacts MOO001/0001 Mrs M D Ma... 01372 210242 | Sale of : 73 Broadhurst Ashtead Surrey K. wn Wor...
& Associates ABBOO1/0001 George J Abb... 01-5656712 Sale 45 Somserset Road, Dublin 6 Code e wn Wor...
@), Advanced Search ONE0Q1/0003 O'Neil Flynn...  01-6766555 Una Murray of 78 Dodder Park, Churcht... || _ ‘Al handlers akings
9 My Invoices ONE001/0001 O'Neil Flynn...  01-6766555 56 Glengara Park, Dundrum, Dublin 14 T e akings
“# My Cheques EVA001/0001 Evans & Co. 01-4566777 72 Hillcourt Park, Dun Laoghaire, County... A Anne Mellon akings
5 Phone Log TARD01/0002 George Tarrant 2455555 Separation . [ ; Jtion A..
(@ Firm Undertakings fian sweeney

DUG001/0002 Paul Duggan 064 78301 Separation Arrangement | Nol ition A..
{3 strong Room B . N carol Nolan

WEIDO01/0001 James Weis 01-6777777 Sale 22 Nutley Lane Donnybrook Dublin 4
('@ Document Search o P Justin Phelan

WALDO1,/0001 Margaret Wal.. 66556565656 | Sale 4 Main Street, Cork
?Tﬂmplatﬂ Library RYAD21/0002 John Ry 89999933 Sale - 55 Main Street, B M Mark Kelly

/! lohn Ryan ale - 55 Main Street, Bray W Martina Winters
RYA002/0002 Margaret Ryan 0404 78320 Sale of no. 2 Main 5t Bray sk Stephen Keagh
REG001/0003 Andrew Regis... 01 4355666 Sale 19 Green Court, Bray, Co. Wicklow JUSTIT PITETEN | 24 OV 2006 | CONVEYarncing SalE

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

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

Document Search

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

pane.
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How to open the Document Search

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

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

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

4. Optional -

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

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

@) Keyhouse

Search: ||

[ search Document Name only
[ search Diary Text also

Client:
Case / Matter:

2 search

K Clear Advanced

5. To refine the search, use the Advanced Option

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

be displayed

21

Search:

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

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

) . 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

N eXt . New Matter/Case Wizard x

. . N Existing Client Sy
3. The default option is to set up a new case for ew orxisting Hen [=er]
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

Code Name Address
in the search box. The search results will e
update as yOU type. ABAODT David Abrahams 123 Mayfair Street
ABBOO1 George J Abbott 60 Somerset Road,
ARRO0Z Ahh:\vnrh 14 The Mews v
W You can sort the columns by clicking on
the column headings. oo LB
I —
. X X New Matter/Case Wizard x
5. Select the client required and click Next. In
. . . . ot H Step 2/7
this case, the wizard will skip Step 3 and you New or Existing Client
Wi” mOVG immediately tO Step 4. Select the option that describes the action you wish to take
®) Select an existing client for an matter
6. If the client is not an existing client or = !
Code Name Address
contact, select Client is not listed above and Qucoos (s s |
Click Next. ZZKEOT Stephen Keogh
7. The screen for Step 3 asks for details of the : :
new Client' Type the first three |etters Of the Client is not listed above. Create new client for this new matter — =

Client’s surname into the box for Client code. |
The system will complete the code by adding e e Cese W x

three digits. Enter Client Details

Please enter the new clients details below.

8. As well as Client code, Client name and Fee

clientcode *  [aR]

Earners are required fields. e
Salutation PPS NO
Address
Telephone Fax
Mabile Email
(e EmEs™ e Secondary Email

Anti money laundering checked

Previous Next
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9.
Input the matter description, then select the
following from the relevant drop-down lists:
® Fee Earner handling the matter
® Department (e.g. Conveyancing, Litigation)
® (Case Plan (i.e. workflow)
® Secretary the person working on the case
® The Partner with responsibility for the
matter
® Work Type the workflow to be used
Branch will indicate if branch of the firm.
10. Click Next to continue to the next step. Most of
the information sought by this screen is optional
but that shown in bold italics below may be
required, depending on your system settings:
® Old Reference
® Your Reference (i.e. the client’s
reference, if any)
® Three additional reference fields, the
prompts for which may vary from one
system to another
® The File Colour option will allow you to
set the colour as the matter is being
created.
® The Estimate of Fees — check the box if
the fees are fixed
® The Expected Bill Date
® The Budget Outlay
11. Click Next to continue to the next screen. Here
you will be given a series of questions which,
when answered, will allow you to add in Extra
Case Details. The questions asked will vary
depending on the Case Plan selected.
12. Click Next to continue to the final screen.

13. 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

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

New Matter/Case Wizard

Enter Matter Description

u must enter a description for the matter

Client Name Kevin Barrett

Description *

Fee Eamer * o Partner = =

Department * v Work Type * v
Case Plan * v Branch v

Secretary v

Brevious Next

|

New Matter/Case Wizard x

Ref and Estimate Fee

Enter optional other case reference below.
Old Reference File Ref

Your Ref REF 2

REF 3

File Colour v

Estimate Fee 000

Fixed Fee
Expected Bill Date v

Outlay Budget [0

Previous Next

|

New Matter/Case Wizard X

Step 6/7

Detail Value Category,

Contents NOT passing with property 2 (if any)

Other Case Details

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? “Ves" or "No"

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

Is there an electricity service (Yes or No) 7

< >

Previous

A —
@

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. Click on the Copy Case tool |_cevcse | located 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 seen in the previous section, the Copy
Case Wizard may also be started by checking the
relevant box on the final screen of the New Case
Wizard.

2. 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 ®
on the Step 2 screen. Copy Case/Matter Wizard ks
4. From the Destination Case section, select the Copy T e
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. e
5. Select Copy to New Cases(s) if you need to create
multiple new matters. e —

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

=l Note if you started the Copy Case wizard from the Copy Case/Matter Wizard i
final screen of the New Case wizard, the destination o i bt By e e
matter will already be filled in.

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

= If you right click over the check boxes, the option to Tag All or Untag All is available.

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 easier to select those to be copied.

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

= If you right click over the check boxes, the option
to Tag All or Untag All is available.

A.. Wicklow Co.

rs Nigel D. Alle.

Copy Case/Matter Wizard

Copy Case/Matter Wizard

Name/Com... | Address

6 Upper Fitzwilliam
Street
Dublin 2

Kelly Proper

Kilkenny (Ba

. Andrew Dun...

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

The procedure for selecting and copying the
actions to the destination matter is similar to
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 to the 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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info@k.

042 67...

0404-2...

wexleg.

Step 3/6

Mobile

BARDO.

BARDD..

BARDD..

BARDD

@

Copy Case/Matt

Step3/6  Step 4,

from the SFA. Could yo...

‘

Action ID
1524
1445

858

Copy Case/Matter Wizard

Completing Copy Case/Matter Wizard

You have successfully Completed Copy C

ase/Matter Wizard

Save selection for the next copy of this case plan

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

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

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

Standard View

Home |Case| Reports Pariners Phonelog Maintain  Setup  Help

s‘a k \‘9 A P)

Merge Case Case import  Conflict Search
Cane renes

o
in

GoTo

4» Tek: 01-;
B <.~ [r.0.[n.[Out Time Handler | synopsi v
I e e == -
B O a7 19 MW Undertaking changed by BRIANS 3
N e B 7 ABA001/0001/BS/GCU A
=
04 May 2016

BS v
£ DX 891 Dublin 2
BS Email To: - Financial Trends for the Econamy EM = Allsop & Brownel’R

A% BS David Abraham PHE -y Solicitors

A strong Room BS Letter to Solicitor re title Letter to Allsop & Browne

@ BS Actountants Letter

A3 BS Brian

. BS David H H PHO Re Qg Client: David Abrahams

] BS Innovation Ad Ca se D I a ry s h OWI ng 5 Eaul Smit
BS Letter to Sokcitor re 1) Task Completed
T Document
BS
2) Future Tasks .

[ Preview
=

. Documents
- Type |Document rersion | Date ner
B & losoiciorrepiang | o Generated
Time Costing < >

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

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

How to Configure your Case Diary Screen

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

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

Sample 1: Standard Screen with fixed Floating Document Preview Pane

How to create this view:

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

Case: | ABAOO1/0001 4 David Abrahams. Tel: 01-2602222
Family Law F/e: BS
s - = ’
§ c.a.[p.[p.[a. ] Date Time Handler | synopsis A F C itor
E T T Jotimyane o o lamrm e o o~ pe—
B O 1 27 amama 1119 |t | Uieieriniing ciemger by bt e | & _
. ABA001/0001BS/GCU A
. o 080 Y
i 2
o e 04 May 2016
[} M
£ vl DX 91 Dubin 2
8 Email To: - Finan M © ||| Alsop & BrownePRIVA
[ B David Abrahams PHE s ||| Solictors
b BS Email Toibri s: EMI .tha;giln Street

Sample 2: Standard view with fixed document preview pane
How to create this view:

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

=
2. Click on the Pin to make it permanently visible.
A& Client/Ca Case: | 18400170001 ar David Abraharms Tel: 01-2002222
= § Family Law Ffe: BS
i cu . 5 ew Previes *
- | CEE e Handler | symopsis B 2 eter ta Solcitor e Pleading
o S I T e e P | = 5=
2 IR --:; .Lq Undertakint BRIANS a PR —— H
¥ 9 M 32 BS L ounta G286
! M 54 65 e ) 04 May 2016
& Led M 30 BS or agement Review Agenda EMI = D% 891 Dbl 2
o 01 M 00:00 BS s far o EMI 3 Allsop & Browne!
N . % 2z 0 BS David Abrahams PHE = Solicitors
s T enmaie 5o on @ [ B
irong Room 16012073 1554 BS Letter I3 Alsa) owne G03 w h
I e R Y I T e . T N N A Y s Y W DS DU N WV
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Sample 3: Case Diary with Floating Case Plan

How to create this view:

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

®

3 T e =
Wome| cCase Repons Fhonelog Msimsin  Sewp  Help

o - % @

o 5 O]

New llems | Prnt = Capture Generate Camplete Action, Start Taner Post Tn

Tel: 01563 1458
Fe: N

ignare | show me

oty

A strong Room

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

How to create this view:

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

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

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

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

® T z Y o€ =
Fome case Repons Phanelog Msimsin  Sewp  Welp
s 2t @ @
o= a sl v )
New tem= | print = Capture Ger e action star .
Sale of 1 High treet, Kel, Co Meath .
- gnare
ol z B ||~ r-|o- A |Date Time. Handier | symapsis N Letterto =
LY B N o 7
B E . . © | W preven Gocument
% . @] | | | [onoczos c B 2
- N N BAR002/0001'CN/AM ~
[l ' s — - S 30 Novenber 2015
- » n o« c :
2 | onovaons s G Contrac or Sae Draft 1 moc R
B Reseres Ledger ' |30 Nov 20 Contrac for Sae Draft 2 o ST |
@ undenakings @ 2 ™ Scanned PostMail G2z ¥ || 1 High Street
= E o e o & || Keb
A strong Room : ' Co bieath

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

Warning Messages

The new version of Keyhouse displays warning messages on the file which the user can choose to ignore or

to show. These messages may contain information on accounts or important information pertaining to this
case: please read them.

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

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

Case:  AAADO1,0001 ar AAR Securities Ltd Tel: 012112112
Landlord Dispute Fle: MW
Ignore | Show me
Ignore | Shew me
Ignore || Show me

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

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

Show me

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

Critical Information Screen to show further information.

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

Only speak to John Dunne with calling this client

| Show Alert
Account Summary Action Summary
Debtors A/c 739675 Start Date |06 Jun 2010 ‘ File Colour |
Outlay A/c 94.63 Solicitor | Martina Winters ‘ Statute Date |
Outlay Budget 0.00 | g
v Budg _— Case Status Who | Date Description
Current Qutstanding Fees 602500 . ~
Last Action BS 06 Feb 2012 Review File
Client A/c 0.00
Last Milestone Action
Client Current 0.00 -
Next Action
Client Deposit 000 —
Last Record Time MW |015ep2011 | Client Meeting re issue with planning
Current Locked up value 7,491.38 | Percentage of Estimated Fee ‘
Total Work In Progress 0.00 ‘
Write off time 0.00
Fees issued to date 6025.00 | g ‘
Fees To Date + WIP 6,025.00 | jum ‘
Estimate Fees 0.00
Draft Invoices 0.00 I}
Last Bill Date 01 Feb 2012
Expected Bill Date v
Possible value to the client 0.00
‘ Work in Progress
‘ Martina Winters ‘ 8:20 | | 0.00
‘ 0:00 | 000
Activity
Research 128 367.50
Letter Drafting 110 290.00
Attendance 0:35 145.00

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

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

Ignore

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

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

Tasks with a Phone Symbol denote a phone call.

CEO-

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

Tasks with a blue arrow denote tasks of low importance.

ar

Tasks with U denote an Undertaking.

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

Tasks with an M denote scanned post

Tasks with a C denote critical tasks

1 @ & =

Task with a building denote Court Dates

-

Task denotes Photo ID

Task denotes Non Photo ID

¢ G

The Case Diary Toolbar

2 Action

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

New ftem = Email

[i8 Appointment
£, Phone Message

& Dictation

=| Draft Invoice

= Request Cheque

A Conflict Search

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

. Client Label »

i

i

il

il

30




Keyhouse

Chapter 4: The Case Diary

Capture

Generate

] Generate
Ay

%

Complete Action

Complete Action
(]

Start Time

ok Start Timer
&

P

@ Post time

ost Time

Dictations

L

Dictation

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

Click to generate a document for a selected action.

Click to mark a task as complete.

Click to start the timer for the current case.

Click to bring up a manual time slip.

Click to dictate to a matter — Note: This only works with
KeyDict and must be activated by the System Administrator.

Navigation within the Case Diary

Case:  FIS001/0001 4| »| .. | Melinda Fisher

Sale of Lands in Wicklow

Tel: 012902222
Fre: CN

Case:

FIS001,/0001

Case Code

Navigation buttons
Search Case List

Quick Search

Case Code of current open case.

Or

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

Move to the previous Case or go to Next
Case.

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

W Case Diary Case Diary

I:I Document Manager Document Manager
§. Current Client Details Current client Details

Current Case Details Current Matter Details

"F Extra Case Details Extra Case Details

e Associates Associates

&¥ Critical Information Critical Information
& Know Your Client Know Your Client

s Linked Cases Linked Cases

[ WYL Ledger Accounts Ledger

idl Time Ledger Debt Ledger

i Debt Ledger Time Ledger

i Reserve Ledger Reserve Ledger

%! Undertakings Undertakings

B Strong Room Strong Room

Case Diary Screen

Click on this to launch the Document
Manager

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

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

Click on this to view extra case details.
Right click on a field to export list to
another programme.

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

Click on this to view critical information
specifically for this case.

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

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

Click on this to view the accounts ledger.

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

Click on this to view items in your strong
room.

Amending Client and Case Details

Updating Client Details

1. Open a case in the Case Diary.
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. . o | Eac t Client Detail
2. Click on Current Client Details |~ =15 et veai

following window will appear.

located on the Navigation panel the

Input the following information as required: d CWEMDM -
Code [FLvoot Client Name | jack Flynn
Envelope Name
General InPUt/Amend information On the Corporate Personal Legal Details Billing Details Permission Bank Details
client’s name, address, telephone | == lent contact petss s Cross el ooyt
Salutation Mr Flynn Main Contact
numbers etc. e et N
This screen also has an option to Dby
add a client “Warning Message” e ey
and “Disallow new Matters”. iz
= S -
Client Contacts  Click on Client Contacts to add Poselcose .
additional client contacts for e B =
example the client’s spouse or if el passvore Dl e maters
the C||ent |S a Company add an ¥ Anti money laundering checked Check if this contact is an organisation ] Receive monthly statements
employee’s details. = )=

1
Notes Click on the Notes Tab to enter notes relating to the client.

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

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

and wife.
Categories Click on Categories tab to add the client to 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 client level
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 acase in the Case Diary.

2. Click on Current Case Details e located on the Navigation panel.

3. Input/Amend the following details as required:

. Current Case Details x
Matter Input/Amend any details —
Client Code | ABADO Description * Family Law
relating to the matter watter o1
description.
Fee Eamer * Brian Sweeney | File Ref
Using the drop arrows amend seoe | Geridine Curen g rez
Partner Erian Sweeney v| REF3
the fee earner, secretary, Departmet* | ramily L o] vourel
ork Type * ction hd ark as Important atement
partner, department, work o = . etk e —
type Case Plan & Status
Case Plan/Type * | General Office Work | File Colour vl clear
. . Case Status v| Record No
Input (if applicable) Old Ref,
File Ref, Your Reference.
File No 256 oK Cancel

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

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

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

Estimate of Fees Check the box if an estimate of fees has been given.
More Est Fees Allows user to enter information about issued invoices and
expected invoices into the future.
Current Case Details X
Client Code | AAADD1 Eetimated Fees x
Add Edit

Matter | 000

Matter | Admin | G
Estimated Bill Date Estimated Fees Amt

Started Date | g Add Matter Estimated Fees x v
Statute Date Matter AAADOT/0001
Deposit Name Estimated Date | 31 May 2016 v
Outlay Budget Estimated Fees |‘zgﬂm -
Comments
oK Cancel

show In Alert

Iy Complete

Fie o 160 . EueE
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Case Associate

Other Details

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

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

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

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

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

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

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

Archive

Billing Details

Permissions

Transaction

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

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

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

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

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

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

=l Note the balance will automatically update.

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

record.

Outlay Budget [ 500,00 Type -

Comments

Show In Alert

Effectively Complete

File No 256 OK Cancel
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Inserting a Statute of Limitations Date

1. Open acase in the Case Diary.

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

3. Click on the Admin Tab.

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

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

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

ignore )| show me

Standard View

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

. 20 Nov2011 | 17:04 65 Phane Call PHE

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

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

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

uopy

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

DIIHI O e I T
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Case Associates
What are Case Associates?

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

Adding a Case Associate

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

CIRCOURTS

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

4. Input the relevant information

Full Name: Input the Full Name

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

@ Add Case Assodiate x

Salutation: Input the Salutation ol | et | Gt ypes | e | e cose e | srk o

Company:  Input the company name 1 -
Title: Input the title i.e. Mr, Mrs
etc.
Address: Input the address
Code: Input a Code for this contact . . * oo

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

Phone No:  Input the main phone number

Fax No: Input the fax number

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

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

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

5. Click OK.

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

Case Associate

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

List Existing Add

Click List xisting to see the existing associate.

Adding an Associate to Other Types

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

1. Open the existing Associate and select Other type.

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

S

ok Cance!

ok Cancel

3. Click on the drop-down arrow to get a list of all types available or alternatively type into the Search
box.
Add Other Types
[ BENEFICIARY M
ACCOUNTANTS (o]
ACTUARY
AGENT
ARCHITECT
ATTORNEY
AUCTIOMEERS
BANKS
BARRISTERS
BBSSC
BDMREGISTRAR
BENEFICIARY
BORROWERS
BRAMCH
CHARITY
CHILDREN

I CIRCOURTS I

ClAIMHANDIFR e

4. The Associate is now available in both groups.

® Update Case Assodiate

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

+

Name code Type code Description

T I R

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

1. Open the Associate to be retired.

Update Case Associate *

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

Details
Type * Solicitors Code * BOLADZ
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 No DX
Address Salicitors County
72 South Mall
Cork. Postal Code
. * 4 X
Mew  Edit Delete
Relationship MName Phone Email Address

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

Merge Case Associates

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

1. Open the Associate Type concerned.

Wome| Case Reparts Parmners Phonelog  Maintain  Sewp  Help

Code Mame/Company Address Phone No Category Motes

2 Main street. stilorgan. Co. Dublin 233845 GARDA

40



Keyhouse Chapter 4: The Case Diary

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

Select Merge Case Associate X

Type Name/Company | Address Phone Email Code Retired

Garda Rathmines Gard... ' 1 Main Street Rathmines Dub... GARDD4 N

> Stillorgan Statio... | 2 Main Street, Stillorgan, Co.... | 2833445 - Joooo1 _

Select Cancel

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

Case Associate

v Are you sure wants to Merge S00001 Case Associate with JOO0D1 Case Associate.

Ok Cancel

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

Delete a Case Associate

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

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

@ Update Case Associate x
General | Other detsils | Other types. | Notes | Cther Case Involvements | Bank Details
Case MName Descrption

John Flint -v- Sam Hume |

epartmant of Health

€LI001/0001 tate Department

MERDO1/0001  Mer

001 | Bob Murphy

aura Smyth aura Smyth v Joe Byme

T Avril Tobin Sale of The Cottage, Ashboume, Co Meath

WEI001/0002  James Weis Purchase Penthouse Suite Marehampton Court Dublin 4

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

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

1. Open a case in the Case Diary.

Keyhouse Case Management {0 - Curst fsen - 8038 / 0t N -0 x
etp  Help

\ e Care:[A82001/0001 [4]¥] .| David abrahams Tek 012002222

2\ Client/Case

M case Dia Py L Fre: AM

D Document Manager Standard view

5 t Datails

Name/Campany Address Phone Solictars Ref Ema Case Code Mobile Assigned Contact Name | Assigned Condadt PhNo

F.echwards @lawibra. .| A8AB1/0001

Park
Paul Smith (Paul Smith) mith@gmadcom  ABA
aul Smith (Paul Smith) o= psmth@gmd.co BADO1/0001

ggott Street

Allscp & Browne (Als0p & Bro...

info@alisopbrowne.

i e Ledger
@ Time Ledger
@ Debt Leciger

@ Reserve Ledger
O Undertakings

W strong Room

Contact Details Main Contacts Datais (if applicable)
Name Frank Edwards Hame
Company ank Echward
. Addre
Address | Dubli
Phane
mhy Phane Mabile
Search/Opan Mobil Email

ClientyCase Email edwards@awibrary e

Time Costing

Current Case Timer : HARDO1/0001 | 04:23:28 | CN: Carol Molan | Thursday, 01 October 2015 | 1656

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

&

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

@ Add Case Associate Professional & x
) ~
vV adsX=
Associate Type Associates
Standard View
Code Name/Company Address Phone No Category Type Notes
Accountants 000002 The ry 23 Heath Road Terenure Dublin & 01 2345555
e
Attomey 000004 Oublin Dolphin House, East Essex Street, Dublin 2 DisCourts
Aucticnesrs 000005 Eagle Star (Eagle Star) Blackrock Co, Dublin Clientinsur
.
000006 Oun Laoghaire Rathdown County Cou... Civic Offices Dun Lsaghaire Co. Oublin 20568656 Localauthari
e
Registrar for Births, Deaths & Marmiage 000003 Sexton Keenan Walkinstown Road, Walkinstown, Dublin12 4500833 Solicitors.
Charities. 504354 Sutton {Bank of Irekand) 21 High Sireet Sutton Co. Dublin 4585677 Lendinst

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

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

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

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

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

2. Click on Associates on the Navigation panel

5
@

3. Click on Add Professional """ on the Home tab of the Ribbon.

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

+

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

9.

Input the relevant information

Full Name:

First Name

& Surname:

Salutation:
Company:
Title:
Address:
Code:

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

Nominated:

County:
Post Code:
Retired:

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

Input the following details as required:

Name
Address,
Salutation
Title
Email

Relationship to the associate, e e =
Phone number
Fax number

Mobile number

Notes

Input the Full Name

@ Add Case Associate x
These will automatically be
inputted from the full name
field amend if required.

Input the Salutation

Input the company name
Input the title i.e. Mr, Mrs etc.
Input the address

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

Input the main phone number

Input the fax number

Input home phone number

Input mobile phone number

Input e-mail address

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

Input the county.

Input the post code.

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

+

New

the following window will appear.

Add Associate Contact X

Associate Code | AIB002 D 8

Name: *
Deirdre Nolan
Address: *

AlB

Sutton Cross
Dublin 13

Salutation Deirdre Phone: 01-8955645

01-8955624
E-Mail: Mobile:

DeirdreNolan@aib.ie 087-963211

Relationship: Manager

Note:

Manager of Sutton Cross B\arcH

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

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

will appear stating the contact has been

added successfully.

Case Associate

0 Case Associate AIB00Z has been added successfully

Ok

12. Click OK. The Case Associate will then

appear in the full list.

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

®

Update Case Associate x

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

Detalls

Company | AIB E-Mail \.-—-;;:-

Title sirs DX ref

Address

4 _
New Edit Delete

Name

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

Relationship

g "onoger

PP MY O U YW

appear in the case associate screen of this matter.

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

2. Click on Associates on the Navigation panel.

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

»
-

Add Professional

Otherwise click on Add Professional |-

on the Home tab of the Ribbon.

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

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

Edit

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

; the following

8. Click on each tab and amend the details as

Other details | Other Types | Notes | Other Ca

required.
General Click on the
General tab to e
amend details -
such as name, E—
address etc.
Details Click on the Detadils tab to add personal information such as date of

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

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

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

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

9. Click OK to save the amendments.

How to Remove a Case Associate from a Case

1. Open acase in the Case Diary.

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

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

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

How to add a Contact to a Case Associate

1. Open the required Associate in the Case.

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

Edit Case Associate x
General | Associate Contact | Details | Other details | Other Types | Motes | Other Case Involvements | Bank Details Sequence |1
+ 7 X ©wW e
Mew Edit Delete Assign Unassign
Relationship Name Phone Email Address
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3. Enter the required information and click OK. As the address of the Associate is already in the
system it is not necessary to re-enter it on this screen.

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

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:

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

Generating Tasks

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

47



Keyhouse Chapter 4: The Case Diary

How to Generate a Task

1. Open a case in the Case Diary

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

3. Click on the Pin |E| to make it permanently visible.

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

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

Method 1: Double Click the task you want to generate from the list of tasks in @ »
0 it
the case plan. B Date
EMail Action »
. . . b [Dpy
Method 2: If the task is already in the case diary Paste
Copy to another file
*  Move to another file
1) Click on the task to select it. B e Documert
- 4 Complete Action
. e . & Play Dictation
2) Click on Generate |- on the case diary toolbar. e
Or Create Qutlock Task
*  Push Action »
1) Right click on the task € Show Action Assignments
&  Assign Action
[# Take Action
2) Select Generate Documents from the pop-up menu. estoneAcien
) arm Action
@ Alarm Case
&  Output Grid List To »

To Complete A Task

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

-

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

Or

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

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

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

Working with Tasks in the Case Diary

How to Insert Tasks in the Case Diary

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

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

3. Click OK.

Changing Tasks

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

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

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

Case Diary

Choose your prefered option. Click "Open Document” to open the document for this action or click "Open
\a Action Details" to open the action details.

