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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:

Time Costing

Case Management

Strong Room
My Overview
Security
Brief Builder

Billing

Minimise the Timer

Admin Time — Minus Time

No Win No Fee

Open Multiple Document from One Action
Cut/Copy Multiple Document from One Action
Take Multiple Action in the Case Diary
Convert Multiple Email Attachments to PDF from Case Diary
Import/Export Documents

Case Import

Charge Arrangements

Advanced Search Layout

Print Documents as PDF

Debt Ledger — Create View

Composite Billing — Select Billing Matter using Advanced Search
Box No Search

Review Layout

Password Policy

Save Grid on Brief Builder Screen

Resize Columns

Build a Brief based on Previous Brief

Prepare Brief for E-Court

Approve Invoices
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Time Costing

MINIMISE THE TIMER

KEYD-3397

he timer can now be minimised. This will

ensure that it is not blocking any part of the
screen.

e Start the timer
e Click the Minimise button

) L [ FLY001/0001

uo:m:uz]lEl-f b & FLE’#

e The timer is now on the task bar

e To restore the timer, hover the mouse over the
Keyhouse Icon on the Task Bar

@ Keyhouse Case Management

e C(lick the Timer to restore the restore it

ADMIN TIME — MINUS
KEYD-4227 TI M E

Occasionally Admin time may have been
entered in error. This cannot be edited once
the Day Book is posted. Users can now create a
time entry with a minus value to reverse the entry.

e Go to the Time Costing Screen
o Click New Time Slip

e Tick the Admin Box and enter the Non-
Chargeable Code

Enter the minus sign and then the required
value in the appropriate box

Post Time

Time Recorder

Date

‘Administration Time
Non Chargeable Code [ office work v

Brenda Hartley

09 Dec 2016

Retain selected Time Recorder

v
ez ® Minutes]|____75(8]| © units -12.50 ¢! Hours |0:50

Days -017(8

|suggested Narrative|

Office Work - Time posted in error

[sove and en | [ sove | [ sove arinish | [ cance |

e Save and Finish
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Case Management

No WIN NO FEE

KEYD-4274

s some matters are charged based on a ‘No
Win No Fee’ basis, there is now the option to
flag a matter as No Win No Fee.

e QOpen the case to be marked as No Win No Fee
e Open the Current Case Details

Current Case Details x

Client Code | REVOD1 Description * | Michael Gladney vs Jane Eyre

Matter | 0001

Matter | Admin | Additional Details | Case Associate | Archive | Billing Details | Permission | Transaction | Linked Cases

Fee Eamer Carol Nolan File Ref

Secretary REF 2

partner * Brian Sweeney REF 3

< = = =] [=

Department® [ pept Your Ref
Work Type * Debt Collection Mark as Important i Statement
Old Reference granch v
No Win No Fee
Case Plan & Status
Case Plan/Type * | General Office Work v File Colour || clear
Case Status v| Record No
File No 364 OK Cancel

e Tick the No Win No Fee box on the General Tab
and click OK

OPEN MULTIPLE
DOCUMENTS FROM
ONE ACTION

KEYD-4295
KEYD-4302

he ability to open, copy and cut multiple
documents has been added to the Case Diary.

e Click on the require action and open the
Attachment section at the bottom of the screen

Select all the documents using the <Shift> Key or
select non-adjacent documents using the
<CTRL> Key

Lefter to Barrister
Letter to Client

etter to Solicitor 7 603 =)

Payment received oot w®

Type |Document

sharpscannerkeyhouse e 20080514

Right Click and select Open attachment

Properties
History
Email selected document(s)

Email selected document(s) as PDF

AR A

Email selected document(s) as Originals and as PDF

Print Document(s)

Open attachment I

Add 4
Cut

Caopy

Paste

Delete

Send to 4

iV % I

%

All selected documents will open
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CuTt/CoprY MULTIPLE
DOCUMENTS FROM
ONE ACTION

KEYD-4302

From time to time it may be necessary to cut or
copy multiple documents from one action or
case to another. To do this:

e  Highlight the action with the required
documents

e |nthe Attachments section, select the
documents and right click

o  Select Cut or Copy from the list depending on
the requirement

[
- N

e  Select the action that the documents are to be
pasted to

e  Click in Attachments section, right click and
select Paste

e  Alternatively move to the new matter and
paste to an action

TAKE MULTIPLE
ACTIONS IN THE CASE
DIARY

KEYD-4183

I tis now possible to take multiple actions using
the Case Diary.

e  Open the Case Diary of the matter concerned.
e Select the actions to be taken.
e Right click and select Take Action

Copy to another file
Wave to anather file

Complete Action
#  Pplay Dictation
5 Complete Hold Date

»  Push Actior

L2

I

a|

®

e  The actions are now in your name.

