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PART 1: MAINTAIN USER SECURITY

USER ACCESS
User access levels can be restricted and controlled. This allows for greater system security.

Create New User
A new user can be set up from the User Setup Screen

1 Go to the Setup Tab and select User Setup

Maintain User Security o x
~
dh ol

New User Import Users Record Security Handler Control Access Profile Control Access
Code Name Team Active Supervisor Team Code Retin
ADM Admin Commercial Ves Yes oM N

Qi lamevelor Jcomeonong Mo o lcon n |
BS Brian Sweeney Commercial Ves Yes com N
N carol Nolan Commerdial Ves Yes com N
» Justin Phelan Conveyancing No No cON N
MK Mark Kelly Commercial No No com N
MW Martina Winters | Commercial No No com N
sK Stephen keogh | Commercial No No com N

< >

2. Select New User.
3. Enter the required information. The Handlercode is usually theirinitials.

New User X

User name: |Jack Flynn

Handler Code: |JF (This is also going to be their first password)
Rate:
Team: v
Type of user: [ O partner
O Solicitor

® Support staff
QO Other

E-mail address: |ja:k@keyhouse.|a ‘

oK | cancel |

4, Click OK.
5. As only limitedinformation can be added at this pointit may be necessary to use the Handler

Option onthe Maintain Ribbon to add the remaining details.

d o o

Mew User_lmport Users Record Securiy Handler Contral Access Profe Cantrol Access

Code active Supervisor TeamCo: Retire
ADM e ves com N
A Mo con

Bs e Mo com N
N = ves com

» [0 No coN

MK s o com N
MW e No et N
E3 [ M oM N
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NOTE: To ensure youonlysee active handlers onthis screenfilterthe screenand create your
ownview.

Import User
When a user has beenset up usingthe Handler Option on Maintain Tab, it will not be visible inthe
listof usersin the User Setup. Use the Import User option to add the name to the list.

1. Go to the Setup Tab and select User Setup.
2. Click on Import User and the User Name will appearinthe list of Users.

Activate Handler

When a User has been setup usingthe Handler Option onthe Maintain Tab, they need to be given
access to the system and theirpassword needsto be set. If a userisset up usingthe New User
Optionthentheyare automatically activated.

1 Go to the Setup Tab and select User Setup

2. Rightclick on the User to be change.

3. Click Deactivate this Handlerand it will change to Activate this Handler
4, In the Change Password Box enterthe User’s password (usually theirinitials) and click Change.
5. Click Make this Handlera Supervisorif the useristo have Administration rights.

LI] Deactivate this handler

Reset the Password for this Handler

@

. Change

& Make this handler 2 Supervisor

r:l Set Handler's Group privileges

r:l %et Report Module Privileges
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6. Click on the X inthe top right of the Dialog Box to close the screen.

NOTE: The userwill needtologon usingthe

Login using your Handler Code and password

optionandthen

complete the login procedure. Thiswill only needto be done the firsttime the Userlogsin.

@) Keyhouse

Please login to Keyhouse

Handler: an

Password:  |™

Link this login to your Windows Login

Login

Security Groups
Security Groups give the ability to limit access to Clients and Matters. Thiswill help ensure
confidentiality.

Set Up New Group

1 Go to the Setup Tab and select User Setup.
2. Select Record Security

B E B

BEEEEEE

Group ID

Groupr Name
1 Family Law
2 Conveyancing
3 Litigation

d ______ cinial True

@ u o n

Security Groups

In Use Applied To Matter | Applied To Handl...
True True False
True True False
True True False

True False
False False
False False
False False
False False
False False
False False
False False
False False
False False
False False
False False
False False
False False
False False

frae ___Jrake | ]

False
False
False
False
False
False
False
False
False
False
False
False
False
False
False

v

3. Selectthe nextline and enterthe name of the Group

B EEE

EEIEIE]

EIEICIEIC]

ENENE]

Group ID

Groupr Name
1 Family Law

2 Conveyancing
3 Litigation

4 Criminal

] Private Clients

Security Groups

In Use Applied To Matter | Applied To Handl...
True True False
True True False
True True False

True False

roe e T T

False False
False False
False False
False False
False False
False False
False False
False False
False False
False False
False False
False False
False False
False False

False

False
False
False
False
False
False
False
False
False
False
False
False
False
False
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4, Continue enteringthe groups and then close the screen.
5. Users will then need be assigned to the groups.

Add a User to a Group

Once the groups have been defined and added tothe system, users canthen be added to specificor
all groups.

1 Go to the Setup Tab and select User Setup.
2. Right click on the required Userand click Set Handler’s Group privileges

Maintain User Security =l

& & wi

New User Import Users Record Security Handler Control Access Profile Control Access

x

Standard View T

Code Name Team Adtive Supervisor TeamCode Retired Family Law Conveyancing | Litigation Criminal Private Clients
ADM Admin Commercial Yes Yes CoM N Yes Yes Yes Yes Yes
AM Anne Mellon Conveyancing Yes No CON N No Yes No No No
I O " S S [ ™S ™S I
Yes CcoM N Yes Yes Yes Ves Yes
» No con Y No No No No No
. Change
MK No oM N No No No No No
MW - Bl DET. . Yes Yes Yes No No
sk [0 Family Law Yes Yes Yes No No
Q) 5 Repor Mosie Priviges
8 >eeRepor < [0  Conveyancing
[l Litigation
O criminal
[1  Private Clients

w

Ticksthe boxesto give access to the specificgroups
Repeatthe process foreach user.
5. Close the Dialog Box once finished.

b

NOTE: SupervisorAccess automatically gives full access to all Security Groups.
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Handler Control Access

Users, by default, have access to the full Keyhouse system. Different people willrequire different
levels of access e.g. aFee Earner may need access to System Reports while amember of the Support
Staff would not. It is possible toadd and remove permission forindividual Users.

Go to the Setup Tab and select User Setup.
Click on Handler Control Access.

ANARERRR RS
ISR EES

a x

O O T S T N N N
v v v v @ 7 v v
v @ v v v v v

NRAE NSRS
SNSRI

The Or All Handlers box is ticked for All Handlers to populate the information across all

columns. This mustremain ticked.

To remove access for a User, delete the tick in the appropriate column.

The Column Headings are:

Access Firm Phone Log:
Controls access to the Phone Log.

Account User:

Controls who can Draft an Invoice, Requesta
Cheque, see the Accounts Ledgerona
matterand view My Invoices, My Cheques
and My Overview on the Search/Open
Screen

Add Associate Types:
Controlswho can create a new Associate

Type

Bank Details:
Controlswho can add or edit Bank Details
for an Associate.

Change Client Charge Out Rates:

Controls who can add or edit Charge Out
feesatboth the Clientand Matter level on
the Billing Screens.

Change Matter Security Permissions:
Controls who can change the Matter
Security Permission e.g. change a matter
from one security group to another.

Access to Know Your Client:
Controls accessto the Know Your Client
Section on the Client/Case Screen

Access Flow Setup:
Controls who can access tothe Case
Workflow Setup onthe Setup Tab

AML Approval:

Controls who can say that AML has been
carried out (Tickthe AML option onthe
Current Client Details General Tab or onthe
Critical Information Screen)

Can maintain Time Entries belonging to
others:

Controls who editentries onthe Time
Ledgerforother people.

Change Day Book Hander:

Controls who can amend time recorded by
otherson the Time Costing Screen before it
is posted.

Discharge Undertakings:

Controls who has access to Discharge an
Undertakingon the system.
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Document Assist:
Controls who has access to the coding
structure for Precedent Documents

Maintain Client & Case Matter:
Controlswho can amend Client and Matter
details afterthey have beenset up.

Maintain Undertakings:
Controlswho can add, change and delete
undertakings.

New Client:
Controlswho can setup new Clients onthe
system.

Precedents:
Controlswho can access the Precedents
Documents using an Action.

Setup New Case:
Controls access to who can create a new

case, copy a case and Disallow New Matters.

Strong Room Maintenance:

Controls who can add, change, remove,
withdraw andreplace itemsinthe strong
room

Time Ledger Maintenance:
Controlswho can edit Post Time entriese.g.
add comments, change the rate

Time Write Off:

Controls who can write off time on a matter
using eitherthe Time Ledgerorthe Maintain
Tab.

User Administration:

Controls who can set up Users, create
Handlersand Fee Earners.

Document Search:

Controls who can search for documents
using the Document Search on the
Search/Openscreen

Maintain Ribbon Bar:

Controls who can see and maintain
information contained on the Maintain
Ribbon.

Matter Archiving:

Controls who can enterinformation on the
Archive Tab on the Current Case Detailse.g.
close a matteror enteran Expected Destroy
Date.

Partners:
Controls who has access the information on
the Partners Ribbon

SAM4.

Controls who can Draft an Invoice, Request a
Cheque, seethe A/cLedgeronthe
Client/CaseScreen, see My Invoices, My
Chequesand My Overview onthe
Search/OpenScreen

Strong Room:

Controlswho can see the StrongRoom on
the Client/Case Screen and on the
Search/OpenScreen

System Reports:

Controlswho can access the System reports
option. Note: Limited access can be given
usingthe Reports Ribbon.

Time Recorders:

Controlswho can use the Timer, Post Time,
Accessthe Time Ledgerand Time Costing
Screen.

Undertakings:
Controls who can create an Undertakingon
the Client/Case Screen

UserDefined Reports:

Controls who can access reports specifically
designedforthe company.
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Profile Control Access

When a number of people require the same level of access setting up User Profilesis a quicker and

more efficient way of controlling access. The accessis granted at the Profile level and peopleare
assignedtothe appropriate Profile.

1 Go to the Setup Tab and select User Setup.
2. Click on Profile Control Access.

@ Keyhause Control Profile Msintenznce o x
Protiles | Handlers

Access Fim Phane Log ‘Access o Know Your Chent Accounts User ction Flow Setup Add Associate Types AML Approval Bank Details Can mantain Time Entries belongng 1o athers Change Client Charge Out R

3. In the Add Profile box enterthe name of the Profile Group e.g. Secretary, Fee Earneretc.
4, Click Add Profile
Profile Aceess Firm Kh*e Log GBS 10 KNow - ur client ACCounts User iction Flow Setup Add --w,c-slvma: sl r\p;té gank ws Can maintain Time zm'-esw:no»m: others change o e'\{r.ra'ie utR
5. Remove the tick from the area to be locked down from the Users
@ Kieyhouse Control Profile Maintenance L

acces Fim hone Log. | Access to knowvour Clent | Accouts User | Acton FowSetup__| Add Asociate Types | AL Approwsl | Bank Detals | Can intan Time Enriesbelonging o others | chinge Clet Charge Out
z 1 "
v 9 v v v
ncd profte Delte Prfiety)
) Keyhouse Conirol Profie Mentenance 5 x
Pofies | Hardies

Link & Replace Restrictions

Link & Apply Restrictiens Unlink & Do Nething

7.

Selectthe handlersto be add to the first group (Use <Ctrl>to select multiple Users).
8.

In the bottomright corner click on the down arrow and select the relevant group.
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10.

11.
12.

@ Keyhouse Control Profile Maintensnce

an
Mark Kelly

Martina Winters
Stephen Keogh

Click Link & Apply Restrictions.

® Keyhause Control Profile Maintenznce
Profiles | Handlers.

Link & Replace Restrictons Link & Apply Restrctions Unlink & Remave Restricions Uniink & Do Nothing

Repeatuntil all users are in their correct groups.

NOTE: Users may be added to more than one group.

Click on the X to close the screen
Select Handler Control Accesstoview individual users’ access.

@ Keyhause Control Access Maintenance

o x
Changing a User’s Profile
1 Selectthe user’'snameinthe Profile Control Access
2. Selectthe correct profile and click Link & Replace Restrictions.

> w

Profiles | Hardlers

Select Control Profie: | Fes Eamer

,
| ok el s |

Link & Apply Restrictions

Unlink & Femeve Restrictions Uniink & Ds Nothing

Alternatively:
Selectthe name

Click Unlink Handler & Remove Restrictions.
Selectthe correct profile and select Link & Apply Restrictions.
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Change Profile Group Permissions
1. Open Keyhouse Control Profile Maintenance

2. Make the necessary changestothe profile concerned by ticking or unticking the appropriate
boxes.

» ®
5

Click to Handlers

Selectall users within the profile concerned.

Setthe Select Control Profile to the required profile e.g. Secretary
Click on Link and Replace Restrictions

oUW

Remove a User from a Profile

1 Selectthe user.
2. Click Unlink & Remove Restrictions to give the userfull access
Or
3. Unlinkand Do Nothing which will removethe userfromthe group but keep theirrestrictions.

USER REPORT ACCESS

Reports hold large amounts of data inrelationto clientand the business. Thisinformation needs to
be stored securely. To prevent users seeing confidential information, access to the reports must be
controlled. Thiscan be done by removing/limiting access to this function of Keyhouse. As detailed
inthe User Access section, access to reports can be blocked butit may be necessary to give accessto
specificreports. This can be done by creating Report Groups with access to specificreportsand
addingusersto the groups.
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Create a Report Group

1.

4.

Click Reports Tab and select Create Report Group

Maintain Permission Group

| Add |

| Change | | Delete

This will openthe Maintain Permission Group screen and click Add.
You will be asked to entera Code forthe Report Group and a brief Description.

Group 1D Group Name

Description

Maintain Permission Group

| Add || Change || Delete |

Group 1D Group Name

Description

A
Enter the details and click OK.

Change GroupModule

Code FEE

Description Fee Earner

x

| OK || Cancel|
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Set Reports Available To This Group
1. Click on the Report Tab and then select User Reports Permission.

® - ¥ —5E
e g i o e on
“ " ] A PN
. emeter [
= hmem el e T

All Handles

Aged

x\\\\\\\\«««««««««««H
\\\\\\\\\\\\xx&xss\\i

asks

Search/Open
Client/Case

Time Costing

| Ch: Cavl Nolan iy 02 Jume 2016 | 1531

2. The Report Group just createdis now visible
3. Untick the box for the reports you do not wish members of this group be able to see
NOTE: To quickly remove the ticks fromall boxesfora Group, right click and select Untick All.

| NOTE: Do not untick the All Handler options as this will deny access to all users forall reports.

Make Users A Member Of The Report Group
1 Go to the Setup Tab and select User Setup.

Maintain User Security 0 x

B db b

New User Import Users Record Security Handler Control Access Profile Control Access

Code Name Team Active Supervisor TeamCode Retired Family Law Management Sensitive Files
ADM Admin Commercial Yes Yes COoM N Yes Yes Yes
AM Anne Mellon Conveyancing No No CON N No No No
BS Brian Sweeney Commercial Yes No COM N Yes Yes Yes
CN Carol Nolan Commercial Yes Yes Ccom N Yes Yes Yes
»P Justin Phelan Conveyancing No No CON N No No No
MK Mark Kelly Commercial No No COM N No No No
MW Martina Winters Commercial No No Ccom N Yes Yes Yes
SK Stephen Keogh Commercial No No CoM N Yes Yes Yes

2. Selectthe required userandright click
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Click Set Report Module Privileges and tick the appropriate box to make this usera member of
this Reportgroup.

Change

& Make this handler  Su

@ Set Hendiers Group privieges

) Set Report Module Privileges .
ks g B ¢ O All Handler

FEE

The selected user now only has access to those reports which have been setas accessible by
the Report Group.

NOTE: you may set as many Report Groups as you wish, each with varying access. Users may be
made members of multiple Report Groups but if they are denied access to a reportin one Report
Group thenevenif given access through another Report Group they will not be able to access the
report.

Partner Tab

A setof reports has been designed specifically for partners. Visibility of thistabis determined by
how the User has beenset up e.g. as a Partner, Solicitor or Support Staff. Accessto the reportscan
also be controlled using Handler Control Access/Profile Control Access.

