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Keyhouse Chapter 1: Getting Started

Typographical conventions

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

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

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

Important Animportant note provides information that is essential to the completion of a task. Users can
disregard information in a note and still complete a task, but they should not disregard an important note.
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Chapter 1: Getting Started

Opening Case Management

1. Start Keyhouse by double-clicking the Keyhouse

shortcut on your Desktop.

2. The first time you log in, you will have to use your
Handler Code and Password. If you have previously
enabled the use of your Windows ID, you may log in
without having to enter your password.

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

@) Keyhouse

Please login to Keyhouse
Log in using your Windows 1D
_-OR--

Login using your Handler Code and password

box labelled Link this login to your Windows Login

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

-“Keyhouse

OR

Handler

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

Keyhouse

Welcome Carol Nolan. Where would you like to start

again.

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

\ Search/Open

§i All Matters

L My Matters

I# Recent Matters
2] Contacts

&. Associates
&) Advanced Search
€% My Invoices
“& My Cheques

¥¥ Phane Log
@ Firm Undertakings
|'_—,\_| Strong Room
('@, Document Search
™ Template Library

s P

>

Code

SIM001/0001 20 Jul 2015 17:08:19

FLY001/0001
BRECO1/0001
TJFO01,/0000
TJFO01/0001
ZZT001/0000
FOX001/0001
KEQ003/0003
BROOO1/0001
DUN /0001
MNOLOO1/0001
DUNQ01/0002
DUNQ02/0002

Last Accessed File Colour Name

20 Jul 2015 16:33:04 Jack Flynn
16 Jul 2015 16:23:29 Mike Breeze
16 Jul 2015 16:23:06 TJ Fox

16 Jul 2015 15:54:20 TJ Fox

15 Jul 2015 17:28:36
14 Jul 2015 12:13:37 Jennifer Fox
06 Jul 2015 09:19:51
03 Jul 2015 15:09:49
03 Jul 2015 12:03:07
03 Jul 2015 12:02:55
03 Jul 2015 12:02:44
03 Jul 2015 11:40:18

Sam Keogh
Kevin Browne
Zach Dunne
Paula Nolan

FLY001,/0002 03 Jul 2015 11:35; Jack Flynn
W \\"_‘/"‘mmwvv"—’vw

10

Test New CLie...

Dunnes Store..
Dunnes Stare...

Description Fee Earner Fee Co... |File Ref

_ Bart Simpson | Sale of House at: 4 The Mews, Rathfarnh... | Carol Nolan - FLY0O1

Sale of House at: 4 The Mews, Rathfarn... Carol Nolan  CN FLY0O1
Mike slipped an broke his leg. Martina Win... MW BRECO1/001
Document matter Stephen Ke... SK

Outstanding debt to PTSE Bank. Mark Kelly MK TJFOO1

Document matter Stephen Ke.. 5K

Redundancy advice Martina Win... MW
EPA to Stephen Keogh

78 Somerset Road, Ealing, London W5 5Y

Carol Nolan  CN
Erian Sween... BS 123

Advice on Car Accident Brian Sween... BS

Paula Nolan v Joe Smith Anne Mellon  AM 6666666
Fall at Meat & Poultry Aisle Brian Sween.. BS

Supplier Accident in Stock Room Brian Sween... BS

Purchase of 16 The Haywain, Terenure,.. | Carol Molan CN FLY002/001
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6. Task Manager will show you your task list.

A Search/Open
Code Last Accessed File Colour MName Description Fee Earner Fee Co... |File Ref
I All Matters
& My Matters [l simoo1/0001 |20 w2015 170819 | [BariSimpson | Sale of House ak: 4 The Mews, Rathfarnh... | Carol Nolan | cN | FLvoo1
FLY0O1,/0001 20 Jul 2015 16:33:04 Jack Flynn Sale of House at: 4 The Mews, Rathfarn... Carol Molan  CN FLYOO1
I+ Recent Matters
@ Contact BREQO1/0001 16 Jul 2015 16:23:29 Mike Breeze Mike slipped an broke his leg. Martina Win... MW BREQO1/001
] Contacts
N TJFOO1,/0000 16 Jul 2015 16:23:06 TJ Fox Document matter Stephen Ke... SK
. Associates "
) TJFO01/0001 16 Jul 2015 15:54:20 TJ Fox Outstanding debt to PTSE Bank. Mark Kelly M TIFOO1
3 Adv, d S h
"‘%' vanced seare 7ZT001/0000 | 15 Jul 2015 17:28:36 Test New Clie.. Document matter Stephen Ke.. 5K
& My invoices FOX001/0001 14 Jul 2015 12113:37 Jennifer Fox  Redundancy advice Martina Wi
‘¥ My Cheques KEQ003/0003 06 Jul 2015 09:19:51 sam Keogh EPA to Stephen Keogh Carol Nolan  CN
5 Phone Log BRO001/0001 03 Jul 2015 15:00:49 Kevin Browne 78 Somerset Road, Ealing, London W5 5¥ | Brian Sween... BS 123
@ Firm Undertakings DUN /0001 03 Jul 2015 12:03:07 Zach Dunne  Advice on Car Accident Brian Sween... BS
(] Strong Room MNOLOO1/0007 03 Jul 2015 12:02:55 Paula Nolan Paula Molan V Joe Smith Anne Mellon  AM 6066606
@l Document Search DUNQ01/0002 | 03 Jul 2015 12:02:44 Dunnes Store... Fall at Meat & Poultry Aisle Brian Sween... BS
T Template Library DUNODZ/0002 03 Jul 2015 11:40:18 Dunnes Store...  Supplier Accident in Stock Room Brian Sween.. BS
Jack Flynn Purchase of 16 The Haywain, Terenure,.. | Carol Molan CN FLY002/001

e P

Mf;‘ﬁ':fﬁfi/ 03 Jul 2015 11:35;

P, P P

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

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

& Tasks Carol Nolan 29 October 2014
& My tasks Recent Matters Task/Alert Performance
28 Team tasks -
Code Name Description No Over Due Tasks 30 My Time Day Book 0:25 | )
. » | BLaoo1/0001 Gordon T. Black RTA Walkinstown Crossroads, G. Black  ~| |\ o Tasks 12| Time Recorded this Week ol 2
b e BLAOO1/0000 Gordon T. Black 0000 Matter
7] Next (s 1 5 .
. et weeks tasks AAA0D1/0003 AAA Securities Ltd sale of 1 Main Street, Laragh, Co. Wickl... Critical Tasks 1| Time Recorded this Month 00 | —
2 N“td'"“mh i fesks CUL001/0001 Ann Marie Cullen Credit Card Debit Court Dates 2
Overdue tasks
e FIS001/0001 Melinda Fisher Sale of Lands in Wickiow Mich briority Tasks 5 | ees tssued Cument Month = 2
J DEA001/0000 James Deane 0000 Matter N —
D Last week's tasks CLI001/0001 gill Clinton Unfair dismissal by State Department Phone Message 1 Fees Issued Last Month 0 [m—
[ Last month's tasks FIT002/0001 Melinda FitzGerald Sale of lands in wicklow Fees Issued Year to Date ol -
i All tasks KEL002/0002 Sarah Kelly Debt Collection
Undertakings 0
€ My Overview /ABB0O1/0001 George J Abbott Sale 45 Somserset Road, Dublin 6
ABACOL/0001 David Abrahams Family Law Statue Date Approachin 1 Qutstanding Invoice 13320 [y
DEAQO1/0001 James Deane RTA Whites Cross, Stillorgan Outstanding Fees 35038
zz7777/7772 Non Assigned Phone Message
Debtors Days
ABB001/0005 George J Abbott RTA The Rise, Stillorgan Debtors Days L7e
ZAC001/0000 Irina Zacawski 0000 Matter Current Work in Progress 2,359 | -
ABADO1/0002 David Abrahams RTA - Listowel . Deaft Invoice = 2
Case Alert
Open Matters 30 Current Lockup Value 45679
My Dormant Matters 2
No Case where expected invoiuce date has passed 0
No. case with no estimate given 2
1
P P N AN SN SN 0 0,
SRANTTPURVPRN
Chapter 2: Search & Open
.
® Keyhouse Case Management (G - Cars tian - 3517 N ) = 8 x
Home |case| Repors [
4, ¢ —=| Search Toolbar

New Case CopyCase Move Case Merge Case | Canfict Search
Coe marznance Cane reites

A Search/Op
4 Al Marters

Wy Matters
s Recent Matters
(& Contacts

GoTo

Search box

Last Accessed FildT

New Clie... fest

Commercial

Comveyancing

Actident
Accident
Debt Collection
sale

Open Cases

Max results:

Qriginal Closed Date

& Assodistes [ oterim Busine._. Internationsl Business Services LId -+~ D |85 Deb
@ Advanced Search ) . . ack Fiynn Sale of House at: 4 The Mews, Rathfamh... CN Caral Nolan  FLY0O1

0 1y nvaices + Navi gation Bar  |oordonT. ba.. Rrawokinstown crossroads, 6. tiack 85 Brian Sween.. 12347 o
“ar My Cheques # jack Fiynn Document matter K Stephen Ke.

fir Phone Log H ack Flynn Purchase of 16 The Hapwain, Terenure..  CN CarolMolan | FLYOOZIROT |

@ Firm Undertakings IB5001/0020 10 Aug 2015 interim Busine... Gary Meville - Short term loan BS Brian Sween...

11
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W Tip: Click on a column headings to sort alphabetically by that heading eg. Matter Description or click on
T oa

Fee Earner

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

Type, File Colour and closed only.

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

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

Navigating the Search Screen

§ all Matters | Click on All Matters to list all matters.
My Matters | Click on My Matters to list all your matters
s Recent Matters | Click on Recent Matters to list matters recently accessed.
[£) My Contacts | Click on My Contacts to list all your clients and matters

=l Note this is for Fee Earners only.

Click on Advanced Search to perform a more specific search on all
matters.

Click on My Invoices to add, view or edit any draft invoices you have.

& Advanced Search |

€0 My Invoices |

% My Cheques I Click on My Cheques to add, view or edit any draft invoices you have.

&9 Phone Log I Click on the Phone Log to add or view items in the phone log

(3 Strong Room I Click on Strong Room to view or add items in your strong room.

CQ Docurment Search I Click on Document Search to search all documents.

| Click on Template Library to Search and preview your precedent bank

™ Template Library
of documents.

12




Keyhouse Chapter 2: Search & Open

Search Lists
Search All Matters List

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

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

description.
Keyhouse Case Manag
Home | Case| Reports Phonelog Maintain  Setup  Help
" d & & ¢ 1 (
¥ o=t [ <+ % F7 . /,_)
New Case Copy Case Move Case Merge Case | Conflict Search
Case maintenance LCasze related GaTo
\ Search/Open
] -
§i All Matters Code Last Accessed File Colour Mame Description
. My Matters SIMO01,0001 20 Jul 2015 17:08:19 Bart Simpson Sale of House at: 4 The Mews, Rathfarnh...
FLY0OO01,/0001 20 Jul 2015 16:33:04 Jack Flynn Sale of House at: 4 The Mews, Rathfarn...
2 Recent Matters - . :
BREOO1,/0001 16 Jul 2015 16:23:28 Mike Breeze Mike slipped an broke his leg.
2] contacts -
" . TIFO01/0000 16 Jul 2015 16:23:06 TJ Fox Document matter
& Associates - oame -
) TIFOO1,/0001 16 Jul 2015 15:54:20 TJ Fox Outstanding debt to PTSE Bank.
t"% Advanced Search 77T001/0000 | 15 Jul 2015 17:28:36 Test New Clie... Document matter
9 My Invoi . .

& My Invoices FOX001/0001 | 14 Jul 2015 12:13:37 Jennifer Fox | Redundancy advice
Sadicheaues KEOQ003/0003 | 06 Jul 2015 09:19:51 Sam Keogh EPA to Stephen Keagh
¥y Phone Log BRO0O1/0001 03 Jul 2015 15:09:49 Kevin Browne 78 Somerset Road, Ealing, London W5 5Y
@ Firm Undertakings DUN /0001 | 03 Jul 2015 12:03:07 Zach Dunne  Advice on Car Accident
{3 strong Room NOLOO1/0001 03 Jul 2015 12:02:55 Paula Nolan  Paula Nolan V Joe Smith

('@ Document Search DUNOQO1202 | 03 Jul 2015 12;02:44 W Fall at Meat & Poultry Aisle

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

Keyhouse Case Management  (CN-g

Home |Case Reports Phone Log Maintain  Setup  Help

$ &% 4 % A p

New Case Copy Case Move Case Merge Case | Conflict Search
Case mai e GoTo
= : sale
« Search/Open
§ All Matters Code Last Accessed ~ | File Colour MName Description Fee Earner
L My Matters [ sro001/0001 |20 ui2015172446 | [KevinBrowne | of 78 Somerset Road, Ealing, Lond..
SINMO01,/0001 20 Jul 2015 17:08:19 Bart Simpson Sale of House at: 4 The Mews, Rathfarnh... Carol Molan
¥ Recent Matters
@ contact FLY0O01,/0001 20 Jul 2015 16:33:04 Jack Flynn Sale of House at: 4 The Mews, Rathfarn.. Carol Nalan
ontacts
ACCD01/0002 03 Jul 2015 10:07:32 Accord Music.. Sale 123 Bishops Street Martina Win...

&, Associates

WEI001,/0001 James Weis Sale 22 Mutley La onnybrook Dublin 4 Carol Nolan

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

13
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Search Recent Matters

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

1.

2.

3.

4.

Click on Search/Open.

Keyhouse Case Management (<N -

Home | Case| Reports Phonelog Maintain  Setup  Help

& & & & A D
* =5 ki -1 PN ,
New Case Copy Case Move Case Merge Case | Conflict Search
Case maintenznce Case related GoTo
c ; sale
\ Search/Open | |
§ All Matters Code Last Accessed File Colour MName Description Fee Earner
My Matters j srooo1/0001 [20ul2015172446 | |KevinBrowne | of 78 Somerset Road, Ealing, Lond..
B R — SIMO01,/0001 20 Jul 2015 17:08:19 Bart Simpson Sale of House at: 4 The Mews, Rathfarnh... Carol Nolan
=+ Recent Matters
FLY0O01,/0001 20 Jul 2015 16:33;04 . Ja qn Sale of House at: 4 The Mews, Rathfarn... W

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

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

How to Search Open and Closed Cases

1.

Click on Search/Open on the Navigation bar.

- @ Cases || |
Click on All Matters. — Qa“s/
ODEH Cases
Click on Standard view tool located ElpzediEases
h f “ . | t f . “ Open and Closed Cases
on the following list of views wi ctandord View
appear.

= Click on Closed Cases to search only closed cases

= Click on Open Cases to search only open cases.

= Click on Open and Closed to search both lists.

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

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

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

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

14
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Search Contacts

1. Click on Search/Open.

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

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

Home |Case| Reports Phonelog Maintain Setup Help

L 3 % A ¢

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

Matters ( AAAOOT)

Case Code

File Color Fee Earner Started Case Code Privileges

Description Deptment | Workiype

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

[l Ann001/0001

31 Jan 2010  AAADOT

Martina Wint.. Commercial Lease AAA Securitie.

New Lease 44 Main Street Dun...

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

My Contact

[accord|

Client Code Name Address Telephone Email Fe

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

Matters ( ACCO0T)

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

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

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

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

15
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The Advanced Search

1. Click on Search/Open Cases.

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

Simple Search

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

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

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

5. Click Reset to clear the search box.

“OR” Search

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

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

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

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

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

Search For: Ireland

In fields: Client Name

4. Double click to open the case diary.

16
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It is also possible to use the “Or” Search to search when you need to use 2 or more criteria.

Search: |

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

or ¥ | Client Mame: |5mith

Or ¥ | Matter Desc.: |r‘ta|

And ¥ | Client Address: |

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

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

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

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

And

And

And

And

And

Search:
In fields:

W

Client Name Case Description Client Address Caode Old Ref File Ref

Client Name: ‘Abbot

Matter Desc.: ‘Sale

Client Address: ‘DUb“n

Matter Code: I:l and ~ |old F{ef:‘

Fee Earner: v[|And ¥ Dept:

“\_WMM S NI N S e ———

2. Click Go.

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

Sample Search “And”

Search for: “Abbot” in the client name

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

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

17
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My Matters

1.

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

<

Search: ‘EIMS%Rathmmes
Infields:  [¥] Client Name [ Case Desc Client Address Code Old Ref File Ref
And v | Client Name:
Y| Matter Desc.: ‘

And v | Client Address: ‘

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

And ¥ | Fee Earner: ~|[[And ¥ |Dept: M

Time Code Q Name File Colour Client Address Description F/e Team
BLACO1,/0001 Gordon T. Black 23 Ellis Park Rathmines Dublin & RTA Walkinstown Crossroads, G. Black BS coMm
BLACO1,/0002 Gordon T. Black 23 Ellis Park Rathmines Dublin & 2 Trinity Close, Rathgar, Dublin & BS COM
BLAQO1,/0004 Gordon T. Black 23 Ellis Park Rathmines Dublin & Purchase of 8 Clonattin Hills, SK coM

Wicklow.

BLAQO1,/0007 Gordon T. Black 23 Ellis Park Rathmines Dublin & Rates Collection proceedings action BS COM

2.

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

Searching using a Wildcard

A wildcard is useful when you are unsure of how exactly a word may have been entered. The % sign is used

as

a wildcard in Keyhouse systems and will match any number of characters. Note also the system will use

the % for an apostrophe e.g. O’Connor will change to 0%Connor.

M

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

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

anipulating the Search Screen

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

How to Sort Column Headings

Click on the column heading to sort by that heading. See the example below the column the sort has
been applied to column heading “Last Accessed”.

Code Last Accessed File Colour Mame Description Fee Co.. |Fee Earner
8 siM001/0001 |21 Jul20150053:45 |  [Bart Simpson |Sale of House at: 4 The Mews, Rathfarnh... Carol Nolan

FLY001,0001 21 Jul 2015 08:45:22 Jack Flynn Sale of House at: 4 The Mews, Rathfarn... CN Carol Naolan
KEOQQO3,/000 06 Jul 2015 09:19:51 Sam Keogh EPA to Stephen Keogh CM Carol Molan
FLY(0:01,/0002 03 Jul 2015 11:35:31 Jack Flynn Purchase of 16 The Haywain, Terenure,... | CM Carol Molan
BLOOO1/0005 | 03 Jul 2015 10:58:17 Joe Bloggs Advice File Carol Molan

mvt}t}m 03 Jul 2015 10:28:10 Claire Bourkg_,\f;rsonal wark Carol Mglan
WM m

Sort Ascending

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

2l
%l sort Descending
5% Clear Sorting
= Group By This Calumn
Show Group Panel
Show Column Chooser
o BestFit

Best Fit (all columns)

T Filter Editor...

18



Keyhouse Chapter 2: Search & Open

How to Filter Columns

v
1. Move your cursor to the column heading required, until you see the filter pin.

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

Code Last Accessed File Colour MName Description Fee Co... | Fee Ear.., T a | Fila Baf
N sMo01/0001 |21 u1201500:5345 | |Bartsimpson |Sale of House at: 4 The Mews, Rathfarnh... |CN | Carol Nojel [ |
FLY001/0001 21 Jul 2015 08:45:22 Jack Flynn Sale of House at: 4 The Mews, Rathfarn... CN carol No (ijanklj .
on blanks
KEOQ003/0003 | 06 Jul 2015 09:19:51 Sam Keogh EPA to Stephen Keogh CN Carol Ng ¢ . )
Admin
FLY0O1,/0002 03 Jul 2015 11:35:31 Jack Flynn Purchase of 16 The Haywain, Terenure,.. | CN Carol No Anne Mellon
BLOOO1/0005 | 03 Jul 2015 10:58:117 Joe Bloggs Aclvice File CN carol Nd . )
. = Brian Sweeney
BOUOO1,/0001 | 03 Jul 2015 10:28:10 Claire Bourke  Personal Injury at work CN Carol Ng carol Nolan
AAADD1/0003 Asn Securitie.. | Slip and fall incident CMN Carol No Justin Phelan
BEC001,/0002 Angela Beck 23 Hill Street, Bray, Co Wicklow CMN Carol No Mark Kelly
BEC001/0003 Angela Beck Sale of 3 Main Street, Bray. CN Caral NG pgartina Winters
BLO002/0003 David Bloggs  Sale 45 Hills Road, Tipperary CN Carol NO stephen Keogh
CULOO1/0001 Ann Marie Cul... Credit Card Debit CMN Carol No
2] Sort Ascending
. . . z i
3. Toremove the filter, select (All) from the filter drop-down menu (alternatively, 5 oo
r4d
right-click the column heading and select Clear Filter from the pop-up menu). = Group by This Column
Show Group Panel
Show Column Chooser
= Bestfit
Best Fit (all columns)
Y. Clear Filter
T Filter Ediitor...

How to Group by Column

1. Right-click on the column you want to group by, to open the drop-down menu.

%] Sort ascending
Zl sort Descending
2. Select Group By This column from the menu. In the following example, grouping is by | # e
= Group By This Calumn
fee earner. Show Group pans
Show Column Chooser
= BestFit
Code Last Accessed File Colour Name Best Fit (all columns)
r . Clear Filter
+{ » Fee Earner: Admin T Fiter Edtor..

» Fee Earner: Anne Mellon
» Fee Earner: Brian Sweeney

» Fee Earner: Carol Nolan

3. Expand or collapse a group by clicking on the arrow to its left, as in the following example.

Code Last Accessed File Colour MName Description
» Fee Earner: Admin
» | 4 Fee Earner: Anne Mellon

DUNOD01/0001 | 29 Oct 2014 21:03:07 John Dunne Sale of Village Hall
AAAQDL/0003 | 24 Oct 2014 12:06:55 AAA Securitie.. | Sale of 1 Main Street, Laragh, Co. Wicklow
ABADOL/0001 12 Dec 2013 150708 David Abraha...  Family Law

-

Fee Earner: Brian Sweeney

-

Fee Earner: Carol Nolan

-

Fee Earner: Justin Phelan

Fee Earner: Apne Mellon
4. To add multiple group levels right-click on the column heading required  Name: AR Securities Ltd

and click on Group By This column. This example is first grouped by “fee » Name: Davld Abrahams
earner and then by client”. » Name: John Dunne
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W To return to the standard Standard View E
view click on the view tool View
Open Cases
located on the search bar e y—
to show a list of available Open and Closed Cases
. Standard Vi
views. Select Standard B

View.

Document Search

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

How to open the Document Search

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

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

R Keyhouse

search by the Document Name or
by Diary Text. Searchi |

[ search Document Name only

4. Optional - [ search Diary Text also
Client:

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

Case / Matter:

© search |8 Clear Advanced

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

5. Click Search. A list of documents that match the criteria will be displayed
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Chapter 3: Creating New Clients and Cases

The New Case Wizard

Create a New Case for an Existing
Client

Home | Case| Reports Phonelog Maintain  Setup  Help

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

New Matter/Case Wizard X
3. The default option is to set up a new case for o
L. _p P New or Existing Client
an existing client or contact.
Select the option that describes the action you wish to take
® Select an existing client for an matter
4. Input all or part of the client’s name or code ‘ ‘
in the search box. The search results will = — e
- 2
update as you type' AAADD2 AAA Worldwide emnva\s South Mall I
ABAOOT David Abrahams 123 Mayfair street
ABBOOT George J Abbott 60 Somerset Road,
W You can sort the columns by clicking on S >
the Column headlngs. Client is ot listed above. Create new client for this new matter
5. Select the client required and click Next. In T x
this case, the wizard will skip Step 3 and you e Bt e
will move immediately to Step 4.
Select the option that describes the action you wish to take
®) Select an existing client for an matter
6. If the client is not an existing client or o ‘
contact, select Client is not listed above and Code ame e |
; g coos |
click Next. T
7. The screen for Step 3 asks for details of the . )
neW Client' Type the firSt three Ietters Of the Client is not listed above. Create new client for this new matter
Client’s surname into the box for Client code. G ||| &=
- L
The system will complete the code by adding —_— =
three digits.
Enter Client Details
8. As well as Client code, Client name and Fee Please enter the new cients detais below.
Earners are required fields. e
Client name *
Salutation
Address
Telephone Fax
Mobile Email
Fee Eamers * ! Anti meney laundering checked
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9.
Input the matter description, then select the
following from the relevant drop-down lists:
® fee Earner handling the matter
® Department (e.g. Conveyancing, Litigation)
® (Case Plan (i.e. workflow)
® Secretary the person working on the case
® The Partner with responsibility for the
matter
® Work Type the workflow to be used
® Branch will indicate if branch of the firm.
10. Click Next to continue to the next step. Most of
the information sought by this screen is optional
but that shown in bold italics below may be
required, depending on your system settings:
® Old Reference
® Your Reference (i.e. the client’s
reference, if any)
® Three additional reference fields, the
prompts for which may vary from one
system to another
® The File Colour option will allow you to
set the colour as the matter is being
created.
® The Estimate of Fees — check the box if
the fees are fixed
® The Expected Bill Date
® The Budget Outlay
11. Click Next to continue to the next screen. Here
you will be given a number of questions which,
when answered, will allow you to add in Other
Case Details. The questions asked will vary
depending on the Case Plan selected.
12. Click Next to continue to the final screen.

13. There are three final options on this screen,
including printing a client and/or matter
label.

W If you choose to copy details from another
matter, a new wizard will start. See the next
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Click Next to move to Step 4 where the main details of the matter or case will be entered.

New Matter/Case Wizard

Enter Matter Description

5

u must enter a description for the matter

Client Name Kevin Barrett

Description *

Fee Earner * ~ Partner * &

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

Secretary v

Previous

|

Next

New Matter/Case Wizard x

Ref and Estimate Fee

Enter optional other case reference below.
Old Reference Your Reference

File Ref

File Colour v

Expected Bill Date v

Estimate Fee Fixed Fee

Outlay Budget 000

Next

|

Previous

New Matter/Case Wizard x

Detail Value Category

Contents NOT passing with property ? (if any)

Other Case Details

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

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

Description of the property for the Contract.

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

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

Is there an electricity service (Ves or No) ?

< >

Previous

|
®

Next

New Matter/Case Wizard &

Step 7/7

Ref. and Estimate Fee
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section, Copy Matter Details for more information.

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

Copy Case Details

&

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

Copy Case/Matter Wizard x

=l Note: As seen in the previous section, the Copy e Sepits
Case Wizard may also be started by checking
the relevant box on the final screen of the New Copy e des st e predous maner ok
Case Wizard.

Destination Case

Select a destination matter code where the selected codes has to be copyied

2. Click Next to continue to Step 2.

Matter code

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

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

4. Double-click the matter from which the
details are to be copied. The matter list
will close and the code of the selected

KELDO2/0002
ABBOOLO001 bor
! ABADOL/OO0L  David Abrahams

| cancel

case will be entered in the first box on the ® o G X
Step 2 screen.

5. Select the destination matter in the same way.

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

6. Click Next to continue to Step 3, which lists the o
User Defined Fields (UDFs) which are in use in the /| —

source matter.

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

8. Check the corresponding boxes to select the
fields which, together with their values,
should be copied to the destination matter.
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9. Click Next to continue to Step 4.

10. In Step 4, the Case Associates in the source ® *

matter are listed. Copy Case/Matter Wizard
Type Name/Com.. Address Phone Salicito... | Email CaseC... Mobile
6 Upper Fitzwilliam

11. Again, you may filter or sort the Case Associates N i
to make it easier to select those to be copied. oo

12. Check the corresponding boxes to select the Case -
Associates you wish to copy to the destination B Scckors Nigel . Al |3
case.

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

3 T — -
14. The procedure for selecting and copying the Copy Case/Matter Wizard
actions to the destination matter is similar to e m—r
those for copying UDFs and Case Associates. e o e 4 oy 1
=l If you copy any action to the destination um
matter you will also copy any documents -
attached to that action.
15. Click Next to continue to the final screen.