Do not show again and remember the last choice 1 made

Open Documen t Open Action Details

2. Amend the following details as required

a. On the General Tab amend the following
details:

Case: This will default to the current

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

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

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

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

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

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

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

required:

Action Status:

Publish:

Publish Status:

Priority:

Other Properties:

Category:

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

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

buttons set as required.

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

Select the appropriate priority status.

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

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

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

appear.

The following actions can be performed

in this window

= NoTE: If you just want to view/edit a document only, this can be done by clicking on the Attachment

Button at the bottom of the screen

Type | I | Document Name
4 E. Letter to Witness Witnesses 2
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 attachment you want to open.

ii. Or Click on Open Attachment

iii. The Word Document will then open in Word to edit,

print etc.

Add an attachment to a task

i Click to 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

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

Version

% Open Attachment

| Attachment/Documents |

+ Attachment

iii. Browse and locate the required document.

Date

¥ | Document Class

Source

03 Mov 2015 | Letters/Interparty Corr... Case
03 Nov 2015 | Correspondance Case
03 Nov 2015 | Correspondance Case
03 Nov 2015 | Correspondance Case
03 Mov 2015  Client Letters Case
03 Nov 2015 | Letters/Interparty Corr... | Case
03 Mov 20153 | Letters/Interparty Corr.. Case
03 Mov 2015 | Correspondance Case

Il Open File ==

GO [ 1]« Keyhouse » Programs » [ 42 ][ search 2|

ws v [ New Folder
E— Name Datemodified  Type Size E
cuments _preTest

B ED: - :h : Aspell

(B Recently Changed | PRE UPGRADE

B Desktop ReportsCR

m ReportsCRCURRENT
Felders v s ReportsCReld
. Programs * SQL Scripts
_preTest User Reports
) Aspell B _ssTpsx

! ReportsC

PRE una‘ | [ 2BCSelect

J ReportsC— |+ AccProDoc

ReportsC ] ACCRUALSTPS

4] Accrun
SQLSert | [agactive
Hesr Ban T | = -

il name:

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

Amend an attachment’s properties

i Select the document you want to amend.
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Document Properties

Details | File Information

Document Name:
Document Date:
Document Class:

Document Type:

[=

Letter to Lending Institution

04 Nov 2014 ™
Letters/Interparty Correspondance
Document

ok ‘ Cancel |
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ii. Click on the edit attachment e Edit Attachment located on the toolbar. The following
dialogue box will appear.

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

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

iv. Click OK to save the changes.
Link to Folder

i Click to the Attachment/ Documents Tab.

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

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

DemoData

keyhouse
KH Support

[ o 260 1400 o
B 5 L0 tiova0ts [Link Foder 1kptousisamne. |t Genenal L2642 |1k housetscamned Documentsisanes Hatoy L]

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

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

ii. Click on delete attachment.

iii. Click OK to confirm the deletion.

Copy and Paste an attachment

i.  Select the attachment you want to copy.

i.  Click on Copy. L1 <9PY

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

iv. Click Paste . The following

attachment properties box will appear.

Document Properties X

Details | File Information

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

Document Class:  Letters/Interparty Correspondance v

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

Document Type:  Document

,u Ok Cancel

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

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

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

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

3. Click OK to save any changes made.

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

Copy
Paste

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

2. Click on Delete, [\ Delete

Copy to anather file

*  Moveto another file

E}g Generate Documents

& Complete Action
L] Play Dictation
& Complete Hold Date

3. You will be asked to confirm the deletion. Click Yes. If the task has been P
generated, you will be asked if you want to delete the documents generated. If @ puhaction ’
you click the Yes button, the documents will be deleted. e

Assign Action
Take Action

. Wile Stone Action
Copying a Task
Alarm Case

Qutput Grid List Te 3

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

Copy

2. Click on Copy.

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

4. Click on Paste.

Copying a Task to another matter

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

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

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

4. Then Double click to select.

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

Moving a Task to another matter

=

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

2. Click on Move to another matter. ~ Move to another file

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

4. Then Double click to select.

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

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

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

2 Add
Assigning a Task to Another Handler B oo
EMail Action

Copy
Paste

1. Right click on a task the following menu will appear. oo snther e
& ASSign Action Move to another file

B Generate Documents

2. Click on Assign Action.

4 Complete Action
& Play Dictation
4 Complete Hold Date
Create Outlook Task
* Push Action

3. Ascreen will appear listing all resources.

4. Double Click on the resource person you want to assign the task. b e
% TakeAction
Mile Stone Action
5. Check the Release Action box to remove the task completely from your task list. Alatm Action
@ Alarm Case

Output Grid List To
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Alternatively, to continue to own the task leave the Release Action box checked.

=] Note The owner of the task is the only
person who can mark the task as

complete. This allows you to assign a task

to another handler but ensures you have
control over the task.

6. You will return to the action assignment
window.

7. Click OK to save the changes.

Searching, Sorting and Filtering the Case

How to Search the Case Diary

1. Open a case in the Case Diary.

2. Click in the Search box.

Home Case Reports Phonelog Maintain  Setup Help
%0 A AR i @
%4 ot 3 % ~
\\ﬁ — U B8 / <
New ltem =

Print ~ | Capture Generate
Docum

plete Action Start Timer Post Time
Accounts

Case; |BLA 4| M .| GordonT. slack

& Client/Case
M case Diary
i pocument Manager

RTA Walkinstown Crossroads, G. Black

&, current Client Details
Current Case Details

 Other Case Details

& Associates

€9 Critical Information

Time Handler | synopsis

15 Mar 2015 1700 BS Statute of Limitations Date = 25/03/2015

13 Mar 2015 1717 B: Review File

& Know Your Client =
28 Oct 2015 i

1151 provide proof of ID

3.

Keyhouse Case Management  (Cl - GaraiNaizn - 0200

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 COmM
&£ | T Litigation L
MW Martina Winters 1 T
SK Stephen Keogh 1 Com
Release Action Ok Cancel

Diary

or30)

A
o1
1 S
] || Josvaroots o Jon Jerepare ppersfor commsel. |
o1 N

:A’r (i i 07Sep2015 1533 N Email From:no-reply@accounts.google.com - New sign-in from Chrame on Win
Time Ledger
2 oo dg i 07sep2015 1520 N Email To:Shaun Duyer - [BLAG01/0001] Gordon T. Black
Debt Ledger
e 01sep20is 1215 N Letter to Client ?
O e i 0amug2015 1235 N Email To:training keyhouse ie@gmail.co - Test Email
i osmug2015 1231 N Email To:Brenda Hartley - [BLAC01/0001] Gordon T. Black
STy e i 2802015 1505 o~ Email To: - [BLAO01/0001] Gordon T. Black
i 03Mar2015 1723 8 test
i 03Mar2015 1717 B Letter to Client
i 16)an2014 0937 8 Email Torbrian@keyhousedemoe - Draft Pleadings from Counsel

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

WERE

" CEEEE &#CBY

5. Click cancel D to reset.

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

How to sort and filter the Case Diary Columns

1. Open a case in the Case Diary.

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

L\@ndler? ¥ | Sungpsis

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

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

v
3. Toview a list of filter categories click on the pin and select the required category. See the
following example.
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How to view all documents on a case

1. Open a case in the case diary.

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

Home| Case Reports

@ Undertakings

M strong Room

Export to PDF | Start T

phane

Keyhouse Case Management

0  Maintain  Setup  Help

. [#] Use Adobe PDF Viewer

ify Email Compile Brief
ot

Case: [ BLa0 ar don T. Black
RTA Walkinstown Crossroads, G. Black
Search text
Type | 1} | Document Name Diary Date | Date | version

Lefter to

profilephoto

nce Shet

1 Gegera

Dacument Class

_—T

ent Letters.

1| General

1 Genera!

1 Instruction Shests

How to search for a document on a case

From

1. Click on Document Manager in the navigation bar.

keyhousetest.
keyhousetest

keyho

test

Subject
Letter to Client
Letter to Client

nitial Attendance

etter to Client

Letter to Client

Standas

keyhousetest..  New sign-in from Chrome

keyhousetest

Hew sigar-in frg

d iew

Tel: 01 4766656
Fle: BS

= | Leter to cliens A s

BLAOO1/0001 BS/AM A

12 February 2016

Gordon T. Black
23 Ellis Puk
Rathmines
Dublin 6

Re:  RTA Walkins sroads,

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.

4, Client/Case

I case Diary

i Document Manager

Fa Current Client Details
Current Case Details

Z¥ Other Case Details

& Associates

€ critical information

& Know Your Client

I A/c Ledger

g Time Ledger
il Debt Ledger
il Reserve Ledger
() Undertakings

B Strong Room

Case: | BLAOOT/0001 4| »| .. | GordonT.Black

5

Wl 3

e |

RTA Walkinstown Crossroads, G.

pleadings [ search text
v

I} | Document Name Diary Date
blac01-0001 16 Jan 2014

{0 Draft Pleadings from Counsel 16 Jan 2014
Draft Civil Bill 22 Nov 2011

i Draft Pleadings 22 Nov 2011
Special Damages 08 Dec 2010
PIAB Application Form - 1 Defendant 09 Dec 2010
Civil Bill (€C) RTA_132 10 Nov 2010

Black

Version

Date h
21Jan 2014
21 Jan 2014
22 Nov 2011
22 Nov 2011
19 Oct 2011
19 Oct 2011
10 Nov 2010

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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Document Class
Correspondance
Correspondance
pleadings
Correspondance
Pleadings
Pleadings
Pleadings

Source
Sent E-mail

Sent E-mail

From
brian@keyho...
brian@keyho

Received E-Mm...

Received E-m...

Case

Case

Received E-m...

Brian Sweeney

To
brian@keyho..
brian@keyho...

brian@keyho...

Subject

Draft Pleadings from Counsel

Draft Pleadings from Counsel

Draft Pleadings

Draft Pleadings

sk Client to call to sign Application form PIAB
Ask Client to call to sign Application form PIAB

Draft Civil

JW&WWWW\NW”

Standard View 1|

Bill
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Processing Documents

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

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

document.

What type of information is requested when processing documents?

You may be asked to name the document.

PwnNPE

Select Documents to be processed

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

1. A Document Selection dialogue box will
appear.

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

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

Naming and classifying a Document

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

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

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

3. Click OK.

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

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

A Document Selection

(o]

Tag document for processing.

search ||

] o]

I4 44 4 2 b B H 4

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

3

Tag/UnTag

Document File Name Required

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

Document Name:
Class/Category:  [CLI J

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

pertaining to the document.

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

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

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

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

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

A Select Case Associates.

(===

B

Select the Solicitors to be copied with this document?

% A = Solicitors Matter:  BLA001/0001

Seq | Name Company Address Type

Ll |

Salicitors
Solicitors

1| Allsop & Browne Allsop & Browne

Edward Dunne & Co.

2 Baggott StreetDublin 2.
1 Main StreetLaraghCo.Wicklow

2 Edward Dunne & Co.

|

Tag All UnTag All Tnvert

UnTag Filter On Continue

1. The following dialogue box has appeared
requesting the user to select a Solicitor for this letter.
2. There are two solicitors assigned to this case, you can tag the solicitor provided then click on the
amend button = ®| to add a reference. T D ]
3. Input the other side’s reference in “Other Ref” | - o
(circled in red, right)
4. Or if the solicitor displayed is not the solicitor
you want to write to click on the green plus with B
the yellow folder and add the new case
associate as previous outlined in the section on
“How to Add a new Case Associate”.
5. Ascreen will reappear listing the solicitors on A s et =
B 4 A = Solictors Matter:  BLAOO1/0001
th e Ca Se . Select the Solicitors to be copied with this document?
[seq [ Name Company Address Type
. [ 1| Allsop & Browne: Allsop & Browne 2 Baggott StreetDublin 2. Solicitors
6. Check the appropriate box(es) to tag the [} 2 Edward Dumneaico. Dt | ibnS e iy | S
required solicitor(s).
b
=l Note If you tag two solicitors two
documents will be generated.
7. Click Continue.
Ll | 2l
. . . .. Tag All UnTag All Invert
8. Word will open displaying the letter to solicitor. ot e on Continae
9. Edit the document in Word as normal as required.

10. Save any changes and Print as required.

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

associate

In the following example the document being

processed is a letter to Doctor, the Doctor is not
present in the case associates so he needs to be
added to the list of doctors and assigned to the case.

10.

11.

12.

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

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

Click on the Green Plus with the yellow folder

and the following screen will appear.

Highlight for the doctor required and click Select

i | |f the doctor you require is not in the list

then click Green Plus

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

Complete the screen with all relevant information

and click OK

The doctor will now be visible in the list.

Highlight the doctor and click Select __é* |, The

following screen will reappear listing the doctor

assigned to the case.

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

Word will open showing the letter to doctor

Edit the document in Word as normal as
required.

Save any changes and Print as required.

The task and document will then be available in

the Keyhouse Case Diary for further review.
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A Select Case Assocates ===
B @+ Doctors Matter:  BLA001/0001
Select the Doctors to be copied with this document?
[Seq [ Name [ Company Address [ype -
|
1
|
ol
Tag All UnTag All Invert
Filter On Continue
A Case Associte: =
& A = Saved QueriesJall Records K|
oo Search all Categorie: Go (,EZ,‘
Code | Name / Company -
000002 | George Gibbons ()
904379 | Dr Death ()
5L0001 | Dr Simon Bloggs
QUIRDL__ John Quirke { John Quirke)
SU003 Shievemore clinic ( Skevemore clinic) StillorganCo Dublin 01 2001111
M
e 20 rInln] wledd ol 2 ininl o ol
Select
i Add associate party = =
Generel | Detis | Other Detais (Dptionail | Motes | Dther case invoivements | Addtional Detai | °3 0
ﬁ Type: .| 6P Doctors
Code
FulName... [ Phone o [
FistMame [ [ T
R — e —
Saluatior: | Mabie No: |
Tl ] EMal |
Compary: [ DXPRet
Addess I~ Noninatd
County
Postal Cods:
& € Assion | Seach [ fo| Clear | Assigned Contact & Unassion
Filalionship Name: Phone B | Wom
Job Tite
Phane:
Fau
Mobile
IR AN} < vV Emal
Specific Information for case  FLYOOM /0001
Other Side Details: Inswrance Detaile:
OuCode [ OuCode: [
OterRef [ InswanceRef: [
A Select Case Associates | ~ |

B ¢ a = GPDoctors Matter:  FLYD01/0001
Select the GP Doctors to be copied with this document?

Seq | Name
r 1 _Dr. David Foster

Company Address Type *

Mayfair Medical Service 10 Green Str Docto

Tag All UnTag All Invert

Filter On Continue
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Example 3: Letter to Lending Institution — Where there is only one lending institution and it is already
present in the case associates.

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

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

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

3. Save any changes and Print as required.

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

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

Message

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

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

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

No | lgnare |

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

Or

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

Or

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

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

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

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

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

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

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

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

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

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

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

6. To amend click on the extra case details

5V Extra Case Details

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

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

A Update User Variable |

==

General ‘Propemes

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

Secretary's Reference

\

N/a 0K Cancel

B, ot e L B UPSEOS B e a7 Yl 4 s,

Maintain Other Case Details X

General umpema%

BLAQ01/0002 Gordon T. Black

sale of 2 Trinity Close, Rathgar, Dublin 6

Contents NOT passing with property ? (if any)

Curtains in sitting room

ok Cancel

Generating an Email without an Attachment using the Email Template

1. Double click on the action to generate it.

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

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

64) for further information.
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Generating an Email with an Attachment using the Email Template

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

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

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

I T T P P e e S
o1 i s

)

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

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

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

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

[ about the Keyhouse Dutlook Add-in

Keyhouse Outlook Add-in &

Version: 5.3.2.47 Uninstall

[~ Restore Question Prompt
f¥- Automatically Save Sent Items
€ Save Email Only ¢ Save Email and Attachments & Save with Options

™ Save unassigned Sent Items also

r¥- Ignore Image Attachments

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

¥ Only if Embedded

— Case Information Options

[¥ store C

[# Store Client Name

I~ Store C I Apply changes to all Outlook folders
— Email Options

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

[~ Convert Attachments to PDF [T Include Track Changes

[V Use Email date for all attachments [~ Don't check any mail addresses

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

1. Click on the Task in the Case Diary.

2. Click on Complete Action (e 4con] gyailable on the Home tab of the Ribbon. A tick on a green disc will
be shown beside the task/action, indicating that it is complete.

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

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

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

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

Or

What's Next? x

at y

Remind Lender to send Title is complete. Check the box('s) provided to choose w
Decision Next Action Next Action

would like to do next?

iption on

Do PSLO4 Remind Lender to send Title Tuesday, 10 May 2016
Do PSLOS Draft Contract Wednesday, 04 May 2016

i

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

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

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

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

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

S o= 0H 5 8w

Wewltem=  Print = Capture Gene

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

ignare | Show me

standard view Previe -

B <]~ A
: NN
o1

@

mE TR e i b |~
2 5 ™ of of 1D ADI L5

& Know Your Client BLAoo1/0001/BS ~

M e Ledger
"

!
9!
!

¥ David Green

(=Y &6 Florence Parade
Terenure

[

. Dubliné

Review File Gis

Prepare Papers for C:

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

Email To:Shaun

&
0051] Gordan . Black Ens e

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

Letter to Client

Dear Mr Green,

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

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

TTTTTT

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

Email To: - Draft Pleadings

Gordon Black

Reject settlement

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

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

v
as part of ther

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

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

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

Changing the Name and Class of a Generated Document

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

Click on the Document; the following menu will
appear.

Type |Document

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

@ History

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

Details | File Information

Document Name:  Letter to Lending Institution2

3. Amend the document name and class as required.

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

4. Click OK when complete.

Document Type:  Document

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

update' click Yes to confirm. _
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Undertakings

Viewing Undertakings

4.

/™

Open a case in the Case Diary.

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

Keyhouse Case Management  {CN - Carol Nolan - 0001 / 07.28)

Home Case Reports Phonelog Maintain  Setup  Help

= 08 v o @

New ltem = Print « | Capture Generate Complete Action| Start Timer Post Time
sczons Dacuments Accouns
& : Case: ABAO01/0001 4 } David Abrahams
S Client/Case / |4]> I J
Family Law

W case Diary
{J Document Manager
% current Client Details

r
. Current Case Details 2 SIS B s |sate Time Handler | Synopsis
g

5P Extra Case Details E .-. 19 May 2016 - Title Documents
428 Associates & 19 Jun 2014 1141 Invoice No:230
@ critical Information /] ¥ 19 May2014 1632 BS Letter from Accountant
@ Know Your Client & 01May 2014 23:54 BS Invoice No:229
W #/c Ledger V] ¥ 01 May2014 22129 BS Email From:keyhousedemo@gmail.com - Mabile Call to Brian Sweeney
i Time Ledger & ¥ 01 May 2014 12:30 BS Email From:br ie - Practice Review Age
id pebt Ledger [ ¥ |01 May2014 | 00:00 BS Email To: - Financial Trends for the Econo

iieseeliet el LN 27Feb2014 0901 BS David Abrahams
D Undertakings -

/] I 27Feb2014  07:08 BS Email Totbrian@keyhousedemo.ie - Sample Report for Key Performa
8 strong Rgom ] 16 Jul 2013 15:54 BS Letter to Solicitor re title Letter to Allsop & Erowne
Nwwwwwar”"\/’“mw et NN g TNy

Any Undertakings in the case will be displayed.

@ T T i : -

Home| Case Repers Phenelsg  Maintain  Setup Bl

= Qlled @

it = Add  Edit Delete Discharge

Case: | ABADD1/0001 4 Dawd Abrahams Tel: 01280222
Family Law Fje: aM

Standard View

attn Date Type who value Details Discharge ;

@ ayc Ledger
il Time Ledger
1@ Debt Ledger
@=
D Undertakings

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

Adding and Viewing an Undertaking

1.

2.

Go to the Undertaking screen.

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

4.

Input the following Information

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

Tick if it needs to be
action.

Needs Attention:

Date: This is actual date of

the undertaking. Click

the J button to
select a date from the
calendar.

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

Diary Warning Date:

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

Type:

Given or Received: Select whether the undertaking has been given by you or received by you.

Commercial: Select whether the undertaking is commercial or non-commercial

Authorised by FE: Click on the down arrow to select the relevant Fee Earner against the

undertaking.

Undertaking to: Click on the down arrow to select the relevant Case to whom the undertaking

is been given or received.

Who: This will default to the selected case associate.

Details: Input a description of this undertaking.

Value: Input the amount the undertaking is for.

Status: Click on the down arrow and select the required status.

Dealing Number: Input the dealing number

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

ir David Abrahams Tel: 01-280222:
Family Law Fre: Am

cEEEE &c
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AND
Inserted as a task in the case diary assigned to the selected fee earned dated with the warning date set.

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

5 C..[A..|P..|D. | A. | Date Time Handler | Synopsis
s 2 ] 02 Nov 2015 1722 CN Photo Id
i3 If 102 Nov 2015 1716 CN Letter to Client
E18] | | loane liws  lov |Uennocengedbyias |

18 Jun 2014 1141 BS Invoice Mo:230

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

6. Click OK to close.

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

How to Edit an Undertaking

@ Edit Undertaking x
1. Go to the Undertaking screen. e B
(: 'z- 0 T Diary a0 2 Jun 20°
2. Double Click on the undertaking to be T | PR
amended. The following dialogue box will
Undetaking T Liam Jones. X
appear.

3. Amend as required.

4. Click on the Extra Notes tab to add additional -
information and/or click 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 S

1. Go tothe Undertakings screen. 18 o

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

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

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

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

[©) &dit Undertaking =

General | ExtraNotes  Undertaking Log:

Date Entered | Document]

Class Code | Class Description Retired

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

Edit Undertaking x

General | Extra Notes | Undertaking Logs | Attachment/Documents

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

4 E 22 Jun 2016 | Undertaking to Forward Deeds - Undertaking t\keyhouse\client documents\FLY0O01\0001\Undertakil

How to Discharge an Undertaking

1. Go to the Undertaking screen.

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

= QA Q
= .
Case: | ABAO0T/0001 4P| .. | David Abrahams Tel: 01-2002222
. Date Type wha value Details Discharge ;
‘ b
o
Q
Q b
i Time Ledger & oupmcrdlistTo
@ Debt Ledger
I Reserve Ledger

@ Undertakings

ong Room

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

® Discharge Undertaking x
Genersl | Extra Notes | Undertaking Logs
Client : W Add as Comment to Ledger Needs Attention
Family
|| Diary Warning Date | 19 apr v
Type Given or Received Commercial or Non-Commercial
Authorised Fee Eamer
Undertaking To Select undertaking 1c x
who
Details
Value Desling Number
Staws Pre Registrat Category
Conditional
Discharge Date 19 Apr 2016
Discharge Description
oK Cancel

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

= NOTE: It cannot be edited beyond this point.

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

Undertakings Register

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

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

Undertaking changed by BRIANS
Date: 10032009
Type: Financial

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

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

Comment First Active

Vale: 245400

Status: NA

Dealing Nisnber: TB298011

Undertaking Created:
Date: 100312009
Type: Financial

Given
Authorised By: CN Carol Nolan
Undertaking to:
Detads: Farst Active - Undertaking re Sale
of 17 Douglas Road Smithfield Dublin 1 -
redeem mortgage
Comment Problem with title moaies i

a

Status: NA
Dealing Number. TB298011

CN: Carol Notan | Manday, 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. Search for the required Undertaking and right click.

Jjack flynn
Attn Matter Ref Client Matter Undertaking
oot oo [EE T
‘ Edit
Discharge

Add Document
Open Action

EGs©8

Go To Case Diary

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

5. Highlight the Document Class and click Select.

Document Classes ®
* XV 4 Include Retired
Class Code Class Description Retired
INS Instruction Sheets N @
LTR Letters/Interparty Carrespondance N
MED Medical Reports N
MEM Memo N
MOT Motion 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
Qurc Jungentsking v |
WIL will N
v
< >
o (a1l 6. The document is now visible in the Case Diary. Go to the

e Case Diary and locate the Undertaking.

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

8. Select Properties.
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Keyhouse Case Management (€1 - CorolMoln - 128 0040

Cases |7

A, Client/Case : :
Sale of 10 Fose Lan, Banchardstown, Dublin 17
M case Diay

oo

carn s @keyhouse je 20120224

9. Rename the document and click OK.

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

Document Manager

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

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

Undertaking Reports

Reports on Undertakings can be created based on several criteria. The reports are available as part of the
System Reports but they can also be found in the Firm Undertakings on the Search/Open Screen. There are
also 2 reports available in Undertakings on the Case Diary.

Create an Undertaking Report

1. Go to Firm Undertakings on the Search/Open Screen.

72



Keyhouse

Chapter 4: The Case Diary

2. Select Print and a list of reports will appear.

= QQQ

Print ~ Add  Edit Discharge Undertakings by Dept EN|

| = Undertaking List Report

F= Undertakings Autharised By IT]D::SM

= Undertakings by Client From Dapartment (ank for Al)

F= Undertakings by Dept ;ﬁz’::"‘::rm':’":‘”'

= Undertakings by Dept by Work Type Open o Closed Motters

= Undertakings by FE Given or Recieved

= Undertakings by Matter EamDTDmmm .

