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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:

Print Options Print the Extra Case Details

Print Option for Cheques Requisitions
Strong Room Item Description Field
Folder Structure Changes to the View
Dictation Dictation Icon on the Home Ribbon
Brief Builder View Last Updated Date
Billing Permits Multiple Billing Layouts
Personal Settings Restore ‘Do Not Ask Again’
Case Diary Filter Outstanding Items Only

Can no longer amend date of completed action
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PRINT OPTIONS

PRINT EXTRA CASE
KEYD-3583 DETA”_S SCREEN

It is now possible to print the Extra Case Details
screen.

e Click on the Extra Case Details tab on the left
side of the screen

e Right click on any field

@

o Select ‘Output Grid List To” and select preferred
program.

Snaght

File pame:  Bxtra Case Details

Seve as fype: RTF Files

= Hide Falders Save Cancel

e Choose the location to save the document, enter
a file name and click Save

PRINT OPTION FOR
e CHEQUE REQUISITIONS

here is additional functionality in relation to
Cheque Requisitions.

e On the cheque Requisition Screen Click the
Print Button

Cheque Request x
Bank: |Office Bank A/c v| Date: |240ct2016
Payee: [Brady & Co V] value: 100,00
Fee Eamer: |Martina Winters v Third Party
Narrative: |Pd Brady & Co - Search Feens
Notes:
Matter Details
Matter: |LAW002/0001 \EIEI:\
[ﬂ Margaret Lawlor
B Debt collection against husband
(Outlay)
Outlay Code: | Search Fees
Qutlay A/c 0.00
Client Current A/c: 0.00)
Ledger Narrative: |Pd Brady & Co v
[ ok || cancel | O Notify Release | Release |

Requested By: Caral Nolan Req, No: {new)

e This will generate a report

800 Graibit & Runne

o

e This can also be done after the cheque has
been released to the Accounts Department
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STRONG ROOM

ITEM DESCRIPTION

KEYD-3684

To remove confusion when adding items to the
Strong Room. There is a differentiation
between the Matter Description and the Item
Description. The description for the item being
entered into the Strong Room now states ‘Item
Description’.

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

Needs Attention IN

Item Type * | ltem Code *
Client Cede LAw002 Matter Code | | awoo2,/0001

Client Name Margaret Lawlor Description | pabt eallection against husband

Item Description

Location | Box No
Search Code Fee Earner -
Entry & Destroy Date

Entry Date ©]| Destroy Date v

oK Cancel

DICTATION

DICTATION ICON

KEYD-4088

A Dictation Icon has been added to the Home
Ribbon to make dictating easier. To see this
icon, it must be activated by your System
Administrator.

Home| Case Reports Phone Log Maintain  Setup  Help

@#\3\%&@@@

New Item + Print = | Capture Generate Complete Action| Start Timer Post Time| Dictation
Actions Documents Accounts

FOLDER STRUCTURE

VIEW CHANGE

KEYD-3741

To make it easier to see documents not
associated with a folder, there is now the
option to add a new column, ‘Is in Document
Folder’, to the Grid.

Go to the Document Manager
Right click on the Header Row and select ‘Show
Column Chooser’

e Click on ‘Is in Document Folder’, drag and place
it on the Header Row.

e The documents associated with a folder have a
green tick beside them.

e To retain this view for further use, save the view
in the normal way.

BRIEF BUILDER

VIEW LAST UPDATED

KEYD-3702

As users need to know if a brief it up to date
with all the relevant documents, an option to
see the last time it was updated has been added.
e Inthe Document Manager click Compile Brief
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e Right click on the Header Row and select ‘Show e Select Outstanding items to see all items yet to
Column Chooser’ be started or completed.

Select Eriet X P
® ——
= Home| Case Reports Phonelog Mamain  Setup  Help
=
I Gy - X
New Brief Open Brief ‘\\ﬁ = & 0] &

Title Date Descrintinn

m Brief for Road Traffic Ac... | 25 Oct 2016 . 24 sort Ascending ction 9 on M50

£l sort Descending

New ltemw | Print v Capl Complete Action Start Ti
Astons

Post Time Dictation
e

Ccase: BL

4|r Gordon T. Black
RTA Walkinstown Crossroads, G. Black

& ¢ -
2\ Client/Case
M Case Diary
= ey
show Group Panel & current Client Details

rrent Cass tails
B Show Column Chooser = <u. ent Case Detai

= senrn SRy ‘é 7.0 A Date Handler | synopsis
= Bestri E

o LT T T Torwam umrmwwr
Best Fit (all columns) @ Crtical Information

= Group By This Column

F—— III-I!!-
T Filter Editor... ® p——
oK Cancel . (18] 8s Statute of Limitations Date = 25/03/2015
e — Hod wo ! st
I Reserve Ledger i3 1 N Review File
i ‘ 4 ndertakn #1 Review Fil
e Click ‘Last Updated’ and drag to the Header Row © v " —

W Strong Room

and place in the requsllriq' location e Click on Generated to see all items started but
elect Brief x

- - not finished.

