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We are constantly improvingand implementing new featuresin our software. The attached guide isasummary
of whathas beenadded andimprovedin oursystem. Thisguide has been designed as a quick way to see all the

changes with yourlatest upgrade.

We have made improvementsinthe following areas:

Security

Maintain

Administration

Setup

PartnerTab

User Permissions —Time Write Off

User Permissions —Maintain Client and Case Details
Profile Control Access

Employee Reference No & Team Leader
Set Default Time as Chargeable/Non Chargeable

Activating Document Folders
Seta Default Associate Type

Prevent Completed Actions from being changed
UDF Forms

Client Other Details

Copy & Paste Workflows
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-
Security

Partner Tab

KEYD-3519

artner Tab giving easy access to Management
Reports. Accessto thisTab isgivenonthe
HandlerTab by selecting the Type of Handleras

Partner.

Change Handler X
General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets
Code * BS Team Retired
Name * Brian Sweeney Auto Launch Timer
Hourly Rate 250.00 ! Outlook View
Team * COM | lw|ls Chargeable
Logon BRIANS Type
F/E Code * BS v @ Partner
Default Task GEN || x By
Racent Used Matter List | 55 Support Staff
Exchange Alias keyhosuetest@gmail.com
Default Delegate Resource w
Department CON v
Branch Head Office v

Skip welcome screen in new matter wizard

Employee Reference No.

Team Leader

oK Cancel

Itis possible torestricttoaccess to the
Management Reports for specific partners.

e Go tothe SetUp Tab and click User Setup
e SelectHandlerControl Access

e Ensurethe Partnersboxis ticked to prevent

access.
Handler New Client Partners Precedents
Qi andiers T T Y- T
Brian Sweeney %]

Stephen Keagh
Justin Phelan
Mark Kelly
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User Permissions —
<ezs Time Write Off

It is now possible to prevent users from writing off
time. Thiswill ensure that only authorised people
can delete recorded time from a matter.

e Go tothe SetUp Tab and click User Setup
e SelectHandlerControl Access
e Ensure the Time Write Off box is ticked to

preventaccess.
ess Maintenance
Handler OR All Hand...| Time Ledger Maintenance Time Recorders Time Write Off Undertakings
All Handlers
Brian Sweeney m] O
Stephen keagh [m]
Justin Phelan m]
Mark Kelly [m]

User Permissions —
<> Maintain Client and
Case Details

tis possible to prevent users from changing

Client/Matter details once a Client/Matter has
beensetup. This will ensure that details can only
be changed by authorised persons.

Go to the Set Up Tab and click User Setup

e SelectHandlerControl Access

e Ensure the Maintain Clientand Case details box
istickedto preventaccess.

[ |

Handler OR All Hand... | | [ Maintain Associate Types | Maintain Client and Case details | Maintain Ribbon Bar
All Handlers

Brizn Sweeney
stephen Keogh
Justin Phelan
Mark Kelly
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P roﬁ |e Control ACC@SS e Use Unlink & Remove Restrictionstoremove a
user/sfroma profile and give them full access.
e e Use Unlink & Do Nothingtoremove auser/s
he Profile Control Access has been updated. froma profile butkeep their current access
Users can still be added to profiles however, levels.
you have the option to update profileswhen
additional access is given oraccess is removed, S — et o
remove users from profiles without changing their
access or remove a userand give them full access. R
- e
e Create the Profilesas normal e e S
e Switchto the Handlers Tab o e
Selectthe userstobe appliedtoaProfile. T -
o Inthe Select Control Profile, selectthe required
profile and click Link & Apply Restrictions. seec Conol o
e |Ifthe profile access has been changed, then w
selectthe users concerned andclick Link &
Replace Restrictions.
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Maintain

Employee Reference
No. & Team Leader

An employee’s Staff Numberand Team Leader
can be addedforeach handler.

e Go to the Maintain Ribbon and select Hander
e Choose the required Handler
e Enter the Team Leaderand click OK

Set Default Time as
<e=* Chargeable/Non
Chargeable

It is now possible tosetthe defaultfortime
recordingto either Chargeable or Non-
Chargeable. Ifthisboxisticked all time recorded by
the Handler will automatically be charged.

