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Keyhouse

We are constantly improving and implementing new features in our software. The attached guide is a summary
of what has been added and improved in our system. This guide has been designed as a quick way to see all the

changes with your latest upgrade.

We have made improvements in the following areas:

Undertakings

Strong Room

Case Associates

Time Recording

Personal Preferences

Case

Know Your Client

Documents can be added
More features on the Right Click Menu

Documents can be added

Create a Contact

Additional columns Fields for Strong Room Grid
Account Trust Receipt Option for Deeds

More features on the Right Click Menu
Returning Items to the Strong Room

Option to Retire Case Associates
Prevent Duplicate Associates
Merge Case Associates

Additional Column Fields for Time Ledger Grid

Set screens to keep current view when moving between matters
Show Closing Prompt
Scan Capture Rename used in original location

Document Folders

Client Warning moved

Case Warnings with Fee Earners, Departments etc. are retired
Height Adjustment for the Attachment Section

Copy, Cut & Paste for Case Diary Attachments

Compare with Litéra

A review of all the tabs
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S
UNDERTAKINGS

ADD ATTACH M ENT/ Click Yes to change name of the action in the Case
Diary
ez DOCUMENT

Document Manager

hen you create an Undertaking you have the

ability to attach a copy of the Undertaking
document. The document can be scanned in
making it easier to find.

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

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

Yes No

. Scan the document to your computer

. Create the entry as normal and click OK.

° Edit the Entry. Then click to the Attachment/
Document Tab.

. Right click and select Add and then

RIGHT CLICK MENU

KEYD-3385

attachment. . . . . .
Navi he file | ) 4 sel here is additional functionality on the Right
* avigate to the file location and select. Click Menu on the Firm Undertakings screen on
. Select the Document Class to be used the Search/Open screen.
° To rename the document, right click and
select Edit, rename the document and click @ Add
oK @ Edit
{) Discharge
® L] * Add Document

o
.. Open Action
Il Go To Case Diary

Doe Cliss Track— | Fike Fath

I G e

[ @11 mayann  shapscannenskerhouse je_0..
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S
STRONG ROOM

Maintain New Client X
ADD ATTACHMENT/
KEYD-2666 DOCU M E NT Client name *
hen you create an entry in the Strong Room
you can attach a copy of the document.
e Create the entry as normal and click OK.
e Edit the Entry. Then click to the Attachment/ e .
Document Tab. Pesta: T
e Right click and select Add and then attachment. e ==
e Navigate to the file location and select. |

e Enter details and click Create

Strong room - Change File info x
General | | wills | Item History | Item Diary | Client Info | Attachment/Documents

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

[ s |09 May 2016 | will of v Flynn 5 May 2016 | afwin | 2650 takeyhouse\client documents)

I @ ADDITIONAL COLUMN
[ :‘;E [m Link to Folder

S e FIELDS FOR STRONG

0 RooM GRID

Additional fields have been added to the Strong
Room grid to enable easier searching for records.

e Right click on a Column Header
e Select Show Column Chooser

oK Cancel

Column Chooser “
Action ID ~
CREATE A CONTACT :
ox Number
KEYD-3308 Client Address
Client Code
You can create a Client Contact in the Strong P —
Room in relation to items where you do not Comment
have a matter. This contact can then be used to Date of Death
create a matter at a future date. Deed v
e Go to Search Open e Select the required column and drag to the
e Add a New File Colum Header Row.
e Click on the Browse Button beside Client e To keep the Column Header, create a new view.
e Click on New Client. The following Dialog Box will

appear.
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ACCOUNTABLE TRUST
KEYD-2976 R ECE IPT

I t is now possible to record that deeds have been
received on Accountable Trust Receipt. The ATR
option can be added to the Strong Room Grid and
users giving users visibility of ATR Deeds.

e Create the Strong Room entry as normal

Click on the Deeds Tab

Tick the Accountable Trust Receipt Box

Enter all relevant information and click OK.

Strong room - Add new File x
General | Deeds | Item Diary

Deeds Address

Keyhouse
-

RIGHT CLICK MENU

IF-196

You can use the Right Click Menu when working
in the Strong Room. We have added all the
functionality to this menu.

