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We are constantly improving and implementing new features in our software. The attached guide isasummary
of whathas beenadded andimproved in oursystem. This guide has been designed as aquick way to see all the

changes with yourlatest upgrade.

We have made improvementsin the following areas:

Undertakings

Strong Room

Case Associates

Time Recording

Personal Preferences

Case

Know Your Client

Documents can be added
More features onthe 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 onthe Right Click Menu
Returning Items tothe Strong Room

Option to Retire Case Associates
Prevent Duplicate Associates
Merge Case Associates

Additional Column Fields for Time Ledger Grid

Setscreensto keep currentview when moving between matters
Show Closing Prompt
Scan Capture Rename usedin original location

DocumentFolders

Client Warning moved

Case Warnings with Fee Earners, Departments etc. are retired
Height Adjustmentforthe Attachment Section

Copy, Cut & Paste for Case Diary Attachments

Compare with Litéra

Create multiple copies of acase

Diary Dates

A review of all the tabs
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S
UNDERTAKINGS

ADD ATTACHMENT/ Click Yesto change name of the action in the Case
Diary
“es - DOCUMENT

Document Manager

henyou create an Undertakingyou have the

ability to attach a copy of the Undertaking
document. The documentcanbe scannedin
makingiteasiertofind.

\v 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 documentto yourcomputer
° Create the entry as normal and click OK.
° Editthe Entry. Then click to the Attachment/
Y RIGHT CLICK MENU
Document Tab.
° Rightclickand select Add and then e
attachment. —— . - . . .
Navieate to the file locati dselect here is additional functionality on the Right
¢ avigatetothefilefocationandselect. Click Menu on the Firm Undertakings screenon
° Selectthe Document Class to be used the Search/Open screen.
° To rename the document, right click and
select Edit, rename the documentand click @ Add
OK. @ Edit
{) Discharge
® sk = ‘5 Add Document
PR, e p— 72 Open Action
N Il Go To Case Diary

Document Fraperties ®

Jndprtzking Te AI8 Longterd | I

s | 11 May 2015 -
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S
STRONG ROOM

Maintain New Client X
ADD ATTACHMENT/
KEYD-2666 DO C U M E N T Client name *
henyoucreate an entryinthe Strong Room
you can attach a copy of the document.
e Create the entry as normal and click OK.
e Editthe Entry. Thenclick to the Attachment/ e .
DocumentTab. T
e Rightclickand select Add and then attachment. e crte ) [canet

e Enter detailsandclick 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)

SR @ ADDITIONAL COLUMN
W :\;E [m Link to Folder

- e FIELDS FOR STRONG

o i, Room GRID

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

e Rightclickon a ColumnHeader
e SelectShow Column Chooser

Column Chooser “

L]

oK Cancel

Action 1D

CREATE A CONTACT

Box Mumber

KEYD-3308 Client Address

Client Code
You can create a Client Contactin the Strong Clisnt Mams
Roomin relationtoitems where you do not Comment
have a matter. This contact can then be usedto Date of Death
create a matterat a future date. Deed "
e Go to Search Open e Selecttherequired columnanddragto the
e Adda NewFile Colum Header Row.
e Clickon the Browse Button beside Client e To keepthe ColumnHeader, create anew view.
e Clickon New Client. The following Dialog Box will

appear.
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ACCOUNTABLE TRUST RIGHT CLICK MENU
KEYD-2976 RECE I PT IF-196
I tis now possible to record that deeds have been YOU can use the Right Click Menuwhen working
received on Accountable Trust Receipt. The ATR inthe StrongRoom. We have addedall the

option can be added to the Strong Room Grid and functionalityto this menu.

users giving users visibility of ATR Deeds.
e Createthe StrongRoom entry as normal ‘r—r:"'“'dd File

. Add
e Clickonthe DeedsTab (:\ DOCL_'ment
L Change File

e Tick the Accountable Trust Receipt Box (3 Delete File
e Enterallrelevantinformation and click OK. . Withdraw File
ST TS = " Request File

General | | Deeds | Item Diary 3 HiStOr’_‘,’

Deeds Address E Diar}f

& Cutput Grid List To P
RETURNING ITEMS TO
_E o, OTRONG ROOM
henreturningitemstothe StrongRoom, we
= ie= have given you the option todecide the
location ratherthan puttingitto the old location

