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Typographical conventions

Tip Atipis atype 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 An important 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 I(EYh 0 u Se
previously enabled the use of your Windows ID,

you may log in without having to enter your
password. ok

Please login to Keyhouse

Log in using your Windows ID

Login using your Handler Code and password

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

@) Keyhouse

4. Once you have logged in, you will be presented with a

choice of where to start: Recent Matters, Task Keyhouse

Manager or My Overview

Welcome Carol Nolan. Where would you like to start

W If you will always want to start in the same place, S ¢ m!v.'
/ ¥ - L..d

tick the box marked Don’t show this screen again.

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

“ Search/Open
i Al Matters Code Last Accessed File Colour MName Description Fee Earner
+ | BLADO1,/0001 28 Oct 2014 12:45:02 Gordon T. Bla... RTA Walkinstown Crossroads, G. Black Brian Sweeney

I Recent Matters -

Jﬂ My Contacts BLAOO1,/0000 26 Oct 2014 14:22:17 Gordon T‘.Ela... 0000 Matter . Admin

. ARADOL/0003 | 24 Oct 2014 12:06:55 AAA Securitie..  Sale of 1 Main Street, Laragh, Co. Wicklow | Anne Mellon
3 Advanced Search - -
B My v CULOD1/0001 23 Oct 2014 10:52:07 Ann Marie Cul.. Credit Card Debit Carol Molan

¢ Invoices

N Y , FIS001,/0001 22 Oct 2014 16:50:15 Melinda Fisher | Sale of Lands in Wicklow Carol Molan
“& My Cheques ;

- h} 4 DEADDL/0000 22 Oct 2014 15:54:02 James Deane 0000 Matter Admin

P Ls

[,‘\“ onetog CLI001,/0001 22 Oct 2014 15:32:43 Bill Clinton Unfair dismissal by State Department Brian Sweeney

S e FITOOZ/0001 07 Jan 2014 10:22:19 Melinda FitzG... | Sale of lands in wicklow carol Nolan
(& Document Search KELDOZ/0002 | 07 Jan 2014 10:03:51 sarah Kelly Debt Collection carol Nolan
LR AOEY, an e AZE001,0801 12 Dec 2013 1520 20umn s, emmansasBugige | ADD... Sale . Semacr3ghBRad, DBARG, g i Bainn Sieeney.
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6.

Task Manager will show you your task list.

5 Tasks Handler OutStandina Only
|

2 My tasks Standard View
48 Team tasks Date Time | Case Code Handler | Team |From | Client/Case(Matter) Action Diary Date
AMA S ities Ltd . P
4 24 Oct 2014 1207 AAAOOLO003 CN coM  CN Scurities Draft Bl 24 0ct 20..
Day's tasks Sale of 1 Main Street, Laragh, Co...
Next week's tasks 8ill Clinton [
- i :
- ) 25 Jun 2014 17:09  CLI001/0001 CN COM  CN Unfair dismissal by State Departm... Incoming Document 25 Jun 20, =
51 Next month's tasks
Bill Clinton . q
Overd k + %
@ over ui\éas 5 25 Jun 2014 16:29  Cl1001/0001 CN COoM  CN Unfair dismissal by State Departm... Letter to Client 25 unz0.. W
Q outstanding tasks
— o . David Abrahams =}
B Last week's tasks T 25 Jun 2014 12:51  ABAO1/0001  CN COM N i aw Court Date 25 Jun 20...
[= Last month's tasks
— a . George J Abbott q
3 Altasks BE O 25 Jun 2014 08:40 | ABBOO1/0001 | CN COM CN sale 45 Somserset Road, Dublin 6 Allianz Quote 25 Jun 20.. W
& My Overview Melinda Fisher

. .AW,‘/“‘M-"E]““““““‘“‘M 018w I3 FS001/0001 | ICN L COM LGN e pe e, JRR0KEAZUDARE, » »fgnw.}i\,-

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
ecent Matters [as| lert erformance
& My tasks Recent M Task/Al Perf
2 Team tasks
Code Name Description No Over Due Tasks 30 My Time Day Book 0:25 g -
5] Day's tasks ¥ | BLAOO1/0001 Gordon T. Black RTA Walkinstown Crossroads, G. Black No ing Tasks 32 | Time Recorded this Week 00 e L
— k . BLADO1/0000 Gordon T. Black 0000 Matter
lext week's tasks - -
= o AAAD01/0003 AAA Securities Ltd Sale of 1 Main Street, Laragh, Co. Wick. Critical Tasks 1 | Time Recorded this Month 00—
al Bieimontholiast CUL001/0001 Ann Marie Cullen Crediit Card Debit Court Dates 2
@ overdue tasks
© outstanding tasks FIS001/0001 Melinda Fisher Sale of Lands in Wicklow High Priority Tasks 5 Fees Issued Current Month o —
9 DEA001/0000 James Deane 0000 Matter
B Last week's tasks CL01,/0001 Bill Clinton Unfair dismissal by State Department Phone Message 1| FeesIssued Last Month 0 [—
[ Last month's tasks FIT002/0001 Melinda FitzGerald sale of lands in wicklow Fees [ssued Year o Date ol 2
+ Al tasks KEL002/0002 Sarah Kelly Debt Collection
Undertakings o
& My Overview /ABB001/0001 George J Abbott Sale 45 Somserset Road, Dublin 6
/ABA0O1/0001 David Abrahams Family Law Statue Date Approachin 1 OQutstanding Invoice 43320 |» .
DEAD01/0001 James Deane RTA Whites Cross, Stillorgan Outstanding Fees 35038
727772/7271 Non Assigned Phone Message
Debtors Days
ABBOO1/0005 George J Abbott RTA The Rise, Stillorgan — 1718
ZAC001/0000 Trina Zacawski 0000 Matter Current Work in Progress 2,359 | -
ABAD01/0002 David Abrahams RTA - Listowel . Draft Invoice o =
Case Alert
Open Matters 30 Current Lockup Value 45,679
My Dormant Matters 22
No Case where expected invoivee date has passed 0
No. case with no estimate given 29
T No. case approaching estimate feg 1
asks
A Ay IO S O DI AN i i 0 )
case appjoaching bbby, Y ) "
o a i o N CESE 2 At O M/“/
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The Search Screen

Keyhouse Case Management  (CH - Carol Nolan)
Home  Case Reports Phone o
Search Toolbar
& & \
o o A T
New Case Copy Case | Conflict Search
o nBL e | o e | goro || Sea rch box
. Column Headings
“« Search/Open | |
) All Matters Code Last Accessed File Colour Name Description User 3
| BLADO1/0001 28 Oct 2014 1214502 Gordon T. Bla.. RTA Walkinstown Crossroads, G. Black Brian Sweeney  1234T
I Recent Matters
{8 My Contacts BLAOO1,/0000 26 Oct 2014 14:22:17 Gordon T. Bla... 0000 Matter Admin
= AAADDT/0003 4 Oct 2014 12:06:55 AAA Securitie... | Sale of 1 Main Street, Laragh, Co. Wicklow Anne Mellon
&) Advanced Search
& My Invoi . . Ann Marie Cul... Credit Card Debit Carol Nolan
y Invoices
. M’ - — | Navigation Bar Melinda Fisher | Sale of Lands in icklow Carol Nolan
“¥ My Cheques
7 h5 4 | James Deane | 0000 Matter Admin
T P L
; one Log CLI001,/0001 22 Oct 2014 15:32:43 Bill Clinton Unfair dismissal by State Department Brian Sweeney
8 Strong Room FIT002,/0001 07 Jan 2014 10:22:19 Melinda FitzG... Sale of lands in wicklow Carol Nolan
(d Document Search KELOO2/0002 |07 Jan 2014 1003:51 Sarah Kelly | Debt Collection 1278990
1 Template Library ABBO01/0001 | 12 Dec 2013 15:20:20 George J Abb... Sale 45 Somserset Road, Dublin 6
ABAD01/0001 12 Dec 2013 15:07:08 David Abraha...  Family Law .
DEA001/0001 12 Dec 2013 11:51:04 % James Deane RTA Whites Cross, Stillorgan Brian Sweeney Matter LISt
I77777/7777 12 Dec 2013 10:56:14 Non Assigned | Phone Message Brian Sweeney
‘ABBO01,0005 12 Dec 2013 10:30:27 George J Abb.. RTA The Rise, Stillorgan Brian Sweeney
ZAC001/0000 11 Dec 2013 16:25:54 Irina Zacawski 0000 Matter Admin
‘ABAD01/0002 11 Dec 2013 15:35:18 David Abraha... RTA - Listowel Brian Sweeney
‘ABAD01/0000 11 Dec 2013 15:35:17 David Abraha... 0000 Matter Admin
AAAQD2/0001 | 11 Dec 2013 15:35:16 AAA Worldwi.. | Derek Bradley - export to USA Freight c..  Brian Sweeney
AAADD2/0000 11 Dec 2013 15:35:15 AAA Worldwi.. 0000 Matter Admin
AAAD01/0002 11 Dec 2013 15:35:14 AAA Securitie..  New Lease 44 Main Street Dun Langhalre Martina Winte...

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

Fee Earner '

the pin to apply a filter

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

Navigating the Search Screen

i All Matters . Click on All Matters to list all matters.

I Recent Matters I Click on Recent Matters to list matters recently accessed.

[£) My Contacts I 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.

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

& Advanced Search l

&9 My Invoices

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

¥¥ Phone Log I

{3 strong Room |

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

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

@ acsment Seareh l Click on Document Search to search all documents.

Click on Template Library to Search and preview your precedent bank

™ Template Library |
of documents.
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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.

: | \

T & ' -
MNew Case Copy Case | Conflict Search

Case maintenance Case related

LA

zarch/Open

ta

§i All Matters Code Tast Accessed ¥ 4 | File Colour Name Description
I+ Recent Matters AAADDL/0002 11 Dec 2013 153:35:14 AMA Securitie.. | MNew Lease 44 Main Street Dun Laoghaire
(&) My Contacts AAADDZ/0000 11 Dec 2013 15:35:115 AAA Worldwi... 0000 Matter
@) Advanced Search P AAADOZ/0001 11 Dec 2013 15:35:16 Ans Worldwi.. Derek Bradley - export to USA Freight c...
& My Invoices ABADO1,/0000 11 Dec 2013 15:35:17 David Abraha... 0000 Matter
'-:.v My Cheques ABADD1/0002 11 Dec 2013 153:35:18 L\\) David Abraha... | RTA - Listowel
ZAC001,/0000 11 Dec 2013 16:25:54 Irina Zacawski 0000 Matter
iy Phone Log ABBOO1/0005 | 12 Dec 2013 10:30:27 George J Abb.. RTA The Rise, Stillorgan
| Z77777/7777 |12 Dec 2013 10:56:14 Non Assigned | Phone Message

('@, Document Search . — e -
DEA001,/0Q01. 12 Dec 2013 11:51:04 James Qgan \hites Cross, Stillorgan
St e MJ\)AAM. PN }\}M\k\ Py e at™

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

%y %y
3 [} \
s ' . -
MNew Case Copy Case | Conflict Search
Case maintenance Case related GaoTo
j# Sa\e|
B : -
¥ All Matters Code Last Accessed 4 | File Colour MName Description Fee Earner
3 120 i ¢
T Recent Matters ABB0OO1/0001 12 Dec 2013 15:20:20 George J Abb.. Sale 45 Somserset Road, Dublin & Brian Sweeney
&) My Contacts FITO02,/0001 07 Jan 2014 10:22:19 Melinda FitzG... Sale of lands in wicklow Carol Molan
FIS001/0001 22 Oct 2014 16:50:15 Melinda Fisher | Sale of Lands in Wicklow Carol Molan
@ Advanced Search & - - -
AAADO1/0003 | 24 Oct 2014 12:06:55 AAMA Securitie.. | Sale of 1 Main Street, Laragh, Co. Wicklow  4nne Mellon

PUMASNOES pihinn |\ A AN o PV O BN e, PENPOPOVIN ™ N P S ST W

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

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

1. Click on Search/Open.

]
v LA
MNew Case Copy Case | Conflict Search | _
Case maintenance Case related GoTo
S+ Search/Open Salel
C A ¥ c -
§i All Matters Code Last Accessed 4 | File Colour Name Description Fee Earner
E: Recent Matters ¥ | ABBOO1/0001 12 Dec 2013 15:20:20 George J Abb.. Sale 45 Somserset Road, Dublin 6 Brian Sweeney
@ my Contacts FITO02/0001 07 Jan 2014 10:22:19 Melinda FitzG... ' Sale of lands in wicklow Carol Nolan
_— FIS001/0001 22 Qct 2014 16:50:15 Melinda Fisher | Sale of Lands in Wicklow Caral Naolan
&) Advanced Search - -
P ) AAADOL/0003 | 24 Oct 2014 12:06:55 AAA Securitie... | Sale of 1 Main Street, Laragh, Co. Wicklow Anne Mellon
= N T U I e LN AL Ak et e

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

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

How to Search Open and Closed Cases

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

2. Click on All Matters.

Standard View !}

. o QOpen Cases
3. Click on Standard view tool located on | (.cq cace:
the following list of views will appear. Open and Closed Cases

Standard View

=  Click on Closed Cases to search only closed cases

= Click on Open Cases to search only open cases.

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

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

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

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

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

1. Click on Search/Open.

2. Click on My 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

Client Code | Name Address Telephone Email Fee Eamner
@) Advanced search v | Anao1 ARA Securties Ltd 44 Main Sireet 012112112 Mw
. Dun Laoghaire
40 My Invoices
South Mall
% My Cheques AAADO2 A& Worldwide Remo... | con) 021 1241241 mareynolds@AAAworldwideremovalsie sk
¥ Phone Log
? . ) 123 Mayfair Street . )
® strong Room ABAOOL David Abrahams bl 012802222 d.abrahams@gmail.com AM
Document Search 6
@ ABROOL George J Abbott ;0 S“‘m?mt et 01-5656712 gabbott@iol.ie BS
™ Template Library ZIEZs)
. R 14 The Mews
ABBOO2 Abbey & Procter bl 1 sk
Accoo1 Accord Music World Ltd :Em’”d street 01 200000 Mw
. 44 Main Street R
atter:
Case Code | File Color Description Fee Earner Deptment Worktype Started
»| Aaa001/0003 Sale of 1 Main Street, Laragh, Co. Wicklow Anne Mellon General High Court 24 0ct 2014
AAAD01/0002 N 44 Main Street Dun Laoghaire Martina Winters Lease 31 Jan 2010
- P Vs -~ .
NOPOVY W - s WIPIPSPN - / - .
st ot 0 n 2000 AR ™ s et - AN A i g Ao 2 AUIRIZ00,

diary.

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 “Abbot”.

My Contact
[ BBBot
Client Code Name Address Telephone Email Fee Earner
60 5 t Road,
» | ABBOO1 George J Abbott omerset Road. 01-5656712 gabbott@iol.ie BS
Ranelagh,
Matters ( ABB0O1)
Case Code File Calor Description Fee Earner Deptment Worktype Started
* | ABBOO1/0001 Sale 45 Somserset Road, Dublin & Brian Sweeney Conveyancing Sale 08 May 2004

Lo oo o pinsh ANt b N Il bt Nt i, it il " N st NNt bt et

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

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

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

Home |Case Reports Phonelog Maintain Setup Help
& el
= |l A PO
" Case e 7 GoTo
. - seaNgabranams /) [P o ][ reset]
- In fields? lent Name Case Description Client Address Code 0Old Ref File Ref
i All Matters ﬁ
And  ~| Client N: And - | File Ref:
I Recrt it s | o] iers [
(& My Contacts and =] Matter Desc: ‘ | and ~| user Field 2:
& Advanced Search and -] client Address: [ |[and <] userField 3
&0 My Invoices
and v : and - : and - :
R — | Matter code: | | Jold ret: | | vour Ret:
3 Phone Log and ~| Fee Eamer =J[and_-Joept: | ] [and_+] workrupe
3 strong Room Max, results:
(@ Document search Code Name File Colour Client Address Description e Team
* v
Template Library ABAQO1/0001  David Abrahams 123 Mayfair Street Dublin 2 Family Law AM COM FAM
‘ABA001,/0002 David Abrah: jayfaig Straet Dublin RTA - Listowel BS oM ur
LTS 20 e, WV
"\/‘MW"“\-/ Tt P NPV NS

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

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

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

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

“OR” Search

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

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

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

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

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

Search For: Ireland

In fields: Client Name

4. Double click to open the case diary.
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“And” Search

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

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

Search: |

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

@| Client Name: |,-;-bbot
@| Matter Desc.: |Sa|e
[and_~| client address: | Dublir
@| Matter Code: | |[and  ~|old Ref: |
@| Fee Eamer: | ~|[and ~|pept: |

HAMAIAA LA AR 4, AU A 5 Bl o BN o ol st N
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.

Searching using a Wildcard

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

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

earch: | Ellis%Rathmined
Infields:  [¥ Client Name  [¥] Case Description  [¥] Client Address ] Code [ Old Ref  [¥] File Ref

@‘ Client Name: |
[and_+] wiatter pesc. |
[and =] client address:

Code Name File Colour Client Address Description
DUNOO1/0001  John Dunne 44 Ellis Drive Rathmines Dublin 8 Sale of Village Hall
BLAOO1/0001  Gordon T. Black 23 Ellis Park, Rathmines, Dublin 6. RTA Walkinstown Crossroads, G. Black
BLAOO1/0000  Gordon T. Black 23 Ellis Park, Rathmines, Dublin 6. 0000 Matter
BLAO01/0002  Gordon T. Black 23 Ellis Park. Rathmines, Dublin 6. Sale of 2 Trinity Close, Rathgar, Dublin 6
BLAOO1/0004  Gordon T. Black 23 Ellis Park, Rathmines, Dublin 6. Purchase of 8 Clonattin Hills,

Wicklow.

BLAOO1/0007  Gordon T. Black 23 Ellis Park, Rathmines, Dublin 6. Rates Collection proceedings action
DUNO001/0000  John Dunne 44 Ellis Drive Rathmines Dublin 8 Document matter

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

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

Chapter 2: Search & Open

use if required.

How to Sort Column Headings

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

Code Last Accessed ¥ | File Colour Name Description Fee Earner
b | DUNDD1/0001 29 Cct 2014 21:03:07 John Dunne Sale of Village Hall Anne Mellon
FITOOZ2,/0001 29 Oct 2014 20:19:40 Melinda FitzG...  Sale of lands in wicklow Carol Molan
BLAOO1,/0001 28 Oct 2014 12:45:02 Gordon T. Bla..  RTA Walkinstown Crossroads, G. Black Brian Sweeney
BLAOD1,/0000 26 Oct 2014 14:22:17 Gordon T. Bla.. 0000 Matter Admin
AAADD1/0003 24 Oct 2014 12:06:55 AMM Securitie.. | Sale of 1 Main Street, Laragh, Co. Wicklow  &nne Mellon
CULOD1,/0001 23 Oct 2014 10:52:07 Ann Marie Cul.. | Credit Card Debit Carol Molan
FIS001,/0001 22 Oct 2014 16:50:15 Melinda Fisher | Sale of Lands in Wicklow Carol Molan
DEADD /0000 22 Oct 2014 15:54:02 lames Deane 0000 Matter Admin
M
. . . k2] sort Ascending
2. Toremove the sort right-click on the column and select Clear Sorting from the 2l Sort Descending
resulting menu. £ clearsoring
= Group By This Celumn
Show Group Panel
Show Column Chooser
o BestFit
How to Filter Columns Best Fit (all columns)
T Filter Editor.
. . . . . T oa
1. Move your cursor to the column heading required, until you see the filter pin. |72 Eamer
2. Clicking on the filter pin will open a drop-down menu; select the required filter term.
Code Last Accessed ~ | File Colour Name Description Fee Earner, Fila Raf
DUND01/0001 | 29 Oct 2014 21:03:07 John Dunne  Sale of Village Hall Anne Mellg C1anks)
FITO0Z/0001 29 Oct 2014 20:19:40 Melinda FitzG... Sale of lands in wicklow carol Nola (_':lon_ blanks)
ELAOO1,/0001 28 Oct 2014 12:45:02 Gordon T. Bla... RTA Walkinstown Crossroads, G. Black Brian Sweg n mlnM I
BLAOO1/0000 26 Oct 2014 14:22:17 Gordon T. Bla... 0000 Matter Admin nn_ne eton
- 5 5 Erian Sweeney
AAADDL/0003 24 Oct 2014 12:06:55 ABA Securitie..  Sale of 1 Main Street, Laragh, Co. Wicklow  Anne Mellg carol Nolan
CULD01/0001 23 Oct 2014 10:52:07 Ann Marie Cul... Credit Card Debit Carol Nola Justin Phelan
FIS001,/0001 22 Oct 2014 16:50:15 Melinda Fisher Sale of Lands in Wicklow Carol Nola Marting Winters
DEADO1L/0000 22 Oct 2014 15:54:02 James Deane 0000 Matter Admin Stephen Keagh
CLID01/0001 22 Oct 2014 15:32:43 Bill Clintan Unfair dismissal by State Department Brian Sweg

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

Sort Ascending
Sort Descending
Clear Sorting

Group By This Column
Show Group Panel

Show Column Chooser

Dm0 E

Best Fit
Best Fit (all columns)

Clear Filter

<0

Filter Editor...
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How to Group by Column

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

2. Select Group By This column from the menu. In the following example, grouping is by

fee earner.

Code Last Accessed File Colour Name

3 » Fee Earner: Admin

» 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.

I0 mi [ o0 o &=

< 0

Sort ascending

Sort Descendling
Clear Sarting

Group By This Column
Show Group Panel
Show Column Chooser
Best Fit

Best Fit (all columns)
Clear Filter

Filter Editor...

Code Last Accessed

» Fee Earner: Admin

-
[ 8

Fee Earner: Anne Mellon

DUNO01/0001 | 29 Oct 2014 21:03:07
AAADOT/0003 24 Oct 2014 12:06:55
ABADOL/0001 12 Dec 2013 15:07:08

-

Fee Earner: Brian Sweeney

-

Fee Earner: Carol Nolan

-

Fee Earner: Justin Phelan

File Colour MName Description

John Dunne Sale of village Hall

AAA Securitie.. | Sale of 1 Main Street, Laragh, Co. Wicklow

David Abraha...  Family Law

To add multiple group levels right-click on the column heading required

and click on Group By This column. This example is first grouped by “fee

earner and then by client”.

{/}7 To return to the standard
view click on the view tool
located on the search bar
to show a list of available
views. Select Standard
View.

Fee Earner: Apne Mellon

» Name: AAA Securities Ltd
b Name: David Abrahams

» Name: John Dunne

Standard View E

Wiew
Open Cases
Closed Cases
COpen and Closed Cases
Standard View

10
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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

Keyhouse

=  Select aclient, or leave
blank to search against

all clients. Search: |
Client:
= Select a matter or leave Case / Matter:
blank to search against A Clear Advanced
all matters.

3. Click Search. A list of documents that match the criteria will be displayed

11
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Chapter 3: Creating New Clients and Cases

The New Case Wizard

Create a New Case for an Existing Client

1. Select New Case which
can be found on the
Case tab of the Ribbon.

2. The New Matter/Case
Wizard will open. The
first screen contains a

welcome message. Click Next.

3. The default option is to set up a new
case for an existing client or contact.

4. Input all or part of the client’s name
or code in the search box. The search
results will update as you type.

W You can sort the columns by
clicking on the column headings.