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

Completing Copy Case/Matter Wizard

You have successfully Completed Copy Case/Matter Wizard

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

¥ Save selection for the next copy of this case plan

Case Fields Copied

sociate Copied 3

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

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

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

Standard View

@ Keyhouse Case Management (N - Carl Neien - 0080,/ 0730 (N - o x

Home Case Reports FPhonelog Maintain Setup  Help

C =08 o @

Mewltemw | Print = Capture Generate Cemplete Action Start Timer Pest Time.
Actions Docu

Cage: ABADO1/0001 4 David Abrahams Tel: 01-2002222
&, Client/Case [4]o]
M Case L Linked Cases Family Law Fle: AM
{0 Document Manager WARNING : Invoices outstanding over 1 Years § Months 17 Days . ignore | Show me |
S, Current Client Detads = e
WARNING : No actriy on thi fle in over 17 months.
- ase Details
5 Other Case Details : e T | Preview
& Associates o
@ critical information I E P.. D. A. Date Time Handler  Synopsis : Letter to Client -
o Ko Your Cient | 1] i1 Jon stterto B e voomen
B O B MW Undertaking changed by BRIANS oMo R
. o N B ABAOO1/000 1AM/ A
i avc Ledger < BS Invoice No:230 DBOT =
il Time Ledger (] ¥ o19May 2014 1E32 BS Letter from Accountant G26 =
@ Deb Ledger [ O May 2014 2354 Bs \nvoice No229 . ® 02 November 2015
'? Reserve Ledger A | 01May2014 | 2229 BS Email From:keyhousedemo@gmail.com - Mobile Call to Brian Sweeney EMI 1=
(irmz s [ | otmayaoi4 1230 8s Emad Frombrisn@keyhause.é - Pradiice Managemeqt Review Age ™ © N | Daid Abe
2 [ ¥ 01 May 2014 00:00 BS Email To: - Financial Trends for the Econa EMI = 123 Mayfair Street.
Strong Room y
o ALY 2Rebz0tE 031 BS David Abrahams PHE | Dublin2
[} ¥ 27Feb2014 0708 BS Emad To:brian@keyhousedemo.ie - Sample EMI =
[ P16 l2m3 1554 BS Letter to Solicitor re title Letter to Allsop & . . 603 =
GO |t o (o (55 Accoans e Case Diary showing o w
&% vaproos 12e |ss sran ®
“ 85 cmai o Copy and Pl 1) Task completed ®
o & owa ® Document
o 55 moomonad 2) Future Tasks ® .
o B Letter to Sokictor re Financial Statement Let 15 P review
[/ BS Email From:"Martina Winters™ <martina@key - Mutual Confidentiality Agreeme
[ 8 Letter 10 Solicior re Proceedings Lefter 1o Peter D. Jones & Co D t
Attachments
7
ve oarmt Generated
[l ® [Letter to Client
Search/Open
Chient/Case v
Time Costing < >

CM: Carol Nolan | Monday, 02 November 2015 | 17:16
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Configuring the Case Diary Screen

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

How to Configure your Case Diary Screen

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

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

Sample 1: Standard Screen with fixed Floating Document Preview Pane

How to create this view:

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

ase: | ABADOT/000 4| ¥ | David abrahams

\inked Cases Famiy Law Fre AM

ABADO10001/AM/ Al

02 November 2015

n@keyhouse.ie - Pracice

David Abrahams
rends for the Econo M © || 123 Mayfiar Street
PHE || Dublin2

" e

Ml = | Re: Family Law

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

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

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

4 David Abrahams

Linked Cases Famiy Law Fle: M

BO1!
ABAD01000L/AMY/ Al

| R = e b
I e e
Zanae e ww by BRANS

Bs untant 626
02 November 2015

demod@gmail.com - Mabile Call to frian Sweeney M
yhouse.e - Practce Management Review Age Ml

David Abrahams
Em W || 123 Mayfair Steet
PHE v Dublin 2

8 mail To: - Copy Land Folio EMI * | Re: Family Law
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Sample 3: Case Diary with Floating Case Plan

How to create this view:

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

Keyhouse Case Managemans

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

How to create this view:

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

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

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

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

i, - o x

@ Keyhouse Case Management (oG

Act Q » tandard View Previe

GeneralOfficework vl|cfafp.[o. /A pste  [vime  [Handier [Synoj

e — T T R -

Letter to Client 7 ® O

ABA001/0001/AM

02 November 2015
et

Letter 1o Local Authority ? e David Abrahsms
emi V|| 123 Mayfair Steeet
PHE 2

Letter to Doctor 7
Lett

M

Memo? )

Attendance Sheet? LAY

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

Warning Messages

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

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

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

Casel  AAAQ01/0001 4| ¥[ . JARR Securities Ltd Tel: 012112112
Landlord Dispute [
Ignore || Show me
Ignore || Show me
Ignore || Show me

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

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

Show me

3. Click on the Show me button
Critical Information Screen to show further information.

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

Case:  AAAD01/0001 4| ¥ ... | AAA securities Ltd
Landlord Dispute
Only speak to John Dunne with calling this client
| Show Alert
Account Summary Action Summary
Debtors A/c 7.396.75 Start Date |(76 Jun 2010 ‘ File Colour |
Qutlay A/c 9463 Solicitor | Martina u‘,‘mters‘ Statute Date |
Outlay Budget 0.00 |
v Ul _— Case Status Who | Date Description
Current Outstanding Fees 6025.00
Last Action BS 06 Feb 2012 Review File
Client Afc 0.00
Last Milestone Action
Client Current 0.00
Next Action
Client Deposit 0.00
Last Record Time MW |01Sep2011 | Client Meeting re issue with planning
Current Locked up value 7.491.38 | Percentage of Estimated Fee ‘
Total Work In Progress 0.00
Write off time 0.00
Fees issued to date 502500 | @ |
Fees To Date + WP 502500 [ |
Estimate Fees 000
Draft Invoices 0.00 I}
Last Bill Date 01 Feb 2012
Expected Bill Date ]
Possible value to the client 0.00
[ Work i Progress
‘ Martina Winters ‘ 8:20 | | 000
‘ 0:00 | 0.00
Activity
Research 128 367.50
Letter Drafting 110 29000
Attendance 0:35 145.00
Adyic SN0 W’\W

= Note: The specific warning related to the case can be added via the Critical Information shortcut on
the navigation panel. Type in message in text box and tick show alert.

Ignore

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

Case Diary Symbols

Tasks in Yellow denote milestone tasks.

‘ ¥ | 12 Dec 2013- 14:53 CM Contract Stage ‘

Tasks with a Broken Yellow Box denote documents processed.

=3

01 Nov 2014 11:36 CM Searches ‘
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Tasks with a Green Tick denote a completed task.

W i 24 Apr 2010 13:55 BS Letter to Land Registry

Tasks with a Fixed Date denotes a task that will be completed with the date of generation.
@ 13 Mov 2015 16:58 EH Task
Tasks with a Red Dot denote a high priority task.
e ! 27 Oct 2015 10:17 CM Statute of Limitations Date =30 Oct 2015
Tasks with S denote a Statute of Limitation date or a critical date action.
e ! 27 Oct 2015 10:17 CMN Statute of Limitations Date =30 Oct 2015
Tasks with a Calendar Symbol denote an appointment.
g 10 Aug 2015 | 14:22 CN Review PIAB application
Tasks with a Phone Symbol denote a phone call.

t. 03 Jul 2015 11:19 CN Mike Breeze

Tasks with a yellow note denote a Note.

‘ 01 Nov2014  11:40 CN Ring Client re. bank statements ’

Tasks with a hand denote a delegated task.

’ I 01 Nov 2014 11:40 CN Ring Client re. bank statements ’

Tasks with a blue arrow denote tasks of low importance.
'3 07 Aug 2015 14:22 CN Check on PIAB acknowledgement (s 50)

Tasks with U denote an Undertaking.

@ 01 Nov 2014  11:49 AM Undertaking Created;

Tasks with an envelope denote an email sent or received.

‘ 16 May 2012 11:13 BS Email From:Martina Winters - Mutual Confident‘

Tasks with a document attached
¥ 03 Jul 2015 14:40 COM Conflict Search
Tasks with an M denote scanned post
Q@ 14 Aug 2015 14:22 CN Letter Special Damages schedule from PIAB
Tasks with a C denote critical tasks
@ 14 Aug 2015 14:22 CN Letter Special Damages schedule from PIAB
Task with a building denote Court Dates
S 26 Aug 2015 16:24 CN Court Date
Task denotes Non Photo ID
e =] 02 Nov 2015 17:23 CN Copy of Electricity Bill
Task denotes Photo ID

H O 02 Mov 2015 17:22 N Photo Id
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The Case Diary Toolbar

i Action
e New Click on the New to add any of these tasks. Note
New Item + Email
Actions
fis Appointment
€, Phone Message
& Dictation
=| Draft Invoice
™ Request Cheque
A, Conflict Search
= Activity Report
- Printer Click to print any of the following reports: |= Case summary Report
T = Matter Label »
Print -
= Client Label »
) Capture Click on capture to launch the document capture program to
U import documents or folders of documents or images.
Capture
OO Generate Click to generate a document for a selected action.
Generate
% Complete Click to mark a task as complete.
: Action
Complete Action
i Start Timer  Click to start the timer for the current case.
L
Start Time
@ Post time Click to bring up a manual time slip.
Post Time
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Navigation within the Case Diary

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

Sale of Lands in Wicklow

Tel: 012902222
Ffe: CN

Case Code

Navigation buttons

Search Case List

Case: FISO01,/0001
41 b
L

Quick Search

Case Code of current open case.
Or

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

Move to the previous Case or go to Next
Case.

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

Case Diary Navigation Panel

I cCase Diary
.Ei Document Manager

| %» Current Client Details

Current Case Details

¥ Other Case Details

i Associates

&¥ Critical Information

& Know Your Client

id Ajc Ledger

id Debt Ledger
dd Time Ledger
id Reserve Ledger
{J Undertakings

B Strong Room

Case Diary

Document Manager
Current client Details

Current Matter Details

Other Case Details

Associates

Critical Information
Know Your Client

Accounts Ledger

Debt Ledger
Time Ledger

Reserve Ledger

Undertakings

Strong Room

Case Diary Screen

Click on this to launch the Document
Manager

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

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

Click on this to view other case details

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

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

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

Click on this to view the accounts ledger.

Click on this to view the debt ledger.
Click on this to view the time ledger.

Click on this to view the reserve ledger.

Click on this to view the undertakings on
this case.

Click on this to view items in your strong
room.
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Amending Client and Case Details

Updating Client Details

1. Open acase in the Case Diary.

2. Click on Current Client Details

%a Current Client Details

located on the Navigation panel the

following window will appear.

Input the following information as required:

General

Client Contacts

Notes

Matters

Cross Reference

Categories
Corporate
Personal
Legal Details
Permission

Billing Details

Current Client Details X
Input/Amend information on o [ Centhiame | ceun gt
the client’s name, address, Enielope Name
telephone numbers etc. S Persona LegalDetais ilng Dol [ permisson ank et
This Screen also has an option General Client Contacts | Notes Matters Cross Ref Categories
. alutation Mr Barratt ain Contact
to “Disallow new Matters”. o — e
Address 1 High street Telephone 01-569 1458
Kells
Co Meath Fax No
Mobile 085-654 7896
Click on Client Contacts to EoE Koerettagnalieon TETEL
Other ref PPS no
add additional client contacts T — -
for example the client’s oo e
spouse or if the client is a Postal code
company add an employee’s Anti money laundering checked ] Check i this contact i an organisation
details.

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

Click on the Matters tab to view a list of all active matters assigned to this client.

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

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

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

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

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

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

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

1. Open acase in the Case Diary.

2. Click on Current Case Details

3.

Current Case Details

located on the Navigation panel.

Input/Amend the following details as required:

Matter

Admin

Case Associate

Other Details

Input/Amend any details T =
relating to the matter Clent Code. [ 220 Description [ Cangord Gopte
description.
Matter | Admin = Case Associate | Archive | Billing Details | Permissien | Transaction | Linked Cases
Using the drop arrows amend feetamer | Marina Winer o rer
the fee earner, secretary, -
Partner Justin Phelan v
partner, department, work vepartment | itigation 3
type . Work Type Action M Mark as Important Statement
Old Reference Branch
Case Plan & Status
lnpUt (If appllcable) Old REfI Case Plan/Type | General Office Work | File colour v (clear]
File Ref, Your Reference. casestats ] Record o
File Number: 130 OK Cancel

Check the appropriate boxes | ————————————————————
to mark the case as important,

or if monthly statements are required.

Click on the drop down arrows to amend the Case Plan, Status and File Colour.
Input the court record number if applicable to this case.

Click on the Admin tab to add or amend value to the client amount, the start date,

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

Estimate of Fees Check the box if an estimate of fees has been given.
Comments Input any comments.
Charge Rate Level: Using the option buttons, select a charge rate level

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

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

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

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

W Tip: To amend the user variables click on Other Case Details on the
Navigation panel.
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= Note these variables are individual to each case plan type and case.
Archive Remove the tick to reopen a previous archived file.
Billing Details Click on the Billing Details tab to add information on the billing of this matter.

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

Using the option buttons, select the billing type and default billing method.

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

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

= Note the balance will automatically update.
Linked Cases  Click on the Linked Cases tab to link two or more cases together.

4. Click OK when complete, to update the record.

Inserting a Statute of Limitations Date

Current Case Details x
1. Open a case |n the case Diary. Client Code Description | sale of House at: 4 The Mews, Rathfamham, Dublin 6
. . Matter | Admin = Additional Details = Case Associate | Archive | Billing Details =~ Permission | Linked Cases
2. Click on Current Case Details located on o o .
the case Diary shortcut bar. SurtedDats [0z 205 ] cpnitone  [sssepe0ng
Statute Date 28 Jul 2017 v W/ Estimate Given
Deposit Name Section 13
3. Click on the Admin Tab. vty gt [r30m0 - g
4. Input a Statute Date or click on the down
Show In Alert
arrow to select a date from the calendar. A ety Compite
. File Number:361 oK Cancel
5. Click OK to save the changes. ]

6. The Statute Date will now appear as a task in the Case Diary assigned to the case Fee Earner
and dated prior to the actual Statute of Limitations Date for reminder purposes. The number
of days warning is set system wide and can be set by a system Administrator. Please see the
Admin Manual for details.
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Case: [A#A001/0001 | 4] ¥ .| ann securities Lta Tel: 012112112

Landlord Dispute Fre: MW

WARNING : Invoices outstanding over 3 Years 9 Months 2 Days .
WARNING : No activity on this file in over 21 months.

[sear | standard View T

I c..|a.[p..]D. [ .| Date Time Handler | Synopsis Action Co.. | F..
21 Feb 2014 1 S AAA Securities Ltd A

[ ] 06 Feb 2012 | 10:50 Bs Review File 616 15

[ 01Feb2012 | 17:43 BS Invaice Nai225 peo1 N

< 18an2012 1193 BS Invoice No220 DBO1 =

LA 20 Nov 2011 | 17:04 8BS Phone Call PHE 3]

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

Case Associates

What are Case Associates?

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

How to add an existing case associate to a case

1. Open a case in the Case Diary.

@ Keyhouse Case Management (Ch - Casi ot - 0045 £ 0040 Y ] = B8 x
Wome| Case Repors Phonelog Mainain  Seup  Help
& =
add professional  print
smocaus
Cases |4BA001/D001 4|¥| _ | David abrahams Tek 01-2002222
&, Client/Case
Family Law Fre: M
Standard view T
j——— Type are v Addeess Phone Solicitors Ret Email Mobil Assiged Contact Name | Assigned Contact PhNG.
o’ s
s Associates
i ) 33 Green Park smith@gmailcom  ABAGO1/0001
= Other Party Paul Smith (baul Smith) e psmithGgmailcom  ABABDT/000
& Know vour Client : strest
saliditors Allsop & Browne (Alsop & Bra... 5 adoe e 01 6655777 info@allsopbrowne... ABADO1/000
2 e Ledigar
© Undertakings
B Strong Room
Cantact Detaiis Main Contacts Detads i applicable) ax
Name Name
Company
Address
addr
Phone
NEE Phange Mobile
Search/Open Mabile Email
Client/Case Email
Time Costing

mer - HARDO1/0001 | 04:23:26 | CH: Carol Motan | Tharsday, 01 October 2015 | 1656 5

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

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

on the right.

@ ‘Add Case Associate Professional & x
~

Vol xX=

e | e s

Assaciate Type Associates

Standard View 1|

o e y Phom Categon
—— ode Name/Compan one No ategory Type Notes
Accountants 000002 erenure Dublin & 01 2345555
Agents
000003 Dubi Office, Acas Ui Dhlaigh, Inns Guiay, Dusin 7. Circaurts
Auchiects
r— 000004 Dubin Dolphin House, Eas Essex Street, Dublin 2 DisCourts
Auctionsers 000005 Eagle Star (Eagle Star) Blackrock Co. Dublin Clientinsur
Banks
000006 Dun Laoghire Rathdown County Cou.. Giic Offces Dun Looghaire Co. Dublin 203 33838 Localuthori
Barsters
[— 000007 MICKEY MOUSE 77 Benbulbin Road, Cimnsgh, DUBLN 12 Purchaser
Registrar for Brths, Deaths & Marmiage 000008 Sexton Keenan Walkinstonn Road, Walkinstomn, Dublin12 4500833 Solcitors
Beneficary
000008 Sextan Keenan Walkinstonn Road, Walkinstown, Dublin12 4500833 Solctors
Borrowers
Promm— 204236 ikeny (Bank of keland) S Main Stret Kilkenny Co. Kilkenny ouz 677777 Lendinst
Charities. 504354 Sutton (Hank of Ireland) 21 High Sireet Sutton Co. Dublin 4565677 Lendinst
Chitdren
—-a ﬂ“‘-.r m M\W- A adP g mitiant Pt~ ot |

3. Click on the category of case associate you want to add, e.g. Solicitors, located on the left of the case
associate list. (circled below)

Add Case Associate Professional 0 x
-~
Vel X
. S
Import Export | Add Edit Delete | Print
Contact Associate Print
Associate Type Associates
| 501 Search Standard View ||
; Code Name/Compan: Address |Phone N<| Categol |T e ‘Notes
Associate Type 4 = AL
~
E Rjcitors ~ 000008 | Sexton Keenan Walkinstown Road, Walkinst... | 4500833 Solicito...
904394  E.P.Daly & Co 23/24 Lower Dorset Street D... Solicito...
904397  Michael Browne, (... James Street Westport Co.... Solicito...
904400  Daly Lynch Crowe... The Comn Exchange Burgh Q... Solicito...
904406  testl Solicito...
904459  Sexton Keenan (5... Dundrom Dublin14 Solicito...
ABE0OO1 | Abercomn (Aberco...  Solicitors 38 Pembroke Roa... Solicito...
ACTD01 | Actons (Actons) solicitors 22/24 Lower Mou... Solicito...
b || - .- - v
Add | | Add and Close | | Close

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

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

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

How to add a New Case Associate to a Case

1. Open acase in the Case Diary.
2. Click on Associates on the Navigation panel
@

3. Click on Add Professional | ==

4. Click on the Category of case associate you
want to add e.g. Bank.

5. Alternatively, click in the search box and
input a key search word the search criteria
will be applied as you type.

6. If norecord is found then add a new
record.

7. Then click on the green plus the
following screen will appear.

8. Input the relevant information

Full Name: Input the Full Name

on the Home tab of the Ribbon.

Action

'Jﬁ+.‘)< \ggﬁ

Edit Delete | Print Party Print

Import Export | Add

Contact

Associate Type

Associate Type

- I

Accountants
Agents

Architects
-

Associate

Labels
Print

Add Case Associate Professional

Associates

Code

000001

000002

000003

Name/Company

Green Associates (...
George Gibbons

Dublin

Address

21 Main Street Bray Co. Wickl...
The Surgery 23 Heath Road T...

Circuit Court Office, Aras Ui D.

ok

Cance!

Input a Code for this contact e.g. JAC001 for Jackson. If you leave the code blank

First Name
& Surname: These will automatically be
inputted from the full name
field amend if required.
Salutation: Input the Salutation
Company: Input the company name
Title: Input the title ie. Mr, Mrs etc.
Address: Input the address
Code:
the system will assign a numeric code.
Phone No:  Input the main phone number
Fax No: Input the fax number
Home: Input home phone number
Mobile: Input mobile phone number
E-Mail: Input e-mail address
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DX Ref: Input the Document Exchange reference if applicable
Nominated: Tick is this is the nominated contact.

County: Input the county.

Post Code: Input the post code.

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

Input the following details as required:

Name

Address,

Salutation

Title

Email

Relationship to the associate,
Phone number

Fax number

Mobile number

Notes

10. Click OK to save. You will return then to
the Add Case Associate window. The
contact will then appear at the bottom of
the window see the following example.
11. Click OK to save the new record. A
message will appear stating the contact

has been added successfully.

ICase Associate

o Case Associate AIBOO2 has been added successfully

Ok

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

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

matter.

13.

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

2. Click on Associates on the Navigation panel.

New

the following window will appear.

Add Associate Contact x
Associate Code | AIB002 D 8
Name: *
Deirdre Nolan
Address: *
AIB
Sutton Cross
Dublin 13
Salutation Deirdre Phone: 01-8955645
Title: Ms Fax: 01-8955624

E-Mail: DeirdreNolan@aib.ie Mabile: 087-963211

Relationship: Manager

Note:

Manager of Sutton Crass BrancH

Ok Cancel

@ Update Case Associate x

General | Other details | Other types | Notes | Other case involvements | Bank Details

Details

Type* | Bank Code

Full name* N

Maobile no

E-mail
DX ref
County

info@nib.ie

Postal Code
Address e

s R
Mew Edit Delste

Address

Relationship Name Phone £mail
National Irsh Bank
' jane.doe@nibe 6 Main street
Dublin 2

Assaciates
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3. If the Associate is assigned to the case Double Click to amend.
@
4. Otherwise click on Add Professional |~ | on the Home tab of the Ribbon.
5. Click on the category of case associate you want to add e.g. Bank.
6. Search for the associate you want to amend.
b
7. Click on the Edit ToollLtdit |; the following dialogue box will appear.
Update Case Associate x
8. Click on each tab and amend the e e

details as required.

General

Details

Other Types

Other Details (optional)

Notes

Other Case Involvements

Details

Type* Code* DUNO11

Full Nay Phone No | 6773591

Hr=ths FaxNo 6790390

Click on the
General tab o
to amend
details such
as name,

address etc.

Mobile No

DX 203003

Postal Code|

Click on the
Details tab = I o=
to add |

personal information such as date of birth, occupation etc.

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

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

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

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

9. Click OK to save the amendments.

How to Remove a Case Associate from a Case

1. Open acase in the Case Diary.

Click on Associates on the Navigation panel.

Right Click on the Associate to be removed. The following menu will

appear.

0 Edit
% Delete

¢ ExportTo 3

Click on the Delete to remove it from the case.
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El Note: To delete a case associate completely first remove it from all cases and then delete it

from the case associate database. It is not possible to delete a case associate while it is
assigned to any case.

How to add a Contact to a Case Associate

1. Open the required Associate in the Case.

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

General | Associate Contact

Relationship MName

B WA e P S NP e N VS S =N Y

3. Enter the required information and click OK. As the address of the Associate is already in the

Details

Other details

Phone

Edit Case Associate

Other Types | Motes | Other Case Involvements | Bank Details

~

Sequence 1

=

i

MNew Edit Delete As.si_qn Unassign

Email Address

system it is not necessary to re-enter it on this screen.

Associate code

Name *

Address

Salutation
Title
E-Mail

Relationship

Note

BLOOO1

Add Associate Contact

Phone
Fax

Maobile

Ok

Cancel

e

Nt

To assign the Contact to the case click the #5597 putton.
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Print Options

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

—
ey

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

o
Print Label

Select a Case Associate and then click Print Label.

Generating Tasks

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

How to Generate a Task

1. Open a case in the Case Diary G =

o=

2. Toview the case plan move your |:- =
mouse over Action located to left e
of the Case Diary Screen the Case
Plan will appear.

3. Click on the Pin Iilto make it
permanently visible.

T

= Tip: For further information on @

showing the case plan see the section on configuring the case diary screen.

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

Method 1: Double Click the task you want to generate from the list of tasks
in the case plan.

| Add v
= Edit
&  Delete

. . . EMail Action
Method 2:  If the task is already in the case diary o '
Paste
. . ls Copy to another file
1) Click on the task to select it. L
. . Eg Generate Documents
2) Click on Generate on the case diary toolbar. % Complete Action

o Complete Hold Date
Create Outlook Task

or Show Action Assignments
Assign Action
. . Take Action
1) Right click on the task Mile Stone Action
Alarm Action
Alarm Case

Output Grid List To 3

"gB Qe

2) Select Generate Documents from the pop-up menu.
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To Complete A Task

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

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

Or

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

1) Click on Complete Action to complete the action with today’s date

2) Click on Complete Hold Date to complete the action with the same date as it was
generated.

NOTE: All document associated with a completed action will be Read Only.

Working with Tasks in the Case Diary
How to Insert Tasks in the Case Diary

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

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

3. Click OK.

Changing Tasks

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

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

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

Case Diary

Choose your prefered option. Click “Open Document" to open the document for this action or click "Open pen
u Action Details" to open the action details PO oA P p—

Do not show again and remember the last choice made

2. Amend the following details as required

a. On the General Tab amend the following
details:

Case This will default to the
current case; to change
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click on the J button and select the required case.
Action Code This will default to the current action code.

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

Due Date Click on the down arrow to reveal a calendar click on the required due date.
Subject Click in the subject box and amend as required.
F/e Handler Click on the drop arrow to select a handler; it will default to the current handler.

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

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

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

Publish This applies only t0 s o o too mesee
data that is i S |
published to an == =
external source.
Using the option
buttons set as
required.

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

Priority Select the appropriate priority status.

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

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

appear.

The following actions can be performed

in this window

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

Type IJ Document Name

E. Letter to Witness Witnesses 2

Letter to Insurance Company
Letter to Engineer

Letter to Gardai

Letter to Witness

Letter informing Client after first consultation

O'Byrne Letter to Defendants
Warning Letter to Defendant

Letter to Doctor requesting Medical Report

Open an attachment

Double Click on the attachment you want to open.

Or Click on Open Attachment

The Word Document will then open in Word to edit,

print etc.

Add an attachment to a task

iii.
iv.
Amend an attachments properties

Click to the Attachment/

Documents Tab

Click on the Attachment option.

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

% Open Attachment

| Attachment/Documents |

+£ Attachment

The following dialogue box will

appear.

Browse and locate the required document.

Date ¥ | Document Class

Source

03 Nov 2015 | Letters/Interparty Corr... | Case
03 Nov 2015 Correspondance Case
03 Nov 2015  Correspondance Case
03 Nov 2015 | Correspondance Case
03 Nov 2015  Client Letters Case
03 Nov 2015 | Letters/Interparty Corr... | Case
03 Mov 2015 | Letters/Interparty Corr... Case
03 Nov 2015 | Correspondance Case
Il Open File ==
GO [ 1]« Keyhouse » Programs » [ 42 ][ search 2|
' ws v [ New Folder
E— Name Datemodified  Type Size E
cuments _preTest [
B ED: - :h : Aspell
(B Recently Changed | PRE UPGRADE
B Desktop ReportsCR
m ReportsCRCURRENT
Felders v s ReportsCReld
. Programs * SQL Scripts
_preTest User Reports
) Aspell B _ssTpsx
PREURG [ 2BCSelect
o ReportsC— |+ AccProDoc
ReportsC | ACCRUALS.TPS

i ReportsC | 5 accrun

SQLSert | [agactive
Hesr Ban T | = -

il name:

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

Select the document you want to amend.

Click on the edit attachment

Tl Edit Attachment
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Details | File Information

Document Name:
Document Date:
Document Class:

Document Type:

[=

Letter to Lending Institution

04 Nov 2014 R
Letters/Interparty Correspondance
Document

ok ‘ Cancel |
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located on the toolbar. The following dialogue box will appear.
iii. Amend the following details as required
Document Name Click in the input box and amend as required.

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

iv. Click OK to save the changes.

Link to Folder

i Click to the Attachment/ Documents Tab

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

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

Caseplans ~
client documents
DemoData
keyhouse
KH Support
khframework
Programs
4] Scanned Documents
Standrad Documents

keytmp

Make New Folder Cancel

iv. Click OK

& woe Generst 20 o oo "
o3 toc 2015 Link Foder 1keptowsesscanne. |t General | 2642 |1k housetScamned Documentsiscannes Hetoy ||

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

i.  Select the attachment you want to delete.

ii. Click on delete attachment

L5 Delete Attachment

iii. Click OK to confirm the deletion.

Copy and Paste an attachment

i.  Select the attachment you want to copy.

i.  Click on Copy L OBV

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

iv. Click Paste . The following

attachment properties box will appear.

v.  Amend the details as required and OK to

Details | File Information

Document Properties x

Document Name:  Letter to Lending Institution2

Document Date: | 04 Nov 2014

Document Class:  Letters/Interparty Correspondance v

Document Type:  Document

,u Ok

confirm.

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

vii. A copy of the document will then

appear in the document list.

-

Cancel

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

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

may have on the task.

3. Click OK to save any changes made.

Deleting a Task

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

2. Click on Delete

3. You will be asked to confirm the deletion. Click Yes. If the task has been

generated you will be asked if you want to delete the documents generated. If

you click the Yes button, the documents will be deleted.

Copying a Task

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

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

4. Click on Paste.

Copying a Task to another matter

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

2. Click on Copy To

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

4. Then Double click to select.

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

Moving a Task to another matter

=

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

2. Click on Move To

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

e

Then Double click to select.

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

W TIP: TO DELETE, MOVE OR COPY MULTIPLE TASKS :
® In the Case Diary click on the first task.