CONVERT MULTIPLE

woon EMAIL ATTACHMENTS
TO PDF FROM CASE
DIARY

Documents can be converted to PDF when
sending emails from the Case Diary.

e Go to the action in the Case Diary
e Select the required document/s in the

Attachment section of the Screen.

e Right Click and select the required action

e Complete email as normal.
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Alternatively

e Go to the action in the Case Diary

e Right click and select Edit from the list

e Go to the Attachment/Documents Tab

e Select the required document/s and right click

e Select the required option
e Process the email as normal.

NOTE: Where there are multiple documents in the
action, all documents can be selected and added to
the email.

CASE IMPORT

KEYD-3489

hen importing cases, it could appear that

nothing is happening causing users to click
the Finish Button. This results in the import process
starting again causing duplicated cases. To prevent
this from happening, the Finish Button will now
only recognise the first click. Repeated clicking will
not import the cases again.

a x

Step3/6  Step4/6  Step5/6 [ESCATY

Save time for your next import and save the settings for this client import. This will mean the next time you import
case for Client Name all the questions will be answered as you have done here.

Save Time

Save profile setting for selected dlient

Previous Finish

NOTE: The larger the import file the longer it may
take to import.

IMPORT/EXPORT
woas YOCUMENTS

rom time to time it may be necessary to export

documents to use when access to Keyhouse
would not be available e.g. working off site. These
documents will then need to be imported back to
Keyhouse once edited.

e Create a folder on your computer to hold the
exported files

e Go to Keyhouse and click on the Setup Tab

e Click Personal Settings and select Preferences

e Go to the other User Preferences Tab

Preference
Main Application User Preferences | Other User Preferences | Views

Remember Sync Document Name With Subject Line

Browse For Folder “

My Briefcase D

Show Case Associative Contact Details B Desktop K

Retain Last Matter Search
My Overview Settings
Budget Daily Hours (HH:MM) |0:00 > 6 Network

05 Invoice Limit

Choose what to show first on the preview panel in th Jiral

SDLT XML path

Allow facus to the top after completing an action

Make New Folder Cancel = —
A

e Click on the Browse Button to the right of My
Briefcase.

e Locate the folder you created to hold the
exported files, click OK and click OK again. This
links the folder to Keyhouse

e Move to the required case and open the
Document Manager.

e Select the documents to be exported.

TIP: Use the<Shift> or <Ctrl> buttons to select

multiple documents.

e Right click in a blue area and select Export
Document.
e Then select My Briefcase

e Go to the Document Folder on your computer to
view the documents.

e Make any changes needed to the documents
and save.
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e To update Keyhouse, open the case and go to

the Document Manager.

Right click on the Keyhouse Framework Sync
button on the bottom right of the screen and
click Sync. If the button is not visible, click on
the up arrow in the bottom right of the screen
to see all icons.

o

g 11:09
. m 9 e
. I U ey

L T 0 I G
Sync ~
Customise...

NOTE: This icon can be added to the Task Bar by
clicking on Customise and setting the Icon to
Show Icon and Notifications

o The following Dialog Box will appear

Maintain Document Sync e
Lastest version available for these documents. Do you want to sync?

Track R... | File Name | Sync From File Path Sync To File Path

4 CAUsers\user\Desktop\My Bri... | \\brenda-hp\Keyhouse Trainin...

2706 Form A_.. C\Users\user\Desktop\My Bri.. \\brenda-hp\Keyhouse Trainin...

Ok Cancel

Click OK. Only documents that have been
changed will be updated by creating a new
version of the document.

Maintain Document Sync

Lastest version available for these documents. Do you want to sync?