Set a User as a Partner

1
2.

Go to the Maintain Ribbon and select Handler.
Selectthe Userrequired and click Edit.

Maintain Handler Codes %
Add Edit Include Retired
Code Name Team Rate
ADM Admin COM 150.00 G
A Anne Mellon CON 120.00
- I S [T S = S T N
CN Carol Nolan com 150.00
CoM Commercial Ccom 0.00
CON Conveyancing CON 0.00
DBT Debt Recovery 0.00
GCU Geraldine Curran DBT 0.00
» Justin Phelan CON 180.00
uT Litigation LT 0.00
MK Mark Kelly coMm 0.00 v
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3. Setthe Type to Partner.

Change Handler x
General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets
Code * BS Team Retired
Name * Brian Sweeney Aute Launch Timer
Hourly Rate 250.00 | Outlook View
Team * COM v [¥]Is Chargeable
Logon BRIANS Type
F/E Code = BS v e
Default Task GEN v|LX Solicitor
Recent Used Matter List | 30 Support Staff
Exchange Alias keyhosuetest@gmail.com
Default Delegate Resource v
Department CON 7
Branch Head Office v

Skip welcome screen in new matter wizard
Employee Reference Mo.

Team Leader

OK Cancel

4, Click OKand thenclick on the X to close the window.
5. This will give the Useraccess to the PartnerTab.

Restrict Access to Partner Tab

It may be decided that not all partners should have access to the Partners Tab and theiraccess must

be restricted.

Go to the Setup Tab and select User Setup

Click on Handler Control Access

Selectthe Userrequired

Scroll across to the Partner columnand untick the box

Ao

5. Close the Window.

NANEE R
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6.

The Partner Tab will be visible but the reports will not be available on the ribbon.

@

Home Case Reports | Partners| Phonelog Maintsin  Setp  Help

« Search/Open
¥ All Matters file Colour | Mame
My Matters
L Recent Matters
18l contacts
& hssacistes

Gordon T. Bla
2016 150919

10 Bloggs

pr 2015

* My Cheques
9 Phone Log
@ Firm Undertakings
@ strong Room
(G Document Search

Business Time

1ack Flynn Sal

m... Moel Br

o SElE 25

Dunnes Store...

Keyhouse Case Manager

Lawn, Blanchardstown.,..

ssroads, G. Black

Commerical Work
Garry Bariow -+~ Hired Talent Services
ones Services Lid
hurch Streel, Rathgar
serset Road, Dublin &

Sale of

Shareholding Agreement
Lease of Unit 33, Eastgate Avenue, Dubli
Flesh Wound on Custamers Hands

George J Abb.. EPA - Mary James and David Jones

1 Template Library

Thomas Brolin  Legal Advice re Repatriation

Restrict Access to Partner Tab using Profiles

1 Go to the Setup Table and select User Setup

2. Select Profile Control Access

3. Go to the Partnercolumn and remove the ticks from the required profiles

® Kayhouss Control Profile Maintenance & x

4, Go to the HanderTab
5. Selectall users within the amended profile
6. Selectthe Control Profileand click Link & Replace Restrictions

Sedect Control Profle: _ Fee Eamers Full Aceess

Lk & Apphy Restrictions Undink & Remove Restrictions Unlink & D Wething

7. Repeatforall changed profiles
8. Clickon the X to close the window.
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ADMINISTRATION

Administration allows forthe creation of system wide settings.

System Options

1

On the Setup Ribbon click on Administration

¢ = @ B

Administration ¥ Case Work Flow Setup  UDF Form Details  Client Other Details  Docum

e = 0O =), I

System Options System Log Outlook Settings  Export/Import Views Estimate Fee Log

Select System Options

System Configuration X
More Keyhouse Mail Configuration Outlook Settings Revenue Matter/Client Code Configuration EFT
General Keyhouse Options Risk Managment System Options Notify by Email Money Laundering
Precedent Folder | t:\keyhouse\Standrad Documents

Storage Method
® Client
Location | t:\keyhouse\client documents
Date
Document Naming Method
Description With Track Reference Track Reference Only
Use Document Folders Default Root Name: | Documents
Enable Diary Date Shuffling
v/| Show option to open attachment on double click of an action
v| Update Document Fields when copying Diary items
Leave documents open at the time of generating
My Overview Settings
Time DayBook Limit for a day | g Current WIP Limit | g
0OS Invoice Limit 0 Draft Invoice Limit | g
Connect through Windows logon Use Team Leader
Show web page on Logon screen:
Show Add Associates Option
oK Cancel

The General Tab

can be change here.

here.

The storage locations forclients and precedents documents
The use of the Document Folderfunction can be setfrom

It also allow the userto selecthow documents willbe named.
It will also allow forthe creation of a default Associatetype.

15|Page



The Overview Settings are set here.

Keyhouse Options

Configured by Keyhouse atsetup. Please do not adjustwith
priorconsultation with Keyhouse

Risk Management

Allows the userto set warnings and limits

System Options

Allowsthe userto set Account Settings and Preferences

Notify by Email

Allow the userto set up email notification for Invoice and
Cheque approval.

Money Laundering

Allowsthe usertosetthe Money Laundering Settings and
Document Matter settings

More Category types and Client Numbering system are set here. It
isalso possible torename the Ref1-Ref3fields. The Fee
related fields can be made compulsory from this tab.

Keyhouse From thistab you can set system wide permissionsincluding

marking documents as Read Only whenan actionis
completed.

Mail Configuration

Please do not adjust with prior consultation with Keyhouse.

Outlook Settings

The settingsrequired forthe Outlook Integration are set
here.

Revenue

Thisscreen will allow you to enterinformation related to
DebtRecovery forthe Revenue Commissioners.

Matter/Client Code Configuration

Allow the userto control how Client & Matter codes are
generated and the type of code generated.

EFT

Allowsthe userto activate the EFT settings forthe system.
Please do not activate without consultation with Keyhouse
as additional work will be required before use.

Other Administration Options

rr‘, Records errors which allows forfasterresolutions.

System Log

Holds the Outlook Integration settings —please do not adjust

Cutlook Settings
[

A
_;.
Export/import Views

Allows forthe import and export of the standard Keyhouse views.

(106 | Records all changes made to estimated fees on matters.

Estimate Fee Log
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Personal Settings

Each individual user has the ability to change theirown personal settings. Thisis done through the
Personal Settings option on the Setup Tab.

1 Clickon the Setup Tab and then select Personal Settings.
2. Select Preferences

e

Personal settings ™

r c’@?{
— — ¢

| Preferences Label Printer Setup  Change Password

3. From here the user can make changes needed to settheirown personal settings.
Preference x Preference X
Main Application User Preferences | Other User Preferences | Views Main Application User Preferences | Other User Preferences | Views

Show start up page V] Remember Sync Document Name With Subject Line

Show notification to open case diary attachment [/

My Briefcase
Use enter in search boxes
Do Not Show Briefcase Notification
Launch alarm system at startup

eI 5 Show Case Associative Contact Details v
Show application closing prompt v Retain Last Matter Search
Disable animated images | (Spinning clocks, etc) My Overview Settings
ScanaptelienapaihebolicaniEhans Budget Daily Hours (HHMM) |7:30 $|  current wip Limit
Run local version
CIDROKElL RN Draft Invoice Limit
Choose which has to shown first on preview panel in case diary Action Details  ® Document Preview

SDLT XML path
Allow focus to the top after completing an action [/

Font size adjustment < > (100%)

oK Cancel oK Cancel

Preferance x
Main Application User Preferences | Other User Preferences | Views
View Pinning
V] Case Diary View Pinned by default
V] Case Documents View Pinned by default

oK Cancel
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4, Itisalso possible tosetalabel printerand changing user’s passwords.

Change Password (CN ) x
- Printer Old Password ‘ Enter your old password |
Name: SHARP MX-2640M PCLE Propetties. .. |
Status:  Ready Mew Password ‘ Enter your password |

Type:  SHARP MX-2640N PCLE
Where: 2000217
Comment: [~ Print to file

Confirm your password |

Confirm Password

r Print range Copies ——————— ‘ QK | | Cancel ‘

Sape— el
 Pages  from: (% I I

'23 '23 [¥ Collate
" Selection 1 1

ok | Cancel |
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PART 2: MAINTAIN

M AINTAIN DEPARTMENTS

Add A Department

1. Click Maintain from the list of Tabs
2. Click Departments from the ribbon. The following dialog box appears.

Maintain Departments X
Add Edit Include Retired
Code Description
3 .
COM Commercial
COM Conveyancing
DEB Debt
FAM Family Law
FIN Finance
GEN General
HIG High Court
KH Housing
KPL Planning
KR Rates
LT Litigation
LMu Loans Management
OMB Ombudsman
PC Private Clients e

3. Clickthe Add button to add a new department. The following dialog box willappear.

Add Department

Code

Description

Retirad

QoK

Inputthe following details:

Cancel

A three letter department code e.g. CON for conveyancing. Inthe Department Code Box.
Inputa Descriptioninthe Description Box.

4, Click the OK Button. Thisdepartmentis now availableforuse.
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Amend A Department

1 Open the Department Dialog Box as before.

2. Selectthe departmentyouwanttoamend. Clickthe Edit Button. The following dialog box

appears.

X

Change Department

Code COM

Description | Commercial
Retired

oK Cancel

Make any changes required.
NOTE: The Code cannot be amended.

3. Click the OK Button and the changes take place.

Retire A Department

1 Openthe Department Dialog Box as before.

2. Selectthe department you wantto retire. Tick the Retired Box then click OK.

Print A List of Departments

1
2.

1

Click on the Report Tab and select System Reports
Click on the arrow beside Code List Reports

@ System Reports - oiEd

HRun

Report Tree View

» @ Accounts Reperts
» @ Billing Reports

> @ Case Detail Reports
» @ Client Reports

List of Fee Ear

redi
b @ Debtors Reports
b @l Diary/Task Reports

» @ Dictations Reports
b @ Exception Reports
> B Fees Issued Reports

Select List of Departments. The following dialog box willappear.
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List of Departments “
Show Retired Departments O
[pRun | | wClose

2. Tick the Show Retired Departmentsif you needto see old departments otherwise justclick on
Run.

=] = = ) (%
]

e T
ok Ty ot

3. The report can be exported to Word, Excel orin a PDF format.

21| Page



MAINTAIN WORK TYPES
Work types are classification of work activities.
Add A Work Type

1. Click Maintain from the list of Tabs
2. Click Work Types from the ribbon. The following dialog box appears

Maintain Work Types X
Add Edit Include Retired
Code Description Child Care
T N R
ACC Accident N
ACT Action N
ADV Advice N
CIR Circuit Court N
CoM Commerical N
DEB Debt Collection N
DLC Def Lit Circuit Court N
DLD Def Lit District Court M
DLH Def Lit High Court N
DRC Debt Recovery N
GEN General N
HIG High Court N
LEA Lease N
LOAN Loan N e

3. Click the Add buttonto add a work type. The following dialog box appears.

x
Add Work Type

Code

Description
Retirad
ChildCare

oK Cancel

Inputa three letterwork type code in the Code box.
Inputa descriptioninthe description box.
4, Click the OK Button to make this work type available foruse.
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Amend A Work Type
1 Openthe Work Type Dialog Box as before.

Selectthe Work Type you want to amend
3. Click the Edit Button. The following dialog box will appear.

X

Change Work Type

N

Code PUR

Description | Purchase

Retired
ChildCare

OK Cancel

Retire A Work Type

1 Openthe Work Type Dialog Box as before.
2. Selectthe Work Type you no longerrequire and select Edit. Tick the Retired Box and click OK.

NOTE: Ifyou have already assigned awork type to a case matteryou will not be able to delete
that work type.

Print A List of Work Types

1 Click on the Report Tab and select System Reports
2. Click on the arrow beside Code List Reports

@ System Reports - o EH|

@Run

Report Tree View
» @ Accounts Reports ~
» @@ Billing Reports
» B Case Detail Reports
b @ Client Reports
4 @ Code List Reports
[T supplier List
[CJ List of Client Category
[ List of Departments

List of Fee Ear

[ List of VAT Codes
[ ist of Work Types

» @ Creditors Reports

» @ Debtors Reports

» B Diary/Task Reports

b @ Dictations Reports

» @ Exception Reports

b Bl Fees Issued Reports
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3. Selectlistof Work Types. The following dialog box willappear.

List of Work Types “
Show Retired Work Types m}
onn

4. Tick the Show Retired Work Types if you needto see old work type otherwise justclick on
Run.

Lpoe || o [ s | %
R hd

e T
ok Ty ot

EFEE[EEE
f5

5. Thereport can be exported to Word, Excel orin a PDF format.
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M AINTAIN FEE EARNER CODES

Fee Earners are the people withinyourfirm who generate income.

Add A Fee Earner Code

1
2.

4.

Click Maintain from the Tabs

Click Fee Earners fromthe Ribbon and the following Dialog Box appears.

Maintain Fee Earners

Add Edit

Code MName

AM Ann Mellon

BS Brian Sweeney
CN Carol Nolan

JP Justin Phelan
MK Mark Kelly

MW Martina Winters
SK Stephen Keogh

Click the Add button. The following Dialog Box appears.

Add Fee Earner

Code

Name

Retirad

OK Cancel

Inputtheirinitialsinthe Code Box
Input the Name in the Name Box

Click the OK Button and this Fee Earner is available foruse.

Amend A Fee Earner Code

2.

X

Include Retired

Qoon e

Openthe Fee Earner Dialog Box as before.

Selectthe Fee Earner you wantto ament
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4.

Retire A Fee Earner

Click the Edit button. The following Dialog Box will appear.

Change Fee Earner

Code AM

Name Ann Mellon
Retired

oK

Make any changesrequired

Click the OK button

Cancel

1 Openthe Fee Earner Dialog Box
2. Selectthe Fee Earner you wantto retire and select Edit. Tick the Retired box. Click OK
NOTE: Ifyou have already assigned aFee Earnerto a case matteryou will not be able to delete

that Fee Earner.

Print A List of Fee Earners

1
2.

Clickon the Report Tab and select System Reports

Click on the arrow beside Code List Reports

@Run

Report Tree View
» @8 Accounts Reports
» @ Billing Reports
» @ Case Detail Reports
¥ @8 Client Reports
4 @ Code List Reports
[ supplier List
[ List of Client Category
[ st of Departments
[J List of Fee Earners
[] List of Handlers
[ List of Nominal Ac Type
[J List of Teams
[ List of VAT Codes
[T wist of Work Types
» @ Creditors Reports
» @ Debtors Reports
b B Diary/Task Reports
b @8 Dictations Reports
» @ Exception Reports
b B Fees lssued Reports

System Reports

= |

List of Fee Ear
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SelectList of Fee Earners. The following dialog box will appear

List of Fee Earners “
Show Retired Fee Eamers O
onn

Tick the Show Retired Fee Earnersif youneedtosee old fee earners otherwise justclick on

@ View Report
(eoc || Caror || [aas | (0] (%
L -|Dedd 1 -,
Group Tree: x
\istof Fee Eamers Soo Grabbit & Runne
o ot J400BTE AL
Code _ Name Nominal |
ADM_ Admin FEESIP
AM_ AnnMellon FEESBS
BS Brian Sweeney FEESBS
CN  CarolNolan FEESCN
w Justin Phelan FEESJP
MK MarkKally FEES - MK
MW Marina Winters FEESMW
SK Stephan Keogh FEESK

The report can be exported to Word, Excel orin a PDF format.
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M AINTAIN HANDLERS

Handlers are people who carry out actions in the case diary and may record theirtime forbilling
purposes. Each Handlerisa memberof a teamand must specify a Fee Earner Code.