Change Handler x

e On the Maintain Ribbon go to Handlers
e Double Click onthe Handlerrequired

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

° Ti . .
Prine s R Tick/Untick the Is Chargeable box as required and
MName * Brian Sweeney Aute Launch Timer CI ! Ck O K‘
Hourly Rate 250.00 /| Outlook View Change Handler x
Team * COM v | [ Is Chargeable General | Target Hours | Period Start Dates | Billing Rates | Signature | Budgets
Logon BRIANS Type Code * AM Team Retired
“ ]
F/E Code * BS o ® DPartner Mame Anne Mellon v| Aute Launch Timer
2 Hourly Rate 120.00 | Qutlook View
Default Task GEN v| [ x SCiictol
i Team * CON w| v Is Chargeable
Recent Used Matter List | 5 Support Sta
Exchange Alias keyhosuetest@gmail.com h ) I L. h . . I |
Default Delegate Resource = Whena timeslipiscreated the time will be
Department con . shown as chargeable
Branch Head Office <) =
i R . Post Time a x
Skip welcome screen in new matter wizard o e ]
Employee Reference No. Administration Time.
Team Leader Time fRecorder Caral Nolan ¥ 1 Retain selected Time Recorder
Date 30Jun 2016 v
Time Minutes. 0/¢ Units 0.00(3| @ Hours [0:00 B Days 0003
Time/Charge @ Time Charge
OK Cancel Hours Rate Charge
Task v Suggested Narrative,
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Administration

ACtivatinC] Document ¢ Go to the Setup Ribbon and select Administration

e Select System Option
o Folders e Go to the General Tab

o Tick the Show Add Associates Option.

. e Use the drop downto select the Associate type
serscan set up a Folderstructure, similarto required and dlick OK
Windows Explorer, withina Workflow. This g '
can be based onthe nature of the documents, not -
justtheir classification. The folder structure will R e T T T T e
thenbe available in Scan Capture, Word and Prcedent Foler [ aghouseiandrad Docament
Outlook which will allow you to add documents and T
emailsto appropriate folders when savingthemto S
Keyhouse. Additional folders may be addedona
Case by Case basis Without impaci ng the WO rkflow_ Description With Track Reference Track Reference Only
¥ Use Document Folders Default Root Name: | Documents
Enable Diary Date Shuffling
. .. . VI Show option to open attachment on double click of an action
® Go to the Setup Ribbon and select Administration ) Updat Document Field when copying iy tems
. Leave documents open at the time of generating
e Select System Option
* Go to the General Tab e -
o Tick Use Document Folders Comnst thraugh Windons o
Show web page on Logon screen:
System Configuration x ] Show Add Associates Option | Banks v
More Keyhouse Mail Configuration Outlook Settings Revenue Matter/Client Code Configuration
General Keyhouse Options Risk Managment System Options Notify by Email Money Laundering
Precedent Folder | t\keyhouse\Standrad Documents
Storage Method @z Cancel
Whenyouclick on Associatesina Matter and go to
Description With Track Reference Track Reference Only . .
v Use Document Folders Default Root Name: | Documents the Home Rlbbon' a neW |C0n appears beSIde Add
Enable Diary Date Shuffling P rofe SS| ona I
¥| Show option to open attachment on double dlick of an action

V] Update Document Fields when copying Diary items Home Case Reporis
Leave documents open at the time of generating

My Overview Settings s ] ..'
Time DayBook Limit for a day [ o Current WIP Limit [ o &: '.‘

0 Invoice Limit 0 Draft Invoice Limit [

Add Professional Add Associates
Associstes

Connect through Windows logon

Show web page on Logon screen:

] Show Add Associates Option | Banks

oK Cancal

Set a Default Associate
Keyd-2549 T} !Qe

DefauItAssociate canbe usedwhenthereisone
type of associate that is being set up more
frequently that all the others e.g. debtors. This will
help speed up the process of settingthem up.
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Prevent Completed
<= Actions from being

changed

I tis possible to prevent users from changingan

actiononce it has been completed. Actions

would have to be marked as uncomplete before a

change could be made.