5. Select the client required and click
Next. In this case, the wizard will skip
Step 3 and you will move immediately
to Step 4.

6. If the client is not an existing client or
contact, select Client is not listed above
and click Next.

7. The screen for Step 3 asks for details
of the new client. Type the first three

letters of the Client’s surname into the box for Client code. The system will complete the code

by adding three digits.

8. As well as Client code, Client name and
Fee Earners are required fields.

Home |Case Reports Phonelog Maintain Setup  Help
% A P
3 H ),
S Sopy cose | Comfitsearch | o
New or Existing Client

New or Existing Client

keogh

Code & | Mame
» | KkEODD3 sam Keogh

stephen Keogh

Next

Please enter the new clients details below.

Client code” [ BaR]
Client name
Salutation

Address

Telephone

Mobile

Fee Earners * v

Approved for money laundering

12
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9.

10.

11.

12.

13.

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

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

® fee Earner handling the matter

® Department (e.g. Conveyancing,
Litigation)

® (Case Plan (i.e. workflow)

® The Partner with responsibility for
the matter

® Work Type

Click Next to continue to the next step.

®

New Matter/Case Wizard X

Enter Matter Description

Description*

Fee Eamer-
Department®

Case Plan*

u must enter a description for the matter

Sale of 1 Main Street, Howth, Co. Dublin

Brian Sweeney v

Conveyancing v

Sale v

Partner* Stephen Keogh v

Previous Next

the

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

® The Expected Bill Date
® The Budget Outlay

Click Next to continue to the final screen.

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

W If you choose to copy details from
another matter, a new wizard will
start. See the next section, Copy
Matter Details for more information.

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

New Matter/Case Wizard X
1 Step 5,
Ref. and Estimate Fee
Enter optional other case reference below.
Old Reference KECDIT vour Reference | k00009
File Ref KeoSte
Estimate Fee 4,000.00 Fixed Fee
Expected Bill Date | 31 Oct 2014 v
Previous Next
@‘: New Matter/Case Wizard x

Ref. and Estimate Fee

13
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Copy Case Details

&

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

(i ‘Copy Case/Matter Wizard X

= Note: As seen in the previous section, the Copy Copy Case/Matter Wizard
Case Wizard may also be started by checking
the relevant box on the final screen of the New oy et o

Case Wizard.

tination matter code where the selected codes has to be copyied

2. Click Next to continue to Step 2.

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

Y This will bring up a matter list which (J—
may be searched as described in :
Chapter 2.

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

®)
x

5. Select the destination matter in the same way.

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

6. Click Next to continue to Step 3, which lists the
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. Copy Case/Matter Wizard v o

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

9. Click Next to continue to Step 4.

14
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10. In Step 4, the Case Associates in the source ® *
matter are listed. Copy Case/Matter Wizard Sep2/6  Step3/5
Type Name/Com.. Address Phone Salicito...  Email CaseC... Mobile

6 Upper Fitzwilliam

11. Again, you may filter or sort the Case Associates . o

to make it easier to select those to be copied.

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

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

14. The procedure for SeleCting and copying the Copy Case/Matter Wizard LD D
actions to the destination matter is similar to
those for copying UDFs and Case Associates.

nt from the SFA. Could yo... 1445
charged 858

12 Oct 2011 ge from Tony. Please call back on 087 25356... 1332
¥ 040ct2011 GO2 Letter to Client 788

Requisitions & Family Home Dec. 1177

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

eq Dec
Initial Sale Letter & Instructions to U ent 449

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 Cop|ed' Copy Case/Matter Wizard Stepdfe  Step 5/6

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

Case Diary Copied

15
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Chapter 4: The Case Diary

What is a Case Diary

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

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

future.

Standard View

Keyhouse Case Management (G - €arol Nolan @ SIS
Home| Case Reports Phonelog Maintain Setup Help
e o0 e @
4 = > ¢ ) ~
\\ﬁ oy J B &/
Newltemw | Print v Capture Generate Complete Action Start Timer Post Time
scvons Documents Accoums
‘,\ P Case:  ABAOD1/0001 4| »| ... | David Abrahams Tel: 01-2902222
ey Family Law Fe: AM
Il Case Diary
[ Document Manager Ignore J| show me
S» Current Client Details
Current Case Details Standard View Preview "
I Other Case Details = Date Time Handler | synopsis Action Co. Description
SRS = T 25)un2014 1251 N Court Date 626 R
Critical Informati = .
W LSRN 0 ¥ 07 May 2014 0336 CN Court Date G26 IS Dear Sirs,
- 11 Dec 2013 1507 CN Re: [KELO0Z/0002 ] Sarah Kelly Debt Collection EMI }:‘
i a/c Ledger =
& Time Ledger ’ 22May 2012 0911 8s Email From:Martina Winters - Draft Civil Bill EMI R
il Debt Ledger 1% 20Apr2012 0918 BS Phone Call to David re Assets Valuation PHE = As dicsussed on the phone T have attached
@ Reserve Ledger 20Feb2012 1151 BS Email From:Martina Winters - Copy Land Folio emt R || theserved Civil Bl for you to review.
@ Undertakings 29Feb 2012 1150 N Email From:Martina Winters - Draft Pleadings EMI R
! 28Dec2011l 1434 BS Review File G616 R
& strong Room Q! i 29 Nov2011l 16146 MW Undertaking Created: apMuD R E"z“thi‘e “"?t' ‘T‘t‘““"“‘ please do not
= esitate to contact me.
% 260ct2011 1505 BS David Abanda PHO 13}
050ct2011 1523 8S Email From:Martina Winters - David Abanda - EMI R
i 020ct2011 1503 8s Letter to Solicitor Jones Smyth Son G03 ® Resards
- e gar
i oroczo11 1502 Bs Letter to Client confirming instructions G0z R €
i 010ct2011 1501 BS Tnitial Attendanc Go1 ®
Brian
Case Diary showing P 018553646
Attachments
o Type | Dacument Version | Date Dacument Class Documents
»| FT Draft civil Bill 1 22May2012  General
S=achOpe] [E  civil Bill (CC) RTA 132 1 22May2012  General G t d
Client/Case €nerate
Time Costing

| CM: Carol Nolan | Friday. 31 October 2014 [11:21

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.

s

®
oy
g

fEsw SEel

hedd PDF for the property

A i N NS NN NN e NN SN P

Sample 2: Standard view with fixed 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.

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

17
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& e Case:  ABAOO1/0001 4[| - | Dwid Abrahams Tok 012902222
8 Famdy Law b ao
M Cose Dary
D Documert Manager WARNING i this e over 10 month { sonore | stow me |
S Current Client Details
 Current Case Detais s standsed view T | Praview .
& Other Case Details I Time Handier | Synopsis Action Co. Description
& dopcae ¥ 1251 o~ Court Date G20 W
8 TR bormeion ¥ W% N Count Date % ®
B tdger ] 110ec2013 1507 N Re: [KELOO2/0002 ) Sarah Kefy Debt Collection ™ ) (. i,
0 T Ladgee o nMyo2 09n s Emai FromMartis Winters - raft Civl 88 ™ ®
£ obt iecger oS Wapro12 0918 88 Phone Call1o David e Assets Vakiation W ®
1 Reserve Ledger V& BFe02012 1S (3 Email From:Martina Winters - Copy Land Folio ™ 1 | SS— PDF for the property
© Wndertakings e BROHR UW N Emai From:Martina Witers - Oraft Peadings ™ B [| in queston. If you havo aay questions

o 1 WOWU 1434 b Review Flo 616 5 || please do not hesitate to cal
 swong Room @O ! ) N 1686 MW Undedaking Created om0 |

L% 604211 1505 ] David Abanda "HO v

© osocn 173 s Emai FromMarting Winters - Dawid Abanda - ¢ ™ W || Regads,

o ) 20a:m 1503 . Letter to Solictor Jones Smyth Son 601 "

] Votoamn 15 s Letter to Chent confirming mstructions o0 )

) Votonn o1 ks Intial Attendance 01 V5 | Brian Sweeney

Enlghtenment Legal Services
Ph 01-2040020

W%
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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.

B e Case:  ABA0D1/0001 4] »| ... | pavid Abrahams
A Client/Case
= N Family Law
4 Case Diary
i Document Manager
%» Current Client Details
Current Case Details Action = Standard View
% Other Case Details 2 [sae M Handler | Synopsis Action Co...
& Associates 5 - - — =
= Instruction Received o Court Date 626 =
€ critical Information - =
Initial Letter and Section 68 & GRIHREE G26 L
@ AvcLed Pre Contract Enquiries =N Re: [KEL002/0002 ] Sarah Kelly Debt Collection EMI R
Afc Ledger ™
@ Time Ledger Draft Contract BS Email From:Martina Winters - Draft Civil Bill EMI )
il Debt Ledger Letter to other Purchasers Salicitor encl. Contrac| 5% Phone Call to David re Assets Valuation PHE A
i Reserve Ledger Contract stage BS Email From:Martina Winters - Copy Land Folio EMI R
@ Undertakings — N Email From:Martina Winters - Draft Pleadings EM R
Closing Documents BS Review File G16 R
H strong Room e Ry MW Undertaking Created: somup R
BS David Abanda PHO =
BS Email From:Martina Winters - David Abanda - r EMI 15
BS Letter to Solicitor Jones Smyth Son G03 R
BS Letter tnCligat G02 2

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

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

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

=
4. Click on the Pin to make it permanently visible.
»
i -
», -
*] Dear Sis,
R on .
" o1
< b
M/”““"‘”WNN/NM’WAA\VN\”'“‘"‘-*“\.M./

W 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.

19
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e Caution: Please read any warnings specific to the file as they could be vital information specific to
this case.

How to Show or Ignore a message

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

Case: | AAADOL/0001 ([ »] .. [AAA Securities Ltd Tel: 012112112
Landlord Dispute Fle: MW

Ignore || show me
Ignore || show me

Ignore || show me

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

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

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

Critical Information Screen to show further information.

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

Only speak to John Dunne with calling this cient

| Show Alert
Account Summary Action Summary
Debtors A/c 7.396.75 Start Date |(76 Jun 2010 ‘ File Colour |
Qutlay A/c 9463 Solicitor | Martina u‘,‘mters‘ Statute Date |
Outlay Budget 0.00 |
v Ul _— Case Status Who | Date Description
Current Outstanding Fees 6025.00
Last Action BS 06 Feb 2012 Review File
Client Afc 0.00
Last Milestone Action
Client Current 0.00
Next Action
Client Deposit 0.00
Last Record Time MW |01 5ep2011 | Client Mesting re issue with planning
Current Locked up value 7.491.38 | Percentage of Estimated Fee ‘
Total Work In Progress 0.00
Write off time 0.00
Fees issued to date 502500 | s |
Fees To Date + WP 502500l |
Estimate Fees 000
Draft Invoices 0.00 I}
Last Bill Date 01 Feb 2012
Expected Bill Date ]
Possible value to the client 0.00
[ Work in Progress
‘ Martina Winters ‘ 8:20 | 000
‘ 0:00 | 0.00
Activity
Research 1:28 367.50
Letter Drafting 1:10 290.00
Attendance 0:35 145.00

@/}/ 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 1453 CM Contract Stage
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Tasks with a Red Dot denote a high priority task.

! I 10 Dec 2013 17:58 CM Draft Contract

Tasks with a Calendar Symbol denote an appointment.

@ r 21 May 2010 1045 BS Appointment

Tasks with a Phone Symbol denote a phone call.

f. I 11 Dec 2013 08:46 CM Phone call re Brief

Tasks with a Broken Yellow Box denote documents processed.

ﬂﬁ 01 Mov 2014 1136 M Searches

Tasks with a Blue Tick denote a completed task.

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

Tasks with a yellow note denote a Note.

01 Mov 2014 11:40 CN Ring Client re. bank statements

Tasks with a hand denote a delegated task.

fe 01 Mov 2014 11:40 M Ring Client re. bank statements

Tasks with a blue arrow denote tasks of low importance.

"r 19 Jun 2010 14:22 BES Check details on file

Tasks with U denote an Undertaking.

@ 01 Nov 2014  11:49 AM Undertaking Created:

Tasks with S denote a Statute of Limitation date or a critical date action.

‘ 'E' ! 27 Sep 2011 2220 BS Statute of Limitations Date = 7,/10/2011

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

I 16 May 2012 11:22 BS Letter to Solicitar re title Letter to Allsop & Browne
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The Case Diary Toolbar

= 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
- = Matter Label 4
Print +
= (lient Label b
- Capture Click on capture to launch the document capture program to
) 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
e Start Timer  Click to start the timer for the current case.
</
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: 012002222
Ffe: CN

Case:  FIS001,0001

1 »

Case Code

Navigation buttons

Search Case List

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.

Case Diary Navigation Panel

W Case Diary

.Ei Document Manager

%» Current Client Details

Current Case Details

¥ Other Case Details

i Associates

%¥ Critical Information

id A/c Ledger
id Debt Ledger
il Time Ledger

g Reserve Ledger

\.J Undertakings

B Strong Room

I cCase Diary

Case Diary

Document Manager
Current client Details
Current Matter Details

Other Case Details

Associates

Critical Information

Accounts Ledger

Debt Ledger
Time Ledger

Reserve Ledger
Undertakings

Strong Room

Case Diary

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 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.

Case Diary Screen
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Amending Client and Case Details

Updating Client Details

1. Open acase in the Case Diary.

% Current Client Details

2. Click on Current Client Details located on the Navigation panel the

following window will appear.

Input the following information as required:

General Input/Amend D Current Client Details X
information on Code [ Anno0L Client Name | Aaa securites Ltd
the client’s ;
General | Client Contacts | Notes | Matters | Cross Ref | Categories | Corporate | Personal | Legal Details | Billing Details
name, address, _ .
Salutation Mr Daly Main contact [ mr Tom Daly
telephone e P Teephore  [ozzaio1t2
num be rs etC Elz H)fbnﬁwk © Fax No 012112113
Mobile 0871111111
Client Contacts Click on Client £-wiil tdaly@gmail.com NPT ... 5
Other ref Daly01 PPS no 89995111
Contacts to . . i ;
ECERInEY Martina Winters v Spouse PPS 789956127
add additional N o .
client contacts Postal Code [ c.publn conty  [puo]
for exam ple /| Approved for money laundering Check i this contact is an organisation Receive monthly statements
the client’s
. ok Cancel
N L e ——"
clientis a

company add an employee’s details.

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

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

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

example a husband and wife.
Categories Click on Categories tab to add the client to a category.

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

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

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

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

Updating Case Details

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

3.

Current Case Detalls ||,cated on the Navigation panel.

Input/Amend the following details as required:

Matter

Admin

Case Associate

Other Details

Input/Amend Current Case Details x

details relating
the matter
description.

any

Client Code | apa001 Landlord Dispute to

Description

Matter

Matter | Admin | Case Associate | Other Details | Archive | Billing Details | Permission | Transaction

Fee Earner Martina Winters || File Ref

Using the drop
arrows amend partner
fee earner, Department
secretary,
partner,
department,
work type.

Secretary hs
Justin Phelan v

the

Litigation | Your referance

Work type -~ Mark as Important

Old reference Statement

Case Plan and Status
|| File colour 2

Case Plan/Type

Case status || Record No

Input (if ok |[ concel
applicable) Old —— Ref,
File Ref, Your Reference.

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.

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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Archive

Billing Details

Permissions

Transaction

=l Note these variables are individual to each case plan type and case.
Remove the tick to reopen a previous archived file.
Click on the Billing Details tab to add information on the billing of this matter.

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

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

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

Click on Defendant or Client tab.

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

= Note the balance will automatically update.

4. Click OK when complete, to update the record.
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Inserting a Statute of Limitations Date

1. Open acase in the Case

. Current Case Details x
Diary.
Client Code | AaADOL Description || andlord Dispute
. Matter 0001
2. Click on Current Case
Details Iocated on the Matter | Admin | Case Associate | Other Details | Archive | Billing Details | Permission | Transaction
case D|a ry ShOFtCUt ba r. Value to client 12,000.00 Estimated fees 7.500.00 Fixed Fee
Started date 06 Jun 2010 v| Exp bill date 13 Feb 2015 v
3. Click on the Admin Tab. Statute date 06 Nov 2014 v ) estimate Given
Deposit name Section 13
Outlay budget 5.000.00 Type L
4. In D r
put a Statute Date o —

click on the down arrow
select a date from the

Only speak to John Durm}a with calling this client.

Calendar. | Show in Alert
Charge Rate Level 1 2 @3 4 5 Effectively Complete
5. Click OK to save the ok || conce
A
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.

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

Case:  AAAD01/0001 4| p| .. | ABA Securities Ltd Tel
Landlord Dispute

: 01211211
Ffer MW

Ignore Show me
Ignore Show me

Standard View 1|

E Date Time Handler | Synopsis Action Co... E
5 . - E
= 6! 27 0ct2014 16108 N Statute of Limitations Date =06 Nov 2014 ADMSD = |
H 06 Feb 2012 10:50 BS Review File G16 =
01Feb2012 1743 BS Invoice No:225 DEO1 =

27



Keyhouse Chapter 4: The Case Diary

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 (€N - Carol Nokan) (@ J [a] @] [=
Home| Case Reports Phonelog Maintain  Setup Help
i — —
@ = -
Add Professional | Print  Print Label
- Case:  BES001/0001 4| ¥ ... | Business Time Limited Tel: 01-6987777
& Client/Case Lease of Unit 33, Eastgate Avenue, Dublin 12.
, Eastg : Ffe: BS
M case Diary
i Document Manager
Fa Current Client Details
Current Case Details
- Type Name/Company Address Phone solicitors Ref Email CaseCode Mobile
2 Other Case Details
@& Associates County Registrar Dublin County Registrar E?J‘;rhg"“m 01-8056231 BES001,/0001
1) Tmation
Lending Institution  First Active plc (First Active) ZDZ:?‘%"ZZE“ 01 4988888 123453 fa@indigo.ie BES001/0001
‘! a=UE » | purchasers James Dillon 2 SlieeRE 01 498888 jdillon@iolie BES001/0001 087 6555555
1 Time Ledger Rathmines,
i Debt Ledger salicitars Allsop & Browne (Allsop & Bro... éfsfr?;’“ St 01 6655777 DENQ0009 allsopbrowne.com | BESO0L/0001
il Reserve Ledger
) undertakings
8 Strong Room
Contact Details Main Contacts Details (if applicable) R x
Narme James Dillon Name
Company
23 Smithfield Park Address
Address | Rathmines
Dublin & Phone
Tasks Phone 01 498888 Mobile
seadvopen Mabile 087 6553555 Email
Client/Case Email jdillon@iolie
Time Costing

| CN: Carol Nolan | Sunday, 02 November 2014 | 12:36

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

Add Professional

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

L Case:  BES001/0001 4| | .. | Business Time Limited Tel: 01-6987777
A Client/Case )
Lease of Unit 33, Eastgate Avenue, Dublin 12. [

Il case Diary
0 pocument Manager
& Current Client Details

Current Case Detals
_ Type Name/Company Address phone solicitors Ref Email CaseCode Mobile
%9 Other Case Details
42 Associates County Registrar Dublin County Registrar E‘:‘:}m:““m 01-8956231 BES001/0001
@ critical Information

Lending Institution | First Active plc (First Active) 21 Main Street 01 4988888 123453 fa@indigo.ie BES001/0001
Donnybrook

‘! cedoey » | Purchasers James Dillon E S EEIRE, 01 498888 jdillon@iol.ie BES001/0001 087 6555555
8 Time Ledger Rathmines,
i Debt Ledger Salicitars Allsop 8 Browne (Allsop & Bro... éf&?ﬂggﬁ S 01 6655777 DEN00009 allsopbrowne.com | BES001/0001
il Reserve Ledger .
) undertakings S

W%WMW

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

Add Case Associate Professional M ox
|
Action -~
I \ - : e,
5 A P — |
v m + ! p_4 L@i =
Import Export | Add Edit Delete | Print Party Print |
Lables
Contact Associate Print
Associate Type Associates
Insurance Coempany ~
Investment Company
Land Registry Code Name/Company Address Phone No | Category | Type Notes
Lending Institution .
Solicitors . )
Local Authority ACTO01 | Actons(Actons) 22/24 Lower Mount Street Solicitors
Other Party "
Solicitors.
Plaintif ADAODOZ  Brian P. Adams(Bria... Cormac Street 0506 21... Solicitors
Public Authorit i
/ ADAOD3  Adams Corporate(A... Solion Solicitors
Purchasers 9 Exchange Place
Respondant (Family Law]
P (Family Law) ADAMO1 | Brian P, Adams(Bria.., 1C/OrS 0506-21... solicitars
é Cormac Street,
i . . Solicits .
‘ olicitors AHEQDL  Marian Ahemn(Mari... ° \uk:r Solicitors
Surveyors Knockvicar
i i 5 Solicits
Third Partie AHEDD2  Aherne SwiftfAhern.. o oo 051 £79.. Solicitors
51 C'Connell Street
Town Agents -
Vendors v|| |aHEROL  Ahemn O'Shea & co.. OGO 6794477 Solicitors
a 5 13/16 Dame Street o
Ok Cancel

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

6. Double Click on the relevant Solicitor to assign it to the case.

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

a
@

Add Professional

3. Click on Add Professional =

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

5. 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

First Name
& Surname: These will

automatically be

inputted from the Dubin s
full name field
amend if required.
Salutation:  Input the Salutation B
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

on the Home tab of the Ribbon.

Action

Contact
Associate Type

Guardian

High Courts
Insurance Company
Investment Company

Land Registry
Lending Institution
Local Authority
Other Party
Plaintiff

Public Autherity
Purchasers

Assaciate

VIT'LI“+.~X k.g’,;%ﬁ

Import Export | Add Edit Delete | Print Party Print

Add Case Associate Professional

Lables L\\)
Print
Associates
~
‘edward
Code | Name/Company | Address
23 Marlboro Street
»|CAREOZ  Edward B. Carey 8., B R 8iEs
Cork
FARODS  Edward Farrell & C... IO
Athlone
FITZ04 Edward Eitzgerald Ballinrobe
) e Co. Mayo
12 Edward Street
HENDO2  Maura E. Hennessy... SR Sree
Tralee

14 Lord Edward Street

Add Case Associate

General | Other Details | Other Types | Notes | Other Case Involvements

Details

Type* | Banks

Full Name | Allied Irish Bank
First Name

Surname

salutation | Sirs

Company | Allied Irish Bank

Title

30

Phone

Z R
New Edit Delete

Email

Code * AIB002

Phone No | 01-5236984
Fax No 01-5962333

Home

Mbile No

E-Mail info@aib.ie
DX Ref

County | Dublin

Postal Code D13

Address

Ok Cancel

Input a Code for this contact e.g. JAC001 for Jackson. If you leave the code blank
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Mobile: Input mobile phone number
E-Mail: Input e-mail address
DX Ref: Input the Document Exchange reference if applicable
Nominated: Tick is 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 [New | the following window will appear.
Input the following details as required: ey x
Associate Code | AIB002 D 8
Name Name: *
Deirdre Nolan
Addressl Address: *
Salutation Sutton Cross
Tltle Dublin 13
E m a i I Salutation Deirdre Phone: 01-8955645
Title: Ms Fax: 01-8955624
Re|ati0n5hip to the associate, E-Mail DeirdreNlolan@aib.ie Mobile: [ 087-083211
Phone number Relationship: | Manager
Fax number NI\‘:::;ger of Sutton Cross Branch
Mobile number
NOtES Ok Cancel
10. Click OK to save. You will return then to the [ oo s o o
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 | e el
will appear stating the contact has been .
added successfully.
Case Assodiate Mansger Lo
o Case Associate AIBOO2 has been added successfully
ok ok e
|
12. Click OK. The Case Associate will then appear in the full list.