= Undertakings by Status Commercial or Non-Commercial Al 2

= Undertakings By Undertaking Date

7= Undertakings By Undertaking To [gn

= Undertakings By Work Type

3. Click on the required report e.g. Undertakings by Dept. and the following report dialog box will appear.

4. Complete the required information. If you require all departments, leave the fields blank.

5. Click on Run and the report will generate.

Liepoc | | [apor || Lams | @] (%

=3 |
Preview

Group Tree x
Undertakings By Dept

t 5]

Fage10f5 | Main Repart

6. Click on print

- ;.01.'5-=

‘Soo Grabbit & Runne
Report By D
Erom 01/01/2010 : To 09052016

Data Date - PAIS2015:17-0

Dot From: T
Discharge status: Al
Matte Staes: A

Tnderiaking

Matter Date Type Autn.By

Business Time Limited
BES001/0001 12072011 Document 83 785F
Lease of Linit 33, Easigate Avene, Du! For : Fist Actve

Tito Dends
Joe Bloggs.
BLOO1I0004

14022012 Document MW
Commerical Wark Fe

or : Dun Laoghaire Rathown County Council

Client
com
BESI01
BLOMT
K
LAWDG1
BS

Liz Lawlor
LAWDO10001
Aaice re Innertance tax

o2z

Mick Purcell
PURDO1/0001

12052010
renewal - rent review reduchon &

To: A
“To fumizh orginl e poiicy GoCUMENts 1o b recsived TTom Lister Bank
Noel Butler
BUTI01D002 ormaom
Luase Agreement - Unit 2, Green Busin

Document FSerTTT Ghen  Pre Registation
For ; EBS Bray To:
Tite Deeds

E or click on one of the following options available on the report toolbar:

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

2. Click on the Print option on the Ribbon.

= Wl @
Print + Add Edit Discharge

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

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

Undertakings by Client EN|
Enter Report Criteria

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

Run AClose

7. Setthe required parameters and run the report.

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

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

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

1. Open the required case in the Case Diary

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

® Keyhouse Case Management (54 Susta Hurey - 205 00
me| Case Repors Phonelog Maintan Setup Help

= @ ©

Print -+ Start Timer Post Time

4|¥| .. | GordonT Black Tek: 01 4766466

RTA Walkinstown Crossroads, 6. Black Fe: 85

Letter to Barrister 7

Wark in Progress Total Time

| BH: Brend Hartiey | Thursday, 03 November 2015 | 1625 g

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

4. Click on the Report required

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

[l

Set the date parameters . Summary Report

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

[

. Matter Label P
. Client Label P

[l

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

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

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

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

e Chapter 10 for the Strong Room

e Chapter 11 for Time Recording

e Chapter 12 for Accounts

e Chapter 13 for the Debt Ledger

e Chapter 14 for the Reserve Ledger
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Chapter 5: Using the Document Manager

Document Manager

Getting around Document Manager

Below is an image of the Document manager window.
‘\ Ribbons ‘

© = @ o o O % J Case Box ‘_ S0 [P
P il . ‘ Column Headings

Preview Pane

ABAGOLOOOICNGCU A
04 May 2016

Kilkenny
5 Main Street

Co. Kilkenny

RE:  Our Clients David Abrahams
Premises: aerrgaert
Loan No. aertaer

YV VPSP

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

Click to email current document

b Compile Brief: If no Brief currently exists, this button launches the Brief
Comple et Wizard.
If there is an existing Brief, this button opens the existing Brief in the Brief
Maintenance window
Use adobe PDF viewer|  Tick to use Adobe Reader to preview document.
Compare two documents using Word’s Document Compare feature

- -

e Compare two documents using WorkShare (if installed)
r= Compare two documents using Libéra
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How to search the Document Manager
1. Open a case in the Case Diary.

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

@ Keyhouse Case Management n -8 x
Home Case Repots Phonelog Maintain  Setup  Help
-
) —
print = | capt ost i
Case: |FLY001/000 ]| sackyom Tet 01
Sale of 10 Rase Lawn, Banchardstown, Gublin 17 e N
Standard view il & »
E ML Time Hander | synopsis e
1 2] Rey &) Preview Document
2015 160 e Leter to Lending insitution S R S 4
T N - N :
08 1 o™ ter to Soico 03
& " . . 12 February 2015
ss o [ Y
o Jack Flyan
- * 5 ™ 10 Rose Lawn
@ underakings . o . Blanchardstown
W strong Room 6:02 [+)] GO8 Dl 1
Case: | TJF001/0001 4 ¥ .. | TFox
A i
# Client/Case
Outstanding debt to PTSB Bank
Il Case Diary
O Document Manager ’ O search ot oo view T
S i
RGipenicienipei Type | I | Document Name Diary Date |version | Date ~ | Document Class Source From To Subject
Current Case Details = , .
»| 2 Attendance Log 14 3ul 2015 114112015 Reports Case Attendance Sheet
&P Other Case Details
e Attendance for Introductory Meeting_2634 13 u1 2015 106112015  General SentE-mail training@keyh.. Brenda Hartley Outgoing Email with an Attachment
ssociates
vl iz Attendance for Introductory Mesting ﬁ/w\ﬂzma 106 1u12015  Instructign Sheets Case Initial Attendance
STGINOTTNGL N " N D e e oaba i PO — et N N i " N o]

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

How to Sort by Column Heading

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

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

Qutstanding debt to PTSB Bank.

l:l [] search text Standard View i

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

F i Test Attachment 16 Jul 2015 11612015  General Sent E-mail brenda@keyh... training TT.tr.. Test Attachment
= Precendent Document 14 Jul 2015 1 14 Jul 2015  Pleadings Case Precedent Document

v i Attendance Log 14 Jul 2015 1/ 14 Jul 2015 Reports Case Attendance Sheet

= Vendor Instruction Sheet 14 Jul 2015 1 14 Jul 2015  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 il | Outgoing Email with an Attachment 13 Jul 2015 113 Jul 2015 General Sent E-mail training@keyh... Brenda Hartley = Outgoing Email with an Attachment
o Letter to Lending Institution confirming appoint.. | 06 Jul 2015 3113 Jul 2015 Letters/Interparty Corr... | Case Letter to Lending Institution confirmal

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

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

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

Clear Sorting

the pop-up menu.

Group By This Column

[l o0

Show Group Panel

Show Column Chooser

I @

Best Fit

Best Fit (all columns)

-0

Filter Edlitor...

Document Class ™ I -
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How to Filter Columns

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

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

[] search text

Document Name

=
=
S
=

=

Expenses Claim Form 2015 from 1st July2015

Test Attachment

Precendent Document

Attendance Log

Wendor Instruction Sheet
Document2_2661_2662

Conflict Search_2639

Outgoing Email.

Attendance for Introductory Meeting_2634

il Outgoing Email with an Attachment
Conflict Search
Attendance for Intreductory Meeting
= Letter to Lending Institution confirming appoint...
h= Letter to Lending Institution confirmating appoin...

Diary Date ~ | Version

16 Jul 2015
16 Jul 2015
14 Jul 2015
14 Jul 2015
14 Jul 2015
13 Jul 2015
13 Jul 2015
13 Jul 2015
13 Jul 2015
13 Jul 2015
06 Jul 2015
06 Jul 2015
06 Jul 2015

06 Jul 2015

Date

130 Jun 2015

16 Jul 2015

1|14 Jul 2015

14 Jul 2015

1|14 Jul 2015

13 Jul 2015

106 Jul 2015

13 Jul 2015

106 Jul 2015

13 Jul 2015

1 06 Jul 2015

06 Jul 2015
13 Jul 2015

06 Jul 2015

hd Saurca Ernm

Document Class

General (Elanks) keyh...
(Non blanks)

General Client Letters keyh...

Pleadings Conflict Search

Reports General

General Instruction Sheets

General Letters/Interparty Correspondance
hMemo

General Pleadings tkeyh...

General Reports tkeyh...

General e S

General Sent E-mail training@keyh...

Conflict Search Case

Instruction Sheets Case

Letters/Interparty Corr.. Case

Letters/Interparty Corr.. Case

To
training TT. tr...
training TT. tr...

Brenda Hartley
Brenda Hartley
Brenda Hartley
Brenda Hartley

3. Toremove the filter, select (All) from the filter pin drop-down menu (alternatively right-click the
column heading and select Clear Filter from the pop-up menu).

How to Group by Column

Subyj
Test
Test
Prec
Atter
Crea
Doc
Outc
Qutc
Qutc
Outc
Conf
Initia
Lette
Lette

1. Right-click the column heading you want to group by, to show the pop-up menu. 31 sort Ascending
Z] sort Descending
. . ‘§‘>§ Clear Sorting
2. Select Group By This Column. In the following example, the documents are S e i i
grouped by document class. =3 Rnow Group panel
Show Column Chooser
] = BestFit
Type Document Name Versi o et
g Best Fit (all columns)
# Document Class: Attendance Sheet T Filter Editor...
» Document Class: Letters/Interparty Correspondance
» Document Class: Medical Reports
3. To expand/collapse a group click the arrow to the left.
Type Document Name Version |Diary Date | Date Source From To Subject
» Document Class: Attendance Sheet
v | 4 Document Class: Letters/Interparty Correspondance
|E Letter to Client 1|20 Apr 2010 29 Jan 2011  Case Letter to Client re advice
|E Letter to Solicitor 124 Apr 2010 29 Jan 2011 | Case Letter to Land Registry
|E Letter to Solicitor 110 Jun 2010 29 Jan 2011  Case Letter to Solicitor
rﬂ_‘. letter from hospital consultant 104 Jul2011 04 Jul 2011  Received E-m.. Martina Winte.. martina@keyh... doctors report
|E Letter to insurance company 1 08 Oct2014 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 1 23 MNovZ2014 01 Oct 2014 Case Letter to Doctor

» Document Class: Medical Reports

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

column heading and click Group By This Column. In the following example, the documents are grouped
first by Document Class and then by Source.
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4 Document Class: Letters/Interparty Correspondance

4 Source: Case

=
Wl

Letter to Client

3
[El

Letter to Solicitor

=
Wl

Letter to Solicitor

3
[El

Letter to insurance company

=
Wl

Letter to Barrister

H R R R e e

3
[Hl

Letter to Doctor

N

k

Source: Received E-mail

E letter from hospital consultant

-

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

04 Jul 2011

29 Jan 2011 Letter to Client re advice

29 Jan 2011 Letter to Land Registry

29 Jan 2011 Letter to Solicitor

23 MNov 2014 Letter to insurance company

23 Mov 2014 Letter to Barrister

01 Oct 2014 Letter to Doctor

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

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

once the Show Group Panel is visible.

2l
i

8% Clear Sorting

Sort Ascending
Sort Descending

=
=

Group By This Colurmn

B show Group Panel

B

=
b—

Show Column Chooser
Best Fit
Best Fit (all columns)

T

Filter Editor...

How to reclassify Documents

[ search text

Document Clag

Type

1 Full Expand
=t Collapse

+| b Docume 8] sort Ascending

b Docume Z|  sSort Descending

b Docume

b Docume

» Docume £ Hide Group Panel

spondance

» Docume Show Calumn Chooser

» Docume

» Docume

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

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

up a list of the available document
categories.

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

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

How to change the Document Properties

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

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

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

‘c

Details | File Information

Document Properties *

Document Name:
Document Date:
Document Class:

Document Type:

letter from hospital consultant

04 Jul 2011 W

Letters/Interparty Correspondance e
Image

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

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

How to email Document(s)

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

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

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

Document Folders

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

1. Go tothe Document Manager.

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

2. Click on Folder and pin into position.

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

[ search text

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

4.

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

[ search text

Folder ® |Folder: Documents

LAl Type | I | Document Name

| Documents
Add new Sub-folder

* Re-name this folder

) Folder Colour

1A Revert to the original Case Plan folder structure

Enter the name of the folder and click OK

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

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

Moving, Linking & Copying Documents in the Folder Structure

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

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

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

[ search text

Folder * [Folder: Documents »>> Report

I oAl Type | B | Document Name Diary Date | Version |Date
4 | Documents -. Undertaking to forward funds 29 Apr 2016 - 09 May 2016
4 | Agreements ill of IV Flynn 5 May 2016 09 May 2016 109 May 2016
* Move d“"me"“ to this folder |, - ciymn dated 6 May 2015 09 May 2016 109 May 2016

1 | /B copy documents to this folder
lack Fiynn dated 5 May 2016 30 May 2016 1/09 May 2016
o Link documents to this folder

Lz TETET o Solicitor 23 Mar 2016 1/23 Mar 2016
[E Letter to Client 23 Mar 2016 123 Mar 2016
[E Lir to Client 08 Mar 2016 108 Mar 2016

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

Select Copy documents to this folder or Link documents to this folder.
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Check if Document are Assigned to Folders

It may be necessary to check if all documents are assigned to folders. This can be done by adding a new
field to the Header Row.

1. Right click on the Header Row and click on Select Column Chooser

Case: | FLY001/0001 | 4] ¥ ... | Jack Fiynn
Road Traffic Accident at Junction 9 on M50
[ Search text standard View |
Folder * |Folder: Al
LAl Type U Document Name ;le Sort Ascending Date ¥ |Version |Document Class Source From To Subject
4 ) DDEUTEHI? F—‘ Medical Report Z| sort Descending 08 Mar 2016 1 Medical Reports Captured Letter from Doc
| Affidavits iz Letter from Doctor 08 Mar 2016 1 Letters/Interparty Corr... | Captured Letter from Doc
| Reports z i
r_ Letter to Barrister requesting Ad: = Group By This Column 08 Mar 2016 1 Correspondance Case Letter to Barrist
E Letter to Solicitor confirming acti Show Group Panel 08 Mar 2016 1 Letters/Interparty Corr... Case Letter to Solicite
E_ Section 68 Letter to Client 08 Mar 2016 1 Client Letters Case Section 68 Lette
iz Draft Pleadings = 03 Mar 2016 1 Opinions Received E-m... aisling@keyh... ‘keyh test.. Draft Pleading
= BestFit
3 E. Draft Pleadings from Counsel Best Fit all columns) 03 Mar 2016 - Client Letters aisling@keyh... | 'keyhousetest... | Draft Pleadings|
Affidavit of Garda Smith T Fiter editor. 03 Mar 2016 1 Pleadings Received E-m... aisling@keyh... 'keyhousetest..  Affidavit of Gan
Ff [} | Affidavit of Garda Smith U3 War ZuTo | 03 Mar 2016 1 Email Message Received E-m... aisling@keyh... ‘keyhousetest.. | Affidavit of Gari
B Affidavit of Discovery 11 Feb 2016 24 Feb 2016 1 Documents Case Affidavit of Disc
E Opinion from Counsel 24 Feb 2016 17 Feb 2016 1 Documents Case Qpinion from C
2. Click onIs in Document Folder
Column Chooser EN|
Action ID
Diary Time
Document Time
I;‘ Is in Document Folder
3. Dragto the Header Row and place in the required location
® T S . T o
Wome| Case Reports Phonelog Mainain Setup  Help
e (e & ) Use Adobe POF Viewer rs
T =B 99 0%~ @ 22 S0 it @
Newtemw | Print  Ex POF | Start Tumer Pest Time | Properties Reclassity Email | Compie Brief Dictation
ez [— B e comasn
& Clie Case: | FLYD01/0001 A|p| . | sackFiymn Tek 01-564 7694
S Rusad Traffic Accident at Junetion 8 on M50 Fje N
M case Disry —
N Coaman Mg htext Standard View i
i Corret Client Dictals rolier * [rolders a0
Cusrent Case Detais
T Date  ~ Version | Decument Class Souree From To Subject ien

& Edra Case Details

& associates 4 b Documents 08 Mar 2016 hpiKephou
@ criveal information ¥ Afdaits 08 Mar 2016 e
i Know Your Client 4 Reports 08 Mar 2016 \ibrenda-hpiKeyhou
B weLedger 08 Mar 2016 olicitar confirmin T \ibrenda-hpiKeyhou
i Time Ledger 08 Mar 2016 case Section 63 Lefter to Client \ibrenda-hp\Keyhou
& Debt Ledger 03 Mar 2016 Received E-m, Dratt Pleadings from \Worenda-hpiKeyhou
9 Reserve Ledger ¥ 03 Mar 2016 1 ciies -

© Undertakings 03 Mar 2016 1 Pleadings.

Email Message

M strong Roem aising Skeyh,

1 Documents. case

[ Opinian fram Counsel Documents case Opirson from Counsel \brenda-hpiKeyhou

4. To retain these settings, create a new view. See Pg 181 for notes on how to create a new view.

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

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

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

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

the task itself.

Navigating the Task List

The Task Screen

Home| cCase Reports Phoneleg Main
oy '~ 8}
4 = 1 P
¥ = 08
Newltemw | Print | Capture Generate Complete Action
Actons Decuments
- % o
B Tasks Handler [SIRINEENIIEN % O
& My tasks
& Team tasks Date
— ¢ = 04Nov2014
T Day's tasks
7 Next week's tasks B = 04 Nov 2014
5 Next month's tasks
@ overdue tasks B 04 Nov 2014
Q outstanding tasks
B Last week's tasks : 04 Nov 2014
£ Last month's tasks
! 04 Nov 2014
5 Al tasks
@© My Overview B Ca T
B 04 Nov 2014
04 Nov 2014
04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
4 04 Nov 2014
24 04 Nov 2014
4 04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
B 04 Nov 2014
Tasks B 03 Nov 2014
Search/Open
£ 03 Nov 2014
Client/Case g
Time Costing

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

17:03

16:55

16:52

16:44

16:35

16:37

Toolbar

Case Code

GLEQO1/0001

GLEQ01/0001

ABA001/0003

BLAO01/0002

BLA001/0002

BLAO01/0002

BLA001/0002

BLAO01/0002

BLAO01/0002

BLAO01/0002

BLAO01/0002

BLAO01/0002

BLAO01/0001

BLAO01/0001

BLAO01/0001

BLAO01/0001

BLAO01/0001

BLAO01/0001

BLAO01/0001

ABAO01/0003

ABA001/0003

Count=650

Search Box

Handler | Team

Client/Case(Matter)

Charlie Gleeson

Lease of South West Gearges Street
Charlie Gleeson

Lease of South West Gearges 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
Gordeon 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 0'Connell Street, Dublin 1
David Abrahams

Sale of 22 0'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 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

Standard View [T |

Diary Date

04 Nov 2.

04 Nov 2.

04 Nov 2.

04 Nov 2.

04 Nov 2.

04 Nov 2.

04 Nov 2.

04 Nov 2.

04 Nov 2

04 Nov 2

04 Nov 2

04 Nov 2

04 Nov 2

04 Nov 2

04 Mov 2

04 Nov 2

04 Mov 2

03 Nov 2

03 Nov 2

o o o D T T T T

T

Letter to Lending =

2 72 ¢ ° T| 0| |T”|O

T

T

Preview L]

Letter to Lending Institution

OURREF YOURREF  DATE
BS_HB BLA001/0002 04 November
2014

Re: Our Clients - Gordon T. Black
Premises - Sale - 2 Trinity Close.
Rathgar, Dublin 6
Loan No. - 67889990

I

Document
Preview Pane

Brian Sweeney
Soo Grabbit & Runne
stephen@keyhouse.ie
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The Home Tab in Task Manager

% Action
o New Click on the New to add . Note
e any of these tasks. Ermail
= [7¥ Appointment
€, Phone Message
& Dictation
=| Draft Invoice
™= Request Cheque
A Conflict Search
= Printer Click to print any of
Print v = Activity Report
the following reports: | <. oo Report
= Matter Label »
= (lient Label >
-~ Capture Click on capture to launch the document
U capture program to import documents or
Capture folders of documents or images.
OO Generate Click to generate a document for a
! selected action.
Generate
Complete Action Click to mark a task as complete.

-

Complete Action

Task Views

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

2 My Tasks Click on My tasks to view the current handler’s tasks or
£ Team tasks click on Team tasks to view the team tasks
1) Day's tasks Click on this to view today’s tasks.
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From EaREREND

v (EEEO =0 May 2016 VI

7] Next week's tasks

5] Next month's tasks

& Overdue tasks

@ outstanding tasks

‘ ?:1 Last week's tasks

‘E,'-'j Last week's tasks

i All Tasks

& My Overview

Using Different Layouts/Views

1. Click on View tool on the far right of the
search bar. A list of available views will
appear.

2. Click on the required view to apply it to

the task manager.

How to Show/Hide the Preview Pane

1.
pane will appear
2. The Preview Pane will appear.
=
3. Click on the Pin

Select a range of dates.

Click to view next week’s tasks.

Click to view next month’s tasks

Click to view Overdue tasks

Click to view outstanding tasks i.e. past, present or future.

Click to view Last Week’s outstanding tasks.

Click to view Last Month’s outstanding tasks.

All Tasks shows all outstanding tasks

Click to view the overview screen.

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

Move your mouse over Preview located to the right of the Task Manager Screen the document preview

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

How to Search the Task list

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

type.

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

task list.

Review

Review

Date

04 Mov 2014

=

04 Mov 2014

‘e

04 Mov 2014

28 May 2014

v

07 May 2014
=) 07 May 2014

H 26 Dec 2013

H 19D 013

Time

19:31

1816

18:15

08:36

11:49

SIS 5y

12:04

144

Case Code

GLEDO1,/0001

BLAOO1/0002

BLADO1,/0002

BLAO01/0001

KELO02,/0001

OC0001,/0001

KEL002/0001

Handler | Team

CN

CN

CN

CN

CN

CN

CN

COM

COoMm

COM

COM

Ccom

COM

COM

From

CN

CN

CN

CN

CN

CN

CN

3. To clear the search results, click Clear.l:ﬂ

Client/Case(Matter)

Charlie Gleeson

Lease of South West Georges Str...

Gordon T. Black

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

Gordon T. Black

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

Gordon T. Black

RTA Walkinstown Crossroads, G...

sarah Kelly
Purchase of Property

John O'Connor
John O'Connor V John Smith

Sarah Kelly
Purchase of Property

elinda FitzGerald

How to Sort Column Headings in the Task Manager

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

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

How to Filter the Task Manager

1. Move your mouse to the required column heading.

. . ) . T 4. .
2. Toview a list of filter categories C|ICk on the pin and select

the required category. See the following example

87

Action

Review File

Review File

Review File

Review all contracts

Review File

File Review

Review File

Diary Date

04 Nov 2014

04 MNov 2014

04 Nov 2014

28 May 2014

07 May 2014

07 May 2014

26 Dec 2013

Standard View || |

FELLIE @ Carol Nolan v OutStandina Onlv

-

I s R 5

T

Handler [EIINIEIMIIA ™ outstandina Oniv

Date

Time | Case Code ¥ aluandiar | Taam |

18:16

(Blanks)
BLACO1/00{ (Non blanks)

» ¢ 04Novzom4
04 Now 2014

B 04 Nov 2014
i 04 Nov 2014
i 04 Now 2014

15 04 Nov 2014

i 04 Nov 2014
B 04 Now 2014
= 04 Nov 2014

18:15

17:26

17:25

17:25

17:24

17:24

17:19

17:11

AAADDL/0001
8LAC01/00{ ApA001/0003
ABACO1/0001
BLAOL/00( rga001/0003
ABBOO1/0001
BLADOL/00( xgao01 /0007
B1L001/0001
BLAOD1/0001
BLAOD1/0002
BLO00L/0005
CL001/0001
BLAOL0% o rg01 /0000
FIS001/0001

BLA001400(
FIT002/0001

BLA001/00(

BLA001/00{

GLE0O1/0001
BLA001/00(
KELO02/0001

v

M C
M C

M«

M C
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How to Group by a column heading in the Task Manager

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

RENGIEE Carol Nolan v OutStandina Onlv

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

—]
Standard View

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

View
Standard View
Critical Dates
Delegeted Tasks
Dictation
High Priority 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 open the case diary screen of the case to which the task belongs.

How to Generate Documents

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

1
@ Generate Documents

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

How to View the Documents of a Task

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

How to play a dictation

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

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

How to Mark a Single task as Complete

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

» Complete Hold Date

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

How to Tag Several Tasks and Mark as Complete

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

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

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

B alarm Action

@

MatterCode BLAQ01/0001

2. Using the drop-down arrow set a Date

Letter to Solicitor

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

5. Click OK.

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

View Other Users’ Tasks

Maintain TaskAlarm

¥ Time 5:15

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

Name.

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

Show Stats

Code Name |
ADM Admin A
Al Anne Mellon
d cs

N Carol Nolan
COM Commercial

| COM Conveyancing
P Justin Phelan
LIT Litigation
K hark Kelly
Pl Martina Winters

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

F/e Handler Stats X

Code Name Due Tasks Outstanding

Tasks Phone Calls

Outstanding | Team

Qeov agmn |44 ___olcom |
BS Brian Sweeney 7 122 2 COM
CN Carol Nolan 29 30 2 COM
» Justin Phelan 9 9 0 CON
MK Mark Kelly 3 3 0 COM
MW Martina Winters 15 15 0 COM
SK Stephen Keogh mn 12 0 COM
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4. Click on the X to close the dialog box.

How to Push a Task

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

specified date selected from the calendar.

How to Create an Outlook Task

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

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

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

(¥ Appointment
%, Phone Message

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

& Dictation

= Draft Invaice

== Request Cheque £

A Conflict Search
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Change Action ( 3087 ) - X
Action
ﬂ;gGenerate Document €2 Post Time MNote ¥ High % Take Action | T Generate | T Save
%% Open Attachment & Complete Email normal | & Assign Action
¥ Play Dictation &= Print Email (Template) | 4 Low
Default Actions Priority Assignment SDLT

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

Case ABADO1,/0001 . | Family Law

Action Code | G03 ... | 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 hs

Letter to Solicitor re Pleading

Ok Cancel

3. Enter the following details:

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

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

Subject Input a subject

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

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

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

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

2. The action will open for editing.

Change Action (3122) - X
Action
[ Generate Document €D Post Time .~ Note 1 High [* Take Action | T Generate | T Save
% Open Attachment < Complete Email Mormal | & Assign Action
¥ Play Dictation = Print Email (Template) | § Low
Default Actions Priority Assignment SDLT
General | Properties | Attachment/Documents | Action Assignments | Other Notes
Case HARDO1/0001 .. | RTA @ Dundrum Roundabout
Action Code | gp7 Letter to Barrister ?
Date [B1 sep 2018 v Due Date [ 30 Sep 2016 v
Subject Letter to Barrister re Opinion
General | Email | Appointment | Phone Message
FE/Handler | c3r0l Nolan v
Team Commercial v
Letter to Barrister re Opinion
Ok Cancel

3. Amend as required and click OK.

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

How to Delete Tasks

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

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

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

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

Date Time |Case Code Handler | Team |From | Client/Case(Matter) Action
Charlie Gleeson ) )
& = 04 Nov 2014 19:31  GLEQO1,/0001 CN COM CN LL_ease O:CJSOLIt West Georges Sir Review File

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

How to View the Assignment History of a Task

Change Action ( 3075 ) - x
1. Rightclick on a task and select Show
[ Generate Document  @Post Time . Note 9§ High | Take Action W Save
assignments from the pop-up menu. 2 Open Attachment o Complete  Email Normall | & Assign Action
& play Dictation = print Email (Template) | § Low & Delete Assignments
Default Actions Priority Assignment
. . General | Properties | Attachment/Documents | Action Assignments | Other Notes
2. The following screen will appear 5 R o e
. . . Assigned Assigned | Returned Retumed |By
displaying the history of the task. »-——---l
« carol Nolan(CN) Processed Carol Nolan(CN) 02 Nov 2015 17:23 02 Nov 2015 17:23
Carol Nolan(CN) Created Carol Nolan(CN) 02 Nov 2015 | 17:23 CN CN CcoM
How to Assign a Task to another Handler
Select Resource X

1. Rightclick on a task and select Assign Action
from the pop-up menu. The following screen will

Resources

Date 09 Nov 2014 ¥ Time: 13:05
appear listing all resources.
2. Select the resource you want to assign the task Number of
Code MName Due Tasks Team
to' 4 ADM Admin LT
AM Anne Mellan 5 COoM
. BS Brian Sweeney 8 COomM
3. Check the box marked Release Action to remove =5k Commercia com
the task completely from your task list. & | Litigation i
. . MW Martina Winters 1 T
Alternatively, to continue to own the task, leave o« Stephen Keogh 2 com

Release Action unchecked.