Add A Handler

1 Select Maintain from Tabs.
2. Select Handlerfrom the Ribbon andthe following dialog box appears.

Maintain Handler Codes x
Add Edit Include Retired
Code Name Team Rate
g lov  Jamn oo liseoo [0
AW Anne Mellon CON 120.00
BS Brian Sweeney com 250,00
CN Carol Nolan COM 150.00
com Commercial com 0.00
COMN Conveyancing COM 0.00
» Justin Phelan CON 180.00
uT Litigation LIT 0.00
MK Mark Kelly COM 150.00
MW Martina Winters com 180.00

-]

3. Clickthe Add button, the following dialog box appears.

Add Handler x
General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets
Code * Team Retired
Name * Auto Launch Timer
Hourly Rate 0.00 Outlook View
Team * w|| [+ Is Chargeable
Logon Type
F/E Code * v

Partner
Default Task v X Solicitor
Recent Used Matter List Suppert Staff

Exchange Alias

Default Delegate Resource v
Department v
Branch v

Skip welcome screen in new matter wizard
Employee Reference No.

Team Leader

oK Cancel

4, Inputthe following details:

Code: Inputtwo/three letter code e.g. HK for Helen Johnson
Name: Inputthe name of the handler
Retired: Leave thisunchecked until the handlereitherretires orleaves the firm.
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Team:

Auto Launch Timer:

Outlook View:
Is Chargeable:

Hourly Rate:
Logon:

A/cs F/E Code:
Default Task:

Recent Used
Matter List:

Exchange Alias:
Default Delegate
Resource:

Department:

Branch:
Team Leader:

Type:

Click on the Down Arrow to reveal a list of teams. Selectthe applicable
teamand clickthe select button.

If you wantthe time recording timerto launch automatically putatick
inthis.

Ensure that thisis checked forthe new view of case management.
Allow foruserstorecord time ona matterwithoutitbeingchargedto
the matter.

Inputthis handler’s default hourly rate.

Inputthe handler'slogon name.

Clickthe Down Arrow to reveal alist of Fee Earners. Selectthe
appropriate fee earner.

Clickthe Down Arrow to reveal alist of tasks. Selectthe appropriate
task.

Input the amount of recently used matters, you wanttoappearin the
recent matterlist of this handler.
Inputthe Handlers Email account name.

Click on the Down Arrow to reveal a list of handlers. Selectthe default
delegate handerrequired.

Click on the Down Arrow to reveal a list of Departments. Selectthe
appropriate department.

Input the branch of the organisation where the hander will work
Inputthe name of the team leaderforthe team associated with this
handler

Selectthe appropriate option button forthis handleri.e. Solicitor etc.

See an example of acompleted window below.

Change Handler x

General | Target Hours
Code "

Name *

Hourly Rate

Team *

Logon

F/E Code =

Default Task

Recent Used Matter List

Exchange Alias

Default Delegate Resource

Department

Branch

Employee Reference No.

Team Leader

Period Start Dates | Billing Rates

BS

Brian Sweeney
250.00

COoM

BRIANS

BS

GEN

30

keyhosuetest@gmail.com

CON
Head Office

Signature | Budgets

Team

]
v

V]

Retired
Auto Launch Timer
| Outlook View
v| Is Chargeable
Type

® Partner
Solicitor
Support Staff

Skip welcome screen in new matter wizard

oK Cancel
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5.

Click on the Target Hours tab. The followingwindowappears.

General

Month 1
Month 2
Month 3
Month 4
Month 5

Month &

Target Hours

0.00
0.00
0.00
0.00
0.00

0.00

Fill from Month 1

Change Handler
Period Start Dates | Billing Rates | Signature | Budgets
Menth 7 [go0
Month 8 0.00
Meonth 9 0.00
Month 10 | 0.00
Month 11 | 0.00
Meonth 12 | 0.00
OK Cancel

Change Handler
General | Target Hours | Period Start Dates | Billing Rates | Signature
Menth 1 | 5p0.00 Month 7 | 2p0.00
Month 2 | 200.00 Month 8 200.00
Month 3 | 200.00 Month 9 200.00
Month 4 | 200.00 Month 10 | 200.00
Month 5 | 200.00 Month 11 | 200.00
Month 6 | 200.00 Month 12 | 200.00
Fill from Month 1
OK

Budgets

Cancel

6.

Inputthe target hours for this time recorder formonth 1. Use the Fill from Month 1 button to
fillinthe remaining months with the same amount. Otherwiseinputindividually.

Click on the Period Start Dates tab. The following window appears.

General

1

2

Target Hours

Change Handler

Period Start Dates | Billing Rates | Signature | Budgets

W 7 W
v S v
™ g ™
w 10 w
v 1 v
™ 12 ™

Fill from 1

OK Cancel

Change Handler

4 |01 Apr 2016
5 |01 May 2016

6 | 01Jun 2016

General | Target Hours | Period Start Dates | Billing Rates

1 |01 Jan 2016 hal 7 |01 Jul 2016
2 |01Feb 2016 & 8 |01 Aug 2016
3 |01 Mar 2016 & S |01 Sep 2016

Signature

10 |01 Oct 2016

11 |01 Nov 2016

12 |01 Dec 2016

Budgets

OK

-
~

Fill from 1

Cancel

Input the first period date and click on the Fill from 1 buttonto fill in the remainderof the
dates.
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7. Click the Billing Rate tab. The following window appears.

Change Handler x Change Handler
General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets
Rate Level Per Hour Rate Level Per Hour
Rate 1 0.00 Rate 1 50,00
Rate 2 0.00 Rate 2 150.00
Rate 3 0.00 Rate 3 250.00
Rate 4 0.00 Rate 4 350.00
Rate 5 0.00 Rate 5 550,00
Axle Number | g Axle Number |p
Charge Group v | x Charge Group | |E|| X
| |
Code | Charge Group
»
SAS Senior Associate
JAS Junior Associate
TNE Trainee
oK Cancel oK Cancel
Inputthe rate levels perhour. Rate 1is the lowestrate, Rate 5 the highest.
Setthe Charge Group Rates (See Maintain Handler Charge Groups p. 40 for information on
setting up Handler Charge Groups). Axle Numberisnotrequired.

8. Click on the Signature tab. The following window appears.

Change Handler x Change Handler x
General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets
Signature Signature

Kind regards
Brian Sweeney
Phone number Phone number | 01-290 2222
E-Mail E-Mail keyhousetest@gmail.com
Trading name ‘ | Trading name | Soo Grabbit & Runnd |
OK Cancel oK Cancel

Inputa signature inthe signature box.

Inputa phone numberinthe phone numberbox.
Inputan email addressinthe email box.

Inputa tradingname inthe trading name box.
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9.

10.

11.

12.
13.

Click on the Budgets tab.

—
Change Handler x
General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets
Year Month Fees Chargable Time Men-Chargable Ti...
| Fill Budget || Copy Budget ‘ | add || Edit H Delete ‘
[ ok || cancel |

Click the Add button and the following dialog box willappear and the Handler’s monthly

budgets can be entered.

NOTE: Thiswill enterthe same valuesforeach month

Add Budget X
Handler BS

Year

Month

Fees Budget
Chargeable Time Budget

Mon-Chargeable Time

| oK || Cancel |

When complete click the OKButton and
click OK again.

Change Handler

General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets
Year Month Fees Chargable Time Non-Chargable Ti...
2016 1 8,500.00 210.00 30.00
2016 2 8,500.00 210.00 30.00
2016 3 8,500.00 210.00 30,00
2016 4 §,500.00 210.00 30.00
2016 5 8,500.00 210.00 30,00
2016 6 8,500.00 210.00 30.00
2016 7 8,500.00 210.00 30.00
§ o5 5| ssoo0| 2o so00]
2016 9 8,500.00 210.00 30,00
2016 10 §,500.00 210.00 30.00
2016 11 8,500.00 210.00 30,00
2016 12 8,500.00 210.00 30.00
| Fill Budget || copyBudget | | add || Edit || Delete |
| ok || cancel |

Use the Add button to add a unique value foreach month.

Use Editto change the values by exceptions.
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14.
15.

16.
17.

18.
19.
20.

Copy Budget will copy all the budgetfrom a previous yearinto the current year.

Click on Copy Budget

2014
2013
2012
2011
2010
2009
2002

<

7900.00
7500.00

6000.00

35000.00
30000.00
1700000
16000.00

21000
21000
20000
120,00
122,00
120,00
120,00

[ select | [ cancel |

Maintain Handler Copy Bill Budget X
Year Month 01 Fees Budget 01 Chargeable Time Budg.
Qeos L soo oo |

>

Selectthe yearto be copied and click Select

This will copy the budgetinformation foreach month

General

Year Month

g oo ] sas000 210000 3000

Target Hours

Period Start Dates

Fees

Change Handler

2016 2 8,250.00
2016 3 8,250.00
2016 4 8,250.00
2016 5 8,250.00
2016 6 8,250.00
2016 7 8,250.00
2016 g 8,250.00
2016 9 8,250.00
2016 10 8,250.00
2016 11 8,250.00
2016 12 8,250.00
Fill Budget | | Copy Budget |

Values canthen be edited by exception
Click OKwhen finished to save the changes
Thistime recorderis now available foruse.

x
Billing Rates | Signature | Budgets
Chargable Time Non-Chargable Ti...
210.00 30.00
210.00 30.00
210.00 30.00
210.00 30,00
210.00 30.00
210.00 30.00
210.00 30.00
210.00 30,00
210.00 30.00
210.00 30,00
210.00 30.00
| add || edit || Delete |
| oKk || Cancel |
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Amend A Handler

1 Openthe Handler Dialog Box as before.
2. Selectthe Handleryou wantto amend.
3. Click the Edit button. The following dialog box willappear.

Change Handler X
General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets
Code BS Team Retired
Name Brian Sweenay Auto Launch Timer
Hourly Rate 250,00 V| Outlook View
Team COM v Auto Launch KPI
Logon BRIANS Send By E-mail
F/E Code BS © Send Startup

® Send and Show
Default Task GEN v
Recent Used Matter List | 3p Type
Exchange Alias keyhosuetest@gmail.cc @ Partner
Default Delegate Resource v Solicitor

Support Staff

Department CON
Branch Head Office v

Skip welcome screen in new matter wizard

Employee Reference Mo.

oK Cancel

A
4, Make any changesrequired and click the OK button.
Retire A Team

1. Openthe Handler dialog box
2. Selectthe Handleryou wantto retire and select Edit. Tick the Retired box and click OK.

Delete A Team

1. Openthe Handler dialog box
2. Selectthe Handleryou wantto delete.
3. Click the Delete button.

NOTE: Ifa Handlerisalreadyin use youwill notbe able to delete it.

Print A List of Handlers

1 Click on the Report Tab and select System Reports
2. Click on the arrow beside Code List Reports
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@ System Reports - olEH|
[ gpRun

[Search |

Report Tree View
PEAomsReets .
» @ Billing Reports
3 Case Detail Reports
» @ Client Reports
4 @l Code List Reports
[ Supplier List
[ vist of Client Category
[ List of Departments
[ List of Fee Eamers
[ vist of Handlers List of Fee Ear
[ List of Nominal Ac Type
D List of Teams
[J List of VAT Codes
[ vist of Work Types
» @ Creditors Reports
} Bl Debtors Reports
» Diary/Task Reports.
» @ Dictations Reports
+ B Exception Reports
b @ Fees Issued Reports

3. SelectList of Handlers. The following dialog box will appear

List of Handlers En

Show Retired Handlers O

[Run | | wClose

4, Tick the Show Retired Handlersif you need to see old handlers otherwise just click on Run.

® Rt
[TLpoc || Leos | Lans | ]

S E | L S R L
o Tree .
PRy So0 Grabbit & Runne
— s B SR
Selctors List of Handlers
Sopport st [[Coe Hame Toan ]
Partners
B85  Brian Sweansy com
JP Justin Phelan CON
SK_ Staphen Keogh coM
Solicitors
N Carol Notan com
MK Mark Kelly com
MW Martina YWinders coM
Support Saft
DM Adnin com
AM Aane Mallan con

5. The report can be exported to Word, Excel orin a PDF format.
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MAINTAIN TEAMS

Teamscan be based on groups of Handlers e.g. groups of Fee Earners and/or Support Staff. Itisalso
possible to set default billing rates for the team.

Add A Team

1 Click Maintain from the Tabs. Click on Handlers and the following dialog box will appear.

Maintain Handler Codes x
Add Edit Include Retired
Code Name Team Rate
g lov  Jamn oo liseoo [0
AW Anne Mellon CON 120.00
BS Brian Sweeney com 250,00
CN Carol Nolan COM 150.00
com Commercial com 0.00
COMN Conveyancing COM 0.00
» Justin Phelan CON 180.00
uT Litigation LIT 0.00
MK Mark Kelly COM 150.00
MW Martina Winters com 180.00

-]

2. Click on the Add button, the following dialog box appears.

Add Handler x
General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets
Code * [ Team Retired
Name * Auto Launch Timer
Hourly Rate 0.00 Outlook View
Team * w| [#]Is Chargeable
Logon Type
F/E Code * v

Partner
Default Task ¥ X Solicitor
Recent Used Matter List Suppert Staff

Exchange Alias

Default Delegate Resource v
Department v
Branch w

Skip welcome screen in new matter wizard
Employee Reference No.

Team Leader

oK Cancel

Input the following details.
Code: Input a three letter code forthe team
Team: Checkthe team box. The following screen willappear
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Add Handler *

General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets

Code * Team Retired
MName * Auto Launch Timer
Hourly Rate 0.00 Outlook View
¥| Is Chargeable
Type
Partner
Solicitor

Support Staff

Exchange Alias

Default Delegate Resource v
Department v
Branch v

Skip welcome screen in new matter wizard
Employee Reference No.

Team Leader

oK Cancel

Name Box: Inputthe team name

Hourly Rate: Inputa defaulthourlyrate

Is Chargeable: Tick the box if rate is chargeable
Department: Inputa departmentforthe team
Branch: Inputa brand for the team (if relevant)
Team Leader: Inputateam leaderforthe team

3. Clickthe OK button and this Team is available for use.

Amend A Team
1 Openthe Handler Dialog Box as before.

2. Selectthe Team you wantto amend. Click the Edit button. Make any changesrequired.
3. Clickthe OK button.

Retire A Team

1 Openthe Handler dialog box
2. Selectthe Teamyou want to retire and select Edit. Tick the Retired box and click OK.

Delete A Team

1 Openthe Handlerdialog box
2. Selectthe Team you wantto delete.
3. Click the Delete button.

NOTE: Ifyou have already assigned a Teamto a case matteryou will not be able to delete that
Team.

37| Page




Print A List of Teams

1
2.

3.

4.
5.

6.

Click on the Report Tab and select System Reports
Click on the arrow beside Code List Reports

HRun

Report Tree View
» &8 Accounts Reperts
» @ Billing Reports
> @ Case Detail Reports
» @ Client Reports
4 @ Code List Reports
[ supplier List
[ vist of Client Category
[ List of Departments
[ vist of Fee Earners
[J List of Handlers
[ List of Nominal Ac Type
[ vist of Teams
[J List of VAT Codes
[ List of Work Types
» @ Creditors Reports
» @ Debtors Reports
» @ Diary/Task Reports
» Bl Dictations Reports
b @ Exception Reports
> B Fees Issued Reports

System Reports - o IEH|

List of Fee Ear

Select List of Teams. The following dialog box will appear.

Show Retired Teams

Show Fee Earners

List of Teams EN|

Enter Parameters.

O

Run xClose

The Show Fee Earners isautomatically ticked and will list the fee earnersin each team.
Tick the Show Retired Teamsif you need to see old teams otherwise just click on Run.

S00 Grabbit & Runne

List of Handlers By Team

v Gt 2407048 1445

Tount
Handlers

The report can be exported to Word, Excel or in a PDF format.
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OTHER CODES

Othercodesallows the userto maintainfieldsin Keyhouse. It facilitates the tailoring of Keyhouse to
meetthe needs of each company.