Action

VaeadgslrX &=

Add Case Associate Professional

Import Export | Add  Edit Delete | Print Party Print
Lables
Contact Associate Print
Associate Type Associates
Accountants -
Agents
Auctioneers & Code | Name/Company Address Phone No | Category | Type Notes
Eanks Sutton Cross
Barristers 904440 bank of ireland Dublin 13 Banks
Registrar for Births, Deaths & Marriage Sutton Cross
Beneficiary »|A1B002  Allied Irish BankiAll... ' . 01-5236... Banks

13. Then Double click the new associate from the list to assign to this case. The contact will then
be assigned to the case and will appear in the case associate screen of this matter.
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How to amend a case associates details

1. Open acase in the Case Diary.

2. Click on Associates on the Navigation panel.

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

Add Case Associate Professional
4. Otherwise click on Add Professional acton
o Vaeadsi X &=
& Import Export | Add Edit Delete | Print Party Print
Add Professional =
===__| on the Home tab of the Ribbon. Coniael___ Associte pant
Associate Type Associates
Guardian ~ |Edwam‘
5. Click on the category of case associate e g :
Code Name/Company Address
Investment Compan:
you want to add e.g. Bank. e oarer  evard . oy, 2 Meorosest
Lending Institution Irishtown
Local Authority FARO03  Edward Farrell &C... Athlone
6. Search for the associate you want to it s Edward rzgerad | 2ON
a mend . ';:':::::omy HENOOZ | Maura E. Hennessy... Lza:giwam Street
- 17 Lord Edward Street
7. Click on the Edit Tool Lz |; the following

dialogue box will appear. T e e >
General | Cther Details | Other Types | Notes Other Case Involvements
8. Click on each tab and amend the

details as required. v —

General Click on the e [Poome o
Generaltab | 7 o
to amend
details such LTS

Relationship Name Phone Email Address
as name,
address etc.

Details Click on the ——
Detagils tab I
to add personal information such as date of birth, occupation etc.

Other Types Click on the Other Types tabs to see if this associate is a member of

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

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

Notes

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

Other Case Involvements

9. Click OK to save the amendments.

How to Remove a Case Associate from a Case

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

[y Add
3. Right Click on the Associate to be removed. The following menu will 8 et
appear. (% Delete
¢ BxportTo 3

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

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

Print Options

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

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

p— Select a Case Associate and then click Print Label.
Print Label
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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

5]
2. Toview the case plan move
your mouse over Action
located to left of the Case
Diary Screen the Case Plan will
appear.

rON s | F .
il &

4=
3. Click on the Pin to make it

permanently visible.

ECECTIELY

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

<
K &

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

Method 1: Double Click the task you want to generate from the list of

in the case plan.

Method 2: If the task is already in the case diary

1) Click on the task to select it.

2) Click on Generate &

Or

Ko

55

1) Right click on the task

2) Select Generate Documents from the pop-up menu.

= on the case diary toolbar.

34

Add
Edit
Delete
Copy

Copy To

» MoveTe

i3

TeBERerc

Generate Documents
Complete Action
Create Outlook Task
Show Assignments
Assign Action

Take Action

Alarm Action

Alarm Case

Export To

tasks
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Working with Tasks in the Case Diary

How to Insert Tasks in the Case Diary

. . . . Review File [ 1962 ) -0 x
1. Toinsert a task into the diary, Click o
and Drag the task from the Workﬂow ﬂ;\‘}zenewrzo:unfm 3imstT:n:e rE\cte‘ @ Assign Action | T save
41 Cpen Attachmert. o Complete. Bemai
to the case dlary WIndOW The ¥ Play Dictation = print 2 Take Action
. . . Default Actions
following will appear as you drag it. e e
Case BLA0D1/0002 . Sale of 2 Trinity Close, Rathgar, Dublin 6 '
| Drag to case diary to insert action | cton Code( 18 ) ferewre *
Date 04 Nov 2014 V|| Due Date | 04 Nov 2014 v
Subject Review File
. General | Email | Appointment
2. Double Click the Task and change the B — :
date for processing, the subject etc., as Tem [ commercal v
requ”'ed Review File
T
3. Click OK.
Changing Tasks
ok Cancel
000000000004

At times you may want to amend the

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

Double click the task you want to amend and Reen Fle (1362) -aox
. . . Action
the following dialogue box will appear. EE Generte ocment DrostTime e | ok g Ao | 5o
iy Open Attachment o Complete ) Email
& Play Dictation = Print [ Take Action

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

Case Diary

L * 4

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

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

Open Document

Open Action Details

Amend the following details as required

a. On the General Tab amend the following
details:

Default Actions

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

Case BLADO1/0002 Sale of 2 Trinity Close, Rathgar, Dublin 6 '
Action Code | G16 )| B=iEER ®
Date 04 Nov 2014 V|| Due Date| 04 Nov 2014 v
Subject | Review File

General | Email | Appointment

F/e Handler | Carol Nolan v

Team Commercial v

Review File

Ok Cancel

Case
the required case.

Action Code

This will default to the current case; to change click on the J button and select

This will default to the current action code.

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

eveal a calendar click on the required due date.

Date
calendar. Click on the required date.
Due Date Click on the down arrow to r
Subject Click in the subject box and amend as required.
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F/e Handler

Team

Click on the drop arrow to select a handler; it will default to the current
handler.

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

b. Click on the Properties tab to reveal the following screen.

Amend the following details as required:

Action Status

Publish

Publish Status

Priority

Other Properties

Category

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

Review File (1962 )

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

Action
S Generate Document €D Post Time:
i Open Attachment  «/ Complete
¥ Play Dictation = Print

Default Actions

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

Action Status | NA
Publish

® None
publish Only
Export Only
Al

Publish Status

Communication Send

Note & Assign Action

Email

B2 Take Action

~|  Not Applicable
Priority

® High
Normal
Low

Other Properties

MileStone
Complete
gillable

@save

Category

® Action
Note
Appointment
Reminder
Email
Phone Message
Dictation
Undertaking
Statute Date
Critical Date

buttons set
as required.

Documents Processed Court Date

Scanned Post/Mail

This applies
only to data &

thatis or_|| et
published to .
an external source. A tick will appear stating a communication has been
sent.

Select the appropriate priority status.

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

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

The following actions can be
performed in this window

Open an attachment

i Double Click on the attachment you want to open.

ii.  OrClick on Open Attachment |- £ ZEHE RS

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

Add an attachment to a task
i. Click on the Add attachment

45 Add Attachment
box will appear.

The following dialogue

ii. Browse and locate the required document.

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

Amend an attachments properties

i.  Select the document you want to amend.

Document Properties X
Details | File Information
ii. C||Ck on the edit attachment Document Name:  Letter to Lending Institution
- Edit Attach t Document Date: | 04 Nov 2014 v
et ECII achmen located on the toolbar. The Document Class:  Letters/Interparty Correspondance v
fO”OWing dialogue box will appear. L S Documert
g ok cancel
iii. Amend the fO”OWing 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.

Delete an attachment

i.  Select the attachment you want to delete.

£ Delete Attachment

ii. Click on delete attachment

iii. Click OK to confirm the deletion.
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Copy and Paste an attachment

i Select the attachment you want to copy.

i.  Click on Copyl L1 0P

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

iv. Click Paste . The following

attachment properties box will appear.

Document Properties X

Details | File Information

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

Document Class: ~ Letters/Interparty Correspondance v

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

Document Type:  Document

L E| Ok Cancel

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

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

Letter to Lending Institution ( 1956 ) - X
Action
d. Click on the Action Assignments tab | cceeeocament Grostime  now | asign acton | ¢ belete Assignments | S 5ave
to show the assignment history ;:::";;ﬂ:‘*"t 7o S
of the task. See the section on Deiaullicioc esopupent
. . General | Properties | Attachment/Documents | Action Assignments | Other Notes
Assigning Tasks for further : o
. Date Time Date Time Assigne
information. By Action Fer Assigned Assigned | Returned Retumned | By ?
» Carol Nolan(CN) Delegated Brian Sweeney(BS) 04 Nov 2014 18:54 CN
Carol Nolan{CN) Created Carol Nolan{CN) 04 Nov 2014 17:24 CN
e. CI|Ck on the other Notes tab, the Letter to Lending Institution 1955 ) - M X
. . Action
fOIIOWIng screen WI” appear' B Generate Document  €DPost Time . Note @ Assign Action | T save
%4 Open Attachment & Complete 2 Email
IanIt any nOtes yOU may haVe & play Dictation = Print [ Take Action
on the task. Defauit Actions

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

Draft 3 of document]

3. Click OK to save any changes made.
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T Add R
Deleting a Task Edilt
5 Delete
Copy
1. Right Click on the task in the case diary the following menu will appear.

o Copy To
2. Click on Delete | '# Delete Move To

EEU Generate Documents

5 Complete Action

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

Create Qutlook Task

@) Show Assignments
generated. If you click the Yes button, the documents will be deleted. & Assign Action
% Take Action
. B Alarm Action
Copying a Task © Alarm Case
& ExportTo 3

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

Copy

2. Click on Copy

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

4. Click on Paste.

Copying a Task to another matter

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

2. Click on Copy To Eule

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

4. Then Double click to select.

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

Moving a Task to another matter

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

2. Click on Move 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.

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.
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Assigning a Task to Another Handler

1. Insert the task in the case diary.

2. Rightclick on a task the following menu will appear

3. Click on Assign Action.

& Assign Action

4. A screen will appear listing all resources.

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

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

Alternatively to continue to own the
leave the Release Action box
checked.

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

7. You will return to the action
assignment window.

8. Click OK to save the changes.

% Add
W Edit

% Delete
[ Copy

B CopyTo
» MoveTo

B Generate Documents
4 Complete Action

Create Outlook Task

Show Assignments

Assign Action

Take Action

Alarm Action

Alarm Case

resBRee

Export To

Resources

Code

4 ADM
AM
BS

&£ COM

MW
SK

Date |04 Nov 2014

40

Select Resource

¥ Time:

Name

Admin

Anne Mellon
Brian Sweeney
Commercial
Litigation
Martina Winters

Stephen Keogh

19:32

Number of
Due Tasks

-

Release Action

Team

ComM
com
com
LT
L
COmM

Ok

Cancel

task
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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.

A

i)
i)

[l

ase Diary

L\\) Case:  BLADOD1,/0001 4| | ... | Gordon T. Black
RTA Walkinstown Crossroads, G. Black

(H
O
5,

draft

C
Document Manager
Current Client Details

Current Case Details

uonay

¥ Other Case Details
& Associates Lt

&¥ Critical Information

g 4/c Ledger
ig Time Ledger
ligd Debt Ledger

i Reserve Ledger

Date Time Handler
29 Oct 2014 19:52 CN

12 Dec 2013 10:52 CN

25 Apr 2012 1005 BS

20 Apr 2012 14:47 BS

29 Feb 2012 11:51 BS

22 Nov 2011 09:36 MW

10 Nov 2010 14:29 BS

ARG N ppupmns” Nt TN v n oI NN e ARAAAS NN e

Synopsis

Draft Bill Draft Bill No: 264

Undertaking Created:

Email From:Martina Winters - Draft Pleadings
Email To: - RE: Draft Pleadi

Email From:Martina Winters - Draft Civil Bill
Email From:Martina Winters - Draft Pleadings

Email From:Brian Sweeney - Draft Civil Bill

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

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

of a search for “draft”.

5. Click cancel to reset.

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

bar.

How to sort and filter the Case Diary Columns

1. Open a case in the Case Diary.

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

How to filter Case Diary Columns

1. Open a case in the Case Diary.

2. Move your mouse to the required column heading.

3. To view a list of filter categories

T
Mclick on the pin and

the required category. See the following example.
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How to view all documents on a case

1. Open a case in the case diary.

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

Home| Case Reports Phonelog Maintain  Setp  Help

- | dobe PDF viewer
-~ I ey
print | Properties Rfclassify Email | Compile Brief
oecfmeme aner preview Compare
Case:  BLA001/0001 «|»| ...| Gordon T. Black Tel: 01 476664
RTA Walkinstown Crossroads, G Black Fe: Bs
M case Diary
I Document Manage N Standard view T | Letter to Client a1
% Current Client Details
Type |Document Name Version |DiaryDate |Date ¥ |Document Class Source From To
Current Case Details S . Gordon T. Black
e —— Letter to Doctor 1 04 Nov2014 04 Nov 2014  Letters/Interparty Corr... Case 23 Ellis Park,
c 4 v 2014 04 v 2014 y Rathmines,
& Associates fiZ | Letter to Doctor 104 Nov2014 04 Nov2014 Letters/Interparty Corr.. Case Ratini
T AR [iZ | Letter to solicitor 1 04 Nov2014 04 Nov 2014  Letters/Interparty Corr... Case ublin 6.
[iE | Letter to Solicitor 104 Nov2014 04 Nov2014 Letters/nterparty Corr... Case
i@ a/c Ledger fiZ | Letter to John bunne 1 04 Nov 2014 04 Nov 2014  Letters/Interparty Corr... Case
& Time Ledger , Letter to Client 1 04Nov2014 04 Nov2014 Case
i Debt Ledger fiE | Letter to Client 104 Nov 2014 04 Nov 2014 Case OURRIF YOURRIF DATE
L) e et iE | contracts version 2 104 Jun2014 10 Dec2013 Document Received E-m.. BSHbBLAGOLO0OL 1234T 04 November 2014
(L Uy s 7 | Tips for using Gmail 1 14 Nov 2013 09 Dec 2013 | General Received E-m... mail-noreply... | Keyho
7 | Microsoft Outlook Test Message 1 14 Nov2013 09 Dec2013 General Received E-m... training.keyho... Traini .
W strong Room Re: RTA Walkinstown Crossroads, G. Black
@ |imageoot 127 Nov 2013 09 Dec 2013 | General Received E-m.. melinda@key... | Trainit
7 | Gordon T. Black RTA Walkinstown Crossroads, G 1127 Nov 2013 09 Dec 2013 | General Received E-m.. melinda@key.. Traini| | De MrBlack
B keyhouse 112 Dec2013 05 Dec 2013  Letters/nterparty Corr... Captured
[ | 20090820191608sharpscanner@keyhouseiie_200... 1 11Dec2013 05Dec2013 Document Captured o
Yours sincerely,
[ | eenefits of working paperless 1 28 May 2014 05 Dec 2013 Docurnent Captured
[ | sriet_Gordon T Black RTA Walkinstown Crossroa. 1 11Dec2013 11Apr2013 General Captured
[ | Brief RTA Walkinstown Crossroads_G. Black_1 1 11Dec2013 11 Apr2013 General Captured
1

al Statement 2 e tur,

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.

Case:  BLADD1,/0001 4| p| .. | Gordon T. Black
RTA Walkinstown Crossroads, G. Black

Case Diary

& Document Manager pleading Standard View ||
%, Current Client Details
’ Type | Document Name Version | Diary Date Date ~ | Document Class Source From To
Current Case Details o
- _ . 3 [_ RE: Draft Pleadi 1 20 Apr 2012 20 Apr 2012 Document Sent E-mail Martina Winte...
¢ Other Case Details =
B Assodiates F': blac01-0001 1 25 Apr2012 17 Apr 2012  Memo Received E-m.. Martina Winte.. 'Marti
5 .
€9 Critical Information [_ Draft Pleadings 1 25 Apr2012 17 Apr 2012 Document Received E-m.. | Martina Winte.. 'Marti
)= blac01-0001 1 22 Nov 2011 |22 Nov 2011 Document Received E-m... Martina Winte... marti

W~WWWMW\M}WWNWW

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

5. Double click to the open the document.

=l Note: For information on the document manager see Chapter 16.
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Processing Documents

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

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

What type of information is requested when processing documents?

You may be asked to 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

PwONE

Select Documents to be processed

Some documents are optional. Users are given
the choice to select the documents they want | & P seten == {0
process. The fO”OWing will occur: Tag document for processing.
search || ﬂ Clear
1. A Document Selection dialogue box will AucT Letter to Auctioneer? N
GENGO2A Letter to Client ? N
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

44|42 |0 Lu »
Some documents may request the user to Teg/UnTag Cancel input
a name. If this is the case the following will
occur.
. . . Document File Name Required

1' The fOIIOWIng dlalogue box WI” Matter: BLA001/0001  Gordon T. Black

appear requesting the user to input a RTA Walkinstown Crossroads, G. Black

document name. Input an Document Name Cance

approprlate name. Class/Category:  |CLI J

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.
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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

When processing a document you may be asked to add case associates or professionals to a case. Once

they are added they are visible in the Case

Associates section of the Case Diary. B . o mmm@
Select the Solicitors to be copied with this document?

Example 1: Letter to Solicitor- Searching and '_| seq llzif::“mwne ;ZZEZYE — ;ij:;:ﬁ S I
Selecting an existing case associate [ 2 Eoward ounne & co. Edward Dunne & Co. 1 Main StreetLaraghCoWickiow __ Solcitor
In the following example the case associate is B a
solicitor and the document being processed isa
letter to solicitor.
1. The following dialogue box has appeared

requesting the user to select a Solicitor L, -

for this letter.

2. There is two solicitors assigned to this
case you can tag the solicitor provided
then click on the amend button

A Change

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

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

Tag All UnTag All

UnTag

Invert

Filter On

Continue

General | Associate Contact | Details

Details

Type® solicitors

Full Name = Nicholl & Digham
First Name

Surmame

Salutation Sirs

Company

Title

23 Main Street
Blackrock

Address County Dublin

Specific Information for case
Other Side Details

Our Code

Other Reference

44

Add Case Associate

Other Details | Other Types | Notes | Other Case Involvements

Sequence

Code* 904449
Phone No
Fax No
Home
Mobile No
E-Mail diit@nicholl-solrs.ie
DX Ref 768954 Blackrock
Nominated

County

Postal Code

Insurance Details

Our Code

NAN/DCB007/1234 Insurance Reference

Ok Cancel
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5. Ascreen will reappear listing the solicitors on the e ——
case. B & A = Solidtors Matter:  BLAOO1/0001
Select the Solicitors to be copied with this document?
. [seq [ name Company Address Type
6. Check the appropriate box(es) to tag the T 1| Albop & Browe Alsop 8 Browme |2 Bogaott SreetDubln? Sobitors
. '] 154 2 Edward Dunne & Co. Edward Dunne & Co. 1 Main StreetLaraghCo.Wicklow Solicitors
required solicitor(s).
b
=l Note If you tag two solicitors two
documents will be generated.
7. Click Continue.
8. Word will open displaying the letter to solicitor. “H
Tag All UnTag All Tnvert
UnTag Filter 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.

Example 2: Letter to Doctor — Setting up a new
case associate e _ =
& Doctors Matter:  BLACO1/0001
Select the Doctors to be copied with this document?
In the following example the document seq [ Name Company Address Type °
being processed is a letter to Doctor, the
Doctor is not present in the case associates o]
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.
el | ol
Tag All UnTag All Tnvert
2. No doctors have been assigned to this Fiter On Continue
case so the user needs to add one.
A Case Associates
. . & A = saved Queriesfal Records 7] ‘
3. Click on the Green Plus with the yellow P, PE— <[]
folder B8l and the following screen will o ] L e —
appea r. 26217:1 E:?::L::(B)\nggs() 1:2 252222 Church StreetDublin 12 | 4566777
QUIROL  John Quirke ( John Quirke) The High StreetCo Kerry 21213112
SLI003 Slievemare clinic ( Slievemore clinic)| StillorganCo Dublin 01 2001111
4. The doctor the user wants to write to is
not available on the list so a new doctor b
needs to be setup.
W Remember to always perform a e s s [ e A s ]| -
search to ensure the case associate is
not already on the system.
5. Click on the Green Plus IEI 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.
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A Select Case Associates M

B & a = Doctors Matter:  BLA001/0002

Select the Doctors to be copied with this document?

Seq MName Company Address Type

1 John Quirke John Quirke The High StreetCo Kerry Doctors

Ll | ol

Tag All UnTag All Invert

UnTag Filter On Continue

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

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 its already
present in the case associates.

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

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

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

3. Save any changes and Print as required.

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

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

Message

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

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

-103 CAMOD /0002 Teny & Marie Campbel
= Tony & Marie Campbell

No | lanore |

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 A Update User Variable I =
PrO perty General ‘Propemes

BLAQO1,/0002 Gordon T. Black
sale of 2 Trinity Close, Rathgar, Dublin 6

1. Input the answer in the input box Secretary's Reference

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 e e o
case details screen.
6' To amend CIiCk on the A Client/Case o [sLscotsons - faolgd;”leTi‘naigfc\use Rathgar, Dublin 6
other case details shortcut |57
%, Current Client Details
al Dther Case DEtE”IS s [u;rer\t[aseDet‘aHs Group -
Zp Other Case Details Detail Value
available on the case diary  |5&== « Group:
. t I Th List the Contents passing with the house (if any). None
. Contents NOT passing with property ? (if any) N/A
naVIga lon pane ) . e :_’r‘/‘ LTZZ > Sale Price cfpripertygte.g. fuo;ug.tm ’ 200,000.00
‘me Ledger Deposit Amount in full (e.g. 10,000.00) 2 20,000.00
fOHOWIng screen WI“ B8 Debt Ledger DeSmp(lun of the pmp[e:y for the Cintract in the property known as Folio 1234
appear. :z:;z::::fer Titie Deeds to be listed in Documents Schedule in the Cortract, EZEi:ijZ:;”ge
Is the property serviced with drainage? "Yes” or "No Yes
B 5t oo, Is there a Telephone service (Yes or No)? Yes
v ver Rt
% Maintain Other Case Details X
. . . General | Propertiét
7. To edit Double click on an item, make
your amendments and click Ok to save fAcOy/posz - Gerden . Black ,
sale of 2 Trinity Close, Rathgar, Dublin 6
them.
Contents NOT passing with property ? (if any)
The next time any document o g oo
containing this field is generated, it will
include the amended answer.
Ok Cancel
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Working with Documents already Processed

Marking a Task as Complete

Tasks after being generated % 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 [« qyailable on the Home tab of the Ribbon. A tick on a green disc will
be shown beside the task/action, indicating that it is complete.

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

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

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

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
D Do 54 Draft Contract

[ ox |
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 Management

1251 N Court Date

uag
F3

0836 ™ Cout Date 15 | DearSis,

€203 1507 N Re: [KELO02/0002 | Sarah Kelly Debt Colledtion e

2Mym2  09n B Email FromMarting Wirters - Draft Civl Bl

PHE = As dicsussed on the phone | have attached
the served Civil Bill for you to review

sowun G| Ifyouhave any questions please do not
|| hesitate to confact me.

M strong Room

Regards,

Brisa

P 01-8899666

ument version | Date

e Decument Class
Draft Ciil Bill 1z

2 Genera

| CH: Carol Nolan | Friday. 31 October 2014 | 1121 _g

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

W 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

» F‘-'_i LettertoLendlngInstltutn_u Properties

appear.
¥ History

2. Click on properties and the following dialogue box

W|” a ppear Document Properties x

Details | File Information
3 Amend the document name and class as required Document Name:  Letter to Lending Institution2
) ) Document Date: | 04 Nov 2014 ~
Document Class:  Letters/Interparty Correspondance ©

4. Click OK when complete.
Document Type:  Document

5. A message will appear asking you to confirm the o o Cancel

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.