= Note If you are the owner of the task and do not
release it, you will see this symbol [| next to the [y
task when the assigned user has “completed” it

Release Action Ok Cancel

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

2. Right click on a task in the other user’s list and select Take Action from the pop-up [ Take Action
menu. The task will be removed from this user’s task list.

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

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

Task List Options

Print your task list

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

Handler Diary Report
Enter Parameters
Handler Code CN v
From Date 27 Jun 2015
To Date 27 Jul 2015
Status Incomplete w
Action Type All W
Sort Report By Priority W
Exclude Email Actions v
Exclude Phone Call Actions ™
Exclude Motes and reminders W
Client Code (Blank for All) W
q,Run &Close
Include Closed: Check to include closed items
Select the handler: It will default to the current handler; select another if required using
the down arrow.
Select the status: It will default to Outstanding; use the down arrow to change to All or
Complete, if required.
From Date: Using the calendar to select the start date
To Date: Using the calendar to select the end date
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Action Type:

Select the field to sort by:

Exclude emails:

Exclude phone calls:

Exclude Notes or reminders:

2. Click on Run to generate a report.

3. You may print the report

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

using the down arrow.

Check to exclude emails

Check to exclude phone calls

E or open a copy in:

Using the down arrow select the required field

Check to exclude notes and reminders or exclude.

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

]
. JLPDF
]

Word;
Adobe; or

Excel.
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How to Export a copy of your task list

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

= PDF: Adobe Portable Document Format.

= Excel: An Excel spreadsheet.

= Text: A plain text file.

= Rich Text: A Rich Text Format (RTF) document. RTF documents can be read by most word
processors, including Word

3. The Windows Save As dialogue box will appear, with the chosen file type selected. Name the file and
choose alocation in which to save it.

i) Save As @
@-\Jvh‘ﬂ v Computer » Keyhouse (\\hellie-PC) (T2) » - |¢’| | Search ellie-P 2|
Organize = Mew folder == - i@}
S B i Mame Date modified Type Size
Bl Decktop . keyhouse 03/11/2014 16:21 File folder
4 Downloads khframework File folder
= Recent Places . MEW Sites Blank Database Scripts File folder
J PUR 03/11/2014 16:18 File folder
4 Libraries J SAL 03/11/2014 16:18 File folder
3 Documents . StandardReports 22/10/2014 15:29 File folder
J" Music
= Pictures i
E Videos
) Homegroup
1% Computer %
£L Local Disk (C)
¥ Keyhouse (\helli
€ Metwnrle 5
File name: -
Save as type: | EBxcel File (*xlsx) VI
“ Hide Folders Save ] I Cancel ]

4. Click Save.

5. Open the file via Windows Explorer or via the open tool in the program chosen.
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Chapter 7: Know Your Client
Know Your Client

This section collates information stored on several screens in the Keyhouse System into one location.
enables you to see information at a glance. (See subsequent pages for more detailed explanations).

General Tab Details the profile of your client. It shows all contact groups to
which the Client is associated e.g. Taxation Changes Mailing List.

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

Financial Gives a summary of the financial information for the Client in
relation to matters and fees.

Client Records Shows documents that need to be visible across all matters e.g.
Service Agreements.

Other Details Details any Client specific information collected through Client
Specific Forms (Set up by Admin Users) e.g. Risk Management

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

Client Contact Details all client contact information stored for the client.

General Tab

1. To add a category profile to the screen, click the Insert button

2B Apra012  ABAOOT/0002 T
HIPS Negligance - Octobar

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

4. The new Category will appear in the list.
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Anti-Money Laundering

This allows you to record information in relation to the AML carried out for a client.

Type:

Client Type:
Status:
Introduced By:

Meeting etc.

These categories are in line with Law Society Guidelines.

The type of AML carried out e.g. Standard Due Diligence, Enhanced Due Diligence etc.
Relates to the client category e.g. Corporate, Charity, Public Sector etc.

Records where all checks are complete or are still in progress

Records how the client was introduced to the practice e.g. Third Party, Face to Face

Click on the down arrow beside each option to select the required information.

Document can be added to this screen from outside Keyhouse and documents already in Keyhouse can also

appear on this screen.

1. To add a document from currently stored outside of Keyhouse, right click in the white area and select

Add.

" CEEEE &CBi

d Due Dl

et Type  Residential Private Individual

Keyhouse Case Management (€1 - Cuct ol - 5210/ 2720

] :
R o N T W N e W S N NV

| Last Instruction Racieved 12 Feb 2016 15:28:00

2. Then select whether the document is Photo ID or Non-Photo ID.

3. Navigate to the location where the document is stored and select the required document. Click Open.

i Open File u
© ~ 4 . » ThisPC » Documents » Scan Folder v & Search Scan Folder o
Organise « Mew folder 4= - [mn) (]
~ - Wi -
A Favourites Name Date modified Type Size
B Desktop "2 Electrical Bill for David Abrahams.pdf 19/05/2014 17:30 Adobe Acrobat D... 659 KB
4 Downloads
| Recent places
*% Homegroup
18 This PC
# admin (keytrain)
# Desktop
| Documents
& Downloads
udt Music
= Pictures
Videos
iy Windows (C:)
RECMAWERY (M he
File name: | Electrical Bill for David Abrahams.pdf w | | Allfiles (%) ~
Cancel
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Select the type of ID supplied

@ Kehoise Case Managamane (o cotnonn o1
Wome| Case Reports pariners _phare Log

ONO]

Start Timer Post Time

Maintan  Setup  Help

- Case: | ngA001/000:

ase |4]»] .| osid aprahams

Farnily Law

&, Client/
W cCase Diary
18 Documant Manager
& Current Chient Detasds
s Current Case Details Type
& Extra Case Details
AR Assodates
© crital Wformation
& xaow vaux et

General | Anti Money Laundering | Financial | Chent Records | Gther Details | Actiity | Cliert Contacts

Standard Due Diligence | status In Pragress | Last mstruction Receved 12 Feb 2016 15:28:00

ClentType  Residential Private Incvicual ¥ introducion By | Face 1o face meeting | i approve

@ /e Ledger
il Time Ledger
1 et Ledger
8 Reserve Lodger
@ Underiakings

Type proot Date Entered Input By Matter Code

M strong Raom

Identiication farm with photo signed by a.

International Passport
Irish Passpart

Matianal idenfity Card

Photo card driving licence

Soial Welfare card with phato ID

Bank statements, or credit/debit card state...
Documentation/cards issued by the Depart.
Documentation/cards issued by the Reverii.. ¥ |

Tasks
SearchiOpen
Client/Case

Time Costing

Tel: 01-2902222
Fje: P

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

completed action.

@ Keyhouse Case Management
Home| Case  Reports  Panars  Bhons Log Halp

v @

Start Timer Post Time.

14 - Carot Notan - 1230, 7720}

Maintain  Set

Case: ABAQOY/0001 4] »| | pavid Ateahams

& Client/!
Client/Case
= Family Law

M case Diary

) Document Manager

& current Client Details
s Current Case Deais e

2 Bara case Detsils

& pssaciates

@ critical information

dy Know Your Client

General | Anti Money Laundering | Financil | Client Records | Other Detais | Activity | Chent Contacts

Standard Due Diligence | status In Progress | Last Instruction Recieved 12 Fels 2016 15:28:00

Chent Type | Residential Private Individual | Intrecuetion By | Faee ta faee meeting | appreve

@ e Ledger

d Time Ledger

@ Debt Ledger Erool
@ Reserve Ledger
© Undertakings

Date Entered

Inpat By

Matter Cade

W streng Room

® Keyhouse Case Managemars  (c1-cum - 0

Home| Case Reparts Phonelog Maintain  Setup  Help

B =08 @ o @

Print = | Capture Generate Complete Adiion Start Timer Past Time
Dscumars sacaurn

Partners

Mew tem =
Case: ABADO1,0001 i David Abrahams.

2, Client/Case
Faay Low

M case
D Document Manager
&, current cliet Details

4 Current Case Detais

WARNING : Ivoices outstanding over 1 Years 11 Months 4 Days .

& Extra Case Details I c.[a Date Time Handler | synopsis adtion Co.. F.
= hesoctes ¥ 23May 2006 1532 = Ll
© crical mlormation = = -
i xnow Your Cliert N o 1 =) o "
& linked Cases O4May 2006 1640 o~ Deaft 8l Draft &l No: 274 oeot ®
3 [ B osmayaone s o~ Lettes to Solickor re Pleading s )
LA BEO ! § 2waou MW | Undenating To A Longford s R
@ Time Ledger -
e, ¢ May 2016 iy it linchu o !
@ Reserve Ledger [] ¥ 04 May 206 o™ Remind Lender to send Titke PS04 B
D Undertakings [ Qan 204 1141 65 Imvoice No230 D801 "
& Bo19May 2014 1632 & Letter from Accountant 626 )
W strong Room - ‘_
[ 01 May 2004 2354 & Imvoice o229 oeot )
[ ol May 204 2229 & Email Framkeyhousedemo@gmailcom - Mabie Call o Erian Sweeney ™ 5
[ § ol May 20 1230 5 Emad ie Review Agenda ™ 5
AE 01 May 2014 0000 5 Emai To: - Financal Trends for the Econamy ™ w
LAY Treb201 05 5 David Abrahams PHE w
€ ® ¥ 7Feb2oa 078 65 Emad To - sample Report for Indicatars En |
(] ¥6ai2003 1534 85 Letter to Solicior re title Letter to Allsop & Browne 603 "
) b oaMay 2013 06T & accountants Letter 613 )
% TApr2013 1124 3 Brian w»
[ §Tapra 027 & Emai To: - Copy Land Folla ™ 5
% 21Mar2013  0B43 &S David PHO "
o Q § 12Febans 229 5 innovation Ad 513 "
Attachments Standard View ’
Type | Document version |Date Document Class
Tasks v 1] 23 May 2 A
SearchOpen
Cliena/case
Time Casting -

Fre P

Tel: 01-2902222
e B

Standard view ® [T
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Adding Existing Documents to AML Screen

1. Go to the Case Diary.

2. Select the Action required.

Case: | TEG0D1/0001

WARNING: Only contact by emil

S Current Client Details
Current Case Detsils

& Extra Case Details

@ pebt Ledger
@ Reserve Ledger
@ undertakings

29

20fsb

§ 03 Mar 2016 N

[4¥] .| peterTegg
RTa on 1 o Lucan

016 1259 =

Capy of Bank Statement

Copy of Passport

. [ap[o.]Aoate Tane Handier | synopsis
LT (=18} 21Jan2018 | 1205 N Statute of Limitaticns Date =31 Jan 2012
© critical nformation
T e [“I8 ] ¥ 09 Aug 2016 N Forward Funds

@ 1 har 2015 ™ Crtcal Date - Settlement conference
B avcLedger B ¥ 03 ar 2015 ™ Lefer to Client
i Time Ledger
" o ] Letter to Clent

® T T 3 e
Wome| Case Feports parmers Phanclog Manan Sewp  Help

% = A BF

E = U B8 /]

New tem= | Print = | Caphure Genarate Complete Action Stat Timer Post Tie

Pl Socimam ks

Tel: 01-5696741
Fle: CN

Standard view ¥
Action Co.. | F,
aomso
ADMUD

()
=Y
o2 =
=
-

R
3. Right click and select Edit.
4. Click on the Properties Tab and tick Photo ID or Non-Photo ID, then OK
Change Action ( 3067 ) - X
Action
[ Generate Document D Post Time . Note ¥ High [ Take Action | ¥ Save
i Open Attachment  « Complete &' Email Normal | & Assign Action
& Play Dictation = Print 2 Email (Template) | § Low
Default Actions Priority Assignment
General =~ Properties | Aftachment/Documents | Action Assignments | Other Notes |
Action Status | Plea tat |
Flag |\3 Clear Flag E“
— Publish r Pricrity - Category
® None _) High _) Action _) Statute Date
Publish Only ® Normal _) Fixed Dated Action () Critical Date
_ Low
_) Export Only _) Note _' Court Date
oAl Appointment _ Scanned Post/Mail
_) Reminder _' Cheque Request
) Email ! Photo ID
_) Phone Message ® Non Photo ID
— Publish Status — Other Properties
_) Dictation _ Corporate Entities
jcati ] Milestone
[[] communication sent ) Undertaking
[] complete
[ gillable
['] Documents Processed
"] Know Your Client
| ok | | cancel |

5. Complete the action.
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6. Return to the AML Screen on Know Your Client to see the document.

Case: | TEG001/000! a»

dermng | oy
Type Standard Due Disgence In Progress
Cliet Type Residertial Private Inclividual | Intraduction By | Face ts face mesbrg | [l Approve
Type eroo Oste Envered ngu 6y ater Code
[ 1icn ertc 0 Copy of gank statement 28 Feb 2016 c R

Client Records

Documents related to the client rather than to a specific matter can be added here e.g. a Service Level
Agreement. This will ensure visibility regardless of the matter selected. For this to happen, the action must
be edited and then flagged to appear in Know Your Client.

1. Open the Action and select the Properties Tab.

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

General | Properties | A

Action Status| NA

Flag S Clear Flag
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Other Details

This screen shows client specific forms that are made up of UDF Fields. These forms hold information
about the client that is not stored in other locations e.g. Credit Rating. To create a Client Other Details
Form, see the Administrator User Manual.

Case: |FLY0D1/0001 | 4| »| .. | sackFlynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

General | Anti Money Laundering | Financial | Client Records | Other Details | Activity | Client Contacts

Enter the Client's Credit Rating

Enter the Risk

Client Contacts

This screen will give all contact information for the Client. Contacts may be added, edited or deleted on
this screen by clicking on appropriate button at the bottom of the screen.

® Keyhouse Case Management 0 - Cusl ol - 2321 /73

Case Reports Phonelog Msnisn  Seup  Help

I nsert || ghange || pes I
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Chapter 8: Keyhouse Capture

How to Capture a Folder

1. Click Capture button on the Home tab in either the Case Diary or Task List. The U

following screen will appear. Capture
@ |- Keyhouse - Capture Documents - o EN|
Options ~A4mEYQ
= Of <o 5 B
/'* - é * ° @ }* CAUsers\Brenda\Documents
Select Select Assign Filtered Remove Create New Case
File Folder Docs Docs  fiter Shorteut Wizard
Capture Document Options Last Selected Folder Path
Select documents to capture Pane +
File Name Class Type Modified.
»| 4 (] Add-in Express 13Ju12015 ~
[ adsdoader oG 04 May 2...
[ adsregistrator LoG 25 Nov 2
4 [] B Camtasia Studio 06 Nov 2.
» [ B3 Custom Production Presets 8.0 16 Sep 20...
3 Media 16 Sep 20...
[ test TREC 06 Nov 2...
4 [ Creating Clients & Matters - iSpr. 010ct 20
3 audio 010ct 20..
3 bgaudio 010ct 20..
3 interactions 010ct 20...
» [ 63 quiz 010ct 20..
[ video 010ct 20
[ presentations XML 010ct 20..
] 010ct 20..
4[] Custom Office Templates 22 Apr 20...
[ Knowledge Articles - Template DOTX 16 Sep 20,
[ sprinttrainingtemplate DOTX 114ug 2
4[] Cyberlink 01 May 2.
r 1 Bl LacaiStorana 2 01 a2

2. Click Select Folder L
OK.

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

Browse For Folder “
DemoData £
4 | keyhouse

. client decuments
> | KHFramework_ManualCopy
> |J Programs
Standrad Documents
. KH Support
. khframework
. Programs

> 1. Standrad Documents

Make Mew Folder Cancel
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3. The Capture Documents screen will appear, listing the contents of the folder.

@ |- Keyhouse - Capture Documents - o EN|
LA | Cptions ~2@EYO

PER2TY QO @ 5

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

Ci\Keyhouse\keyhouse\Seanned Documents

Capture Document Options Last Selected Folder Path
Select documents to capture Preview Pane 1
File Name Class Type Modified...

»| 4 [ & Scanned Documents 04 May 2...

[ 20090720sharpscanner@key. PDF 19 May 2

[ 20090sharpscanner@keyhou PDF 16 Feb 20

(3 Letter from Doctor PDF 19 Jun 20..

[ Sharpscanner-2237 PDF 18 Jun 20..

[ sharpscanner@keyhouseie._... PDF 16 Feb 20..

[ sharpscanner@keyhouse.e._... PDF 19 May 2..

[ sharpscanner@keyhouse.e._... PDF 16 Feb 20..

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

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

[ sharpscanner@keyhousee_... .PDF 16 Feb 20..

[ sharpscanner@keyhousee_... .PDF 02 Jun 20...

[ sharpscanner@keyhouse.e._... PDF 19 Jun 20...

4. Click on each document in turn to preview and rename if necessary.

NOTE: The following symbols cannot be used when renaming documents: | \/<>:; *

W Tip: To filter a column heading:

= Move your cursor over the column heading a pin will appear. Type ¥

= (Click on the Pin for a list of filters available.

= Select the required filter. )
=  Click Remove filter on the Options tab to display all documents. Remre

5. Tick the box to the left of the file name.

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

7

NOTE: Documents can be imported individually or in groups by ticking the box to the left of the
document name. Alternatively, the contents of a folder can be imported together by ticking the box to
the left of the folder name.

W Tip: To exclude a file remove the tick.
To view the contents of a file, click on the view button ] to the right of the tick box.
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6. To capture the folder into a new case, use the New Case Wizard on the Options tab to set up the case
first. For further information on how to create a new case see Chapter 3.

7. Click Assign Docs to assign the documents in the folder to a Case, Handler and Action. The following
screen will appear.

Assign checked documents to Case/Matter “

Case/Matter BLAOOL/0002
Handler Admin v
Action Code
% pocumen tClass v
Assign Date Please select a date [OR] [ Use file date

Diary Description

Case: The Case will default to the current case. To select a different case, click the
browse button; this will bring up a matter list. Select the required case.

Handler: The Handler will default to the current handler; select an alternative from the
drop-down list, if required.

Action: Click the browse button for a list of incoming actions will appear. Select the
required action.

Description: Input a description in the Description box; if you leave this blank the document
name will become the description. This is used primarily when importing
multiple documents as a single action.

Capture Settings: Check the boxes as appropriate to:

= delete the Captured documents from original location;

= import documents to a single action (the alternative is that each document
will get its individual action in the case diary);

= mark as complete the action into which the document is to be captured;

= mark the document as having been generated.

W Tip: Click Save Settings to keep these settings for future documents captured.

8. The files will then appear in the case diary as a single action or multiple actions.
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How to Capture a File

1. Click Capture on the Home tab in either the Case Diary or Task List.
The following screen will appear.

~ 7B TO

2. Click Select File.

A Brenda
CFI- Deno Workflow

File pame: | Deed of Transler pelf )

13

4. Click on the file and click on the Open button. The chosen document will be listed on the left-hand side
of the Capture Documents window.

¥ tusars (\khdata) (M)
# keyhouse (\\brendspe) (T:)

File pame: Deed of Transter pof M

e
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5. Tagthe document to be captured. There will be a Preview of the document in the Preview Panel, on the
right of the window.
~E0 o I

— -zmrrol

7m0 @ 5%

6. If the document is to be captured into a new case use the New Case Wizard (on the right of the Options
tab) to set up the case first. For further information on how to create a new case see Chapter 3.

7. To assign the captured document to a Case, Handler and Action, click Assign Docs. The following
window will appear.

Assign checked documents to Case/Matter “
Case/Matter BLAOOL/0002
Handler Admin W
Action Code
L}) Document Class v
Assign Date Please select a date [OR] [V Use file date

Diary Description

Note: Leave description blank to use document name as the description

Capture settings Remove captured documents from original location Import documents to a single action

Set captured document as complete Set action as generated

Save Settings Ok Cancel

Provide the following information:

Case: The Case will default to the current case. To select a different case, click J
the browse button; this will bring up a matter list. Select the required case.

Handler: The Handler will default to the current handler; select an alternative from the
drop-down list, if required.

Action: Click the browse button for a list of incoming actions will appear. Select the
required action.

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

Capture Settings: Check the boxes as appropriate to:

= delete the Captured documents from original location;

= import documents to a single action (the alternative is that each document
will get its individual action in the case diary);

= mark as complete the action into which the document is to be captured;
= mark the document as having been generated.
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W Tip: Click Save Settings to keep these settings for future documents captured.
8. When finished click OK.

9. The files will appear in the case diary as a single action or multiple actions, depending on the options
chosen.
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Chapter 9: The Template Library

The Document Library allows the user to browse through case plans and to view precedent documents
prior to generating. This is helpful if the user is not familiar with the case plan and its documents.

How to Search for precedent documents

1. Click on Search/Open.

2. Click on Template Library the following screen will appear.

Home | Case

4 &

S

i All Matters
My Matters
{= Recent Matters
[=) Contacts
&, Associates
@) Advanced Search
# My Invoices

S %

MNew Case Copy Case Move Case Merge Case

s maintenance

\ Search/Open

Phone Log  Maintain  Setup

N
.
Conflict Search

ase related

&

letter

Work Flow

¥ | Circuit Court Civil Bill Procedure
Circuit Court Civil Bill Procedure
Circuit Court Civil Bill Procedure
Circuit Court Civil Bill Procedure
Circuit Court

) Circuit Court

“s My Cheques

: h} a Circuit Court
9P L
%% Phone Log Circuit Court
@ Firm Undertakings Circuit Court
3 strong Room Circuit Court
(@ Document Search Circuit Court
™ Template Library Circuit Court

ey e N S

Help

GoTo

Document
Code
CCECI01E
CCBC101C
CCBC102AB
CCBC103F
LITO83E
LIT090
LITog1
LITog2
LITog3
LITo94
LITog5
LIT0%6

Document Name Document
Class
Letter informing Appellant of adjourned date LTR
Letter informing Witness of adjourned date LTR
Letter to Counsel enclosing fees LTR
Letter enclosing request for Judgement by Default of Defence LTR
Letter to County Registrar to stamp Motion & Affidavit LTR
Ltr Serving Motion on Def LTR
Ltr Filing Affidavit of Service LTR
Ltr Serving CB on Def Solr (CC) LTR
Ltr Chase Def Solicitors LTR
Ltr to Client encl Notice of Part LTR
Ltr Cansenting to Defence by Def (CC) LTR
Ltr to Solrs encl Reply Partic (CC) LTR
Ltr Barrister encl Brief LTR
R s LW o

Document Description

| Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance

Letters/Interparty Correspondance

3. Input a key search word/s in the Search Box. The search results will update as you type.

4. Alist of precedent documents matching the criteria will be listed in the screen below.

How to sort Column Headings in the Template Library

1. Click on a column heading to sort by that heading e.g.

Work Flow

Work Flow T
-

2. To return to the previous listing order, right-click in the column heading and

select Clear Sorting from the pop-up menu.
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2] sort Ascending
£l sort Descending
8% Clear Sorting
= Group By This Column
Show Group Panel
Show Column Chooser
= BestFit

Best Fit (all columns)
Y Filter Editor...
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How to apply a filter

1. To apply a filter, move your mouse over the column
heading until a Pin appears; click on it for a list of

terms by which the records may be filtered.

2. Click on the filter required.

Work Flow ™

N

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

(alternatively, right-click the column heading and select Clear Filter from

the pop-up menu).
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Chapter 10: Conflict Search

What is a Conflict Search?

A conflict search is a search designed to alert the user to any potential conflicts of interest; for example, if
the firm is being asked to act for somebody who is/was an 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. If the current case is not the one on which you wish to do the Conflict Search, click on Search/Open on

the Navigation bar and search for the required case.

Home |Case Reports Phonelog Maintain  Setup  Help

8 & & ¢ 4
'y = [+ 3 [+ L /)
New Case Copy Case Move Case Merge Case | Conflict Search

Case maintenance Case related

GoTo

\ Search/Open

-

FLY0QO01,/0002 27 Jul 2015 14:35:15
ABADO1/0002 | 27 Jul 2015 14:34:55
TJFOO1,/0001 27 Jul 2015 14:28:45
BLADOT/0007 27 Jul 2015 14:24:39
BLADO1/0002 27 Jul 2015 14:24:32
BREOO1,/0001 27 Jul 2015 14:118:02

1= Recent Matters
) contacts

& Associates

& Advanced Search

£ My Invoices

“ My Cheques BES001/0001 21 Jul 2015 16:31:54
£ Phone Log AAADDT/0001 | 21 Jul 2015 12:55:18
@ Firm Undertakings ABADD1/0001 | 21 Jul 2015 11:52:18
(3 strong Room SIMO01/0001 21 Jul 2015 09:53:43
(@ Document Search BROOD1/0001 21 Jul 2015 08:44:21
Wr}' TJFOO1/0000 16,Jul 2015 16:23:06

2. Click on Conflict Search icon on the Case tab.
3. A Conflict of Interest Search window will appear.

4. The types of information you can search for are the
Name, PPS number, telephone number or address.

a. Click in the search box, input the first search
criteria e.g. Stephen Keogh

[ [stephen feogn 5 ]|

This will search for Stephen or Keogh anywhere.

To search for an exact phrase input the phrase in
quotes e.g. “Stephen Keogh”
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Code Last Accessed File Colour

§i All Matters
FLYD01/0001 |27 Jul201514:3520 |  |JackFlymn Sale of House at: 4 The Mews, Rathfarn...
I My Matters

TJ Fox Document matter
T W

MName Description

Jack Flynn Purchase of 16 The Haywain, Terenure,...
David Abraha.. HIPS Megligence - October 2010
TJ Fox Outstanding debt to PTSE Bank.

Gordon T. Bla... RTA Walkinstown Crossroads, G. Black
Gordon T. Bla... 2 Trinity Close, Rathgar, Dublin &

Mike Breeze Broken left leg.

Business Time... Lease of Unit 33, Eastgate Avenue, Dubli..
AAA Securitie.. | Landlord Dispute

David Abraha... Family Law

Bart Simpson Sale of House at: 4 The Mews, Rathfarnh...
Kevin Browne  Sale of 78 Somerset Road, Ealing, Lond...