®  Press CTRL on your keyboard and click on each of the other tasks.

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

Assigning a Task to Another Handler

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

2. Click on Assign Action.
3. Ascreen will appear listing all resources.
4. Double Click on the resource person you want to assign the task.

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

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

Code

6. You will return to the action assignment v aoM
window. A

AC
58
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7. Click OK to save the changes.

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

1. Open a case in the Case Diary.

2. Click in the Search box.

Keyhouse Case Management  (Cl - Carl

Home| Case Reports Phonelog Maintain Setup Help

© om0 b ow

New ltemw | Print v | Capture Gene
ctons

mplete Action Start Timer Post Time
e

& Client/Case 4 Gordon T. Black

I case Diary
[ Document Manager

RTA Walkinstown Crossroads, G. Black

Ha Current client Details
Current Case Details

2 Other Case Details || c.|a.[r..|0.[a.[Date Time Handler | synopsis
s Associates H e 15 Mar 2015 1700 BS Statute of Limitations Date = 25/03/2015
@ Critical Information 1 13 Mar 2015 1717 BS Review File
10 v o Ll | 11 Jornerzon s o lreamersemtorcamss ]
) (B! 28042015 1151 N provide proof of ID
“,‘ A/¢ Ledger i 07sepa0is 1533 N Email From:no-reply@accounts.google.com - New sign-in from Chrome on Win
:Eambi t:jz:; i 07sep201s 1529 N Email To:Shaun Dwyer - [BLA001/0001] Gordon T. Black
@ Reserve Leciger 01sep201s 1215 N Letter to Client ?
© Undertakings i 04Aug201s 1235 N Email Totraining keyhouse ie@gmail.co - Test Email
i 04Aug201s 1231 N Email To:Brenda Hartley - [BLADD1/0001] Gordon T. Black
M strong Room i 28112005 1505 N Email To: - [BLAOD1/0001] Gordon T. Black
i 03Mar2015  17:23 85 test
i 03Mar201s 77 8S Letter to Client
i 16Jan2014 0837 8 Email To:brian@keyhousedemoiie - Draft Pleadings from Counsel

of a search for “draft”.

5. Click cancel D to reset.

Name

Admin

Anne Mellon
Brian Sweeney
Commercial
Litigation
Martina Winters
Stephen Keogh

Input the key search words, the search criteria will be applied as you type.

Select Resource

¥ Time:

1932

Number of Team

Due Tasks
(i)

a com

7 com
com
LT

1 LT

1 com

Release Action Ok

Cancel

. All tasks containing the search criteria will be displayed in the case diary below. See the example above

W Tip to refresh the Case Diary click on refresh tool I:I located next to the search box on the search

bar.
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How to sort and filter the Case Diary Columns

1. Open a case in the Case Diary.

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

How to filter Case Diary Columns

1. Open a case in the Case Diary.

2. Move your mouse to the required column heading.

L\@ndler ¥ | Sungpsis
(Blanks) .
ice MNo:2|
(Mon blanks) |
CN ADM ation
BS BS al Letters
BS CN flict Sear,
BS P se Letterd
BS Chase Letter
tnpntand”™ Nt NN A

7
3. To view a list of filter categories cIick on the pin and select the required category. See the

following example.

How to view all documents on a case

1. Open a case in the case diary.

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

attachments on the casg.

e Reports Phonelog  Mantsin  Seup  He

@ critical Information
8 Know Your Client

guogle Jogo
profilephato

kephale

3 Mar

Letter to Client 3 Mar Clignt Letters

iz Btz Jz e e v [l T oo e el e

index for Booklet

"%wmo-’“-.r

1[0 2

Form Document
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How to search for a document on a case

1. Click on Document Manager in the navigation bar.

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

3. Alist of documents containing that word will appear.

PO . Case: |BLA001/0001 4P| .. | GordenT.Black
=\ Client/Case

RTA Walkinstown Crossroads, G. Black
M case Diary

L Document Manager pleadings [ Search text Standard View |||
% Current Client Details Type | I [ Document Name Diary Date | Version | Date ~| Document Class Source From To Subject
Current Case Details N blac01-0001 16 Jan 2014 1 21Jan 2014  Correspondance sent E-mail brian@keyho... ' brian@keyho.. | Draft Pleadings from Counsel
 EliEn R Bl [7 i Draft Pleadings from Counsel 16 Jan 2014 1 21Jan 2014  Correspondance SentE-mail | brian@keyho... brian@keyho.. Draft Pleadings from Counsel
Associates =
S iz Draft Civil Bill 22N 122 Nov2011 Pleadings Received E-m.. Draft Pleadings
€ critical information . =
N [7 1§ Draft Pleadings 22 Nov 2011 122 Nov 2011 | Correspondance Received E-m... Draft Pleadings
& Know Your Client =
iz Special Damages 09 Dec 2010 1 190ct2011  Pleadings case Ask Client to call to sign Application form PIAB
iz 148 Appli -1 09 Dec 2010 119 oct 2011 i A A A
8 Ac Ledger r PIAB Application Form - 1 Defendant 9 Dec 90ct pleadings case sk Client to eall to sign Application form PIAB
= Civil Bill (C€) RTA_132 10 Nov 2010 110 Nov 2010 Pleadings Received E-m... | Brian Sweeney | brian@keyho... Draft Civil Bill

i Time Ledger
id Debt Ledger
i Reserve Ledger
) Undertakings

® strong Room

WWW‘MMMM”

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

5. Double click to the open the document.

=] Note: For information on the document manager see Chapter 16.

Processing Documents

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

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

What type of information is requested when processing documents?

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

You may be asked to name the document.

You may be asked to add case associates to the case.

You may be asked to answer specific questions pertaining to a particular document

PwNPE
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Select Documents to be processed

Some documents are optional. Users are given the | A PocumentSelection i
choice to select the documents they want to o
g ocument for processing.
process. The following will occur: search || o clear
AUCLT Letter to Auctioneer? N
1. A Document Selection dialogue box will GE"'“’” S =
appear.

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

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

Naming and classifying a Document <3 oA | ,

Tag/UnTag Cancel

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

Document File Name Required

Matter: BLA001/0001  Gordon T. Black
RTA Walkinstown Crossroads, G. Black

1. The following dialogue box will appear

requesting the user to input a document bocurent Nare: IR Cancel
name. Input an appropriate name. Classicategory: el -

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

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

5. The documents will then be created and displayed in Word ready for printing etc. The documents are
saved and stored in the Keyhouse system.

Adding Case Associates when generating a document

A Select Case Associates ==

B & a = Solictors Matter:  BLAD01/0001

When proceSSIng a document you may be aSked Select the Solicitors to be copied with this document?
to add case associates or professionals to a case. [sea [Name Company Address T
[nl 1| Allsop & Browne Allsop & Browne 2 Baggott StreetDublin 2 Solicitors

Once they are added they are visible in the Case 2 Edward Dunne & Co. Edward Dunne & Co. 1 Main StreetLaraghCoMicklow _ Solicitor
Associates section of the Case Diary.

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

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

Lel | 2l
Tag All UnTag All Tnvert

UnTag Filter On Continue

1. The following dialogue box has appeared
requesting the user to select a Solicitor for this letter.
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2. There is two solicitors assigned to this case you can tag the solicitor provided then click on the amend

Edit Ca x

A Change

button to add a reference.

3. Input the other side’s reference in “Other Ref”
(circled in red, right)

4. Or if the solicitor displayed is not the solicitor
you want to write to click on the green plus with

the yellow folder and add the new case
associate as previous outlined in the section on
“How to Add a new Case Associate”.

spacific Information For Case

Other Side Details insurance Details

5. Ascreen will reappear listing the solicitors on T — ==
the case. B & A = Solictors Matter:  BLAQO1/000L
Select the Solicitors to be copied with this document?
. [seq [ name Company Address Type
6. Check the appropr'ate box(es) to tag the i 1| Allsop & Browne Allsop & Browne 2 Baggott StreetDublin 2. Solicitors
. L. | 2 Edward Dunne & Co. Edward Dunne & Co. 1 Main StreetLaraghCo.Wicklow Solicitor:
required solicitor(s).
[N
=l Note If you tag two solicitors two
documents will be generated.
7. Click Continue.
. . . L‘_‘ j
8. Word will open displaying the letter to Al UnTagal ven
solicitor. UnTag Fiter On Continue

9. Edit the document in Word as normal as required.
10. Save any changes and Print as required.

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

A Select Case Associates =5
associate & Doctars Matter:  BLA0O1/0001
Select the Doctors to be copied with this document?
. . Seq | Name Company Address Type “
In the following example the document being i
processed is a letter to Doctor, the Doctor is not
present in the case associates so he needs to be
added to the list of doctors and assigned to the case.
1. The following dialogue box has appeared
requesting the user to select a Doctor for this
letter.
i1 e
2. No doctors have been assigned to this case so e .
the user needs to add one.
A Select Case Associates. =
3. Click on the Green Plus with the yellow folder B & a = Docos Matter8La00L/0002
. . Select the Doctors to be copied with this document?
and the following screen will appear. T | — s e
|54 1 John Quirke John Quirke The High StreetCo Kerry Doctors
4. The doctor the user wants to write to is not
available on the list so a new doctor needs to be
setup.
=l Remember to always perform a search to B
ensure the case associate is not already on
the system. L ol
Tag All UnTag All Invert
|§| UnTag Filter On Continue
5. Click on the Green Plus to add the new
Doctor. See the section on Adding a New Case Associate for further details.
6. Then click on Select __i*= | The following screen will reappear listing the doctor assigned to the case.
A Case Associates.
4 A = saved Queriesfpll Records 7] ‘
7. Using the tick boxes provided tag the required e I =i
Doctor and Click continue. :gjg:i Efl;reg:mﬁ;b)bani(] I:Z :A“IEZ:Z} Heath RoadTerenureD 01 2345555
BLOOOL Dr Simon Bloggs () The Surgery2 Church StreetDublin 12 | 4566777
QUIROL  John Quirke ( John Quirke) The High StreetCo Kerry 41213112
. . SLI003 Slievemore clinic ( Slievemore dlinic) StillorganCo Dublin 01 2001111
8. Word will open showing the letter to doctor
9. Edit the document in Word as normal as required. &
10. Save any changes and Print as required.
RIRIRI RIS | IR RN LI RE| |
11. The task and document will then be available in =

the Keyhouse Case Diary for further review.
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Example 3: Letter to Lending Institution — Where there is only one lending institution and it is already
present in the case associates.

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

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

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

3. Save any changes and Print as required.

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

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

Message

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

The Second Defendant iz not azzigned to thiz caze do you wizh to azsign one now.

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

Mo | lgnare |

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

Or

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

Or

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

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

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

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

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

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

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

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

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

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

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

6. To amend click on the other case details

¥ Other Case Details

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

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

A Update User Variable

] ==

General ‘Propemes

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

Secretary's Reference

\

N/a 0K Cancel

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

Maintain Other Case Details X

General umpema%

BLAQ01/0002 Gordon T. Black

sale of 2 Trinity Close, Rathgar, Dublin 6

Contents NOT passing with property ? (if any)

Curtains in sitting room

ok Cancel

Generating an Email without an Attachment using the Email Template

1. Double click on the action to generate it.

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

3. Return to Keyhouse and complete the action in the normal way. See “Marking a Task as Complete” for

further information.
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Generating an Email with an Attachment using the Email Template

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

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

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

I T T P P e e S
o1 i s

)

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

6. Return to Keyhouse and complete the action. See “Marking a Task as Complete” for further
information.

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

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

About the Keyhouse Outlook Add-in [ ]

Keyhouse Outlook Add-in &

Version: 5.3.2.47 Uninstall

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

™ Save unassigned Sent Items also

¥ Ignore Image Attachments

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

[Z Only if Embedded

— Case Information Options
¥ Store C

[# Store

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

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

[~ Convert Attachments to PDF [T Include Track Changes

[ Use Email date for all attachments_I" Don't check any mail addresses
[~ Mavigate to Case Diary I [~ Group Emails to Action I

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

Prefix: |KH Ref

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

Ok Cancel
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Working with Documents already Processed

Marking a Task as Complete

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

1.

2.

3.

Click on the Task in the Case Diary.

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

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

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

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

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

Follow-Up Action x
Drag a column header here to group by that column
. Mext . -
Decision Next Action Description
Action
4 Do sS4 Draft Contract

o
e

Or

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

= Note: The setup of this section is controlled by your administrator contact him/her regarding
setup and timelines.
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Opening Documents Generated

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

@ Keyhouse Case Mansgement  (ch - ot oian - 330 £ 0 X -0 x
Home Case Reports Phonelog Maintain  Sewp  Help
= (st N Bx (O]
E = 5 o @
Newltem | Print = Capture Generate Complets Acion| Start Timer Post Time
4|»| - Gordon T.8iack
RTA Walkinstomn Crassroads, G. Black
[ ™ Prepare Papers for Counsel, - John Flynn
“0t ™ o ID ADMUD = 34 Main Street
- o - o Rasthmines
’ “ © " § Dublin 6
] =] EMI L 03 November 2015
[ ]
1] [ w o - Test Email EMI =
[ N Em: rdon T Black EMI v Re: RTA Walkinstown Crossroads,
o [ Emi M R G. Black
o . - - .| OurClient: GordonT. Black
[ 85 Lett 502 B
] B Emas Counsel EMI e Dear mr Flynn
% Q B Medi 13
% Q 65 Lette o8 P00 e We act on behalf of our above named
[ w Ema To - Draft Pleadings et © || client whosustained injuries asa result of
an accident on the above mentioned date.
LA MW Gardon Black PHO
o BS 8 D801 v
e . . .| Ourclient instructs us that you may have
= = < witnessed this incident and therefore we
Attachment ctandard view ™= 4 || Would be obliged if you could write oat
- e your statement on the enclosed paper and
o Teturn to us at your very eartiest
Tasks N | convenience, For your ase in returning
— ML ‘yourstatement, we furnish you witha
Search/Open i ‘stamped addressed envelope.
Clientrcase i
B If it is more convenient for vou olease feel
Time Costing - - -

CH: CarolNotan | Tuesday, 03 Wove

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

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

Changing the Name and Class of a Generated Document

Attachments

1. From the Attachment pane in the case diary. Right
Click on the Document; the following menu will

Type |Document

v [iE LettertoLendingInstitutue Properties

appear @ History
2. Click on properties and the following dialogue box
will appear. Document Properties %

Details | File Information

Document Name:  Letter to Lending Institution2

3. Amend the document name and class as required.

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

4. Click OK when complete.

Document Type:  Document

. . . IA | ancel
5. A message will appear asking you to confirm the = o || cmes ]

update, click Yes to confirm. [ —
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Undertakings

Viewing Undertakings

1. Open a case in the Case Diary.

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

Keyhouse Case Management  (CN - Caral Nolan
Home| Case Reports Phonelog Maintain  Setup  Help

B =508 ¢ 9@

New Item - Print = Capture Generate Complete Action Start Timer Post Time
Actions Documents Accounts
) Case: |ABAD0T/0001 4| ¥ .| David Abrahams
&, Client/Case e
B Linked C Family Law
I8 Case Diary lwl
i pocument Manager WARNING : Invoices outstanding over 1 Years 5 Months 16 Days .

& Current Client Details

_= Current Case Details

WARNING : No activity on this file in over 17 months.

38 Associates

€ Critical Information I C.| A | P | D [A..| Date Time Handler | Synopsis

i Know Your Client
i o 02 Nov 2015 17:22 CN Photo Id

W A/c Ledger i i 02Nov2015s 1716 CN Letter to Client

4 Time Ledger B O 1 27 Jun 2014 11:19 MW Undertaking changed by BRIANS

i Debt Ledger ] 190unz014 1141 BS Invoice No:230

4 V] i [19May 2014 1632 BS Letter from Accountant
< Q il s /] 01 May 2014 23:54 BS Invoice No:229

a s i 01 May 2014 22:29 BS Email From:keyhousedemo@gmail.com - Mobile Call to Brian Sweeney

’_ljtﬁyﬂ-ﬁm_.,.._\\_u

3. Any Undertakings in the case will be displayed.

® Keyhouse Case Managerment (01~ cot 007 0
Wome| Cae Reports Phonelog Mantan Sewp Help

= QA

Pt - add  Edit Delete Discharge
irdenatogs

& ql . Case: [ABAD01/0001 I Dawd Abrahams. Tek: 01-28023
&, Client/Case
1 Case Dany Family Law Fle: AM
i pocument Manager
& Current Client Details

« Current Case Details
2 Other Case Details
& assaciates

Standard View

Date Type who valug. Details

Discharge.

@ crtical Information
& Know Your Chent

i@ e Ledger

A Tine Ledger
@ Debt Ledger
1@ Reserve Ledger
Q) Undertakings

-l s, o g oo f AN it adamd- ek [ s T o ot P e s b P el

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

Adding and Viewing an Undertaking

1. Go to the Undertaking screen.

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

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

Add Undertaking x

Neads Attention

added to the ledger B B —
Needs Attention: Tick if it needs to be

action.
Date This is actual date of o

the undertaking. Click

the J button to
select a date from the
calendar.

Diary Warning Date  This is the date the =
Undertaking Action

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

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

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

Commercial Select whether the undertaking is commercial or non-commercial

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

undertaking.

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

Who This will default to the selected case associate.

Details Input a description of this undertaking.

Value Input the amount the undertaking is for.

Status Click on the down arrow and select the required status.
Dealing Number Input the dealing number

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

...........
Case: | ABADO1/000 a» David Abrahams Tel: 01-2902222

Family Law Fe: AM

Standard view
Aftn Date Type Who b Deta Discharge S
' - ST m FEEER S e m e Documents _ i
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AND

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

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

Core| Ace | Pun
I# i)

D.. | A..| Date Time
02 Mov 2015 17:22 CN
02 Nov 2015 17116

Handler

uonpy

18 Jun 2014 1141 BS

Synopsis
Photo Id
Letter to Client

Eﬂlll 1m0 underatng orgay s

Invoice No 230

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

appear.

6. Click OK to close.

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

How to Edit an Undertaking

1. Go to the Undertaking screen.

2. Double Click on the undertaking to be amended.

The following dialogue box will appear.

3. Amend as required.

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

to view the history of the undertaking.

5. Click OK to save the changes.

How to Discharge an Undertaking

1. Go to the Undertaking screen.
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Received @ Ccommescial Non-Commercial ®




Keyhouse

C

hapter 4: The Case Diary

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

Home| Case Reports Phonelog Maintain  Setup  Help
— l } 1 _L‘
— . ®
Print ~ Add Edit Delete Discharge
Undertakings
Case: | ABAGD1/0001 4| ¥ .. | David Abrahams

&, Client/Case
M case Diary

[ Document Manager
&» current Client Details

Family Law

Date Type
Current Case Details
¥ Other Case Details

& Associates

Ll 27 Jun 2014

‘ 01 Oct 2015 G edi
€ critical Information &) Delete
& Know Your Client 1 Discharge
& Output Grid ListTo  »

i A/c Ledger

il Time Ledger
i Debt Ledger
i Reserve Ledger
{0 undertakings

A PP, . Juntnn. g g o B L il e Bl ettt - e (eIl et il anil P

Click on the Discharge; the following dialogue
box will appear displaying the undertaking.

Input a description in the discharge description
box.

Click OK you will then return to the undertaking

screen where the undertaking will have a
discharge date lodged against.

=l Note It cannot be edited beyond this point.

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

Undertaking Reports

Undertakings by Matter

appear.

Set the Parameters by:
Selecting a date

the current matter number will appear by default; change if

required.
Input All, Not Discharged or Discharged.

3. Click on Run the following report will appear.

Who

Keyhouse Case Management

Value

| - Peter D. Jones & Co. 0.00 | Title Documents
4 Add _

Paul smith (Paul smith)

Click on Undertakings by Matter the following screen will
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{CN - Carol Nolan - 00:32 / 00:00)

Details

20,000.00 Forward Monies upon receipt

General | Extra Notes | Undertaking Logs

Client: ABAOOT

Matter: 0001 Family Law

Date 7 bun 2014

Type Given or Recaived

Financia Documents @ Given
Authorised Fee Eamer

Undertaking To Select undertaking to

Who

Details

T mens

nal

DischargeDate 10082015 ~
Discharge Description

Discharge Undertaking x

Needs Attention
| Diary Waming Date | 10 Dec 2015 v
Commercial or Non-Commercial
Received @

Ccommescial Non-Commercial &

Martina Winters

Cancel

= Undertakings By Matter
=" Undertakings By Client

Click on Print on the Home tab to bring up a menu with two options:

Te Date
Discharge Status
Matter Code
From Date

Financial or Documentation

Undertakings by Matter | x|
Enter Parameters

27 Jul 2015

Not Discharged v

FLY001/0001

27 Jul 2014

All

eRun siClose
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4. Click on print g or click on one of . _— _—
the following options available on the =
report toolbar: p—r—

e ToPRINIE

®  Click on Doc to open

a copy to Word

®  Clickon PDF to

open in Adobe.

®  Click on XLS to open

a copy in Excel.

How to view Critical Information and Print Reports

1. Open the required case in the Case Diary

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

® Keyhoase Cack Magement  101-Cot -3 Y .o ox

Home| Case Reports Phonelog Maintan Setup Help

A Tel: 0
Fe AM

[ ]

u

L3

Acti y

- s
4 critical information

s Know Your Client anne Mellon_| statune Date_| 01 hay 2014

Who | Date Description

¢N_ | 01042015 | Undertsking Createct Date: 01 Gct 2015 Type: Financial Given Authorised By: CN Carol Nalan Undertaking to: SMI0O4(Pau

Last Record Time B85 | 19um 2014

Undertakings

Description Value Who | Given/Received

Peter 0. Jones & Co. | Received

ul sroith (Paul smith) | Given

Anti Meney Laundering checked |/ Approve

Time By F/e Wark in Progress Total Time

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

.- J
appear. =

Print =
Activity Report

&

i

4. Click on the Report required = Case Summary Report
= Matter Label 3
= (Client Label 3

For Activity Report Click on Activity Report
The current case code will appear; amend if required
Set the date parameters
Tick the items you want included e.g. Emails, attachments etc.
Click Run
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Summary Report  Click on Case Summary Report
The current case code will appear amend if required.
Then click Run.

Print Labels Click on Matter Label or Client label as required

Other Case Diary Functions

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

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

e Chapter 9 for the Strong Room

e Chapter 10 for Time Recording

e Chapter 11 for Accounts

e Chapter 12 for the Debt Ledger

e Chapter 13 for the Reserve Ledger
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Chapter 5: The Task Manager

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

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

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

the task itself.

Navigating the Task List

The Task Screen

Home | Case

-

® =
Ry

New ltemw | Print

ctons

& Tasks

& wytasks

% Team tasks

T Day's tasks

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

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

@& My Overview

Tasks
Search/Open
Client/Case

Time Costing

Reports

Phone Log  Mair

0

e 19,
) { (V)

Capture Generate Complete Action
Documents

[REULIE Carol Nolan

Toolbar

|

Oug

Date
L 04 Nov 2014

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

¢t o4Nov201a

B 04 Nov 2014
B 04 Nov 2014
04 Nov 2014

04 Nov 2014

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

Time

19:31

19:09

19:07

18:16

18:15

17:26

17:25

17:25

17:24

17:24

17:18

17:11

17:03

17:03

16:55

16:52

16:44

16:35

16:37

16:23

Search Box

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

Count=60

Client/Case(Matter)

Charlie Gleeson
Lease of South West Georges Street

Charlie Gleeson

Lease of South West Georges Street
David Abrahams

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

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

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

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

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

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

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

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

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

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

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

RTA Walkinstown Crossroads, G. Bl
Gordon T. Black

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

RTA Walkinstown Crossroads, G. Bl
Gardon T. Black

RTA Walkinstown Crossroads, G. Bl
Gordon T. Black

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

RTA Walkinstown Crossroads, G. Bl..
David Abrahams

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

Sale of 22 O'Connell Street, Dublin 1

Action

Review File

Letter to Solicitor

Letter to Lending Institution
Review File

Review File

Letter to Lending Institution
Instruction Received

Letter to Lending Institution

Letter to Client ?

Letter to Lending

Letter to Doctor

Letter to Doctor

Letter to Dactor

Letter to Solicitor

Letter to Solicitor

Letter to John Dunne

Letter to Client

Letter to Client

Letter to Barrister

Letter to Solicitor

Standard view [

Diary Date

04 Mov 2

04 Nov 2.

04 Nov 2..

04 Nov 2

04 Nov 2

04 Nov 2

04 Mov 2

04 Nov 2.

04 Nov 2.

04 Nov 2

04 Mov 2

04 Nov 2.

04 Nov 2.

04 Nov 2

04 Nov 2

04 Nov 2

04 Mov 2

03 Nov 2..

03 Nov 2..

o ¢ 0| T 0D OV T D

L]

o ¢ 7T ¢ v O U D

b

Preview

Letter to Lending Institution

OURREF YOURKEF
BS_HB BLA001/0002

2014

Re:

TE
04 November

Our Clients - Gordon T. Black

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

Document
Preview Pane

Brian Sweeney
Soo Grabbit & Runne
stephen@keyhouse e

]
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The Home Tab in Task Manager

{5 Action
New Click on the New to add any of these tasks. Note

S

New Item
Actions

Email

fis Appointment

€, Phone Message

& Dictation

=| Draft Invoice

™ Request Cheque

A, Conflict Search

Printer Click to print a reports on your task list.

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

00 Generate Click to generate a document for a selected action.
Generate
Y Complete Click to mark a task as complete.
: Action
Complete Action
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Task Views

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

2 My tasks Click on My tasks to view the current handler’s tasks or
# Team tasks click on team tasks to view the team tasks
‘| Day's tasks Click on this to view today’s tasks.
08 Nov 2014 |v [IRCN 08 Nov 2014 "1 Select a range of dates.
7] Next week's tasks Click to view next week’s tasks.
5 Mext month's tasks Click to view next month’s tasks
(& Overdue tasks Click to view Overdue tasks
@ outstanding tasks Click to view outstanding tasks i.e. past, present or future.
O Last week's tasks Click to view Last Week’s outstanding tasks.
7 Last month's tasks Click to view Last Month’s outstanding tasks.
» all tasks All Tasks shows all outstanding tasks
| & My Qverview Click to view the overview screen.
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Using Different Layouts/Views

1. Click on View tool on the far right of the standard view T |
search bar. A list of available views will — view
d ear. Critical Dates
pp Delegeted Tasks
Dictation

High Priarity tems

2. Click on the required view to apply it to e —
the task manager. Phane Messages

Scanned Post
Statute Dates

How to Show/Hide the Preview Pane

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

2. The Preview Pane will appear.

=
3. Click on the Pin to make it permanently visible or click on the Pin E|again to return it to floating.

Searching, Sorting, Filtering and Grouping Tasks

How to Search the Task list

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

type.

Review

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

list.
LRELLIES Carol Nolan v Outstandina Onlv
Review Standard View ™=
Date Time |Case Code Handler | Team |From | Client/Case{Matter) Action Diary Date
Charlie Gleeson . . =
4 10 ; |
04 Mov 2014 19:31  GLEOO1,0001 CN COM  CN Lease of South West Georges Str... Review File 04 Nov 2014 §
Gordon T, Black . . T
] , 16 ¢ |
. 04 Nov 2014 18:16 | BLADO1,/0002 CN COM CN Sale of 2 Trinity Close, Rathgar, D... Review File 04 Nov 2014 I
Gordon T. Black . . T
' A / 4 R il 4 v 4 %
}H 04 Mov 2014 18:15 | BLADO1/0002 CN COM | CN Sale of 2 Trinity Close, Rathgar, D... Review File 04 Nov 2014 =
Gordon T, Black . T
! y 36 | BLA : y [
. 28 May 2014 0836  BLADO1,0001 CN COM CN RTA Walkinstown Crossroads, G.... Review all contracts 28 May 2014 I
' 07 May2014 1149 KELOO2/0001 | CN  com oy oaan kel Review File 07 May 2014 R
N Y ’ Purchase of Property "y !
o] 07 May 2014 | 11:35 ©OCOD01,0001  CN coM | CN jgm 88:22:” R File Review 07 May 2014 =
' 26Dec2013 1204 KELOO2/0001 | CN  com oy oaan kel Review File 26 Dec 2013 R
N °© . ' Purchase of Property ° . !
elinda FitzGerald .