Home | Case Reports Phone Log Maintain - Setup  Help

s’ A o0 YaX
¥ = ( o © ©

MNew Item Print « | Capture Generate Complete Action| Start Timer Post Time

Actions Documents Accounts
"K - i Case:  ABADD1,0003 4| p| .. | David Abrahams
2 Sale of 22 O'Connell Street, Dublin 1

M Case Diary
D pocument Manager
% Current Client Details

Current Case Details 5 Date Time Handler | Synopsis
% Other Case Details 2, 01 oNovou 113 'AM Undertaking Created:
& Associates BE 02 Nov 2014 17:16 CN Initial Letter and Section 68
&¥ Critical Information B3§ 02 Nov 2014 1708 CN Initial Letter and Section 68
01 Oct 2014 17:08 CN Instruction Received

id A/c Ledger

i@ Time Ledger
g Debt Ledger
i@ Reserve Ledger
( ) Undertakings

B Strong Room

3. Any Undertakings in the case will be displayed.

Home| Case Reports Phonelog Maintain - Setup  Help

Print | Add Edit Delete Discharge
Undertzkings
‘_\ e — Case:  ABADO1,0003 4| »| .. | David Abrahams
client/case Sale of 22 O'Connell Streat, Dublml}

W Case Diary
Ij Document Manager
% Current Client Details

Current Case Details Date Type Who value Details
¥ Other Case Details S
— i » (02 Nov 2014 Financial ABC Accountants (ABC Accountants) 1,000.00 Pay for copy of files
& Associates
& Critical Information 02 Nov 2014 Financial Abercorn (Abercorn) 5,000.00 Deposit to be returned

i Ajc Ledger

ifl Time Ledger
id Debt Ledger
i Reserve Ledger

WE}W/M%W‘MNNW

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

1. Goto the Undertaking screen.

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

3.

Comment to Ledger:

Date

Diary Warning Date

Type

Given or Received
Commercial

Authorised by FE

Undertaking to

Who
Details
Value
Status

Dealing Number

Input the following Information

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

) Add Undertaking X

This is actual date
of the
undertaking. Click

the J button to
select a date from
the calendar.

This is the date the | = .
Undertaking
Action will appear .
on the Fee Earners
Task List as a To
Do Item. This will
default to a

Ok Cancel
]
system warning date to amend click on the down arrow to view a calendar and

select a date.

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

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

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

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

This will default to the selected case associate.

Input a description of this undertaking.

Input the amount the undertaking is for.

Click on the down arrow and select the required status.

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

Home| Case Reports Phonelog Maintain - Setup  Help
i I | | ‘
— ‘ s
Print | Add Edit Delete Discharge
Undertzkings
Case:  ABADO1,0003 4| | .. | David Abrahams
Sale of 22 O'Connell Street, Dublml}
W Case Diary
Ij Document Manager
%» Current Client Details
Current Case Details Date Type Who Value Details
¥ Other Case Details L
i » (02 Nov 2014 Financial ABC Accountants (ABC Accountants) 1,000.00 Pay for copy of files
& Associates
&¥ Critical Information 02 Nov 2014 Financial Abercorn (Abercorn) 5,000.00 Deposit to be returned
i Ajc Ledger
ifl Time Ledger
id Debt Ledger
id Reserve Ledger
MW/%WMV

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]

Home| Case Reports Phonelog Maintain  Setup Help
‘“.}’ [~ 188
p— J :\—{j
New Item = Print = Capture Generate Complete Action Start Timer Post Time
Actions Decuments Accounts

L. . Case:  ABADO1/0003 4| #| .. | David Abrahams
5N, Client/Case Sale of 22 O'Connell Street, Dublin 1
M Case Diary
) pocument Manager
$» Current Client Details

B et Case Detais Y Date Time Handler | Synopsis
2 Other Case Details » Q ! 02 Nov 2014 18:13 AM Undertaking Created:

(1943) -0 x
5. To view the Undertaking details double | o oronmme e
1 H i Open Attachment Email
click the task the following Change e o
Default Actions

Action dialogue box will appear.

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

sale of 22 O'Connell Street, Dublin 1

Case ABADO1/0003 ' L
Action Code | ADMUD Undertakings [ @
Date 02 Nov 2014 | Due Date| 02 Nov 2014 h
6. Click OK to close. e
General | Email | Appointment
Ffe Handler | Anne Mellon
W Tip: To edit go to the Undertaking Tean [ Commerdal * ‘

screen. Then double click the
required undertaking, amend and
click OK.

Undertaking Created:

Date: 02 Nov 2014

Type: Financial Given

Authorised By: AM Anne Mellon

Undertaking to: AIB002(Allied Irish Bank (Allied Irish Bank))
Details: Release Funds

Who: Allied Irish Bank (Allied Irish Bank)

Value: 10000.00

Status: Pre Registration

Dealing Number:

Cancel
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How to Edit an Undertaking

Go to the Undertaking screen.

Double Click on the undertaking
to be amended. The following
dialogue box will appear.

Amend as required.

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

Click OK to save the changes.

General | Extra Notes | Undertaking Logs

Client: BLAOOL Add As Comment to Ledger

Matter: 0001 RTA Walkinstown Crossroads, G. Black

Date 12 Dec 2013 v|  DiaryWaming Date |12 Dec 2013 v
Type Given or Received Commercial or NonCemmercial
Financial ~ ® Documents Given @ Received Commercial NonCommercial ®

Authorised Fee Eamer | CN v|  Carol Nolan

Undertaking To TSBOOL v|  Trustee Saving Bank

Who

Trustee Saving Bank

Details

overdraft

Value 5,000.00 Desling Number

Status v

Edit Undertaking

ok Cancel

How to Discharge an Undertaking

Go to the Undertaking screen.

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

Home| Case Reports Phonelog Maintain

= @eled &

Print v Add Edit Delete Discharge

Setup  Help

i Reserve Ledger
0 Undertakings

(@ pischarge

&) Bxport ¥

box.

discharge date lodged against.

= Note It cannot be edited beyond

= Note: Not all users will have permissions to

discharge an undertaking.

Input a description in the discharge description

Click OK you will then return to the undertaking
screen where the undertaking will have a

Keyhouse Case Management

ABC Accountants (ABC Accountants)
Abercorn (Abercorn)

Alied rrish Bank (alied Irish Bank)

Undenakings
Case:  ABADOL/0003 4| »| .. | David Abrahams

i Sale of 22 O'Connel Street, Dublin 1
M case Diary
[ Document Manager
$» current client Details

Current Case Details Date Type Who
Z9 Other Case Details
02 Nov 2014 Financial

& Associates
€ critical information » | 02 Nov 2014 Fremsl N
@ A/c Ledger 02 Nov 2014 Financial | &8 Add
i Time Ledger (2 Edit
i@ Debt Ledger (&4 Delete

R T N NI e POV et s e N e
Click on the Discharge; the following dialogue box will appear displaying the undertaking.

o - carol

Nolsn

Value Details

1,000.00 Pay for copy of files
5000.00 Deposit to be returned
10,000.00 Release Funds

Discharge De:

this point.
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Undertaking Reports

Undertakings by Matter
3.
options:
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.

5. Click on Run the following report will appear.

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

Click on Undertakings by Matter the following screen will

= Undertakings By Matter
= Undertakings By Client

Undertakings by Matter EN]
Enter Parameters
Undertakings Up To Date 04 Nov 2014
Matter Code BLAOOL/0001
Not Discharged, Discharged, All
Run aClose

() View Report = | B |
wPoC LPDF XIS
=Rl e
~
Soo Grabbit & Runne
Undertakings Report For Matter BLA001/0001 Data Dol
Up To 04/11/2014
Undertaking Dealing -
FE Matter Date Type AuthBy (oS GivenRec Status
BLAO01 Gordon T. Black
BS BLA001/0001 10/12/2013  Document MW Given
RTA Walkinstown Crossroads, G. For: Allsop & Browne To: Allsop & Browne
Title deeds
12112/2013  Financial CN Given
For: Trustee Saving Bank To: Trustee Saving Bank
overdraft
Number of Financial 1
Number of Document 1
Total Count of Undertakings: 2 Financial Value:
v
< >
Page1of1  Main Report =3 | 100% | =¥

6. Click on print

®  Clickon Doc}ﬂ to open a copy to Word
®  Click on PDF IE to open in Adobe.
" Click on XLS Iﬂ to open a copy in Excel.
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How to view Critical Information and Print Reports

1. Open the required case in the Case Diary

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

Home| Case Reports Phonelog Maintain  Setup  Help
=
—
Print ~
& Cs Case:  BLA001/0001 4| »| .. | Gordon T. Black
&, Client/Case RTA Walkinstown Crossroads, G. Black
i case Diary
[ pocument Manager
%, Current Client Details Only talk to Gordon Black Senior
Current Case Details
. /I Show Alert
29 Other Case Details ow Ale
AR S Account Summary Action Summary
€ critical Information Debtors Afc 14735 Start Date |oa May 2010 | File Colour ‘
Outlay Afc 333661 solicitor | Brian S-meene;.'| Statute Date ‘ 18 Apr 2015
18 /e Ledger Outlay Budget L oco| & = —
@ Time Ledger - Case Status Who | Date Description
Current Outstanding Fees 12178
i Debt Ledger Last Action 85 |08 Apr2015 | statute of Limitations Date = 18/04/2015 Changed From 25/03/
Client A/ 002
8 Reserve Ledger ClentAe Last Milestone Action
Client Current 002
Q) Undertakings Crem Next Action MW |10 Dec2013 | Undertaking Created: Date: 10/12/2013 Type: Document Given
Client Deposit 0.00
Last Record Time SK |24 Nov2011 | Attendance
& strong Room Current Locked up value 7.043.13 | Percentage of Estimated Fee ‘
Total Work In Progress 355917 - ‘
Write off time 0.00 Description | Value Who | Given/Received
Fees issued to date 60635.00 | |y ‘ Title deeds 000 Allsop & Browne | Given
Fees To Date + WIP 64,194.17 |l ‘ overdraft |5,00000 |Trustee Saving Bank | Given
Estimate Fees 000
Draft Invoices 0.00
Last gill Date 12 May 2011
Expected Bill Date v
Possible value to the client 0.00
Work in Progress
Stephen Keogh 521 127367
Martina Winters 401 804.00
Brian Sweeney 426 707.50
16:30 355917
Activity
Document Drafting 446 1,180.00
Advice 330 87500
Tasks
Court Attendance 401 804.00
Search/Open - -
Attendance 111 2947
CELEEE Letter Drafting @10 1250

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

&

Print_ =
=. Activity Report
4. Click on the Report required = Case Summary Report
= Matter Label 3
= (lient Label »

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

Summary Report  Click on Case Summary Report
The current case code will appear amend if required.

Then click Run.

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

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

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

e Chapter 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

57



Keyhouse

Chapter 5: The Task Manager

Chapter 5: The Task Manager

When you log in to the new version of the Keyhouse Destkop 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 Reports Phonelog Maim
NS M o0
v ok > A
L — J B
New Item » Print Capture Generate Complete Action
ctons Documents
[ Tasks Handler [SREINCEUIG % Oy
& wytasks
& Team tasks Date
— AL 04 Nov 2014
T} Day's tasks
7] Next week's tasks B | @ Em
) Next month's tasks
@ overdue tasks B 04 Nov 2014
Q@ outstanding tasks
5 Last week's tasks ¢ 04Nov20l4
T Last month's tasks
. ¢ 04Nov2014
& Alltasks
© My Overview B 04 Now 2014
B 04 Nov 2014
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 04 Nov 2014
B 04 Nov 2014
1S B 03 Nov 2014
Search/Open
B 03 Nov 2014
Client/Case
Time Costing

Time

19:31

19:09

19:07

18:16

18:15

17:26

17:25

17:25

17:24

17:24

17:19

17:11

17:03

17:03

16:55

16:52

16:44

16:35

Toolbar

Case Code

GLEO01/0001

GLEQ01/0001

ABA001/0003

BLAO01/0002

BLAO01/0002

BLAO01/0002

BLAO01/0002

BLAO01/0002

BLA001/0002

BLAO01/0002

BLAO01/0002

BLAO01/0002

BLAO01/0001

BLA001/0001

BLAO01/0001

BLAO01/0001

BLAO01/0001

BLAO01/0001

BLAO01/0001

ABA001/0003

ABA001/0003

Count=60

Search Box

Handler | Team

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,
Gardon T, Black

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

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

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

RTA Walkinstown Crossroads, G. Bl
Gordon T. Black

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

RTA Walkinstown Crossroads, G. Bl.
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 o9 o 7 T T T

o

¢ T V| T T TV T T

b

Preview Iy
Letter to Lending Institution

OURREF YOURREF  DATE
BS_HB BLA001/0002 04 November
2014

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

Document
Preview Pane

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

o

New em «
Actions

Generate

-

Complete Action

New

Printer

Capture

Generate

Complete
Action

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

Email
fi# Appointment
%, Phone Message
& Dictation

=| Draft Invoice

= Request Cheque

A, Conflict Search

Click to print a reports on your task list.

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

Click to generate a document for a selected action.

Click to mark a task as complete.
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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
8 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 |+ |[JREN 08 Nov 2014 |v 1 Select a range of dates.
7] Mext week's tasks Click to view next week’s tasks.
St 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.
% Last month's tasks Click to view Last Month’s outstanding tasks.
% All tasks All Tasks shows all outstanding tasks
& My Querview 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 o vien
appear. Critical Dates

Delegeted Tasks
Dictation

High Priority ltems

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

Scanned Post

Statute Dates

How to Show/Hide the Preview Pane

1. Move you mouse over Preview to the located to 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 toreturnit to

floating.
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Searching, Sorting, Filtering and Grouping Tasks

How to Search the Task list

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

type.

Review

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

list.
FELLIE @ Carol Nolan v OutStandina Onlv
Review Standard View
Date Time |Case Code Handler | Team |From | Client/Case{Matter) Action Diary Date
Charlie Gleeson . . ™
» ] :
3P 04 Nov 2014 1931  GLEDD1,/0001 CN COM CN Lease of South West Georges Str... Review File 04 Nov 2014 "
Gordon T. Black . . P
" ; 16 v ';
i 04 MNov 2014 18:16 | BLADO1/0002 CN COM | CN Sale of 2 Trinity Close, Rathgar, D... Review File 04 Nov 2014 =
Gordon T, Black . . -
] y ; 2014 ’ 1 ¢ 2014 [
- 04 Mov 2014 18:15  BLADO1,/0002 CN CoOM CN Sale of 2 Trinity Close, Rathgar, D... Review File 04 Nov 2014 | o
Gordon T. Black . T
' ¢ 36 A ; r (!
i 28 May 2014 0836  BLAOO1,/0001 CN COM | CN RTA Walkinstown Crossroads, Ge.. Review all contracts 28 May 2014 [
sarah Kelly . . -
] 2014 p ¢ 2014 %
- 07 May 2014 11:49 | KELOOZ2,/0001 CN CoOM CN Purchase of Property Review File 07 May 2014 | o
B 07 May2014 1135 OCOOOLDO0L CN  com oy o Cennor File Review 07 May 2014 R
Y = John ©'Cannar V John Smith Y '
N _ . sarah Kelly . . _ .
- 26 Dec 2013 1204 | KELOOZ2,/0001 CN CoOM CN Review File 26 Dec 2013
Purchase of Property
19D elinda F\tngran -

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

How to Sort Column Headings in the Task Manager
3. Click on the required column heading to sort by that column.

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

Handler [EIJINGEINIIN % Outstandina Onlv

How to Filter the Task Manager [ [emm Tl |
» 3 04 Nov 2014 18:16  BLA0QL/0O( (Non blanks) Mo

: 04 Nov2014 1815 sL;oul/um%MZi//zgg M

4. Move your mouse to the required column heading. & CiNovz 125 BLANLA et M ©
. . . . . . B osnerone 325 BLAONt pnncey | M

5. Toview a ||St Of f||ter Categorles Case Code Clle on the pln P RPN Etéﬁﬂl/ﬂﬂ‘:-cf;ﬁs;l ol
select the required category. See the following example T L i VR

& otz w2 aoneot AUEEL [

B oszois s awone TOUEL M G

& onmon T oned LIPS M
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How to Group by a column heading in the Task Manager

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

RENGIEE Carol Nolan v OutStandina Onlv

Date Time |Case Code Hondlar [ Tnam | Eeam | Client/Case(Matter) A
8] sort Ascendin
z h 9 Charlie Gleeson
» 1= : i
- T iy 2 WEL ElE 2| sort Descending Lease of South West Georges Sir... A
Charlie Gleeson
&g P 04 Mov 2014 19:00  GLEDD1/0( L
2, Group By This Colurrfg Lease of South West Georges Str...
o . ) = _ David Abrahams
ﬂ11 04 MNov 2014 19:07  ABAQOL/O Show Group Panel Sale of 22 O'Connell Street, Dubli... |
Show Column Chooser
Gordon T. Black
(] n -
b DRICY2OT ZE=LERBEAO LI = BestFit Sale of 2 Trinity Close, Rathgar, D... )
[ , ) Eest Fit {all columns) Gordon T. Black
- 04 Nov 2014 18:15 | BLAOD1/0( - - Sale of 2 Trinity Close, Rathgar, D... A
? Filter Editor... [
o ) ordon T. Blac
&h 04 Nov 2014 6  BLAOO1,/0002 CM COM  .C e of 2 Trir ) L
6. 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
v » Case Code: AAADDL/0001
» Case Code: AAADOL/0003
4 Case Code: ABA001/0001
7. To expand/collapse a ==
. ¥ 25un2014 1251 ABAOOLO001 CN COM  CN Da"‘f,‘mrahams Court Date
group click on the Family Law
arrow to the left. See ¥ 07 May2014  08:36 ABADOLD001 | CN coM N E:;;‘iﬁ:c:hams Court Date
the following example. e SO BN

Standard View || |

8. Toreturn to the standard view click on

View

the view tool located on the search bar. sandrd e
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 B Generate Documents
Documents from the pop-up menu.

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.
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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

s 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-up menu. The following screen will appear.

B alarm Action

@ Maintain Taskalarm X
2. Using the drop down arrow set a Date | mattercode sLa001/0001 Assign To

Alarm Letter to Solicitor @ Carol Molan
3. Input a Time for the alarm. Date 04 Nov 2014 v| Time 515 All Delegates

Letter to Solicitor Delegates
. . Carol MNolan

4. Assign it to yourself or all delegates.

Text
5. Click OK.

OK Cancel

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

@ alarm Case
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How to Push a Task

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

up menu.

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

How to Tag All Tasks
It is possible to Tag (or select) all the actions in your task list so that you can mark %}" "jd
- K 2 Edit
them as Complete, Generate Documents, View Documents or Print Documents. ® Delete
Open Document
1. Rightclick in the task list, to see the pop-up menu. B Generate Documents
= Print Document
. & Pplay Dictation
2. Click on Tag All. s TEQ All % Complete Action
*  Push Action M
W Tip: To UnTag right click and click on UnTag All s Tag Al e vl
. 4 wd ag A @ Show Assignments
& Assign Action
3. Right click again in the task list to bring up the menu again. B2 Take Action
Alarm Action
4. Click on the required function e.g. Complete Action. © ilaz-;rr:”Case
"o UnTag all
| ExportTo 4
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How to Add a New Item

Add Action
Action

1. Click on New Item on the Home tab. The following options will appear.

Click on required item eg. Note. The following window will appear.

B Generate Document D) Post Time . Note @2 Assign Action | % Save
i Open Attachment o Complete ) Email
& Play Dictation = Print 2% Take Action

Default Actions
General | Properties | Attachment/Documents | Action Assignments | Other Notes
@2 BLACO1/0002 | Sale of 2 Trinity Close, Rathgar, Dublin 6
Action Code

Date 09 Nov 2014

+| Due Date | 09 Nov 2014
Subject

General | Email | Appointment

F/e Handler | Caral Nolan

-
Team Commercial

Ok Cancel

3. Enter the following details:

Case

matter list. Select the required case.

Date
Due Date

Subject Input a subject

Team

Description Input a description in the box provided.

4. Click OK to save the changes.

67

Click the down arrow and select a date from the calendar.

Click the down arrow and select a due date from the calendar.

The current case code will appear; to select a different case, click the J button to see the

Action Code Click on the J button to see a list of actions, and select the required task.

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

The team will default to your team amend if required using the down arrow.
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How to Edit a Task

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

2. The action will open for editing.

Letter to Solicitor { 1964 ) - M X
Action
B Generate Document €D Post Time Note @t Assign Action | T Save
45 Open Attachment « Comple Email
& Play Dictation = Print [ Take Action
Default Actions
General | Properties | Attachment/Documents | Action Assignments | Other Notes
Case GLEOO1/0001 Lease of South West Georges Street
Action Code | GO3 .| Letter to Solicitor 7
Date 04 Nov 2014 ¥ || Due Date | 14 Nov 2014 b
Subject Letter to Solicitor
General | Email | Appointment
F/e Handler | Carol Molan
Team Commercial ¥
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.
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
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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.estGeorgesStr 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.

Letter to Solicitor { 1964) -0 x
. . rctio
How to View the Assignment e ; ; :
[ Generate Document @) Post Time . Note @ Assign Action | g Delete Assignments | T Save
. i Open Attachment  + Complete ! Email
H|5t°ry Of a TaSk & Play Dictation = Print [ Take Action

Default Actions Assignment

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

1. Right click on a task and select Show Y PR oe tme  [ome  tme [asagnec
. Assigned Assigned | Returned Returned  |By
asslgnments from the pop_up menu. 4 Carol Nolan{CN) Delegated Stephen Keogh(SK) 04 Nov 2014 19:39 CN
Carol Nolan{CN) Created Carol Nolan{CN) 04 Nov 2014  13:09 CN

2. The following screen will appear
displaying the history of the task.

How to Assign a Task to Another Handler

1. Rightclick on a task And select Assign Action from the pop-up menu. The following screen will appear
listing all resources.

Select Resource x
2. Select the resource you want to assign the Resources
task to. Date |09 Nov 2014 ¥| Time: 13:05
3. Check the box marked Release Action to
remove the task completely from your task Code Neme pumper & Team
list. Alternatively to continue to own the *| ADM Admin ur
. AM Anne Mellon 5 com
task, leave Release Action unchecked. o rian sweeney 2 com
&L COM Commercial COM
&£ T Litigation LT
MW Martina Winters 1 LT
EI NOte SK Stephen Keogh 2 COoM
If you are the owner of the task and do not
release it, you will see this symbol
next to the task when the assigned user
has “completed” it. .
Only the owner of the task can mark the Release Action Ok | | cancel
task as complete in the case diary. A
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How to take a Task

1. Go to another users Task list by cIi.cking the dOVYh arrow next to your EETERE, % ov15tonine oniv
user name at the top of the Task List and selecting the other user. | |
. . . YRET] ade iame
2. Right click on a task in the other user’s list and select fDM f;mm
. . ot Acti A A
Take Action from the pop-up menu. The task will be | B TakeAdion |1, Anne Mellon
. ) . i BS Erian Sweeney
removed from this user’s task list. NP Carol Noton
COM Commercial
3. Return to your task list by selecting yourself from the list of users. o e
The task will be in your task list. 5K Stephen Keogh
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Task List Options

Print your task list

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

Include Closed

Select the handler

Select the status

From Date
To Date

Action Type

Select the field to sort by
Exclude emails
Exclude phone calls

Exclude Notes or reminders

Handler Diary “

Enter Parameters

Include Closed

Select the Handler CN W
Select the Status Outstanding v
From Date [ 02 Mar 2001 |
ToDate [ 09 Nov 2014 |
Action Type All W
Select the field to Sort By Pricrity v

Exclude Email Actions
Exclude Phone Calls e

Exclude Notes and Reminders '

[ yRun WC lose

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

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

Check to exclude notes and reminders or exclude.