("3 Add File
OAdd Document
e’-,\:Change File
("3 Delete File

- Withdraw File
" Request File

« History
5] Diary

& Cutput Grid List To P

RETURNING ITEMS TO
o STRONG ROOM

hen returning items to the Strong Room, we
have given you the option to decide the
location rather than putting it to the old location
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S
CASE ASSOCIATES

"] RETIRE CASE
xeoaz - ASSOCIATES

An option to retire case associates, if they are
no longer in use or if a duplicate has been set
up, has been added to the Associates screen.

e Open the associate to be retired
e Click the Retired Box

e C(Click OK

PREVENT DUPLICATE
e ASSOCIATES

f a user tries to set up a new associate that

already exists, when the email is entered, the
system will recognise the email and give a warning
message when you click OK.

Case Associate

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

List Existing Add

Click List Existing will give you a list of all
associates connected to the email address.

MERGE CASE
@osm  ASSOCIATES

hen an Associate has been set up more than

once, we have made it possible to merge
associates within Associate Types. All the matters
will be linked to the merged associate. It is no
longer necessary to remove the associate from
matters to remove duplication.

e Select the Associate to be merged and right
click.

e Select the Associate to be merged to and click
Select.

e All matters have been moved to the merged
matter.

Associates
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S
TIME RECORDING

ADDITIONAL COLUMN

FIELDS FOR TIME
L EDGER GRID

dditional fields have been added to the Time
Ledger Grid making it easier to search for
information.
e Right click on a Column Header
e Select Show Column Chooser

Column Chooser “

Recard ID

Write Off DT

Write Off ID

o Select the required column and drag to the
Colum Header Row.
e To keep the Column Header, create a new view.
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S
PERSONAL PREFERENCES

SET SCREENS TO KEEP oo
e CURRENT VIEW WHEN i
You are about to exit this application. Are you sure?
MOVING BETWEEN L ° e
MATTERS ] Do not show again
Yes Login as a different user Cancel

f you have changed the view on the Case Diary or

Document Manager you can set your preference SCAN CAPTU RE
to keep this view as you move between matters
. ’ ) KEYD-3180 R E N AM E
rather than it returning to your default view. kevb-2417 T NI NIV
e Go to the Set Up Tab and select Personal Settings. hen you name a document in Scan Capture,
o Click on Preferences and select the view Tab the option to have the name appear in the
® To keep the select view as you move to a new original scan location is now available.
matter, tick the Pinned by default and click OK.
Preference x e Go to the Set Up Tab and select Personal Settings.
Mal\r::\:pp\:z:l:: User Preferences | Other User Preferences | Views ° Cllck On Preferences
¥ Case Diary View [ Pinned by default Preference X
pdcaanocinent)Vion) Ripperlbyjdernit Main Application User Preferences | Other User Preferences | Views
Show start up page %
Show notification to open case diary attachment ]
Use enter in search boxes
Launch alarm system at startup
Allow spell check v
Show application closing prompt v
Disable animated images ¥ (Spinning clocks, etc)
|5can capture rename the source file name E|
OK Cancel
Font size adjustment < > (100%)
oK Cancel
SHOW CLOSING e Tick Scan capture rename the source file name
and click OK.

KEYD-2895 P RO M PT

RUN LOCAL VERSION

KEYD-3500

prompt can be set to ask if you want to close
the application or log on as a different user.

e Go to the Set Up Tab and select Personal Settings. Available on Personal Preferences but please do

e Click on Preferences not use without contacting Keyhouse.

o Tick Show application closing prompt and click
OK. | Run local version ]
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e
CASE

DOCUMENT FOLDERS e To copy into more than one folder right click on

documents and drag to the appropriate folder.