@ e  Report: Bt

“~2 006 &Ll
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e
CASE ASSOCIATES

RETIRE CASE
ko2 ASSOCIATES

An optiontoretire case associates, if they are
no longerinuse orif a duplicate has been set
up, has been addedtothe Associates screen.

e Opentheassociate tobe retired
e C(Clickthe Retired Box

@ S

e C(ClickOK

PREVENT DUPLICATE
e ASSOCIATES

f a usertriesto setup a new associate that
already exists, whenthe email is entered, the
system will recognise the emailand give awarning

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 alist of all
associates connected to the email address.

MERGE CASE
e ASSOCIATES

henan Associate has been set up more than

once, we have made it possible tomerge
associates within Associate Types. All the matters
will be linked to the merged associate. Itisno
longer necessary to remove the associate from
matters to remove duplication.

e Selectthe Associate to be merged andright
click.

e Selectthe Associate tobe mergedtoand click
Select.

e All matters have been movedtothe merged
matter.

Associates
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S
TIME RECORDING

ADDITIONAL COLUMN
FIELDS FOR TIME
LEDGER GRID

dditional fields have been added to the Time
Ledger Grid makingiteasierto search for
information.
e Rightclickon a Column Header
e Select Show Column Chooser

Column Chooser “

Recard ID

Write Off DT

Write Off ID

e Selecttherequired columnanddragto the
Colum Header Row.
e To keepthe Column Header, create anew view.
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S
PERSONAL PREFERENCES

SET SCREENS TO KEEP e Kepouse
“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 CAPTURE
to keepthisview asyou move between matters
] ! . KEYD-3180 R ENAME
rather thanit returningtoyourdefaultview. kevp2a17 L ANL-INZAIVIT
e Go to the Set Up Tab and select Personal Settings. hen youname a documentin Scan Capture'
o Clickon Preferencesand selectthe view Tab the option to have the name appearin the
e To keepthe selectview asyoumove toa new original scan location is now available.
matter, tick the Pinned by defaultand click OK.
Prefrence x e Go to the SetUp Tab and select Personal Settings.
Main Application User Preferences | Other User Preferences | Views .
— o Clickon 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 CLOS ING o Tick Scan capture rename the source file name
and click OK.

PROMPT

RUN LOCAL VERSION

KEYD-3500

promptcan be setto ask if you wantto close
the applicationorlogon as a different user.

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

e Clickon Preferences not use without contacting Keyhouse.

o Tick Show application closing promptand click
OK. | Run local version N
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e
CASE

DOCUMENT FOLDERS

KEYD-3564
KEYD-2549

A new document folder structure can be setup
inthe Document Managerfor each matter. It
must be activated onthe Admin Screen. The folder
structure may be designed as part of the workflow
and altered on case by case basis or itcan be
created directlyina matter. It can be based on the
nature of the document, not just their classification.
The folder structure will then be available foruse in
Scan Capture, Word and Outlook which will allow
youto add documentsand emailsto appropriate
folders whensavingthemto Keyhouse.

e Goto the Document Manager

Case: |FLY0O1/00 4b] .. | sackr
Sale of 10 Rose Lawn, Blanchardstown, Dublin 1

Folder: Al
E Type I | Documen e Diary Date Version  Date Saurce

g B | sl lwoecanis | 2d ay20ic Lo
E tr ches 30 1 o party Capture
P case
E - Case
[ Capture
[ 3 vill of Jv Flynn 5 May 2 Capture
[ vill of Jane Flynn dated Capture
B Underaking to forward funds g
[ tters/Interparty Corr.
i ent L
B
(= nterparty Corr... Case

e C(Clickon Folderon the Ieft S|de ofthe screenand

pin.
e Rightclickon the foldername e.g. Documents

Case: |FLY001/0001 4| »| .. | Jack Flynn
Sale of 10 Rose Lawn, Blanchardstown, Dublin 17

[[] search text

Folder ® |Folder: Documents

1Al Type | B | Document Name Diary Date

| Documents
Add new Sub-folder

/7 Re-name this folder

| Folder Calour

8 Revert to the original Case Plan folder structure

e C(Click Add new Sub-Folderand enter name.

e Sub-Folderscanbe created within Sub-Folders

e Documentscan then be movedintoa folder by
clickingand draggingto the folder.

e To copy into more than one folderrightclickon
documents and drag to the appropriate folder.

e Selecttherequiredoption.