2. Click on Run to generate a report.
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3. You may print the report

E or open a copy in:

(i) View Report =HRC X
P0C PDF #HLS
o e [f_“] e %) L\\,
Ll
Soo Grabbit & Runne
- {Data Date : 09/11/2014 - 15:43 |
Handler Dia From Date:02/03/2001 ToDate:08/11/2014
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
FIT002/0001  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 NA Action
Mot Applicable
KELD02/0001 07/05/2014 Sarah Kelly CN G186 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 05:35:03 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 18:05:00  Landlord Dispute NA Statute Date 2014
Mot Applicable
BILOO1/0001  01/11/2014 Noel Billing CN ADMUD Undertaking Created:
1931 11:48:41  RTA Brennanstown Valley Roundabout ~ NA Undertaking ?EtEZ ’9_1 Naov |20é4
Not Applicabl ype: Financial Given
otApplicable Authorised 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 18:16:38 Sale of 2 Trinity Close, Rathgar, Dublin & = NA Action
Mt Annlicahle v
Page 1of4 | Main Report =5 Ol | 100% | —t—o——
" Word;
|
. Excel.
How to Export a copy of your task list
) ) & ExportTo Y| [ rOF
1. Rightclick in your task list and select Export To from the E e
x NCE
POop-up menu.
it Text
. . 2 Rich Text
2. Select the desired option:. E

=  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
wordprocessors, including Word
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choose a location in which to save it.

3. The Windows Save As dialogue box will appear, with the chosen file type selected. Name the file and

@ Save As
@th—f‘ v Computer » Keyhouse (\hellie-PC) (T:) » - | ¢?| | Search Keyhouse (\\hellie-PC) ... 2 |
Organize » New folder = - '®
" B i Name ‘ Date modified Type Size
Bl Desktop . keyhouse 03/11/201416:21 File folder
4 Downloads . khframework 22/10/2014 10:59 File folder
1.4- Recent Places . MEW Sites Blank Database Scripts 22/10/2014 10:44 File folder
J PUR 03/11/2014 16:18 File folder
-l Libraries SAL 03/11/2014 16:18 File folder
3 Documents . StandardReports 22/10/201415:29 File folder
,J'. Music
= Pictures i
B videos
ﬂ% Homegroup
1% Computer I,\\)
£, Local Disk (C3)
5 Keyhouse (Whelli |
€ Metwnrl 2
File name: -
Save as type: | Excel File ("adsx) v]
“ 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: Keyhouse Capture

How to Capture a File

1. Click Capture on the Home tab in
either the Case Diary or Task List.  |cspe
The following screen will appear.

2. Click Select File.

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

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

5. Tagthe document to be captured. There will be a Preview of the document in the Preview Panel, on the
right of the window.

@ |~ Keyhouse - Capture Documents

Options A4 BETO
PEmMETY QO @ &

Select Select Assign Filtered Remove Create New Case
File Folder Docs Docs filter  Shortcut  Wizard
Capture Document Options
Select documents to capture Preview Panel r
been possible to reach an agreement to the safistaction of the .
Plaintiff herein.

File Name Class Type Modifi...
& || JPABOBA Grounding Affi .DOCX  26/10/...

Conclusion

14.In the circumstances | say and believe that the sum of [please
insert the up to date figure which is due and owing and specify the
principal and the interest] and continuing interest, remains due and
owing by the Defendant to the Plaintiff over and above all just
credits and allowances as appears in the statement of account at
Tab B of the Bocklet of Exhibits.

15.1 say and believe that the Defendant is not only indebted to the
Plaintiff on foot of which the Plaintiff has instituted the present
summary proceedings but | am advised by McDowell Purcell,
Solicitors, and believe, that the Defendant does not have a bona
fide defence to the Plaintiffs claim herein, either in law or on the
merits, and that any appearance entered is solely for the purpose
of delay.

16. | therefore pray this Honourable Court for the reliefs sought in the
Total size of checked files: 0 Bytes notice of motion herein.

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

Save 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

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 J case,

click 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.

@/}/ 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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How to Capture a Folder

10. Click Capture on the Home tab in either the Case Diary or Task List. The following screen i
will appear. capture

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

Keyhouse - Capture Documents - B “'
Options ~4 @ ETOQ
P MY O @ &
Select Select Assign Filtered Remove Create New Case
File Folder Docs Docs filter Shortcut  Wizard
Capture Document Options
Select documents to capture Preview Panel L
~
File Name Class Type Modified... AFFIDAVIT OF FIONA_ CASSIDY
- (liberty to enter final judgment)
» 3 keyhouse 02/11/20... »
» [ 3 sale 02/11/20...
# 115 5QL Server Management Studio 03/13/20... I, FIONA CASSIDY, Manager, Bank of Ireland Morigages, New
» L1 Backup Files 03/4/20... Century House, Mayor Street Lower, IFSC, in the City of Dublin aged
» L3 Code Snippets 22/10/20... 18 years and upwards MAKE OATH AND SAY as follows:-
3 Projects 22/10/20...
3 3 Settings 22/10/20...
b [ B3 Templotes 22/10/20... 1. 1 am employed by the Plaintiff as a Manager of the Legal Team in
4[] B3 Visual Studio 2005 22/10/20... the Mortgage Arrears Support Division and | am duly authorised by
& Projects 22/10/20.. 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 [ B Visual Studio 2008 N 22/10/20.. Plaintif's books and records, save as where otherwise appears
v [ B Templates 22/10/20.. and where so otherwise appearing | believe to be true and
2 [ aug T 20/09/20... accurate. Such statements herein as relate to my own acts and
[/ Defautt RDP 22/10/20.. deeds | say are true and such statements herein as relate to the
[ desktop N 23/08/20... acts and deeds of any other person, | say and believe are true.
L] expenses RTF 26/08/20... 2. | beg to refer to the pleadings and proceedings already had herein
4 | L] JPABOBA Grounding Affidavit(Sin... DOCX 26/10/20... when produced. | make this Affidavit for the purpose of grounding
| L] Sept TXT 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.
2 L ent st balau dhn baclrarsund $a thic raca fare tho hanafit ~AF tha

2. Browse and locate the folder.
3. Select the folder to be imported and click OK.

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

@ |+ Keyhouse - Capture Dacuments
18- Options At M ETO
] < '
7@2Y O @ &
Select Select Assign Filtered Remove Create New Case
File Folder Docs Docs filter Shorteut Wizard
Capture Document Options
Select documents to capture Preview Panel 1
~
File Name Class Type Modified
4 [/ & General Office Work 03/11/20
v b 11/09/20...
| csmesp our Ref: [MAT:FECode]/[MAT:Code] Your Ref:
+ [ GENO1A Attendance Sheet .DOC 18/01/20... [DATE:
¥ [ GENO4 Letter to Lending Inst... .DoC 18/01/20.. Today]
/1 [ GENOS Letter to Local Autho.. .DOC 18/01/20...
s /[ GENDS Letter to Doctor DOC 18/01/20.
o (3| GENOS Letter to Insurance C... .Doc 18/01/20... [CAN:Name.Doctors#??]
¥ [| General Office Work Action F... .DOC 11/09/20... [CAN:Address.Doctors#?7]
1 [} GENGO2A Letter to Client DOC 18/01/20.
¥ [ GENGO2A Letter to Solicitor .DOC 18/01/20...
! [ GENGO6A Blank Document .DOC 18/01/20...
W [ GENGOT Letter to Barrister DOC 18/01/20.
b O EENGle Blank Document boc 24/08/20... Re:  Our client: [CNT:Name] of [CNT:LinearAddress]
) [ GENGL2A Blank Letter .DOC 18/01/20... Date of Birth: [CNT:DOB]
1 [ GENG20A Attendance Sheet .DoC 21/02/20...
¥ [ GENG25A Memo .DOC 24/08/20...
V| [ GENG29A Letter to Client Co. DOC 24/08/20. Dear [CAN:Salut.Doctors#??]
Total size of checked files: 0 Bytes
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W Tip: To filter a column heading:

=  Move your cursor over the column heading a pin will appear.

= 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.

Type ¥

0

Remove
filter

W Tip: To exclude a file remove the tick.

11. 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.

12. Click Assign Docs to assign the documents in the folder to a Case, Handler and Action. The following

screen will appear.

Case

Handler

Action

Description

Capture Settings

Assign checked documents to Case/Matter N |
Case/Matter BLADOL/0002
Handler Admin W
Action Code
L\\) Document Class v
Assign Date Please select a date [OR] ¥ Use file date

Diary Description

Note: Leave description blank to use document name as the description
Capture settings Remove captured decuments from eriginal location Import decuments to a single action

Set captured document as complete Set action as generated

Save Settings Ok Cancel

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.

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.
13. The files will then appear in the case diary as a single action or multiple actions.
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Chapter 7: The Template Library

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

How to Search for precedent documents

1. Click on Search/Open.

2. Click on Template Library the following screen will appear.

Home | Case Reports Phonelog Maintain  Setup Help
&? &{? f l:‘
[ * B L] > ,)
MNew Case Copy Case | Conflict Search
Caze maintenance Caze relsted GoTo
| Letter
§ All Matters Work Flow N Document Document Mame | Document Documept
Code Class Descriptio
i Recent Matters
PG ice W... |AUC Auction...  CCA
(&) My Contacts General Office UCLT Letter to Auction... CC
P General Office W... GEMG0DZ2A Letter to Client 7 CLI
i@ Advanced Search
o . General Office W... GENGO3A Letter to Solicito...  LTR Letters,/Int
#09 My Invoices : .
General Office W... GEND4 Letter to Lendin... LTR Letters,/Int
o My Cheques .
- General Office W... GEMNOS Letter to Local A.. LTR Letters/Int
Y# Phone Log _ i
General Office W... GENGO7 Letter to Barriste.. COS
7] Strong Room - - , -
C . General Office W...  GEMNOS Letter to Doctor 7 LTR Letters,/Int
Document Searc .
’E : General Office W... GEMNG0D9A Letter to bank? LTR Letters,/Int
B e General Office W... GEN09 Letter to Insuran.. COS
General Office W... GEMG12A Blank Letter? Cos
General GFS ., GE 4 Letter to Client C... CL

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

4. Alist of precedent documents matching the criteria will be listed in the screen below.
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How to sort Column Headings in the Template Library

L8] sort Ascending
1. Click on a column heading to sort by that heading ‘ &l sort Descending
Work Flow T 8% Clear Sorting
= Group By This Column I
2. To return to the previous listing order, right-click in the column Show Group Panel |
. . Show Column Ch
heading and select Clear Sorting from the pop-up menu. ew Fotmn heeser
i BestFit
Best Fit (all columns)
. Y Filter Editor...
How to apply a filter
. '\,'.'l'ork F|O|l,\|;?|} Dinacirmarn id
1. To apply afilter move your mouse over the column [\workriow (Blanks)
heading until a Pin appears; click on it for a list of s Systern Adl Ton b'la”? )
. ) i 3 Office W
terms by which the records may be filtered. System Adl S:Inera e
sale Systemn Actions
2. Click on the filter required. sale

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).

“ Y. Clear Filter D
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Chapter 8: Conflict Search

What is a Conflict Search?

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

How to do a Conflict Search

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

Home |Case Reports Phonelog Maintain  Setup Help

& @& \
P Pl 2N J
MNew Case Copy Case = Conflict Search |
Case maintenance Case related GoTo
~ Search/Open
§i All Matters Code Last Accessed File Colour Name Description
ks Recent Matters BLAOO1,0002 10 Nov 2014 18:38:13 Gordon T. Bla... | Sale of 2 Trinity Close, Rathgar, Dublin 6
Q My Contacts ACC001/0000 10 Mov 2014 18: Accord Music... 0000 Matter
Q R . anced Search ABB002/0001 10 Mov 2014 17:56:51 Abbey & Proc... | Commercial
o Tnvoi ABE002/0000 10 Nov 2014 17:56:49 Abbey & Proc... 0000 Matter
' nvoices
§ M‘ ch * | ABBO02/0002 10 MNov 2014 17:56:44 Abbey & Proc... Share Holding Agreement
‘& My Cheques
- h‘ gl ABB002/0003 10 MNov 2014 17:56:32 Abbey & Proc... | Purchase of Number 5 Main Street Dublin
¥# Phone Lo
,_': 9 ABADO1/0003 09 MNov 2014 16:47:55 David Abraha... ' Sale of 22 O'Connell Street, Dublin 1
L= Strong Room
— 9 ABB001,/0007 09 MNov 2014 16:47:40 George J Abb... | Sale of 1 Main Street, Howth, Co. Dublin
(8 Document search ABEOO1/0006 09 Nov 2014 16:47:3 George J Abb... Sale 7 Church Street Rathgar
- A "
femebellibary ABBOO1,0005 | 09 Nov 2014 16:47:29 George J Abb... RTA The Rise, Stillorgan
ACCO01/0001 | 09 Mov 2014 15:55:39 Accord Music... | Purchase New office 56 Second Street
0y 2014 13;3 ¢ Gleeson, Lease of South\Mgst Georges Street

2. Click on Conflict Search icon on the Case tab.

3. A Conflict of Interest Search window will appear.

. . e
4. The types of information you can search for _
Conflict of Interest Search
are the Name, PPS number, telephone =

number or address.

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

This will search for Stephen or Keogh
anywhere.

Stephen Keogh I |

To search for an exact phrase input the phrase in quotes e.g. “Stephen Keogh”
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Conflict of Interest Search =

The Conflict Search results have not been saved to the cument Case.

Save the Search Results Discard the Search Results Cancel

Chapter 8: Conflict Search

b. To add a second criteria click on the down arrow e Input the second search criteria. Repeat

d ,th
r’4

this process for a 3 etc. See the following example

Stephen Keogh ]

|2134590P }

l'Keogh Hotdings'\ ] ()]

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

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

A report will be generated listing any matches.

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

Conflict of Interest Search

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

File Name —

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

$ 1 /3 & ® 5% - = k] Find -

Conflict of Interest Report

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

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

[ Conflict of Interest Report ]

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

Capacity Hame Other 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 IB5001 /0008 address: Grange House, Baggot Street, Dublin 2.
Intemational Business Client Hame: International Business Services Ltd
Services Ltd -v- 5tephen
E=ogh

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

See the following example.
Date Time Handler | Synopsis
r i 10 Nov 2014  20:55 ADM Conflict Search
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Note: The saved action is assigned to the Fee Earner of the case for completion. The results can be
viewed at any time by opening the report.

8. Click on Cancel to cancel the search at any time. The following message prompt will appear.
a. To save click on Save the Search Results.
b. To discard click on Discard the Search Results.

c. Click Cancel to cancel this message prompt and return to the conflict of interest report.
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Chapter 9: 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.

How to Search for an Item

1. Click on Search/Open on the Navigation panel. (The Strong Room for the current

case may be accessed via the Navigation panel in Client/Case.) Y SRl
§i All Matters
I Recent Matters
2. Click on Strong Room on the Navigation panel. The following screen will appear (&) My Contacts
listing all items in your strong room. it sl
&% My Invoices
® Keyhouse Case Management . = ‘2 My Cheques
" : " ¥® Phane Log
= D .: € {3 strong Room
bt ||l e R (@ Document Search

,':'“‘Wmm

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

kennethl standard View

Item Code Matter Code | Item Type |Item Desc Status | Open Closed | Destroy Date

¥ | HDeeds BUNOO1/0000  DEE Kenneth Bunson Associates/Deeds of 22 O'Connell Street 1 o 11 Nov 2014
willBUN BUNO01/0001  WIL Kenneth Bunson Assaciates/will of Kenneth Bunson I 1 ] 11 Nov 2014

4. Click Cancel to clear the search results. |:|

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

1. If the current case is not the case in respect of which you wish to add an item to the Strong Room, Click
on Search/Open on the navigation panel and open the required case.

2. Then click Strong Room on the Navigation panel.

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

Strong room - Add new File x

General | Item Diary | Client Info
Item Type * Papers v Item Code * BAPBUN

Client cod
ent code BUN0OL Matter code BUNOOL/0001

e Agreement Papers

I
Location Dublin ¥ Box No 2
Search code PAPDUBBUN Fee earner Brian Sweeney v
Entry and Destroy Date
Entry date 12 Nav 2014 v Destroy date v

® Open Close

Ok Cancel

Fields marked with an asterisk are required.

Item Type Select the Item Type from the drop-down list.

Item Code Input an item Code.

Client Code See also Matter Code below.

Matter Code 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.

Description Input a description of the item.

Location Select a storage location from the drop-down list.

Box No Likewise, select a Box number from the drop-down list.

Search Code Input a search code

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

Destroy Date The date, if any, on which the item is to be destroyed.
Open/Closed This will default to open.

4. Click OK to add the item to the strong room list.
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How to Withdraw an Iltem

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

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

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

3. The system will ask for your password; input your username and password.

4. A Withdraw File dialogue box will appear.
Provide the following information:
For Who
Select the person to whom the item is checked out

from the drop-down list.

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

=l Note the item will be signed out to you.

5. Click Confirm Withdrawal. The following screen will appear
telling you where to find the item.

Strong Room - Withdraw File x
1f you Confirm below, this item will be SIGNED QUT 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

6. Click OK.
[ 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. E—— -
Item Code WwillBUN
EI Note |f the Replace File t00| |S greyed OUt the |tem Description Kenneth Bunson Associates/Will of Kenneth
is already checked in. o
3. The following Replace File dialogue box will appear. e :Lfti
Location OX v
4. Select the physical location, e.g. Box 2, to which the o | | cance
item is being returned.
Strong Room - Replace File x
5. Click OK. You will see a message asking you to place the item in S S N N V———
the selected location.
6. Click OK.
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How to view the History on a file/item

Chapter 9: The Strong Room

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

hem Code ™
L

ABO00O
DEE

3. Search for the item required and select it.

4. Click on the History Tool on the Home tab.

The following screen will appear showing the X
. . 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.
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Chapter 10: 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.

i . @ o
&/ The Timer Manual time slips

Start Timer) Post Time

Both tools can be found on the Home tab.

Home Case Reports Phonelog Maintain  Setup  Help

MNew Item Print « | Capture Generate Complete Actiol

Actions Documents
‘:\ . e Case:  ABADD1/0003 4| »| .. | David Abrahams

=\, Client/Case Sale of 22 O'Connell Street, Dublin 1
W Case Diary

D Document Manager
£ Current Client Details

Current Case Detalls

¥ Other Case Details E Date Time Handler | Synopsis

& Assodiates = | 04 Nov 2014 | 19:07 N Letter to Lending Institution
Critical Inf ti .

A criical Information BE 03 Nov2014 1637 CN Letter to Barrister

@ p B}E 03 Mov 2014 16:23 CMN Letter to Solicitor

dd A/c Ledger

. o ! 02 Nov 2014 18:38 AM Undertaking Created:

g Time Ledger

i@ Debt Ledger D o ! 02 Nov 2014 18:13 AM Undertaking Created:

il Reserve Ledger Ea%‘ 02 Nov 2014 17:16 CN Initial Letter and Section 68

) Undertakings BE 02 Nov 2014 17:08 CN Initial Letter and Section 68

0! 02 Nov 2014 1901 AM Undertaking Discharged by Carol MNolan

Strong Room 01 b A CN Instruction Received

87



Keyhouse

Chapter 10: Time Recording

How to Record Time Using the Timer

The automatic timer may be launched by clicking on Start Timer on the Home tab in the Case Diary. The
user can easily manage and record time for several cases and tasks. The timer has a clock which can be
started and stopped for each task. From here time is updated to the day book ready for posting to the time

ledger.

1. Open a Case in the Case Diary

2. Click Start Timer on the Home tab. A timer will [m] >

appear displaying the current case reference.

e (8 X

3. The clock will automatically start recording.

4. To pause the timer click on the clock at the left of the
timer. The clock will stop and an orange symbol will appear

next to it.

ABADD1/0003

00:(]1:49]

5. To resume recording, click on the clock the clock will continue recording.

6. To move to another case in the case diary, search and open the case in the normal way. The timer will
automatically pause the current time recording and create a new time recording for the new case and

start the clock.

= Note If you return to a previous case in your timer list the timer will continue the previous time
recording for this case.

7. To expand the timer

click on Maximise. |:|

[ CUL001/0001 00:24:58] v
Matter Code Time Client Name | Matter Details Comment
¥ CULO01/0001 [} 00:24 Ann Marie...  Ann Marie Cullen Credit Ca...
ABADO1/0003 Y 00:04 David Abra.. | David Abrahams Sale of 22...
@ David Abrahams Sale of 33
ABAD01/0004 < 00:02 David Abra.. o S0ranams Saeo
Laragh Drive

Date
23 0..
11 N...

11 N...

i
8. Torecommence a time recording for an entry already listed in your timer click on next to case

code.

= Note if open the case in the case diary the timer will automatically recommence the active time
recording for this case.

= Note the entry highlighted in Green is the active time recording.

9. You can amend the
details and post this
time now or later.

10. The time recording will

ABA001/0003 00:04:35 v

Matter Code Time Client Name | Matter Details Comment
| CULD01/0001 & 00:33 Ann Marie... Ann Marie Cullen Credit Ca...
ABAD0L/0003 & 00:04 David Abra... David Abrahams Sale of 22...
& ) David Abrahams Sale of 33
ABADOL/0004 . 00:02 | David Abra...

Laragh Drive

Date
2E5
11 N...

11 N..

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.

CUL001/0001 00:24:58

v o & x
Matter Code Time Client Mame | Matter Details Comment Date
+ | CULDD1,/0001 \; 00:24 Ann Marie...  Ann Marie Cullen Cradit Ca... 23 0...
ABADOL/0003 \; 00:04 David Abra...  David Abrahams Sale of 22... 11 M...
ke hrahame §
ABAD01/0004 < 00:02 David Abra,., | D21d Abrahams Sale of 33 11N
Laragh Drive
2. Double click an entry to add details for posting. The following screen will appear.
3. Input/Amend the following details as required: -
Matter: The code of the -
current case is cuLgor/a01
. Ann i n Select Matter
automatically
displayed. Click the Select
Matter button to bring | o . up the
matter list and select @ | woowse o e crone
d|ffe I’ent Case |f M:WS X 150_:]‘E =] SZ.SSMQE W 1s Chargeable
required. o
Date: By default, the date the
time was recorded will o= [meemelona ] he

Minutes/Hours/Days:

Time/Charge

Hourly Rate:
Chargeable:

Task:

Comment

shown. Change if required.

This will show the time recorded and can be amended 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.

The hourly rate will display the default rate for this handler and case.

Check the box if this time is chargeable or uncheck it if it is not. By 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 Post to remove the entry from the timer and

post to the daybook.

=| Note:

How to Record and Post Admin Time Using the Timer
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All entries in the Timer are automatically displayed in the Daybook ready for posting.