Conflict of Interest Search

Case: CAMD91 /6001 - Tony _harie Campbell Sale & Brighton Square brive

Conflict of Interest Search

Search Names | | &
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b. To add a second criteria, click on the down arrow e Input the second search criteria. Repeat

this process for a 3™, 4™ etc. See the following example

Stephen Keogh ]

l213459CIF' ]

i"Kengh Hnldings"‘ ] <@

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

5. Click on the Search button at the bottom of the window.

6. A report will be generated listing any matches.

7. To save the results as an action in the case diary, click on Save.

Conflict of Interest Search

CSase: BOU001/0001 - Claire BourkesPersonal Injury at wark Back — modify search
ave
File Mams -

(,J Cancel
[Canﬂi::CfIn:srss:Rsp:\r:_Steprsn_hsagr'_an:_o:r'srs ]

% 1 /2 @8® 5% - = [  Find -

Conflict of Interest Report

Case: BOUDD1/0001 - Claire Bourke/Fersonal Injury at work

Searched name(s): | Stephen Keogh Date: 10 July 2011
2134590P
"Keogh Holdings™

[ Conflict of Interest Report ]

Case: BOUDD1/0001 - Claire Bourke/Personal Injury at work

Capacity Hame Other Details

Client stephen Keogh Address: 3a Main Street, Bray, Co Wicklow
Salutation: Stephen

Client stephen Keogh address: 1 Main street, Dublin

Principal: stephen Keogh
salutation: Mr Keogh

Matter IBS001 /0008 Address: Grangs House, Baggot Street, Dublin 2.
Intzmational Business Client Name: International Business Services Lid
Services Ltd -v- stephen
Keogh

Matter B5001 /0015 address: Grange House, Baggot Street, Dublin 2.
Stephen Keogh Client Hame: International Business Services Ltd

See the following example.
Date Time Handler | Synopsis

10 Mov 2014

20055

ADM

i Conflict Search

=l NOTE: The saved action is assigned to the Fee Earner of the case for completion. The results can be
viewed at any time by opening the report.

113



Keyhouse Desktop Chapter 10: Conflict Search
8. Click on Cancel to cancel the search at any time. The following message prompt will appear.

Conflict of Interest Search
a. To save click on Save the Search Results.

The Conflict Search results have notbeen saved to the current Case.

b. To discard click on Discard the Search Results.

Discard the Search Results Cancel

c. Click Cancel to cancel this message prompt and
return to the conflict of interest report.
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Chapter 11: The Strong Room
What is the Strong Room used for?

The Strong Room is used to keep track of the locations of physical items such as wills, deeds, tapes, share
registers etc. it records details of the physical storage location of the item, which client owns the item and
which case it is connected to.

The Strong Room also keeps a record of the date the item has been withdrawn and when it has been
returned and by whom. The history of the item is recorded for tracking purposes.

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

f# Recent Matters

1. Click on Search/Open on the Navigation panel. (The Strong Room for the current case 8 Contact
may be accessed via the Navigation panel in Client/Case.) oS

@} Advanced Search
% My Invoices
“¥ My Cheques

2. Click on Strong Room on the Navigation panel. The following screen will appear listing s phone Log

all items in your strong room. @ Firm Underiakings
[;)Strong Room

(‘@ Document Search
1 Template Library

Status | Open/Closed | Destroy Date

; Ay ‘
o000 [Rvooooot lcom s
Oo00r23126 | FENOOYODT Wit c

Agreeement for Turf Rights
. Dublin 6

3. Input the search terms. A list of items matching your criteria will be displayed in the window below.

Standard View T |
ftem Code | Matter Code | item Type | item Description Status | Open/Closed | Destroy Date
T J Abbott/Personal Papers.
DEE TAR001/0001 | DEE George Tarrant/Deeds for Commerical Premises i o 30 Jun 2014
ABBO010001 | ABBOD1/0001 | DEE George J Abbott/Title Deeds for second property ' o 18 Jun 2014
coatin ABB001/0004 | DEE George J AbbotTitle Deeds - Code CDA 1111 | o 08 Aug 2014

4. Click Cancel to clear the search results. D

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

1. [If the current case is not the case in respect of which you wish to add an item to the Strong Room, Click

on Search/Open on the navigation panel and open the required case.

Then click Strong Room on the Navigation panel.

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

appear.

Fields marked with an asterisk are required.

Needs Attention: Tick if the item needs to be

Item Type:

Item Code:

Client Code:
Matter Code:

Client Name:

Description:
Description:
Location:

Box No:
Search Code:
Fee Earner:
Entry Date:
Destroy Date:
Open/Closed:

Strong room - Add new File x

General | Item Diary | Client Info

checked.

Select the Item Type from the
drop-down list.

Input an item Code or if left
blank, the system will
generate a code. ] oo
See also Matter Code below. “&‘
If the code of the current —
matter is not displayed, or
you wish to select a different
matter, use the browse
button to browse the matter ox [ canl
list. | —
If the name of the Client is not displayed, or you wish to select a different client, use
the browse button to browse the client list.

Uses the Matter Description

Input a description of the item.

Select a storage location from the drop-down list.

Likewise, select a Box number from the drop-down list.

Input a search code

Use the drop-down list to select the Fee Earner with responsibility for the item.

The date on which the item was entered on the system: normally today’s date.

The date, if any, on which the item is to be destroyed.

This will default to open.

Needs Attention IN
Item Type * v item Code =
Client Code ABAOO1 Matter Code | AgA001/0001

Client Name David Abrahams Description | Family Law

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

| Destroy Date

Click OK to add the item to the strong room list.

GEHE\EW Diary | Client info
N T

Client Code

Client Name

= NOTE: The tabs at the top of the screen will vary depending on the Item Type chosen.

Strong rgom - Add new File

Strong room - Add new File x

ngam Diary | Client Info

Item Code = Item Code =

Matter Code

Description
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Entering Deeds in the Strong Room

1. Click to the Deeds tab.

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

2. Enter the address for the Deeds.

3. If the Deeds are being held on Accountable Trust Receipt, tick the Box.

Strong room - Add new File X
General | Deeds | Item Diary | Client Info

Deeds Address Accountable Trust Raceipt

Date v| DueDate V]

Comment

Property Owner

From Whom ¥

To Whom ¥

oK Cancel

4. Enter the required information.

5. Click OK.
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Entering Wills in the Strong Room

1. Click to the Wills tab.

General

Testator

Will Date

wills | item Diary

client Info

Strong room - Add new File

Executor 1

v Executor2

Est Estate

Date of death v

2. Enter the Testator and the Executors and the date of the Will.
3. The Date of death and the value of the estate can also be added.

4. Click OK.

Attach a Document to a Strong Room Entry

A copy of a documents can be attached to the Strong Room e.g. a signed copy of a will. This will make the
document easier to find in the matter.

1. Scan the document on to the computer.

2. Locate the entry in the Strong Room either in the Strong Room on the Search Open Screen or in the
Strong Room for the matter.

3. Open the Strong Room Entry by clicking Change File.

4. Select the Attachment/Document Tab.

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

Date Entered | Document Version | Doc Class | Track... | File Path
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5. Right click and select Add and then select Attachment

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

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

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

@ Add v [a [ Attachment I

B e |8 Linkto Folder

5 Delete

= Copy
Paste

@ iy

oK. Cancel

7. Click Open. The following dialog box will appear.

8. Select the appropriate Document Class and click Select.

9.

Document Classes x
* 7 XV @ Include Retired
Class Code Class Description Retired
GEN General N 2
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
CPI Cpinions N
PLE Plzadings M
REA Research N
REP Reports N
REQ Requisitions N
REV Revenue Form N
SHA Shareholders Agreement N
Qv wil N
v
< >
Select Cancel

It may be necessary to rename the document if it wasn’t renamed before it was brought into
Keyhouse. Right click on the item and select Edit. The following dialog box will appear.

Document Properties X

Details | File Information

Document Name: | sharpscanner@keyhouseie_20120926

Document Date; | 09 May 2016 b
Document Class:  |Will v

Document Type: |PDF

=

HEj oK Cancel
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10. Enter the correct name for the document and change the document class if required.

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

Document Manager

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

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

Yes No

12. Click Yes if you want the name of the document and action in the Case Diary to be the same.

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

Room.

How to Withdraw an Item

1. Open the Strong Room screen, search for and select the item you want to withdraw.

2. Click on the Withdraw file icon on the Home tab.

= Note if the Withdraw file icon is greyed out the item is
already checked out.

3. The system will ask for your password; input your username
and password.

4. A Withdraw File dialogue box will appear.
Provide the following information:
For Who:
Select the person to whom the item is checked out from

the drop-down list. Alternatively tick the Withdraw
Permanently if the documents are being released.

= Note if you tick the Withdraw Permanently it will not
be possible to replace the document. A new entry
will need to be created.

Comment:
Input a comment, e.g. why the item is being withdrawn.

=l Note the item will be signed out to you.

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 appear telling you where to find the item.

6. Click OK.
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How to Replace/Return an Item

1. Open the Strong Room screen, search for and select the item you want to
replace.

2. Click on the Replace File icon on the Home tab.

3. The following Replace File dialogue box will appear.

Strong Room - Replace File x

Item Code | 0000123131

Description | Gordon T. Black/RTA Walkinstown Crossroads, G. Black

Client Code |BLADO1

=l Note if the Replace File tool is greyed out the item is already checked in.

4. Select the physical location, e.g. Box 2, to which the item is being
returned.

5. Enter the Box No if required

6. Click OK. You will see a message asking you to place the item in the
selected location.

7. Click OK.

Delete a file

1. Select the item to be deleted.

2. Select Delete File from the Ribbon at the top of the page.

How to view the History on a file/item

Location  [File Room ~
Box No ‘ ‘
“ancel
Code | Location
BOX2 Box2
DUB | Dublin
OFF  Offsite
O CT—
Strong Raom - Replace File X

0123131

Item Code

Description | Gordon T. Black/RTA Walkinstown Crossroads, G. Black

Client Code | BLAOO1

Location File Room v
Box Na ‘ 2 ‘
oK Cancel
Strong Room - Replace File x

Please replace the item will of Kenneth Bunson to BOX2, Box No.4

Ok

1. If the Strong Room is not shown on the Navigation panel, click on Search/Open.

2. Then click on Strong Room on the Navigation panel to show the following screen listing all items in your

strong room.

® Keyhouse Case hanagement
Mome Case Reports Phonelog Maintain Setup  Help
- b
— : - - €
Prit | AddFle Change file DeleteFle | Withdraw File RequestFile | History Dian

s nem iy e iy

3. Search for the item required and select it.
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=l Note to add the Withdrawal Comment to the grid, see the section on Creating User Views in
Chapter 18 — Personalise your Keyhouse (p. 179).

4. Click on the History Tool on the Home tab. The following screen will appear showing 7%
the history of the item. kiston
Strong room - History X

[tem History | Attachment/Documents

By Who For Who Out Date Cut Time | In Date InTime | Comment Item Code

> 18Jun 2014  |17:0506 |18Jun 2014 |17:09:50 | Workonthe file | 0000123125
Brian Sweeney | Martina Wint... 18 Jun 2014 17:07:06 18Jun 2014 | 17:09:50 Working on the file | 0000123125
17:09:29 18 Jun 2014 | 17:09:50 working on the file | 0000123125

Brian Sweeney | Brian Sweeney 18 Jun 2014
today 0000123125

Brian Sweeney | Brian Sweeney 18 Jun 2014 17:10:13

5. Click Cancel to exit this screen.

Working with Documents Only

Add a file without using a Case

1. Click to Search/Open and select Strong Room from the Navigation {3 strong Room
Panel.

2. Alist of all documents held not related to a specific case/client will be listed.

® P —————————
Wome| Case Repors Pronelog Maimain Seup Help

2 8|&=r2

File  Delete File

Standard View

atn ATR

]

o Template Library

will for Jane Doe... | o

3. Alist of all documents held including documents not related to a specific case/client will be listed.

4. Complete the form as detailed in Add a file to a Case (p. 116). However, you will not be able to add a
Client/Matter details.
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strong room - Add new File X
General | Deeds | Item Diary | Client Info
ftem Type * Deeds v Item Code
Client Code Matter Code v
Client Name Description
Description * Tom Jones - Deeds for Property at 18 Rose Lawn, Blanchardstown, Dublin.
Location File Room v Box No
Search Code Fee Earner v
Entry & Destroy Date
Entry Date | gg aug 2015 v Destroy Date v
® Open () Closed
oK || cancel

5. It will appear in the list of documents without a Matter Code

6.

Standard View |

Attn ATR item Code Matter Code | Item Type | tem Description Status | Open/Closed | Destroy Date

ABCO0O ABBOO1/0001 | Papers | George J Abbott/Personal Papers l
v DEe TARD01/0001 | Deeds | George Tarrant/Deeds for Commerical Premises 1 o 30 Jun 2014

ABBOO10001 | ABBOO1/00D1 | Deeds | George J Abbott/Title Deeds for second property i o 18 Jun 2014
12345 Backup ... Friday 1 Backup | o 01 Jan 2020
AAADT0001 | AAADD1/0001 | Wills AAA Securities Ltd/My Will i ) 310ct 2014
AAAD010001 | AAADO1/0001 | wills AAA Securities Ltd/My Will 1 o 310t 2014
123123 AAAD01/0001 | Wills AAA Securities Ltd/My Will 2 o o
test OWE001/0001 | Deeds | Peter Owen/Test Deeds for Section 23 Property i o 30 Jun 2014
LEATETT EVEOD1/0003 | Lease A.. | Ever Green Insurance Corporation/Leasehold Agreeement for Turf Rights | o 18 Jun 2014
0000123124 | AAADD2/0002 | Compan.. AAA Worldwide Removals/Company Seal 1 18 Jun 2014

| A | 0000123125 | AAADD2/0002  Papers | AAA Warldwide Removals/Student Complaint File i 18 Jun 2014
0000123126 | FEN0O1/0001 | Wills Richard Fennell/will 1 18 Jun 2014
0000123127 Backup ... Year End Backup 2013 (SERVERO1) i 18 Jun 2014
D1234 CUL0D1/0001 | Deeds | Ann Marie Cullen/Deeds for 101 Dun Emer Drive, Dublin & i 30 Aug 2014
0000123128 | RYA02/0001 | Wills Margaret Ryan/Will which included additions for beneficaries i 18 Jun 2014
0000123120 | AAADD1/0001 | Compan.. | AAA Securities Ltd/Company Seal 1 19 Jun 2014
0000123130 Backup T...| Year end backup 2011 | 19 Jun 2014
oA ABBO01/0004 | Deeds | George J Abbott/Title Deeds - Code CDA 1111 1 0 08 Aug 2014
0000123131 BLAOO1/0001  Deeds | Gordon T. Black/RTA Walkinstown Crossroads, 6. Black i o

“ v 0000123133 ds Kevin Barrett/Sale of 1 High Street, Kells, Co Meath

I ‘ L' ________________________________|

0000123135 Wil for Jane Doe - Executed 1/12/15
0000123136 Deeds | Mr Joe Bloggs i )

b= w~mvwwwww~mn~wmmw~wwmq/|
It is also possible to see if the document is in or out the Strong Room.

=l NOTE: The process for withdrawing (p. 120) and Viewing the History of a document (p. 121) is the
same as the process already detailed.
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Time Recording in the Case Diary

Time can be recorded in the case diary in two ways: automatically using a timer or manually using a time
slip. Once time is recorded it is then posted to the Day Book and from there it is posted to the time ledger
of the case. Recorded time can be used for billing, reporting and productivity tracking.

Here are the two tools available in the Case Diary for recording time.

&/ The Timer Manual time slips
Start Timer Post Time

Both tools can be found on the Home tab.
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Home | Case Reports Phonelog Maintain  Setup  Help
fi® -~ 198
M — > -
f— J % /
MNew ltem » Print « | Capture Generate Complete ActiNg| Start Timer Post Time
Actions Documents Accounts
Case: | TJFOO1/0001 4P| .. | TJFox

o n 5

2, Client/Case
. Outstanding debt to PTSB Bank
Il case Diary
fj Document Manager
% Current Client Details =
Current Case Details % Date Time Handler | Synopsis

= Other Case Details B | 14 Jul 2015 1716 ADM Precedent Document
& fssociates R 14 Jul 2015 16:44 ADM Attendance Sheet
€Y Critical Information i 14 Jul 2015 1552 CN Create Vendor Instruction Sheet

u 5 5 ocument2_ By
4 13 Jul 2015 1510 CN D t2_2661_2662
il AjcLedger R i 06 Jul 2015 09:58 oM Conflict Search
il Time Ledger |16 Jul 2015 1548 CN Email To:training TT. training - Test Attachment
i Debt Ledger 13 Jul 2015 2:49 CN Email To:Brenda Hartley - Outgoing Email.
‘__‘ Eeserdledey ¥ |13 Jul 2015 12:35 CN Email To:Brenda Hartley - Outgoing Email with an Attachm
&) Undertakings h .
© 2 06 Jul 2015 1114 CN Draft Bill Draft Bill No: 286
o1 06 Jul 2015 10:23 MK Pass on Deeds onge House is sold.
M SUR00 ROOM gt g hraatl, g Bl i
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How to Record Time Using the Timer

The automatic timer may be launched by clicking on Start Timer on the Home tab in the Case Diary. The
user can easily manage and record time for several cases and tasks. The timer has a clock which can be
started and stopped for each task. From here time is updated to the day book ready for posting to the time
ledger.

1. Open a Case in the Case Diary [HBAUUWUUE 00=ﬂﬂ=53] A & x

2. Click Start Timer on the Home tab. A timer will appear displaying the current case reference.

3. The clock will automatically start recording. By having the box ticked the clock will follow you as you
move from case to case.

4. To pause the timer, click on the clock at the left of the timer. The
clock will stop and an orange symbol will appear next to it.

[ ABADO1/0003 00:01:49

5. To resume recording, click on the clock the clock will continue recording.

6. To move to another case in the case diary, search and open the case in the normal way. The timer will
automatically pause the current time recording and create a new time recording for the new case and
start the clock.

=l Note If you return to a previous case in your timer list the timer will continue the previous time
recording for this case.

=
[ FLY001/0002 00:04:08] Al §F == 18 X
Matter Code Time Client Mame | Matter Details Comment Date
TIFO01/0001 . | @ 00:30 TJ Fox TJ Fox Outstanding debt... | Dictation 27 Ju..
TIF001/0001 & 02:00 T Fox TJ Fox OQutstanding debt... General Advi... 27 Ju...
§ ooz GBS oo oo i Lo
FLY001/0002 - | @ 00:04 Jack Flynn  Jack Flynn Purchase of 1...

7. To expand the timer, click on Maximise. Ij

8. Torecommence a time recording for an entry already listed in your timer click on ﬁ- next to case
code.

=l Note if open the case in the case diary the timer will automatically recommence the active time
recording for this case.

=l Note the entry highlighted in Green is the active time recording.

=l Note the A button will ensure the timer turns on automatically when you open Keyhouse

[ FLY001/0002 00:04:08 Al §F == 8 X
Matter Code Time Client Name | Matter Details Comment Date
TIFO01,/0001 ﬁ. 00:30 | T) Fox T) Fox Qutstanding debt... | Dictation 27 Ju...
TJF0O1/0001 02:00 | TJ Fox TJ Fox Qutstanding debt... General Advi... 27 Ju...

: 0 BN e T
FLY0O01,/0002 - | & 00:04 Jack Flynn  Jack Flynn Purchase of 1...

9. You can amend the details and post this time now or later.

10. The time recording will remain in the Timer until you post it or delete it.
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How to Post Time from the Timer

1. Maximise the Timer screen. The following screen will appear. [Z]

[ FLY001/0002 30:1?:02] Al §F = I8 X
Matter Code Time Client Name | Matter Details Comment Date
TIFOO1 /0001 'ﬁ. 00:30 TJ Fox T Fox Outstandlng debt... Dictation 27 Ju...
ABADD1/0002 :ﬁ. 00:03 David Abr... David Abrahams HIPS N...

FLY0O01,/0002 & 00:17 Jack Flynn  Jack Flynn Purchase of 1... 04 A..

2. Double click an entry to add details for posting. The following screen will appear.

3. Input/Amend the following details as required: -

Matter:

Date:

Time/Charge:

Minutes/Hours/Days:

Hourly Rate:
Chargeable:

Task:

Comment:

timers.

Post Time: g x
The code of the current FLvaoi 0001 S
case is automatically e R
. . Administration Time
dlsplayed C“Ck the TDr2 R Carol Nolan % Retain selected Time Recorder
Select Matter button to oate 2 2010 g
bring Up the matter ||St Time ® Minutes o0& Units 0003 Hours [0:00 o Days 0.00 |3
R Time/Charge ® Time Charge
and select a different - e
case |f required. 0.0000 X 100.00 = 0.00 [¥/is Chargeable

Task v Suggested Narrative|

By default, the date the
time was recorded will
be shown. Change if
required.

Task not specified save And New | | Save | | Save &Finish | | Cancel

Use the option buttons |
to select whether this entry should be charged on the basis of time spent or as
a set charge.

This will show the time recorded and can be amended if required.
The hourly rate will display the default rate for this handler and case.
Check the box if this time is chargeable or uncheck it if it is not. This can be set

as a default setting by the System Administrator.

Use the drop-down arrow to select from a list of tasks.

Input a narrative to describe the time entry

Click on Save to save the changes or click on Save and Finish to remove the entry from the list of

=l NOTE: All entries in the Timer are automatically displayed in the Daybook ready for posting.
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How to Record and Post Admin Time Using the Timer

1. Open a Case in the Case Diary —————

ABADO1/0003 00:00:36 | || & = (8] X
2. Click Start Timer on the Home tab. The following timer will appear

displaying the current case reference. ABA001/0003 00:01:49

3. The clock will automatically start recording.

4. To pause recording click on the clock. By putting a tick in the box, == = IR
the clock will follow you from case to case, starting a new clock on | rerrmms '+ B ————
each case. T & I A e T e T

5. Expand the timer by clicking on Maximise. Ij

6. Select the required timer.

5. Double click the entry to amend, the following screen will appear.

Post Time B x ) Post Time o x
FLY001/0001 Select Matter|

Jack Flynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

‘Administration Time
Time Recorder Carol Nolan | [JRetain selected Time Recorder e 22 Jun2me
Date 22 Jun 2016 v L ® Minutes oS Units 000 3 Hours |0:00 B 0.00
T2 ® Minutes [ Units 000 ¢/ Hours |0:00 <l Days 000 Suggested Narrative,
Time/Charge ® Time Charge

Hours Rate Charge

0.0000 X 100.00 = 0.00| ¥/Is Chargeable

Task v Suggested Narrative|

Task not specified Save And New | | Save | | Save &Finish | | Cancel Task not specified Save And New | | Save | | Save & Finish | | Cancel

6. Put the tick in the Administration Time tick box. The screen will change displaying the following option:

Non-Chargeable Codes:  Select a non-chargeable code from the drop-down list; e.g. Training, lliness,

Holidays etc.
7. Save the changes
Save & New Will create a subsequent time slip for the same client
Save Will leave the time slip available on the list of timers for continued use

Save & Finish  Will complete the time slip and remove it from the list of timers

=l NOTE: All time slips will need to be posted at the end of the day.

8. The timer will automatically restart.
9. To amend, double click the entry in the Timer and amend the following details as required.

Date: Today’s date will be shown by default; amend if required.
Minutes/Hours/Days:  This will show the time recorded and may be amended if required.

Non- Chargeable Code: Select from the drop-down list to change the non-chargeable code.
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Comment: Input a narrative to describe the time entry

10. Click on Save and Finish. This time entry is then transferred to the daybook ready for posting to time
ledger.

(=] NOTE: You can record more than one non-chargeable time recording in your timer at any one time.

How to create an Empty Timer

At certain times, you may want to start recording without first selecting a case. It is possible to create an
empty timer which can later be allocated to a particular case.

1. Click to Time Costing on the bottom left of the screen and select Start Blank Timer.

Home| Case Reports Phonelog Maintain  Setup

- i i ‘, | [ 00:00:04 | A e
Print Mew Time Slip Start Timer Start Blank Timer Post Day Book
Day baok
2. To pause the timer, click on the clock.
=] NOTE: Itis also possible to start a new timer in an existing | [ aBaoov/0002 00:00:02 | | A + &> |
case.
3. Click on the Start timer tool on the Home tab. The current case ,
ABADOL/0003 00:00:36 v o= 8 X

will automatically be selected. This may have to be deleted.
4. Click on the Green Plus to add an empty timer.
5. Click on clock to start the timer.
6. To amend the entry, expand the timer by clicking on Maximise. D

7. Double click the entry to add details for posting. This will bring up the Post Time dialogue box (see How
to Post Time from the Timer, (p. 129 above), but without a matter code.

Post Time 0 x

Click here to select matter Select Matter

Administration Time

Time Recorder v
Carol Nalan Retain selected Time Recorder

Date 22 Jun 2015 v

8. Input/Amend the following details as required:

Matter: No case code will be displayed. Click the Select Matter button to bring up the
matter list and select the case to which the time is to be posted.

Date: By default, the date of the time recording will be shown. Amend if required.

Minutes/Hours/Days: This will reflect the timings recorded but can be amended if required

Time/Charge: Use the option buttons to select whether this entry should be charged based
on time spent or as a set charge.

Hourly Rate: The hourly rate will display the default rate for this handler and case.

Chargeable: Check the box if this time is chargeable or uncheck it if it is not. By default, the

box will be checked.
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Task: Use the drop-down arrow to select from a list of tasks.

Comment: Input a narrative to describe the time entry

9. Click on Save to save the changes or Save and Finish to remove the entry from the timer and post to
the daybook.

How to create a manual time slip

Post Time A x

FLY001/0001 |select Matter|

Jack Flynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

Administration Time

Time Recorder Carol Nolan Retain selected Time Recorder

Date 22 Jun 2016
Time Minutes 0o Units 0.00 (5| @ Hours |0:00
Time/Charge %) Time Charge

Hours Rate Charge
0.0000 X |100.00 0.00| s Chargeable

|Suggested Narrative

Task not specified Save And MNew | |§a:| | Save & Finish | |Qance| |

1. Open a Case in the Case Diary
2. Click on Post time on the Home tab to open a Time slip.

3. Input or Amend the following details

Matter: The case code will default to the current matter; to change the case, use the
select matter button to view the matter list and double-click the required case
to select it.

Date: This will default to the date the timing was recorded. Amend if required.