Using the Document Folder Structure with Word

e Openthedocumentin Word and select Save to
Case

Folder * |Folder: Documents »>> Repo

) Al Type | I} | Document Name

4 | Documents ﬂ. Section 68 Letter

4 | Agreements Undertaking to fory
» Move dncuments to this folder

) ' Flynn 5 N
} |'Cl Copy documents to this folder
ane Flynn d

& Link documents to this folder
| W= v ot Jack Flynn di

Selectthe Matter by highlightingitand the
Folder Structure will appearonthe rightside of
the screen

Enter the Document Name

Tick the appropriate Folder

e ClickSave

] Advanced Matter Search x

s | T ) (Fmwem)

Tme  Code & Name File Colaur Description Foiders:
ELVOO1/0001  Jack Fhen Sale of 10 Rase Lawn, Slanchardstomn, Dubin 17

1] Documents
4 4 & Agreements
§ [] Temandies

1] Repert

T

Document class: | General

Viork Type: | System Adtions © | hctione | Saved Document - Cancel

The folderstructure can be accessedin Scan
Capture and MS Outlook.
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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. Anyinformation
entered here willbe seen across all matters forthe

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 Rose Lawn Telephone 01-569 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
I Warning Message I
Disallow new matters
 Anti money laundering checked Check if this contact is an ¥ Recei ly statement:
oK Cancel

CASE WARNINGS WHEN

oo FEE EARNER,
DEPARTMENT ETC. ARE
RETIRED

hena Fee Earnerisretired the system will

triggera warning when the matteris
accessedto warnthe user thatthereis nofee
earnerfor the client/matter, no departmentorno
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 usertorecord the estimated Invoice dates
and Feesoverthe course of a matter. It will
triggerwarningswhen aninvoice is due and also
allow forbetter cash flow visibility.
e Open Current Case Details

@ Curent Case Detaiks =
(& Estimated Fees x
crent code | aanoon |@
Add Edit
Matter | D001
Matter | Admin  Ad se
Estimated Gill Date Estimated Fess Amt
Valus To Chent | More Est Fees
Started Date ] Add Matter Estimated Foos
20 ® atber Estimated x
Statu = Matter ABADD1/000

oK Cancel

Show In Alert

y Completa

Fle o 256 . EwEE

e Gotothe AdminTaband clickon More ExtFees
e C(ClickAddand enterinformation

e Continue until all entries are completed

e C(ClickOKwhenfinished.

HEIGHT ADJUSTMENT
e3¢ FOR THE ATTACHM ENT
SECTION

We have added an option to adjust the height
of the Attachmentsection on the Case Diary
to enble youtosee more documents without the
needtoscroll up and down as frequently.

% =
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Copry, CUT & PASTE
ke COR CASE DIARY
ATTACHMENTS

he option to cut a case diary attachmentand

pasteit to a different case diary action has been
added. Ifa documenthas been added tothe wrong
action, ratherthan deletingit fromthe action and
thenre-attachingitto the correct action, copy and
paste could be used.

o Selectthe Case Diary Actionand selectthe
document

e Rightclickand cut

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

e Renamethe documentifrequired and the click
OK.

COMPARE WITH
oo LITERA
Comparison of documents now allows forthe
use of Litéra.

e Go to the Document Manager
o Selecttherequired documentsand click on

Litéra
(] ] ra
- - - - b
MS Word
Compare

CoprYy CASE — CREATE
wows  MIULTIPLE CASES

rom time to time it may be necessary to create
more than one copy of a case. Using the Copy
Case/Matter Wizard can now be used to do this.

e Click Copy Case on the Case Ribbon.

Copy Case/Matter Wizard x

e

Copy Case/Matter Wizard

Matter/Case

Copy case details based on previous matter copied
Matter code SMY001/0001

Destination Case

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

Copy to Existing Case | Please select matter code
or
Copy to New Casefs) | Please select Client code

Number of Copies [

Previous Next

e Browse to locate the matterto be copied using
the Browse Button.