3. Toclear the search results click Clear. I:ﬂ
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How to Sort Column Headings in the Task Manager

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

2. Click on the column again to reverse the order. i R [ o i
Date Time | Case Code ¥ sandlar | Tagm
How to Filter the Task Manager L8 jeomem M’Em)m) I
! 04Nov2014 1815  BLAOOL00{ Aan001/0003 | M
B otnerane 126 oouod iiiﬂiigiii "
1. Move your mouse to the required column heading. B osevais 135 00100 ooy |

. . . . b4 . . B 04Nov2014  17:25  BLADO1/00( EES;/O 0;’11 M
2. Toview a list of filter categories cI|ck on the pin and select iy

I 0INovZOle 1723 BLAOOLOON oo oo M

the required category. See the following example & unovana s sy 250
B 04Nov2014 1719 | BLAOOL/00] Eigs;//sg‘;i "

B 0aNovzol 1711 sLacormof OO0y,

KELO02/0001

How to Group by a column heading in the Task Manager

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

RENGIEE Carol Nolan v OutStandina Onlv

Date Time |Case Code Hondlar [ Tnam | Eeam | Client/Case(Matter) A
% Sort Ascending Charlie Gleeson
3 1B : .
- T iy 2 WEL ElE E Sort Descending Lease of South West Georges Str... A
o Charlie Gleeson
I , :
By 04 Nov 2014 1909 | GLEOO1/00 e up By TR ol Lease of South West Georges Str... 4
o ) . f ) = _ ITL\S David Abrahams
ﬂ11 04 MNov 2014 1907  ABAOOL/O( B5 Show Group Panel Sale of 22 O'Cannell Street. Dubli.. L
Show Column Chooser
Gordon T. Black
L] q c
b DRICY2OT ZE=LERBEAO LI = BestFit Sale of 2 Trinity Close, Rathgar, D... )
[ 4 , 4 ) Eest Fit {all columns) Gordon T. Black
- 04 Nov 2014 18:15 | BLAOD1/0( ? Sale of 2 Trinity Close, Rathgar, D... A
Filter Editar...
B 04 Nov 2014 26 BLAOD1,/0002 | CN COM C Gordon T Black !
e of 2 Trpe .
2. Click on Group By This column. See the following example of a grouping by fee earner
Date Time |Case Code 4 | Handler Team |From |Client/Case{Matter) Action
¥ b Case Code: AAAD0L/0001
3. To expand/co”apse a b Case Code: AAADDL/0003
. 4 Case Code: ABAOOL/0001
group click on the == e —
W 25 Jun 2014 12:51 | ABADO1/0001 CN COM  CMN . Court Dat
arrow to the left. See " Family Law S
the following example. ¥ 07 May2014  08:36 ABADOLD001 | CN oM N E:n\;‘\ldyl?_:\fhams Court Date
» Case Code: ABA001/0003

Standard View || |

4. Toreturn to the standard view click on

View

the view tool located on the search bar. andard view
Critical Dates

The following menu will appear click on Delegeted Tasks

standard prenen

High Priority Items
Milestone/HighLighted ftems
Phone Messages

Scanned Post

Statute Dates
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Working with Tasks

Accessing a Case Diary from the Task List

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

How to Generate Documents

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

]
Bl Generate Documents

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

How to View the Documents of a Task

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

Open Document

How to play a dictation

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

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

How to Mark a Single task as Complete

Right click on the task you want to mark as complete and select Complete
Action from the pop-up menu

% Complete Action

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

How to Tag Several Tasks and Mark as Complete

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

2. Right click and select Complete Action from the pop-up menu.

How to Alarm an Action/Case

1. Right click on the task you want to alarm and select Alarm Action from the pop-

. . Alarm Action
up menu. The following screen will appear.
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N

3. Input a Time for the alarm.

4. Assign it to yourself or all delegates.

5. Click OK.

Using the drop down arrow set a Date

@

MatterCode BLA001/0001

Alarm Letter to Solicitor
Date 04 Nov 2014

Letter to Solicitor

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

| @ Alarm Case

View Other Users’ Tasks

Maintain TaskAlarm

¥ | Time

515

1.  Click on the Down Arrow beside the m raral Nolan
Handler’s Name.
2. Select the name required from the list or enter it in the search box.
] || | |Show Stats|
Code Name |
ADM Admin o
AM Anne Mellon
s
CM Carol MNolan
COmM Commercial
| COM Conveyancing
P Justin Phelan
LIT Litigation
MK Mark Kelly
MWW Martina Winters

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

Code
Qo
BS

CN
i
MK
MW
SK

Name Due Tasks Qutstanding
Tasks

lpdmin 44

Brian Sweensy 17 122

Carol Molan 29 30

Justin Phelan 9 9

Mark Kelly 3 3

Martina Winters
Stephen Keogh

F/e Handler Stats

15
1

Cutstanding
Phone Calls

o
COoM

2
2
0
0
0
0

Team

4. Click on the X to close the dialog box.
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Assign To
@ Carol Nolan

_) All Delegates

Delegates
Carol Nolan
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How to Push a Task

Complete Action

1. Rightclick on a task and select Push Action from the & pushadion [3 »[ ™ Todate
pop-up menu Create Outlook Task 71 Plus 7 days
) Show Assignments [A] Plus 14 days
2. The task may be pushed back 7, 14 or 31 days or to a & Assign Adtion (i Plus 31 days
specified date selected from the calendar.
How to Create a Outlook Task
1. Rightclick on a task and select Create Outlook Task from the pop- Create Outlook Task
up menu.
2. Atask will be created in your Outlook task list which you may edit as required.
o Add
How to Tag All Tasks o
2 Delete
Qpen Document
It is possible to Tag (or select) all the actions in your task list so that you can mark B cente Do
them as Complete, Generate Documents, View Documents or Print Documents. & play Dictation

Complete Hold Date

1. Rightclick in the task list, to see the pop-up menu. + push Acion .
Create Outlook Task
A @ Show Assignments
2. C||Ck on Tag A" 5 & Tag A” &  Assign Action
% Take Action
Mile Stone Action
W Tip: To UnTag right click and click on UnTag All, ‘s Tag Al ":'";“
o TagAll
3. Right click again in the task list to bring up the menu again. - z”:agtz” o
» utput Grid List Ta b
4. Click on the required function e.g. Complete Action.
0 |
How to Add a New Item Nev tem~ | _erint
3 Action
MNote
1. Click on New Item on the Home tab. The following options will appear. Email

(¥ Appointment

hone Message
2. Click on required item e.g. Note. The following window will appear. o rene e

& Dictation

= Draft Invaice

™= Request Cheque £

i Conflict Search
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Add Action - X
Action
ﬂj.gGenerate Document {2 Post Time Note ¥ High % Take Action | T Generate | T Save
i Open Attachment « Complete Email mormal | & Assign Action
¥ Play Dictation = Print Email (Template) | § Low
Default Actions Priority Assignment SDLT

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

Case ABADDT/0001 .. | Family Law

Action Code

Date 03 Nov 2015 A Due Date | 03 Nov 2015 v
Subject

General | Email | Appointment

Fe/Handler | Carol Nolan b

Team Commercial hd

Ok Cancel

3. Enter the following details:

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

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

Subject Input a subject

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

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

4. Click OK to save the changes.

How to Edit a Task

1. Right click on the task to be amended and select Edit from the pop-up menu.
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2. The action will open for editing.

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

3. Amend as required and click OK.

How to Delete Tasks

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

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

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

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

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

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

How to View the Assignment History of a Task

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

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

2. The following screen will appear

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

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

complete in the case diary.
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How to take a Task

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

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

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

Carol Molan Ek OutStandina Onlv

=

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

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

Task List Options

Print your task list

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

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

Include Closed

Select the handler

Select the status

From Date

To Date

Check to include closed items

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

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

Using the calendar to select the start date

Using the calendar to select the end date
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Action Type

Select the field to sort by
Exclude emails

Exclude phone calls

Exclude Notes or reminders

2. Click on Run to generate a report.

3. You may print the report

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

using the down arrow.

Using the down arrow select the required field

Check to exclude emails

Check to exclude phone calls

E or open a copy in:

Check to exclude notes and reminders or exclude.

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

]
. JLPDF
]

Word;
Adobe; or

Excel.

77




Keyhouse Chapter 5: The Task Manager

How to Export a copy of your task list

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

= PDF: Adobe Portable Document Format.

= Excel: An Excel spreadsheet.

= Text: A plain text file.

= Rich Text: A Rich Text Format (RTF) document. RTF documents can be read by most word
processors, including Word

3. The Windows Save As dialogue box will appear, with the chosen file type selected. Name the file and
choose alocation in which to save it.

(i) Save As ﬁ
@uv|l‘5‘ » Computer » Keyhouse (\\hellie-PC) (T:) » - | "| | Sea ellie-P 2 |
Organize = MNew folder == - i@_.‘

A Favorites Name Date modified Type Size
Ml Desktop . keyhouse File folder
4. Downloads khframework File folder
=] Recent Places . MEW Sites Blank Database Scripts File folder
. PUR 03/11/2014 16:18 File folder
=l Libraries J SAL 03/11/2014 16:18 File folder
3 Documents . StandardReports 22/10/2014 15:29 File folder
J’- Music
= Pictures i
E Videos
#d Homegroup
1% Computer b
£, Local Disk (C3)
¥ Keyhouse (\helli
i Metwnrl 5
File name: -
Save as type: | Excel File [*dsx) ']
+ Hide Folders Save ] [ Cancel ]
4. Click Save.

5. Open the file via Windows Explorer or via the open tool in the program chosen.
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Chapter 6: Know Your Client
Know Your Client

This section collates information stored on a number of screens in the Keyhouse System into one location.
It enables you to see information at a glance.

General Tab Details all contact groups to which the Client is
associated e.g. Taxation Changes Mailing List

Anti-Money Laundering Details the documents received to show that checks
have been carried out.

Financial Gives a summary of the Account transactions

Client Records Details key actions that have been carried out on
the matter.

Other Details Details any Client specific information collected
through UDF Forms e.g. Number of Children

Activity Details all the activity carried out on the matter.

General Tab

1. Toadd a category profile to the screen click the Insert button

2 Last Activity Date27 Jun 20 ) insert Contact Category x

5 Apr2012  ABADO1/0002 Cli
HIPS Negligence - Octobedd

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

4. The new Category will appear in the list.
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Anti-Money Laundering

This allows you to record information in relation to the AML carried out for a client.

Type: The type of AML carried out e.g. Standard Due Diligence, Enhanced Due Diligence etc.
Client Type: Relates to the client category e.g. Corporate, Charity, Public Sector etc.

Status: Records where all checks are complete or are still in progress

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

Meeting etc.

These categories are in line with Law Society Guidelines.

Document can been added to this screen from outside Keyhouse and documents already in Keyhouse can
also appear on this screen.

3.

To add a document from outside Keyhouse, right click on white area and select Add.

| Introductian By | ¥ Apprave

V[ © proie
© [ HonPhotold

Then select whether the document is Photo ID or Non Photo ID.

@ Open File | = |

-133' - 4 . » ThisPC » Documents » Scan Folder v & Search Scan Folder p-l

Organise New folder = [ @

~ Mame Date modified Type Size

- Favourites
B Desktop " Electrical Bill for David Abrahams.pdf 19/05/2014 17:30 Adobe Acrobat D... 659 KB
4 Downloads

= Recent places

& Homegroup

1M This PC
 admin (keytrain)
mm Desktop
| Documents
& Downloads
W Music
=| Pictures
& Videos

i Windows (C:)

BEFAVERY (N 4

File name: | Electrical Bill for David Abrahams.pdf w| | Allfiles (%) v

Cancel

Navigate to the location where the document is stored and select the required document. Click
Open.
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4. Select the ID Code required e.g. Photographic ID or Non Photographic ID.

Select the type of ID supplied.

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

4

Wome| Case Reports Phonelog Msntsin  SEwp  Help

& = 08 @ @ @

New ftem= | Print = Capture Generafe Complets Action| Start Taner Past Time.
actors Documers Acsoum
Case: ABAD 000 A[¥] | onid sbrahams Tek 01-2902222
Fanily Law e N
[ WARNING : ivaices outstanding aver 1 Years & Months 9 Days .

2 Other Case Detads I ~Ja]p.]p]a. Handier
il Associates ™ Undertaking changed Ey BRIANS
@ crical infermation
& Know Your Chent 3
8 Ac Lodger S
: i (3 e Cll o Bren Swveney wo 0w
B neseree trdger ] agement Review Age EMI 5]
s VL)
(AL e )
8 Sirong Room (A Emal ToibrianGhkeghousedemoie - Sample Report for Key Performa Y Vv
!. it Letter to Absop & B G0z )
&Q ®
AR .
o M W
oS #HO B
%9 613 15
o 602 =
« e "
o 603 Lot
o 2 EMl =
o 15 Now 2012 Phone Call - Advised Client on Court process PHE i
Attachments Standard view T
Type [Dooument verson [ete Documen cless
L i | lectical il for Dovid abrahams
scariyopen
Chentcase
e

i Carol Nokan | Thursdday 10 December 2015 | 1300 _j

Client Records

Actions from the Case Diary can also be seen here. In order for this to happen, the action must be edited
and then flagged to appear in Know Your Client.

1. Open the Action and select the Properties Tab.

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

B Generate Document t @DPostTime  Note
iu Open Attachment & Complete Emai

0 Save

# Flay Dictation s print e ")
Defauit Actions priority | _assignment

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

v Not applicsble
T ClearFag -
Publsh Priority Category
# Hone High action
Publish Ondy * o Fived Dated Action
Export Orly Low
a
Reminder
Email

# Phone Message

Publish Status

Communication Sent

E stiMail
Cheque Request
Photo 1D

Non Phote ID

ok || cancel
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3. Return to the Client Records Tab on the Know Your Client Screen to see the action.

@

TN N e et TN o TN ot T NN el o TN s o ol N e o\

Other Details

This screen shows client specific forms which are made up of UDF Fields. To create a Client Other Details
form see the Administrator User Manual.
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Chapter 7: Keyhouse Capture

How to Capture a Folder

1. Click Capture on the Home tab in either the Case Diary or Task List. The following screen A

will appear.

2. Click Select Folder. The Capture Documents screen will appear.

h Options A AT O
T = — P
tEEY O @ 5
Select Select Assign Filtered Remove Creste New Case
File Folder Docs Docs  fiter Shorteut Wizard
Capture Document Options
Select documents to capture Praview Panel L
Py
File Name Class Type Modified... AFFIDAVIT OF FIONA CASSIDY
(liberty to enter final judgment)
» [ &3 keyhouse 02/11/20.
» [ 03 sale 02/11/20...
4 [ SQL Server Management Studio DR{HIZOM |, FIONA CASSIDY, Manager, Bank of Ireland Mortgages, New
> L & Backup Files Dsf’mzom Century House, Mayor Street Lower, IFSC, in the City of Dublin aged
» L] G| Code Snippets 22/10/20 18 years and upwards MAKE OATH AND SAY as follows -
[ Projects 22/10/20...
» [] B3 settings 2/10/20..
b ] B2l Templates 22/10/20.. 1. | am employed by the Plaintiff as a Manager of the Legal Team in
4 [ B Visual Studio 2005 22/10/20... the Mortgage Arrears Support Division and | am duly authorised by
& Projects 23/10/20. the Plaintiff to make this Affidavit for it and on its behalf, and | do so
b [ B Templates 22/10/20.. from my own knowledge and from a diligent perusal of the
4[] B3| Visual Studio 2008 22/10/20.. Plaintiff's books and records, save as where otherwise appears
b [ Gl Templates & 22/10/20.. and where so otherwise appearing | believe to be true and
@ O aug ™ 200920 accurate. Such statements herein as relate to my own acts and
[/ Defautt 0P 23/10/20. deeds | say are true and such statements herein as relate to the
[ deskiop N 23/08/20.. acts and deeds of any other person, | say and believe are true.
]| expenses RTF 26/08/20... 2. | beg to refer to the pleadings and proceedings already had herein
*| [ (3] JpABOSA Grounding Affidavit{Sin.. -bocx 26/10/20... when preduced. | make this Affidavit for the purpose of grounding
¥ 3] Sept Ly 09/10/20. an application on behalf of the Plaintiff for liberty to enter final
Total size of checked files: 0 Bytes Judgment against the Defendant
9 | cnt i hola ths ind i thin noen far tha honafit of tha

Keyhouse - Capture Documents

J

Capture

3. Browse and locate the folder.

4. Select the folder to be imported and click OK.

5. The following screen will appear listing the folder contents.

Keyhouse - Capture Documents

Options

@Y O @ &

Select Select Assign Filttered Remove Create MNew Case
File Folder Docs Docs  fitter Shortcut  Wizard

Capture Document Options

Select documents to capture

File Name Class Type Modified...
4 /| [ General Office Work 03/11/20...

¥ [ csmexp TPS 11/09/20...

] (] GENO1A Attendance Sheet .Doc 18/01/20...

] (7 GENO4 Letter to Lending Inst. eld 18/01/20.

] (1 GENOS Letter to Local Autho.. .DOC 18/01/20...

s I (] GENOB Letter to Doctor .DoC 18/01/20...
] (] GENOS Letter to Insurance C eld 18/01/20.

! [ General Office Work Action F... .DOC 11/09/20...

] (] GENGO2A Letter to Client .DOC 18/01/20...

] (] GENGO3A Letter to Solicitor .Doc 18/01/20...

! [] GENGOSA Blank Document eld 18/01/20.

] L] GENGOT Letter to Barrister .DOC 18/01/20...

! [] GENGI1D Blank Document .DoC 24/08/20...

] [] GENGI2A Blank Letter .Doc 18/01/20...

] (] GENG20A Attendance Sheet eld 21/02/20.

v [ GENG25A Memo .DOC 24/08/20...

1 (] GENG29A Letter to Client Co... .Doc 24/08/20...

Total size of checked files: 0 Bytes

Praview Panel L

Our Ref: [MAT:FECode]/[MAT:Code] Your Ref:
[DATE:

Today]

[CAN:Name.Doctors#77]
[CAN:Address.Doctors#?27?]

Re: Our client: [CNT:Name] of [CNT:LinearAddress]
Date of Birth: [CNT:DOB]

Dear [CAN:Salut.Doctors#2?]
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W Tip: To filter a column heading:

Move your cursor over the column heading a pin will appear. Type ¥
Click on the Pin for a list of filters available.
Select the required filter. )

Click Remove filter on the Options tab to display all documents.

Remove
filter

W Tip: To exclude a file remove the tick.
To view the contents of a file click on the view button L1 to the right of the tick box.

6. To capture the folder into a new case, use the New Case Wizard on the Options tab to set up the case
first. For further information on how to create a new case see Chapter 3.

7. Click Assign Docs to assign the documents in the folder to a Case, Handler and Action. The following
screen will appear.

Assign checked documents to Case/Matter “
Case/Matter BLAOOL/0002
Handler Admin
Action Code

I Documen t Class

Assign Date Please select a date

[OR] [ Use file date

Diary Description

Case The Case will default to the current case. To select a different case, click the
browse button; this will bring up a matter list. Select the required case.

Handler The Handler will default to the current handler; select an alternative from the
drop-down list, if required.

Action Click the browse button for a list of incoming actions will appear. Select the
required action.

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

Capture Settings Check the boxes as appropriate to:

® delete the Captured documents from original location;

® import documents to a single action (the alternative is that each document
will get its individual action in the case diary);

® mark as complete the action into which the document is to be captured;

® mark the document as having been generated.

W Tip: Click Save Settings to keep these settings for future documents captured.

8. The files will then appear in the case diary as a single action or multiple actions.
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How to Capture a File

6.

Click Capture on the Home tab in 0
either the Case Diary or Task List. |copue

The following screen will appear.

Click Select File.

A Windows Open dialogue box will appear.
Browse and locate the file that is to be captured.

Click on the file and click on the Open button.
The chosen document will be listed on the left-hand side of the Capture Documents window.

Tag the document to be captured. There will be a Preview of the document in the Preview Panel, on the

right of the window.

If the document is to be captured into a new case use the New Case Wizard (on the right of the Options
tab) to set up the case first. For further information on how to create a new case see Chapter 3.

@

18- Options ~ @ ETO

AT O @ &

Select Select Assign Filtered Remowe Create New Case

File Folder Docs Docs  filter Shortcut Wizard v X
Capture Document Options Last Selected Folder Path
Select documents to capture Preview Pane i

¥ Keyhouse - Capture Documents = = “

Th\5canned Documents

N\Art\Workflow documents\Property Purchase.pdf

1. Contract. The Confract which you will sizn 1= an Agreement to buld a property in ~
File Name Class Type Modified... accordance with accordance with agreed plans and specifications. T recommend that you

[ Property Purchase .PDF 13 Dec 20...

& & pi
Bocking Depcmrvwlu\'! al\eadvpandtm]:eAumma Aecmd.mzlv on signing Contracts
1t 15 moportant that you are in a position to let me have a chequebank draft made payable to
the Sclicitors for the seller in the amownt of this deposit.

In the event that you are not m a posifton to pay this deposit please advise me wmedhately as
1t will be necessary for you to apply to yow bank/lendms instituhon for 2 bndzing loan to
raise the fands.

3 Loan Offer: AsIhave already indicated. once you sign a Contract to purchase this property,
you conmmit yourself uncondrhonally to conmplete the purchase and pay the purchase price.
Accordingly, prior to enfermg into such a Confract, you should ensure that you have a
mfmnrvlenaoflaanuﬂiyﬁmmwm]mdmgmmnmm ou should also ensure that you
1@ in 3 position to comply with all and of any loan
offer a5 your lender wall only mﬁmd_.mce:ﬂcfmd:mndmcmhwebeenmm
Obvicusly, m the event that there 15 any delay m complying with such conditions, thus wall
impact on the release of finds thereby dalaying the transaction.

4 Mortgage Protection InsuranceLife Assurance: Prior to releasing finds your Lending
Institution will require you to have in place a satisfactory policy of Life AsswanceMortgage
Protection Insurance for the amount on the term of the loan. The Lending Inctitution will not
release finds until such tme as they are zatizfied on this matter. Accordingly, before you
commit yourself to 2 legally binding Contract to purchase you should ensure that you are i a
posifton to obtan Life AsswranceMortzage Protechion cover to the sshsfachon of your
lending institution on suitable terms. Please also be aware that the amount of time mvolved
in process ing :pphmum for Life CoverMortzage Protection Cover has mcreased
substantially in recent times. Life Asswance compamies may require that questionrares be
completed by your General Practitioners (called Private Medical Asseszment Forms) or they
may elect to have you undergo a medical examunation. Grven these factors, [ recommend that
you do not commit fo a purchase unfil such time as you have satisfied yourself that vou are m
3 position to obtain Martzage Protection Cover

5 _Rnildines Tnsnrance: Prinr to commithne tn 2 Contract for the murhase of the nromerty_von
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7. To assign the captured document to a Case, Handler and Action, click Assign Docs. The following
window will appear.

Diary Description

Capture settings

Assign checked documents to Case/Matter “
Case/Matter ELADOL/0002
Handler Admin W
Action Code
I/\\» Document Class W
Assign Date Please select a date [OR] V| Use file date

Note: Leave description blank to use document name as the description

Remove captured documents from original location Import documents to a single action

Save Settings

Set captured document as complete Set action as generated

Ok Cancel

Provide the following information:

Case

Handler

Action

Description

Capture Settings

The Case will default to the current case. To select a different case, click J
the browse button; this will bring up a matter list. Select the required case.

The Handler will default to the current handler; select an alternative from the
drop-down list, if required.

Click the browse button for a list of incoming actions will appear. Select the
required action.

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

Check the boxes as appropriate to:

® delete the Captured documents from original location;

® import documents to a single action (the alternative is that each document
will get its individual action in the case diary);

® mark as complete the action into which the document is to be captured;

® mark the document as having been generated.

W Tip: Click Save Settings to keep these settings for future documents captured.

8. When finished click OK.

9. The files will appear in the case diary as a single action or multiple actions, depending on the options

chosen.
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Chapter 8: The Template Library

The Document Library allows the user to browse through case plans and to view precedent documents
prior to generating. This is helpful if the user is not familiar with the case plan and its documents.

How to Search for precedent documents

4.

Click on Search/Open.

Click on Template Library the following screen will appear.

Home | Case

.4 &

S

\ Search/Open
I All Matters

My Matters
Iz Recent Matters
&) contacts
&, Associates
&) Advanced Search
€9 My Invoices
% My Cheques
¥ Phone Log
(@ Firm Undertakings
(] Strong Room
(@, Document Search
™ Template Library

B Y gt u

Mew Case Copy Case Move Case Merge Case
Case maintenance

Phone Log  Maintain  Setup

JAIN
.
Conflict Search

3se related

&

8

letter

Work Flow

¥ : Circuit Court Civil Bill Procedure
Circuit Court Civil Bill Procedure
Circuit Court Civil Bill Procedure
Circuit Court Civil Bill Procedure
Circutt Court
Circuit Court
Circuit Court
Circuit Court
Circutt Court
Circuit Court
Circuit Court
Circutt Court

Help

GoTo

Document
Code
CCBC101B
CCBC101C
CCBC102AB
CCBC103F
LITOS8E
LITOS0
LITog1
LITos2
LIT093
LIT094
LITOS5
LIT0%6

Document Name Document
Class

Letter informing Appellant of adjourned date LTR
Letter informing Witness of adjourned date LTR
Letter to Counsel enclosing fees LTR
Letter enclosing request for Judgement by Default of Defence LTR
Letter to County Registrar to stamp Motion & Affidavit LTR
Ltr Serving Motion on Def LTR
Ltr Filing Affidavit of Service LTR
Ltr Serving CB on Def Solr (CC) LTR
Ltr Chase Def Solicitors LTR
Ltr to Client encl Notice of Part LTR
Ltr Consenting to Defence by Def (CC) LTR
Ltr to Solrs encl Reply Partic (CC) LTR
Ltr Barrister encl Brief LTR

S e S e o

Document Description

| Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance
Letters/Interparty Correspondance

Letters/Interparty Correspondance

Letters/Interparty Correspondance

Input a key search word/s in the Search Box. The search results will update as you type.

A list of precedent documents matching the criteria will be listed in the screen below.

How to sort Column Headings in the Template Library

Click on a column heading to sort by that heading eg.

Work Flow

work Flow T
4

To return to the previous listing order, right-click in the column heading and

select Clear Sorting from the pop-up menu.

87

Sort Ascending

>NNag
—

Sort Descending

8% Clear Sorting

= Group By This Column
BEd show Group Panel

B show Column Chooser
=l EBest Fit

Best Fit (all columns)

_(J

Filter Editor...
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How to apply a filter

1. To apply a filter move your mouse over the column

heading until a Pin appears; click on it for a list of

terms by which the records may be filtered.

2. Click on the filter required.

Work Flow ™

N

3. Toremove the filter, select (All) from the filter drop-down menu

(alternatively, right-click the column heading and select Clear Filter from

the pop-up menu).
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System Adl
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Waork Flow, % Mincumant

(Blanks)

(Mon blanks)
General Office Work
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Chapter 9: Conflict Search

What is a Conflict Search?

A conflict search is a search designed to alert the user to any potential conflicts of interest; for example if
the firm is being asked to act for somebody who is/was an opposing party in previous or continuing
proceedings. The fields searched are Client Name, Spousal Name, Case Associate Name, all PPS numbers

and telephone numbers.

How to do a Conflict Search

If the current case is not the one on which you wish to do the Conflict Search, click on Search/Open on
the Navigation bar and search for the required case.

Home |Case Reports Phonelog Maintain - Setup  Help
A & & ¢ 4
ol .= e+ Py . r _)
New Case Copy Case Move Case Merge Case | Conflict Search
Caze maintenance Caze related GoTo
\ Search/Open
Code Last Accessed File Colour Name Description
§i All Matters P
I My Matters 3 FLYDO01,/0001 27 Jul 2015 14:35:20 _ Jack Flynn Sale of House at: 4 The Mews, Rathfarn...
FLY001,/0002 27 Jul 2015 14:35:15 Jack Flynn Purchase of 16 The Haywain, Terenure,...
2 Recent Matters - -
ABAQD1/0002 | 27 Jul 2015 14:34:55 David Abraha.. HIPS MNegligence - October 2010
2] contacts -
3 - TJFOO1,/0001 27 Jul 2015 14:28:45 TJ Fox Outstanding debt to PTSE Bank.
&, Associates ;
:" BLAQO1/0001 27 Jul 2015 14:24:39 Gordon T. Bla... | RTA Walkinstown Crossroads, G. Black
L%' Ad\ancetd SEETE: BLAQO1/0002 27 Jul 2015 14:24:32 Gordon T. Bla... 2 Trinity Close, Rathgar, Dublin &
L e BRE0D1/0001 |27 Jul 2015 14:18:02 Mike Breeze  Broken left leg.
“ My Cheques BES001/0001 21 Jul 2015 16:31:54 Business Time... Lease of Unit 33, Eastgate Avenue, Dubl...
£ Phone Log AAADDT/0001 21 Jul 2015 12:55:18 AAA Securitie... | Landlord Dispute
@ Firm Undertakings ABADO1/0001 21 Jul 2015 11:52:18 David Abraha... |Family Law
{3 strong Room SIMO01/0001 | 21 Jul 2015 09:53:43 Bart Simpson | Sale of House at: 4 The Mews, Rathfarnh...
(@ Document Search BRO0O1/0001 | 21 Jul 2015 08:44:21 Kevin Browne | Sale of 78 Somerset Road, Ealing, Lond...
T’ Template Library TJFOO01 /0000 16 Jul 2015 16:23:06 TJ Fox Document matter _/"\w—.,._/\/'ﬁ"‘

Click on Conflict Search icon on the Case tab.