Keyhouse Chapter 10: Time Recording

1. Open a Case in the Case Diary
2. Click Start Timer on the Home tab. The following timer will appear displaying the current case

reference. ABA001/0003 00:0036| & L o [¢] x
3. The clock will automatically start recording. Thesoooo: o00mas)
ABAD01/0003 00:01:49

4. xpand the timer by clicking on Maximise. |:|

5. Double click the entry to amend, the following screen will appear.

6. Put the tick in the Administration Time tick box.
The screen will change displaying the following &
option:

Non —Chargeable Codes:  Select a non-
chargeable code from
drop-down list; e.g.
Training, lliness,
Holidays etc.

the

5. Save the changes.
6. The timer will automatically restart.
7. 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

8. Click on Save and Post. This time entry is then transferred to the daybook ready for posting to time
ledger.

= Note: You can record more than one non-chargeable time recording in your timer at any one time.
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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 on the Start timer tool on the Home tab. The

current case will automatically be selected. ABA001/0003 00:00:36 | | r & X%

Click on the Green Plus to add an empty timer.

Click on clock to start the timer‘ [ Oo’m’”]‘

To amend the entry, expand the timer by clicking on |:| Maximise.

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. 89 above), but without a matter code.

@ Post Time b'e
Click here to select matter
Select Matter
Administration Time
Time Recorder Caral Nalan v
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.

Task: Use the drop-down arrow to select from a list of tasks.

Comment Input a narrative to describe the time entry

Click on Save to save the changes or Save and Post 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
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2. Click on Post time on the Home tab to open a Time slip.

Post Time X

ABB001/0007

George J Abbott Select Matter
Sale of 1 Main Street, Howth, Co. Dublin
Administration Time
Time Recorder Carol Nolan v

Date 12 Nov 2014 w7
Time ® Minutes 1.00 : Units 0.17 Hours 0.02 Days 0
Time/Charge ® Time Charge
Hours Rate Charge
0.02 X | 150.00 = |3.00 ¥ is Chargeable
Task v
Save ||Save and Post|| Cancel

3. Input or Amend the following details

Matter:

Date:

Minutes/Hours/Days:

Time/Charge

Hourly Rate:
Chargeable:

Task:

Comment

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.

This will default to the date the timing was recorded. Amend if required.

Input the amount minutes, hours, days etc.

Using the option buttons provided set if the time recording is be charged by
time or a set charge.

The hourly rate will display the default rate for this handler and case.

Using the tick box provided tick if the time is chargeable or remove if it is not.
This will default to chargeable.

Click on the drop down arrow to reveal a list of tasks. Click the task required.

Input a narrative to describe the time entry

4. When all details have been entered click OK. The time slip will appear in the Daybook ready for posting.
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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 x

Administration Time

Mon Chargeable Code v
Time Recorder Caral Nolan v
Date 11 Mov 2014 w
Time ® Minutes 11.00 : Units 1.83 Hours 0.18 Days 0.02

Attendance with Client

Save ||Save and Post || Cancel

I ————
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

5. Click on Save and Post. This time entry is then transferred to the daybook ready for posting to time
ledger.

= 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 EI on the timer tool bar.

3. The Day book will appear.
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Keyhouse Case Management (N - Carol Nelan s - 0 x
Home Case Reports Phonelog Maintain Setup Help
= & @
Print New Time Slip Start Timer Post Day Book
Dzy bosk
) Time costing Day Book Summary
B My Day Book Chargeable Time 00:03 Non Chargeable Time 00:11 Handler | Carol Nolan v
S Time Report
) My WIP by Bill Date Date Matter Code | Client Na... | Matter Details Comment Case Time Charge
o My Top Wi » 230ct2014  Admin Time o0:49 [ 000
% Dashboard 11 Nov 2014  ABAD01/0003 David Ab... David Abrahams Sale of 22 O... | Attendance with. 00:11 I 27.00
11 Nov 2014 ABADD1/0004  David b.. D2Vid Abrahams sale of 33 00:02
Laragh Drive
12 Nov 2014 00:01 |

Tasks
Search/Open
Client/Case

Time Costing

| Current Case Timer : | 00:01:36 | CN: Carol Nolan | Wednesday, 12 November 2014 | 20:48

My Day Book

Viewing the Day Book

1.

2. Click on the required item.

Click on Time Costing on the navigation Bar the day book will appear listing all your unposted time.

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.

94

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. 91 above) will appear.

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. 91 above.

When all details have been entered click Save. The time slip will appear in the Daybook ready for
posting.
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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. 93 above).

3. Complete the details of Date, Time, Non-Chargeable Code and Comment as above, How create an
Admin Time slip, p. 93.

4. Click on Save and Post. 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.

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.
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Home| Case Reports

Phone Log

Maintain

Setup  Help

- ‘;“ @ = Draft Invoice
= | <
Print ~ | Start Timer Post Time Billing Guide
Accounts Time Ledger
~ Case:  ABB01/0004 4| »| .. | George J Abbott Tel: 01-565¢
& e Remortgage 44 Main Street Fe:
i case Diary
Q) Bty Date Comment Time or Charge | Time omC Charged Billed Amount | Invoice No | Task TR
%a Current Client Details
Current Case Details +| 22 May 2008 Billed Fees: 0.00 Bill 0 Chargeable 000 000 45345 BILLED Justin Phelan
¥ Other Case Details 22 May 2008 Billed Fees: 1230.00 Bill 0 Chargeable (7,715.00) 000 54 BILLED Justin Phelan
& Associates 09 Feb 2009 Client Meeting Time 19 Chargeable 96.00 96.00 7| MEET Justin Phelan
@ critical Information 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 324.00 324.00 7 Document Drafting Justin Phelan
W 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 67 Chargeable 336.00 336.00 7 Research Justin Phelan
i Reserve Ledger 24 Aug 2009 Telephone Attendance Time 11 Chargeable 5400 5400 7 TEL Justin Phelan
© Undertakings 02 Sep 2009 Reading in Time 10 Chargeable 68.00 68.00 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 18000 18000 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 1,062.50 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: 000 il 0 Chargeable (3,666.19) 0.00 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.
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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.

]
g ok

x Cancel

ﬁ‘ Print Copy

Type Narrative Net VAT Value Fee Earner
Release
[T otify Release Inv
(5T, Billing Guide

@ Matter Ledger | | Feag: Outlay: Miscellaneous Fees: VAT: Bill Total:

Requested By: Carol Nolan Draft Number: (new)

Draft Invoice " x
Message:
Request Type: Credit Note @ Invoice DOpen Invoice [T Bill Sent Invoice / Bill No: (not invoiced)
Matter Details
Matter:  GLE001/0001 4| »| .. | Charlie Gleeson Bills:  0.00
Description:  Lease of South West Georges Street Outlay:  5.60
Client: -45.00
Date: | 15 Nov 2014 || [0 Transfer To Pay -
. Charges: 925.00
Bill To:  Charlie Gleeson
Client South West Georges Street Time (HH:MM): 342
Dublin 2
OurRef: Jp Your Ref:
Write down Time to: | 15 Nov 2014 v

Invoice Details | Fee Earner Breakdown

Message
Type

Open Invoice
Bill Sent

Matter

Description

Date

Transfer to Pay

Bill 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 Client
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revert to the client details.

Our Ref This will default to the Fee Earner’s initials, but may be amended if required.

Your Ref Input a reference if applicable.

Write down timeto  Today’s date will be shown by default. You may choose a different date.

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 [
Guide Wizard.

Billing Guide

|

@ gilling Guide Wizard = @ %

: GLE001/0001 - Charlie Gleeson/Lease of South West Georges Street

Draft No: 265
Outlay
November 2014 > ) November 2014 >
wltlE[s[s M T IwilTle]s]s

1 2
AENEAEIEAEN
0 11 12 13 1 16
17| et et o [F 2T 22 523
2 25 2 [l 2 »

today

today

S YT V" S

Time Ref Grouping

‘Outlay Grouping
" Single Line of Fees "+ Single Line of Outlays
1 Group by Fee Earner () Group by Outlay Type
& No grouping ) No grouping
["] NoTime / Fees [] No Outlay

Next »>

\
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
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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.

@ Billing Guide Wizard EREES
ii) Click Regenerate Billing Guide = =

Matter: GLED1/0001 - Charlie Gleeson/Lease of South West Gearges Streat

to co ntinue to the neXt screen. Time to:  Saturday 15 November 2014 Outlay to: Saturday 15 November 2014 Draft No: 265
Items.
© " Action “Type * Matter “ Handler * Outlay * Description “ Outstanding  * BillNow
B sillin Ful F GLEGO1 70001 8 Attendance on cient £00.00  600.00
Th IS exam p I e Shows no 2 eiltin Full F GLEDO1/0001 BS Letter to client re instructions and sac 95.00 95.00
. A B sillin Ful F GLE0O1 £0001 B File Review re counsels fees and our fi 250 4250
Grouplng on elther fees or ) it in Full F GLEOO1 /70001 3 Letter to Noel Common SC 187.50  187.50
E sillin Ful o GLE0O1 /0001 ® Pd Registered Post - letter to Landlord 5.60 5.60
outlays
&
iii) Items can be amended in this
screen below are a list of
4 Al »
OptlonS: Total Fees: 525.00
Total Outlay: 5.60
Grand Total: 930.60
Click on entries in the first column for individual item grouping options. Click on entries in the
. - Action calumn for billing eptions. Right-click on the list for multiple selection options. v
How to Partially Bill an Item S WY kA
] . .
Double-click the item to be
changed:
Billing Guide wizard = B £
= Back
] . . . Matter: GLEOO1/0001 - Charlie Gleeson/Lease of South West Georges Street
Click the figure in the —
Bill Now column and fems — — - . .
Type  Matter Handler * Outlay Description Outstanding
Change the amount. Bill Partially F GLEO01/0001 BS Attendance on client s00.8__ 300.00 >
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.
= Tip to exclude more than one item hold down the CTRL key on your keyboard and
click on each of the items.
n

Right-click the the selection and choose one of the following f——-—
commands from the pop-up menu: Rroaye S

Group all Fees and Outlays |

. . . Group all Eees
° Do not bill Selected Items — the items will be excluded R — |
. Group all Qutla
from the current bill only; i .
Group selected Narrative(s) |
° Exclude Selected Items from all Bills — the items will S et (i

Group Selected Jtems |

not be included in any future bill.

Bill Selected Iterns
Bill All Ttems |
De net bill Selected Items

: Do not bill Any Fems
To Add Grouplng Levels Exclude Selected ems from all Bills
Exclude All terns 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 i Type * Matter * Handler * Outlay & Description ié Outstanding * BillNow
||=. Bill ‘E‘il\”in Full = “LEOO1/0001 BS Total Fees 925.00 625.00
@ Bill| pon'tBill *EUUHUO(N JP Pd Registered Post - letter to Landlord 5.60 5.60
Exclude from all bills
s

" The items of fees or outlay included in the group will be listed individually and may be
changed as described above.

“'_‘3’ = Back

Matter: GLEOO1/0001 - Charlie Gleeson/Lease of South West Georges Street

Total Fees

Items
" Action W Type * Matter * Handler * OQutlay P Description P Outstanding * BillNow
Eill in Full F GLEOD1/0001 BS File Review re counsels fees and our fees 42.50 42.50
Bill in Full F GLEOD1/0001 BS Letter to client re instructions and section 95.00 95.00
Bill in Full F GLEOD1/0001 BS Letter to Noel Common SC 187.50 187.50
Bill Partially F GLE0O1/0001 BS Attendance on client 600.00 300.00

" Click the Back button to return to the previous screen.

iv) When complete:

®  Click OK to update the draft. A message will ask whether you want to recalculate the Fee
Earner Breakdown based on the changes to the Billing Guide. Click Yes to recalculate or No
if you do not wish to recalculate.

OR

Click the Add to Invoice button when you are ready to update the invoice. A message will
ask whether you want to recalculate the Fee Earner Breakdown based on the changes to
the Billing Guide. Click Yes to recalculate or No if you do not wish to recalculate.
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b. Adding a Line to the bill manually

Draft Invoice
J ok Message:

@ Request Type: @ Invoice ] open Invoice [ gill 5ent
x Cancel
Matter Details

Matter:  GLED01/0001 Charlie Gleeson
Description:  Lease of South West Georges Street
Date: |15 Mov 2014 v | E Transfer To Pay

Bill To:  Charlie Gleeson
Client South West Georges Street Dublin 2

Invoice / Bill No: (not invoiced)

Bills:  0.00
Outlay:  5.60
Client: -45.00

Charges: 925.00

Time (HH:MM): 3:42

; Print Copy
OurRef. P Your Ref:
Write down Time to: |15 Nov 2014 A
Invoice Details | Fee Earner Breakdown
Type Narrative MNet VAT Value Fee Earner
v F Attendance on client 600.00 138.00  Brian Sweeney
Rel F Letter to client re instructions and section 6... 95.00 21.85 | Brian Sweeney
elease
F File Review re counsels fees and our fees 4250 9.78 Brian Sweeney
[C] Notify Release Inv F Letter to Noel Common SC 187.50 4313 Brian Sweeney
0] Pd Registered Post - letter to Landlord 5.60 0.00 Justin Phelan
== ;
=m, Billing Guide [}

Matter Ledger | | Fees: Outlay: Miscellaneous Fees: VAT:

Requested By: Carol Nolan Draft Number: 268

Bill Total:

i) Right-click in the Invoice Details screen to see the pop-up menu.

i) 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 a Bill Detail Line
M Clear Bill Detail Lines

Add or edit Bill Detail Line A x
Charlie Gleeson
Dispute with Dunnes Stores
@ Fees © Qutlays © Miscellaneous Outlays r_il
Fee Earner:  Carol Molan h
Mominal:  Fees Issued - Carol Molan v
Narrative: ¥| =" Add narrative ||
Met: 0.00| VAT Code: U |¥| VAT Value: 0.00
Ok Cancel
Line No: (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.

Invoice Details | Fee Earner Breakdown

Fee Earner Percentage Value VAT
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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.
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 Eamer Breakdown *®
Edit Breakdown by: | O Percentages O Values
Fee Earner Percentage Value
Brian Sweeney 39.07285 885.00
Carol Nolan 19.84547 449,50
Stephen Keogh 41.08168 930.50
Ok Cancel

Add Fee Earner

iv) Alernatively, you may right-click on any of the fee earners and yg e
select the required command from the pop-up menu. @ Renormalise percentages

‘ Cut Fee Earner allocation for: "Anne Mellon”

4 Revert to original

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.

15 Mov 2014 1403 CMN Draft Bill Draft Bill No: 268

7. To view the draft invoice, double-click the entry and amend as required. Then click Release as in 5
above to send to accounts for approval.
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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.

: : . illing Guide Repor EN
a. Specify the date down to which the report is to be B
prepared &
b. Enter the matter code. The current case will be
u xClose
shown by default
4. Click Run. The report will be generated showing the Billing Guide.
@ View Report =ARCE. X
fDOC JLPDF XIS
= < B -
~
Soo Grabbit & Runne
Bi"in;l Guide Rel; Ort As at: 15/11/2014
GLE001/0001 Charlie Gleeson
Lease of South West Georges Street
Time Accum Accum 05
Date FE  Comment Task  proMin Hrs:Min Rate Charge Charge Charge
D4/10/2011 BS Attendance on chent ATT Z-24 2-24 250.00 600.00 600.00 800.00
04102011 B85 Letter to client re instructions and section 68 LET 0:23 2:47 250,00 85.00 @85.00 B5.00
letter
05102011 85 File Review re counsels fees and our fees REV o:10 2:57 250,00 4250 737.50 42.50
05102011 BS Letter to Noel Commeon SC LET 0:45 2:42 250.00 187.50 82500 187.50
TOTAL 3:42 925.00
Summary WIP Fee Earner
Time
Fee Earner (Hrs-min Charge
Brian Sweeney 3:42 925.00
WIP Totals 3:42 925.00
Unbilled Qutlay
UnBilled Cumulative
Date Ref Narrative Outlay UnBilled Qutlay
05M10/2011 240834 Fd Registered Fost - letter to Landiord 5.680 5.60
v
Page1of1 | Main Report = Ol | 100% | —b————
DOC JPDF 3 XLS

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.
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The Time Report

1. Click Time Report on the Navigation panel in Time Costing.

©) 7ime costng pay socksunmary (N

B My Day Book Time Ledger for Fe between dates N
= Time Report Enter Parameters
sl My WIP by Bill Date
gﬁ My Top WIP Please Enter the Handler Code BS v
¥ Dashboard Fromdate 02 Jan 2015
To Date 09 Jan 2015
Chargable All
eyRun wClose
Tasks
Search/Cpen
Client/Case
Time Costing

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.
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(@ View Report = B 8
@DOC LPDF RXIS
=0 -
~
Time Entry For FE Between Dates Report pepae -z
: To Date: 1211172
iﬂaner Client Matter Description Hrs:min Rate Charge Task Comment

Time Entry Date :

“NonChe

Total Recorded Mins
Chargeable (Hrs).
Non-Chargable (Hrs)

Daily Time Daily Value

Daily Recorded Mins Admin (Hrs).

Chargeable (Hrs): Unassigned (Hrs)

Non-Chargable (Hrs) Write Offs (Hrs)
Total Time Total Value

Admin (Hrs):
Unassigned (Hrs):
Write Offs (Hrs):

Rephoes Togal T SFemiess T TEparie

FegEToT

Page 1of1 | Main Report =4 01 100% —t——m—

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

@ View Report 1
Poc LPDF XS
=gl =
Soo Grabbit & Runne
B Data Date : 12/41/2014:21:14
WIP for Fee Earner by Last Bill Date o
started LB ater Client Name Description Client AIC wip
CN Carol Nolan
08/05/2004 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 BES001/0001 Business Time Limited Lease of Unit 33, Eastgate Avenue, Dublin 12 0.00 161.20
24/0512011 FINO01/0002  Finance Department Damages - 21 Main Street 0.00 3.00
1122013 KEL002/0001 Sarah Kelly Purchase of Property 0.00 450
02/05/2012 LOWO001/0003 Lowery Developments Receivership - Nama Properties - No 3 Sandyford (925.00) 500.00
Estate
01/01/2010 ‘QUID02/0001  Niall Quinn Accident at work (2,000.00) 300.00
23/09/2010 SHAQ01/0003  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 0.00 600.00
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-Chargesbie Time
<
Pagelofl = Main Repert = o 0% ————

2. The same options are available for printing, export and searching as in the case of the Time
Report and Billing Guide report.
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My Top WIP

1. Click My WIP by Bill Date on the Navigation panel in Time Costing.

=1
(i) View Report . * 4 Beas X
wPoC PDF LS
&2 E =
-~
Soo Grabbit & Runne
Top Work In Progress By Fee Earner Data ate s a2 121
Fee Earner : CN
Start Last Bill
Date Date Matter Client Name Client Aic WIP =
CN Carol Nolan
03/06/2010 20/04/2009 QUID01/0005  Alan Quinn Sale of 12 Main Street, Bray, Co. 0.00 600.00
Wicklow
02/05/2012 LOWO001/0003 Lowery Developments Receivership - Nama Properties - (925.00) 500.00
No 3 Sandyford Estate
08/05/2004 ABB001/0001 George J Abbott Sale 45 Somserset Road, Dublin 6 (345,000.00) 437.50
3170172012 ABB002/0002 Abbey & Procter Share Holding Agreement 0.00 300.00
01/01/2010 QUI0Z/0001  Niall Quinn Accident at work (2,000.00) 300.00
0271212005 BES001/0001 Business Time Limited Lease of Unit 33, Eastgate Avenue, 0.00 161.20
Dublin 12.
23/09/2010 SHAD001/0003 John Shaw Jones Trust 0.00 49.50
111122013 KEL002/0001 Sarah Kelly Purchase of Property 0.00 450
24/05/2011 FINOO1/0002  Finance Department Damages - 21 Main Street 0.00 3.00
14/01/2011 30/05/2009 FIT001/0001  Scott Fitzpatrick Estate of Joan Fitzpatrick (480.75) 3.00
Report Totals 2,358.70
** Chargeable WIP Oniy
v
Page1of1 | Main Report =4 3 | 100% —u

2. The same options are available for printing, export and searching as in the case of the Time
Report and Billing Guide report.

KPI Reports

I:];"“Kl"'f'll[][h}' Kay Parfermancs  Indicators Tl iainLon
H 1 1 H o -] o4 By Fas E: T Paameay
1. Click Dashboard on the Navigation panel in e o s
Time Costing to see the Key Performance ForFas Sxrmar uckn Sneien 71 tom Srasot & R
|ndicat0r5 report for the fee earner WhO iS Time Recording (Hours) Fess lssusd by Month Fees Year To Date

logged in.

2. Click on the figures in blue or red to view a
subreport containing a breakdown of the
details that make up that 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.

=] -

FeesVTD X

Key Performance Indicators Datz Date - 0
Breakdown of Fees Issued Year To Date

For Fee Earner : Brian Sweeney (BS)

Bill - Entry Invoice VAT
Date Matter Client Name Date Ref Value
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Account Functions in the Ca

View the Matter Ledger

1. Open acase in the Case Diary.

se Diary

2. Click on A/C Ledger on the Case Diary Navigation panel.

3. The following screen will appear.

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.

Billing A/c

Pd Commissioner for Oaths swearing affidavit of debt

Home| Case Reports Phonelog Maintain - Setup  Help
Draft Invoice s ) (@

— "

of— = Request Cheque ‘l-:

Print Comment Set Client Reserve Client Balances Debtors Ledger

Accounts Afc Ledger

% Case:  [BS001,0019 4| »| .. | International Business Services Ltd

&, Client/Case

e e -v- Fitzsimmons Property Management plc
Il case Diary
fj Document Manager

%, CucceniCliagt Details
w" ils pate . Ref Narrative
v Other Case Details
& Associates ¥ |30 Jun 2011 pc Pd Registered Post
€ critical Information 03 Jul 2011 5012368 Pd Brady & Co Search Fees
12 Jul 2011 pc

il Asc Ledger

il Time Ledger

id Debt Ledger

id Reserve Ledger

&) Undertakings

Strang R

For further information on the matter ledger see the SAM Accounts Manual.

Qutlay Afc
5.50

57.50
40.00

Client Balances

Enter Parameters

IBS001 W

epRun

#Close
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A report will appear listing all matter balances for this client.

@ View Report ([ L
RDOC JLPDF ®XIS
=R =
Ll
Soo Grabbit & Runne
Matter List
({Incl. Fwd Postings)
{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 a case in the Case Diary.

A . Set Client A/C Reserve X
Click on A/C Ledger on the Case Diary
Reserve
Navigation panel. 500000
Comment for Ledger
A . Reduced amount
Click on Set Client Reserve on the Home tab,
and the following screen will appear.
ok Cancel

Input an amount and a comment.

Click OK; the reserve amount will then appear on the matter ledger.

How to add a comment

. . Add Comment x
Open a case in the Case Diary.

Date 15 Nov 2014 v

Click on A/C Ledger on the Case Diary Navigation panel.

Paying in Part Payments

Click on the Comment icon on the Home tab.

Input a comment. ok Cancel

Click OK; the comment will then appear on the matter ledger.
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How to Create a Cheque Request

1. Open acase in the Case Diary.
2. Click on A/C Ledger on the Case Diary Navigation panel.

3. Click on Request Cheque on the Home tab.

4. Input the following information: Cheque Request x

Bank:  Client Current Bank A/c v Date: | 15 Nov 2014 ~

Bank Select the required Payee: Brady & ce vl value: 10000
bank account from Fee Eamner:  Carol Nolan v ¥ Third Party

Narrative: Pd Brady & Co v

the drop-down list.