File Colour

Allow matters to be coded by colour
e.g. Litigation—Red or Conveyancing -
Green

Salutation Codes

Use in Debt Recovery for Revenue
Commissioners. Allow lettersto be coded
with specificsalutations

Marital Status
Enablesa client’s/Contact’s/

Location
Allows forthe addition of storage locations

& | Associate’s marital statustobe added | @ | forthe StrongRoom
to theclientdetailse.g. single,
divorced, usingadrop down list
Nationality Item Code
~ Enablesa client’s nationality to be Allows forthe creation of items for the
addedto the Client Details usinga “ StrongRoom e.g. Wills or Deeds
drop down list
PPS Tax Types Category Type
Allow forthe creation of a list of Allow forthe creation of customer category
differenttax typesforuse onthe types. These codes are visible onthe Current
Current Client Details Screen Client Details Screen and the Know Your
ClientScreen
Tasks Flag Description
Allows forthe creation of Tasks to be .| Allowsfora descriptiontobe addedto flags.
= usedinrelationto Time Recording. It | ©
alsoallow Charge Levelsto be set.
Admin Codes Popup Paragraphs
P Allows forthe creation of q PopUp paragraphs can be used where the
= | Administration Codes usedinrelation precedent content may differdependingon
to Time Recording the Matter details, e.g. special conditions.
Standard Narratives Document Class
Usedin relationto Time Costing. It Allow fordocuments to be grouped based on
¢ | enablesthe usertoadd more Il | thetype of documente.g.Client
information inthe Comments section Correspondence, Pleadings etc.
of the Time Slip.
Billing Narratives Occupation
~~ | Allowforthe creation of narrativesin ~ | Createsadropdownlistof occupation types
= | relationtoinvoicinge.g. Professional % | that can be used on the Current Client Details
Fees, Search Fees etc. Screen.
Undertaking Status Contact Type
| Allow forthe classification of Allows forthe profiling of Contacts e.g.
- undertakings based on the Business, Lead, Private.
undertaking status
Tax Head Charge Arrangements
Use in Debt Recovery for Revenue Allow forthe creation of different charging
® | Commissioners. Allowsforthe &n | arrangementsinrelationto outstanding

creation of Tax Types e.g. PAYE,
Capital Gains Tax

debts. Thiscan be ona commission orflat
fee basis
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Handler Charge Groups

Groups can be set up for different
categories of fee earnerse.g. Partner,
Associatestoallow ratestobe seta
group level.

ad
5

Status Codes

Status codes can be setup indicate the
current position of a matter. The Status
Codes are added to actionsin workflows

Charge Types
Usedin DebtRecovery for Revenue
Commissioners. Thisrelatestothe

UDF Categories
Setting up UDF categories will allow forthe
grouping of UDF fields together

Laundering. Pre populated with Law
Society Guidelines

< | nature of the tax debte.g. Interest, &

penalties orsurcharges. Tax Head

must be set up inadvance of the

Charge Type.

SDLTForm Parameters Undertaking Category
(> Stamp Duty Land Tax — For UK Clients € Usedto classify undertakings based on the

“ | Only. reasonthey were given e.g. Redemption of
Mortgage, Registration of Deeds etc.

Know Your Client Client Type

Relatesto the type of due diligence Usedin relationto Anti Money Laundering to
&y | carried outinrelation to Anti Money &4 | record the type of cliente.g. a charity,

partnership or private individual. Pre
Populated with Law Society Guidelines

Introduction By

Usedin relation to Anti Money
Launderingtorecord how client was
introduced tothe company. Pre
populated with Law Society
Guidelines

ID Proofs

Usedin relation to Anti Money Laundering to
record the type of documentation received as
prooffor AML. Pre populated with Law
Society Guidelines

Outlay Codes
¢ Used for Cheque Requisitions to
group outlay based on type.

KPI Parameters

Maintained Monthly. Usedtoroll forward
the accounting month to enable Dashboard
reportsto be run correctly.

MAINTAIN SIMPLE CODES

Simple codes only require basicinformation e.g. Code, description. The following use simple codes

only:
Salutation Location
Item Types PPS Tax Types
Admin Codes Standard Narrative
Occupation Undertaking Status
Client Group Branch

UDF Category

Introduced By ID Proof

Undertaking Category

Marital Code Nationality
Category Types Flags
Document Class Billing Narrative
Contact Type Tax Head
Handler Charge Group Status Codes
Know Your Client Client Type

Outlay Code
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Add A Simple Code

1. Click on Maintain from the Tabs.
2. Select Other Codes fromthe Ribbon andthen select the required Code.

Maintain Marital Status X
Add Edit
Code Description
Qov owocea |
MAR Married
SEP Separated
SGL Single
WID Widowed

3. Clickthe Add button. A dialogboxappears.

x
Add Marital Status

Code

Description

OK Cancel

Inputa three-letter Code inthe Code box e.g. CVLfor Civil Partnership
Inputthe Descriptioninthe Description box.
4, Click the OK button and this status code is available for use.

Amend A Simple Code

1 Openthe Code Type box as before.
2. Selectthe code you want to amend.
3. Click the Edit button. The following dialog box willappear.
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Change Marital Status

Code CVL

Description | Civil Jartnershlpl

Retired

oK Cancel

Make any changesrequired.
4, Click the OK button.

Delete/Retire A Simple Code
Itis not possible to delete some codes however they can be retired.

Openthe Code Type box as before.
Selectthe code you want to amend.
Click the Edit button.

Tick the Retired box toretire the code
Click OK

oA WN PR

If the code can be deleted, highlight the code and click Delete.
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MAINTAIN FILE COLOURS

File Colours can be usedto colourcode file types e.g. all conveyancing files would be blue, all
litigationred etc.

Add A File Colour
1. Click Maintain from the Tab list.

2. Select Other Codes from the Ribbon and then select File Colour.
Maintain File Colour x
Add Edit [ Include Retired
File Colour Colour Description

N T S

3. Click the Add buttonto add a file colour. The following dialog box appears.

x
Add File Colour

Colour Code

Colour Description

B sutomatic

(N EEENEN

'8 More Colors...

oK Cancel

Inputa three letter code inthe Colour Code box e.g. BLU for Blue
Inputa Colour Descriptioninthe Colour Description box.
Selectthe colourto be addedto the field

4, Clickthe OK button and this file colouris available for use.
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Amend A File Colour

N

Openthe File Colour dialog box as before.
Selectthe File Colouryou want toamend.
Clickthe Edit button and the following dialog box willappear.

x

Change File Colour

Colour Code BLU

Colour Description | Litigation

B ~utomatic

(N EEENEN

H EHER
‘2 More Colors..

oK Cancel

Make the necessary changes and then selectthe colour again.

Click on OK button.

Delete/Retire A File Colour

Itis not possible to deleteafile colourat thistime howeveritcan be retired.

vk wnN e

Openthe Code Type box as before.
Selectthe code you want to amend.
Click the Edit button.

Tick the Retired box toretire the code
Click OK
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MAINTAIN POPUP PARAGRAPH CODES

A PopUp paragraph can be used where the precedent may differ on language depending on
the Matter details, e.g. special conditions. If you code for a PopUp paragraph you are giving
the user the option to select the exact type of paragraph they require.

It is possible to set up the PopUp paragraphs so the user can select one or multiple
paragraphs in the letter\document.

Add A PopUp Paragraph Code

1. Click on Maintain from the Tabs.
2. Select Other Codes fromthe Ribbon and then select PopUp Paragraph.

Maintain Document Paragraph x
Add Edit
Key Field | Category Text Value

209 AccidentCires The Claimant suffered injury when an unsecured object fell on..
210 AccidentCires The Claimant tripped over a protruding object

Afirst legal mortgage and charge on the [UDF:szAcre] acre
108 AGRI holding comprised in [CSM:CsPremises].

Afirst legal mortgage and charge on the dwelling house
109 AGRI located at [CSM:CsPremises].

An Equitable Deposit over the lands comprised in
110 AGRI [CSM:CsPremises]).

An Assignment of a Mertgage Protection on the life of
m AGRI [CNT:Name] for the amount and term of the loan.

A charge over EJUDF-ChAmt] shares in [UDF:Shares]

3. Clickthe Add button to add a PopUp Code. The following dialog box appears.

o Cancel

The system will generate a Key Field automatically
Inputa Categoryin the Category box e.g. Financial
Type therequiredtextinthe Paragraph text box.
4, Clickthe OK button and this paragraph textis available foruse.

Multiple Paragraph Option

1 Openthe Add Document Paragraph dialog box as before.
2. Add the category and type the description
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3. Enter the code [SYS:dpopup(‘xxx’)].

@ ‘Add Document Paragraph

Cancel

4, Click the OK button and the PopUp paragraphis now available for use.
Amend A PopUp Paragraph Code
1. Openthe PopUp Paragraph box as before.

2. Selectthe PopUp Paragraph code you wantto amend.
3. Click the Edit button. The following dialog box willappear.

@ Change Document Paragraph

Make any changes required.
4, Clickthe OK button.

Delete A PopUp Paragraph Code

PopUp Paragraphs cannot be deleted at thistime.
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MAINTAIN TASKS

Tasks are general activities performed by handlers e.g. letter writing, file review etc.

Add A Task

1. Click Maintain from the Tabs.

2. Click Other Codes and then select Tasks. The following dialog box appears.

3. Click the Add button to add a Task. The following dialog box appears.

Add Tasks

Code

Description
Axle Task
Default

Charge Level

Department
Retired

QoK

Inputathree/fourlettercode inthe Code Box e.g. Ltr for Letter.

33% 67% '® 100% 133% 167%

Cancel

Maintain Tasks x
Add Edit Include Retired
Code Description Default

Qoov  lagwee | of
ATT Attendance 0
CLO Close File 0
cou Court Attendance ]
DEM Demand & Draft Proceedings 40
DIC Dictation 0
DRA Document Drafting o
EMA Email 0
GEN General Advice 0
INS Instructions received 0
LET Letter Drafting 200
MEET Client Meeting 15
PC Photocopying 25
PHO Phone Call 0
PSX Postage & Sundries 20 y

Inputthe Descriptioninthe Description box

Axle Task should not be ticked.

Setthe Default Rate if the rate should be the same for all handlers.
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Ifthe Task isto be billed ata level otherthan the normal charge rate forthe handler, seta

Charge Level.

Use the Drop downto selectaspecificdepartmentif required.

4, Clickthe OK button and this Task is available foruse.

Amend A Task

1. Openthe Task dialogbox as before.
Selectthe Task you wantto amend.
3. Click the Edit button. The following dialog box willappear.

N

X

Change Tasks

Code LET

Description | Letter Drafting
Axle Task
Default 0.00

Charge Level

33% 67% @ 100% 133% 167%

Department b

Retirad

OK Cancel

Make any changesrequired.
4, Click the OK button.

Retire A Task

1 Openthe Task dialog box as before.

2. Selectthe Task youwant to retire and click on the Edit button.

3. Tick the Retired box and click OK.

NOTE: Whenyouretire a task it will notaffectany uncompleted items. However, it will stop it

being selected again

rep
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MAINTAIN TAX HEAD

Tax Heads detail all the different types of taxes payable by acompany or an individual.

Create A Tax Head

1
2.

Click Maintain from the Tabs.

Click Other Codes and then select Tax Head. The following dialog box appears.

Maintain Tax Head x
Add Edit
Tax Head Description
> Capital Gains Tax
cT Corporation Tax
IT Income Tax
LP Local Property Tax

Click the Add button to add a Task. The following dialog box appears.

x

Add Tax Head

Tax Head

Description

OK Cancel

Inputa two-letter Code inthe Code box e.g. VTfor VAT

Input the Descriptioninthe Description box.

Clickthe OK button and this Tax Head is available foruse.

Amend A Tax Head

2.

Openthe Tax Head dialog box as before.
Selectthe Tax Head you want to amend.
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3. Click the Edit button and the following dialog box will appear.

Change Tax Head

Tax Head |LP

Description | Local Property Tax

4, Make the necessary changes.
5. Click on OK button.

Delete A Tax Head

OK

Cancel

Itisnot possible todeleteaTax Head at thistime.
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MAINTAIN A CHARGE TYPE

Charge Typesall you to break down how the value of the debt was reached e.g. penalties and
surcharges, assessmentetc.

Create A Charge Type

1 Click Maintain from the Tabs.
2. Click Other Codes and then select Charge Type. The following dialogbox appears.

Maintain Charge Type X
Add Edit Tax Head PA v
Charge Type Description
0 P35 Filed
: P35 nspector

3. Click the Add button to add a Charge Type. The following dialog box appears.

-
Add Charge Type
Tax Head v
Charge Type
Description
OK Cancel

Inputa two-letter Code inthe Code box e.g. ILfor Interest on Late Payment
Inputthe Descriptionin the Description box.
6. Clickthe OK button and this Charge Type is available foruse.

Amend A Charge Type

1 Openthe Charge Type dialog box as before.
2. Selectthe Charge Type you want to amend.
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3. Click the Edit button and the following dialog box will appear.

X

Change Charge Type

Tax Head PA v
Charge Type | 02

Description | P35 Inspector

oK Cancel

4, Make the necessary changes.
5. Click on OK button.

Delete A Charge Type

Itisnot possible todeleteaTax Head at thistime.
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M AINTAIN CHARGE ARRANGEMENTS

Create Charge Arrangements

1 Click Maintain from the Tabs.
2. Click Other Codes and then select Charge Arrangements. The following dialog box appears.

Maintain Charge Arrangement x
$ 7 X

Code Description Time Charge Action Band 1 Limit | Band 1 Rate | Band 2 Limit |Band 2

Qo lowicoss o | Lo 200 990999000 |a00 |

PSD Postage & Sundries on Draft Pr.. | C 0.00 0.00 0.00 0.00

< >

3. Click the Add button to add a Charge Type. The following dialog box appears.

Add Charge Arrangement *
General || Charge Matrix
Code
Description
On completion of action | Change charging method to (8 Time Charge task
Commission Charges
Band Limit 1 Band Rate 1
Band Limit 2 Band Rate 2
Band Limit 3 Band Rate 3
Band Limit 4 Band Rate 4
Band Limit 5 Band Rate 5
ok Cancel

Inputa two-letter Code inthe Code box e.g. DEBfor Debt

Inputthe Descriptioninthe Description box.

Inputthe nextActionif required

Ensure Time istickedif billingis based on the time spent on the matter. Ensure Charge task it
tickedif billingis based on the action carried out. The Change Matrix will have to be created.
If paymentison a commission bases, based on the values of the debt enterthe commission
ratesto be charged e.g. Band Limit€2,000 with a Band Rate of 4%
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Click on Change Matrix if required.

Change Charge Arrangement X
General || Charge Matrix
+ 7 x
Charge L Band 1 Band 2
s Description Arrangement | o Band 1Rate | = o Band 2 Rate
Doz District Court Issue Fee DEB 99999999... 120.00 0.00 0.00
Do3 Circuit Court Issue Fee DEB 99999999... 120.00 0.00 0.00
D04 High Court Issue Fee DEB 99999999... 120.00 0.00 0.00
| ok || cancel |

Clickthe Add

Add Charge Code X
Arrangement Code | pEB

Charge Code

Description

Stage Code

Band 1 Limit Band 1 Rate

Band 2 Limit Band 2 Rate

Band 2 Limit Band 3 Rate

Band 4 Limit Band 4 Rate

Band 5 Limit Band 5 Rate

Band & Limit Band 6 Rate

| Ck | | Cancel

Input a three character Charge Code

Inputthe Descriptionin the Description box.
Input a Stage Code if required

Inputthe Band Limitsand a Band Rates as required

Click the OK button and this Change Matrix is available for use.