Track R... |File Mame | Sync From File Path Sync To File Path

Documents Sync

o Documents are Sync Successfully

ok

4 CAUsers\user\Desktop\My Bri... | \\brenda-hp\Keyhouse Trainin...

2706 Form A_.. C)\Users\user\Desktop\My Bri... \\brenda-hp\Keyhouse Trainin...

Cancel

e The most recent version of the document is now

visible on the system.
e To see the original version, right click on the
document and select Document History

Document History

Version Created on Created By

> 20 Mar 2017 Brenda Hartley

120 Mar 2017 Brenda Hartley

Comments

oK

cancel

e Double click on the original version to open it.
Right click to email or revert to this version.

NOTE: All future versions of the document
should be saved as new versions. See the
Outlook and Word Add-In Manual for further
information.

CHARGE
@ose  ARRANGEMENTS

here an action has a default charge

arrangement set in the workflow, the charge
arrangement on the case can be updated on
completion of this action.

e  Complete the action.
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e  The following dialog box will appear detailing e To resize a column, click on the line to the right
the charge arrangement associated with the of the heading to be resized and drag.
action.
p— e —

Deseription Client Address File Cale

u Do you want to Change the charge arrangement From " to 'RED'?

Yes No

1 Campus Sandylord Road Dubin 16
Re
54 Finstone House, Rathfarmham, Dublin 14

blin Castle Dubin 2

e  C(lick Yes to update the charge arrangement on
the case.

test Chent

Cancel

ADVANCED SEARCH [FP] PRINT DOCUMENTS AS
KEYD-3711 L AYOUT KEYD 4643 F) D F

he layout of the Advanced Search can be

changed to suit each individual user’s
requirements. Columns can be widened and
repositioned. The layout can also be changed with
the Advanced Screen for Emails. The changes will
be saved automatically.

To facilitate the printing of Emails, a new Print
Document as PDF has been added the Right

Click Menus on the Document Manager and the

Attachments section on the Case Diary.

Document Manager View

¢ Go to the Advanced Search Screen. e soro00n [+~ cordon sack
RTA Walkinstown Crossroads, G. Black

e Click the column to be repositioned and drag to

[ search text

itS new IOcation T..7 | D | Diary Date ¥ |From To Version | Subject
. . . . ] & | [ree—ce—s 1w sign-in rom chrome on windows |
e To resize a column, click on the line to the right £ 0@ Doammrioy 1 (BLADO1/0001] Gordon T.Sack
. . ) 2§ |4 Recclassify document(s) 1 Test Email
of the column heading and drag right to increase [ g |2 Pt documenty 1 [BLAC01/0001] Gordon . lack
. F—‘ i = Print document(s) as PDF ordon T. Black
the column width and to the left to reduce the L= et L EAT/RY Serdon T ¢
[ B2 E-mail document(s) as PDF 1 Draft Pleadings from Counsel
column width e E-mail original document(s) and PDF versions 1 Draft Pleadings
B Openin Case Diary 1 Draft Civil Bill

(@ copy
(] Copyto another Case
[Z] Copy path to Clipboard

< Import Decument 3

& Export Document »

Case Diary View

¥ 05Jan20M
@ Properties
¥ 18 Dec 2010
e To reset the Advanced Screen for Emails, select 1 09062010 |z g seecte documents fm e
. . . # 30 Nov 2010 Email selected document(s) as PDF
an email and click Assign to Case 16Nov 2010 | B8 Emai selected document(s) as Originals and as FDF
i 12 Nov2010 | = Print Document(s)
e Click on the column heading to be repositioned I e
¥ 09 Oct 2010
and drag to its new location.  oaan |5 2 '
01 Oct 2010 = Copy Instructions
Attachments paste
4 Delete
Type |Document 7 Sendto b

[ @ |orft pleadings from Counsel

i Draft Civil Bill
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hYE| DEBT LEDGER —
wosr (CREATE VIEWS

with other screens in Keyhouse, views can
now be created in the Debt Ledger. These
views are set the same way as all other views.