@

Closad Cases (Fsoea ) (Keaen)

e Selectthe matter.
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e Inthe Destination Case section, select Copy to
New Case(s)

Copy Case/Matter Wizard

s

Copy Case/Matter Wizard

Matter/Case

Copy case details based on previous matter copied
Matter code SMY001/0001

Destination Case

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

Copy to Existing Case | Please select matter code
or
@ Copy to New Case(s) | Please select Client code

Number of Copies

e Browseto selecttheclient

e Enterthe numberof copiestobe made
o Click Next.

e Completethe processasnormal.

NOTE: The Matter Description will needto be
amended for each matter.

ACTIONS - DIARY DATE
wess - \/S DUE DATE

f a task has beensetup with a Diary Date before

the Due Date, now whenyou wantto change the
Diary Date to a date afterthe Due Date, you will
receive aprompttellingyouthatthe date you have
selectedis afterthe Due Date.

e Openan actionwhere the diary date and due
date are different.

Keyhouse
-

ak Cancel

e Changethe Diary Date to a date afterthe Due
Date.
e Thefollowing promptwill appear.

Update Due Date

u The Date you selected is over the Due Date, Do you want to post the action to the new date?

Yes No

e C(ClickYesto change the date or No to leaveitas
itis.

NOTE: If you selectYes, the Diary Date and the Due
Date will now be the same.

Where a task has been delegated, the person who
receivesthe task will not be able to change the due
date. This can only be changed by the original
owner of the task.
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KNOW YOUR CLIENT

KnowYour Client has been enhanced to make it
easiertolocate information across multiple
matters. Itisa one stop shop for information about
all the mattersforaclient.

GENERAL

KEYD-2695

he General Tab pullsall the profile information

from each matterto a central location.
Information can also be added here, makingit
available on all matters.

v e 0%

ANTI-MONEY
LAUNDERING

KEYD-2696
KEYD-3038
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
themeasy to locate, view and available on all
matters.

To add documenttothe screen:

Rightclickin the white areaand select Add

®

—

rom s

cBL

= OEEEE &

AEACT
O hantunsd

Select Photo IDor Non Photo ID

Locate the documentin the file location
Selectfromthe listto describe the type of
documentreceived e.g. Copy of Passport.
ID Code
| M
\ |

Description

» -
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,., ¥

Repeatuntil all documents have been added.

a0
@

= CCEGE #GEG, rOE s

D ocumentsalready assigned to a mattercan be

addedto the Know Your Client screen.

Locate the documentin the Case Diary
Openthe Action
Click to the Properties Tab

Keyhouse, IMI Business Campus, Sandyford Road, Dublin 16
Tel: 01 290 2222 www.keyhouse.ie


http://www.keyhouse.ie/

Keyhouse

e Tick the PhotoID or Non Photo ID option as e Rightclickon the action and Edit
appropriate e Clickto the PropertiesTab
- T =

e Tick the Know Your Client Box

e Click OK.

e Thedocumentisnow visible on all matterson
the Client Records screen of KYC.

FINANCIAL

@ OTHER DETAILS

KEYD-2699

he Financial Tab gives an overview of the KEYD 2911
financial situation in relation to the client. This
ensuresyou have a full picture ratherthan a picture Other Detailsallows youto use formsto hold
information aboutthe clientand ensureitis

of each matterseparately.
== . - visible on all matters e.g. the risk the client poses
o | for the firm.
e Clickto the Other Details Tab
Click on the down arrow by Form to select the
required Form

CLIENT RECORDS

et | Form Name

@ octaiview |

Credit Check

KEYD-3616

lient Records ensures that documents visible on

specificmatters can be made available onall
matters. This will negate the needtoassigna
document to more than one matter e.g. Service
Agreement. By selectingthe documentonany
matter, the system will take you to the documentin
the matter.

e Assignthe documenttoa matter
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e Entertheinformationrequired

ails | adnity | Client Comtacts

@ e Ledger Enter the Credit Risk 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 showsthe last 400 documentsover
all matters. Thiswill enable the userto geta quick
overview of whatis happening on any matter.

g

0

Client Contacts are now available on the Know Your
Client Screen, giving a quick, easily accessed
location forviewingand addinginformation.
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