A Conflict of Interest Search window will appear.

5 ol of Interest Search
Case: CAMDI1 /0001 - Tony Mharie Camgbell Sale & Brighton Square Drive

The types of information you can search for are the
Name, PPS number, telephone number or address.

Conflict of Interest Search

Search Mames | | ©

a. Click in the search box, input the first search
criteria e.g. Stephen Keogh

el |

This will search for Stephen or Keogh anywhere.

' [stephen Keogh

search o

To search for an exact phrase input the phrase in quotes e.g. “Stephen Keogh”
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b. To add a second criteria click on the down arrow C
this process for a 3™, 4™ etc. See the following example

Input the second search criteria. Repeat

Stephen Keogh ]

|213459GP ]

i"Kengh Hntdings"‘ ] (=]

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

5. Click on the Search button at the bottom of the window.

6. A report will be generated listing any matches.

7. To save the results as an action in the case diary, click on Save.

=5, Conflict of Interest Search
CSase: BOUOO1/0001 - Claire BourkesPersonal Injury at work Back — modify search
ave
File Mams -
(Jg Cancel

[Canﬂi::CfIn:srss:Rsp:\r:_Steprsn_hsagr'_an:_o:r'srs ]

gt = _ -

BB& € +® o 00 iG] ,

Conflict of Interest Report

Case: BOUDD1/0001 - Claire Bourke/Fersonal Injury at work

Searched name(s): | Stephen Keogh Date: 10 July 2011
2134590P
"Keogh Holdings™

[ Conflict of Interest Report ]

Case: BOUDD1/0001 - Claire Bourke/Personal Injury at work

Capacity Hame other Details

Client stephen Keogh Address: 3a Main Street, Bray, Co Wicklow
Salutation: Stephen

Client stephen Keogh Address: 1 Main street, Dublin

Principal: stephen Keogh
salutation: Mr Keogh

Matter IBS001 /0008 Address: Grangs House, Baggot Street, Dublin 2.
Intzmational Business Client Name: International Business Services Lid
Services Ltd -v- stephen
Keogh

Matter 165001 /0015 address: Grange House, Baggot Street, Dublin 2.
Stephen Keogh Client Hame: International Business Services Ltd

See the following example.

Date Time Handler | Synopsis

3 ¥ 10 Mov 2014 2055 ADM Conflict Search

=l Note: The saved action is assigned to the Fee Earner of the case for completion. The results can be
viewed at any time by opening the report.
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8. Click on Cancel to cancel the search at any time. The following message prompt will appear.

Conflict of Interest Search
a. To save click on Save the Search Results.

The Conflict Search results have notbeen saved to the current Case.

b. To discard click on Discard the Search Results.

Discard the Search Results Cancel

c. Click Cancel to cancel this message prompt and
return to the conflict of interest report.
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Chapter 10: The Strong Room
What is the Strong Room used for?

The Strong Room is used to keep track of the locations of physical items such as wills, deeds, tapes, share
registers etc. it records details of the physical storage location of the item, which client owns the item and
which case it is connected to.

The Strong Room also keeps a record of the date the item has been withdrawn and when it has been
returned and by whom. The history of the item is recorded for tracking purposes.

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

f# Recent Matters

1. Click on Search/Open on the Navigation panel. (The Strong Room for the current case 8 Contact
may be accessed via the Navigation panel in Client/Case.) oS

@} Advanced Search
% My Invoices
“¥ My Cheques

2. Click on Strong Room on the Navigation panel. The following screen will appear listing s phone Log

all items in your strong room. @ Firm Underiakings
[;)Strong Room

(‘@ Document Search
1 Template Library

Status | Open/Closed | Destroy Date

; Ay ‘
o000 [Rvooooot lcom s
Oo00r23126 | FENOOYODT Wit c

Agreeement for Turf Rights
. Dublin 6

3. Input the search terms. A list of items matching your criteria will be displayed in the window below.

Standard vew T
item Code Matter Code | ltem Type |Item Description Status | Open/Closed | Destroy Date

; [T —
DEE TAR001/0001 | DEE George Tarrant/Deeds for Commerical Premises i o 30 Jun 2014
ABB00T0001  ABBOD1/0001 | DEE George J Abbott/Title Deeds for second property i o 18 Jun 2014
oAt ABBO01/0004 | DEE George J Abbott/Title Deeds - Code CDA 1111 1 o 08 Aug 2014

4. Click Cancel to clear the search results. I:ﬂ

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

If the current case is not the case in respect of which you wish to add an item to the Strong Room, Click

on Search/Open on the navigation panel and open the required case.

Then click Strong Room on the Navigation panel.

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

appear.

Fields marked with an asterisk are required.

Needs Attention Tick if the item needs to be
checked. p— T
Item Type Select the Item Type from the R

Item Code

Client Code
Matter Code

Description
Location

Box No
Search Code
Fee Earner
Entry Date
Destroy Date
Open/Closed

Item Type *

drop-down list.
Input an item Code or if left

Client Code BAR00O2

Client Name Kevin Bamett

Item Code *
Matter Code

Description

Sale of 1 High Street, Kells, Co Meath

Description * sale of 1 High Street, Kells, Co Meath|

black, the system will
generate a code.

Location

See also Matter Code below.

If the code of the current
matter is not displayed, or you
wish to select a different
matter, use the browse

button to browse the matter
list.

Input a description of the item.
Select a storage location from the drop-down list.
Likewise, select a Box number from the drop-down list.
Input a search code

Search Code
Entry & Destroy Date

Entry Date

® Open () Closed

Destroy Date

Carol Nolan

Use the drop-down list to select the Fee Earner with responsibility for the item.
The date on which the item was entered on the system: normally today’s date.

The date, if any, on which the item is to be destroyed.
This will default to open.

4. Click OK to add the item to the strong room list.

Item Type * ‘

Client Code

Client Name

Strong room - Add new File x

ngam Diary | Client Info

Item Code *
Matter Code Client Code

Description Client Name

Item Code =
Matter Code

Description

Strong room - Add new File

= Note: The tabs at the top of the screen will vary depending on the Item Type chosen.
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Entering Deeds

1. Click to the Deeds tab.

Strong room - Add new File
General | Deeds | Item Diary | Client Info

Deeds Address [ Accountable Receipt

OK Cancel

2. Enter the address for the Deeds.

If the Deeds are being held on Accountable Trust Receipt, tick the Box.

General | Deeds

Strong room - Change File info

Item History | Item Diary | Client Info

Deeds Address |1 pigh street ] Accountable Receipt

Kells

Co Meath
Daieg 10 Dec 2015 v
Comment

Deeds from BOI, Kells, Co Meath.
Property in the process of sale

OK Cancel

4. Enter the data the deeds are entered and a comment explaining the nature of the ATR
5. Click OK.
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Entering Wills

1. Click to the Wills tab.

Strong room - Add new File
General | Wills | Item Diary | Client Info

Testator Executor 1

Will Date v|  Executor2

Est Estate

2. Enter the Testator and the Executors and the date of the Will.

3. Itisalso possible to enter the value of the Estate.

4. Click OK.

How to Withdraw an Item

5. Open the Strong Room screen, search for and select the item you want to withdraw.

6. Click on the Withdraw file icon on the Home tab.

= Note if the Withdraw file icon is greyed out the item is already checked out.

7. The system will ask for your password; input your username

and password.

8. A Withdraw File dialogue box will appear.

Provide the following information:

For Who

Select the person to whom the item is checked out from

the drop-down list.

Comment

Input a comment, e.g. why the item is being withdrawn.

= Note the item will be signed out to you.

9. Click Confirm Withdrawal. The following screen will appear

telling you where to find the item.

95

Strong Room - Withdraw File x
If you Confirm below, this item will be SIGNED OUT TO YOU!
For Who ™ Brian Sweeney v
Comments * For Review

Confirm Withdraw Cancel

Strong Room - Withdraw File X

You will find Will of Kenneth Bunson at File Room, Box No: 4
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10. Click OK.

How to Replace/Return an Item

1. Open the Strong Room screen, search for and select the item you want to replace.

2. Click on the Replace File icon on the Home tab. Strong Room - Replace File =
Item Code WillBUN
=l Note if the Replace File tool is greyed out the item is Description | Kenneth Bunson Associates/Will of Kenneth

Bunson

already checked in.

Client Code BUNOD1

3. The following Replace File dialogue box will appear.

Location Box 2 v

Ck Cancel

4, Selectthe phySical |0cati0n, e.g. Box 2, to which the item is _

being returned.

Strong Room - Replace File X
5. Click OK. You will see a message asking you to place the item in the
selected location.

Please replace the item Will of Kenneth Bunson to BOX2, Box No.4

6. Click OK.

Ok

Delete a file

1. Select the item to be deleted.
2. Select Delete File from the Ribbon at the top of the page.

How to view the History on a file/item

1. If the Strong Room is not shown on the Navigation panel, click on Search/Open.

2. Then click on Strong Room on the Navigation panel to show the following screen listing all items in your

strong room.
@ Keyhouse Case Management (0% - Cai Noian - a1 /0720 N -0 x

ase  Reports  Phonelog  Maintain  Sewp  Help

’!:DDQ \_.'_‘

ddFile  ChangeFle Delete File | Withdraw Fle Requestfde  History Diary

3. Search for the item required and select it.
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4. Click on the History Tool on the Home tab.

The following screen will appear showing the ~
. . History
history of the item.
Strong room - History
Item History
Who Forwho Out Date Out Time In Date In Time
} | keyhouse BS 27 Aug 2011 15:21:21 27 Aug 2011 15:21:37

keyhouse BS 27 Aug 2011 15:22:17 27 Aug 2011 15:22:29
MW CN 11 Nov 2014 19:03:40

5. Click Cancel to exit this screen.

Working with Documents Only

Add a file without using a Case

1. Click to Search/Open and select Strong Room from the Navigation £3 strong Room
Panel.

2. Alist of all documents held not related to a specific case/client will be listed.

r =
™ L]

= B B & & « kD

& " .

4

"

-

= . i

“““L“"‘.\u-f"n—.m—u—mmﬁ—ﬁﬁm#.%ﬁ%_ﬁﬁﬂfﬁﬂ'ﬁ;ﬁ--ﬁﬁdr\m%mm

3. Alist of all documents held not related to a specific case/client will be listed.

4. Complete the form as detailed in Add a file to a Case p. 93. However, you will not be able to add a
Client/Matter details so it is important that a detailed description is made to ensure the documents can
be found at a future date.

Strong room - Add new File X

General | Deeds | Item Diary | Client Info

Item Type * Deeds v Item Code *

Client Code . Matter Code v
Client Name Description

Description * Tom Jones - Deeds for Property at 18 Rose Lawn, Blanchardstown, Dublin.

Location File Room v Box No

Search Code Fee Eamer Carol Nolan v

Entry & Destroy Date

Entry Date [ og Aug 2015 v Destroy Date v

® open () Closed

ok Cancel
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5. It will appear in the list of documents without a Matter Code

Standard View 1|

Status | Open/Closed | Destroy Date

ftem Code  ~ | Matter Code ¥ | Item Type | Item Description

0000123124 AAA002/0002 com AAA Worldwide Remavals/Company Seal I 18 Jun 2014
0000123125 AAA002/0002 PAP AAA Warldwide Removals/Student Complaint File I 18 Jun 2014
0000123126 | FENOO1/0001  WIL Richard Fennell Wil | 18 Jun 2014
0000123127 BAK Year End Backup 2013 (SERVERO1) | 18 Jun 2014
0000123128 | RYA02/0001  WIL Margaret Ryan/Will which included additions for beneficaries | 18 Jun 2014
0000123129 AAAD01/0001 CoM AAA Securities Ltd/Company Seal I 19 Jun 2014
0000123130 BAK Year end backup 2011 I 19 Jun 2014

I o

DEE T Fox/Outstanding debt to PTSB Bank.
Jack Fiynn/Purchase of 16 The Haywain, Terenure, Dublin 6
Tom Jones - Deeds for Property at se Lawn, Blanchardstown, Dublin.

0000123131 | TJF001/0001
0000123133

0000123134

123123 AAA Securities Ltd/My Will 2

12345 BAK Friday 1 Backup T ] 01 Jan 2020

AAADO; 1 AAA001/0001 WIL AAA Securities Ltd/My Will g o 31 Qct 2014,
LA D‘LM_,,\/UWWMW__ ”v*\nﬂV\,mf”“\IWWVW""\NNJ\“’\W\f’“M T \WW

6. Itis also possible to see if the document are in or out the Strong Room.

=l Note: The process for withdrawing (p. Error! Bookmark not defined.) and Viewing the History of a
document (p. 96) is the same as the process already detailed.
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Chapter 11: Time Recording

Time Recording in the Case Diary

Time can be recorded in the case diary in two ways: automatically using a timer or manually using a time
slip. Once time is recorded it is then posted to the Day Book and from there it is posted to the time ledger

of the case. Recorded time can be used for billing, reporting and productivity tracking.

Here are the two tools available in the Case Diary for recording time.

&/ The Timer Manual time slips

Start Timer) Post Time

Both tools can be found on the Home tab.

Keyhouse Case Management

Home | Case Reports Phone Log Maintain  Setup  Help

© = 08 @

Mew ltem = Print = | Capture Generate Complete Acti
Actions Documents

a . , Case: | TJF001/0001 40| .. | TJFox

2 Client/Case

. Outstanding debt to PTSB Bank.
I case Diary

[ Document Manager

£a Current Client Details

T s BreEs §- Date Time Handler | Synopsis
=5 Other Case Details S | B 14 Jul 2015 1716 ADM Precedent Document
:;g; Associates i 14 Jul 2015 144 ADM Attendance Sheet
€¥ Critical Information s 14 Jul 2015 13:52 CN Create Vendor Instruction Sheet

] 13 Jul 2015 15:10 CN Document2_2661_2662

Ml 4/c Ledger i3 i 06 Jul 2015 09:58 COM Conflict Search
ig Time Ledger i 16 Jul 2015 15:48 CN Email Tostraining TT. training - Test Attachment
:‘:‘ ebtliedgey 113 Jul 2015 12:49 CN Email To:Brenda Hartley - Outgoing Email.
“ Reserve L.edger ¥ |13 Jul 2015 12:35 CN Email To:Brenda Hartley - Outgoing Email with an Attachm
) Undertakings 06ulzo1s 1114 N Drat gill Draft gill No: 286
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How to Record Time Using the Timer

The automatic timer may be launched by clicking on Start Timer on the Home tab in the Case Diary. The
user can easily manage and record time for several cases and tasks. The timer has a clock which can be
started and stopped for each task. From here time is updated to the day book ready for posting to the time

ledger.

Open a Case in the Case Diary [ ABA001/0002 00:00:53] AldE 2 8 X

Click Start Timer on the Home tab. A timer will appear displaying the current case reference.

The clock will automatically start recording. By having the box ticked the clock will follow you as you
move from case to case.

To pause the timer click on the clock at the left of the timer. The

. i . 00:01:49
clock will stop and an orange symbol will appear next to it.

[ ABADO1/0003

To resume recording, click on the clock the clock will continue recording.

To move to another case in the case diary, search and open the case in the normal way. The timer will
automatically pause the current time recording and create a new time recording for the new case and
start the clock.

=l Note If you return to a previous case in your timer list the timer will continue the previous time
recording for this case.

[ FLY0O1/0002 00:04:08] AlV §F 2= 18 X
Matter Code Time Client Name | Matter Details Comment Date
TJFO01/0001 " 00:30 TJ Fox TJ Fox Outstanding debt... | Dictation 27 Ju...
TIFO01/0001 Iﬁ. 02:00 T Fox TJ Fox COutstanding debt... | General Advi... | 27 Ju...

» -+ I (T e TS
FLY001/0002 e 00:04 Jack Flynn  Jack Flynn Purchase of 1...

To expand the timer click on Maximise. Ij

To recommence a time recording for an entry already listed in your timer click on next to case
code.

=l Note if open the case in the case diary the timer will automatically recommence the active time
recording for this case.

=l Note the entry highlighted in Green is the active time recording.

=l Note the A button will ensure the timer turns on automatically when you open Keyhouse

[ FLY001/0002 00:04:08 AlVM § == 8 X
Matter Code Time Client Name | Matter Details Comment Date
TIFOO1,/0001 Y 00:30 | T) Fox TJ Fox Qutstanding debt... Dictation 27 Ju...
TIFOO01,/0001 Y 02:00 T) Fox TJ Fox QOutstanding debt... General Advi... 27 Ju...

[ ABAOO1,/0002

FLY001/0002

T e e T T

Y 00:04 Jack Flynn  Jack Flynn Purchase of 1.

9. You can amend the details and post this time now or later.

10. The time recording will remain in the Timer until you post it or delete it.
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How to Post Time from the Timer

1. Maximise the Timer screen. The following screen will appear. [Z]

[ FLY001/0002 00:1?:02] Al §F 2 I8 X
Matter Code Time Client Name | Matter Details Comment Date
TIFOO1/0001 ﬁ. 00:30 | TJ Fox T Fox Outstandlng debt... Dictation 27 Ju...
ABADD1/0002 ;ﬁ. 00:03 David Abr... David Abrahams HIPS N...

FLY0O01,/0002 & 00:17 Jack Flynn  Jack Flynn Purchase of 1... 04 A..

2. Double click an entry to add details for posting. The following screen will appear.

3. Input/Amend the following details as required: -

Matter:

Date:

Time/Charge

Minutes/Hours/Days:

Hourly Rate:

Chargeable:

Task:

Comment

The code of the current case is automatically displayed. Click the Select Matter
button to bring up the matter list and select a different case if required.

By default, the date the time was recorded will be shown. Change if required.

Use the option buttons to select whether this entry should be charged on the
basis of time spent or as

a set charge. e -
%JFFIJUVMI(H P —

This will show the time Outstanding debt to PTSB Bank. =
Administration Time

recorded and can be e Recorder | carol oan :

amended if required. 27 2015 v

Time ® Minutes 33,00 5| O units 550 3] O Hours [0:33 5| O pays 0073

The hourly rate will S R

display the default rate Hours Rate Crarge

for this handler and oss00 | X 15000 = £250] 4 s crargeatle
case.

Task Dictation v Narrative

Dictation|
Check the box if this
time is chargeable or
uncheck it if it is not. By seve | [s2ve ko | [ goncl
default, the box will be
checked.

Use the drop-down arrow to select from a list of tasks.

Input a narrative to describe the time entry

4. Click on Save to save the changes or click on Save and Finish to remove the entry from the list of

timers.

=l Note: All entries in the Timer are automatically displayed in the Daybook ready for posting.
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How to Record and Post Admin Time Using the Timer

10.

Open a Case in the Case Diary ——
ABA001/0003 00:00:36 | v & = (8] X
Click Start Timer on the Home tab. The following timer will appear

displaying the current case reference. ABAO01/0003 00:01:49

The clock will automatically start recording.

To pause recording click on the clock. By putting a tick in the box, == ] TIETE
the clock will follow you from case to case, starting a new clock on | s 1« e ——
each case. R e el e e T

Expand the timer by clicking on Maximise. Ij

Select the required timer.

Double click the entry to amend, the following screen will appear.

Post Time X fﬁ} Post Time x
TJF001/0001
T Fox Select Matter
Carel Nalan Non Chargeable Code| Practice Development
Time Recorde Carol Nolan
Date 27 1ul 2015
23 Oct 2014
e © Minutes 33.00[3] O units sso[g]Ovousfozs [0 Ooays| 0075
T Minut 35,00 u D
Time/Charge ® Time Charge
Hours Rate Charge raining time]
0.5500 X|150.00 = 8250 | /] Is Chargeable
Task Dictation v Narrative
Dictatior|
Save Save & Finish Cancel Save | Saweand Post | Cancel

Put the tick in the Administration Time tick box. The screen will change displaying the following option:

Non—Chargeable Codes: Select a non-chargeable code from the drop-down list; e.g. Training, Iliness,
Holidays etc.

Save the changes.
The timer will automatically restart.
To amend, double click the entry in the Timer and amend the following details as required.

Date Today’s date will be shown by default; amend if required.
Minutes/Hours/Days: This will show the time recorded and may be amended if required.
Non- Chargeable Code  Select from the drop-down list to change the non-chargeable code.
Comment Input a narrative to describe the time entry

Click on Save and Finish. This time entry is then transferred to the daybook ready for posting to time
ledger.
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=] Note: You can record more than one non-chargeable time recording in your timer at any one time.

How to create an Empty Timer

At certain times you may want to start recording without first selecting a case. It is possible to create an
empty timer which can later be allocated to a particular case.

1. Click to Time Costing on the bottom left of the screen and select Start Blank Timer.

Home | Case Reports Phonelog Maintain  Setup

= e " | ( 000004| [a & @ x

—— . . +

— - v ¢

Print New Time Slip Start Timer Start Blank Timer Post Day Book
Day book

2. To pause the timer click on the clock.

=l NOTE: Itis also possible to start a new timer in an existing | @ (om0 ooo00z] [a] 0L # & x |
case.
3. Click on the Start timer tool on the Home tab. The current case
ABADOL/0003 00:00:36 v o= & X

will automatically be selected. This may have to be deleted.
4. Click on the Green Plus to add an empty timer.
5. Click on clock to start the timer.
6. To amend the entry, expand the timer by clicking on Maximise. |:|

7. Double click the entry to add details for posting. This will bring up the Post Time dialogue box (see How
to Post Time from the Timer, p. 101 above), but without a matter code.

@ Post Time X

Click here to select matter
Select Matter

Administration Time

Time Recorder Carol Naolan v

8. Input/Amend the following details as required:
Matter: No case code will be displayed. Click the Select Matter button to bring up the
matter list and select the case to which the time is to be posted.

Date: By default, the date of the time recording will be shown. Amend if required.

Minutes/Hours/Days: This will reflect the timings recorded but can be amended if required

Time/Charge Use the option buttons to select whether this entry should be charged on the
basis of time spent or as a set charge.

Hourly Rate: The hourly rate will display the default rate for this handler and case.

Chargeable: Check the box if this time is chargeable or uncheck it if it is not. By default, the
box will be checked.
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Task: Use the drop-down arrow to select from a list of tasks.

Comment Input a narrative to describe the time entry

11. Click on Save to save the changes or Save and Finish to remove the entry from the timer and post to
the daybook.

How to create a manual time slip

1. Open a Case in the Case Diary

Post Time *

BLOO001/0005 —
Joe Bloggs Select Matter |
Test Matter sale purchase ———

Administration Time

Time Recorder Brian Sweeney v
Date 07 Aug 2013 v
Time ® Minutes 1.00 5| O units 017 |2 Hourslo:nl &1 O pays 0.00 |
Time/Charge ® Time (' Charge
Hours Rate Charge
0.0167 X 250.00 = 4.20| /] Is Chargeable
Task v Suggested \Jarrativel

| Save ‘ ‘ Save & Finish | | Cancel |

2. Click on Post time on the Home tab to open a Time slip.

3. Input or Amend the following details

Matter: The case code will default to the current matter; to change the case, use the
select matter button to view the matter list and double-click the required case
to select it.

Date: This will default to the date the timing was recorded. Amend if required.

Minutes/Hours/Days: Input the amount minutes, hours, days etc.

Time/Charge Using the option buttons provided set if the time recording is be charged by
time or a set charge.

Hourly Rate: The hourly rate will display the default rate for this handler and case.

104



Keyhouse Chapter 11: Time Recording

Chargeable: Using the tick box provided tick if the time is chargeable or remove if it is not.
This will default to chargeable.

Task: Click on the drop down arrow to reveal a list of tasks. Click the task required.

Comment Input a narrative to describe the time entry

4. When all details have been entered click Save or Save and Finish. The time slip will appear in the
Daybook ready for posting.

How create an Admin Time slip
1. Open a Case in the Case Diary
2. Click the Post time tool on the Home tab to open a Time slip.

3. Check the Administration Time box. The screen will change displaying the following option:

Post Time ¥
Administration T
Mon Chargeable Code v
Time Recorder Brian Sweengy v
Date 07 Aug 2015 hd
Time & Minutes 100 5| © Units 0.17 |2 HULlrsIU:tJl &1 O Days 0.00 |5

|Suggested Narrative

| Save ‘ ‘ Save & Finish | | Cancel |

4. Add the following details:

Date Today’s date will be the default; choose a different date if required.
Minutes/Hours/Days: Input the amount of hours, minutes, days etc.
Non- Chargeable Code  Use the drop-down list to select the non-chargeable code which applies.

Comment Input a narrative to describe the time entry
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5. Click on Save and Finish. This time entry is then transferred to the daybook ready for posting to time
ledger.

=l Note: It is possible to record more than one non-chargeable entry in your timer at a time.

How to View the Day Book from the Timer

1. Open the Timer

2. Click on View All on the timer tool bar. EI

3. The Day book will appear.
@ Eeyhou

Phone Log  Maintai

me Case Reports n  Setup
- = =y
= G &/ €
rt Blank Timer Post Day Boo

Prist | New Time Slip Start Timer Start 8 [ B
o

= Comment Case Time
T ding debt 10 PTSE Bank. Demand & Draft Proceedings o0 ]
u Bank.

CH: Carol Nolan | Friday, 31 July 2015 | 1554

My Day Book

Viewing the Day Book

1. Click on Time Costing on the navigation Bar the day book will appear listing all your unposted time.
2. Click on the required item.

W Tip: Click on a column headings to sort by that heading, e.g. Matter Code

How create a Time slip in the Day Book

1. Click on New Time Slip on Home Tab in My Day Book. The familiar Post Time dialogue box (see How to
create a manual time slip, p. 104 above) will appear.
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2. Provide details such as the matter, date, time, task etc. For further information see the section on How
to create a manual time slip, p. 104 above.

3. When all details have been entered click Save. The time slip will appear in the Daybook ready for
posting.

How to create an Admin Time slip in the Day Book

1. Click on New Time Slip on the Home tab in My Day Book. The Post Time dialogue box will appear.

2. Check the Administration Time box. The screen will change to display the options for Administration
time (see How create an Admin Time slip, p. 105 above).

3. Complete the details of Date, Time, Non-Chargeable Code and Comment as above, How create an
Admin Time slip, p. 105.

4. Click on Save and Finish. This time entry is then added to the daybook ready for posting to time ledger.
How to amend a Time Slip

1. Click Time Costing on the Navigation panel.

2. Double click on the required time slip. The Post Time dialogue box will appear.

3. Amend as required.

4. Click Save.

How to Delete a Time Slip

@& Add
1. Click Time Costing on the Navigation panel. & Edit
. . . . & Delete
2. Right Click on the time slip you want to delete. &  Start Timer

3. Select Delete from the pop-up menu. You will be asked to confirm the deletion.

4. Click Yes.

How to Post the Day Book

1. Click Time costing on the Navigation panel

2. Click on Post Day Book on the Home tab: this will post each time recording to the time ledger of the
relevant case.
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Accessing the Time Ledger Screen

Viewing the time Ledger

1. Open acase in the Case Diary.

2. Click on Time Ledger on the Case Diary Navigation panel.

3. The Time Ledger will be displayed.

= o @

Draft Invoice.

Home| Case Reports Phonelog Maintain  Setup  Help

{

print v | Start Timer Post Ti gilling Guide
Accounts Time Ledger
A clieny/Case Case:  ABB001/0004 4/ #| .. | George J Abbott Tel: 01-565¢
= Remortgage 44 Main Street Fre:
Il case Diary
S Date Comment Time or Charge | Time C/N-C Charged Billed Amount | Invoice No Task TR
S5 Current Client Details
Current Case Details 22 May 2008 Billed Fees: 0.00 Bill 0 Chargeable 000 000 45345 BILLED Justin Phelan
p Other Case Details 22 May 2008 Billed Fees: 1230.00 il 0 Chargeable (7.715.00) 000 54 BILLED Justin Phelan
& Associates 09 Feb 2009 Client Meeting Time 19 Chargeable 96.00 %6.00 7 MEET Justin Phelan
€ critical nformation 19 Mar 2009 Legal Letter Time 19 Chargeable 96.00 96.00 7 Letter Drafting Justin Phelan
14 Apr 2009 Document Drafting - lease of easment Time 65 Chargeable 32400 32400 7 Document Drafting Justin Phelan
@ Avc Ledger 14 Apr 2009 General drafting Lease of Easements Time 82 Chargeable 41100 41100 7 Document Drafting Justin Phelan
i# Time Ledger 15 May 2009 Attendance Time 40 Chargeable 20100 20100 7 Attendance Justin Phelan
i Debt Ledger 17 Aug 2009 Research & 2 letters Time &7 Chargeable 336.00 336.00 7 Research Justin Phelan
i Reserve Ledger 24 Aug 2009 Telephone Attendance Time 11 Chargeable 54.00 54.00 7 TEL Justin Phelan
@ undertakings 02 Sep 2009 Reading in Time 10 Chargeable 68.00 6800 7 EMA Justin Phelan
07 Sep 2009 Various Work-review of file, calculation of pe... Time 52| Non Chargeable 26100 26100 7 File Review Stephen Keogh
® strong Room 07 Sep 2009 Various Work-review of file and dictation me... Time 36 Non Chargeable 180.00 180.00 7 File Review Stephen Keogh
10 Sep 2009 Drafting Documents Time 30 Chargeable 14500 14500 7 Document Drafting carol Nolan
14 Sep 2009 New Company Formation, Draft SHA for New.... Time 255 Chargeable 1,062.50 106250 7 File Review Justin Phelan
11 Oct 2009 File Review Time 19 Chargeable 96.00 96.00 7 File Review Justin Phelan
10 Feb 2010 Billed Fees: 0.00 Bill 0_Chargeable (3.666.19) 000 7_BILLED Justin Phelan

W Tip: Click on a column headings to sort by that heading e.g. T/R (Time Recorder).