Amend A Charge Type

Openthe Charge Arrangementdialog box as before.
Select the Charge Arrangement you wantto amend.
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3.

v

Click the Edit button and the following dialog box will appear.

Change Charge Arrangement X
General || Charge Matrix

Code DEB

Description Debt Costs

On completion of action v | Change charging method to Time (@ Charge task

Commission Charges

Band Limit 1 | 2 0p0.00 Band Rate 1 | 2,005

Band Limit 2 | g 999,999,999.00 Band Rate 2 | 4,00%

Band Limit 3 | g.pp Band Rate 3 | p.ogg

Band Limit4 | g.op Band Rate 4 | p.p0g

Band Limit 5 | g.0p Band Rate 5 | p,00%

Ok Cancel

Make the necessary changes.

Click to the Change Matrix Tab if a change is required here
Click on OK button.

Delete A Charge Arrangement

Itisnot possible todeleteaTax Head at thistime.
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MAINTAIN KPIPARAMETERS

KPl Parameters should be maintained on amonthly basis. Thisinformationisusedinrelationtothe
Dashboard report on the Time Costing Screen.

Maintain KPI Parameters

1. Click Maintain from the Tabs.

2. Click Other Codes and then select KPlI Parameters. The following dialog box appears.
Maintain KPI Parameters x
Start Of Year From Date To Date Period | Year

J01/an2016  [01may2016 |31 May 2016

3. Rightclick on the current entry and select Edit. The following dialog box appears.
Update KPI Parameter X
Start Of Year | g1 Jan 2016 w
From Date 01 May 2016 W
To Date 31 May 2016 v
Feriod 5
Year 2016
oK Cancel
4, Change the required information

5. Click OKand thisinformation willbe visiblein the Dashboard Report.
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M AINTAIN CONTACT CATEGORIES

Itis possible to categorise yourclientand create different types of mailinglists. You may wantto
create a mailinglist of clients toreceive information on changesin the Tax Code or a list of clients to
receive aNews Letter. Itis also possible toadd User Defined Fields to the Contact Category.

Create A Contact Category

1. Go to the Setup Tab and open the Document Assist (p. 83) Window (see Guide to The
Document Assist) if required.
2. Click Maintain from the Tabs.

3. Select Contact Categories from the Ribbon and the following dialog box willappear.
Maintain Contact Category x
Add Edit
Type Category Description Code Description
Qovs [ousresssource A0 |Acvensng |
Mail Mailing List BUD Budget Update List
Mail Mailing List COR Corporate
BUSTYP  Business Type FIN Financial Services
BUSTYP  Business Type INS Insurance
BUS Business Source MNEWS | News Letter
BUSTYP | Business Type PRI Private Client
Mail Mailing List PRIM Private Clients List
BUS Business Source REFER...  Referral
BUS Business Source WEB Web Site
Mail Mailing List KMAS...  XMAS Cards

4, Click Add button to add a new Contact Category and the following dialog box willappear.

Add Contact Category x
Category type ~| | Add category type
Code
Description

User defined fields
UDF1
UDF2
UDF3
UDF4
UDF5
UDF6
UDF?
UDF8
UDF9
UDF10
ok Cancel
|

5. Selectthe Category Type orselect Add category type to add a new category as detailed above.
6. Enter a Code and Description.
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7. Usingthe Document Assist enterthe UDFfields (p. 84) required. (See Creating User Defined

Fields).

Change Contact Category X
Category type | Mail || | Add category type
Code NWS
Description News

User defined fields
(] [CNT:Name]
UDF2 [CNT:Address]
UDF3
UDF4
UDF5
UDF6
UDF7?
UDF8
UDFa
UDF10
Ok Cancel
|

8. Click OKwhen finished.

Delete A Contact Category

Itisnot possible to deleteacategory type at thistime.
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PART 3: SETTING UP CASE PLANS

INTRODUCTION

Thisdocumentisdesignedtoinformthe readerhow to complete the case setup section of the
Keyhouse Console. Withinthisdocumentyou will learn how to customise the set-up specifictoyour
firm’s needs. This manual will begin with the set-up of the different case types required by your
firm. Thena case action flow will be completed for each case type, complete with detailed actions,
associated actions and associated documents. The aim of this documentisto familiariseyou, the
user, with all these operations. Good luck! And we hope you enjoy the efficiency of the Keyhouse
Console.

Objectives
. Background Overview
Set-up of Case Types
° Set-up of Case Action Flow
. Set-up of Actions
° Set-up of Associated Actions
. Set-up of Associated Documentation

Preparation Needed

In orderto successfully complete the set-up section of the Keyhouse Console, it would be beneficial
if you gathered the following information.

1 A list of the types of cases yourfirm deals with e.g. Sale of Property, Wills etc.

2. Upon completion of Step 1, examine each case type individually and compile alist of the steps

needed to complete each case type. Be as thorough as possible.

Then examine the orderin which you complete each step.

4, Finally, examinethe type of documents that needto be completed ateach stepinyour case
action flow.

w

Rememberthatgood preparation will ensure your maximise the benefits of your Keyhouse Console.
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BACKGROUND OVERVIEW

Before we beginit might be useful tolook athow each step of the set-up interacts with each other,
below isa graphical representation of this:-

Case Action Flow Setup: Thisis the list of steps needed to complete atype of case. Itis made
up of Actions, Associated Actions and Associated Documents

Case Type: Thisis the type of case in use e.g. Purchase of Property.

Action: An Actionisa step within the case action flow.

Associated Actions: Associated Actions are actions associated or connected with that
action.

Associated Documentation: Associated Documents are documents associated with that step or

action.
Case Action Flow/Plan
) . Associated
Case Type > Action v Action
. Associated
Action
Documents
. N Associated
Action > .
Action
. A i
Action ssociated
Documents

Explanation:

Illustrated inthe above diagram we can see that each case type is made up of a case action flow, this
isa list of stepsthat need to be completed. The case action flow is subsequently made up of aseries
of actions or steps. Each Action may then have associated actions and associated documents,

connected withit. Please see the following simplified example of a case type and a case action flow.
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Example

Case Flow Plan for a Litigation case type

Case Type: Action 001:
Litigation RTA

Instructions Form,
Acceptance ofInstructions,
Authorityto Accept Service

\ 4

For more examples see appendicestothe rearof the manual.

Associated Actions:
Then Do: Action002in 7 Days

Associated Documents:

1. RTAOO1A - Instruction Form

2. RTAOO1B — Letterto Insurance
Companythankingforinstructions

3. RTAQ01C — Letterto Plaintiff's
Solicitoracceptingservice

Action 002:

Return Civil Billand/or
Appearance
Complete Entry of

Appearance
Advise Insurance Company

Associated Actions:
Then Do: Action003in 1Day

Action 003:
Notice of Particulars

office

Associated Documents:

4. RTAO02A — Letter to Plaintiff’s
Solicitorreturning Civil Billand or
Appearance

5. RTAOO1B — Letterto Insurance
Companythankingforinstructions

6. RTAO002C —Letterto Company
advising position

Letterto Defendantto call to

Associated Actions:
None

Frequently used Icons

|A_

-+

Add an Existing Action
Createa New Action
Editan Action

Delete An Action

Printthe Selected Case Plan

Associated Documents:

7. RTAO03A — Notice or Particulars

8. RTAO03B — Letterto Defendant to
callto office
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SET-UP OF CASE TYPES

Introduction

As previously mentioned the set-up of different case types will involve quite an amount of
consideration but once the list of different case typesis compiled the set-up of the different case
typesisreasonably straightforward. The set-up of the case type isthe first stepin case set-up
section of the Keyhouse Console.

In this section we familiarise ourselves with the following tasks:
° Adding New Case Types

° Removing Case Types
° Amending Existing Case Types

Adding New Case Types

1 Select Setup fromthe list of Tabs
2. Select Case Work Flow Setup from the Ribbon. The following dialog box willappear.

Case Work Flow Setup - X

Case Plan | Me 2= Include Retired

I | {9 Document Assists

Adtions Fl T coge | pescription crPath

o+ I T -
CCC | Child Care Case ECO to...  t\Keyhouse\Standrad D...
CCL | Cireuit Court Litigation | t\keyhouse\Standrad D.
DBC | Debt Collection - Circui... | t\keyhouse\Standrad D.

2 gr | Debt Collection - Distr..  tkeyhouse\standrad D, | LA1on Code [ ProcessType | Work Type

DCL | District Court Litigation | t\keyhouse\Standrad D...
DFC | Defence Litigation (Circ... | t\keyhouse\Standrad D...
DIG | Digital Dictation tikeyhouse\Standrad D...

Standrad D.

DRD__ Deht Recaven: Mistrict_ #Akavhonse\Standrad DY

DRC | Debt Recovery (Circuit..  t\keyhos

Cancel

3. To add a Case Type clickon the Green Plus beside the Case Type. The following dialog box will
appear.

Add Case Type x

General | Access Control
Code Retired

Description
Accounts Ligitation Conveyancing
Probate Debt General

Precedent Document

OK Cancel

4, Typein an appropriate code inthe Code box e.g. LIT for Litigation, this code must be unique
and 3 charactersin length.
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Tip: It would be advantageousto compile alist of appropriate unique codes for each case
type.
Type a descriptioninthe Description box e.g. Purchase Work Flow.

Below the Description Box you cansee a series of tick boxes. Tickthe mostappropriate
category for the case type.

Leave the Precedent Documents blank, it will create a storage location forthe precedent
documents.

When completed clickthe OK button and the case type just created will appearinthe Case
Type List.

Controlling Access To A Case Plan

1 Select Setup fromthe list of Tabs
2. Select Case Work Flow Setup fromthe Ribbon. Click onthe Down Arrow beside Case Type to
getthe listof all existing case plans. The following dialog box will appear.
Add Action
CasePlan | Child Care Case ECO to Care Order )
Action Code
Properties Auto charging | Commands | Email | Task Assignments
priority | Normal v MileStone Action Billable
Status | ot Applieable v Know Your Client
Flag v
Action Category Process Type
® Action Statute Date ®in
Fixed Dated Action Critical Date Out
Note Court Date Other Process
Appointment Scanned Post/Mail
Reminder Cheque Request
Email Link
Phone Message Photo ID
Dictation Non Photo ID
Undertaking Corporate Entities
Auto Populate Action Qublel
Required Action ®) None
Auto Alarm Action WEB/Thin client
Hold Current Case Plan Export Only
Al
Save Cancel
I —
3. Selectthe case plan you wantto restrict.
4,

Click on the Edit button (Pencil) beside the Case Type Drop Down Arrow. The following dialog
box will appear.

Change Case Type x
General | Access Control
Code CCC Retired
Description | Child Care Case ECO to Care Order

Accounts [V Ligitation [_| Conveyancing

Probate

Debt General

Precedent Document | t\Keyhouse\Standrad Documents\Chil¢

oK

Cancel
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5. Click on the Access Control tab. The followingscreen will appear.

Change Case Type X

General | Access Control

Restrict access to this case plan for handlers assigned to the following
department. Leave the department blank to allow all user to have access
to this case plan.

Department hd

OK Cancel

6. Click on the Down Arrow to get a list of departments, select the department to use this cae
plan.

NOTE: Only handlers assigned to this department willthen have the option of choosing this case
plan.
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Amending An Existing Case Type

1 Selectthe required case plan as before.
2. Click on the Edit button (pencil) beside the Case Type Down Arrow.

Change Case Type x
General | Access Control
Code CccC Retired

Description | Child Care Case ECO to Care Order
Accounts [V Ligitation [_| Conveyancing

Probate Debt General

Precedent Document | t:\Keyhouse\Standrad Documents\Chili| | ..

OK Cancel

3. The following dialog box willappear. Make any required changes and click the OK button and
these changes will then take place.

Retire A Case Type/Plan

Once a case planis no longerrequireditcanonly be retired. Thiswill preventitfrom beingselected
inerror.

1 Selectthe required case plan as before.
2. Click on the Edit button (pencil) beside the Case Type Down Arrow.

Change Case Type X
General | Access Control
Code ccC Retired

Description | Child Care Case ECO to Care Order
Accounts [V Ligitation [_| Conveyancing

Probate Debt General

Precedent Document | t\Keyhouse\Standrad Documents\Chili| | ...

oK Cancel

3. Tick the Retired Button. This will remove itfrom the list of Case Plans.
4, Click OK.

Copy A Case Type/Plan
A Case Plan can now be copied and it creates a new set of coded documents.

1 Go to Setup and click on Case Work Flow Setup.
2. Locate the Case Planto be copied
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3.

4.

5.

6.

Click Copy Case plan/type button.

Case Work Flow Setup

- X

Case Plan | Property sale

V| &+ 7 Include Retired

Actions Followed | Information required | Document folders

G XB=Wy &

Sequence | Description

Miscellaneous letters, memos etc

Remind Client to return signed Authority

Get Title from Lender and/or Land Reg
Remind Lender to send Title

Draft Contract

Check whether Precontract Enquiries Received

(== = I Ty B R TR R V]

w

Reply to Precontract Enguiries

11 Contract signed by Purchaser, get Redemption figure
12 | Remind Client to sign Contract

13 Send signed Contract to Purchaser Solicitor

15 | Approve draft Transfer

16 Closing

17 Post-Closing

18 | Remind Lender to furnish Vacate

19 | Send Vacate to Purchaser Solicitors

10 Remind Purchaser Solicitors to return approved draft Cont...

- Take Instructions, initial Letters P5LO1 _—

| | | v
Action Code Process Type | Work Type
P5L19
P5LO2 o} P5L
PSLO3 Q PSL
PSLO4 Q PSL
P5SLOS5 O PSL
PSLOT | PSL
P5LO8 o} PSL
P5LO9 o} PSL
P5L10 o} PSL
P5L11 | PsL
P5L12 o} PSL
P5L13 o} PSL
P5L14 o} PSL
P5L15 o} P5L
PSL1& | PSL
PSL17 Q PSL >
| Cancel |

Copy ca_se plan/type | Assists

|

Click Copy Case plan/type button.

Case Plan

Code RPS

Description | Residential Property Sale

| ok | ‘ Cancel |

A new case plan has been created.

Case Work Flow Setup - X

v o & =

Case Plan ‘ Property Sale = ¥l Include Retired

8 Document Assists

Actions Followed | Infermation required | Document folders

G xE =Wy 4 Fred
Sequence | Desaription Action Code | Process Type | Work Type
2| Miscellaneous letters, memos etc 00002 ] RPS
3| Remind Client to retum signed Authority 00003 o RPS

The Follow Up Actions are still linked to the original Case Plan and will need to be changed to

the new workflow. See Amend an Associated Action (p. 72)
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SET-UP OF CASE ACTION FLOW

Introduction

Aftersetting up the different case typesitis essentialto compile alist of stepsinvolved in each case
type, these steps are known as actions. The Case Action Flow asillustratedin the Introductory
sectionis made up of a series of Actions, these actionsinturn, have Associated Actions and
Associated Documents. Inthis section we will familiarise ourselves with the following tasks:

. Set-up of a Case Action Flow

° Creating New Actions

. Amending Existing Actions

° RemovingActions

° Importing Zipped Case Plan Files

. Exporting Case Plans as Zipped Files

Setting Up A Case Action Flow

1. Selectthe case plan as before.
2. Click on the Green Cross underthe Actions Followed

3. The following dialog box willappear.

Add Action x
Case Plan | Child Care Case ECO to Care Order v

Action code

Action

Properties Auto charging | Commands | Email | Task Assignments
priority | Normal v MileStone Action Billable
Status | Not Applicable v Know Your Client
Flag - v
Action Category Publish Process Type

Action ® None ®in
® Fixed Dated Action Weg/Thin client e
Note
Appointment
Reminder All
Email
Phone Message
Dictation
Undertaking
Statute Date
Critical Date
Court Date Auto Alarm Action
Scanned Post/Mail
Cheque Request
Link
Photo ID
Non Photo ID

Export Only Other Process

Auto Populate Action
Required Action

Hold Current Case Plan

Save Cancel

I —
4, Adda Unique Number Code forthisactioninthe action code box. Thiscode should be

representative of the position the action/stepisinthe case plane.g. RHP02 isthe second step
inthe Residential House Purchase Case Plan.
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Complete the following detailsin the Properties Tab.