Notes: |Searches

Matter Details

Date Today’s date will be
Matter:  1gso01/0019 4| »| .. | International Business Services Ltd
ShOWh by default -v- Fitzsimmons Property Management plc
Cha nge as necessary ! ' (C‘llenf A/C) Outlay Code:  Search Fees v
) Qutlay Afc: 103.00
, Client Current A/c: 0.00
Payee InpUt the Payee S Ledger Narrative: Pd Brady & Co %
name or Select from Ok Cancel Notify Release | Release
the supplier drop-
down list.
Value Input the amount of the cheque.

Fee Earner This will default to the current fee earner. Select a different fee earner from the
drop-down list if required.

Third Party Check the box if this is a third party cheque.

Narrative  Input a cheque narrative or click on the down arrow to pick from a list of

narratives.
Notes Input a note to the Accounts Department if required.
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

8. Open a case in the Case Diary.

9. Click on A/c Ledger on the Case Diary Navigation panel.

10. Click on Draft Invoice on the Home tab while | @, mx
. . . h @ 2
in A/c Ledger. A Draft Invoice screen will K oo D (he e BBl o e
appear.

= Note: The current balances on the matter
are displayed on the right of the screen.

Message Input a message for
the Accounts
Department (optional)
Type

Open Invoice

OQutlay: 560
client: -45.00
Charges: 925.00
Time (HHMM): 342

Il

Type | Narrative Net VAT Value Fee Earner

Invoice will be checked | @ s
by default; select =
Credit Note if required.

ees: VAT:

Requested By: Car

Check the box to create an open invoice.

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

This will default to the matter description to amend click in the input box

Bill Sent This box is to be checked when the bill is actually sent.
Matter
case.
Description
provided and amend.
Date

Transfer to Pay

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

Client

This will default to the Fee Earner’s initials, but may be amended if

Bill to

revert to the client details.
Our Ref

required.
Your Ref Input a reference if applicable.

Write down time to

Today’s date will be shown by default. You may choose a different date
for the time to be written down to.
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11. 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.

See Chapter 10, above for particulars of how to use the Billing Guide wizard and manually adding
time and outlay to a bill.
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2.
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 Phomelog Maintain  Setup  Help

e

Add  Edit Delete AJc Ledger

Bl Requis
v

& search/Open Carol Nolan

i Al Matters Draft Invoices
f Recent Matters Matter Code Bill Date Addressee Address Type Total Draft No.
(&) my contacts + | GLED01,0001 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 0.00 265
@), Advanced Search GOR001,0001 15 Nov 2014 Noreen Gorman 22 North Circular Road Dublin 2 1 178.67 266
¥ My Invoices GRED02,/0002 15 Nov 2014 Roger Greene 33 Main Street Cork 1 77490 267
“r My Cheques GLE001,0001 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 1,143.36 268
¥ Phone Log GLE001,0002 15 Nov 2014 Charlie Gleeson South West Georges Street Dublin 2 1 4,981.50 269
(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. 110 above.

How to Edit a Draft Invoice

1. Go to My Invoices as described above.
Draft Invoice a x

H H H ‘;' lessage:
2. Either select the invoice |% = © =T

. . a Request Type: @ Invoice [C] open Invoice [ gill Sent Invoice / Bill No:  (not invoiced)
to be edited and click K o
Matter Details
the Edit icon on the Matter: | GLED01/0001 Charlie Gleesan Bils: 0.0
- Outlay:  5.60
Description:  Lease of South West Georges Street
Home tab or double- et 4500
Date: |15 Nov 2014 | [ Transfer To Pay
click the invoice in the 8l To: [Charte Glocson Charges: 92500
. Client | South West Georges Street Dublin 2 Time (HH:MM):  3:42
||St. "i Print Copy
OurRef: JP Your Ref:
Write down Time to: |15 Nov 2014 A
3. Edit the invoice as Tvoice Detts | e
H Type Narrative Net VAT Value Fee Earner
required.
V| F Attendance on client 600.00 138.00 Brian Sweeney
Rel F Letter to client re instructions and secticn 6... 95.00 21.85 Brian Sweeney
slease F File Review re counsels fees and our fees 42,50 9.78 Brian Sweeney
4. CI | Ck OK to save the [ Notify Release Inv 3 Letter to Noel Common SC 187.50 43.13 Brian Sweeney
(¢] Pd Registered Post - letter to Landlord 5.60 0.00 Justin Phelan

changes or click Release
to save the change and
send to Accounts for
approval. T siting Guide N

g vetter Ledger | | Fees: [525:00] Outay: [550] miscelisneous Fees: [3:00] VAT: [21278] il Toter [1143.38]

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. Goto 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. Go to My Invoices

2. Double click on the bill you want to Print; the draft bill will appear.

3. Click on the Print Copy button.

4. Click on Print located on the report toolbar to print the draft bill.

A
(¥ 4 Ok

x Cancel

; Print Copy

Release

[[] Notify Release Inv

THE
= Billing Guide

() View Report - — — (5|
§@DOC LPDF RXLS
=& =
Tint
INVOICE -
DRAFT
Charlie Gleeson 15 Nov 2014
South West Georges Street Dublin 2
Account Ref: GLE001/0001 Our Ref: TP
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 212.76
Add total not subject to VAT 5.60
INVOICE TOTAL: 1,143.36
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My Cheques
Viewing 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.

Carol Nolan -

standard view

Fee Earne

caral Molan

Carol Nolar

1 Template Libran

How to Create a Cheque Request

1. View My Cheques as described above.

2. Click Add on the Home tab.

3. Input the following information: B *
Bank: Client Current Bank A/c v Date: |15 Nov 2014 v
Bank Select from the dro p_ Payee: Brady & Co ¥ Value: 100.00
down ||St Fee Earner:  Carol Nolan v [ Third Party
MNarrative:  Pd Brady & Co v
, . Notes: | Searches
Date Today’s date will be -
shown by default;
R Matter:  [85001/0019 4| »| ... | Internaticnal Business Services Ltd
Cha nge as I"eC|UIred . -v- Fitzsimmons Property Management plc
l ' (Client A/fc) Qutlay Code: Search Fees ©
Qutlay A/c: 103.00
Payee Input the Payee’s o
Client Current A/c: 0.00
name or SeIeCt a Ledger Narrative:  Pd Brady & Co ﬁ
Suppller from the Ok Cancel [C] Notify Release | Release
drop-down list.
Value Input the amount of the cheque.

Fee Earner This will default to the current fee earner. Select a different fee earner from the
drop-down list if required.

Third Party Check the box if this is a third party cheque.

Narrative Input a cheque narrative or click on the down arrow to pick from a list of
narratives.

Notes Input a note to the Accounts Department if required.
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Matter This will show the current case. To select a different case, click on the browse
button for the matter list and double-click the required case.

Notify Check this box if you want an email to be sent to the Accounts Department when the
Release cheque has been released.
Ledger By default to the cheque narrative will be shown but it can be amended either

Narrative  manually or by selecting from the drop-down list.

4. To release the cheque to accounts click Release. Alternatively to hold the cheque in your cheque

list click OK.

How to Create a Draft Invoice

1.

2.

3.

View My Cheques as described above.
Click Draft Invoice on the Home tab.

A draft Invoice will appear.

4. Complete as previously described in How to Create a Draft Invoice, p. 110 above.

How to Edit a Cheque Request

1.

2.

View My Cheques as described above.
Select the cheque you want to edit.
Click Edit on the Home tab.

Make the required changes.

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.

3.

Select the cheque you want to delete.

Click Delete on the Home tab.

How to Release a Cheque Request

1. View My Cheques as described above.
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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.

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. Rl
Account Ledger ¥
Date . | Ref Marrative Billing A/c | Cutlay A/c | Client | Deposit A/
Current r
k| 15 Mar 2010 2266 Pd PIAB 50.00 2
30 Mar 2010 pc Pd Swearing fees 24,00
24 Apr 2010 2390 I} Pd Dr Simon Young Medical Report 250,00
30 Apr 2010 pc Pd Commissioner for QOaths 55.00
30 May 2010 1739 Lodged settlement agreed (13,750.00)
10 Jun 2010 1654 Lodged on a/c fees & vat (1,210.00)
19 Jun 2010 5887 Pd Mr Gordon T Black settlement less fees... 12,548.00
30 Jul 2010 500178 Pd Gordon T Black balance due to client 37530
12 May 2011 218 To Invoice 218 (50.00)
12 May 2011 218 To Invoice 218 (24.00)
12 May 2011 218 To Invoice 218 (250.00)
12 May 2011 218 To Invoice 218 (55.00)
12 May 2011 218 Invoice: Fees:535 Outlay:379 WAT:13335 114735
12 May 2011 pc Stephen Keogh Senior Counsel Fees 3,230.00 v
Client A/c Reservi 0.00 Balances ‘ 147.35 | 3,336 61|| 002” 000|
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Chapter 12: 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.

Home | Case Reports Phonelog Maintain  Setup  Help

Case:  185001/0001 4| | ... | international Business Services Ltd Tel: 01-667788
Debt - Gregg Quinlan Fle: BS

Il case Diary

Uo t M 0000
) poamentMensazr Qriginal Debt Amount | 1,000.00 Total Collected to-date 40000 | Post Payment
Sa Current Client Details

Current Case Details Interest to-date Post Interest
Other Case Detail .
—/CHET S RS Recoverable Costto-date 0.00 Post Costs OQutstanding 600.00
& Associates
& Critical Information Matter Code Date Description Method Type Payment E:Q‘(m‘ Interest Paid | Cost Paid Interest Due | Cost Due :emm Held Date ::?tm Reference
3 e Led » | BS001/0001 31 Oct 2007 Cheque Receipt 100.00 10000 14 Nov 2007 12
Avc Ledger
g IBS001/0001 14 Oct 2009 Cheque Receipt 100.00 10000 2 Oct 2009 20 test
4 Time Ledger -
1BS001/0001 14 Oct 2009 Cheque Receipt 20000 20000 28 Oct 2009 21 tes

g Debt Ledger
g Reserve Ledger
@ Undertakings

B strong Room

WWWWWM

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.

Oriainal Debt Amount 8,317.00 Total Collected to-date  0.00 Post Payment
Interest to-date 28,71 Post Interest|
Recoverable Cost to-date 0.00 Post Costs Outstanding 8,345.71
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Post payment x
Payment | Properties
Matter Code 1B5001/0001
Date 15 Nov 2014 v
Reference 1425
Tvpe Direct Payment i
Payment Methed| 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

Input the following information on the Post Payment dialogue box:

Date

Reference
Type

Payment Method
Value

Principal Paid
Principal Status
Costs Paid
Costs Status
Interest Paid
Interest Status

Description

The date will default to today’s date; amend if required.

Input a reference.

Select the payment type from the drop-down list.

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 [BS001/0001

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 a 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.
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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.

Matter

Debt Costing Ledger

Enter Parameters

1650010001

[ JFun

xC lose

3. Click on the Run Button a report will be generated see the following example.

@ View Report =NNCN X
DOC JLPDF LS
==} =
~
Debt Costing Ledger

Matter IBS001/0001  Debt - Gregg Quinlan
QOriginal Debt 17.000.00  Debt Interest 197.76
Recoverable Cosis 600.00  Collected to Date 705.00

Cutstanding 17.052.76
Date Method  Type Value  Premium Paid Costs  Costs Paid Interest  Interest Paid
31/10/2007 Cheque Receipt 100.00 100.00 0.00 0.00 0.00 0.00
14/10/2009 Chegque Receipt 100.00 100.00 0.00 0.00 0.00 0.00
14/10/2009 Cheque Receipt 200.00 200.00 0.00 0.00 0.00 0.00
16/11/2014 Interest 0.00 0.00 0.00 0.00 61.71 0.00
15/11/2014 Interest 0.00 0.00 0.00 0.00 96.05 0.00
15/11/2014 Cheque Direct Paym 305.00 250.00 0.00 50.00 0.00 5.00
16/11/2014 Costs 0.00 0.00 500.00 0.00 0.00 0.00
15/11/2014 Costs 0.00 0.00  100.00 0.00 0.00 0.00

v
Page1ofl Main Report = O 100%| — 49—

4. Click Print on the Report Toolbar to send the report to the printer.
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Chapter 13: 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

3. Open a case in the Case Diary.

4. Click on Reserve Ledger on the Case diary Navigation panel. The Reserve Ledger will be

displayed.

Home| Case Reports Phonelog Maintain Setup Help

€3 critical Information

i A/c Ledger

gl Time Ledger
Jid Debt Ledger
il Reserve Ledger
() Undertakings

M strong Room

Contributory
Negligence

)
Print
& Cliont/Case Caser 1850010019 4| »| ... | mternational Business Services Ltd
o HlEmEE -y Fitzsimmons Property Management plc
il case Diary
i Document Manager
%a Current Client Details
e Date General | Special | Future Property
. i Damages |Damages |Specials | Damage
¥ Other Case Details
& Associates »|16 Nov2.. 600000 100000 200000  0.00

2,000.00

Co Defendant | Costs

Liability

1,00000

4,00000

Tel: 01-6677:
Ffe: SK
Add Edit Delete|

General Comment | Special Comment | Furture Comment | Property Comment | Other Comment | Contr|
Com

Damaged Leg, fr.. Pain & Suffering  Long term rehab Didn

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.

x

Matter I1BS001/0019

General Damage

Special Damages

Future Specials
Property Damage
Other Damage

Damages Total

Reserve Ledger — Insert

International Business Services Ltd

6,000.00 Damaged Leg, fractured

1,000.00 Pain & Suffering

2,000.00 Long term rehab

0.00

9,000.00

Date 16 Nov 2014

Co Defendant Liability

Reserve Total

Contributory Negligence

2,000.00

1,000.00

6,000.00

Didn't wear protective shield.

¢ Costs

Estimate Total

4,000.00

10,000.00

Ok Cancel
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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.

3. Click OK to Add the entry.
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How to Edit an Entry

1. Click Reserve Ledger on the Case diary Navigation panel.

2. Select the entry you want to edit, then click Edit on the Home tab. The Reserve Ledger —
Insert dialogue box (see above) will appear.

3. Make the required changes.

4. Click OK to save the changes.

How to delete an Entry

1. Click Reserve Ledger on the Case diary Navigation panel.

2. Select the entry you want to delete, then click Delete on the Home tab.

Confirm Delete

3. You will be asked to confirm the deletion.

4. Click Yes to confirm. \d Are you sure, you want to delete?

Yes Mo

How to Print the Reserve Ledger

1. Click Reserve Ledger on the Case diary Navigation panel.
2. Click Print on the Home tab.

3. Areport will run; to print the report, click the Print icon on the report toolbar.
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Chapter 14: 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.

% Home Case Reports Phonelog —Maintain

I CRCEC

phonelog Add  Edit  Delete
Phone Log

4 Al Matters Case Code
I Recent Matters KEL002/0002

c FIS001/0001
BLO001/0005

s BLAQ01/0001
Y A BRO002/0001
Bt ¥ | |BLo001/000
(S e 4 BLOOO1/0005
EQSS;UTW search 4 ABAO01/0002
Py 4 LAW001/0001

4 CLI001/0001

o ABA0O1/0001
v LAWO001/0001

7

Setup  Help

Date

21 May 2014
12 Dec 2013
11 Dec 2013
11 Dec 2013
22 0ct 2013
30 May 2012
30 May 2012
10 May 2012
25 Apr 2012
20 Apr 2012
20 Apr 2012
28 Feb 2012

Name
Sarah Kelly
Melinda Fisher
Joe Bloggs
Gordon T, Black
Kevin Brophy
Joe Bloggs

Joe Bloggs
David Abrahams
Liz Lawlor

gill Clinton
David Abrahams

Liz Lawlor

Message
Caller: Louise - Pls call urgent

Caller: Melinda - Please ring back re contracts

Phone Call

Phone call re Brief

Phone Call

Phone Call to discuss contract

Phone Call

Phone Call from David re Garda Report

phone Call - Advised on tile issues

Phone Call - Looking for Barrister's opinion. pls Call:t:
Phone Call to David re Assets Valuation

Phone Call to advise on Tax plan

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.

Description
Debt Collection

Sale of Lands in Wicklow

Advice File

RTA Walkinstown Crossroads, G. Black
Immigration

Lease Review (Sports Clinic, Spawell)
Advice File

RTA - Listowel

Adbvice re Inheritance tax

Unfair dismissal by State Department
Family Law

Advice re Inheritance tax

4. To clear the search, click the Clear button to the right of the search box. I:I

How to Sort the Phone Log

1. Open the Phone Log.

2. To Sort by column click on a column heading, e.g. Name.

3. To clear the sort right, right-click on the column heading and select Clear
Sorting from the pop-up menu.
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How to Filter the Phone Log

1. Openthe Phone Log
2. To filter move you mouse over the column heading until a pin appears.

3. Click on the pin to see a list of filter options click on the required filter.

Case Code Date w [ \rhn Kdaccana
- Fob Murphy & =

v HSEQ01/0003 | 25 May 2011 Housil the notes in here so you ar|
| (Blanks) . )
v HSEQ01,/0001 30 Jun 2011 Housil il to Housing Dept re instru
{Non blanks)
v 4 GALQOO2,/0003 14 Feb 2014 Galact
v ABAOO1,/0001 26 Oct 2011 David| Bart Simpsan la - Maore instructions - did
v ABAOD1/0001 | 16 Aug 2012 David | Bill Clinton all re Means Assessment
o | ABAO01/0001 15 MNov2012  David| BOP Murphy d Client on Court process
.| Charlie Gleesaon : L
o« ABADO /0001 158 Dec 2012 David . g for advice tax implication
7 - David Abrahams i
5 ¢ | GLEOO1,/0001 05 Oct 2011 Charlis Galactic Macrocredit Home Loans Limited son - Mr Gleeson would likeg
v o MURQ02/0001 28 Aug 2012 Bab M Housing Department lanning

o CLI0O1,/0001 22 Mar 2011 Bill Cli| Jenny Rafter ent to approve filing Defenc
v CLI001/0001 07 Feb 2013 Bill i K<en Traynor ¥ 1j to worry about, Everything
4

Z

SIMOO1,/0001 12 Feb 2010 Bart Simpson CN Telephone Attendance

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 Date Name Message Description
» Who: BS
+| » Who:CN
4 Who: JP
e SMIN01,/0001 20 Jan 2011 Smith & Green Caller: john smith - harry rang re contracts Corporate Matters
& | BOUOOL/0001 24 Oct 2010 Claire Bourke Telephone Attendance Personal Injury at work
4 BOU001,/0001 17 Jul 2010 Claire Bourke Telephone Attendance Personal Injury at work
» Who: MW
» Who: SK

4. To remove the grouping, if the Group Panel is hidden, right-click on a colum heading and select
Show Group Panel from the pop-up menu.

5. When the Group Panel is shown, right-click on the column name in the Group Panel.
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Group Panel

Case Code Date Message
» | F Name:
» Name: Bart Simpson
» Name: Bill Clinton
» Name: Bob Murphy
» Name: Charlie Gleeson
¥ Name: David Abrahams
b Name: Galactic MacroCredit Home Loans Limited

» Name: Housing Department

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
Case 277772/7777 MNon Assigned
Phone Message
Date 16 Mov 2014 v 11:36
Priority High @ Normal Low
who v
Notify 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 ZZ72777/7777, 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 Select the priority of the message (High, Normal or Low).

Who Who is the message for. You may select from the drop-down list.

Notify To notify somebody else, in addition to the addressee of the message, select
from the drop-down list.

Caller Input the caller’s name.

Message Input the message.

Answered Check this box only when the message has been answered; 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.
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How to edit a phone message

1.

2.

3.

4.

How to delete a phone message

1.

In the phone log, select the message you want to amend.

Click Edit on the Phone Log tab.

Change Phone Log ( 1880)
Case KEL002/0002 | Sarahkelly
Debt Collection
Date 21 May 2014 A 1441
Priority High ® MNormal Low
Who Carol Nolan v
Notify
Caller Louise Answered
Message
Caller: Louise

Send Email

Ok

Cancel

Amend as required.

Click OK to save the changes.

Open the phone log.

Select the message you want to delete.

Click Delete on the Phone Log tab. You will be asked to confirm the deletion.

Click Yes.

Note: If you delete a message it will be removed from the system completely.
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Chapter 15: 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
. . N Open Cases
window. The Standard View is shown e
by default Open 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 Client Code | 1BS001 Description | Gary Nevi
Details. Matter -

5. Uncheck the box marked Closed. The case

. Matter | Admin | Case Associate | Other Details | Archive
is now reopened.

Closed Date: 16 Nov 2014 | Closed
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How to close a Case

Before archiving a matter ensure that all balances are nil, all time is posted to the time ledger and all
tasks in the case diary are marked as complete.

1. Click on Search/Open on the Navigation panel.
2. Select All Matters on the Navigation panel.

3. Search for the case in the normal way.

4. Double click to open in the Case Diary.

5. Click on Current Case Details on the Navigation panel, to view the Current Case Details screen.

Current Case Details 'e

Client Code | 1Bs001 Description | Gary Meville - Short term loan

Matter 0020

Matter | Admin | Case Associate | Other Details | Archive | Billing Details | Permission | Transaction

Fee Earner Brian Sweeney ¥ || File Ref

Secretary -

Partner s

Department Debt ¥ | Your reference

Work type v Mark as Important
Old reference Statement

Case Plan and Status

<

Case Plan/Type | General Office Wark File colour e

Case status ¥ | Record No

Cancel

(e
6. Select the Archive Tab.

7. Check the box marked Closed.

Current Case Details X

Client Code | 13500: Description Ger Brady - MNBA Visa Credit

Matter 0022

Matter | Admin | Case Associate | Other Details | Archive | Billing Details | Permission | Transaction

O closed

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.
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This case has outstanding balances
This case has outstanding Case Diary entries / Tasks

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.

There is Time outstanding on this case

"
-
d There are Charges outstanding on this case

Are you sure you want to close this case at this time?

‘ Close the case |[ Cancel l
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Chapter 16: Using the Document Manager and Brief Wizard

Document Manager

Getting around Document Manager
Below is an image of the Document manager window.