& &
New Brief _Open Brief

o = TR Fomm— e Click on Completed to see all items completed
G o e N v e e - -
e e T N [ e Y e e Remember to remove the filter when finished

e Alternatively create a new view showing the
filtered view.

COMPLETED ACTION

-
DATES

CASE DIARY It is no longer possible to amend the date of a

completed action. You must amend the date before
completion(if necessary) and use the Complete
Hold Date option.

MULTIPLE INVOICE
KEYD-4136 LAYOUTS e For the action to hold the date specified on
completion, you must right click on the action

It is now possible to filter the Case Diary to see and select (Fomplete Hold Date instead of
Outstanding ltems only. Complete Action.

W Add 4
2 Edit
. . . % Delete
e Click in the Header Row of the first column and EMail Action .

click on the Pin T copy

Paste

Keyhouse Cas 1 Copy to anather file
Home| Case Reports Phonelog Maintain Setup  Help

= 08 » 9@ ¢

New ftem~ | Print v Capture Gar\erste (nmp\eta Action starmmer Post Time| Dictation

Move to another file
Generate Documents
Complete Action

ale o B S

Actons mens | Accoun N Play Dictation

“‘\ Client/Case Case: [BLAOD1/0001 4|»| .| GordonT. Black Complete Hold Date
RTA Walkinstown Crossroads, G. Black c te Outl k Task

W case Diary / reate Outlook Tas

) Document Manager

% push Action r
& current Client Details
Current Case Details W show Action Assignments
¥ Extra Case Details B [ 70 o In [a[pate Time Tl S &  Assign Adtion
e JE e
25 Oct 2016 12:49 Letter to Solicitor 2

@ critical Information | Completed I. % Take Action
& Know Your client Generated Ve 20 TR > N provideprocicilD Mile Stone Action

Outstanding 14 Mar 2016 09:42 N Critical Date @
i Alarm Action
i@ e Ledger fee 14 Mar 2016 | 09:42 N Review File
i Time Led
e et 6! 15 Mar 2015 1700 8S Statute of Limitations Date = 25/03/2015 @ Alarm Case
i@ Debt Ledger - -
@ Reserve Ledger i3 1 13 Mar 2015 1717 BS Review File &  Output Grid List To L4
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Show start up page ] Restore “Do not show again” prompts

Show notification to open case diary attachment
Use enter in search boxes v
Launch alarm system at startup

Allow spel check v

MULTIPLE INVOICE y

Disable animated images (spinning clocks, etc)

KEYD-4136 L AY O U T S T — ——
Run local version

Completed action ignore what's next prompt
Use Integrated Document Generator

Font size adjustment < > (100%)

ometimes it is necessary to have more than one
=
OK Cancel

billing layout. For example, the Conveyancing e

Department may need a different layout than the
Litigation Department.

e C(Create the invoice as normal
e Click on the down arrow beside Billing Layout
and choose the required one

@ Oraf Invoice D x
o | v
= : I 1 Opan invoice Bl Bill No:  (not im
! Devin -
et
Charges: 100000
hd ate 128 Oct 2016 v [ Transfer To Pay Time (HHMM) L1}
curret W Yournet
m Time to: | 28 Oct 2016
@) e
e e
Notify Release Inv Type Namative e VAT Value Fee Eamer
B ceera |PlF Towires 00000 Stephen Keooh
g filing o0
y
o Tt [125000]

e Process the invoice as normal

PERSONAL SETTINGS

RESTORE ‘DO NOT
e ASK AGAIN

From time to time a user may need to reactivate
a dialog box to allow users to restore options.

e C(lick to the Setup Tab

e Select Personal Settings and then click
Preferences.

o C(Click ‘Restore ‘Do Not Ask Again’ prompts and
click OK.
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