Priority:

Milestone Actions:

Billable:

Status:

Action Category:

Publish:

Process Type:

Auto Populate:

Required Action:
Auto Alarm Action:

Hold Current Case Plan:

Setthe priority of this action e.g. Normal, High, Low using the drop
downlist provided.

Use the tick box providedto indicate ifitisa Milestone Actioni.e.a
veryimportanttask. For example servingasummonswould be a
Milestone Action.

Use the Tick box provided toindicate whetherabill is due to be
issued at this stage of the Case Action Flow.

The Status of the actionisthe stage of completion of thisaction for
example an action could be an Initial Letter, Judgement Papers Filed,
Summons Issued, Case Settled etc.

Selectthe appropriate Action Category using the Option Buttons
available.

The Publish optionis only available forthose who have internetand
exportservices available.

Publishinganaction will allow the actionto be viewed or exportedto
an external source. Below isalist of optionsavailable.

Web thin/client: Publishthe action ontheinternetsothatit can be
viewed by clients who have this service.

Export the actionto external sourcese.g.asanentryin a database.

All will publish the action through the Internetand exportsittoan
external source.

None will donone of the above.

Thisrefersto whetherthe actionis goingoutor comingin. For
example alettertoa clientwould be going out therefore the process
type would be “out”. A Note/Internal Memo process type would be
“otherprocess” as it is neithergoingin or out. Selectthe Option
button for the required process type.

This will automatically add the action to the Case Diary when the
case iscreated.

This will prevent the action beingremoved from the Case Diary

Seta reminderonthe action

This will prevent the Case Plan from changing on completion of an
actionthat was added to your Case Plan from an existing Case Plan
and where afollow up action exists.
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6.

8.

Click to the Auto charging Tab.

Case Plan | Shared Cwnership acquistions & disposals

Action code | 0020

Contract/Title received no instruction
Action

Properties | Follow Up Action | Associated documents

Change matter charge arrangement to

Recoverable cost to be charged on

0
complication of this action

Post interest on complication of this action

Change Action x

v

Auto charging | Commands | Email | Task Assignments

on completion of this action

Save Cancel

From thisscreenthec
Click to the Task Assig

harging arrangements can be changed on the completion of the action.
nmentTab

Case Plan | General Office Work

Action code | Go1

Initial Attendance
Action

Properties | Follow Up Action | Associated documents

Assign Action Handler

® Logged On Handler ® Logged On Team
Case F/E Case Team
Case Partner Other
Client F/E
Other

& 5 x

Action Code | Description

Assign Action To Team

Change Action x

v

Auto charging | Commands | Email | Task Assignments

Action Authorisation / Completion Required By

® Logged On Handler
Case F/E
Case Partner
Client F/E
Any Partner
Other

Password Required

Time Frame

Save Cancel

From this screen actions can be assigned to specificusers and teams by selecting the required

option.

Logged on Handler:

Case FE:

Case Partner:

Other:

If you would like the user of this case plan to receive the follow on
actions leave the Assigned Action Handler option button as “Logged on
Handler”.

If you would like the Case Fee Earner of this case planto receive the
follow on actions leave the Assigned Action Handler option button as
“Case F/E”

If you would like the Case Partner of this case planto receive the follow
on actions leave the Assigned Action Handler option button as “Case
Partner”

If you wold like itto go to another specified handler choose the “Other”
option button. Use the Down Arrow to locate the required user.
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Logged on Team: If you wouldlike the logged onteam forthis case planto receive the
follow on actions leave the Assigned Action to Team option button as
“Logged on Team”.

Case Team: If you would like the case team for this case planto receive the follow
on actions leave the Assigned Action to Team option button as “Case
Team”.

Other: Ifyou wold like itto go to anotherspecified team choose the “Other”

option button. Use the Down Arrow to locate the required team.

10.  ActionAuthorised/Completion Required by will allow you to control who completes the action
ifitisto be someone otherthanthe assigned person.

11.  Whenyou have completedall the above steps click the OK button.

12. Repeatthe procedure to add additional actions.

Amend An Existing Action

1. Selectthe Action you want to amend.
2. Click on the Edit button (Pencil) under the Actions Followed Tab.
3. Amend as required and click the OK button.

Remove An Existing Action

Selectthe Action you wantto remove.

Click on the Red X underthe Actions Followed Tab.

A message box will appearaskingyou “Are you sure you wantto delete thisitem?”.
Clickthe Yes buttontoremove.

HwnN P

NOTE: Ifthe Action hasassociated actions or documents you will not be able to delete the action.
Therefore in orderto remove the action the associated actions and associated documents
would have to be removed first.

Sequencing Actions
The sequencingtool allowsyoutoalterthe orderor sequence of the actions in the case plan.

1. Selectthe Action you wantto reposition.
2. Click on the sequence button required. Asdescribed below:

The first button will reposition an action to the top of the case plan.

The second button will reposition anaction up one level.

The third button will reposition an action down one level.

The fourth button will reposition an action to the bottom of the case plan.

NOTE: An actionwillstill holdits original code therefore affecting associated actions.
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SETTING UP ASSOCIATED ACTIONS

Introduction

Once the action has beeninputteditisthen possible toadd an associated actionto it. Associated
actions are actions connected with the main action. Inthissection we will familiarise ourselves with
the tasks.

° Creating Associated Actions
° Removing Associated Actions
° Amending Associated Actions

Creating An Associated Action

As described previously associated actions are connected to existing actions in our case action flow.
Therefore, by adding associated actions to an action we are amending this action.

Selectthe required Case Plan as before.

Allthe actionsin this case type are displayed.

Selectthe Action you wantto add the associated action to.
Clickon the Follow Up Action Tab

>R

Change Action x

Case Plan | Residential House Purchase
Action code | RHPO1

send initial letter to client.
Action

Properties | Follow Up Action | Associated documents | Auto charging | Commands | Email | Task Assignments

Decision Next Action | Desription When When Type | Action

Automaticaly process associated actions @) Ask the user to select the associated actions to process

Save Cancel

5. Click on the Green Cross and the following dialog box willappear.

Add Associated Action x

On Completion of : | RHPOT Send initial letter to client.

Then Do ~| | Response from Client v

Save Cancel

Starting On Completion of: RHPO1 thenyoudo
Click on the down arrow and a list of actions will be displayed.
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Enter the firstletter of the action codes to show getto the required actions.
Selectthe actionrequired
Click on the down arrow to the left of time and select the time frame required e.g days,
weeks, now.
Click on the down arrow to the right of the In box and specify the period.

6. Click Save to link the actions. The Associated Action will then be visiblein the Associated
Action Window.

To Amend An Associated Action

Selectthe Associated Action you wanttoamend.

Click the Edit button (Pencil)

The Change Associated Action dialog box will appear.

Make the required changes and click the OK button. These changesshould be visiblein the
Associated Actions tab.

HwnNE

To Remove An Associated Action

1 Selectthe Associated Action youwanttoremove.
2. Click the Delete Button.
3. A message will appear asking you to confirm the deletion. Click the Yes Button.
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SETTING UP ASSOCIATED DOCUMENTS

Introduction

Associated documents are documents connected with an action or stepi.e. Documentsthatneedto

be completed at that stage of the Case Action Flow/Plan.

There may be times whenyou may need to customise an existinglibrary documentto meetyour
requirements. Inordertodo so youmay needtoinsertextrafieldsintothe document ormaybe

create your ownfields.

In addition you may need to create a new documentto add to your document library. Toassistin
the creation of these documents you canimportan existing Word documentinto yourdocument

libraryand amend as required. Below isalist of tasks to be coveredin thissection:

Creatinga New Associated Document

Importa documentto create a New Associated Document
Amendingan Associated Document

Removingan Associated Document

Addingan existing Associated Document

Codinga Precedent Document

Creating User Defined Fields

Creating A New Associated Document

1. From the Setup Tab select Case Work Flow Setup fromthe Ribbon.
2. Selectthe Case Plan as before.
3. Double click on the Action you want to add the associated document to.
4, Selectthe Associated Documents Tab. The following options become available.
Change Action x
Case Plan Residential House Purchase
Action code | RHPO1
Send initial letter to client.
Action
Properties | Follow Up Action | Associated documents | Auto charging | Commands | Email | Task Assignments
*+G I =wWpE2
Code Document Name Optional [ Action Filepath
save || Cancel
A —
5. Below isan explanation of each tool usedin creating associated documents.
& Adda new document
(5 Selectanew document
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6.

10.

11.

12.

13.

14.

B Change/Amend document settings
b o Delete anassociated document

Wi Selectadocumentto import
Openselected document

= Document Properties

To create a new documentclick onthe Green Plus. The following dialog box appears.

Add Documents | X
| e Create Document Open Document [{,5 Import Document
General | File path

Code | GENGO3B
Mame
Type | DOCX

Class | GEN

ok Cancel

A code will be assigned automatically. It is made up of the Case Type Code and the Action
Code plusaletterA, B C etc. insuccession.

Enter the Document Name inthe Name box e.g. Letterto Plaintiff's Solicitor Re: Notice for
Particulars.

Type would be Word Document but this can be changed to match the type of documentto be
added by clicking the'--| button.

Clickon the! .| buttonto setthe classification forthe document. Thisisusedinconnection
with the Brief Builder Module.

IF the code you wantis not present, click onthe Green Plus within the Document Class

window. Entera three letter code inthe Class Code box and a descriptioninthe Description
box and click OK.

Add Document Class x
Class code Retired

Class description

ok Cancel

The newly created Class will then be available in the Document Class window.

Click on the Create Document button, a blank Word document will open. Createthe
documentasrequired.

The document will then be visible in the associated document window of the action.

Import A Document To Create A New Associated Document

There may be occasions when you already have the basictext of a document created that can be

used as the foundation of anew document. Follow the instruction above from Step 1to 11. Then
follow the steps below.

1

Click on the Import Document button ® . The following dialog box willappear.
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® Open File | x|

Browse forthe document of your choice then click on the Open button.

The documentwill then be opened along with the Document Assist.

Close Microsoft Word.

Returnto the Keyhouse Console Window. The documentwillthen be visibleinthe Associated
Document code at a laterstage inthe Section “Coding a Precedent Document”.

To Remove An Associated Document

N

Selectthe Associated Document you want to remove.

Clickon the Red X.

A message box will appearaskingyou “Are you sure you want to delete this Associated
Document? Clickthe Yes button and the associated documentisremoved.

To Amend An Associated Document

bk wnN e

Selectthe Associated Document you wanttoamend.

Click on the Open Selected Document “ located onthe Associated Documents screen.
Amendthe documentasrequired.

When complete save the changes and close the document.

Returnto the Keyhouse Console.

Add An Existing Associated Document

Click on the Selecta New Document button & .
The following dialog box willappear.

Add Associated Action x
Optional

Document :

save || Cancel

Click on the Browse Button! = to displayalist of documentsinyourdocumentlibrary. The
following Document Library dialog box is displayed.
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Browse Documents x
+

s x

Code Description ile Path Type |Class |Plan
 ccsion picaton _______|t\keyhouse\standrad DooumentsiGeneral .. [Doc__aen |
ATTROO1A  Review Attendance tkeyhouse\Standrad Documents\Pre-Court.. DOC  ATT
CCBC101A  Memo informing Client of adjourn... t\keyhouse\Standrad Documents\Circuit Cou... DOC GEN
CCBC101B  Letter informing Appellant of adjo... t\keyhouse\Standrad Documents\Circuit Cou.. DOC | LTR
CCBC101C | Letter informing Witness of adjou...  t\keyhouse\Standrad Documents\Circuit Cou.. DOC | LTR
CCBC102A  Memo informing client of result  t:\keyhouse\Standrad Documents\Circuit Cou... DOC  GEN
CCBC102AA  Agresso Requisition Form for Cou... | t\keyhouse\standrad Documents\Circuit Cou... DOC  GEN
CCEC102AB  Letter to Counsel enclosing fees  t\keyhouse\Standrad Documents\Circuit Cou.. DOC | LTR

CCBC103A | Affidavit of Debt t\keyhouse\Standrad Documents\Circuit Cou.. DOC | GEN

CCBC103B  Certificate of No Appearance tkeyhouse\Standrad DOg oo irad Documents\Gircuit Court Givil Bill i
CCBC103C | Affidavit of No Defence ti\keyhouse\Standrad DOCUMENTSYCITCHT Ot T DUt TGEN

FOnCAnAn | Daomoct for loadoame oot b D fal #0 leonshniieo) Crondrad Do anto) Cire it Co Do sra v
Action Code [l Document

. T

Er=re—

Select Cancel

4. Search for the Documentrequired using the search facility.

To use the search:

a. Type part of the documentname inthe search box provided andclick enterif needed.

b. A list of documents will be returned. Selectthe document required and click on the
Select button.

You have the choice to openand view the document using the Open command

If this documentis an optional document check the Optional check box.

Clickthe Save button to add the associated document.

The document will then be displayed in the Associated Documents window.

© N oW

Coding A Precedent Document

When codinga document we are addingfields from our Keyhouse Console toanormal Word
documenttoallowitto be generated through our Keyhouse Console diary. This will facilitate a
normal document merge with datafrom our case managementsystem to create individual client
letterand documents.

1 From the Case Work Flow Setup window open Document Assist.

Case Work Flow Setup - o Docun
Case Plan | General Office Work e & = Include Retired + & # [ show allfields
[ Document Assists

Actions Followed | Information required

G/ xB=Fy 4 Tt e
3. Selectthe Associated Document you want to code. ,
4, Click on the Open Selected Document button '
5. The Document Assist displays all field that may be added toa '
document. For more information on the DocumentAssistgoto | @

the Section: Guide tothe Document Assist
6. Click on the documentwhere the field isto be added

7. In the Search box entera word related to the information
required e.g. address. I —
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8. All commonly usedfields are visible howeverit may be necessary to tick the Show all fields
box to see yourrequiredfield.

9. Click on the Chevronto collapse the categories.
10. Openthe categoryyour need

# # (] show all fields ¥

i Detail
Contact Address- (Address|
‘Address Line 1- (AddressT)
Address Line 2-
Address
address
Address

11. Doubleclickontherequiredfieldtoaddit to the document.
12.  Move to the nextlocation onthe documentand continue until all required fields have been
added.

13. Savethe documentwhen completed and close.

NOTE: The documentwill not show specificinformation until itis generated through the Console
Diary.

ADDING A PopPurP PARAGRAPH TO A PRECEDENT
The code belowis how to code fora PopUp paragraph onyour Precedent —write inthe code where
the paragraph itself willbe placed:

E.g. [SYS:dpopup(‘XXX')] where XXX is the category name you assigned when setting up the Popup
paragraph

You can have multiple paragraph options.
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IMPORTING A DOCUMENT TO A PRECEDENT
This will allow you toimport a document stored outside Keyhouseto a Precedent document stored

in Keyhouse.

ok wNeE

[IMP:filepath]

Go to the Setup Tab and open Case Work Flow Setup.
Openthe Work Flow containing the Precedent.
Double click onthe Action that contains the document.

Openthe Associated Document Tab and double click on the Document.
Go to the location where the document isto be inserted.