Minutes/Hours/Days: Input the amount minutes, hours, days etc.

Time/Charge Using the option buttons provided, set if the time recording is to be charged
by time or a set charge.

Hourly Rate: The hourly rate will display the default rate for this handler and case.
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Chargeable: Using the tick box provided tick if the time is chargeable or remove if it is not.
This will default to chargeable.

Task: Click on the drop-down arrow to reveal a list of tasks. Click the task required.

Comment: Input a narrative to describe the time entry

4. When all details have been entered click Save or Save and Finish. The time slip will appear in the
Daybook ready for posting.

How to create an Admin Time slip
1. Open a Case in the Case Diary
2. Click the Post time tool on the Home tab to open a Time slip.

3. Check the Administration Time box. The screen will change displaying the following option:

Post Time

Administration Time

Mon Chargeable Code

Time Recorder Caral Nolan

Retain selected Time Recorder

Date 22 Jun 2016

Time Minutes 000 S| ® Hours [0:00 s Days 0.00

|suggested Narrative|

: ‘,_ Task not specified Save And New | |§a:| | Save & Finish | |Qancel |

4. Add the following details:

Date: Today’s date will be the default; choose a different date if required.
Minutes/Hours/Days:  Input the number of hours, minutes, days etc.
Non- Chargeable Code: Use the drop-down list to select the non-chargeable code which applies.

Comment: Input a narrative to describe the time entry
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5. Click on Save and Finish. This time entry is then transferred to the daybook ready for posting to time
ledger.

=l NOTE: It is possible to record more than one non-chargeable entry in your timer at a time.

How to View the Day Book from the Timer

1. Open the Timer

2. Click on View All on the timer tool bar. EI

3. The Day book will appear.

@ Keyhouse Case Management  (Ch - Caot Nown - 3996 / 0 Y - o x

C: Carod Nolan | Friday. 31 July 2015 | 1554

My Day Book
Viewing the Day Book
1. Click on Time Costing on the navigation Bar the day book will appear listing all your unposted time.

2. Click on the required item.

W Tip: Click on a column heading to sort by that heading, e.g. Matter Code
How create a Time slip in the Day Book

1. Click on New Time Slip on Home Tab in My Day Book. The familiar Post Time dialogue box (see How to
create a manual time slip, p. 129 above) will appear.
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2. Provide details such as the matter, date, time, task etc. For further information see the section on How
to create a manual time slip, p. 129 above.

3. When all details have been entered click Save. The time slip will appear in the Daybook ready for
posting.

How to create an Admin Time slip in the Day Book

1. Click on New Time Slip on the Home tab in My Day Book. The Post Time dialogue box will appear.

2. Check the Administration Time box. The screen will change to display the options for Administration
time (see How to create an Admin Time slip, p. 130 above).

3. Complete the details of Date, Time, Non-Chargeable Code and Comment as above, How to create an
Admin Time slip, (p. 130).

4. Click on Save and Finish. This time entry is then added to the daybook ready for posting to time ledger.
How to amend a Time Slip

1. Click Time Costing on the Navigation panel.

2. Double click on the required time slip. The Post Time dialogue box will appear.

3. Amend as required.

4. Click Save.

How to Delete a Time Slip

Ay A
1. Click Time Costing on the Navigation panel. & Add
@ Edit
2. Right Click on the time slip you want to delete. @ Delete
©  Start Timer
3. Select Delete from the pop-up menu. You will be asked to confirm the _
. B GoTo Case Diary
deletion.
4. Click Yes.

How to Post the Day Book

1. Click Time costing on the Navigation panel

2. Click on Post Day Book on the Home tab: this will post each time recording to the time ledger of the
relevant case.
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Accessing the Time Ledger Screen

Viewing the time Ledger

1. Open acase in the Case Diary.

2. Click on Time Ledger on the Case Diary Navigation panel.

3. The Time Ledger will be displayed.

Current Profitioss: 5448723

{/}7 Tip: Click on a column headings to sort by that heading e.g. T/R (Time Recorder).

W Tip: you can also Start the timer and create a time slip using the Home tab on this screen. See the
previous sections for further details on how to record and post time.

How to Create a Draft Invoice from the Time Ledger Screen

1. Open acase in the Case Diary.
2. Click on Time Ledger on the Case Diary Navigation panel.

3. Click on Draft Invoice on the Home tab. The following Draft Invoice will appear.

=l NOTE: The current balances on the matter are displayed on the right of the screen.
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Draft Invoice M ox
‘}-? Ok Message:

Request Type: () Credit Note ® Invoice [ open Invoice [ gill Sent Invoice / Bill No: {not invoiced)
x Cancel
Matter Details
Matter: |FLY001/0002 4|»] .. ] sackFlynn Bills:  0.00
Fee Earner: | Carol Nolan A Outlay: 0.00
Client: 0.00
Description: |Purchase of 16 The Haywain, Terenure, Dublin & e
- O - Charges: 1,102.50
ate: |07 Aug 2015 hd Transfer To Pay
Choose report . Time (HH:MM): 721
Bill Layout v Bill To: Jack Flynn
4 The Mews
= Print Copy - Rathfarnham
Client | Dublin 6a
Our Ref: |CN Your Ref:
Write down Time to: | 07 Aug 2015 v

Invoice Details | Fee Earner Breakdown

Type Narrative Met VAT Value Fee Earner

Release

] Motify Release Inv

'21 Create FNL

}3=‘ Billing Guide

@ Matter Ledger | | Faes: Outlay: Miscellaneous Fees: VAT:

Bill Total:

Requested By: Carol Nolan Draft Number: (new)

Message: Input a message for the account department (optional)

Type:
Open Invoice:
Bill Sent:

Matter:

Description:

Date:

Transfer to Pay:

Bill to:

Our Ref:

Your Ref:

Invoice will be checked by default. Select Credit Note if required.
To create an open invoice, check the Open Invoice box.
Check when the bill is actually sent.

This will show the current case by default; to change, click on the browse button
to bring up the matter list and select a different case.

This will default to 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 client details will be shown by default, but the name
and/or address may be changed. Click the Client button to
revert to the client details.

This will default to the Fee Earner’s initials, but may be amended if required.

Input a reference if applicable.

Write down time to: Today’s date will be shown by default. You may choose a different date.
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4. The time and outlay to be included in the bill may be input using the Billing Guide Wizard or manually.

a. Using the Bill Guide Wizard

i) Click on Billing Guide at the bottom left corner to start the Billing TE_;\!' Billing Guide

Guide Wizard.

il§ F S
2 3 4
s 10 n
6 17 18
23 24 25

El |

. |

The left-hand column deals with time, the right-hand one withlmay. In each column, you may
select a date or enter an amount. Different dates may be selected for time and outlay. If you
select a date, the time (or outlay) will be written down to that date; if you specify an amount,
sufficient time (outlay) will be written down to make up the required amount, with the
remainder remaining unbilled and available for inclusion in future invoices.

The options for grouping time are:

= Single line of fees — the fee earners will not be listed individually.
= Group by Fee earner — the total for each fee earner will be listed on its own line.
= No grouping — each item will be listed as recorded.

If the box marked No Time/Fees is checked, no time will be included in the bill; all recorded time
will remain available for inclusion in future bills.

The options for grouping outlay are similar:
= Single Line of Outlays — a total figure for outlay will be given without listing items
separately. You can also run a report that will detail the individual items by clicking on the
Report Button.

el

© Matter * Handler * Dutiay * Description " Outstanding  Billiow = Sco Grabbit & Runne

Bill in Ful F

FLYTO1/0002 BH Total Fees 1,500.00 1,900.00 VAT No: 874667500

Date: 07/08/2015
InveiceNo: 0
JackFiynn OurRef: FLYD01/0002

4 The Mews
Rathfarnham
Dublin a

Date Billing Description Time NetFees VAT "g‘;';",: Net Outlay

OurRef YourRef
FLY001/0002 Purchase of 16 The Haywain, Terenure, Dublin 6

030772015 Demand & Draft Froceadings 0050 12500 2875
03072015 Attend: 00: 2 75.00 17.25

03072015 D Draft Frocsedings 03:01 45250 10208
030712015 __Court Attendance 02: 00 300.00 es.00

[BGDetail. DATE (DateTime)

Matter Totals: 0821 952.50 219.08 0.00

Het Grand Totals: 06:21 952.50 219.08 0.00
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= Group by Outlay Type — the outlay can be grouped to show the total for each type of
outlay, such as medical reports and stamp duty, if each item of expenditure has been
allocated to a type.

= No Grouping — each item of outlay will be listed in the order in which it was entered.

ii) Click Regenerate Billing Guide to

. Biling Guide Wizard %
continue to the next screen. Ee s
Matter: FLYOD1/0002 - Jack Flynn/Purchase of 16 The Haywain, Teranure,

Tirne to:  Friday 31 July 2015 Outlay to:  Monday 01 January 1900 Draft No: 287
Items

Th |S exam ple S hows no G rou p| ng on F ¥ action *Type * Matter * Handler  Outiay ¥ Description * outstanding * Bilbiow
hﬁ Bill in Full F FLYO01/0002 CN Demand & Draft Proceedings 125.00 125.00

H h f | y ) eill in Ful F FLY001/0002 o Demand & Draft Proceedings 45250  452.50

elt e€riees or OUt ays Bill in Full F FLY001 /0002 < Court Attendance 300.00  300.00
) Billin Full F FLYOD1/0002 N Attendance 75.00 75.00
E Don't Bill F FLYO01/0002 [<]] Court Attendance 150.00 0.00

iii) Items can be amended in this screen
below are a list of options:

How to Partially Bill an Item E—
Tatal Outlay:
®  Double-click the item to be Gt i
changed:
Biling Guide Wizard
. . . . . 7 Matter: FLY0O1/0002 - Jack Flynn/Purchase of 4 The Haywain, Terrenure, Bublin
Click the figure in the Bill Now e
Items
column and change the amount. = o el o e e

The Action will change to
Partially Billed.

®  Click OK to save the change.

How to exclude an action item from a bill
®  (Click the item to be excluded.

=l Tip to exclude more than one item hold down the CTRL key on your keyboard and
click on each of the items.

" Right-click the selection and choose one of the following STeTT—
commands from the pop-up menu: Ungroup Selected hems

Group all Fees and Outlays |

Group all Fees

° Do not bill Selected Items — the items will be excluded iy by oS |
. Group all Qutla
from the current bill only; e T

Group selected Narrative(s) |

° Exclude Selected Items from all Bills — the items will not | Greuwseictedvratteris
. . . Group Selected [tems
be included in any future bill. P |

Bill Selected Items
Bill All Items |
Do not bill Selected Items

To Add Grouping Levels Do not il Any lems

Exclude Selected Items from all Bills

Exclude All Ttems from all Bills |

Right click on an item and select the required Grouping option from the pop-up menu
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How to Drill down to view all items in a group

®  Click on a grouped item and select Drill Through from the pop-up menu.

Items
© Action & Type © Matter * Handler ° Outlay W Description & Outstanding © BillNow
||=. Bill [ IEII””IH - "PEUU‘I F0001 ES Total Fees 925.00 625.00
@ Bill1  pon'tBill LEUUHUUUW JP Pd Registered Post - letter to Landlord 5.60 5.60
Exclude frem all bills
[ oanoss |

®  The items of fees or outlay included in the group will be listed individually and may be
changed as described above.

“.:y = Back

Matter: GLE001/0001 - Charlie Gleeson/Lease of South West Georges Street

Total Fees

Items
* Action ‘A Type * Matter * Handler * Outlay i Description i Outstanding * BillNow
Eill in Full F GLEOO1/0001 BS File Review re counsels fees and our fees 42.50 42.50
Eill in Full F GLEO01/0001 BS Letter to client re instructions and section 95.00 95.00
Eill in Full F GLEOO1/0001 BS Letter to Noel Common SC 187.50 187.50
EBill Partially F GLE0O1/0001 BS Attendance on client 600.00 300.00

" Click the Back button to return to the previous screen.

iv) When complete:

®  Click OK to update the draft. A message will ask whether you want to recalculate the Fee
Earner Breakdown based on the changes to the Billing Guide. Click Yes to recalculate or No
if you do not wish to recalculate.

OR

Click the Add to Invoice button when you are ready to update the invoice. A message will
ask whether you want to recalculate the Fee Earner Breakdown based on the changes to
the Billing Guide. Click Yes to recalculate or No if you do not wish to recalculate.
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b. Adding a Line to the bill manually

Draft Invoice M x
|wi Ok ‘ Message:
> 4& | |Request Type ® Invoice [ open Invoice [ sill sent Invoice / Bill No:  (not invoiced)
Cancel ‘
Matter Details
Matter: |FLY001/0001 Jack Flynn Bills: 0.0
Fee Earner. |Carol Nolan v Outlay:  0.00
- Client: 0.00
Description: |Sale of House at: &N
4 The Mews Charges: 282.50
Choose report Rathfarnham .
! Dublin 6 Time (HH:MM): 1:53
Bill Layout v
— Date: |03 Jul 2015 v| [ Transfer To Pay
W i '
7=y Print Copy Bill To: Jack Flynn
4 The Mews
__ |Rathfarnham
| client | |publin 62
Cur Ref: [CN Your Ref:
Write down Time to: |03 Jul 2015 <
| . Release ‘ Invoice Details | Fee Earner Breakdown
[ Notify Release Inv Type Narrative VAT Value Fee Earner
Document Draftin 150.00 Carol Nolan
| &l create L ‘ _ Z
Phone Call 27.50 6.33 Carol Nolan
F Advice on Contract 400.00 92.00 Carol Nolan

i) Right-click in the Invoice Details screen to see the pop-up menu.

ii) Select Add a Bill Detail Line.

iii) On the Add or edit Bill Detail Line screen, input a narrative and amount and change the default
information as necessary.

Add or edit Bill Detad Line [ =
ack Flyan

Sale of House at: 4 The Mews, Rathfamham, Dublin &

® rees O outays O wisceineous outos | (gl

Fee Eamer: | Caral Molan
Nominsk: |Fees Issued - Carol Nolan v
Narrative: v] [l Add narrative

| Net: 000| VATCode: U [¥| VAT Value 0.00 | [ Gvernde VAT ‘

iv) Click OK to add to the invoice. Repeat the process for each additional line required.

c. How to amend the Fee Earner Breakdown

i)  Click the Fee Earner Breakdown Tab.

Add a Bill Detail Line
M Clear Bill Detail Lines

Invoice Details | Fee Earner Breakdown

Fee Earner Percentage Value VAT VAT Amount

The breakdown will have been calculated automatically, based on time charged in the invoice
in respect of each fee earner.

ii) To amend right-click and select Maintain Fee Earner Breakdown.
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iii) Inthe Edit Fee Earner Breakdown window, you may choose to edit the breakdown either by
percentages or values. Choose one or the other, then click in the relevant column to change
the percentages or values.

Edit Fee Eamner Breakdown x
Edit Breakdown by: | O Percentages O Values
Fee Earmner Percentage Value
Carol Molan 65.36797 867.76
Brian Sweeney 34.63203 450.74
Ok Cancel

iv) Alternatively, you may right-click on any of the fee earners and select the required command
from the pop-up menu.

v) If you select Add Fee Earner, you will be able to choose from a list of fee earners by double-
clicking.

vi) If you select Cut Fee Earner allocation for [Fee Earner Name], that fee earner’s allocation will
be removed from the breakdown

vii) In either case, you will be returned to the Edit Fee Earner Breakdown screen, where you can
alter the percentages or values as described in iii) above.

viii) Click OK to save the changes and be returned to the Draft Invoice screen.

5. Click OK on the left-hand column of the Draft Invoice screen to save the draft bill or Release to send to
accounts for approval.

6. The Draft Bill will appear as an entry in the Case Diary for future review.

Add Fee Earer
& Distribute Evenly

15 Nov 2014 14:03 CN Draft Bill Draft Bill No: 268 B el

‘ Cut Fee Earner allocation for: “Anne Mellon”

9 Revert to original

7. Toview the draft invoice, double-click the entry and amend as required.
Then click Release as in 5 above to send to accounts for approval.

8. Once the invoice has been released by Accounts the Draft Invoice will disappear from the Case Diary
and be replaced by the Invoice.

9. All draft invoices can be seen in in My Invoices on the Search/Open screen
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® Keyhouse Case Management (Ch - Cast e - 0938 /00 Basan:e ) - o -

Home Case Reports Phonelog Maintain Setup  Help

L. 4"

Add  Edit Delete A/c Ledger
88 Regustons

\ Search/Open  [Seineme z
4 AN Matters. Draft Invaices. m™
I by Maters

T Recent Matters
(8 comaars

& assocates

@ Advanced Search
#09 My Invoices

Matter Code 5ill Date. Addressee Address Type Total Drait No.

[ o sthiamham Dublin &2

Change the Billing Layout

1. Create the Invoice as normal

2. Click on the drop-down arrow to the right of Billing Layout

Draft Invoice A x

I« ok l Message:l |
x Cancel RequestType: @ Invoice [ ] Open Invoice [ Bill Sent Invoice / Bill No; (not invoiced)

— Matter Details

Jack Flynn B
Bills: 0.00
Vi [FLyoo1/0001 |

Outlay:  0.00
Handler: | Carol Nolan v -
Client: 0.00

Description: |Road Traffic Accident at Junction 9 on M50 |

Choose report

Charges: 525.00

Bill Layout [v] natar | $8 Oct 2016 1 Transfer To Pay Time (HH:MM): 145

name

bk Flynn

v " Rose Lawns

Bill Layout Version 2 v HlanchardslowH
—tublin 15

Our et Your Ref

Write down Time to: | 28 Oct 2016

Release
Invoice Details | Fee Eamer Breakdown

g Notify Release Inv Type | MNarrative MNet VAT Value Fee Earner

m Create FNL |*[F Total Fees 525.00 120.75 Brenda Hartley (]

— - i

._;?! Billing Guide

w
Matter Ledger Fees: | 525.00 Outlay: Miscellaneous Fees: VAT: [ 12075 Bill Total: | 645.75

Requested By: Brenda Hartley Draft Number: 275

3. Select the required Billing Layout and process the Invoice as normal.
Create a Billing Guide Report

1. Open acase in the Case Diary.

2. Click on Time Ledger on the Case Diary Navigation panel.

3. Select Billing Guide on the Home tab to bring up a screen asking for parameters for the Billing Guide

report. - -
p Billing Guide Report [ ]
Enter Parameters
Matter code FLY001/0001
To Date 10 Aug 2015
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a. Specify the date down to which the report is to be prepared
b. Enter the matter code. The current case will be shown by default

4. Click Run. The report will be generated showing the Billing Guide.

wDOC JPDF 2XLS

Soo Grabbit & Runne
Billing Guide Report As at: 31/07/2015

FLYDO01/0001 Jack Flynn
Sale of House at: 4 The Mews, Rathfarnham, Dublin &

Time Accum. Rate Accum 05

Charge

Date FE Comment Task Hrs:Min Hrs:Min g Charge Charge
030772015 CN Phone Call PHO o:n o:n 150.00 27.50 27.50 27.50
03/07/2015 CN Document Drafting DRA 1:00 11 150.00 150.00 177.50 150.00
03/07/2015 CN Phone Call PHO 0:10 1:21 150.00 25.00 202.50 25.00
03/0772015 CN Draft Bill No274 DRA 0:30 1:51 150.00 75.00 277.50 75.00
03/07/2015 CN Attendance ATT 0:02 1:53 150.00 5.00 282.50 5.00

TOTAL 1: 563 282.50

Summary WIP Fee Earner

Time

Fee Earner {Hrs-min] Charge
Carol Molan 1:53 232.50
WIP Totals 1:583 28250

Unbilled Qutlay

UnBilled Cumulative

Date Ref Narrative Qutlay UnBilled Qutlay

UnEBilled Total
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The Report may be exported to a Word document (DOC), PDF or an Excel
spreadsheet (XLS)

Additionally, you may use the toolbar to Print the report, Refresh it or Export it as a Crystal report, or
to Search for a word or phrase.

The Time Report

1. Click Time Report on the Navigation panel in Time Costing.
EN

Time Ledger for Fe between dates

e Time Costing

B My Day Book

=& Time Report Handler Code N El
wal My WIP by Bill Date From Date 01 Jul 2015
&l My Top wip T Date =
oA pashboard

Chargeable or NonChargeable Items

o

Input the parameters for the report: the Handler Code, and dates from and to which the report is to be
generated

2. Click Run. The report may be exported, printed or searched in the same way as the Billing Guide report
above.

..}
[ Lpoc || Lawor || [as | & | @

a8 ~|n 83,

Oata Dote - 10082915 393
From Date: 01072015
o Date: 31072015

8 88 8 88 8 8283

v wos ©0o0c=0+ =0 = =0 o mnSuwe

00
1
30
0”2
5
L3
E’}
o
00

Page1of2 | Main Report =209 o] ———

My WIP by Bill Date

1. Click My WIP by Bill Date on the Navigation panel in Time Costing.

WIP is Work in Progress i.e. unbilled time
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Soo Grabbit & Runne

Data Date - 10/0&/2015: 3:08

WIP for Fee Earner by Last Bill Date

started B:"; Bl Matter Client Name Description Client AIC wip
CN Carol Nolan
31/01/2012 ABBO002/0002 Abbie Lynch Share Holding Agreement 0.00 300.00
29/05/2014 AIG001/0002  Allied Investment Group Garry Barlow -v- Hired Talent Services 0.00 300.00
02/12/2005 BES001/0001  Business Time Limited Lease of Unit 33, Eastgate Avenue, Dublin 12. 0.00 301.20
03/07/2015 BRE001/0001 Mike Breeze Broken left leg. 0.00 675.00
20/092011 BRO002/0001 Thomas Brolin Legal Advice re Repatriation (200.00) 110.00
241052011 FIND01/0002  Finance Department Damages - 21 Main Street 0.00 6.00
02/07/2015 FLYO001/0001  Jack Flynn Sale of House at: 4 The Mews, Rathfarnham, Dublin 6 0.00 28250
02/07/2015 FLY001/0002 Jack Flynn Purchase of 18 The Haywain, Terenure, Dublin & 0.00 1.102.50
15/03/2012 LAW002/0001 Margaret Lawlor Debt collection against husband 0.00 10.00
02/05/2012 LOWO001/0001 Lowery Developments Receivership - Nama Properties 1 Sandyford Estate (2,100.00) 2,105.00
02/05/2012 LOWO001/0003 Lowery Developments Receivership - Nama Properties - Mo 3 Sandyford (925.00) 625.00
Estate
01/01/2010 QUIDDZ/0001  Niall Quinn Accident at work (2,000.00) 363.00
23/09/2010 SHA001/0003 John Shaw Jones Trust 0.00 49.50
06/07/2015 TJFO01/0001  TJ Fox Outstanding debt to PTSE Bank. 0.00 312.50
201
May
08/05/2010 12/05/2011 BLA001/0001 Gordon T. Black RTA Walkinstown Crossroads, G. Black 0.02 1,075.00
December
02/05/2012 311272011 LOWO001/0004 Lowery Developments Receivership - Nama Properiies - No &1 Sandyford (925.00) 192.00
Business Park
02/05/2012 314272011 LOWO001/0005 Lowery Developments Receivership - Nama Properties - South County Dublin (1,000.00) 66750
- Disputed
2012
January
02/05/2012  31/0172012 LOWO001/0002 Lowery Developments Receivership - Nama Properties No 2 Sandyford Estate (925.00] 225.00
March
10/11/2011  06/03/2012 LAWO001/0001 Liz Lawlor Advice re Inheritance tax (5,000.00) 147.00
2014
June
20/05/2011  19/06/2014 ABA0D1/0001 David Abrahams Family Law {7.737.17) 4.00
Chargeable WIP 9,961.70
Non-Chargeable WIP
Report WIP Totals : 9,961.70

* Non-Chargeable Time

2. The same options are available for printing, export and searching as in the case of the Time Report and
Billing Guide report.

@ view Resort ] (= [ o] |
fPoc LPDF A4S
e E =
~
Soo Grabbit & Runne
f Data Date - 12/11/2014:21:14
WIP for Fee Earner by Last Bill Date e b
sarted LSO yatter Client Name Description Client AIC wip
CN Carol Nolan
Da/05/2004 ABB001/0001 George J Abbott Sale 45 Somserset Road, Dublin & (345,000.00) 437.50
31/01/2012 ABB002/0002 Abbey & Procter Share Holding Agreement 0.00 300.00
02/12/2005 BES0D01/0001 Business Time Limited Lease of Unit 33, Eastgate Avenue, Dublin 12 0.00 161.20
24/05/201 FIN001/0002  Finance Depariment Damages - 21 Main Street 0.00 3.00
1112/2013 KEL002/0001 Sarah Kelly Purchase of Property 0.00 450
02/05/2012 LOW001/0003 Lowery Developments Receivership - Nama Properties - No 3 Sandyford (925.00) 500.00
Estate
01/01/2010 QUI0D2/0001  Niall Quinn Accident at work (2,000.00) 300.00
23/09/2010 SHADD1/0003 John Shaw Jones Trust 0.00 49.50
2009
April
03/06/2010  20/04/2008 QUI001/0005  Alan Quinn Sale of 12 Main Street, Bray, Co. Wicklow 0.00 £00.00
May
14/01/2011  30/05/2009 FIT001/0001  Scott Fitzpatrick Estate of Joan Fitzpatrick (480.75) 3.00
Chargeable WIP 2,358.70
Non-Chargeable WIP -
Report WIP Totals : 2,358.70
* Non-Ghargeable Time
v
>
Page1of1 | Main Report = O | 00| —t———
=l

My Top WIP

1. Click My Top WIP on the Navigation panel in Time Costing.
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Soo Grabbit & Runne
Top Work In Progress By Fee Earner Data Date - 10/082015. 9-42
Fee Earner - CN
i o and time
Matter Last Bill Date  Client Name Matter Description Client Aic wip
CN Carol Nolan
LOWO001/0001 Lowery Developments Receivership - Nama Properties 1 (2,100 00) 210500
Sandyford Estate
FLY001/0002 Jack Flynn Purchase of 16 The Haywain, 0.00 1,102.50
Terenure, Dublin &
BLAODO1/0001 12/05/2011 Gordon T. Black RTA Walkinstown Crossroads, G 0.02 1,075.00
Elack
BRE001/0001 Mike Breeze Eroken |eft leg. 0.00 675.00
LOWOD1/0005 311272011 Lowery Developments Receivership - Mama Properties - (1,000.00) 667.50
South County Dublin - Disputed
QUI001/0005 05/06/2010 Alan Quinn Sale of 12 Main Sireet, Bray, Co. 0.00 663.00
Wicklow
LOW001/0003 Lowery Developments Receivership - Mama Properties - (925.00) §25.00
No 3 Sandyford Estate
DEAOQ01/0001 03/08/2010 James Deane RTA Whites Cross, Stillorgan 0.00 375.00
QuID02/0001 Niall Quinn Accident af work (2,000.00) 363.00
TJF001/0001 TJ Fox Outstanding debt o PTSB Bank. 0.00 312.50
BES001/0001 Business Time Limited Lease of Unit 33, Eastgate Avenue, 0.00 301.20
Dublin 12
ABB002/0002 Abbie Lynch Share Holding Agreement 0.00 300.00
AIG001/0002 Allied Investment Group Garry Barlow -v- Hired Talent 0.00 300.00
Services
FLY001/0001 Jack Flynn Sale of House at: 4 The Mews, 0.00 282.50
Rathfarnham, Dublin &
LOWOD1/0002 31/01/2012 Lowery Developments Receivership - Mama Properties No (925.00) 225.00
2 Sandyford Estate
LOWOD1/0004 311272011 Lowery Developments Receivership - Mama Properties - (925.00) 192.00
No 81 Sandyford Business Park
LAW001/0001 06/03/2012 Liz Lawior Advice re Inheritance tax (5,000.00) 147.00
BROD0D2/0001 Thomas Brolin Legal Advice re Repatriation (200.00) 110.00
SHA001/0003 John Shaw Jones Trust 0.00 4350
TAL0D01/0001 16/11/2010 Deirdre Talbot Drunk Driving Arrest - 6th 0.00 4250
September 2009
SIMO001/0001 25/04/2010 Bart Simpson Sale of House at: 4 The Mews, 0.00 2550
Rathfarnham, Dublin &
LAWD02/0001 Margaret Lawlor Debt collection against husband 0.00 10.00
FIN0D1/0002 Finance Department Damages - 21 Main Street 0.00 6.00
ABAD01/0001 19/06/2014 David Abrahams Family Law (7,737.17) 4.00
FIT001/0001  06/06/2010 Scoft Fitzpatrick Estate of Joan Fitzpatrick (480.75) 3.00
Report Totals 9,961.70

2. The same options are available for printing, export and searching as in the case of the Time Report and
Billing Guide report.