KEYD-3564
KEYD-2549

e Select the required option.
A new document folder structure can be set up

in the Document Manager for each matter. It
must be activated on the Admin Screen. The folder
structure may be designed as part of the workflow Open the document in Word and select Save to
and altered on case by case basis or it can be Case
created directly in a matter. It can be based on the

Using the Document Folder Structure with Word

Folder * |Folder: Documents »>> Repo
nature of the document, not just their classification.
. ] . ) Al Type | I} | Document Name
The folder structure will then be available for use in 5 . ﬂ._
. . 4 ) Documents Section 68 Letier
Scan Capture, Word and Outlook which will allow N . =
. . 4 | Agreements Linderts
you to add documents and emails to appropriate s Move d“uments to this f:m:r ————
folders when saving them to Keyhouse. : . v Flynn 5
} |'Cl Copy documents to this folder
. ) ane Flynn d
° Go to the Document Manager o Link documents to this folder
p— P | W= v ot Jack Flynn di
e Select the Matter by highlighting it and the
BT Sen e TR Folder Structure will appear on the right side of
B Capture
. o the screen
B e i e Enter the Document Name
[ of Jane Flynn dated Capture . .
e "] . e Tick the appropriate Folder
[Z tters/Interparty Corr.
L e (lick Save
B Capture ® Advanced Matter Search 8
[ etters/Interparty Corr... Case sesnch: | ¥ co) [ resee
Tme  Code & Name File Colaur Description Folders: 0
e Clickon Folder on the Ieft 5|de of the screen and o ko et L L VR
pin. V=P
e Right click on the folder name e.g. Documents
Case: |FLY001/0001 4| »| .. | Jack Flynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17
[ search text T
Folder B |Folder: Documents Dm:::‘:: :;::IMW B s B (-
1Al Type | B | Document Name Diary Date _
_framas The folder structure can be accessed in Scan
Add new Sub-falder
 Re-name this folder Capture and MS Out|00k.

| Folder Calour

8 Revert to the original Case Plan folder structure

e Click Add new Sub-Folder and enter name.

e Sub-Folders can be created within Sub-Folders

e Documents can then be moved into a folder by
clicking and dragging to the folder.
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CLIENT WARNING

KEYD-3090

lient Warning has been moved from the

Corporate Tab to the General Tab on the
Current Client Details Screen. Any information
entered here will be seen across all matters for the

Current Client Details x
Code [FLyoo1 Client Name [ jack Flynn
Envelope Name
Corporate personal Legal Details Billing Details Permission Bank Details
General Client Contacts Notes Matters Cross Ref Categories
salutation | jack Main Contact
Address 10 Ros: n Telephone 01-568 7412
Blanchardstown ey
Dublin 17 axho
Mobile
E-Meail jack@gmail.com Secondary E-Mail | jack@hotmail.com
Other ref oPS no
Fee eamer® | Carol Nolan v| Spouse pPs
client VAT no Taxtype M
Postal code County
DX Address Nationalit o
Warning Message I
Disall w matte
 Anti money laundering checked Check if this contact is an ¥ Recei ly statement:
oK Cancel

CASE WARNINGS WHEN

FEE EARNER,
DEPARTMENT ETC. ARE
RETIRED

hen a Fee Earner is retired the system will

trigger a warning when the matter is
accessed to warn the user that there is no fee
earner for the client/matter, no department or no
workflow.

] Current Case Details

i
4 é ‘;\! The following field(s) are retired, please choose a valid option from lookups for fee earner

Ok

Keyhouse

MORE EST FEES

KEYD-3475

llow user to record the estimated Invoice dates
and Fees over the course of a matter. It will
trigger warnings when an invoice is due and also
allow for better cash flow visibility.
e Open Current Case Details

@ Curent Case Detaiks =
(& Estimated Fees x
crent code | aanoon |@
Add Edit
Mat
Matler | Ad
Estimated Bill Date Estimated Fees Amt
Value To Chent k| ntore Est Fees
Started Date g @ Aded Matter Estimated Faes ®
i)
Statule Dale gy Matter ABADD/000
ame Estimatad Date
Outiay Budget [5g Estimated Fees
Comments

oK Cancel

Show In Alert

y Completa

Fle o 256 . EwEE

e Go tothe Admin Tab and click on More Ext Fees
e Click Add and enter information

e Continue until all entries are completed

e Click OK when finished.