W Tip: you can also Start the timer and create a time slip using the Home tab on this screen. See the
previous sections for further details on how to record and post time.

How to Create a Draft Invoice from the Time Ledger Screen

1. Open acase in the Case Diary.

2. Click on Time Ledger on the Case Diary Navigation panel.

3. Click on Draft Invoice on the Home tab. The following Draft Invoice will appear.

= Note: The current balances on the matter are displayed on the right of the screen.
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Draft Invoice M ox
‘f Ok Message:

@ Request Type: () Credit Note ® Invoice [ open Invoice [ gill Sent Invoice / Bill No: {not invoiced)
x Cancel
Matter Details
Matter: |FLY001/0002 4|»] .. ] sackFlynn Bills:  0.00
Fee Earner: | Carol Nolan A Outlay: 0.00
Client: 0.00
Description: |Purchase of 16 The Haywain, Terenure, Dublin & e
- O - Charges: 1,102.50
ate: |07 Aug 2015 hd Transfer To Pay
HIPEa [ pa . Time (HH:MM):  7:21
Bill Layout v Bill To: Jack Flynn
4 The Mews
= Print Copy - Rathfarnham
Client | Dublin 6a
Our Ref: |CN Your Ref:
Write down Time to: | 07 Aug 2015 v
Invoice Details | Fee Earner Breakdown
= Type Narrative Met VAT Value Fee Earner
Release
] Motify Release Inv
v
& creaternL
. Billing Guide
@ Matter Ledger | | Faes: Outlay: Miscellaneous Fees: VAT: Bill Total:
Requested By: Carol Nolan Draft Number: {new)

Message
Type

Open Invoice
Bill Sent

Matter

Description

Date

Transfer to Pay

Bill to

Our Ref
Your Ref

Write down time to

Input a message for the account department (optional)

Invoice will be checked by default. Select Credit Note if required.
To create an open invoice, check the Open Invoice box.

Check when the bill is actually sent.

This will show the current case by default; to change, click on the browse button
to bring up the matter list and select a different case.

This will default to the matter description of the current case but may be
amended.

The date will default to today’s date but may be changed.

If this is checked, funds will be transferred from the client account to pay the
bill.

The client details will be shown by default, but the name
and/or address may be changed. Click the Client button to
revert to the client details.

Client

This will default to the Fee Earner’s initials, but may be amended if required.
Input a reference if applicable.

Today’s date will be shown by default. You may choose a different date.
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4. The time and outlay to be included in the bill may be input using the Billing Guide Wizard or manually.

a. Using the Bill Guide Wizard

i) Click on Billing Guide at the bottom left corner to start the Billing TE_;\!' Billing Guide
Guide Wizard.

January 1900

! l ==

The left-hand column deals with time, the right-hand one with outlay. In each column, you may
select a date or enter an amount. Different dates may be selected for time and outlay. If you
select a date, the time (or outlay) will be written down to that date; if you specify an amount,
sufficient time (outlay) will be written down to make up the required amount, with the
remainder remaining unbilled and available for inclusion in future invoices.

The options for grouping time are:

= Single line of fees — the fee earners will not be listed individually.
=  Group by Fee earner — the total for each fee earner will be listed on its own line.
= No grouping — each item will be listed as recorded.

If the box marked No Time/Fees is checked, no time will be included in the bill; all recorded time
will remain available for inclusion in future bills.

The options for grouping outlay are similar:
= Single Line of Outlays — a total figure for outlay will be given without listing items
separately. You can also run a report that will detail the individual items by clicking on the
Report Button.

Soo Grabbit & Runne
VAT No: $746675DD

" action “Type " Matter " Handler " Outlay " pesaription " Outstanding " ilhow =
Bill Partially F FLYO0 /0002 = Total Fees. 1,102.50  952.50 Date: 0710812015

InvoiceNo: 0
Jack Flynn OurRef: FLY001/0002

4The Mews
Rathfarnham
Dublin 6a

VAT Amount
Date Billing Description Time Net Fees ®23% Net Outiay

OurRef YourRef
FLY001/0002 Purchase of 16 The Haywain, Terenure, Dublin 6

030712015 Demand & DraftFroceadings 00:50 12500 2875
030712015 Attendance 00:30 7500 1728
0300712015 Demand & DraftProcesdings 03:01 25250 10408
03072015 ___CourtAttengance 02:00 300,00 e9.00

[BGDetail. DATE (DateTime)

Matter Totals: 06:21 952.50 219.08 0.00

Net Grand Totals: 06:21 952.50 219.08 0.00

0
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= Group by Outlay Type — the outlay can be grouped to show the total for each type of
outlay, such as medical reports and stamp duty, if each item of expenditure has been
allocated to a type.

= No Grouping — each item of outlay will be listed in the order in which it was entered.

iii) Click Regenerate Billing Guide to

Biling Guide Wizard @
continue to the next screen. - =
Matter: FLY001/0002 - Jack Flynn/Purchase of 16 The Haywain, Terenure,
Time ta:  Friday 31 July 2015 Gutlay to:  Monday 01 January 1900 Draft No: 287
Items
h H I h G H " * action “Type " Matter * Handler " Outlay * Description * Outstanding * Billow
This example shows no Grouping on . == = == e e
H B sillin Full F FLYOD1/0002 =1 Demand & Draft Proceedings 45150 4550
elther fees or OUtlays Bill in Full F FLYO01 /0002 o Court Attendance 300.00  300.00
) Billin Full F FLYOD1/0002 N Attendance 75.00 75.00
B pont Bl F FLYO01/0002 [ Court Attendance 150.00 0.00

iv) Iltems can be amended in this screen
below are a list of options:

How to Partially Bill an Item S
Total Outlay:
® Double-click the item to be o
changed:
[/ silling Guide Wizard = 3 2
. . . . Matter: GLE001/0001 - Charlie Gleeson/Lease of South West Georges Street
Click the figure in the e
Bi” Now C0|umn and — W © Matts * Handler * Outk ‘b t * Qutstand * i
e ndiery [t outiay — Gt
Ch a nge the amou nt_ Bill Partially F GLEO01/0001 BS Attendance on client sun‘ﬁ 30.00 >

The Action will change to Partially Billed.
®  Click OK to save the change.

How to exclude an action item from a bill
®  (Click the item to be excluded.

=l Tip to exclude more than one item hold down the CTRL key on your keyboard and
click on each of the items.

" Right-click the selection and choose one of the following STeTT—
commands from the pop-up menu: Ungroup Selected hems

Group all Fees and Outlays |

Group all Fees

° Do not bill Selected Items — the items will be excluded e e |
. Group all Qutlay
from the current bill only;

Group Outlay by Outlay Type

Group selected Narrative(s) |

° Exclude Selected Items from all Bills — the items will not | Grwseictedvatteris
. . . Group Selected [tems
be included in any future bill. P |

Bill Selected Items
Bill All Items |
Do not bill Selected krems

H Do not bill Any Items
To Add Grouplng Levels Exclude Selected ltems from all Eills
Exclude All tems from all Bills |

Right click on an item and select the required Grouping option from the pop-up menu
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How to Drill down to view all items in a group

®  Click on a grouped item and select Drill Through from the pop-up menu.

Items
© Action & Type © Matter * Handler ° Outlay W Description & Outstanding © BillNow
||=. Bill [ IEII””IH - "PEUU‘I F0001 ES Total Fees 925.00 625.00
@ Bill1  pon'tBill LEUUHUUUW JP Pd Registered Post - letter to Landlord 5.60 5.60
Exclude frem all bills
[ oanoss |

®  The items of fees or outlay included in the group will be listed individually and may be
changed as described above.

“.:y = Back

Matter: GLE001/0001 - Charlie Gleeson/Lease of South West Georges Street

Total Fees

Items
* Action ‘A Type * Matter * Handler * Outlay i Description i Outstanding * BillNow
Eill in Full F GLEOO1/0001 BS File Review re counsels fees and our fees 42.50 42.50
Eill in Full F GLEO01/0001 BS Letter to client re instructions and section 95.00 95.00
Eill in Full F GLEOO1/0001 BS Letter to Noel Common SC 187.50 187.50
EBill Partially F GLE0O1/0001 BS Attendance on client 600.00 300.00

" Click the Back button to return to the previous screen.

v) When complete:

®  Click OK to update the draft. A message will ask whether you want to recalculate the Fee
Earner Breakdown based on the changes to the Billing Guide. Click Yes to recalculate or No
if you do not wish to recalculate.

OR

Click the Add to Invoice button when you are ready to update the invoice. A message will
ask whether you want to recalculate the Fee Earner Breakdown based on the changes to
the Billing Guide. Click Yes to recalculate or No if you do not wish to recalculate.
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b. Adding a Line to the bill manually

Draft Invoice M X
| |wi ok ‘ Message:
a4& | | Request Type: ® Invoice [ Open Invoice [ gill Sent Invoice / Bill No:  (not invoiced)
I x Cancel ‘
——————————— [~ Matter Details
Matter; |FLY001/0001 Jack Flynn Bills:  0.00
Fee Earner: |Carol Nolan v Outlay:  0.00
: Client: 0.00
Descrniption: |Sale of House at: en
4 The Mews Charges: 28250
Choose report Rathfarnham ) . , ,
i Dublin & Time (HH:MM): 1:53
Bill Layout v
— Date: |03 Jul 2015 v| [ Transfer To Pay
= Print Copy Bill To: Jack Flynn
4 The Mews
— |Rathfarnham
| client | |publin 62
Our Ref: [CN Your Ref:
Write down Time to: |03 Jul 2015 0
| . Release ‘ Invoice Details | Fee Earner Breakdown
[ Notify Release Inv Type Narrative VAT Value Fee Earner
|‘m Create FNL ‘ _ g
Phone Call 27.50 6.33  Carol Nolan
F Advice on Contract 400.00 92.00  Carol Nolan

i) Right-click in the Invoice Details screen to see the pop-up menu.

ii) Select Add a Bill Detail Line.

iii) On the Add or edit Bill Detail Line screen, input a narrative and amount and change the default
information as necessary.

Add or edit Bill Detai Line ax
ack Flynn
Sale of House at: 4 The Mews, Rathtamham, Dublin 6
Fee Eamer: | Carol Nolan
Nominak |Fees Issued - Carol Nolan
Marrative: | = Add narrative
| Net 0.00| VAT Coder U [¥] VAT Value: 0.00 | [] Ovemride VAT |
ok Cancel

Line Moz _{new)

iv) Click OK to add to the invoice. Repeat the process for each additional line required.

c. How to amend the Fee Earner Breakdown

i) Click the Fee Earner Breakdown Tab.
Add a Bill Detail Line

M Clear Bill Detail Lines

Invoice Details | Fee Earner Breakdown

Fee Earner Percentage Value VAT | VAT Amount

The breakdown will have been calculated automatically, based on time charged in the invoice in
respect of each fee earner.

ii) To amend right-click and select Maintain Fee Earner Breakdown.
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iii) In the Edit Fee Earner Breakdown window, you may choose to edit the breakdown either by
percentages or values. Choose one or the other, then click in the relevant column to change the
percentages or values.

Edit Fee Earner Breakdown x
Edit Breakdown by: | O Percentages (O Values
Fee Earner Percentage Value
Carol Nolan 65.36797 867.76
Brian Sweeney 34.63203 450.74
Ok Cancel

iv) Alternatively, you may right-click on any of the fee earners and select the required command
from the pop-up menu.

v) If you select Add Fee Earner, you will be able to choose from a list of fee earners by double-
clicking.

vi) If you select Cut Fee Earner allocation for [Fee Earner Name], that fee earner’s allocation will
be removed from the breakdown

vii).In either case, you will be returned to the Edit Fee Earner Breakdown screen, where you can
alter the percentages or values as described in iii) above.

viii) Click OK to save the changes and be returned to the Draft Invoice screen.

5. Click OK on the left-hand column of the Draft Invoice screen to save the draft bill or Release to send to
accounts for approval.

6. The Draft Bill will appear as an entry in the case diary for future review.

Add Fee Eamer
& Distribute Evenly

& Renormalise percentages

15 Mov 2014 1403 CMN Draft Bill Draft Bill No: 268

¥ Cut Fee Earner allocation for: “Anne Mellon”

9 Revert to original

7. Toview the draft invoice, double-click the entry and amend as required.
Then click Release as in 5 above to send to accounts for approval.

8. Once the invoice has been released by Accounts the Draft Invoice will disappear from the Case Diary
and be replaced by the Invoice.

9. All draft invoices can be seen in in My Invoices on the Search/Open screen
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Draft Invaices

Bl Date Addh

st Cod e adre Troe Tot Drot o
C 03 2015 < The Liews Rattlaraham Dubin 6a N ) T

Create a Billing Guide Report

1. Open acase in the Case Diary.
2. Click on Time Ledger on the Case Diary Navigation panel.

3. Select Billing Guide on the Home tab to bring up a screen asking for parameters for the Billing Guide

report' Billing Guide Report Lel
Enter Parameters
a. Specify the date down to which the report is to be Matter code FLY001/0001
prepared To Date 10 Aug 2015

b. Enter the matter code. The current case will be
shown by default

@Run wClose

4. Click Run. The report will be generated showing the Billing Guide.

DOC WLPDF 2XLS
Soo Grabbit & Runne
HTH H As at : 31/07/2015
Billing Guide Report
FLYDO01/0001 Jack Flynn
Sale of House at: 4 The Mews, Rathfarnham, Dublin &
Time Accum. Accum 05
Rate Char,
Date FE Comment Task Hrs:Min Hrs:Min ge Charge Charge
030772015 CN Phone Call PHO o:n o:n 150.00 27.50 27.50 27.50
03/07/2015 CN Document Drafting DRA 1:00 11 150.00 150.00 177.50 150.00
03/07/2015 CN Phone Call PHO 0:10 1:21 150.00 25.00 202.50 25.00
03/0772015 CN Draft Bill No274 DRA 0:30 1:51 150.00 75.00 277.50 75.00
03/07/2015 CN Attendance ATT 0:02 1:53 150.00 5.00 282.50 5.00
TOTAL 1: 563 282.50
Summary WIP Fee Earner
Time
Fee Earner {Hrs-min] Charge
Carol Molan 1:53 232.50
WIP Totals 1:53 282.50
Unbilled Qutlay
UnBilled Cumulative
Date Ref Narrative Qutlay UnBilled Dutlay
UnEilled Total
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The Report may be exported to a Word document (DOC), PDF or an Excel
spreadsheet (XLS)

Additionally, you may use the toolbar to Print the report, Refresh it or Export it as a Crystal report, or
to Search for a word or phrase.

The Time Report

1. Click Time Report on the Navigation panel in Time Costing.
EN

. . Time Ledger for Fe between dates

() Time Costing
[E) My Day Book
Handler Code N v
v o0 e Tobue s
& Dashboard

Chargeable or NonChargeable ltems I v

[@Run || yclose

Input the parameters for the report: the Handler Code, and dates from and to which the report is to be
generated

2. Click Run. The report may be exported, printed or searched in the same way as the Billing Guide report
above.

®© . Vew .. -oEA
[[epoc ] [ [awor | [ Gans | | [

S8 SAIETY S

8 88 8 88 8 8283

v wow ©000-0= 4o = =0 o mEuwe

00
1
30
02
50
00
E)
ot
L)

Page10f2 | Main Report 23 0 00| ————

My WIP by Bill Date

1. Click My WIP by Bill Date on the Navigation panel in Time Costing.

WIP is Work in Progress i.e. unbilled time
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Soo Grabbit & Runne

Data Date - 10/0&/2015: 3:08

WIP for Fee Earner by Last Bill Date

started B:"; Bl Matter Client Name Description Client AIC wip
CN Carol Nolan
31/01/2012 ABBO002/0002 Abbie Lynch Share Holding Agreement 0.00 300.00
29/05/2014 AIG001/0002  Allied Investment Group Garry Barlow -v- Hired Talent Services 0.00 300.00
02/12/2005 BES001/0001  Business Time Limited Lease of Unit 33, Eastgate Avenue, Dublin 12. 0.00 301.20
03/07/2015 BRE001/0001 Mike Breeze Broken left leg. 0.00 675.00
20/092011 BRO002/0001 Thomas Brolin Legal Advice re Repatriation (200.00) 110.00
241052011 FIND01/0002  Finance Department Damages - 21 Main Street 0.00 6.00
02/07/2015 FLYO001/0001  Jack Flynn Sale of House at: 4 The Mews, Rathfarnham, Dublin 6 0.00 28250
02/07/2015 FLY001/0002 Jack Flynn Purchase of 18 The Haywain, Terenure, Dublin & 0.00 1.102.50
15/03/2012 LAW002/0001 Margaret Lawlor Debt collection against husband 0.00 10.00
02/05/2012 LOWO001/0001 Lowery Developments Receivership - Nama Properties 1 Sandyford Estate (2,100.00) 2,105.00
02/05/2012 LOWO001/0003 Lowery Developments Receivership - Nama Properties - Mo 3 Sandyford (925.00) 625.00
Estate
01/01/2010 QUIDDZ/0001  Niall Quinn Accident at work (2,000.00) 363.00
23/09/2010 SHA001/0003 John Shaw Jones Trust 0.00 49.50
06/07/2015 TJFO01/0001  TJ Fox Outstanding debt to PTSE Bank. 0.00 312.50
201
May
08/05/2010 12/05/2011 BLA001/0001 Gordon T. Black RTA Walkinstown Crossroads, G. Black 0.02 1,075.00
December
02/05/2012 311272011 LOWO001/0004 Lowery Developments Receivership - Nama Properiies - No &1 Sandyford (925.00) 192.00
Business Park
02/05/2012 314272011 LOWO001/0005 Lowery Developments Receivership - Nama Properties - South County Dublin (1,000.00) 66750
- Disputed
2012
January
02/05/2012  31/0172012 LOWO001/0002 Lowery Developments Receivership - Nama Properties No 2 Sandyford Estate (925.00] 225.00
March
10/11/2011  06/03/2012 LAWO001/0001 Liz Lawlor Advice re Inheritance tax (5,000.00) 147.00
2014
June
20/05/2011  19/06/2014 ABA0D1/0001 David Abrahams Family Law {7.737.17) 4.00
Chargeable WIP 9,961.70
Non-Chargeable WIP
Report WIP Totals : 9,961.70

* Non-Chargeable Time

2. The same options are available for printing, export and searching as in the case of the Time Report and
Billing Guide report.

@ view Resort ] (= [ o] |
fPoc LPDF A4S
e E =
~
Soo Grabbit & Runne
f Data Date - 12/11/2014:21:14
WIP for Fee Earner by Last Bill Date e b
sarted LSO yatter Client Name Description Client AIC wip
CN Carol Nolan
Da/05/2004 ABB001/0001 George J Abbott Sale 45 Somserset Road, Dublin & (345,000.00) 437.50
31/01/2012 ABB002/0002 Abbey & Procter Share Holding Agreement 0.00 300.00
02/12/2005 BES0D01/0001 Business Time Limited Lease of Unit 33, Eastgate Avenue, Dublin 12 0.00 161.20
24/05/201 FIN001/0002  Finance Depariment Damages - 21 Main Street 0.00 3.00
1112/2013 KEL002/0001 Sarah Kelly Purchase of Property 0.00 450
02/05/2012 LOW001/0003 Lowery Developments Receivership - Nama Properties - No 3 Sandyford (925.00) 500.00
Estate
01/01/2010 QUI0D2/0001  Niall Quinn Accident at work (2,000.00) 300.00
23/09/2010 SHADD1/0003 John Shaw Jones Trust 0.00 49.50
2009
April
03/06/2010  20/04/2008 QUI001/0005  Alan Quinn Sale of 12 Main Street, Bray, Co. Wicklow 0.00 £00.00
May
14/01/2011  30/05/2009 FIT001/0001  Scott Fitzpatrick Estate of Joan Fitzpatrick (480.75) 3.00
Chargeable WIP 2,358.70
Non-Chargeable WIP -
Report WIP Totals : 2,358.70
* Non-Ghargeable Time
v
>
Page1of1 | Main Report = O | 00| —t———
=l

My Top WIP

1. Click My Top WIP on the Navigation panel in Time Costing.
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Soo Grabbit & Runne
Top Work In Progress By Fee Earner Data Date - 10/082015. 9-42
Fee Earner - CN
o and time
Matter Last Bill Date  Client Name Matter Description Client Aic wip
CN Carol Nolan
LOWO001/0001 Lowery Developments Receivership - Nama Properties 1 (2,100 00) 210500
Sandyford Estate
FLY001/0002 Jack Flynn Purchase of 16 The Haywain, 0.00 1,102.50
Terenure, Dublin &
BLAODO1/0001 12/05/2011 Gordon T. Black RTA Walkinstown Crossroads, G 0.02 1,075.00
Elack
BRE001/0001 Mike Breeze Eroken |eft leg. 0.00 675.00
LOWOD1/0005 311272011 Lowery Developments Receivership - Mama Properties - (1,000.00) 667.50
South County Dublin - Disputed
QUI001/0005 05/06/2010 Alan Quinn Sale of 12 Main Sireet, Bray, Co. 0.00 663.00
Wicklow
LOW001/0003 Lowery Developments Receivership - Mama Properties - (925.00) §25.00
No 3 Sandyford Estate
DEAOQ01/0001 03/08/2010 James Deane RTA Whites Cross, Stillorgan 0.00 375.00
QuID02/0001 Niall Quinn Accident af work (2,000.00) 363.00
TJF001/0001 TJ Fox Outstanding debt o PTSB Bank. 0.00 312.50
BES001/0001 Business Time Limited Lease of Unit 33, Eastgate Avenue, 0.00 301.20
Dublin 12
ABB002/0002 Abbie Lynch Share Holding Agreement 0.00 300.00
AIG001/0002 Allied Investment Group Garry Barlow -v- Hired Talent 0.00 300.00
Services
FLY001/0001 Jack Flynn Sale of House at: 4 The Mews, 0.00 282.50
Rathfarnham, Dublin &
LOWOD1/0002 31/01/2012 Lowery Developments Receivership - Mama Properties No (925.00) 225.00
2 Sandyford Estate
LOWOD1/0004 311272011 Lowery Developments Receivership - Mama Properties - (925.00) 192.00
No 81 Sandyford Business Park
LAW001/0001 06/03/2012 Liz Lawior Advice re Inheritance tax (5,000.00) 147.00
BROD0D2/0001 Thomas Brolin Legal Advice re Repatriation (200.00) 110.00
SHA001/0003 John Shaw Jones Trust 0.00 4350
TAL0D01/0001 16/11/2010 Deirdre Talbot Drunk Driving Arrest - 6th 0.00 4250
September 2009
SIMO001/0001 25/04/2010 Bart Simpson Sale of House at: 4 The Mews, 0.00 2550
Rathfarnham, Dublin &
LAWD02/0001 Margaret Lawlor Debt collection against husband 0.00 10.00
FIN0D1/0002 Finance Department Damages - 21 Main Street 0.00 6.00
ABAD01/0001 19/06/2014 David Abrahams Family Law (7,737.17) 4.00
FIT001/0001  06/06/2010 Scoft Fitzpatrick Estate of Joan Fitzpatrick (480.75) 3.00
Report Totals 9,961.70

2. The same options are available for printing, export and searching as in the case of the Time Report and

Billing Guide rep

KPI Reports

ort.

G Tan

lom ) Kay Parformanza Indicators
1. Click Dashboard on the Navigation panel in Time Costing PREVHOUSE oo s
to see the Key Performance Indicators report for the fee T - mm] T — Y”rm
earner who is logged in. : .
| N |
2. Click on the figures in blue or red to view a subreport —
containing a breakdown of the details that make up that .{_ L
figure.
3. Inthe subreport, click the Preview tab to return to the
main KPI report.
4. The options to Export, Print and Search the KPI Report are

the same as those for the other reports described above.

FeesYTD X

Key Performance Indicators Data Date -0
Breakdown of Fees Issued Year To Date
For Fee Earner : Brian Sweeney (BS)
Bill N Entry Invoice VAT
Date Matter Client Name Date Ref Value
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Chapter 12: Accounts
Account Functions in the Case Diary
View the Matter Ledger

1. Open acase in the Case Diary.

2. Click on A/C Ledger on the Case Diary Navigation panel.

3. The following screen will appear.

Home| Case Reports Phonelog Maintain  Setup  Help

Draft Invoice ﬁ s ] (@
= .
— = Request Cheque ‘l-:

Print Comment Set Client Reserve Client Balances Debtors Ledger
Accounts A/c Ledger
A~ = Case:  1BS001/0019 4| »| .. | International Business Services Ltd
2, Client/Case
e e -v- Fitzsimmaons Property Management plc

Il Case Diary

fj Document Manager

Date ™ | Ref Narrative

& Associates * 30 Jun 2011 pe Pd Registered Post

€ Critical Information 03 Jul 2011 5012368 Pd Brady & Co Search Fees
12 Jul 2011 pc

id Ajc Ledger

ig Time Ledger
i Debt Ledger
i Reserve Ledger

&) Undertakings

Note:
Run a Report on client balances

1. Open acase in the Case Diary.
2. Click on A/C Ledger on the Case Diary Navigation panel.
3. Click on the client balances icon on the Home tab of

the Ribbon. The following screen will appear.

4. 1t will default to the current client; select a different
client from the drop-down list, if required.

5. A report will appear listing all matter balances for this
client.
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Billing A/c

Pd Commissioner for Oaths swearing affidavit of debt

Strang R

For further information on the matter ledger see the SAM Accounts Manual.

Outlay Afc

5.50
57.50
40.00

Client Balances

Enter Parameters

Client 185001 v

Run

wClose
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@ View Report (e T
RDOC JLPDF ®XIS
=R =
Ll
Soo Grabbit & Runne
Matter List
(Incl. Fwd Posiings)
{Laet Posting: 06092012 )
HAL002 Hire Banking Ltd Billing A/c Outlay A/c  Client Cur. Client Dep.
0000 0000 Matter GEN AL 0.00 0.00 0.00 0.00
0001 Debt Recovery - Jack Johnston LIT MV 1,968.42 0.00 0.00 0.00
0002 Debt Recovery - Mary Ascond DEB WV 4,650.96 0.00 0.00 0.00
Total Matters: 3 Total Balances: 6,619.38 0.00 0.00 0.00
* = Billed
W
Page 1of1 | Main Report 3 3] | 100% | —1

How to set a reserve amount

1. Open acase in the Case Diary.

X X Set Client A/C Reserve *
2. Click on A/C Ledger on the Case Diary ]
eserve
Navigation panel. 5,000.00
Comment for Ledger
A . Reduced amount
3. Click on Set Client Reserve on the Home tab,
and the following screen will appear.
ok Cancel
I

4. Input an amount and a comment.

5. Click OK; the reserve amount will then appear on the matter ledger.

How to add a comment

Add Comment X
1. Open acase in the Case Diary.

Date 15 Nov 2014 hd

2. Click on A/C Ledger on the Case Diary Navigation panel.

Paying in Part Payments

3. Click on the Comment icon on the Home tab.

4. Inputacomment. ok Cancel

5. Click OK; the comment will then appear on the matter ledger.
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How to Create a Cheque Request

1. Open acase in the Case Diary.
2. Click on A/C Ledger on the Case Diary Navigation panel.

3. Click on Request Cheque on the Home tab.

Chi

eque Request

Date: | 15 Nov 2014

Value:

¥| Third Party

100.00

4. Input the following information:
. Bank: Client Current Bank A/c
Bank Select the required bank payee: [orady & Co
account from the drop-down e arer oo o
list. Narrative: Pd Brady & Co
Notes: | Searches
Date Today’s date will be shown by Matter Details
default. Change as necessary. Matter  psoooos  [d
E' (Client A/c)
Payee Input the Payee’s name or )
select from the supplier drop-
down ||St Ledger Narrative: Pd Brady & Co
Value Input the amount of the
cheque.

Fee Earner This will default to the current fee earner. Select a different fee earner from the drop-

down list if required.