KPI Reports

Key Performance Indicators Bl oty NI RN
1. Click Dashboard on the Navigation panel in Time Costing @ Keyhouse By FesEarner s
. For Fee Earner : Martina Winters (MW) Soo Grabbit & Runne
to See the Key Performance Indlcators report for the fee Time Recording (Hours) Fees Issued by Month Fees Year To Date

earner who is logged in.

2. Click on the figures in blue or red to view a sub-report
containing a breakdown of the details that make up that
figure.

sl Al Buent Cumec
My A ¥io

3. Inthe sub-report, click the Preview tab to return to the
main KPI report.

Value of Draft Invoices 2,461

E

The options to Export, Print and Search the KPI Report are
the same as those for the other reports described above.

Fees¥ID X I No. Undertakings Not Dischargedd .
No. Overdue Actions T
Key Performance Indicators Data Date - 0 No. High Priority OS Actions 26
Breakdown of Fees Issued Year To Date ko e s (U)o ol O o

For Fee Earner : Brian Sweeney (BS)

Entry Invoice VAT

Bill N
Date Matter Client Name Date Ref Value
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Chapter 13: Accounts
Account Functions in the Case Diary
View the Matter Ledger

1. Open acase in the Case Diary.
2. Click on A/C Ledger on the Case Diary Navigation panel.

3. The following screen will appear.

Home| Case Reports Phonelog Maintain  Setup  Help

Draft Invoice ﬁ s ] (@
= .
— = Request Cheque ‘l-5

Print Comment Set Client Reserve Client Balances Debtors Ledger
Accounts A/c Ledger
A~ = Case:  1BS001/0019 4| »| .. | International Business Services Ltd
2, Client/Case
R e -v- Fitzsimmaons Property Management plc

Il Case Diary

fj Document Manager

Date ¥ | Ref Narrative

& Associates * 30 Jun 2011 pe Pd Registered Post

€ Critical Information 03 Jul 2011 5012368 Pd Brady & Co Search Fees
12 Jul 2011 pc

id Ajc Ledger

ig Time Ledger
i Debt Ledger
i Reserve Ledger
&) Undertakings

Run a Report on client balances

1. Open acase in the Case Diary.
2. Click on A/C Ledger on the Case Diary Navigation panel.
3. Click on the client balances icon on the Home tab of the

Ribbon. The following screen will appear.

4. 1t will default to the current client; select a different
client from the drop-down list, if required.

5. A report will appear listing all matter balances for this
client.

145

Billing A/c

Pd Commissioner for Oaths swearing affidavit of debt

Outlay Afc

Strang R

= NOTE: For further information on the matter ledger see the SAM Accounts Manual.

5.50
57.50
40.00

Client Balance Report
Enter Report Criteria

From Client Code (Blank for all)

To Client Code (Blank for all)

As At Date 04 May 2016
Minimum Value (0 for All) 0

Open or Closed Matters QOpen

Show Details v

e‘JRun

gClose
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@ View Report ([ L
fDOC JLPDF XS
= =
"~
Soo Grabbit & Runne
Matter List
{Incl. Fwd Postings)
{Lasf Posting: 06092012
HAL002 Hire Banking Ltd Billing A/c QOutlay A/c  Client Cur. Client Dep.
0000 000D 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 0.00 0.00 0.00
Total Matters: 3 Total Balances: 6,619.38 0.00 0.00 0.00
* = Billed
W
Page 1of 1 Main Report =4 £ | 100%| —
How to set a reserve amount
1. Open acase in the Case Diary.
A . Set Client A/C Reserve X
2. Click on A/C Ledger on the Case Diary
Reserve
Navigation panel. 500000

Comment for Ledger

Reduced amount

3. Click on Set Client Reserve on the Home tab,
and the following screen will appear.

Ok Cancel

4. Input an amount and a comment.

5. Click OK; the reserve amount will then appear on the matter ledger.

How to add a comment

Add Comment x
1. Open acase in the Case Diary.

Date 15 Nov 2014 v

2. Click on A/C Ledger on the Case Diary Navigation panel.

Paying in Part Payments

3. Click on the Comment icon on the Home tab.

4. Inputacomment. Ok Cancel

5. Click OK; the comment will then appear on the matter ledger.
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How to Create a Cheque Request

1. Open acase in the Case Diary.
2. Click on A/C Ledger on the Case Diary Navigation panel.

3. Click on Request Cheque on the Home tab.

4. Input the following information: chease Reauest X
Bank: |Client Current Bank A/c v Date: | 04 May 2016 v
. Payee: |Brady & Co v|  value: 50.00
Bank: Select the required bank account
Fee Earner: |Carol Nolan v [v] Third Party
from the drop_down lISt' Narrative: |Pd Brady & Co v
Notes: |Search Fees
Date: Today’s date will be shown by Matter Detais
default. Change as necessary. vaten posomion______ P
F] FamityLaw
& (Client A/c) Outlay Code: |Search Fees ¥
Payee: Input the Payee’s name or select e .
from the supplier drop-down list. Client Current Ajc 7z
Ledger Narrative: |Pd Brady & Co v
Value: Input the amount of the cheque. pint ok | Cance Felezce

Requested By: Carol Nolan Req. No: (new)

Fee Earner: This will default to the current fee earner. Select a different fee earner from the drop-
down list if required.

Third Party: Check the box if this is a third-party cheque.
Narrative: Input a cheque narrative or click on the down arrow to pick from a list of narratives.
Notes: Input a note to the Accounts Department if required.

Matter: This will show the current case. To select a different case, click on the browse button for
the matter list and double-click the required case.

Notify Check this box if you want an email to be sent to the Accounts Department when the
Release: cheque has been released.
Ledger By default, to the cheque narrative will be shown but it can be amended either

Narrative: manually or by selecting from the drop-down list.

5. To release the cheque to accounts click Release. Alternatively, to hold the cheque in your cheque list
click OK.
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How to Create a Draft Invoice

1. Open acase in the Case Diary.
2. Click on A/c Ledger on the Case Diary Navigation panel.

3. Click on Draft Invoice on the Home tab while in

® Crf ok —

A/c Ledger. A Draft Invoice screen will appear. ,«(

=] NOTE: The current balances on the matter -
are displayed on the right of the screen. e R -

Message: Input a message for the
Accounts Department
(optional) g e
@ e
Type: Invoice will be checked ~oer
by default; select Credit _
. . Bl Mot Leger | | e [08] outiay: [5:09] Wiscelaneous Fees: [050] var: [900] 8ill Totak: [0.00
Note if required.

Open Invoice:

Check the box to create an open invoice.

Bill Sent: This box is to be checked when the bill is actually sent.

Matter: This will default to the current case; to change the case click on the browse
button to bring up a matter list and double-click the required case.

Description: This will default to the matter description to amend click in the input box
provided and amend.

Date: The date will default to today’s date but may be changed.

Transfer to Pay:

If this is checked, funds will be transferred from the client account to pay the
bill.

Bill to: The client details will be shown by default, but the name -
and/or address may be changed. Click the Client button to Client
revert to the client details.

Our Ref: This will default to the Fee Earner’s initials, but may be amended if required.

Your Ref: Input a reference if applicable.

Write down time to:

Today’s date will be shown by default. You may choose a different date for the
time to be written down to.

Insert the Bill Details: this can be done by importing time and outlays using the Billing Guide Wizard or
by manually inputting fees and outlays.
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See Chapter 12 (pg 124) above for particulars of how to use the Billing Guide wizard, manually adding
time and outlay to a bill.

My Draft Invoices

How to View My Invoices

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

2. Select My Invoices on the Navigation panel to display a list of your draft invoices.

Home Case Reports Phonelog Maintain  Setup Help
. .
FRE
Add Edit De\i‘t:r:\/( ledger
“«, search/Open Carol Nolan &
¥ All Matters Draft Invoices |||
f Recent Matters Matter Code Bill Date Addressee Address Type Total Draft No.
(&) My contacts » | GLED01/0001 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 0.00 265
@), Advanced Search GOR001,0001 15 Nov 2014 Noreen Gorman 22 North Circular Road Dublin 2 1 178.67 266
&% My Invoices GRE002/0002 15 Nov 2014 Roger Greene 33 Main Street Cork 1 774.90 267
‘& My Cheques 'GLE001/0001 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 1,143.36 268
¥ Phone Log GLE001/0002 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 4,981.50 269
f—\.Stmng Room BLADO1/0001 29 Oct 2014 Gordon T. Black 23 Ellis Park, Rathmines, Dublin 6. 1 0.00 264
(@ Document Seard
© rerptte Ly s
How to Add a Draft Invoice
1. Click Add on the Home tab while viewing My Invoices as described above.
2. Adraft Invoice will appear.
3. Complete as previously described in How to Create a Draft Invoice, p. 148 above.
How to Edit a Draft Invoice
o . (i) o x
1. Go to My Invoices as described above. v
2. Either select the invoice to be edited and click s
the Edit icon on the Home tab or double-click | ——— o
the invoice in the list. e
3. Edit the invoice as required.
4. Click OK to save the changes or click Release to — M. Photecoprngol e Tods cwoitian
save the change and send to Accounts for
approval. L
Mgl vter e | | s (555001 outy: (5506 iscetaneous Fees: [5350] vars (12535 il Tour [72038]

How to Delete a Draft Bill

1. Go to My Invoices as described above and select the invoice which is to be deleted.
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2. Click on Delete on the Home tab or press Delete on your keyboard; you will be asked to confirm the
deletion.

3. Click OK to delete.

F

How to Release a Draft Bill to Accounts

1. Go to My Invoices.

2. Double click on the invoice to be released; the draft bill will appear. 0 Layoun v

1]

3. Click on the Release button on the left-hand panel to send to Accounts for

approval.
How to Print a Draft Bill [
1. Goto My Invoices ]

2. Double click on the bill you want to Print; the draft bill will appear.
3. Click on the Print Copy button. i e

4. Click on Print located on the report toolbar to print the draft bill.

@) View Report — iy Wt @ = |
@POC LPDF 2X1S
28 -
rint
INVOICE @
DRAFT
Charlie Gleeson 13 Now 2014
South West Georges Street Dublin 2
Account Ref: GLE001/0001 Our Ref: TP
Invoice No: o Your Ref:
Lease of South West Georges Street Not Liable Liable
to VAT € to VAT €
Attendance on client 600.00
Letter to client re instructions and section 68 letter 95.00
File Review re counsels fees and our fees 4250
Letter to Noel Common SC 18750
Pd Registered Post - letter to Landlord 5.60
E&OE SUBTOTALS 5.60 925.00
925.00 @ 23.00 % VAT 212.76
Add rotal not subject to VAT 5.60
INVOICE TOTAL: 1,143.36

Credit Notes

If a Credit Note is required, please contact your Accounts Department. Credits notes will have an impact
on all billed time related to the original invoice regardless of the value of the credit note.
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My Cheques
How to Create a Cheque Request

1. View My Cheques as described above.

Cheque Request it =
Bank: v| Cerr Date: | 24 Aug 2016 v
2. Click Add on the Home tab. 7 vae
[ client Paymen it
Fee Eamer: |Brian Sweeney v [ Third Party
3. Input the following information:
Matter Details
Matter: |ABB002/0003 40 .
Bank: Select from the drop-down e
“St Power Of Attorney
Date: Today’s date will be shown
by default; change as
required. et G
Print Ok cancel | [ Notify Release | Release

Requested By: Carol Nolan Reg. No: (new)

Payee: Input the Payee’s name or select a supplier from the drop-down list.

Value: Input the amount of the cheque.

Fee Earner: This will default to the current fee earner. Select a different fee earner from the
drop-down list if required.

Third Party: Check the box if this is a third-party cheque.

Narrative: Input a cheque narrative or click on the down arrow to pick from a list of
narratives.

Notes: Input a note to the Accounts Department if required.

Cheque Payment: Tick box if Payee is to be paid by cheque

EFT:

Matter:

Notify
Release:

Ledger
Narrative:

click OK.

Tick box if Payee is to be paid the Electronic Funds Transfer

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.

Check this box if you want an email to be sent to the Accounts Department when the
cheque has been released.

By default, to the cheque narrative will be shown but it can be amended either
manually or by selecting from the drop-down list.

4. To release the cheque to accounts click Release. Alternatively, to hold the cheque in your cheque list
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How to View My Cheques

1. Click on Search/Open on the Navigation.

2. Click on My Cheques on the Navigation panel. A list of your draft cheques will be displayed.

Home Case Repomts Phonelog  Maintain  Sewp  Help

3. To view the request, double click on the required line.

How to Edit a Cheque Request

1. View My Cheques as described above.
2. Select the cheque you want to edit.

3. Click Edit on the Home tab.

4. Make the required changes.

5. Click OK to save the changes or Release to save the changes and send to Accounts.

How to Delete a Cheque Request

1. View My Cheques as described above.
2. Select the cheque you want to delete.

3. Click Delete on the Home tab.

How to Release a Cheque Request

1. View My Cheques as described above.
2. Double click on the cheque you want to release.

3. Click on the Release button at the bottom right of the Cheque Request dialogue box.
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How to view the A/C Ledger

1. View My Cheques as described above.

2. Click on the A/c Ledger icon on the Home tab. The accounts ledger will be
displayed.

Case: | BLA0O1/0001 | Gordon T. Black

RTA Walkinstown Crossroads, G. Black

Date Ref | Narrative
12 May 2011 pc Stephen Keogh Senior Counsel Fees

30 Apr 2010 pc Pd Commissioner for Oaths

30 Mar 2010 pc Pd Swearing fees

02 May 2012 d Lodged fees

18 Apr 2012 inv 321 Invoice: Fees:50000 Outlay:0 VAT:13800

19 Jun 2010 5887 Pd Mr Gordon T Black settlement less fees as agreed
20 0ct 2011 500818 Pd cLENT

30 Jul 2010 500178 Pd Gerdon T Black balance due to dlient

24 Apr 2010 2390 Pd Dr Simon Young Medical Report

15 Mar 2010 2266 Pd PIAB

12 May 2011 218 Invoice: Fees:635 Outlay:379 VAT:133.35

12 May 2011 218 To Invoice 218

12 May 2011 218 To Invoice 218

12 May 2011 218 To Invoice 218

12 May 2011 218 To Invoice 218

30 May 2010 1739 Lodged settlement agreed

10 Jun 2010 1654 Lodged on a/c fees & vat

20 0ct 2011 123456 Lodged part payment on a/c

26 Oct 2011 1234545 ill from Airtricity

o7 s 2015 e
Cllent e Reserve
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|A/c Ledger
Tel: 014766666
F/e: BS
Biling A/c | Outlay Afc | Client Deposit A/c
Current
3,230.00
55.00
24.00
(73,800.00)
73,800.00
12,548.00
2,036.72
37530
250.00
50,00
1,147.35
(250.00)
(@4.00)
(50.00)
(13,750.00)
(1,210.00)
(1,000.00)
106.61
‘ 14735 H 3,336.61 H 0.02 H D.DD‘
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Chapter 14: The Debt Ledger

How to View the Debt Ledger

1. Open acase in the Case Diary.

2. Click on Debt Ledger in the Case diary navigation panel. The Debt Ledger will be displayed.

How to add the original debt

1. Open a debt case in the Case Diary.

2. Click on Debt Ledger on the Case diary navigation panel. The following screen will appear.

Case: |FLYD01/0001 4 Jack Flynn

Sale of 10 Rose Lawn, Blanchardstown, Dublin 17
Original Debt Amount
Interest To-date Post Interest
Recoverable Cost To-date 0.00
Start Date 12 Feb 2016
our ref Matter Status

User3 Charge Arrangement  NIL

Description

Method Type Paymen

principal Paid | Interest Paid

Cos

Tel: 01-569 7412
Ffe: CN

Total Collected To-date  0.00 Post Payment

Outstanding 0.00

Posting | o

Remitted | Held Date o

eeeeee

3. Input the Original Debt amount.

4. Click the check markm beside the amount to confirm.

Note: The Balance of Debt will update automatically as postings are made.

How to Post a Payment

1. Click on Debt Ledger on the Case Diary navigation panel.

2. Click Post Payment.

Criginal Debt Amount 50,000.00

Interest To-date 2,652.05 Post Interest

Recoverable Cost To-date 60.00 Post Costs

Qutstanding 47,112.05

Input the following information on the Post Payment dialogue box:
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Post payment b
Payment | Properties | Allocation
Matter Code IBS001/0001
Date 04 May 2016 w| Transaction Date |04 May 2016 v
Reference 1425
Type Direct Payment v
Payment Method | Cheque v
Value 305.00
Principal Paid 250,00 Principal Status | part Payment v
Costs Paid 50.00 Costs Status Part Payment v
Interest Paid 5.00 nterest Status Part Payment v

Description Paid | 3 of 5 payments

Save Cancel
Date: The date will default to today’s date; amend if required.
Reference: Input a reference.
Type: Select the payment type from the drop-down list.

Payment Method: Select the payment method from the drop-down list.
Value: Input the amount of the payment.
Principal Paid: Input the amount of the payment to be allocated to the principal.

Principal Status:  Select the Principal Status applicable from the drop-down list.

Costs Paid: Input the amount of the payment to be allocated to costs.
Costs Status: Select the Cost Status applicable from the drop-down list.
Interest Paid: Input the amount of the payment to be allocated to interest.

Interest Status: Select a status from the drop-down list.

Description: Input a description for this payment.
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Post payment x
Payment | Properties | Allocation
Entry Date 13 Jun 2016 v
Enter By CN
Posting Ref 45
Remitted
Date Remitted v
Held Date v

Bounced

Save Cancel

Entry Date: The date will default to today’s date.

Enter By: The handler code will be entered by default.
Posting Ref: The next reference in the sequence will appear.
Remitted: Automatically populated.

Date Remitted: Enter the date the payment was received
Held Date: Used for the Revenue Module only.

Bounced: Tick if the payment is returned unpaid by the bank.

3. Click OK to post the payment. The debt balance will update.

= NOTE: Allocation relates to the Revenue Module only.

How to Post Interest

1. Click on Post Interest.

Post Interest x

Calculate Interest Based On The Following

Maonthly v
Rate at 5.00%
From 01 Jan 2016 v| Te |31 Mar 2016 v
On 1700.00
Description 15t Quarter

Calculate Interest | 355 g

Save Cancel
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2. Input the following information on the Post Interest dialogue box:

Term: Select Monthly, Yearly etc. from the drop-down list.

Rate at: Input the rate of interest

From: Input the start date or click the down arrow to select from the calendar.
To: Input the end date or click the down arrow to select from the calendar.
On: Input the amount on which the interest is to be calculated.

=l NOTE: Once the information is provided the interest will calculate automatically and will then be
displayed in the Calculated Interest box.

3. Click Save to post the interest and the balance will automatically update.

How to Post Recoverable Costs

1. Click on Debt Ledger on the Case Diary navigation panel.

2. Click on Post Costs.

Post Costs »

Matter Code |ggop1,0001

Date 04 May 2016 | ] Charge Cost To Client

Costs 100.00 | Client Charge 50.00

Description  |Fees

Save Cancel

3. Input the following information on the Post Costs dialogue box

Date: The date will default to today’s date amend if required.
Costs: Input an amount for the cost or select from the drop-down list.
Description:  Input a description of the cost.

Charge cost Check the box if the cost is chargeable to the client
to Client:

157



Keyhouse Chapter 14: The Debt Ledger

Client Charge: Input the amount of the cost chargeable to the client.

4. Click Save to post the cost, the balance will update.

How to Amend an Entry

1. Click Debt Ledger on the Case Diary navigation panel.
2. Double click on the entry you want to amend.

3. Amend as required and click Save to post the change.

How to Print a Debt Ledger Report

1. Click on Debt Ledger on the Case Diary navigation panel.

2. Click on Print on the Home tab. The following dialogue box will appear.

3. Click on the Run Button a report will be generated see the following example.

Debt Costing Ledger EEN

Enter Parameters

Matter 185001/0001

gyfun wClose

Dl Costing Ledger

e WG et Beistein T L

4. Click Print on the Report Toolbar to send the report to the printer.
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Chapter 15: The Reserve Ledger

The reserve ledger is used in litigation and medical negligence cases to make provision for awards of
damages.

How to View the Reserve Ledger
1. Open acase in the Case Diary.

2. Click on Reserve Ledger on the Case Diary Navigation panel. The Reserve Ledger will be
displayed.

Specia Future Praperty | Other ontributory | Ca Defendant
s |Damages Specials  Damage | Damages | Negligence | Libili

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.

Input an estimated amount and description for each of the following that applies:

General Damages
Special Damages
Future Specials
Property Damage
Other Damage

Next, estimate, and input a description for, the following, which are expected to reduce the client’s
liability.

Contributory Negligence
Co Defendant Liability

Finally, input an estimate of the Costs.

The Damages Total, Reserve Total (Damages Total less Contributory Negligence and Co-Defendant
Liability) and Estimate Total (Reserve Total plus Costs) will be calculated automatically.

Click OK to add the entry.

How to Edit an Entry

4.

Click Reserve Ledger on the Case Diary Navigation panel.

Select the entry you want to edit, then click Edit on the Home tab. The Reserve Ledger — Insert
dialogue box (see above) will appear.

Make the required changes.

Click OK to save the changes.

How to Delete an Entry

1.
2.
3.
4,
How to Print the Reserve Ledger
1.
2.

3.

Click Reserve Ledger on the Case Diary Navigation panel.

Select the entry you want to delete, then click Delete on the Home tab.

You will be asked to confirm the deletion. confim Belste

Click Yes to confirm. \d Are you sure, you want to delete?

Click Reserve Ledger on the Case Diary Navigation panel.
Click Print on the Home tab.

A report will run; to print the report, click the Print icon on the report toolbar.
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Chapter 16: Phone Log

Viewing, Searching and Sorting the Phone Log

How to view the Phone Log

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

2. Click Phone Log on the Navigation panel.

~
S5PRPEDR

3. The Phone Log will open displaying all recorded calls.

W Tip to refresh the phone log click Phone Log on the Home tab.

Search the Phone Log

1. Open the Phone Log.
2. Click in the search box.
3. Input the search terms.

4. To clear the search, click the Clear button to the right of the search box. Ij]

How to Sort the Phone Log

1. Open the Phone Log. [¥8]  sort ascending
£l sort Descending
2. To Sort by column click on a column heading, e.g. Name. 2 clear sorting
= Group By This Column
Show Group Panel
3. To clear the sort right, right-click on the column heading and select Clear chow Column Chooser
Sorting from the pop-up menu. B eestri
Best Fit {all columns)
? Filter Editor...
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How to Filter the Phone Log
1. Openthe Phone Log

2. To filter move your mouse over the column heading until a pin appears.

Case Code Date Mam SLLES Message
-
v TJFOO1/0001 06 Jul 2015 LB Caller: PTSE - Branch Manager Branch Manager called t
Mon blank: . . _—
J TJFOO1/0001 06 Jul 2015 TJ Fox (Non blan S_J J Spoke with solicitors for the Building Society to try and
" AAA Securities Lt "
4 03 Jul 2015 Mike \bbie Lynch Caller: Mike Breeze Wants to discuss settlement options
Abbie Lync
f 03 Jul 2015 Jack 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 1 27 May 2014 Allied | Claire Bourke Alan phoned regarding uncompleted claims form
v 20 May 2014 Angel{ David Abrahams Phone lender for redemption statement - Any note
4 19 May 2014 Paul O David Bloggs v Phane buyers' solicitors, check buyers' full names
4 19 May 2014 David Phone lender for redemption statement
v 0% May 2014 Paul Duggan BS Phone buyers' solicitors, check buyers' full names
J DUG001/0001 07 May 2014 Paul Duggan BS Phone lender for redemption statement

3. Click on the pin to see a list of filter options click on the required filter.

4. To clear the filter, select (All) from the filter drop-down menu (alternatively, right-click the column
heading and select Clear Filter from the pop-up menu).

How to Group column headings in the Phone Log
1. Open the Phone Log.
2. Right-click on a column heading to see the pop-up menu.

3. Select Group By This Column from the menu. The following example shows the results.

Case Code Name 4 | Date Message
v | » Who: AM

» Who: BS
» Wheo: CN

r

0001 Claire Bourke 24 Oct 2010 Telephone Attendance
000

Claire Bourke 17 Jul 2

(=]

10 Telephone Attendance
/ SMI0O1 /0001 Smith & Green 20 Jan 2011 Caller: john smith - harry rang re contracts
» Who: MK

» Who: MW
» Wheo: SK

4. To remove the grouping, if the Group Panel is hidden, right-click on a column heading and select Show
Group Panel from the pop-up menu.
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5. When the Group Panel is shown, right-click on the column name in the Group Panel.