Toolbar
Home Case Reports Phonelog Maintain_—“—wap Help ;
- Use Adobe PDF Viewer
—_ 0 \ Sﬁ w. ‘ Case Box
print | Properties Reclassify Email =Compile Brief YerrrorrrerreTe—————— p Preview Pane
Doc w(s) Brief Prec Compare
A gamEs Case:  BILO01/0001 4 Nj" 3 ‘ Column Headlngs T\ Tel: 01288777
- i Search box i S— : Flei BS
M case Diary — )
{0 Document Manager — Fserched Standard view T | Aftendance shea, | [ =
$a Current Client Details - y -
T e TS Type | Document Name Version | Diary Date | Date ~ | Document Class Source From To Subjeq
e ~ » E Attendance sheet 1 12 Nov2014 23 Nov2014 General Case Attenc ATTENDANCE
¥ Cther Case Details
& Associates Letter to Barrister 1 13 Nov2014 23 Nov 2014 Case Letter . . -
@ critical Information [IE  Letter to insurance company 108 Oct 2014 | 23 Nov2014 Letters/Interparty Corr... Case Letter Client: - Noel Biling
|>: Letter to Doctor 1 23 Nov2014 01 Qet2014 1 Letter Case Reference
W8 4/c Ledger rb_; insurance assessors report 1 04ul2011 04 4 D t Li t m... Martina Winte... martina@keyh... doctor BIL001/0001/BS/hb
ag Time Ledger 1 04 Jul2011—" ocumen IS -m.. Martina Winte.. martina@keyh.. doctol Description: RTA
g Debt Ledger ‘ Navigation panel “owur0i1 04 WIZ0TL General | Recewed E-m.. Martina Winte.. martina@keyh.. doctor | Brennanstown Valley
M Reserveledger T 110 Jun2010 29 Jan 2011  Letters/Interparty Corr... Case Letter | Roundabout
© Undertakings [E Letter to Solicitor 124 Apr2010 29 Jan 2011  Lettersnterparty Corr.. Case teter | pate: 23 November 2014
Letter to Client 1 20 Apr2010 29 Jan 2011 Letters/Interparty Corr... Case Letter
| ST E Attendance Sheet 1 17 Apr 2010 29 Jan 2011 Case Initial »
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
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Home tab

>

Properties

%

Reclassify

Compile Brief

Use Adobe PDF Viewer

Description
Print

Show document properties
Reclassify: change the 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

3.

4.

6.

Open a case in the case diary.

Click Document Manager on the Navigation panel. All the attachments in the case will be
listed.

Home Case Reports Phonelog Maintain  Setup Help
) g d Use Adobe PDF Viewer
f— | = =
print | Properties Reclassify Email = Compile Brief
) Brer Preview Compare
Case:  BLAOO1,0001 4| »| .. | Gordon T. Black Tel: 01 47666
RTA Walkinstown Crossroads, G. Black Fe: BS
ase Diary.
8o Current Client Details
Document Name Version | Diary Date | Date ~ | Document Class Source From To
Current Case Details | cordon T. Black
e ——— Letter to Doctor 1 04 Nov 2014 04 Nov2014  Letters/Interparty Corr... Case 23 Elis Pk
& Associates Letter to Doctor 1 04 Nov 2014 04 Mov 2014 Letters/Interparty Corr... Case gaLb};nH;Ei
@ critical Information Letter to Solicitor 104 Nov 2014 04 Nov 2014 | Letters/interparty Corr... Case uoin 6
Letter to Solicitor 1 04 Nov2014 04 Nov2014 Letters/Interparty Corr.. Case
@ 2/c Ledger Letter to John Dunne 1 04 Nov2014 04 Nov2014 Letters/nterparty Corr... Case
g Time Ledger » Letter to Client 1 04 Nov 2014 04 Nov 2014 Case
i Debt Ledger Letter to Client 1 04 Nov 2014 04 Nov 2014 Case
] 9 4 = OURREF YOURREF DATE
Re=eurallerney = Contracts version 2 1 04Jun2014 10 Dec 2013 Document Received E-m. BShbBLAO0L/000I 1234T 04 November 2014
SHUecsiakng: 7. ips for using Gmail 1 14 Nov 2013 09 Dec 2013  General Received E-m... mail-noreply..  Keyho
F Microsoft Outlook Test Message 1 14 Nov 2013 09 Dec 2013 General Received E-m... trainingkeyho... Trainit
B Strong Room Re: RTA Walkinstown Crossroads, G. Black
[@ imageoor 1 27 Nov 2013 09 Dec 2013 General Received E-m... melinda@key... Traini
al T 5 a Dear Mr Black
Gordon T. Black RTA Walkinstown Crossroads, G. 1 27 Nov 2013 09 Dec 2013 General Received E-m. melinda@key. Trainir
[ keyhouse 1 12 Dec2013 05 Dec 2013 | Letters/interparty Corr... Captured
[ 2005020191608sharpscanner@keyhouse.e_200... 1 11Dec2013 05Dec2013 Document Captured S
Yours sincerely,
[ senefits of working paperless 1 28 May 2014 05 Dec 2013 Document Captured
E Brief_Gordon T Black RTA Walkinstown Crossroa... 1 11Dec2013 11 Apr 2013 General Captured
[f®)  erier RTA Walkinstown Crossroads_G. Black 1 1 11Dec2013 11 Apr2013 General Captured 5
Brian Swegngy
al Statement 1 23 May " Lure M

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.

“\ ci Case:  BLAOO1,/0001 4| »| .. GordonT. Black
< hent RTA Walkinstown Crossroads, G. Black

I case Diary

a Document Manager

pleading Standard View ||

S» Current Client Details

Type | Docame = Version | Diary Date Date T | Document Class Source From To
Current Case Details o
2 Other Case Details 4 ’_ RE: Draft Pleadi 1 20 Apr2012 |20 Apr 2012 Document Sent E-mail Martina Winte...
& Associates F; blac01-0001 1 25 Apr2012 |17 Apr 2012  Memo Received E-m... Martina Winte... 'Marti
€Y Critical Information r_' Draft Pleadings 1 25 Apr2012 |17 Apr 2012 Document Received E-m.. Martina Winte... | 'Marti
h blac01-0001 1 22 MNov 2011 |22 Nov 2011 | Document Received E-m... Martina Winte... marti

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

135



Keyhouse Chapter 16: Using the Document Manager and Brief Wizard

How to Sort by Column Heading

4. 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:  BILOD1/0001 4| »| .. | Moel Billing
RTA Brennanstown Valley Roundabout
Search text Standard View || |
Type | Document Name Version | Diary Date | Date Document Class A Source From To Subjeq
4 |E Attendance Sheet 1 17 Apr2010 29 Jan 2011 Attendance Sheet Case Initial ,
rh_; Attendance sheet 1 12 MNowv 2014 23 Nov 2014 Attendance Sheet Case Attenc
(2 Letter to Client 1 20 Apr2010 29 Jan 2011  Letters/Interparty Corr.. Case Letter
) Letter to Solicitor 1 24 Apr 2010 29 Jan 2011 | Letters/Interparty Corr... Case Letter
(2 Letter to solicitor 1 10 Jun 2010 29 Jan 2011  Letters/Interparty Corr.. Case Letter
ﬁ letter from hospital consultant 1 04 Jul2011 04 Jul 2011  Letters/Interparty Corr.. Received E-m.. Martina Winte... martina@keyh... doctol
[= Letter to insurance company 1 08 Oct2014 23 Nov 2014 | Letters/Interparty Corr... Case Letter
[ Letter to Barrister 1 13 Mov 2014 23 Nov 2014 | Letters/Interparty Corr.. Case Letter
= Letter to Doctor 1 23 Mov 2014 01 Oct 2014 | Letters/Interparty Corr... Case Letter
P doctors report 1 04 Jul2011 04 Jul 2011  Medical Reports Received E-m...  Martina Winte... martina@keyh... doctol
[Z insurance assessors report 1/04 Jul2011 04 Jul2011  Medical Reports Received E-m...  Martina Winte... martina@keyh... doctol
2] sort Ascending
5. To remove the sort, right-click the column heading and choose Clear Sorting 2l sort Descending
8% Clear sortin
from the pop-up menu. 2 E
= Group By This Column
Show Group Panel
Show Column Chooser
. = .
How to Filter Columns S petrit
Best Fit (all columns)
? Filter Editar...
3. Move your cursor to the column heading required, so that the filter pin Document Class ¥\ =
appears.
4. Click the filter pin and select the required filter from the drop-down menu.
Search text Standard View |
Type | Document Name Version | Diary Date Date Document Class, ™ Al Snurca L\} From To Subje
= Elanks;
4 |EZ Attendance Sheet 1 17 Apr 2010 29 Jan 2011  Aftendance Shes ( ) Tnitial
—= (Mon blanks)
\Z  Attendance sheet 1|12 Nov 2014 | 23 Nov 2014 | Attendance Sheq Attendance Sheet Atten
Letter to Client 120 Apr 2010 |29 Jan 2011 | Letters/Interpart | etters/Interparty Correspondance Letter]
Letter to Solicitor 1 24 Apr 2010 | 29 Jan 2011 | Letters/Interpart Medical Reports Letter|
Letter to Solicitor 110 Jun 2010 | 29 Jan 2011 | Letters/Interparty corr.. T case Letter|
letter from hospital consultant 1 04 Jul2011 04 Jul 2011  Letters/Interparty Corr... Received E-m.. Martina Winte... martina@keyh... doctol
Letter to insurance company 1 08 Oct 2014 | 23 Nov 2014 | Lefters/Interparty Corr.. Case Letter]
\2  Letter to Barrister 1 13 Nov 2014 |23 Nov 2014 | Letters/Interparty Corr... | Case Letter|
[Z | Letter to Doctor 1 23 Mov 2014 01 Oct 2014 | Letters/Interparty Corr.. | Case Letter|
|'_1 doctors report 1 04 Jul2011 04 Jul2011  Medical Reports Received E-m... Martina Winte... martina@keyh... doctol
[Z insurance assessors report 1 04 Jul 2011 04 Jul 2011 | Medical Reports Received E-m.. Martina Winte.. martina@keyh... docto

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

136



Keyhouse

Chapter 16: Using the Document Manager and Brief Wizard

How to Group by Column

9. Right-click the column heading you want to group by, to show the 2l sort Ascending
pop_up menu £l sort Descending
’ %« i
¥ ear Sorting
. i = Group By This Column
10. Select Group By This Column. In the following example, the &5 Rehow Group panel
documents are grouped by document class. show Column Chooser
= BestFit
] Best Fit (all columns)
f|
IT}pe Document Mame Versi T Fitter Editor..
P Document Class: Attendance Sheet
b Document Class: Letters/Interparty Correspondance
b Document Class: Medical Reports
11. To expand/collapse a group click the arrow to the left.
Type Document Name Version |Diary Date |Date Source From To Subject
» Document Class: Attendance Sheet
v | 4 Document Class: Letters/Interparty Correspondance
F: Letter to Client 1/20 Apr2010 |29 Jan2011 Case Letter to Client re advice
ﬁ'_: Letter to Solicitor 1|24 Apr 2010 |29 Jan 2011 | Case Letter to Land Registry
rh_; Letter to Salicitor 110 Jun 2010 |29 Jan 2011 Case Letter to Solicitor
{ letter from hospital consultant 1 04 Jul2011 04 Jul2011  Received E-m.. Martina Winte... martina@keyh... doctors report
o
E Letter to insurance company 1 08 Oct 2014 |23 Nov 2014 Case Letter to insurance compan
E Letter to Barrister 1 13 Nov 2014 23 Nov 2014 Case Letter to Barrister
F: Letter to Doctor 1 23 Nov2014 01 Oct 2014 Case Letter to Doctar
» Document Class: Medical Reports

12.

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.

4 Document Class: Letters/Interparty Correspondance
4 Source: Case

rh: Letter to Client

Letter to Solicitor
Letter to Solicitor
Letter to insurance company

Letter to Barrister

1 20 Apr 2010 29 Jan 2011

1 24 Apr 2010 29 Jan 2011
1 10 Jun 2010

1 08 Oct 2014

29 Jan 2011
23 Nov 2014

112 Mov 2014 22 Mov 2014

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

Letter to insurance company

Letter to Barrister

=, | Letter to Doctor L\\) 1 23 MNov 2014 01 Oct 2014 Letter to Doctor
4 Source: Received E-mail
ﬁ letter from hospital consultant 1/04 Jul2011 |04 Jul 2011 | Martina Winte... martina@keyh... doctors report
W To remove the grouping, right-
Case: |BEEQQ1/0008 4| p| .. |Zaphod Beeblebrox

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.

Beeblebrax v Dublin Bus

Search text

Document Class: Clien
2

-

Document Class: Docu Zl
A

-

Document Class: Engat

v | v

Document Class: Lette:

-

Document Class: Mem

-

Document Class: Motic

T

Document Class 4|/ gqyrea a Group panel
== !l
Type Document M B Eull Collapse Version | Diary Date | Date
» »

Sort Ascending

Sort Descending

Document Class: Inst

Hide Group Panel

Show Column Chooser
Best Fit (all columns)
Group Summary Editor..,
Filter Editor...
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How to reclassify documents

1. Select the document or documents you want to reclassify and click Reclassify on the Home tab,
to bring up a list of the available document categories.

Change Category x
=l TIP: To select multiple documents:
Hold down CTRL on your keyboard | & R
and click each of the documents S
to be selected. o Conament s
LTR Letters/Interparty Correspondance
MED Medical Reports
2. Search for the required category, if He Heme =
necessary, and select it. %L o

A
3. Click OK.

How to change the Document Properties

1. Select the document or documents
whose properties you want to
amend. Details | File Information

Document Properties b4

Document Mame:  letter from hospital consultant
2. Click Properties on the Home tab, to Document Date: | 04 Jul 2011 »
show the Document Properties
. Document Class:  Letters/Interparty Correspondance v
dialogue box.
Document Type:  Image
3. You may amend the Document 5 Ok Cancel

A, Dt Do CasS 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.
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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. 138 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.

Home| Case Reports Phonelog Maintain  Setup  Help

= 0% p

Print Properties Reclassify Emaily Compile Brief
Documents) Brief

Use Adobe PDF Viewer
- - - -

Preview Compare

&\ R Case:  pLAOD1,0001 4|»| .. | Gordon T. Black

sy, LMY RTA Walkinstown Crossroads, G. Black
W Case Diary

.U Document Manager Standard View i
% Current Client Details

=
4
o

Daocument Name Version | Diary Date Date ~ | Document Class Source From To
= Current Case Details

% Other Case Details rh_% Letter to Doctor 1 04 Nov 2014 04 Nov 2014 | Letters/Interparty Corr.. Case (nd
38 Associates |E Letter to Doctor 1 04 Nov 2014 04 Nov 2014 | Letters/Interparty Corr.. Case
€¥ critical Information |E Letter to Solicitor 1 04 Nov 2014 |04 Nov 2014 | Letters/Interparty Corr... Case
ri_; Letter to Solicitor 1 04 Nov 2014 | 04 Nov 2014  Letters/Interparty Corr... Case
i A Ledger rE Letter to John Dunne 1 04 Nov 2014 04 Nov 2014 | Letters/Interparty Corr.. Case
ifl Time Ledger 3 E Letter to Client 1 04 Nov 2014 04 Nov 2014 Case
il Debt Ledger fiE retter to Client 104 Nov 2014 04 Nov 2014 Case
ifl Reserve Ledger fiE  contracts version 2 1 04 Jun 2014 10 Dec 2013 Document Received E-m...
@ Undertakings e Tips for using Gmail 1|14 Nov 2013 09 Dec 2013 | General Received E-m... mail-noreply.. Keyho
= Microsoft Outlook Test Message 1 14 Nov 2013 09 Dec 2013  General Received E-m.. training.keyho.. Trainir
B strong Room
rE image001 1|27 Nov 2013 09 Dec 2013 | General Received E-m... melinda@key.. Trainit
= | Gordon T. Black RTA Walkinstown Crossroads, G... 1 27 Nov 2013 09 Dec 2013  General Received E-m.. melinda@key.. Trainir
keyhouse 1|12 Dec 2013 05 Dec 2013  Letters/Interparty Corr... Captured
20090820191808sharpscanner@keyhouse.ie_200... 1 11 Dec 2013 |05 Dec 2013  Document Captured

3. Click Compile Brief on the Document Manager Home tab.
4. The Brief Assembly Wizard will start with a welcome screen. Click Next to continue.

5. If Brief templates have been set up on the system, you may either select one or check Do not use
a Brief Template.

MNew Brief Wizard »

. I<eYh ouse 5\::;: ::jssembly

Using a Brief Template

Brief Template Type Sequence Section
Booklet of Title LJ -1 Interparty Cormrespondance
Personal Injury Litigation L 3 Pleadings
L 4 Reports

[ Do not use a Brief Template

Cancel Previous Mext
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Keyhouse Chapter 16: Using the Document Manager and Brief Wizard

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.

Mew Brief Wizard x

. I(EYh O u S e E:;f‘:jssem bly

Brief Information
Title: Brief for Beeblebrox v Dublin Bus
Author: Brian Sweeney

Description: |Brief for Beeblebrox v Dublin Bus

Location: \Wkeydev020\c\keyhouse\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

Keyhouse

Ready to create Brief

Brief Assembly
Wizard

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

K&

Brief Author: Brian Sweeney

Cancel Previous Finish

7. When you are satisfied, click Finish.

8. The sections in the brief will be displayed.

Home Case Reports Phonelog Maintain  Setup

pra

Help

Use Adobe PDF viewer | [C] stav in oricinal section

Show Preview

4 i T 7l - __o_) W= Open in Word
| - ] I\ =
» - =
Create New Brief Open Brief Finalise (Re)generate Open in Adobe
Brif Templstes -

I « » =+l

Preview Drag and Drop Brief Sections M

Case: Noel Eilling

RTA Brennanstown Valley Roundabout

BILOO1,/0001 A0 .

A Client/Case

Il Case Diary

[ Document Manager Brief: Brief for RTA Brennanstown Valley Roundabout

%o Current Client Details
Current Case Details

Iy Other Case Details

4 Associates

€ critical Information

Type Document Name

»| » Section: 001 - Attendance Sheet
} Section: 002 - Letters/Interparty Correspondance

i A/c Ledger » Section: 003 - Medical Reports

d Time Ledger
i Debt Ledger
d Reserve Ledger
&) Undertakings

W strong Room

Brief Sections

Document D...

Brief Home tab
The Home tab in the Brief:

Home | Case Reports Phonelog Maintain  Setup  Help
Add T _ f= _ = .
Use Adobe PDF Viewer | [ Stav in original section . i ﬁ I‘f 74 ? _»'0_) Ih',":i Qpen in Word
(. oy —
Show Preview - ! o 2 L @ Adob
+ e to Bonom | Create New Brief Open Brief Re-order Brief Finalise (Re)generate pen in Adobe
Preview Drag and Drop Brief Sections Mave Brief Templates This Biief
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Brief Sections

How to Add a Section
1. Click Add on the Home tab.

Brief Section x
. Section Nami | [New Section)
2. Name the 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: |BEEQ(01,/0008 4| »| .. | Zaphod Beeblebrox
Beeblebrox v Dublin Bus

Brief: Brief for Beeblebrox v Dublin Bus

Type Document Name Class Document...
» | » Section: 001 - Client Letters
» Section: 002 - Documents
b Section: 003 - Engagement Letters
» Section: 004 - Instruction Sheets
» Section: 005 - Letters/Interparty Correspondance
» Section: 006 - Memo
b Section: 007 - Motion papers

2. A list of sections will be Case: |BEE01/0008 «| ¥ ... | zaphod Beeblebrox
Beeblebrox v Dublin Bus

expanded.

w . . Brief: Brief for Beeblebrox v Dublin Bus Brief Sections
Tip: To Show the list p— 0
permanently click the pin. #  Cover Letters o

L_J Client Letters
3. Select the section you want to L pocuments
rename. L__J Engagement Letters
Ll instruction Sheets
4. Click Name on the Home tab. L] Letters/interparty Correspondance

Alternatively, right-click the section | L nemo

and choose Section Name from L) motion papers

the pop-up menu. Documents Not Included in this Brief

5' Name the new SeCtlon and Type Document Name Class Document...
click OK to confirm. +| » Section: 001 - Client Letters

b Section: 002 - Documents

b Sartinn- 03 - Fnaanamant | attare

143



Keyhouse Chapter 16: Using the Document Manager and Brief Wizard

How to delete a Section

1. Click Brief Sections on the right of the brief screen (see How to amend a Section Name,
p. 143 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?

4, A message will ask you to confirm the deletion.
\a Are you sure you want to delete Section "Cover Sheet"?
5. Click Yes.
Yes Mo
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. 143 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.
T 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.
+ Move Down Move the selected section down one position.
¥ Mevzwm Bamem Move the selected section to the bottom of the list.
Mowve Section
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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. 143 above)

2. Pin the Brief Sections so that they remain visible.

3. In the 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 a

Cover Letters

Client Letters

Documents

Engagement Letters

Instruction Sheets
Letters/Interparty Correspondance

Memo

EEEEEEE

Motion papers

Documents Mot Included in this Brief

Type Document MNarme Class Document...
» Section: 001 - Client Letters ~
» Section: 002 - Documents
»| 4 Section: 003 - Engagement Letters
|'h: Terms of Engagement Engageme... 30 Sep 2014
b Section: 004 - Instruction Sheets
» Section: 005 - Letters/Interparty Correspondance

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).

How to flag as a Cover or Main

5. Click Brief Sections on the right of the brief screen (see How to amend a Section Name,
p. 143 above)

1. Select the section required.
e 2dd
2. If the section is already designated as a Cover section, Click Make Main O nizme
on the Home tab to make it a Main section. This command toggles between 9 Deters
& Make Main
Brief Sections
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Make Main and Make Cover, depending on how the selected section is designated.

=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: Brief 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 used as a template, it may be advisable to change it to something more generic.

3. Click OK.
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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 Optinne)
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.

=l 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

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.

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 G

“The following documents will be pre-processed before the Brief 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-processed again. This may be necessary for
images or PDF documents if the resolution and colour depth settings are not to your liking. You can change these settings on the next
screen.

section sl

#  Cover Sheet J
[[J Attendance Sheet ‘
Attendance sheat
Attendance Sheet

L Introduction

LU Letters/Interparty Correspondence

Cancel Next

4. Select the print quality and colour depth required.

@ Keyhouse

— Print Quality

Brief Generation Wizard e

Brief Generation
Wizard

! 72 DPI - Suitable for Text documents
@ 150 DPI - Text and Drawings
t ~) 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 repreduction.

[| — 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.

Brief Generation
Wizard

Keyhouse
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6. When preprocessing 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.
Brief Generation Wizard x
Keyhouse —
y Wizard
— Print Order
[Order Documents as specified during Brief Maintenance v] This option allows you to override the order in which documents appear in the brief.

— Page Footer and Table of Content

Mo offset ~ | DEpending on your PC's printer drivers, the page numbering can sometimes appear too far down the page. If that happens adjust the location of the page
number and other footer information here.

Page Numbering Footer Font ———

Size: |7 ~ | Bold

£ No footer

[Section - Desc - Page 'l

Include Totals

£ Left-Align TOC columns

Cancel Previous MNext

= The documents in each Section may be printed in ascending date order, in alphabetical order

by filename or in the order in which Print Order
- PN Crder Documents as specified during Brief Maintenance T
they were added to the brief while it
y . . A Crder Documents as specified during Brief Maintenance
was being assembled or maintained. Order Documents by File Date in each Section
Crder Documents by File Name in each Section

=  The footer offset is the minimum number of lines that must be maintained |tine [
. No offset
between the footer and the physical end of the page. 1line
lines
ilines
» The options for page numbering in the footer are: 4 lines
e Page: Only the page number is shown; Page Numbering |
e Section — Page: The section number and the page number are Page
. Page
ShOWI’l, Section - Page
e Section — Desc — Page: The section number and description, and Section - Desc - Page

the page number are shown.
Check the box to include totals (e.g. “Page 5 of 158").

= 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.

7. When you have selected the desired options for the print order of documents, the contents
of the footer and the table of contents, click Next.

. Select your Output
You will now choose the
. Produce both a Word and a PDF Document w | EEREEEDE NS TR

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

Produce a Folder

Produce a Word Document
Produce a PDF Document
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instead of a single document.

9. Click Finish. The brief will now be generated. This may take some time
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