COMPOSITE BILLING —

“osz SELECT BILLING
MATTER USING
ADVANCED SEARCH

he Advanced Search option will now appear
when setting the Billing Matter on the Current
Case Details.

e Go to the Current Case Details for the matter.
e Open the Billing Details screen.
e C(lick on the Browse Button under the Composite

Billing Matter heading.
Current Case Details x

Client Code | BLAOOT Description * | 2 Trinity Close, Rathgar, Dublin 6

Matter | 0002

Matter | Admin | Additional Details | Asscciates | Archive | Billing Details | Permission | Transaction | Linked Cases

Charge Arrangement Matter Charge Out Rate Indicator
Postage & Sundries on Draft Proceedings || x

/Amount Of Debt Collected Under Current Arrangement
Total Debt Amount Collected

Composite Billing Matter

L]

Billing F/e R4
gilling Type Default Billing Method
Monthly Time
Normal Charge
Charge Rate Level 1 2 @3 4 B
File No 52 OK Cancel
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e
Strong Room

Box NO SEARCH

KEYD-4241

Box No has been added to the options for
searching in the Strong Room.

e Go to the Strong Room on the Search/Open
Screen

e Right click on the Header Row and select Show
Column Chooser

Item Description Status Open/Closed Destroy Date

L soneswion 1o~ ] i
George J Abbott/.. | o]
Gordon T. Black/... | Q
George J Abbott/.. | o] 08 Aug 2014

Year end backup... | 19 Jun 2014

AAA Securities Lt.. | 19 Jun 2014
Margaret Ryan/... : 18 Jun 2014 = peirn

|

Ann Marie Cullen... 30 Aug 2014

18 Jun 2014 Best Fit (all columns)

Year End Backup...

e Select Box No and drag and drop to the required
location on the Header Row

Matter Code | Box Number  tem Type item Description

ATR | Mtem Code
» ooo0123133 | | alex Jones/Will of Alex Jones dated 1/12/16
2 . e R gan

5 ed: Georg

D
D
Dy
B

e Save the view in the normal way
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My Overview

REVIEW OF LAYOUT

KEYD-4479

he My Overview Screen has been redesigned to

improve the information provided to Fee
Earners. It provides a more visual display of the
recorded information.

The Layout of the information can be changed to
suit the users’ requirements.

e Right click on the chart and click Float. The chart
can then be resized to fit the screen.

e C(lick X to close.

e Clicking the X will also hide the charts.

e To Open a closed chart, right click on the screen
and select Closed Panels.

Float
Auto Hide
Hide

Closed panels

o The names will appear at the top of the screen
Brenda Hartley

| Fisit bmusiecd This bty Faics 66l WD) Charegsabiie Time 1

e Click on the name of a chart to view it.

e Column sizes can be adjusted by dragging to
resize

e To reposition data on the screen, click on the
heading e.g. the Fees Issued chart and drag until
the positioning icons appear.

=

&

sy

The highlighted icons indicate the location on
the screen while the Cross indicates the position
in the selected location of the screen.

e Then drop on the preferred position.

Brenda Hartley Friday, 07 Jul 2017

Brenda Hartley Friday, 07 Jul 2017

e To create tabs, click on the heading and drag
down until the Cross Icon appears

e Drop in the centre of the Icon
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e Tabs will appear at the bottom of the section

Performance

My time day book
Time this week

Time this month

Time this year

Admin time this month

Admin time this year

Fees this month
Fees last month

Fees year to date
Fees last year to date
Fees last year

Outstanding invoice
Current work in progress
Draft invoice
Qutstanding fees
Debtors days

Qutlay balance
Current lockup value

Performance

e Changes are saved automatically. By clicking the

R ox

Target
00:00
00:00
00:00
00:00

Reset button, the changes can be removed.

» Brenda Hartley

Friday, 07 Jul 2017
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PASSWORD POLICY

KEYD-4257

As security becomes more and more important,
a Password Policy option has been introduced
to Keyhouse. If the policy has been activated, after
a specified time you will be forced to change your

password.

e Log in using your normal method.

Cannot login

Please login to Ki o Your password has expired.

Ok

Login using your Handler Code and password

e Click OK.

se

e Enter your Handler ID, old password and then
your new password and link to your Windows

Login if required.

@) Keyhouse

Please login to Keyhouse
Log in using your Windows 1D

--OR--

Handler:

Old Passwor
Password:
Confirm:

[T Link this login to your Windows Login

Login

Security

If the password does not meet the policy
requirements, the following message will be
displayed.