Group Panel
L1 Full Expand

Full Collapse

[

d Sort Ascending

Wi

B P
—

-—

Sort Descending
» WI

r Wi Ungroup

fl od

r Wi

Hide Group Panel

r WI Show Column Chooser

]

> WI Best Fit (all columns)

Group Summary Editor...

-(I

Filter Editor...

6. Select Ungroup from the pop-up menu.

How to add a phone message

1. Open the phone log.

2. Click Add on the Phone Log tab.

Add Phone Log - X
N e %
Date 10 Aug 2015 v| Time |11:49
Priority High @ Normal Low
Whao v
Motify v
Caller Answered

Message

Send Email Ck Cancel

Input the following details on the Add Phone Log dialogue box:
Case Code: By default, this will be ZZZ777/7777, which is used for messages that are not
connected with a case. To select a case, click on the browse button and search for

the required case.

Date/Time: This will show the current date and time; amend if required.
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Priority:
Who:

Notify:

Caller:
Message:

Answered:

Select the priority of the message (High, Normal or Low).
Who is the message for. You may select from the drop-down list.

To notify somebody else, in addition to the addressee of the message, select from
the drop-down list.

Input the caller’s name.
Input the message.

Check this box only when the message has been answered; when it is checked, the
message will not appear in the addressee’s task list.

3. Click OK. The message will appear in the selected person’s task list.

4. To send an email click Send Email.

How to edit a phone message

1. Inthe phone log, select the message you want to amend.

2. Click Edit on the Phone Log tab.

Change Phone Log ( 1880) *®
Case KEL002/0002 .. | SarahKelly
Debt Collection
Date 21 May 2014 A 14:41
Priority High ® Normal Low
Who Carol Nolan v
Notify v
Caller Louise Answered
Message
Caller: Louise

Send Email Ok Cancel

3. Amend as required.

4. Click OK to save the changes.
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How to delete a phone message

1. Open the phone log.
2. Select the message you want to delete.
3. Click Delete on the Phone Log tab. You will be asked to confirm the deletion.

4. Click Yes.

=l NOTE: If you delete a message it will be removed from the system completely.
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Chapter 17: Closed Cases
How to Search for Closed Cases

1. Click on Search/Open on the Navigation panel.
2. Select All Matters on the Navigation panel.

3. Click the View icon on the right of the window. The

Closed Cases

Standard View is shown by default.

Open Cases
Closed Cases

4. Select the required View Open and Closed Cases
e Closed Cases to search only closed cases
e Open Cases to search only open cases.

e Open and Closed Cases to search both lists.

5. Input a search term in the search box; the search will update as you type.

How to view the Archived Diary & Ledger of a closed case

1. Search for the closed case as described above.
2. Double click the required case to view the Case Diary.

3. Click on A/C Ledger on the Navigation panel to view the archived ledger.

= Note no amendments can be made in the Case Diary unless the case is reopened.

How to reopen a closed case

1. Search for the closed case as described above.
2. Double click to open in the Case Diary.
3. Click on Current Case Details on the Navigation panel, to see the Current Case Details screen.

4, Select the Archive Tab in Current Case Details.

Current Case Details x
[
Client Code | 200001 Description | Share Agreement

Matter | 000

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

Closed date 03 Sep 2009 [V Closed

5. Uncheck the box marked Closed. The case is now reopened.
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How to close a Case

Before archiving a matter ensure that all balances are nil, all time is posted to the time ledger and all tasks
in the Case Diary are marked as complete.

1. Click on Search/Open on the Navigation panel.
2. Select All Matters on the Navigation panel.

3. Search for the case in the normal way.

4. Double click to open in the Case Diary.

5. Click on Current Case Details on the Navigation panel, to view the Current Case Details screen.

Current Case Details »

Client Code | FLyp01 Description Purchase of 16 The Haywain, Terenure, Dublin &

Matter 0002

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

Fee Earner Carol Molan “| File Ref FLY002/001

Secretary Anne Mellon v

Partner Stephen Keogh v

Department Conveyancing v

Work Type Purchase ~ Mark as Important Statement
Old Reference | FLYDO1/001 Branch Dublin Office v

Case Plan & status

Case Plan/Type | Property Purchase v | File Colour ¥ | |Clear
Case Status Loan approval received ¥|| Record No
File Number:362 oK Cancel

6. Select the Archive Tab. This will be greyed out if you don’t have the required permissions.
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7. Check the box marked Closed.

Current Case Details *®

Client Code | FLy0O1 Description Purchase of 16 The Haywain, Terenure, Dublin 6

Matter 0002

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

Closed  Originally closed on
Date File Closed

Location W

Archive Location

File Barcode No

Box Barcode No

Expected Destroy Date v
Actual Destroy Date v
Destroyed by hd
File Number:362 OK Cancel

8. If the case cannot be closed because there are uncompleted tasks or there is an account balance, a
warning message will be displayed, giving the reason why the case cannot be closed.

You cannot close this case at this time

This case has outstanding balances
This case has outstanding Case Diary entries / Tasks

ok

Or

If there is unposted time or there are charges outstanding, an alert message will be displayed. In this
case, you may proceed with the closure of the case or Cancel it.

About to close this case

There is Time outstanding on this case

Ly

v There are Charges outstanding on this case

Are you sure you want to close this case at this time?

Close the case Cancel
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Chapter 18: The Brief Wizard

This tool automates the task of generating a brief to counsel, saving you time. It amalgamates all the
required documentation in chronological order into relevant sections, complete with a cover page, table of
contents and pagination.

Important Steps for preparing your Brief

1. Review your documents in the Document Manager and ensure the necessary files are classified and
the Document Date is correct as it will be in your brief. See How to reclassify Documents and How to
change the Document Properties (p. 80)

2. If you cannot view or open a document from the Case Diary or Document Manager screen you will not
be able to use this document in your brief.

3. Once you begin to generate your Brief you should not use your PC for any other purpose until the brief
is completed. Several different programs will be used to generate the brief and running another
program is likely to cause disruption to generation of the brief.

4. Please review the earlier part of this chapter (Document Manager, particularly p. 77 above) for details
on how to rename and reclassify a document.

If you need assistance adding Document Classes, please contact your Keyhouse administrator or
support@keyhouse.assist.com

Assembling a Brief
1. Open a case in the Case Diary.

2. Click Document Manager on the Navigation panel.

@ Keyhouse Case Management (< - Cari o - s N o G E

Case Reports Phonelog Maintain  Setup  Help

- @ @ @ o w . | Use adobe PDF Viewer = o4
print .

Export ta PDF | Start Timer Post Tin

emailll compile arie]
et

Case: |BARD02/000 LS Kevin Barrett Tel: 01-569 1458

Sale of 1 High Street. Kells, Co Meath e N

Letter to Local Authority

A.‘-"JT}'E'-'JET:'.TJT}

ett nstitution

(= % % o

™

Time Costing

| O Carol Nolan | Monday, 30 Nevember 2015 | 14:38
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3. Click Compile Brief on the Document Manager Home tab.
4. The Brief Assembly Wizard will start with a welcome screen. Click Next to continue.

5. If Brief templates have been set up on the system, you may either select one or check Do not use a Brief
Template.

MNew Brief Wizard e

Keyhouse Briaf Assambly

Using a Brief Template

Brief Template Type Sequence Section
Booklet of Title (] -1 Interparty Correspondance
Personal Injury Litigation L 3 Pleadings
L 4 Reports

[ Do not use a Brief Template

Cancel Previous Mext

6. There are three options for populating the brief with documents:

MNew Brief Wizard x

@) Keyhouse Wriet Assambly

Populating the Brief

) Do not copy any documents into the Brief ?
® Copy documents into the Brief when their Class matches a Brief Section ?
) Copy all documents into the Brief and create Sections as required ?
*You can manually Drag and Drop documents listed under “Mot induded in this Brief” into your Brief after completing the Assembly Wizard

Cancel Previous MNext

= Do not copy any documents in the brief:- No documents will be added to the brief automatically
but you will be able to drag and drop documents from the Section Not included in this Brief into
the appropriate section.

=  Copy documents into the brief when their Class matches a brief section: Any document whose
Document Class matches a section of the Brief will automatically be copied into that section.

=  Copy all documents into the brief and create sections as required: Sections will be created for each
Document Class which applies.

170



Keyhouse Chapter 18: The Brief Wizard

W Tip: for further information on each option click the question mark icon beside it.

5. Click Next to continue to the Brief Information screen.

MNew Brief Wizard

. I( h Brief Assembly
ey 0 u S e Wizard

Brief Information

Title: Brief for Beeblebrox v Dublin Bus

Author: Brian Sweeney

Description: |Brief for Beeblebrox v Dublin Bus

Location: \WWkeydev020\c\keyhouse\client documents\BEEOD1,0008

Created: 06 Jan 2015
Published: 06 Jan 2015

Cancel Previous Mext

You may accept the default information or amend as required.
6. Click Next to continue to the final screen of the wizard, which will contain a summary of the options

you have selected. You can make changes by checking and unchecking the boxes or click Previous to go
back to an earlier screen.

New Brief Wizard %
Ready to create Brief
Artion
O Do NOT copy the most recent Brief for this Case
Use Brief Template: Personal Injury Litigation
Copy Case Documents into the Brief if the Brief contains a Section that matches the
Document Class
Brief Title: Brief for Beeblebrox v Dublin Bus
Brief Author: Brian Sweeney
Cancel Previous Finish
7. When you are satisfied, click Finish.
Keyhouse Case Management  (CN - Carol Nolan - 0424 / 03:05)
Home| Case Reports Phonelog Maintain  Setup  Help
& Use Adobe PDF Viewer | [ Stav in oriainal section | T i E W Z:* o ;‘ .:'.) r’z Open in Ward
i Ry -
Show Preview ! - i - E [.
Create List = New Brief Open Brief Re-order Brief Properties Finalise (Re)generate E eenlinfadobe
preview Drag and Drop Bt Secions | Bt Tempates i Bt
" p Case: |FLY001/0001 4. Jack Flynn
&, Client/Case 2
Sale of House at: 4 The Mews, Rathfarnham, Dublin &
I case Diary
{0 Document Manager Brief: Brief for Sale of House at: 4 The Mews Rathfamham Dublin 6 Brief Sections
&a Current Client Details
Current Case Details
¥ Other Case Details Type  |Document Name Class Document... | Action Pri... | Action Type
& Associates N

» Section: 001 - Client Correspondence (3 documents)
& critical Information ) Section: 002 - L S ®

. b Section: 999 - Documents Not Included in this Brief (25 documents)
@ acredaer
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8. The sections in the brief will be displayed.

Brief Home tab

The Home tab in the Brief:

Home | Case Reports Phone Log Maintain  Setup  Help

Add _ X — —
1 ¥ Use Adobe PDF Viewer | [] Stay in original section + :/:' i - £ ._) rh'_.ﬁ Open in Word
A \ [ [ Y = _

Show Preview @ - Adob
Start Timer Post Time Create List = New Brief Open Brief Re-order Brief Properties Finalise (Re)generate pen in Adobe
Accounts Preview Drag and Drop Brief Secfions | Brief Templates This Brief
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Brief Sections

How to Add a Section
1. Click Add on the Home tab.

Brief Section x

2 Name the new section Section Nam | [New Section)

Ok Cancel

3. Click OK.

4. The new section will appear in the Section list.

How to amend a Section Name

1. Click Brief Sections on the right of the brief screen

Case: |BEE0OO1/0003 4| | .. | Zaphod Beeblebrox
Beeblebrox v Dublin Bus

Brief: Brief for Beeblebrox v Dublin Bus

Type Document Mame Class Document...

»| P Section: 001 - Client Letters
b Section: 002 - Documents
b Section: 003 - Engagement Letters
b Section: 004 - Instruction Sheets
b Section: 005 - Letters/Interparty Correspondance
b Section: 006 - Memo
b Section: 007 - Motion papers

Brief: Brief for Beeblebrox v Dublin Bus Brief Sections

2. Alist of sections will be expanded. ST @
Pin to

¥ Cover Letters

W Tip: To Show the list permanently click | ' P
the pln Client Letters

Documents
R Engagement Letters
3. Select the section you want to rename.

Instruction Sheets

Letters/Interparty Correspondance

4. Click Name on the Home tab. Alternatively,
right-click the section and choose Section
Name from the pop-up menu.

hMemo

EEEEEEE

Motion papers

Documents Not Included in this Brief

5. Name the new section and click OK to

Conﬁr‘m_ Type Document Name Class Document...
»| b Section: 001 - Client Letters
» Section: 002 - Documents

b Sartinn- 02 - Fananamant | attare
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How to delete a Section

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 173 above).
2. Select the Section you want to delete.

3. Click Delete on the Home tab. Alternatively, right-click the Section and choose Delete Section from the
pop-up menu.

Delete Brief Section?

\a Are you sure you want to delete Section "Cover Sheet"?

4. A message will ask you to confirm the deletion.

5. Click Yes.

How to change the order of Sections

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 173 above)
2. Select the section you want to move.

3. Use the buttons on the Right Click Menu to change the position of the section in the brief.

F Move to Top Move the selected section to the top of the list of sections.
4 Move Up Move the selected section up one position.
+ Maove Down Move the selected section down one position.
¥ Movsw Bemom  Move the selected section to the bottom of the list.
Mavwe Section

How to Move a document to a different section

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 173 above)
2. Pin the Brief Sections so that they remain visible.

3. Inthe lower part of the window open the section containing the document which you want to move,
by clicking on the arrow to the left of the section.

Section T

¥ Cover Letters

Client Letters

Documents

Engagement Letters

Instruction Sheets
Letters/Interparty Correspondance

Memo

EEEEEEE

Mation papers

Documents Mot Included in this Brief
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4. Drag the document to the upper part of the window and drop it into the required section. In the
example above, one might select the document Terms of Engagement and drag it into Instruction
Sheets (which is selected in the upper part of the window).

Type Document Name Class Document...

» Section: 001 - Client Letters ~
b Section: 002 - Documents
» | 4 Section: 003 - Engagement Letters

|’Il_: Terms of Engagement Engageme.. 30 Sep 2014
b Section: 004 - Instruction Sheets

b Section: 005 - Letters/Interparty Correspondance

How to flag as a Cover or Main

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 173 above).

2. Select the section required.

Add
3. If the section is already designated as a Cover section, Click Make Main on gmme
the Home tab to make it a Main section. This command toggles between 9 Deters
Make Main and Make Cover, depending on how the selected section is & Make Main
designated. Brief Sections

(=l Main sections are included in the Table of Contents; Cover sections are intended to contain cover
letters and similar preliminary material.

Brief Options

Save current Brief as Template
1. Click Create on the Brief Templates section of the Home tab.

2. Edit the details in the dialogue box Create a New Brief Template

Create a New Brief Template x
Based on Briet Brief for RTA Brennanstown Valley Roundabout

Title: Erief for RTA Brennanstown Valley Roundabout

Author: Carol Nolan

Description:  Brief for RTA Brennanstown Valley Roundabout

Ok Cancel

By default, the template title will be the same as the title of the Brief on which it is based. As it is to be
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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. Open a case in the Case Diary.

2. Then click Document Manager on the Navigation panel to view the Document Manager.

3. Click Compile Brief on the Home tab in Document Manager. The Select Brief screen will appear.
Select Brief

{Right-rlick far Optinns)
=

7
| e

New Brief Open Brief

X

Title Description

4 T Brief for Sale of 2 Trinity... Brief for Sale of 2 Trinity Close, Rathgar, Dublin &

ok Cancel

4. Select the brief to open and click Open Brief.

5. To see when the brief was last updated, right click on the Header Row and right click.

Select Brief

{Right-click for Options)
= =
| e/

Mew Brief Open Brief

Title Date Desrrintinn

n )
= 3 sort Ascendiny .
+ Brief for Road Traffic Ac... | 25 Oct 2016 m Zl g ction 9 on M50

Z] sort Descending

Group By This Column

Show Group Panel

Show Column Chooser

0f@]m o

Best Fit

Best Fit (all columns)

]

Filter Editor...

OK Cancel
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6. Select Last Updated and drag to the Header Row, placing it in the required location.

Select Brief X

{Right-click for Options)
a7
| e

Mew Brief Open Brief
Title Date Last Updated Description

4 m Brief for Road Traff... | 25 Oct 2016 25 Oct 2016 Brief for Road Traffic Accident at Junction 9 on M50

OK | cancel |

E Note if you are already working in the brief screen, you may click Open Brief on the Home tab.
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Generate the Brief

e Before you generate the Brief, if you have any Microsoft Office applications running (e.g. Word, Excel,
PowerPoint etc.), save your work and close the application(s).
FAILURE TO DO THIS MAY RESULT IN LOSS OF DATA.

e Once you begin to generate your Brief you should not use your PC or laptop until the brief is
completed. Keyhouse calls on a number of programs during brief generation and trying to view/use
another program will cause disruption to the brief.

How to (Re) Generate a Brief
1. Click (Re)Generate on the Home tab.
2. The Brief Generation Wizard will start.

The system may select some documents for pre-
processing and ask if you want to select others

which have not automatically been selected. The

automatically selected documents cannot be
unselected but you may tag others for pre-
processing by checking the box beside each.

Click Next.

Brief Generation Wizard X

Keyhouse

The following documents will be pre-processed before the Brief can be generated

Brief Generation
Wizard

The system has identified documents that have never been pre-processed and it has selected them for you. These must be pre-processed now
and you cannot deselect them.

You can select documents that were not selected by the system. These documents wil be pre-processed again. This may be necessary for
images or PDF documents if the resolution and colour depth settings are not to your liking. You can change these settings on the next screen,

[mpE

Section

¥ Cover Letters

] client Letters

Letter to Client
Letter to Client
Letter to Client

Letter to Client

Wl Documents
‘

Affidavit of Debt DMD

Cancel

Select the print quality and colour depth required.

Brief Generation Wizard

Keyhouse

Brief Generation
Wizard

Brief Generation
Wizard

— Print Quality
) 72 DPI - Suitable for Text documents

Keyhouse

@ 150 DPI - Text and Drawings
) 300 DPI - Photographs and fine/detailed drawings

As rendering the documents will demand a lot of your PC's resources we
recommend that you choose the higher resolution values ONLY for documents that
really require detailed reproduction.

— Colour Depth
) Monochrome - plain text
)16 bit - line drawings

@ 256 bit - photographs

As rendering the documents will demand a lot of your PC's resources we
recommend that you choose the higher colour depth values ONLY for documents
that really require detailed reproduction.

) True Colour - high def photographs

[E]  use Outlook to convert MSG files

Check the box to use Outlook to convert MSG
files.

Click Next. A screen will show the progress of
the document pre-processing.

When pre-processing has been completed,
you will have the opportunity to set the print

order of the brief, the contents and position

Brief Generation Wizard

e

Brief Generation
Wizard

Keyhous

Print Order

-] i opion aows you o overice th xter i which Socuments spper i th et

’7 (Order Documents as specified during Brief

Page Footer and Table of Content

Depending on your PCs printer drivers, the page numbsring can sometimes appear oo far down the page. If that happens adjust the location of the page

No offset number and other foeter information here.

Page i Footer Font
Section - Desc - Page ~ ~ size: |7 =| [ Bold
Include Totals B no footer

O Left-Align TOC columns

Cancel Previous Next
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of the footer and the alignment of columns in the table of contents.

= The documents in each Section may be printed in ascending date order, in alphabetical order by
filename or in the order in which they were added to the brief while it was being assembled or

maintained.
= The footer offset is the minimum number of lines that must be maintained between the i"”%ﬁ
footer and the physical end of the page. 1line
I
= The options for page numbering in the footer are: 2 e

e Page: Only the page number is shown;
e Section — Page: The section number and the page number are shown; Page

e Section — Desc — Page: The section number and description, and the page ;’agf .
ecton - Fage
number are shown.

Section - Desc - Page
Check the box to include totals (e.g. “Page 5 of 158”).

Page Mumbering

= You can set the footer font size and weight, or provide that there should be no footer.

=  You may check the box to Left-Align the Table of

Print Order
Contents columns; if you leave the box unchecked, Order Documents as specified during Brief Maintenance 1
the page numbers will be right—aligned. Order Documents as specified during Brief Maintenance
Order Documents by File Date in each Section
Crder Documents by File Name in each Section

7. When you have selected the desired options for the print order of documents, the contents of the
footer and the table of contents, click Next.

Select your Output

8. You will now choose the type of output. The options are a Produce a PDF Document (optimised) v
Word document, a PDF, or both. You may also choose to Produce a Word Document
produce a folder of documents instead of a single Produce s POF Document
d t Produce both a Word and a PDF Document
ocument. Produce a PDF Document (optimised)

9. Click Finish. The brief will now be generated. This may take some time to complete.

Setting your Preferences

Users can set system preference on their computers. To do this:
1. Go to the Setup Tab and select Personal Settings

2. Select Preferences

Keyhouse Case Management (TN - Caroll
Home Case Reports Phone log Maintain | Setup | Help

d & = @ B = & 9@

User Setup | Administration ¥ Case Work Flow Setup UDF Form Details  Client Other Details Document Assists  Personal settings ¥ | Keyhouse Control Settings  Pac
Administrator Systern

[ |

S
&

B All MAnftare Code Last Accessed File Colour Mame Desc| Preferences  Label Printer Setup  Change Password

1|

\ Search/Open
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3. The following screens will appear.

Preference

Main Application User Preferences | Other User Preferences | Views

Show notification to open case diary attachment
Use enter in search boxes VI

Launch alarm system at startup

Allow spell check I
Show application closing prompt v
Disable animated images (spinning clocks, etq)

Scan capture rename the source file name
Run local version
Completed action ignore what's next prompt

Font size adjustment < > (100%)

oK

Show start up page % Restore “Do not show again® prompts

Cancel oK Cancel

X Preference x
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 c Current WIP Limit
OS 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. Among the options that can be set up are:

Main Application User Preferences
Show Start up Page

Use Enter in Search Box

Show Application closing prompt

This will give the user the Start-up page which will allow
the user to select the area of Keyhouse they wish to go to
went the open the system i.e. Case/Open, Task or My
Overview

This will require the user to click Enter to start a search
after the key words have been entered

When the user click the X to close the system, a prompt
will appear asking if the user wants to exit the system, log
on as a different user or cancel.
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Scan Capture rename the source file name  This will allow the user to rename a document in the scan
capture folder with the name given to the document in

Keyhouse.
Restore ‘Do not show again’ prompts Will restore all prompts that were previously deactivated.
Other User Preferences
Remember Sync Document Name with When you tick this box, it will allow you to automatically
Subject Line rename a document if you change the name of an action
and vice versa.
Show Case Associative Contact Details This will allow the user to see any contacts within an
associate on the Associates Screen on the Case/Matter
Retain Last Matter Search To ensure that the Advanced Search screen keeps the last

search entered, tick this box.
Allow focus to the top after completingan  To ensure that the curser stays at the top of the Case
action Diary when an action is completed, tick this box.

Views

When a user changes the view on a screen the view will stay as the user moves from matter to matter
until the user changes it again. On this screen the user can choose to have the screen revert to the
default view as they move from matter to matter.

5. Set the Preferences required and click OK.

Creating User Views

Keyhouse gives you the option to change the views on screens to allow you to find and see information
more easily. It allows the user to create views tailored to their requirements. All new views must be
saved or they will revert to the original view when you leave the screen. View can be created where ever

you see this icon.

Creating a View

1. Go to the screen where the view is to be created

me Costing
| CH: Carol Notan | Thursday 21 January 2016 | 1519
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2. Make the changes to the screen:

To remove a heading no longer required, click on the heading and drag it off the Header Row.

To add new headings right click on the Header Row and select Show Column Chooser. All available
headings for this section are list here.

®

Home Case| Reports Phonelog Maintain Setp  Help

& Associates
@, advanced Searc

ds B Show Group Panel

ATl Show Column Choaser

gtond 5 pest Fit

Column Chooser n
3. Select the required heading and drag it to the Header Row ensuring it is place e ”
between existing headings. Use the blue arrows as a guide. g
File Number
id -
old Ref
E 3 Phane No. v
Code Last Accessed Manfhone No. | Description
L8 BAROO2,0001 21 Jan 2016 14:27:05 Kevin Barrett Sale of 1 High Street, Kells, Co Meath

FLY0O1,/0001 21 Jan 2016 14:16:23 Jack Flynn RTA on Ferrybank Duel Carrageway
ABB0OO1,/0005 17 Dec 2015 11:27:55 George J Abb..  RTA The Rise, Stillorgan
BEC001/0001 30 Nov 2015 16:42:16 | Angela Beck Sale of 56 Church Street, Rathgar

4. To reposition a column, click on the column and drag it to its required location, again using the blue
arrows as a guide.

5. Once all required headings are in position, click on the view button ' in the top right corner of the
screen.

6. Right click on View and click on Add or Edit.
7. In the Name box enter the name of the view.
8. If the view is to be the default view, click the Default box the select Add View.

=l Note if you have Administration Rights you can make the view available to all users by clicking

Shared View.
Name: | My Open Cases Default || Shared View |Add View|
View Default Shared
Open Cases 4 A
Closed Cases A
Open and Closed Cases O
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=] Note It is also possible to filter by headings and save the result as a view.

Change a View

Make the required changes.

Click on the View Icon

Right click on the View to be changed and select Add or Edit
Click Change View.

| Mame: | My Open Cases v| Default Shared View |Change View,

PwnNPE

View Default Shared

My Open Cases v/
Closed Cases (4

Open and Closed Cases 4

Open Cases v (4

v

. This will update the view for future use.

Delete a View

1. Go to the View icon and select the view to be deleted.
2. Right click on the view and select Delete this View.

Made a View a Default View

1. Go to the View icon and select the view required as a Default View.
2. Right click on the view and select Make this your default view.
3. This view will be the view visible each time you return to the screen.
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Chapter 19 — Closing Case Management
Closing Keyhouse

When closing the Case Management system, the options the user gets depends on the Preferences set.
1. To close the system, click on the X in the top Right Corner of the screen.

2. The following screen will appear

y
0 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 will appear

-
Q You have unposted items in your day book, do you wish to post these items now?

4, Click on the appropriate option and the system will close.

E NOTE: The Exiting Keyhouse Dialog Box will only appear if the “Show application closing prompt” is
selected in the Preferences.
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