HEIGHT ADJUSTMENT
west - EOR THE ATTACHMENT
SECTION

We have added an option to adjust the height
of the Attachment section on the Case Diary
to enble you to see more documents without the
need to scroll up and down as frequently.
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Copry, CUT & PASTE
KEVD-3463 FOR CASE DIARY
ATTACHMENTS

he option to cut a case diary attachment and

paste it to a different case diary action has been
added. If a document has been added to the wrong
action, rather than deleting it from the action and
then re-attaching it to the correct action, copy and
paste could be used.

e Select the Case Diary Action and select the
document

e Right click and cut

e Go to the Attachment section of the new Diary
Action and paste the document.

e Rename the document if required and the click
OK.

COMPARE WITH
oo LITERA

Comparison of documents now allows for the
use of Litéra.

e Go to the Document Manager
e Select the required documents and click on
Litéra

W (W]
- = - E-.

MS Word
Compare
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e
KNOW YOUR CLIENT

Know Your Client has been enhanced to make it
easier to locate information across multiple
matters. It is a one stop shop for information about
all the matters for a client.

GENERAL

KEYD-2695

he General Tab pulls all the profile information

from each matter to a central location.
Information can also be added here, making it
available on all matters.

v e 0%

ANTI-MONEY
oz |_ AUNDERING

KEYD-3499

he Anti Money Laundering Screen allows you to

record information received in relation to AML
to comply with the Central Bank and the Law
Society. The drop down fields are pre-populated
with the Law Society Guidelines.

Documents can be added to this screen making
them easy to locate, view and available on all
matters.

To add document to the screen:

e Right click in the white area and select Add

®

—

= CHEULE #CRG, FOR &

e Select Photo ID or Non Photo ID
e Locate the document in the file location
e Select from the list to describe the type of
document received e.g. Copy of Passport.
ID Code
| g
\ |

Description

Il GNIBE card accompanied by letter from Offic... sl

Identification form with photo signed by a...

International Passport

Irish Passport

MNational Identity Card

Photo card driving licence

Social Welfare card with photo ID

Bank statements, or credit/debit card state...
Documentation/cards issued by the Depart...

Documentation/cards issued by the Revenu,., ¥

e Repeat until all documents have been added.

: @
lig

Documents already assigned to a matter can be
added to the Know Your Client screen.

e Locate the document in the Case Diary
e Open the Action
e Click to the Properties Tab
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e Tick the Photo ID or Non Photo ID option as
appropriate
@

e Click OK.

FINANCIAL

KEYD-2764
KEYD-3526

he Financial Tab gives an overview of the

financial situation in relation to the client. This
ensures you have a full picture rather than a picture
of each matter separately.

3

CLIENT RECORDS

KEYD-3616

lient Records ensures that documents visible on

specific matters can be made available on all
matters. This will negate the need to assign a
document to more than one matter e.g. Service
Agreement. By selecting the document on any
matter, the system will take you to the document in
the matter.

e Assign the document to a matter

Keyhouse

e Right click on the action and Edit
e Click to the Properties Tab
e Tick the Know Your Client Box

fion (3180 -x

| Not spplcable

e The document is now visible on all matters on
the Client Records screen of KYC.

OTHER DETAILS

KEYD-2699
KEYD-2911

Other Details allows you to use forms to hold
information about the client and ensure it is
visible on all matters e.g. the risk the client poses
for the firm.

e Click to the Other Details Tab
e Click on the down arrow by Form to select the

required Form
€

Home Case Reporis Pariners

ails | Activty | Client Contadts
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e Enter the information required

ails | adnity | Client Comtacts

W A Ledger Enter the Credit sk Leve
o Time Ledige

Dbt Leger

i Reserve Ledger

@ Undertakings

B strong Reom

ACTIVITY

KEYD-2697

he Activity Tab shows correspondence on all

matters. It shows the last 400 documents over
all matters. This will enable the user to get a quick
overview of what is happening on any matter.

g

0

Client Contacts are now available on the Know Your
Client Screen, giving a quick, easily accessed
location for viewing and adding information.
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