Reset Password

X

The password does not meet the password policy requirement.

Passwords must contain:

a minimum of 1 lower case letter [a-z] and

a minimum of 1 upper case letter [A-Z] and

a minimurm of 1 numeric character [0-9] and

a minimum of 1 special character and

password must be at least 8 characters in length

password should not contain any white spaces
ok

Re-enter the password to confirm and click OK.

NOTE: The option to link your password to your
Windows ID may be removed by your system
Administrator.

If this option is applied the Log On Screen will
appear like the image below.

@) Keyhouse

Please login to Keyhouse

Handler:
Password:

Login

Note: Passwords can also be changed using
Personal Settings on the Setup Ribbon
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Brief Builder

SAVE GRID ON BRIEF
KEYD-4130 BUILDER SCREEN

hen creating a Brief you may want to limit

the documents/classifications that are
available for selection. This can be done by creating
and saving views.

e Go to the Document Manager.
e Click on the Create Brief icon.

Compile Brief|
Brief
New Brief Wizard X
Brief Assembly
I<EYh0use Wizard

Welcome to the Brief Assembly Wizard

This Wizard wil take you through the steps required for setting up a new Brief,

To continue, dlick next.

Cancel

e Click Next.

New Brief Wizard x
Keyhouse woard
y Wizard
Using a Brief Template
Brief Template Type Sequence  Section
Brief for Sale 4 Main Street, Cork
Booklet of Title
Personal Injury Litigation
Booklet of Title for 56 Church Street, Rathgar
Template 1
Do not use a Brief Template
Cancel Previous Next
e If you do not want to use a Template, click Do
not use a Brief Template.
o C(Click Next.
New Brief Wizard x
Keyhouse woard
y Wizard
Populating the Brief
® Do not copy any documents into the Brief ?
O Copy documents into the Brief when their Class matches a Brief Section ?
all documents into the Brief and create Sections as required ?
Cancel Previous Next

e Tick Do not copy my documents into the brief
and click Next.

New Brief Wizard

x
Keyhouse T
y Wizard
Brief Information
Title: Brief for RTA Walkinstown Crossroads, G. Black
Author: Brenda Hartley
Description: Brief for RTA Walkinstown Crossroads, G. Black
Location: \da-hp\Keyhou: lient documents\BLADOT\0001
Created: | 16 Dec 2016 [13]
Published: |16 Dec 2016
Cancel Previous Next
e Edit the details as required and click Next.
New Brief Wizard x
Keyhouse T
y Wizard
Ready to create Brief
Action
v Do NOT copy the mast recent Brief for this Case
v Do NOT use a Brief Template
v Do NOT copy any Case Documents into this brief
Brief Title: Brief for Road Traffic Accident at Junction 9 on M50
v Brief Author: Brenda Hartley
Cancel Previous Finish
e Click Finish.
Gase: |BLACO1D00 4/ b .| GordonT. plack
RTA Walkinstown Crossroads, G. Black
Test Save Grid
Section L]

ients Mot included in this Brief

Type  Document Name ™

» [ scion: 399 - Documnts et nctudn i it 53 ot

e Click on the Black Arrow to expand the list of

3

documents.

Type
4 Section: 999

Documeg= >t==-=
3l Sort Ascending
his Brief (52 documents)
Z]  Sort Descending
E-mail f pusedemo.ie: Draft Civil Bill

Civil Bill

= e

Financia

= Ed  Show Group Panel
ﬁ; Initial Lg __

= Show Column Chooser
F"; Letter t¢

= S BestFit
F”;" Authorit

= Best Fit (all columns)
F”;" Letter

= ] Filter Editor... I
f= | Letter t

Right click on Type on the Header Row and
select Filter Editor.
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e Click on Begins with and select Does not equals. e Click on Enter a value and type Image.