e Gotothe SetupRibbonandselect
Administration

e SelectSystem Option

e OntheKeyhouse Tabtickthe Read Only
Documents on Completed Actions

System Configuration x
General Keyhouse Options Risk Managment System Options Notify by Email Money Laundering
More Keyhouse Mail Configuration Outicok Settings Revenue Matter/Client Code Configuration

spiit Cheque Allow Assign to Closed Cases siling
Hide Cheque Request ] Allow user to delete actions ICheque Req
Hide Client Request ] Allow user to delete attachment | client Req

% New Document Search ] Enquiry | Case Man
Adest Link | Time Costing Enable Text Search
Case Books Round Up Time To Units
Axoda Link
Post Requested Cheques to Case Diary

4 Read Only Documents on Completed Actions

Allow user to delete other peoples actions

Users Not in Charge Out Rate List Can't Post Time

SAM4 Exe Location

sam4acfun.exe Location <UNKNOWN LOCATION> Change

SDLT path

SDLT path

ok Cancel

UDFE Form

KEYD-3035,
KEYD-3009

he UDF form can now be made for a specify
workflow/case plan orcan be made available
for all workflows/case plans. Thiswill stop the need
of setting up multipleforms with the same
information requrements for each Workflow.
e Gotothe SetupRibbonandselect UDF Form
Details.

Keyhouse

e Selectthe Case Planto be usedifrequired
otherwise leave blank.

e C(ClickAdd and enterthe name of the Form.

e Tick Visibletoall Case plan

e Completetheformasnormal.

Client Other Details

KEYD-3035

he Client Other Details Form can be created for
an individualclient orforuse with all clients.

Thiswill ensure that users will not have to create

forms for multiple cilents, each with the same

information requirements.

e Gotothe Setup RibbonandselectClient Other
Details.

e SelecttheClienttobe usedifrequired
otherwise leave blank

e Click Add and enterthe name of the Form.

e Tick Visibletoall client

e Completetheformasnormal

Maintain Clisnt Other Details o x

Copy & Paste

<=2 \Workflows

I tis possible to copy and paste workflows. The
copied documentsin workflow will not be linked
the original documents. The needto create new
documents will be removed as it will allow for
documentsto be changed without affecting the
original workflow. Howeverthe Follow Up Actions
are linked tothe original Workflow. These will need
to be amendedin the new Workflow.
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e Selectthe workflow to be copiedand click Copy
case plan/type

Case Work Flow Setup - %
Case Plan [ property sale Include Retired
Copy case plan/type | Assists
Actions Followed | Information required | Document folders
G s XE=Wy & F+43
Sequence | Description Action Code | Process Type | Work Type
[l 1] Take Instructions, initial Letters PSLOT I
2 Miscellaneous letters, memos etc PsL1g 1 PsL
3 Remind Client to return signed Authority PsLo2 0 psL
4 Get Title from Lender andor Land Reg PsLo3 o psL
5 Remind Lender to send Title PSLO4 o PSL
6 Draft Contract PSLO5 o PSL
8 Check whether Precontract Enquiries Received PsLO7 1 PSL
9 Reply to Precontract Enquiries PsLos o psL
10 Remind Purchaser Solicitors to retur approved draft Cont... | PSL03 0 PsL
11 Contract signed by Purchaser, get Redemtion figure PsL10 o PsL
12 Remind Client to sign Contract PsL1l 1 psL
13 send signed Contract to Purchaser Solicitor psL12 0 PsL
15 Approve draft Transfer PSL13 o PSL
16 Closing pPsL14 o PSL
17 Post-Closing PSL15 o PSL
18 Remind Lender to furnish Vacate PSL16 1 PSL
13 Send Vacate to Purchaser Solicitors psL17 0 PsL .
Cancel

A
e C(lick Paste

e Enterthe Code and Descriptionforthe new
Case Plan

Case Plan

Code

Description

Ok Cancel

e ClickOK
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