Third Party Check the box if this is a third party cheque.

Ok

.. | International Business Services Ltd

-v- Fitzsimmons Property Management plc

Qutlay Code: Search Fees

Qutlay Afc:

Client Current A/c:

Cancel

Notify Release | Release

Requested By: Carol Nolan Req. No: (new)

Narrative  Input a cheque narrative or click on the down arrow to pick from a list of narratives.

Notes Input a note to the Accounts Department if required.

103.00

0.00

s

Matter This will show the current case. To select a different case, click on the browse button for

the matter list and double-click the required case.

Notify Check this box if you want an email to be sent to the Accounts Department when the
Release cheque has been released.
Ledger By default to the cheque narrative will be shown but it can be amended either

Narrative  manually or by selecting from the drop-down list.

5. To release the cheque to accounts click Release. Alternatively to hold the cheque in your cheque list

click OK.
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How to Create a Draft Invoice

10. Open a case in the Case Diary.

11. Click on A/c Ledger on the Case Diary Navigation panel.

12. Click on Draft Invoice on the Home tab while  |© °
in A/c Ledger. A Draft Invoice screen will :‘ : ™ -
appear. ;
=] Note: The current balances on the matter | = ...
are displayed on the right of the screen.
Message Input a message for @ h
the Accounts '
Department (optional)
Type Invoice will be checked | #oce
by default; select _dm.um.m, = —

Credit Note if required.

Open Invoice Check the box to create an open invoice.

Bill Sent This box is to be checked when the bill is actually sent.

Matter This will default to the current case; to change the case click on the browse
button to bring up a matter list and double-click the required case.

Description This will default to the matter description to amend click in the input box
provided and amend.

Date The date will default to today’s date but may be changed.

Transfer to Pay If this is checked, funds will be transferred from the client account to pay the

bill.

Bill to The client details will be shown by default, but the name -
and/or address may be changed. Click the Client button to Client
revert to the client details.

Our Ref This will default to the Fee Earner’s initials, but may be amended if required.

Your Ref Input a reference if applicable.

Today’s date will be shown by default. You may choose a different date for the
time to be written down to.

Write down time to

13. Insert the Bill Details: this can be done by importing time and outlays using the Billing Guide Wizard or
by manually inputting fees and outlays.
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See Chapter 10, above for particulars of how to use the Billing Guide wizard and manually adding time

and outlay to a bill.

My Draft Invoices

How to View My Invoices

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

2. Select My Invoices on the Navigation panel to display a list of your draft invoices.

Home Case Reports Phonelog Maintain  Setup  Help

X e

Add  Edit Delete A/c Ledger

B Requisibons
& search/Open Carol Nolan 4
¥ Al Matters Draft Invoices 1|
f Recent Matters Matter Code Bill Date Addressee Address Type Total Draft No.
(&) My contacts » | GLED01/0001 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 0.00 265
@), Advanced Search GOR001,0001 15 Nov 2014 Noreen Gorman 22 North Circular Road Dublin 2 1 178.67 266
§¥ My Invoices GRE002/0002 15 Nov 2014 Roger Greene 33 Main Street Cork 1 77490 267
“ My Cheques GLE001,0001 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 1,143.36 268
¥ Phone Log GLE001/0002 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 498150 269
(3 strong Room BLAOO1/0001 29 Oct 2014 Gordon T. Black 23 Ellis Park, Rathmines, Dublin 6. 1 000 264
(& Document Search N
™ Template Library
.
How to Add a Draft Invoice
1. Click Add on the Home tab while viewing My Invoices as described above.
2. Adraft Invoice will appear.
3. Complete as previously described in How to Create a Draft Invoice, p. 122 above.
How to Edit a Draft Invoice
. . Draft Invoice B x
1. Go to My Invoices as described
‘;?p Ok Message:
above‘ x Request Type: ©) Invoice [Z] open Invoice [T Bill Sent Invoice / Bill No: (not invoiced)
Cancel
Matter Details
i H H Matter  GLE001/0001 Charlie Gleeson Bills:  0.00
2. Either select the invoice to be _ ot 50
. X . Description:  Lease of South West Georges Street V: .
edited and click the Edit icon on 7 [T Sl [T SETE it
. . Charges: 925.00
the Home tab or double-click BITo:  Chare Gleeson _
Client | South West Georges Street Dublin 2 Time (HH:MM):  3:42
. . . . = Print Copy
the invoice in the list. = ourket: 17 Vour et
Write down Time to: |15 Nov 2014 v
H H H H Invoice Details | Fee Eamer Breakdown
3. Edit the invoice as required.
Type Narrative Net VAT Value Fee Earner
*F Attendance on client 600.00 138.00 Brian Sweeney
. Y F Letter to client re instructions and section 6... 95.00 21.85 Brian Sweeney
Rel
4' CIICk OK to save the Changes or eease F File Review re counsels fees and our fees 42.50 9.78 Brian Sweeney
C|iCk Release tO save the Change [C] Notify Release Inv F Letter to Noel Common SC 187.50 43.13 Brian Sweeney
o Pd Registered Post - letter to Landlord 5.60 0.00 Justin Phelan
and send to Accounts for
approval.
e
=) | Billing Guide l}

@ Matter Ledger | | Fees: Outlay: Miscellaneous Fees: VAT:

Requested By: Carol Nolan Draft Number: 268
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How to Delete a Draft Bill

1. Go to My Invoices as described above and select the invoice which is to be deleted.

2. Click on Delete on the Home tab or press Delete on your keyboard; you will be asked to confirm the

deletion.

3. Click OK to delete.

How to Release a Draft Bill to Accounts

1. Go to My Invoices.

2. Double click on the invoice to be released; the draft bill will appear.

3. Click on the Release button on the left-hand panel to send to Accounts for approval.

How to Print a Draft Bill

1. Goto My Invoices

2. Double click on the bill you want to Print; the draft bill will appear.

3. Click on the Print Copy button.

124

4. Click on Print located on the report toolbar to print the draft bill.
(@ View Report — g x
§DOC LPDF #XS
=& <
Tint
INVOICE ~
DRAFT
Charlie Gleeson 13 Nov 2014
South West Georges Street Dublin 2
Account Ref: GLE001/0001 Our Ref: 3
Invoice No: Your Ref:
Lease of South West Georges Street Not Liable Liable
to VAT € to VAT €
Attendance on client 600.00
Letter to client re instructions and section 68 letter 95.00
File Review re counsels fees and our fees 4250
Letter to Noel Common SC 187.50
Pd Registered Post - letter to Landlord 5.60
E&OE SUBTOTALS 5.60 925.00
925.00 @ 23.00% VAT 21276
Add total not subject to VAT 5.60
INVOICE TOTAL: 1,143.36

i
N Ok

x Cancel

fﬁ Print Copy

Release

] Notify Release Inv

“5_‘ Billing Guide

—
ﬂ Matter Ledger

| —
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My Cheques

How to Create a Cheque Request

1. View My Cheques as described above.

2. Click Add on the Home tab.

click OK.

3. Input the following information: —— =
Bank: Client Current Bank A/c v Date: |15 Nov 2014 hd
Bank Select from the drop-down list. payee: [Brady & Co S value 10000
Fee Earner:  Carol Nolan Y V| Third Party
Date TOday'S date Wl” be ShOWn by Narrative: Pd Brady & Co v
default; change as required. Notes: |Searches
Matter Details
Payee |nput the Payee’s name or Matter:  [B5001/0019 e ImeFr:ancnalstipness ftewi“:es Ltd .
. -v- Fitzsimmons Property Management plc
select a supplier from the Eﬂ (Client A/c) Cutlay Cocke [Search Fees =
drop—down list. - Outlay A/c: 103.00
Client Current A/c: 0.00
Value Input the amount Of the Ledger Narrative:  Pd Brady & Co %
Che ue Ok Cancel Notify Release | Release
que.
Fee Earner This will default to the current fee earner. Select a different fee earner from the drop-
down list if required.
Third Party Check the box if this is a third party cheque.
Narrative  Input a cheque narrative or click on the down arrow to pick from a list of narratives.
Notes Input a note to the Accounts Department if required.
Matter This will show the current case. To select a different case, click on the browse button for
the matter list and double-click the required case.
Notify Check this box if you want an email to be sent to the Accounts Department when the
Release cheque has been released.
Ledger By default to the cheque narrative will be shown but it can be amended either
Narrative  manually or by selecting from the drop-down list.

4. To release the cheque to accounts click Release. Alternatively to hold the cheque in your cheque list
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How to View My Cheques

1. Click on Search/Open on the Navigation.

2. Click on My Cheques on the Navigation panel. A list of your draft cheques will be displayed.

Home Case Reports Phonelog  Maintain  Setup  Help

3. To view the request, double click on the required line.

How to Edit a Cheque Request

1. View My Cheques as described above.
2. Select the cheque you want to edit.

3. Click Edit on the Home tab.

4. Make the required changes.

5. Click OK to save the changes or Release to save the changes and send to Accounts.

How to Delete a Cheque Request

1. View My Cheques as described above.
2. Select the cheque you want to delete.

3. Click Delete on the Home tab.

How to Release a Cheque Request

1. View My Cheques as described above.
2. Double click on the cheque you want to release.

3. Click on the Release button at the bottom right of the Cheque Request dialogue box.
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How to view the A/C Ledger

1. View My Cheques as described above.

2. Click on the A/c Ledger icon on the Home tab. The accounts ledger will be
displayed.

Case: | BLADD1/0001 |4|»| .| GordonT.Black

RTA Walkinstown Crossroads, G. Black

Date Ref | Narrative
12 May 2011 pc Stephen Keagh Senior Counsel Fees

30 Apr 2010 pc Pd Commissioner for Oaths

30 Mar 2010 pc Pd Swearing fees

02 May 2012 d Lodged fees

16 Apr 2012 inv 321 Invoice: Fees:50000 Outlay:0 VAT:13800

19 Jun 2010 5887 Pd Mr Gordon T Black settlement less fees as agreed
20 0ct 2011 500818 Pd cLEENT

30 Jul 2010 500178 Pd Gerdon T Black balance due to dlient

24 Apr 2010 2390 Pd Dr Simon Young Medical Report

15 Mar 2010 2266 Pd PIAB

12 May 2011 218 Invoice: Fees:635 Qutlay:379 VAT:

12 May 2011 218 To Invoice 218

12 May 2011 218 To Invoice 218

12 May 2011 218 To Invoice 218

12 May 2011 218 To Invoice 218

30 May 2010 1739 Lodged settlement agreed

10 Jun 2010 1654 Lodged on afc fees & vat

20 0ct 2011 123456 Lodged part payment on a/c

26 Oct 2011 1234545 Bill from Airtricity

B o7 rug 2015 L L 50000 Gordon T, .. Fees: 50000 Ouay: 000 Vat 000
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“

|A/c Ledger
Tel: 014766666
F/e: BS
Biling A/c | Outlay Afc | Client Deposit A/c
Current
3,230.00
55.00
24.00
(73,800.00)
73,800.00
12,548.00
2,036.72
37530
250.00
50.00
1,147.35
(55.00)
(250.00)
(@4.00)
(50.00)
(13,750.00)
(1,210.00)
(1,000.00)
106.61
I N N
‘ 14735 H 3,336.61 H 0.02 H D.DD‘
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Chapter 13: The Debt Ledger
How to View the Debt Ledger

1. Open acase in the Case Diary.

2. Click on Debt Ledger in the Case diary navigation panel. The Debt Ledger will be displayed.

How to add the original debt

1. Open a debt case in the Case Diary.

2. Click on Debt Ledger on the Case diary navigation panel. The following screen will appear.

Case: |1BS001/0008 4| »| ...| interim Business Services Ltd Tel: 01-6677889
International Business Services Ltd -v- Stephen Keogh Ffe: BS
Original Debt Amount | 50,000.00 Total Collected To-date 5,60000 | Post Payment

Interest To-date Post Interest

Recoverable Cost To-date 60.00 Post Costs Outstanding 47,112.05
Matter Code Date Description Method Type Payment Principal Paid | Interest Paid | Cost Paid Interest Due Cost Due Remitted | Held Date ;Z?”"g Reference
N e — S - S SS—— —— E— R —— R—
26Aug 2008 | Interest on 50,000.00 at 2... Interest 000 000 265205 000 15
Cheque Receipt 500000 5.000.00 000 000 09 Sep 2008 16

26 Aug 2008 Cheque Receipt 600.00 600.00 000

N g N NWWWMMMMWV\M\JWJW“N;MMW'mwwmnq

09 Sep 2008 19

3. Input the Original Debt amount.
4. Click the check mark under the amount to |Z| confirm.
Note the Balance of Debt will update automatically as postings are made.

How to Post a Payment

1. Click on Debt Ledger on the Case diary navigation panel.

2. Click Post Payment.

Criginal Debt Amount 50,000.00 Total Collected To-date  5,600.00 Post Payment
Interest To-date 2,652.05 Post Interest |
Recoverable Cost To-date 60.00 Post Costs Qutstanding 47,112.05

Input the following information on the Post Payment dialogue box:
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Post payment x
Payment | Properties
Matter Code 1BS001,/0001
Date 15 Nov 2014 "
Reference 1425
Tvpe Direct Payment ©
Payment Method| Cheque v
Value 305.00
Principal Paid 230,00 Principal Status | Part Payment v
Costs Paid 50.00 Costs Status Part Payment v
Interest Paid 5.00 Interest Status | Part Payment v
Description Paid | 3 of 5 payments
Save Cancel
Date The date will default to today’s date; amend if required.
Reference Input a reference.
Type Select the payment type from the drop-down list.

Payment Method
Value

Principal Paid
Principal Status
Costs Paid

Costs Status
Interest Paid
Interest Status

Description

Select the payment method from the drop-down list.

Input the amount of the payment.

Input the amount of the payment to be allocated to the principal.
Select the Principal Status applicable from the drop-down list.
Input the amount of the payment to be allocated to costs.

Select the Cost Status applicable from the drop-down list.

Input the amount of the payment to be allocated to interest.
Select a status from the drop-down list.

Input a description for this payment.

3. Click OK to post the payment. The debt balance will update.

How to Post Costs

1.

Click on Debt Ledger on the Case diary navigation panel.

2. Click on Post Costs.
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Post Costs *

Matter Code I1BS001/0001

Date 15 Mov 2014 « || [C] Charge cost to Client

Costs 100.00 ||| Client Charge | 50.00

Description | fees

Save Cancel

3. Input the following information on the Post Costs dialogue box

Date The date will default to today’s date amend if required.

Costs Input an amount for the cost or select from the drop-down list.
Description Input a description of the cost.

Charge cost Check the box if the cost is chargeable to the client
to Client

Client Charge Input the amount of the cost chargeable to the client.

4. Click Save to post the cost, the balance will update.

How to Post Interest

1. Click on Post Interest.

Post Interest *

Calculate interest based on the following

Monthly v rate at| 5.00% from| 11 Dec 2013 |v| to|15 Nov 2014 |v| on | 17000.00

Calculate Interest| 96.05 ‘

Save Cancel

2. Input the following information on the Post Interest dialogue box:

Term Select Monthly, Yearly etc. from the drop-down list.
Rate at Input the rate of interest
From Input the start date or click the down arrow to select from the calendar.
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To Input the end date or click the down arrow to select from the calendar.

On Input the amount on which the interest is to be calculated.

=] Note: Once the information is provided the interest will calculate automatically and will then be
displayed in the Calculated Interest box.

3. Click Save to post the interest and the balance will automatically update.

How to Amend an Entry

1. Click Debt Ledger on the Case diary navigation panel.
2. Double click on the entry you want to amend.

3. Amend as required and click Save to post the change.

How to Print a Debt Ledger Report

1. Click on Debt Ledger on the Case diary navigation panel.

2. Click on Print on the Home tab. The following dialogue box will appear.

Debt Costing Ledger | x|

Enter Parameters

Matter 185001/0001

epfun wClose

3. Click on the Run Button a report will be generated see the following example.

View Report

Debt Costing Ledger
Matter 185001/0008 International Business Services Lt
Original Debt 50,000
Recoverable Costs

0.00

5,00000
600.00

4. Click Print on the Report Toolbar to send the report to the printer.
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Chapter 14: The Reserve Ledger

The reserve ledger is used in litigation and medical negligence cases to make provision for awards of
damages.

How to View the Reserve Ledger

1. Open acase in the Case Diary.

2. Click on Reserve Ledger on the Case diary Navigation panel. The Reserve Ledger will be
displayed.

How to Add an Entry

1. Click on Reserve Ledger on the Case diary Navigation panel.

2. Click Add on the Home tab. The Reserve Ledger — Insert dialogue box will appear.

Reserve Ledger — Insert x
Matter 1B5001/0020 Interim Business Services Ltd Date 10 Aug 2015
General Damage 40,000.00 test
Special Damages 30,000.00
Future Specials 0.00
Property Damage 20,000.00
Other Damage 0.00
Damages Total 90,000.00

Contributory Negligence |[20,000.00

Co Defendant Liability 0.00

Reserve Total 70,000.00
Costs 10,000.00
Estimate Total 80,000.00

oK Cancel
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3.

Input an estimated amount and description for each of the following that applies:

General Damages
Special Damages
Future Specials
Property Damage
Other Damage

Next, estimate, and input a description for, the following, which are expected to reduce the client’s
liability.

Contributory Negligence
Co Defendant Liability

Finally, input an estimate of the Costs.

The Damages Total, Reserve Total (Damages Total less Contributory Negligence and Co-Defendant
Liability) and Estimate Total (Reserve Total plus Costs) will be calculated automatically.

Click OK to add the entry.

How to Edit an Entry

4.

Click Reserve Ledger on the Case diary Navigation panel.

Select the entry you want to edit, then click Edit on the Home tab. The Reserve Ledger — Insert
dialogue box (see above) will appear.

Make the required changes.

Click OK to save the changes.

How to Delete an Entry

1.
2.
3.
4.

How to Print the Reserve Ledger

1.
2.

3.

Click Reserve Ledger on the Case diary Navigation panel.

Select the entry you want to delete, then click Delete on the Home tab.

You will be asked to confirm the deletion. confim Belste

Click Yes to confirm. \d Are you sure, you want to delete?

Click Reserve Ledger on the Case diary Navigation panel.
Click Print on the Home tab.

A report will run; to print the report, click the Print icon on the report toolbar.
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Chapter 15: Phone Log

Viewing, Searching and Sorting the Phone Log

How to view the Phone Log

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

2. Click Phone Log on the Navigation panel.

Phane Log

ase Code Date Name v
| [100/0001 06 Jul 2015 |7 Fox
v T5001/000 i 2015 TiFo

3. The Phone Log will open displaying all recorded calls.

W Tip to refresh the phone log click Phone Log on the Home tab.

Search the Phone Log

1. Open the Phone Log.
2. Click in the search box.
3. Input the search terms.

4. To clear the search, click the Clear button to the right of the search box. Ij]

How to Sort the Phone Log

1. Open the Phone Log. [¥)  sort ascending
£l sort Descending
2. To Sort by column click on a column heading, e.g. Name. 2 clear sorting
= Group By This Column
Show Group Panel
3. To clear the sort right, right-click on the column heading and select Clear chow Column Chooser
Sorting from the pop-up menu. B eestri
Best Fit (all columns)
? Filter Editor...
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How to Filter the Phone Log

1. Openthe Phone Log

2. To filter move your mouse over the column heading until a pin appears.

Case Code Date Mam SLLES Message
-
v TJFOO1/0001 06 Jul 2015 LB Caller: PTSE - Branch Manager Branch Manager called t
Mon blank: . . _—
J TJFOO1/0001 06 Jul 2015 TJ Fox (Non blan S_J J Spoke with solicitors for the Building Society to try and
" AAA Securities Lt "
4 03 Jul 2015 Mike \bbie Lynch Caller: Mike Breeze Wants to discuss settlement options
Abbie Lync
f 03 Jul 2015 Jack ! . Caller: James Bay Draft Contracts are ready for review.
Accord Music World Ltd
v 02 Jul 2015 Jack F| _ Called client to remind him to send back the papers
Allied Investment Group
02 Jul 2015 Barts| | Called client to remind him to send back the papers
| Angela Beck
03 Feb 2015 Busing o Simpson Phone Call
ol 03 Dec 2014 BUSING gil Clinton Phone Call to Harold Warth
ol 04 Sep 2014 Paula | gob Murphy test test test
d ABE001/0001 08 Aug 2014 Georg gusiness Time Limited Telcon with etc etc
J AIG001/0004 29 May 2014 Allied | charlie Gleesan Sean enquired about third party cover. | informed him t
4 AIGDO01,/0003 29 May 2014 Allied | Chow Ming Zhang Frank phoned Claims team to follow up on file details
v 1 27 May 2014 Allied | Claire Bourke Alan phoned regarding uncompleted claims form
v 20 May 2014 Angel{ David Abrahams Phone lender for redemption statement - Any note
4 19 May 2014 Paul O David Bloggs v Phane buyers' solicitors, check buyers' full names
4 19 May 2014 David Phone lender for redemption statement
v 0% May 2014 Paul Duggan BS Phone buyers' solicitors, check buyers' full names
J DUG001/0001 07 May 2014 Paul Duggan BS Phone lender for redemption statement

3. Click on the pin to see a list of filter options click on the required filter.

4. To clear the filter, select (All) from the filter drop-down menu (alternatively, right-click the column
heading and select Clear Filter from the pop-up menu).

How to Group column headings in the Phone Log
1. Open the Phone Log.
2. Right-click on a column heading to see the pop-up menu.

3. Select Group By This Column from the menu. The following example shows the results.

Case Code MName 4 | Date Message
v Who: AM
» Who: BS
» Who: CN
4 Who: JP
« | ! |BOUO001/0001 Claire Bourke 24 Oct 2010 Telephone Attendance
001,000 Claire Bourke 17 Jul 2010 Telephone Attendance

/ SMIDO1,/0001 Smith & Green 20 Jan 2011 Caller: john smith - harry rang re contracts
» Who: MK

=]

» Who: MW
» Who: SK

4. To remove the grouping, if the Group Panel is hidden, right-click on a column heading and select Show
Group Panel from the pop-up menu.
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5. When the Group Panel is shown, right-click on the column name in the Group Panel.

Group Panel
L1 Full Expand

[ Full Collapse
4 21 sort Ascending

P WI 7| 5ot Descending

» WI

P WI 2X Ungroup

P WI B4 Hide Group Panel

» WI [ sShow Column Chooser

» WI Best Fit (all columns)

Group Summary Editor...

? Filter Editor...

i
6. Select Ungroup from the pop-up menu.

How to add a phone message

1. Open the phone log.

2. Click Add on the Phone Log tab.

Add Phone Log - X
e |zzzazmn ] pon hsigned %
Date 10 Aug 2015 v| Time |11:49
Priority High ® Normal Low
Who v
Motify v
Caller Answered

Message

Send Email Ok Cancel

Input the following details on the Add Phone Log dialogue box:
Case Code By default this will be ZZ7777/7777, which is used for messages that are not
connected with a case. To select a case click on the browse button and search for

the required case.

Date/Time This will show the current date and time; amend if required.
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Priority
Who

Notify

Caller
Message

Answered

Select the priority of the message (High, Normal or Low).
Who is the message for. You may select from the drop-down list.

To notify somebody else, in addition to the addressee of the message, select from
the drop-down list.

Input the caller’s name.
Input the message.

Check this box only when the message has been answered; when it is checked, the
message will not appear in the addressee’s task list.

3. Click OK. The message will appear in the selected person’s task list.

4. To send an email click Send Email.

How to edit a phone message

1. Inthe phone log, select the message you want to amend.

2. Click Edit on the Phone Log tab.

Change Phone Log ( 1880) *®
Case KEL002/0002 .. | SarahKelly
Debt Collection
Date 21 May 2014 A 14:41
Priority High ® Normal Low
Who Carol Nolan v
Notify v
Caller Louise Answered
Message
Caller: Louise

Send Email Ok Cancel

3. Amend as required.

4. Click OK to save the changes.
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How to delete a phone message

1. Open the phone log.

2. Select the message you want to delete.

3. Click Delete on the Phone Log tab. You will be asked to confirm the deletion.
4. Click Yes.

Note: If you delete a message it will be removed from the system completely.
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Chapter 16: Closed Cases
How to Search for Closed Cases

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

2. Select All Matters on the Navigation panel.

Standard View E_
3. Click the View icon on the right of the view
- o o Open Cases
window. The Standard View is shown e —
by default_ COpen and Closed Cases
Standard View

4. Select the required View
e Closed Cases to search only closed cases
e Open Cases to search only open cases.

e Open and Closed Cases to search both lists.

5. Input a search term in the search box; the search will update as you type.

How to view the Archived Diary & Ledger of a closed case

1. Search for the closed case as described above.
2. Double click the required case to view the Case Diary.

3. Click on A/C Ledger on the Navigation panel to view the archived ledger.

= Note no amendments can be made in the Case Diary unless the case is reopened.

How to reopen a closed case

1. Search for the closed case as described above.
2. Double click to open in the case diary.

3. Click on Current Case Details on the Navigation panel, to see the Current Case Details screen.

4. Select the Archive Tab in Current Case Details. Client Code | Bs001 Description | Gary Nevi
Matter 0020
5. Uncheck the box marked Closed. The case is

now reopened. - - _ :
Matter | Admin | Case Associate | Other Details | Archive

How to close a Case Closed Date: 16 Nov 2014 V] Closed

Before archiving a matter ensure that all balances are nil, all time is posted to the time ledger and all tasks
in the case diary are marked as complete.
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1. Click on Search/Open on the Navigation panel.
2. Select All Matters on the Navigation panel.

3. Search for the case in the normal way.

4. Double click to open in the Case Diary.

5. Click on Current Case Details on the Navigation panel, to view the Current Case Details screen.
Current Case Details »

Client Code | FLy001 Description Purchase of 16 The Haywain, Terenure, Dublin &

Matter 0002

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

Fee Earner Carol Molan “| File Ref FLY002/001

Secretary Anne Mellon v

Partner Stephen Keogh v

Department Conveyancing v

Work Type Purchase v Mark as Important Statement
Old Reference | FLY001/001 Branch Dublin Office v

Case Plan & Status

Case Plan/Type | Property Purchase v | File Colour ¥ | |Clear
Case Status Loan approval received ¥|| Record No
File Mumber:362 oK Cancel

6. Select the Archive Tab. This will be greyed out if you don’t have the required permissions.

7. Check the box marked Closed.
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Current Case Details X

Client Code | FLy001 Description Purchase of 16 The Haywain, Terenure, Dublin &

Matter 0002

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

Closed  Originally closed on
Date File Closed

Location W

Archive Location

File Barcode No

Box Barcode No

Expected Destroy Date v
Actual Destroy Date v
Destroyed by v
File Number:362 OK Cancel

8. If the case cannot be closed because there are uncompleted tasks or there is an account balance, a
warning message will be displayed, giving the reason why the case cannot be closed.

You cannot close this case at this time

This case has outstanding balances
This case has outstanding Case Diary entries / Tasks

Ok

Or

If there is unposted time or there are charges outstanding, an alert message will be displayed. In this
case, you may proceed with the closure of the case or Cancel it.

About to close this case

There is Time outstanding on this case

L

v There are Charges outstanding on this case

Are you sure you want to close this case at this time?

Close the case Cancel
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Chapter 17: Using the Document Manager and Brief Wizard

Document Manager

Getting around Document Manager

Below is an image of the Document manager window.

| Toolbar ‘
® S i — N -0 x
Home Case Reports Phonelog Maintan —Setup  Help —
- o % g POF | Case Box ‘ —
- ) .
Prit Propertes Reclassify Email Compile Brif S - Preview Pane
= W [T . L
- — ’ Column Headings -~
Case: | TJF001/000 Tel: 01-564 5796
Search box — e .
Je: MK
- } Standard View | M =
ype | I | Document Name Diary Date | version  Date | Bacument class / From To Subject }
. INSTRUCTION FOR VENDOR - RESIDENTIAL ~
0§ | Test anachment ol 2015 5l 2015 | Gene ;mad brendakeyh, vaining TT. .. Test Atachmment HOUSE
B | [recandemooamen:  [uawaos | iliai2os [esngs Jase [ [ lorecedmOoament |

3 N " - o . DATE OF INCTRUCTION: 14/07/15

?ﬂ’ : ! Cae o sher CLIENT INFORMATION

E ul

[ A al Chent Name: TJ Fox

- - " -
‘ Navigation panel }m«rvi-m o6

Document List

Address: 1 McKee Avenme:

Finglas
- ", Dubln 11
o [ enios fog s ohyline g 10 I ENE ™ | Phone No: Home: 01-564 §796 OfficeFax: 21313233
s 5 Jul Mobile: 086-963 1254 Emadl tifi@gmail com
[E 06 Jul 2015 06 Jul 2015 | Mem
[8 Lemterto Lending insitution confirmating appoin... 06 ul 2015 06 Jul 2015 Lemters/nterpany corr... Cas Letter 10 Lending nstution confirna | Miartal Stae: MAR Job Type: Accomt Prcthe

Window area Description

Case Box

Input the case reference in this box or click the ... browse button and
search for the required case.