Enter the following:

Re:

Dear

[MAT:Code} [MAT:FeCode) [UDF:SecRef]

[DATE:Today]

[MAT:Description

Yours faithfully

[DIA:CompanyName]

[IMP;N:\Approved Doctor.docx]

7. Save and close the document.

CREATING AN EMAIL TEMPLATE WITHOUT AN ATTACHMENT

1 Choose the required Workflow.
2. Open Document Assist.

Case Work Flow Setup

Case Type  [Using Email Templates

Actions Folioy ||

f + »‘ Code
ceL

DBC

DeT

Sequence |peL
DFC

DIG

DRC

DRD

EpA

3. Create a new action.

Description
Circuit Court Litigation

Debt Collection - Circui...
Debt Collection - Distri...

District Court Litigation
Defence Litigation (Circ.
Digital Dictation

Debt Recovery (Circi...
Debt Recovery (District...

Endurina Power of Atto

T Path
t\keyhouse\Standrad D... A
tikeyhouse\Standrad D..
tkeyhouse\Standrad D..
t\keyhouse\Standrad D...
t\keyhouse\Standrad D..
t\keyhouse\Standrad D..
tikeyhouse\Standrad D...
t\keyhouse\standrad D..

tikavhause\Standrad 0 Y

M+ 2

Retired

ttion Code

Process Type

- X

i Document Assists

Work Type

Cancel
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Add Action

Case Plan | Using Email Templates

Action code | 1

Create an email without an attachment
Action

Properties Auto charging | Commands | Email | Task Assignments
Priority | Normal v MileStone Action Billable

Status | Not Applicable v Know Your Client

Flag

Action Category Publish Process Type
Action ® None ®in
EXT“ Ratedaction WEB/Thin lient out
ote
P Export Only Other Process
Reminder All
® Email
Phone Message
Dictation
Undertaking Auto Populate Action
Statute Date
T Required Action
Court Date
e e pall Hold Current Case Plan
Cheque Request
Link
Photo ID

Auto Alarm Acticn

Non Photo ID

Setthe propertiesto Email and save.
Openthe Actionand click onthe Email Tab.

Add Action

Case Plan | Using Email Templates
Action code | 1
Create an email without an attachment

Action

Properties

+* 7 x

Auto charging | Commands | Email | Task Assignments

Email To Subject

Include Attachments | Record ID Action ID

| save || cancel |

Click on the green plus signto create a new email.

‘Add Email Template | ox

Te: | [CNT:zmail]
o
BCC:
Subject: | Request for Information

[ Include Attachments Mail Priority: | Normal

[ Include PDF Versions of Attachments  [] Request Read Receipt
LB EE. e, = ..
©) D - f . | |

Dear [CNT:Salut]
N 1 would be grateful if you could........
save || Cancel
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CREATING AN EMAIL TEMPLATE WITH AN ATTACHMENT

1
2.

3.

Using Document Assist to Code the Email with the relevantinformation and type the text

required.
Save the changes.

Add Action x
Case Plan | Using Email Templates v
Action code | 1

Create an email without an attachment

Action
Properties Auto charging | Commands | Email | Task Assignments
+* 7 x
Email To Subject Include Attachments Record ID Action 1D

 cnriemain | Requestfor inormation e R

| save || cancel |

Choose the required Workflow.
Open Document Assist.

Case Work Flow Setup - X
CaseType  [Using Email Templates [Y]dp # [Rretired B Document Assists
Actions Folloy || |
(G @ # | Code | Desciption cTPath F 143

CCL  Circuit Court Litigation  t\keyhouse\Standrad D...
DBC  Debt Collection - Circui... | t\keyhouse\Standrad D...
DET  Debt Collection - Distri... | t\keyhouse\standrad D...
Sequence |DCL | District Court Litigation  t\keyhouse\Standrad D... | ftion Code | Process Type | Work Type
DFC  Defence Litigation (Circ... | t\keyhouse\Standrad D...
DIG  Digital Dictation tikeyhouse\standrad D...
DRC  Debt Recovery (Circuit.. | t\keyhouse\Standrad D..
DRD  Debt Recovery (District.. t\keyhouse\standrad D..

B s empisies eousetncr .

EDA  Enduring Bower of Attn tikevhose\Standrad DY

| cancel ‘

Create a new action.
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6.

Case Plan | Using Email Templates
Action code | 2

Create an email with an attachment

Scanned Post/Mail
Cheque Request
Link

Photo ID

Non Photo ID

Add Action x

Action
Properties Auto charging | Commands | Email | Task Assignments
priority | Normal v MileStone Action Billable
Status | Not Applicable v Know Your Client
Flag |- v
Action Category Publish Process Type
@® Action ® None ®in
:xfd Dated Action WEB/Thin client out
ote
P Export Only Other Process
Reminder All
Email
Phone Message
Dictation
Undertaking Auto Populate Action
Statute Date
T Required Action
Court Date Auto Alarm Action

Hold Current Case Plan

ve || Cancel |

Setthe propertiestoActionandsave.
Openthe Actionand click on the Email tab.

Case Plan | Using Email Templates
Action code | 2

Create an email with an attachment
Action

+* 7 x

Email To Subject

Clickon the greenp

Change Action x

v

Properties | Follow Up Action | Associated documents | Auto charging | Commands | Email | Task Assignments

Include Attachments | Record ID Action ID

| save || cancel |

lussigntocreate a new email.
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10.
11.

® ‘Add Email Template

Dear [Salut]

Attached please find your medical report. | trust that this is satisfactory,

Save || ga

x

ncel

Using Document Assist to Code the Email with the relevantinformation and type the text

required.

Tick the Include Attachments button. Itisalso possible change the priority of the mail and to

send a PDF Version of the attachment.

Click to the Associated Documents Tab and create the required document as detailedin

section “Setting Up Associated Documents”.
Click save and then save again.
Click Cancel to close the Workflow.
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GUIDE TO THE DOCUMENT ASSIST

1. Case Associates —are everyone connected to the case otherthan the clientand the fee
earner. For example —the otherside’s solicitor, the doctor, the land registry, the lending
institution, the court, the defendant, the witness etc.

a) Firstpickthe appropriate case associate type from the drop down list provided. For
example Solicitor, Doctor, Witness etc. This will determine which category of case
associate the user will be prompted for on this document.

You may wantyour documentto cater forone/more solicitorson a file:

i)  FirstSolicitorona file use the following code for his/hername
[CAN:Name.Solicitor#01]. This will allow the useronlytoaddthe firstsolicitor’s
name to the document.

i)  Second Solicitoron a file use the following code for his/hername
[CAN:Name.Solicitor#02]. This will allow the userto add the second solicitor’'s name
to the document.

iii) Ifyou wantto cater for multiple solicitors on a file then the code would be the
following code for his/hername [CAN:Name.Solicitor#??]. This willpause and ask
the userwhich solicitor’s name they wantadded to the document.

b) Example of Advanced Codes:

i) [CAN:Name.Solicitors#??]produces aseparate letterforeach solicitorselected.

ii) [CAN:Name.Defendant#@,] lists multiple defendantsinadocumentwitha“comma”

betweenthem.

iii) [Can:Name.Defendant#@&] list multiple defendantsinadocumentwith an “and”
betweenthem.

iv) [CAN:Name.Defendant#@R] lists multiple defendantsinadocumentwitha“line”
betweenthem.

| NOTE: Ifitisasingle defendantthenitdoesn’tenterthe commaetc.

2. Case Diary —thisis a listof items from the case diary window. Forexample the date of the
action, the action number.

3. Case/Matter details —thisis the information inputin the matterrecord. For example the
matter code, the matter description, the fee earner name and code connected to this case etc.

4, Client Details —thisis the informationinputtedin the clientrecord. Forexamplethe client’s
name, address, date of birth, marriage, telephone number etc.

5. Client Contacts —thisisthe informationinputtedinthe client contacts section of the client

record. Forexample the clientspousecould be setup asa contact —Name, Address, PPS
number, date of birth etc.

6. Fee Earner/Handler—thisinformation inputted in the handler/fee earnerrecord. Forexample
it could be the current handlerloggedin details orthe details of the fee earnerassigned to
this matter— Fee Earner Name, Fee Earner Code, Current Handler’s code etc.

7. Important Dates & times —this contains fields that contain the date of a particularaction or
today’s date - Today’s Date, Action Date etc.
8. Other Case Details —thisis additional information inputted in the other details section of the

matterrecord. For example the “case premises” would be afield displayed inthe “Other
Details” tab of a conveyancingfield or “Balance of Debt” field would appearinthe “Other
Details” tab of a debtrecoveryfile.

9. OtherClient Details —thisis additional information for the client.

10. User Defined/OtherInformation —these are fields you create yourself to deal with anything
that is not catered for inthe above lists.
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NOTE: To view additional fields in each category puta tickinthe All Fields Check Box
show all fields gt the top of the Document Assist dialog box.

Creating User Defined Fields

On occasionyou may wantto insertinformation thatis notavailable fromthe existingfield listsin
this case you can create your own fields this will allow you the flexibility to customise your own
documents. The information behind these fields will be requested atthe pointthe User generates
the document through their Console Diary.

In The Document Assist Window

1. Clickon Black Arrow to expand the User Defined/Other Information. The following Window is
displayed.

‘i Document Assist - X

L W4 + t Show all fields ¥
Select a associate type
First

Include in Document Mame

Document Fields
Date of accident?- (AccidentDate)
Enter ACC Deposit Account number- (ACCNUM)
Account Number- (Accountnumber)
Enter Amount of charge over the ACCBANK Account refe...
Enter Date arrangement fee to be paid- (ADate)
Enter Amount Handling Charge ie. 35.00- (AmountHandi...
Enter post loan agreed Arrangement Fee- (ArfFes)
Enter Beneficiary Name- (Bene)
Circuit Court Number- (CirCtRecMo)
Civil Bill (Summons etc) Service Date- (CivilBillServeDate)
Paossessive pronoun for client please enter (his/her/its/th...
Closing Date- (ClosingDate)
Court Area- (CourtArea)
Damage to / Arrears of- (DamagetoArmrearsof)
Date of Instructions- (Datelnstructions)
Date of Adjournment- (DatecfAdjournment)

Date of Letter of Compliant- (DatecfCompliant) o
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2. Clickon the Green Plus. The following dialog box is displayed.

3.

=

Field Prefix
Field Name
Type

Screen Prompt
Length
Decimal

Format
Default Value

Category

General | Validation | SOL Statement

UDF:

Text

Add User Defined Field X

o Common Lock

>

oK Cancel

Fillin the following information:
Field Prefix:
Field Name:

The Field Prefix Name is UDF for User Defined Fields
Typein a Field Name inthe box provided, this must not contain spaces.
Selectthe Type from the drop down list providedi.e. the type of information

If you want this field always visiblein the User Defined list tick this box.
The Screen Promptis the description displayed to the User at the pointthe

Is the Amount of characters that can be inputtedinthisfield. Adjustusingthe

Decimal will only be applicableto numbers: thisisthe amount of decimal
placesyouwant visible. Adjustusingthe Up And Down arrows as required.

If the data type is Date click on the browse buttonto selectthe preferred date
format. Otherwise the datatype and length will determine the format.

Thisis the value youwould like to defaultto. If applicable, type the default

Type:
that will be inputtedi.e. Text, Dates or Numbers.
Common:
Screen Prompt:
documentis generated e.g. “Please enter court date?”
Length:
Up And Down Arrows as required.
Decimal:
Format:
DefaultValue:
valueinthe box provided.
li Change User Defined Field x

Field Prefix
Field Name

Type

Length
Decimal

Format

Default Value

Category

General | Validation | Other | SQL Statement

UDF:

Bene

Text

Screen Prompt | Enter Beneficiary Name

@s50

¥ bl common Lock
~

50(8

Fix document format Left Justify

(o] 4 Cancel

When creatinga Text Field enter @sxx where xx representing the number of characterssetinthe

length.
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!i Add User Defined Field x

General | Vvalidation | SOL Statement

Field Prefix UDF: w
Field Name FixturesSale Price
Type Numeric o Common Lock

Screen Prompt | Please enter Fixtures Sale Price

Length 10

<3 [c>

Decimal 2
Format @n10.2 Fix document format Left Justify

Default Value

Category hd

oK Cancel

When creatinga NumericField enter @nxx.x where xx.xrepresents the length and decimal
values.

!i Change User Defined Field x

General | Validation | Other | SQL Statement

Field Prefix UDF:
Field Name CompletionDate
Type Date o common [ ] Lock

Screen Prompt | Completion date

Length 10
Decimal ]
Format @dia Fix document format Left Justify

Default Value

Category N

OK Cancel

When creating a Date Field enter @d6to geta date inthe format of dd/mm/yyyy or @d18 to get
a date inthe format of dd/mmmm/yyyy.

Create UDF Validation

Validations can be added for stricter control of the information inputted. A useful optionisthe
“always prompt” command which can be used forfields where the information changes frequently
for example the Secretary’s Reference.

!i Change User Defined Field x

General | Vvalidation | Other | SOL Statement

®) No Checks Required
Must be True or False Always Prompt

Must be Yes or No

Must be in List

0.00 0.00

oK Cancel

86|Page



No Check:

Must be True or False:
Must be Yesor No:
Must be in List:
Required:

Always Prompt:

Must be in Range:

correct.

range of numbers.

Create a List

1

4.

Click on the Green Plus.

Will give ablankfield where the userenters required data
Will only allow True or False to be entered

Will only allow Yes or No to be entered

Will only allow the userto entera value from a list of values

Value must always be entered and cannot be left blank

!i Change User Defined Field ®x

General | Validation | Other | SQL Statement

No Checks Required

Must be True or False Always Prompt

Must be Vel P Add an item to UDF List x

® Must be in & &'

Field Name | CreditRating

Code 2 ame
Code
Description

oK Cancel

OK Cancel

Enter a Code and Description and click OK.
Continue until all items have been entered.

!i Change User Defined Field *
General | Validation | Other | SQL Statement
No Checks Required
Must be True or False Always Prompt
Must be Yes or No
® Must be in List L I 4
Code 4 | Description Field Name
oo oo |Credittating |
Exe Excellent CreditRating
Res Reasonable CreditRating
0.00 0.00
OK Cancel

Click the OK Button.

Each time the field occurs the userwill be prompted to confirm the data is

Only used with numbers. The user mustselectanumberfrom a specific
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Other &SQL Statement

Used by Keyhouse for System Codes. Please do notamend without consultation with Keyhouse.

’i Change User Defined Field

General | Validation | Other | SQL Statement

Formula

oK

Cancel

NOTE: To insertthisfieldasbefore, insertyourcursorwhere youwantthe information to appear.
Then double click the Field of your choice. Itshouldthen appearinthe documentdisplayingits field

name. Save the documentas normal.
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UDF FORMS

Certain cases/matters may need you to capture specificinformation that will require you to create

UDF fieldsin Keyhouse. These fields can be gathered togetherusing UDF Forms.

Create a UDF Form

w

5.

Selectthe Setup Tab and then select UDF Form Details

Maintain Other Case Detail Forms A x
Case Plan v
Form Mame v add I
Other Case Detail Fields UDF's under the Form
SeqNo Prompt UDFMame
Prompt File PreFix Field Name | Type
B How the acdident ocour... [UDF: Accidentcires [Tet
Date of ident? UDF: 3 Date

Enter ACC Deposit Acco... UDF: Text

Account Number UDF: Text

Text

uoF AlGInjuryType | Text
Ambulance attended sc.. | UDF Ambulance | Text
Enter Amount Handling... UDF AmountHan... | Numeric
An Post Endorsement | UDF: AnPostEndor... Text

Enter post koan agreed... | UDF: Teat

el Text
ol.. | Text
Attomey3ReL.. Text

Client's relationshio to... | UDF: AttornasvaRel. | Text >

< >

save || cancel

Selectthe Case Planto be used.

Thenclickon Add to add a Form Name, enterthe Name to be used and click OK.

Use the search box underthe Other Case Details Fields to find the UDF’s required.