- - EN
AT Filter Editor EN

i Filter Editor
And @

Document Mame Does not contain Image ©

And @
Type Begins with <enter a value= @

= Equals

I # Does not equal I

Is greater than
Is greater than or equal to

>

2

< s less than oK Cancel Apply
£ Is less than or equal to
a
ag

Is between

Is not between ° C||Ck Apply and OK.

abe  Contains

ach  Does not contain DK Cancel Apply

b Begins with NOTE: The Filter can be edited by clicking on the
bel  Ends with pencil in the bottom right of the screen
aie |5 like | Mot Contains{[Document Name], 'Image’) - O

axe s not like
o |5 any of

ee |5 none of

- RESIZE COLUMNS

©  Is not blank
KEYD-4130

e C(Click on Enter a value and type Image.

© Filter Editor EN he Column width of the columns on the Brief
' Builder screen are now adjustable.

Type Does not equal Image ©

e Click on the line between each column in the

Header Row.
oK Cancel Apply e Dragin the required direction.
Section
e Click Apply and OK. B cowerteters
. . Documents Not Included in this Brief
e Allimage files have been removed from the
documents. Type D -] ==
. » 4 Section: 999 - Documents Not Included in this Brief (52 documents)

e Save the view as normal. M2 vl ceter a1 et Letersntepary Correspondance

Letter to client Letters/Interparty Correspondance
fE  authority Forms Reports

e To use the Document Name column to block
image files, right click on Document Name in the
Header Row.

e Select File Editor.

e C(Click on Begins With and change to Does Not
Contain.
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New Brief Wizard x

BUILD A BRIEF BASED et e
oz ON A PREVIOUS BRIEF Keyhouse woard

Brief Information

Title: Brief for Road Traffic Accident at Junction 9 on M50
Author: Brenda Hartley
his new Version of Keyhouse now allOWs for Description: |Brief for Road Traffic Accident at Junction 9 on Nid
new briefs to be created based on any previous
brief rather than just the last one. roooir: [T e

Created: |08 Mar 2017
Published: |0 Mar 2017 [i5]

e Click to the Document Manager and select Corce b ] (s
Compile Brief.
= - e Complete the brief as normal.

(Right-ziizk for Options)

| 2y
New Brief Open Brief

Title Date Description

» m Litigation Brief - Pleadi... |08 Mar 2017 Brief for Road Traffic Accident at Junction 9 on M50

S ror o T - om0 2 (] PREPARE BRIEF FOR E-

KEYD-4590 C O U RT S

With the increased use of IT in the court
system, the brief can be exported to a folder
to allow it to be added to the E-Court system.

oK Cancel

e Click New Brief and click Next.

e ez 3 e Prepare the brief in the normal way and
@ I(e house Brief Assembly generate.
y Wizard

Copy the most recent Brief for this Case ° On the SeIeCt your OUtpUt Screen' SeIeCt
D e b b e Produce a Folder from the drop-down list.

Type Sequence  Section
w -1 Interparty Correspondance @ el Gemeraton Vizard =
w 3 Pleadings

4 Reports Brief G ti

= ’ KEYhOU se ke

Cancel Previous Next . S e L

o Select Tick this box to list all Briefs for this Case.
New Brief Wizard x
@ I(e ho Se Brief Assembly
y u Wizard

Copy the most recent Brief for this Case

Tick this box to copy the most recent Brief for this Case -
[ Tick this box to list all Briefs for this Case ] e il
Please select the Bie that should be copie o the New Brif I ———

TITLE DESCRIPTION Author Finalised Location
e ot i o it ot st oot N T e Click Finish. The brief will generate as normal.
e An .XML file will be created and stored in the
= documents folder which opens automatically.
e Select the brief to be copied and click next. 2 s 5706
= Coopesstion Agreement Nflow_2719.PDF

2 Letterto Salicitor 467.PDF
= Letter to Solicitor_463.PDF
= RESELLER AGREEMENT Option 1915
=3 RESELLER AGREEMENT Optio

e The folder can then be downloaded to a
memory stick or CD.
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Billing

APPROVE INVOICES

KEYD-4590

I n some cases it may be necessary to approve an
invoice using the Case Management system
rather than waiting for the Accounts Department to
release the invoice.

e Create the invoice in the normal way and
release.

e Open the Draft Invoice and click Approve.

@ o x

e The invoice will generate and can then be
printed.

e It will not appear on the Accounts Ledger until it
has been posted by the Accounts Department.

NOTE: This option will only be available if you
have been given permission by the System
Administrator
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