Column Headings

Click the column headings to sort the list of documents by name, version,
diary date, document date, document class, Source, From, To, Subject.

Document List

The list of documents in this case are displayed.

Preview Pane

The selected document is previewed in this window

Search box

Enter search text in this box

Properties

%

Reclassify

Compile Brief

Use Adobe PDF Viewer

- -

Description
Print

Show document properties
Reclassify: change the document class
Click to email current document

Compile Brief: If no Brief currently exists, this button launches the Brief
Wizard.

If there is an existing Brief, this button opens the existing Brief in the Brief
Maintenance window

Tick to use Adobe Reader to preview document.

Compare two documents using Word’s Document Compare feature

Compare two documents using WorkShare (if installed)
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How to search the Document Manager

1. Open a case in the case diary.

2. Click Document Manager on the Navigation panel. All the attachments in the case will be

listed.

Wome Case Reporls Phonelog Maintain  Seup  Help
- o % . ¥ Use Adabe POF Viewer
=1 | ==
Print | Propertios Reclassity Emad | Compile Brief
et P campan
Cose:|T7001/000 | ¥[ | TiFox
1t/Case
Outstanding debt o PTSE Bank.
Search test
et e v | [ Doaemcrt Fme Diary Date | Vers
L B | 0 Tew tachmare Siz00
ther Case Details
[l Ei | |rrecendent Document 14 1ul 2015
B anendoncetog 4 ) 2015
B vendormstucs t
) Out:
7 i ougoing
£ [ § ougon
I3 vensrto Lending istittion confirming appaint..
D Undertaking: [ onfict Serch.
(5 Attendance for Introductory Meeting,
W strong Room 3 ‘
[ E tion 06
WS VT igh ol ™ (55 e, et 2054,

_Lettegs i O B apmn ™

5¢ Management

Source From

Sent E-mail

Case

case
case

SentE-mail  training@keyh

SentE-mail  training@keyh
se

SentEmail  trainng®keyt

SentE'mail  training@keyh

Case

case

brendakeyh

e

N -o«x
Tek 01564 8756
Fle: MK
tandort view T | Procendent Document m .
1 subject
ke s INSTRUCTION FOR VENDOR - RESIDENTIAL ~
waining T .. Te HOUSE
DATE OF INCTRUCTION: 14/07/15
CLIENT INFORMATION
Srenda Hartley Outgoing Email Clicnt Name: TJ Fox
o Hortley | Outgoing Email wil o 1 MeKee Aveme
Leter ta Lending msiaior -
Outgoing Emai Dublin 11
Emall with an Aiachment | ppone No Home: 01-564 8796 OfficeFax: 21313233
ch Mobil= 086-963 1254 Emmai: @ gmail.com
sting informaticn
JRE b Typopluec oot

et tigr g s sstiana™ rmal

Input the search terms in the Search box. The search results will update in real time, showing all
documents containing any of the search terms.

& Client/Case
M case Diary
[ Document Manager

&a Current Client Details 7

g
d

Current Case Details
7 Other Case Details
& Associates

il =]

M-‘WW—J‘W b

Case: [TJF001/0001 4 .

—_—
Cern > ]

T) Fox

Outstanding debt to PTSB Bank.

[ search text

Document Name Diary Date
Aftendance Log 14 Jul 2015
Attendance for Introductory Meeting 2634 13 Jul 2015

Attendance for Introductory Meeting
i pEARTP, el

Jul 2015
- A

Version

Date ~ | Document Class Source From To
1 14Jul2015  Reports Case
1 06Jul2015  General SentE-mail  training@keyh... Brenda Hartley
1 06Jul 2015 Instruction Sheets Case

M'\Hnd\“v"\d

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

How to Sort by Column Heading

Standard View [T

Subject
Attendance Sheet

Outgoing Email with an Attachment

A

Initial Attendance

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

Case: | TIFO01/0001 P

[

Type ll Document Name

Test Attachment

Precendent Document

et et e M )

Attendance Log
Vendor Instruction Sheet

Document2_2661_2662

Outgoing Email.

=
2

Conflict Search_263%

Outgoing Email with an Attachment

Letter to Lending Institution confirming appoint...

Attendance for Introductory Meeting_2634

TJ Fox

Outstanding debt to PTSB Bank.

[ search text

¥ | Document Class

Diary Date Version | Date

16 Jul 2015 116 Jul 2015
14 Jul 2015 114 Jul 2015
14 Jul 2015 114 Jul 2015
14 Jul 2015 1 14 Jul 2015
13 Jul 2015 113 Jul 2015
13 Jul 2015 113 Jul 2015
13 Jul 2015 113 Jul 2015
06 Jul 2015 313 Jul 2015
13 Jul 2015 1 06 Jul 2015
13 Jul 2015 1/06 Jul 2015

General

Pleadings

Reports

General

General

General

General
Letters/Interparty Corr...
General

General

Source
Sent E-mail
Case

Case

Case

Case

Sent E-mail
Sent E-mail
Case

Sent E-mail

Sent E-mail

From To

brenda@keyh... training TT. tr.

training@keyh... Brenda Hartley

training@keyh... Brenda Hartley
training@keyh... Brenda Hartley

training@keyh... Brenda Hartley

2. To remove the sort, right-click the column heading and choose Clear Sorting from

the pop-up menu.
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Standard View [ |
Subject
Test Attachment
Precedent Document
Atftendance Sheet
Create Vendor Instruction Sheet
Document2_2661_2662
Outgoing Email
Outgoing Email with an Attachment
Letter to Lending Institution confirmal
Outgoing Email.
Outgoing Email with an Attachment

Sort Ascending
Sort Descending
Clear Sorting

o e BN NE
Prei-ih i

Group By This Column
Show Group Panel

Show Column Chooser

Best Fit

=
=

Best Fit (all columns)

T

Filter Editor...

Document Class T N -
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How to Filter Columns

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

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

=

o
b4

=

Dacument Name

Expenses Claim Form 2015 from 1st July2015

Test attachment
Precendent Document
Attendance Log

Wendor Instruction Sheet
Document2_2661_2662
Conflict Search_2639

Outgoing Email.

Attendance for Introductory Meeting_2634
QOutgoing Email with an Attachment

Conflict Search

Attendance for Introductory Meeting
Letter to Lending Institution confirming appoint...

Letter to Lending Institution confirmating appoin...

[] search text

Diary Date ¥ | Version

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

06 Jul 2015

Date

130 Jun 2015

16 Jul 2015

1|14 Jul 2015

14 Jul 2015

114 Jul 2015

13 Jul 2015

1 06 Jul 2015

13 Jul 2015

106 Jul 2015

13 Jul 2015

106 Jul 2015

—-

06 Jul 2015
13 Jul 2015

06 Jul 2015

Document Class ™ Snurca Errim To Subyj
(Blanks)

General keyh... training TT. tr...  Test
(Mon blanks) :

General Client Letters keyh.. training TT.tr... Test

Pleadings Conflict Search Prec

Reports General Atter

General Instruction Sheets Crea
Letters/Interparty Correspondance

General /Interparty P Doal
emo

General . tkeyh... Brenda Hartley | Outc
Pleadings =

General Reports tkeyh... Brenda Hartley = Outc

General S e idkeyh...  Brenda Hartley | Outc

General Sent E-mail training@keyh... Brenda Hartley Outc

Conflict Search Case Conf

Instruction Sheets Case Initia

Letters/Interparty Corr.. Case Lette

Letters/Interparty Corr.. | Case Lette

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

How to Group by Column

1. Right-click the column heading you want to group by, to show the pop-up menu. 2| sort ascending
ﬂ Sort Descending
%% «a
. . 7% ear Sorting
2. Select Group By This Column. In the following example, the documents are = _
= Group By This Calumn
grouped by document class. how Group Panel
Show Column Chooser
] = BestFit
Type Document Mame Vers| b SESHH
8 Best Fit (all columns)
} Document Class: Attendance Sheet T Fiter Editor..
b Document Class: Letters/Interparty Correspondance
} Document Class: Medical Reports
3. To expand/collapse a group click the arrow to the left.
Type Document Name Version |Diary Date | Date Source From To Subject
+ Document Class: Attendance Sheet
+ 4 Document Class: Letters/Interparty Correspondance
rh;g Letter to Client 120 Apr 2010 | 29 Jan 2011  Case Letter to Client re advice
E Letter to Solicitor 1 24 Apr 2010 29 Jan 2011  Case Letter to Land Registry
E Letter to Solicitor 110 Jun 2010 | 29 Jan 2011  Case Letter to Solicitor
ﬁi letter from hospital consultant 1 04 Jul2011 04 Jul 2011  Received E-m... Martina Winte... martina@keyh... doctors report
E Letter to insurance company 1/08 Oct 2014 23 Nov 2014 Case Letter to insurance compan
E Letter to Barrister 113 Nov 2014 | 23 Nov 2014 | Case Letter to Barrister
E Letter to Doctor 1 23 Nov 2014 01 Oct 2014  Case Letter to Doctor

» Document Class: Medical Reports

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

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

4 Source: Case
= Letter to Client 120 Apr 2010 29 Jan 2011 Letter to Client re advice
l=  Letter to Solicitor 1 24 Apr 2010 29 Jan 2011 Letter to Land Registry
lZ  Letter to solicitor 110 Jun 2010 29 Jan 2011 Letter to Solicitor
lZ  Letter to insurance company 1 08 Oct 2014 23 Nov 2014 Letter to insurance company
=  Letter to Barrister 1 12 Nov 2014 |23 Nov 2014 Letter to Barrister
lZ  Letter to Doctor L\\) 1 23 Nov 2014 |01 Oct 2014 Letter to Doctor

4 Source: Received E-mail
E letter from hospital consultant 1 /04 Jul 2011 04 Jul 2011 Martina Winte... martina@keyh... doctors report

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

Ungroup from the pop-up menu. ltis also
once the Show Group Panel is visible.

%l Sort Ascending

Z|  sort Descending

‘%ﬁ'f Clear Sorting

= Group By This Column

E=  Show Group Panel

5] Show Column Chooser
ol Best Fit

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

How to reclassify documents

1.
up a list of the available document
categories.

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

Search for the required category, if
necessary, and select it.

Click OK.

How to change the Document Properties

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

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

possible to drag the heading back onto the Heading Row

[ search text
Document Clag
1 Full Expand

=] Full Collapse
¥| b Docume

Type
%l Sort Ascending
b Docume Z|  sSort Descending
» Docume

3 Ducum
» Docume Hide Group Panel

» Docume Show Column Chooser

spondance

» Docume Best Fit (all columns)

Group Summary Editor...
Y Filter Editor...

» Docume

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

Change Category x

Class Code
b ATT
CFS

Class Description

Attendance Sheet

Confliet Search

Document

Engagement Letters

General

Letters/Interparty Correspondance
Medical Reports

Memo

Ck

Cancel

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

Document Class:  Letters/Interparty Correspondance

Document Type:
g

Image

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

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

How to email Document(s)

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

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

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

The Brief Wizard

This tool automates the task of generating a brief to counsel, saving you time. It amalgamates all the
required documentation in chronological order into relevant sections, complete with a cover page, table of
contents and pagination.

Important Steps for preparing your Brief

1. Review your documents in the Document Manager and ensure the necessary files are classified and
the Document Date is correct as it will be in your brief.

2. If you cannot view or open a document from the Case Diary or Document Manager screen you will not
be able to use this document in your brief.

3. Once you begin to generate your Brief you should not use your PC for any other purpose until the brief
is completed. Several different programs will be used to generate the brief and running another

program is likely to cause disruption to generation of the brief.

4. Please review the earlier part of this chapter (Document Manager, particularly p. 128 above) for details
on how to rename and reclassify a document.

If you need assistance adding Document Classes please contact your Keyhouse administrator or
casesupport@keyhouse.ie
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Assembling a Brief
1. Open a case in the case diary.

2. Click Document Manager on the Navigation panel.

Keyhouse Case Management (€N - Corl ot - 0091 /0926 X

e Reports Phonelog Maintain  Setup  Help

ONCAN i B0 W

Prit  Expertto PDF | Start Timer Post Time Properties Reclassify Em{l Compile Brief
et

Use Adobe PDF Viewer
ErE R

ereven Compare

Tel: 01-569 1458

- Cases [B4R002/000 A
4, Client/Case ‘
Sale of 1 High Street, Kells. Co Meath Fe: N
M Case Diary -
i Dacument Manager [ searchtest Standard View ;
=

S Current Client Details J | Document Mame Diary Date | Version |Date ¥ | Document Class Source From Ta Subject File Location

Current Case Details afdaid Case Test Dec

2 Other Case Details Case Test Doc

Case Contract fos

Letter to Client Re Sale
A Associates
@ critical information

.. Case

tter 10 B

re Redemption Value

Letter to Bank re Redemption Value

Cantrac e

iy Know Your Client

e Draft 2 tikeyhouse

ale
\Contrac

Contract for Sale Draft 1 Capture Contract for Sale Draft 1 tikeyhouselclient documents\

@ e Ledger

Letter 1o Insurance Company Corr... Case Letter to Insurance Company tkeyh TLetter 1
. Letter to Local Authority Case Letter to Local Authority tikeyhouse\ciient docume \Letter t
B Reserve Ledger Letter to Lending Institution efters/interparty Corr... Case Letter to Lending Institution tikeyhouse\cient docume \Letter ©

O Undertakings Letter to Solicito 1 23 Now Interparty Corr.. Case Letter to Salicito tikeyhouse\cient documen

'J‘]T'J'}mm!'}‘]";

1,20 Nov 2015 | Client Letters case Letter to Client tikeyhouse\cient documents\Bi

Letter to Client
M strong Room

Tasks
Search/Open
Client/Case

Time Costing =

Ch: Carol Nolan | Monday. 30 November 2015 | 1438

3. Click Compile Brief on the Document Manager Home tab.
4. The Brief Assembly Wizard will start with a welcome screen. Click Next to continue.

5. If Brief templates have been set up on the system, you may either select one or check Do not use a Brief
Template.

Mew Brief Wizard x

. I<eYh Ou Se 5\;:;: :;ssembly

Using a Brief Template
Brief Template Type Sequence Sectinn
Booklet of Title L -1 Interparty Cormrespondance
Personal Injury Litigation L 3 Pleadings
L 4 Reports

[[] Do not use a Brief Template < 5

| Cancel | | Previous | | Next |
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6. There are three options for populating the brief with documents:

MNew Brief Wizard x

@) Keyhouse Wrint Assombly

Populating the Brief

O Do not copy any documents into the Brief ?
® Copy documents into the Brief when their Class matches a Brief Section ?
O Copy all documents into the Brief and create Sections as required ?
*You can manually Drag and Drop documents listed under “Mot induded in this Brief™ into your Brief after completing the Assembly Wizard

Cancel Previous Next

= Do not copy any documents in the brief: No documents will be added to the brief automatically
but you will be able to drag and drop documents from the Section Not included in this Brief into
the appropriate section.

=  Copy documents into the brief when their Class matches a brief section: Any document whose
Document Class matches a section of the Brief will automatically be copied into that section.

=  Copy all documents into the brief and create sections as required: Sections will be created for each
Document Class which applies.

W Tip: for further information on each option click the question mark icon beside it.

5. Click Next to continue to the Brief Information screen.

MNew Brief Wizard b'e

. I(EYh 0 u S e &:Ezgssem bly

Brief Information
Title: Brief for Beeblebrox v Dublin Bus
Author: Brian Sweenay

Description: |Brief for Beeblebrox v Dublin Bus

Location: \Wkeydev020\cikeyhouse\client documents\BEEOD1,0008

Created: 06 Jan 2015
Published: 06 Jan 2015

Cancel Previous MNext

You may accept the default information or amend as required.
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6. Click Next to continue to the final screen of the wizard, which will contain a summary of the options

you have selected. You can make changes by checking and unchecking the boxes or click Previous to go
back to an earlier screen.

New Brief Wizard

. I(EYhou Se a::j::jssembly

Ready to create Brief

Action

Do NOT copy the most recent Brief for this Case
Use Brief Template: Personal Injury Litigation

KEOd

Copy Case Documents into the Brief if the Brief contains a Section that matches the
Document Class

Brief Title: Brief for Beeblebrox v Dublin Bus
Brief Author: Brian Sweeney

K&

Cancel Previous Finish

7. When you are satisfied, click Finish.

Keyhouse Case Management  (C - Carol Nolan - 0424 / 0306)
Home| Case Reports Phonelog Maintain  Setup  Help

rdd _ = _
¥l Use Adobe PDF Viewer | [ Stay in original section + i i i T v y 0 ’; o) rhTE: Open in Word
o | Y e =
Show Preview | L &

Create List | Mew Brief OpenBrief Re-order Brief Properties Finalise (Re)generate
Preview Drag and Drop. Bief Sections | B Tempistes This Briet

& Client/Case Case; |FLY001/0001 4 »]| .. | JackFlynn

Sale of House at: 4 The Mews, Rathfarnham, Dublin 6
i case Diary
i Document Manager Brief: Brief for Sale of House at: 4 The Mews Rathfarnham Dublin 6
& Current Client Details
= Current Case Details

Brief Sections.

& Other Case Details Type Document Name Class Document... | Action Pri... | Action Type
& Associates »| » Section: 001 - Client Correspondence (3 documents)
€ critical Information

» Section: 002 - L party C: ©

. » Section: 999 - Documents Not Included in this Brief (25 documents)
Wl e redaer

8. The sections in the brief will be displayed.

Brief Home tab

The Home tab in the Brief:

Home | Case Reports Phonelog Maintain  Setup Help

Add - — - — 0
¥ Use adobe PDF Viewer | [ Stay in original section + o " —vi " _,.4_) Ih‘_.‘:i Open in Word
-, . o | | r | o —
Show Preview e —

» ==
Start Timer Post Time Create List = New Brief Open Brief Re-order Brief Properties Finalise (Re)generate OPE" in Adobe
Accounts Preview Drag and Drop Brief Sections | Brief Templates This Brief
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Brief Sections

How to Add a Section
1. Click Add on the Home tab.

Brief Section x

2 Name the new section Section Nam | [New Section)

Ok Cancel

3. Click OK.

4. The new section will appear in the Section list.

How to amend a Section Name

1. Click Brief Sections on the right of the brief screen

Case: |BEE0OO1/0003 4| | .. | Zaphod Beeblebrox
Beeblebrox v Dublin Bus

Brief: Brief for Beeblebrox v Dublin Bus

Type Document Mame Class Document...

»| P Section: 001 - Client Letters
b Section: 002 - Documents
b Section: 003 - Engagement Letters
b Section: 004 - Instruction Sheets
b Section: 005 - Letters/Interparty Correspondance
b Section: 006 - Memo
b Section: 007 - Motion papers

Brief: Brief for Beeblebrox v Dublin Bus Brief Sections

2. Alist of sections will be expanded. ST @
Pin to

¥ Cover Letters

W Tip: To Show the list permanently click | ' P
the pln Client Letters

Documents
R Engagement Letters
3. Select the section you want to rename.

Instruction Sheets

Letters/Interparty Correspondance

4. Click Name on the Home tab. Alternatively,
right-click the section and choose Section
Name from the pop-up menu.

hMemo

EEEEEEE

Motion papers

Documents Not Included in this Brief

5. Name the new section and click OK to

Conﬁr‘m_ Type Document Name Class Document...
»| b Section: 001 - Client Letters
» Section: 002 - Documents

b Sartinn- 02 - Fananamant | attare
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How to delete a Section

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 150 above).
2. Select the Section you want to delete.

3. Click Delete on the Home tab. Alternatively, right-click the Section and choose Delete Section from the
pop-up menu.

Delete Brief Section?

\a Are you sure you want to delete Section "Cover Sheet"?

4. A message will ask you to confirm the deletion.

5. Click Yes.

How to change the order of Sections

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 150 above)
2. Select the section you want to move.

3. Use the buttons in the Move section of the Home tab to change the position of the section in the brief.

F Move to Top Move the selected section to the top of the list of sections.
4 Move Up Move the selected section up one position.
+ Maove Down Move the selected section down one position.
¥ Movsw Bemom  Move the selected section to the bottom of the list.
Mavwe Section

How to Move a document to a different section

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 150 above)
2. Pin the Brief Sections so that they remain visible.

3. Inthe lower part of the window open the section containing the document which you want to move,
by clicking on the arrow to the left of the section.

Section T

¥ Cover Letters

Client Letters

Documents

Engagement Letters

Instruction Sheets
Letters/Interparty Correspondance

Memo

EEEEEEE

Mation papers

Documents Mot Included in this Brief
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4. Drag the document to the upper part of the window and drop it into the required section. In the
example above, one might select the document Terms of Engagement and drag it into Instruction
Sheets (which is selected in the upper part of the window).

Type Document Name Class Document...

» Section: 001 - Client Letters ~
b Section: 002 - Documents
» | 4 Section: 003 - Engagement Letters

|’Il_: Terms of Engagement Engageme.. 30 Sep 2014
b Section: 004 - Instruction Sheets

b Section: 005 - Letters/Interparty Correspondance

How to flag as a Cover or Main

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name, p. 150 above).

2. Select the section required.

Add
3. If the section is already designated as a Cover section, Click Make Main on gmme
the Home tab to make it a Main section. This command toggles between 9 Deters
Make Main and Make Cover, depending on how the selected section is & Make Main
designated. Brief Sections

(=l Main sections are included in the Table of Contents; Cover sections are intended to contain cover
letters and similar preliminary material.

Brief Options

Save current Brief as Template
1. Click Create on the Brief Templates section of the Home tab.

2. Edit the details in the dialogue box Create a New Brief Template

Create a New Brief Template x
Based on Briet Brief for RTA Brennanstown Valley Roundabout

Title: Erief for RTA Brennanstown Valley Roundabout

Author: Carol Nolan

Description:  Brief for RTA Brennanstown Valley Roundabout

Ok Cancel

By default, the template title will be the same as the title of the Brief on which it is based. As it is to be
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used as a template, it may be advisable to change it to something more generic.
3. Click OK.

How to Open a Brief
1. Open a case in the case diary.
2. Then click Document Manager on the Navigation panel to view the Document Manager.

3. Click Compile Brief on the Home tab in Document Manager. The Select Brief screen will appear.

select Brief ¥
[Right-click for Ontinns)
i 7
Fouy,
Mew Brief Open Brief
Title Description
¥ | 4  Brief for Sale of 2 Trinity... Brief for Sale of 2 Trinity Close, Rathgar, Dublin 6
Ok Cancel

4. Select the brief to open and click Open Brief.

E Note if you are already working in the brief screen, you may click Open Brief on the Home tab.
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Generate the Brief

e Before you generate the Brief, if you have any Microsoft Office applications running (e.g. Word, Excel,

Powerpoint etc), save your work and close the application(s).
FAILURE TO DO THIS MAY RESULT IN LOSS OF DATA.

e Once you begin to generate your Brief you should not use your PC or laptop until the brief is

completed. Keyhouse calls on a number of programs during brief generation and trying to view/use

another program will cause disruption to the brief.

How to (Re) Generate a Brief

1. Click (Re)Generate on the Home tab.
2. The Brief Generation Wizard will start.

The system may select some documents
for preprocessing and ask if you want to
select others which have not automatically
been selected. The automatically selected
documents cannot be unselected but you
may tag others for preprocessing by
checking the box beside each.

3. Click Next.

Brief Generation Wizard X

Keyhouse —

The following documents will be pre-processed before the Erief can be generated
“The system has identified documents that have never been pre-processed and it has selected them for you. These must be pre-processed
now and you cannot deselect them

You can select documents that were not selected by the system. These documents will be pre-procassed again. This may be necessary for
images or PDF documents if the resolution and colour depth settings are not to your liking. You can change these settings on the next
screen.

Section el

#  Cover Sheet ‘
(] Attendance Sheet ‘

Attendance sheet

Attendance Sheet

L Introduction

LU Letters/nterparty Correspondence

Cancel Next

4. Select the print quality and colour depth required.

@ Keyhouse

Brief Generation Wizard X

Brief Generation
Wizard

— Print Quality
) 72 DPI - Suitable for Text documents
@ 150 DPI - Text and Drawings
! 300 DPI - Photographs and fine/detailed drawings

As rendering the documents will demand a lot of your PC's resources we
recommend that you choose the higher resolution values ONLY for documents that
really require detailed reproduction.

— Colour Depth
! Monochrome - plain text
) 16 bit - line drawings
@ 256 bit - photographs
) True Colour - high def photographs

As rendering the documents will demand a lot of your PC's resources we
recommend that you choose the higher colour depth values ONLY for documents
that really require detailed reproduction.

[ use Outlook to convert MSG files

Check the box to use Outlook to convert MSG files.

5. Click Next. A screen will show the progress of the document

preprocessing.

Wizard

Keyhouse
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6. When pre-processing has been completed, you will have the opportunity to set the print order of the
brief, the contents and position of the footer and the alignment of columns in the table of contents.

= The documents in each
Section may be printed in
ascending date order, in

Print Order

Keyhouse

Brief Generation Wizard X

Brief Generation
Wizard

alphabetical order by

’7 [Order Documents as specified during Brief Maintenance

- | This option allows you to override the order in which documents sppear in the brief.

filename or in the order in

Page Footer and Table of Content

which they were added to [Nooftset -]

number and ather footer information here.

Depending on your PC's printsr drivers, the page numbering can sometimes appear too far down the page. If that happens adjust the location of the page

the brlef Wh||e it was Page Numbering Footer Font

. Section - Desc - Page v| Size: |7 v| [ Bold
belng assembled or Include Totals O nNo footer
maintained.

O Left-align TOC columns

= The footer offset is the
minimum number of lines
that must be maintained
between the footer and the physical end of the page.

Cancel

= The options for page numbering in the footer are:
e Page: Only the page number is shown;
[ ]

number are shown.
Check the box to include totals (e.g. “Page 5 of 158”).

Section — Page: The section number and the page number are shown;
e Section — Desc — Page: The section number and description, and the page

Previous Next

£ NrNes
3 lines
4 lines

Page Numbering

Page

Page
Section - Page
Section - Desc - Page

=  You can set the footer font size and weight, or provide that there should be no footer.

=  You may check the box to Left-Align the Table of
Contents columns; if you leave the box unchecked,
the page numbers will be right-aligned.

Print Order

Order Documents as specified during Brief Maintenance

Order Documents as specified during Brief Maintenance
Order Documents by File Date in each Section

You will now choose the type of
output. The options are a Word

document, a PDF, or both of these. You
may also choose to produce a folder of

documents instead of a single
document.

Order Documents by File Name in each Section

When you have selected the desired options for the print order of documents, the contents of the
footer and the table of contents,

click Next.

Select your Output

Produce both a Word and a PDF Document w | SRR

Produce a Folder
Produce a Word Document
Produce a PDF Document

Click Finish. The brief will now be generated. This may take some time
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Chapter 18 — Personalising your Case Management
Setting your Preferences

Users can set system preference on their computers. To do this:
5. Go to the Setup Tab and select Personal Settings

6. Select Preferences
Keyhouse Case Management  {CN - Carol |

Home Case Reports Phonelog Maintain  Setup | Help

b O B = ©& @

User Setup | Administration ¥ Case Work Flow Setup  UDF Form Details  Client Other Details Document Assists Personal settings ¥ Keyhouse Control Settings  Pac

Administrator System .
c : [l | TS = <&
\ Search/Open 2 f— S5
® All Mafore Code Last Accessed File Colour MName Desc| Preferences  Label Printer Setup  Change Password

7. The following screens will appear

Preference X Preference x
Main Application User Preferences | Other User Preferences Main Application User Preferences | Other User Preferences
Show Start Up Page ] Remember Sync Document Name With Subject Line ]

" i v
Show Notification to Open Case Diary Attachment My Briefcase

Use Enter in Search Boxes
Do Not Show Briefcase Notification
Launch Alarm System at Startup

Show Case Associative Contact Details v
Allow Spell Check ]
A R v Retain Last Advanced Matter Search %
Disable animatad images (Spinning clocks, etc) My Overview Settings
Budget Daily Hours (HH:MM) |0:00 S| current Wip Limit
05 Invoice Limit 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

oK Cancel oK Cancel

8. Set the Preferences required and click OK.
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Chapter 19 — Closing Case Management
Closing Keyhouse

When closing the Case Management system the options the user gets depends on the Preferences set.
1. To close the system, click on the X in the top Right Corner of the screen.

2. The following screen will appear
y
You are about to exit this application. Are you sure?

[] Do not show again

l Yes I | Login as a different user | | Cancel

3. Click Yes and the following screen will appear

F o
Q You have unposted items in your day book, do you wish to post these items now?

4. Click on the appropriate option and the system will close.

E  NOTE: The Exiting Keyhouse Dialog Box will only appear if the “Show application closing prompt” is
selected in the Preferences.
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