Maintain Other Case Detail Forms o x
Case Plan Sale v
Form Name  Misc Information v Add Edit Delete r 4

ase Detail Fields DF's under the Form
content SeqNo Prompt UDFName
; [ S it of o wssegrin |
Prompt File Prefix Fiekd Name | Type P — .
2 Dateof Contract | wcondate
[ Lt the TR passin.. Pontents ]

3 Mortgage amount? wmort.amt
Agreed Val Ho... | UDF: ucontentspr... Text

Contents N
Is the purchase

4 Is the Property se... wwateryn

ucontentspr... Text .
5 Is there an ele
ucontentsyn | Text
o 6 List the Contents.
Value of the dec uhse.cont Text

Contents passing with .. |UDF: uy.contents... | Text

The order the items appearinthe form can be changed by usingthe orange Up and Down

arrows.
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8.

CaseFlan  Sale

Maintain OtherCaseDetsil Forms

[ (P2 the Contents passing with the h... | UDF:

Title Deeds to be listed in Document... UDF: udocse.. Text

4 Is the Property se.
5 s there an electri..

Form Name  Misc Information ~ Add Edit Delete
Other Case Detail Field: DF's unde Forr
list SeqNo Prompt UDFName
Prompt | File Prefix | Field Na... Type
b perty 3 List the Contents. wcontentslist
List items UDF: witem Text

wwateryn

welecyn

Was the client 2 Driver/Passanger/C.

UDF:

uclient.c... Text

6 Mortgage amount? wmartamt

x

To remove a UDF field from the report, right clickonthe field and select delete.
Whenallitemsare in place click Save and then OK.

If the same UDF Form is required for more than one workflow thenitwill need to be created

againin the second workflow.

Edit a UDF Form

1
2.
3.

5.

Go to the Setup Tab and selectthe UDF Form Details.
Enter the Case Plan associated with the UDF Form to be changed
Selectthe UFD Form to be changed

Prompt File Prefix

Fiekd Name | Type

B o the acicert oo |UoF: e [Tt

Seq No

Maintain OtherCaseDetail Forms. A x
Case Plan Sale v

Form Name | Misc Information v add Edit Delete

Other Case Detail Field DF's under the Forr

Prompt UDFName

2 Dateof Contract... | ucontractdate

Date of accident? UDF: ActidentDate | Date
Enter ACC Deposit Acca... UDF: ACCNUM Text
Account Number UDE: Accountnum... | Text
" AChAmL Text

ADate Text

angs AFee Text

Claim Type UDF: AIGClaimType | Text
Date Damages Agreed | UDF AGDamages... | Text
Date Costs Settled UDF AiGDateCost... Text

AmountHan,
AnPostEndor.

AtFee Text
AttomeyIReL.. Text
Attomey2ReL.. Text

Make the required changes
Click Save and OK.

Delete a UDF Form

HwnNe

Go to the Setup Tab and selectthe UDF Form Details.

Enter the Case Plan associated with the UDF Formto be changed
Selectthe UDF Form to be changed

Click the Delete Button to remove the form.
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Apply the Form to a Matter

1

4.

6.

Openthe required matterand check the correct Case Plan has been selected on the Current

Case Details screen
Go to the Extra Case Details Screen.

Home| Case Reports Phonelog Maintain Setup Help

oo % v K ¢

Start Timer Post Time| ~ Add Clear Al Delete All Import

Accounss thr Case Do

_— Case: [FLY001/0001 || sackrym
& Client/Case / [4Jp].] i

Sale of 10 Rose Laun, Blanchardstown, Dublin 17
W case Diary
B pocument Manager IO (Detauit view) v
& Current Client Details Searct
- Current Case Details

2F Extra Case Details Detail
Py [§ Lease date (or date of Transfer Order etc as applicable)
@ critical Information Lease: First party
& Know Your Clent Lease: yearly rent (include currency)

Click on the down arrow beside Default View and select the required form.

General Information EI-

Form MName
(Default View)

8 General Information

The UDF Fields willappearonthe screen.
Complete the fields as normal.

= cEEec sesg

The informationis now available to use in correspondence ifitisincluded in Case Plan

Precedents.
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CLIENT OTHER DETALLS

Formscan be created for individual clients. This will enable UDFinformation to be held atthe client

level and be visible on all matters forthat client.

Create a Client Other Details Form

1

4.

Selectthe Setup Tab and then select Client Other Details

Maintain Client Other Details

Client Code v

Form Name v add

Other Client Detail Fields UDF's under the Form
seqNo prompt

Prompt File Prefix | Field Name | Type

, UDF: acodentCircs | Text [
Date of accident? UDF: ‘AcodentDate  Date
Enter ACC Deposit Acco... UDF: ACCNUM Text
Account Number UDF: Accountnum...  Text
Enter Amount of charge... UDF: AChAmL Text
Enter Date arrangemen.. |UDF: ADate Text
Enter Amangement Fee | UDF: AFee Text
Claim Type uDF: AGClaimType | Text
Date Damages Agreed | UDF: AIGDamages... Text
Date Costs Settled UDF: AIGDateCost... | Text
Injury Type UDF: AGinjuryType | Text
Ambulance attended sc... UDF: Ambulance | Text
Enter Amount Handling... | UDF: AmountHan... | Numeric
An Post Endorsement | UDF: AnPostEndor... Text
Enter post loan agreed... | UDF: ArFee Text
Client’s relationship to.. | UDF: Attomey1Rel.. Text
Client’s relationship to.. | UDF Attorney2Rel... | Text
Client’s relationship to..  UDF Attorney3Rel... | Text
Chent's relahionshin to. UDE AttomewdRel..  Text > -

UDFName

x

Selectthe Client Code.

Click Add and then entera Form Name in the box and click OK.
for all customerstick the Visible forall client box.

Maintain Client Other Details

Client Code | zacoo1 v

Form Name ok Cancel

| Visible for all client

Other Client Detail Fields UDF's under the Form
_— SeqNo Prompt

Prompt File Prefix | Field Name | Type

Date of accident?  UDF AccidentD... Date

Enter ACC Deposit...  UDF ACCNUM  Text

Account Number  UDF Accountn... Text

Enter Amount of ch.. UDF Achamt  Text

Enter Date amange...  UDF. AD3te Text

Enter Arrangement... LDF aFee Text

Claim Type UDF AIGClaimT... Text

Date Damages Agr... LD AiGDama... Text

Date Costs Settled  UDF AIGDateC.. Text

Injury Type UDF AGInjunyT... Text

Ambulance attende... UDF: Ambulance Text

Enter Amount Hand... UDF Amount...  Numeric

An Post Endorsement UDF: AnPostEn.. Text

Enter postloan agr...  UDF Arfee Text

Client's relationship... UDF Attomey1... Text

Client's relationship... UDF Text

Client's relationship... UDF Attorney...Text v <

Drag the requiredfieldstothe panel onthe right.

UDFName

Save

If the form isto be available
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5. Once all requiredfields have been added, click Save

@ Maintain Client Other Details | ox
Client Code | zaco01 ~
Form Name | accient Details Ok Cancel T4
/| Visible for all client
Other Client Detail Fields UDF's under the Form
— UDFName
witness.
. AccidentCircs
Prompt File PreFix | Field Name | Type 7 AccidentDate
3 injury Type AlGinjuryType uo
Were there any wit.. UDF uwityn  Text 4| Number of Witne... unowit v
Witness's former ad... UDF: WitnessOl.. Text
Statements have be... UDF: Witnessst..  Text
< >
Save Cancel

6. The system will advise thatthe form has been saved. Click Okandthen click Cancel to close
the screen.

o Saved Successfully

|ok:
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ADDING INFORMATION REQUIRED TO A CASE ACTION FLOW

Introduction

It may be essential before aspecificcase type can be processed that particularinformationis

required. Thisinformation can be facilitated through the use of User Defined Fields (UDF’s). The
Information Required Tabis where the User Defined Fields specificto this case type are selected.
Below are the instructions onits use.

N

o

From the Setup Tab select Case Work Flow Setup.
Selectthe required Case Work Flow as before.

Selectthe Information Required Tab. The following dialog box will appear.

Case Work Flow Setup - x
Case Plan | Residential Sale v g & o= Include Retired
I Document Assists
Actions Followed | Information required | Document folders

AP RE=® G &
[

Sequence | Description Action Code | Process Type | Work Type

Cancel

Click on the Green Plus and the following dialog box willappear.

System Fields x
+*

add Edit Delete

Prompt Field Name

» -
Date of accident? AccidentDate
Enter ACC Deposit Account number ACCNUM
Account Number Accountnumber

Enter Amount of charge over the ACCBANK Accountr... AChAmt

Enter Date arrangement fee to be paid ADate

Enter Arrangement Fee AFee

Claim Type AIGClaimType

Date Damages Agreed AlGDamagesAgreed

Date Costs Settled AlGDateCostsSettl...

Injury Type AlGInjuryType

Ambulance attended scene of accident Ambulance

Enter Amount Handling Charge ie. 35.00 AmountHandingC... "
Select Cancel

Use the search box to locate the UDF required.
Click Select
Repeat Step 5-6 until all UDF’s have been entered.
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8. Once all fields have been entered you canthe order of the fields usingthe reorder buttons.

Top Up Down Bottom
9. To remove any UDF’s no longerrequired, clickonthe Red X.
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ADDING DOCUMENT FOLDERS TO A CASE ACTION FLow

When setting up a Workflow, a particular Document Folder structure may be applied. Thiscan be
created as part of the workflow and amended for specific matters at a later date, in that matter.

1. Ensurethe DocumentFolderoption has been activated onthe General Tab of the System

Options.

2. Clickto the Documentfolderstabandrightclick on Documents

Case Work Flow Setup

Actions Followed | Information required | Document folders

| Documents
Add new Sub-folder

£ Re-name this folder

| Folder Colour

3. Click Add new Sub-Folder

Case Plan | property sale v| g £ = Include Retired

Ml Document Assists

- X

Case Work Flow Setup

Residential Sale
Document folders
4} Documents

| (New Folder) (23

@ Change Folder Name

[(vew Folden ]

OK | | Cancel

Save and continue | | Undo All

4. Enterthe name of the Sub Folderand click OK.

Cancel
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5. Additional Sub Folders can be added to Sub Folders.

Case Work Flow Setup

Residential Sale

Document folders
4} Documents
4 W Agreements ()
| Tennancies (L}

W Reports {5

Save and gontinue | | Undo All

6. TodeleteaSubFolder,rightclickandselect Delete Folderand allits Sub Folders.

7. Click Save and Continue.

Cancel
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Appendix

Appendix 1. Sample Case Action Flow

Thisis a sample of a Case Action Flow/Plan which you could create using the techniques described in
the following section:

. Set-up of Case Action Flow
° Setting up Associated Actions
° Setting up Associated Documents

CIRCUIT COURT ROAD TRAFFIC

DEFENCE ACTION FLOW

Action | Description of Action Documents required Code Act - days
No
001 Complete Instruction Form Instruction Form RTAOO1A | 002in4
Acceptance of Instruction Letter to Ins Co thankingfor RTA001B | days
Authority to accept service instructions RTAOO1C
Letter to PI’s Solr accepting
service
002 Return of Civil Billand/or Letter to PI’s Solr returning Civil RTA002A | 003in7
Entry of Appearance Bill and/or Appearance RTA002B days
Send Civil Bill/Adviseto Ins Co Appearance RTA002C
Ltr inIns Co advisingposition
003 Notice for Further Particulars Notice for Particulars RTAOO3A
Letter to Defendant to call to Letter to Defendant RTAOO3B
office RTA003C

98 |Page




Appendix 2: Sample of a Blank Precedent Document

Thisdocumentisa sample of a documentthat could be imported and then used to produce a
precedentdocument. To produce this document use the techniques described in the Section:
Setting up Associated Documents.

VENDOR INSTRUCTION SHEET
RESIDENTIAL HOUSE

1. INSTRUCTION DETAILS:

a. Date of Instruction:
b. Fee Earner
Handler

2. CLIENT/VENDOR INFORMATION

a. Name:

b. Address:

c. Phone No. Home: Offfice/Fax
Mobile: Email:

d. Occupation:

e. Date of Birth:

f. Marital Status:

8. Date of Marriage:

h. Name of Spouse:

i. Client’s SSI No:

j- Spouse’s SSI No:

3. ASSOCIATED PARTIES:
a. Name of 1%t Purchase:
Address of 1%t Purchaser:

b. Name of 1%t Purchase:
Address of 1°t Purchaser:

C. Purchaser’s Solicitors:
Address:
d. Phone No: Office: Fax:
Email:
e. Auctioneer:

f. Local Authority/County Council:
g. Lending Institute:

4. PROPERTY DETAILS:
a. Sales:

b. Depositto be paid:
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c. Closing Date:

d. Interest Rate:
e. Sale Price includes the following:
f. Sale Price excludes the following:

g. Description of Property: ALL THAT AND THOSE

h. Is the Property Mortgaged? Yes/No
i. Are there any extensions carried out in the Property? Yes/No
j. Where are the Title Deeds?

k. Title Deeds to be listed in Documents Schedule:

Outstanding Information for File no:
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Appendix 3: A Sample of a Coded Precedent Document

Thisis a sample of a coded precedentdocument. To produce thisdocument use the techniques

describedinthe following Sub Sections of Setting Up Associated Documents:

° Codinga Precedent Document
° Creating User Defined Fields

INSTRUCTION FOR VENDOR — RESIDENTIAL HOUSE

DATE OF INSTRUCTIONS: [UDF: Datelnstructions]
Lawyer: [HAN:Name]

CLIENT INFORMATION

ClientName: [CNT:Name]

Address: [CLNT:Address1]
[CLNT:Address2]
[CLNT:Address3]
[CLNT:Address4]
[CLNT:Address5]

Phone No: Home: [CNT:Tel] Office/Fax: [CNT:Fax]
Mobile: [LCL:CIMobNo] Email: [CNT:email]

Martial Status: [LCL:CIMartialCde] JobType: [CNT:Occupation]

Date of Birth:  [CNT:DOB]

CASE SCREEN DETAILS:

Name of Auctioneer: [CAN:Company.Auctioneers#01]

Name of Local Authority/County Council: [CAN:Company.LocalAuthori#01]
Name of Bank/Building Society: [CAN:Company.Bank#01][CAN:Company.Build#01]

PROPERTY FOR SALE [CSM:CsPremisis]

Name of 1%t Purchaser: [CAN:Name.Purchaser#01]
Address (Home): [CAN:LinearAddress.Purchase#01]
Name of 2" Purchaser: [CAN:Name.Purchaser#02]
Address (Home): [CAN:LinearAddress.Purchase#02]
Name of OtherSolicitor: [CAN: Company.Solicitors#01]

[CAN:LinearAddress.Solicitors#01]

Telephone: [CAN:Phone.Solicitors#01] Fax No: [CAN:Fax.Solicitor#01]
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CLIENT DETAILS

RSI No: [LCN:CISSNumber#01] Spouse RSINo: [LCN:CISSNumber#02]
Spouse’s Name: [CNT:Spouse]

Date of Marriage: [qCNT:DateofMarriage]

Is the Property Mortgaged? YES/No

Are there any extensions carried out to the Property? Yes/No

Where are the Title Deeds? [CAN:Company.Bank#01] [CAN:Company.Build#01]

CONTRACT FOR SALE

Sale Price: [UDF:SalePrice] Closing Date: [UDF:ClosingDate]

Deposittobe paid: [UDF:Deposit] Interest Rate:

Description of Property: ALLTHAT AND THOSE [UDF:DescProp]

Does the sale price include the following:

[UDF:ContentsList]

What fixtures does client wish to exclude fromsale:

[UDF:ContentsProp]

Is there anything unusual about this sale that you wish to draw our attentionto?
Title Deedstobe listedin Documents Schedule:

[UDF:DocSchedule]

OtherlInformationforFile No: [MAT:Code]
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