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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:

Area Item Code Description
System Options 001 Multiple Capture Windows
002 Set Site Wide PDF
003 Default Setting for Handler Field on Cheque Requisitions
004 Automatically Set Destroy Date
005 Set Firm Domain Address
006 Custom Labels - Associates
Permissions 007 Restrict Workflow Access in Case Diary
008 Prevent Uncompletion of Actions
009 Release High Value Cheques — SAM4 Only
010 New User automatically imported to User List
Maintain 011 Retire Document Classes
012 Create Custom Views
Creating Workflows 013 Importing Multiple Document Types
014 AUD Fields for Case Associates
015 Additional Coding Functionality
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System Options

PLEASE NOTE: When changes are made to the
System Options, they are system wide changes and
users must log out of Keyhouse and log back in
before they will take effect.

MULTIPLE CAPTURE
KEYD-5333 WI NDOWS

y default, only 1 capture window will open even
if the user tries to open it multiple times. An
option has been added to the General Tab to allow
users to open multiple capture windows.
e Go to Setup, select Administration then System
Options.
e Onthe General tab

System Configuration x
More Keyhouse Mail Configuration Outlook Settings Revenue Code Configuration EFT IManage
General | Document Access | Keyhouse Options | Risk Managment | System Options | Notify by Email | Money Laundering

Precedent Folder | t:keyhouse\Standrad Documents
Storage Method

® Client
Location | t\keyhouse\client documents
Date

Document Naming Method
Description With Track Reference Track Reference Only
] Use Document Folders Default Root Name: | Documents
] Enable Diary Date Shuffling

¥ show option to open attachment on double dlick of an action
¥ Update Document Fields when copying Diary items

Allow Multiple Capture Windows

| Use Integrated Document Generator || User can set Document Generator in Personal Preferences

Leave documents open at the time of generating

My Overview Settings

Time DayBook Limit for a day [ o Current WIP Limit [ g
0 Invaice Limit 0 Draft Invoice Limit [
Connect through Windows logon Use Team Leader

Show web page on Logon screen
Show Add Associates Option
Document Sync

I show Dashboard

Preferred PDF Previewer | (no preference) v

ok Cancel

I —
e Tick the Allow Multiple Capture Windows.

e C(Click OK

SET SITE WIDE PDF
KEYD-5442 V I EWE R

site wide option has been added to the
General Tab to set a site wide preference for a
PDF previewer.

e Go to Setup, select Administration then System
Options.
e On the General tab

More Keyhouse Mail Configuration Outlook Settings Revenue Code Configuration EFT IManage
General | Document Access | Keyhouse Options | RiskManagment | System Options | Notify by Email | Money Laundering
Storage Method ~
® Client

Location | t\keyhouse\client documents
Date

Document Naming Method

Description With Track Reference Track Reference Only

Use Document Folders Default Root Name: | Documents
[ Enable Diary Date Shuffling
[ Show option to open attachment on double dlick of 2n action
[ Update Document Fields when copying Diary items

Leave documents open at the time of generating Allow Multiple Capture Windows
[V Use Integrated Document Generator [v] User can set Document Generator in Personal Preferences.

My Overview Settings

Time DayBook Limit for a day [ Current WIP Limit [
0s Invoice Limit 0 Draft Invoice Limit | o
Connect through Wingaws lacan Use Team Leader
(no preference)

Show web page on Logd

Show Add Associates | keyhouse Viewer
Document Sync Ghostscript Viewer
) Show Dashboard | MoonPDF Viewer

Preferred PDF Previewer| (no preference) v v

oK Cancel

e Click Preferred PDF Previewer and select the
required option.
e Click OK

@ DEFAULT SETTING FOR
wossn HANDLER FIELD ON
CHEQUE REQUISITIONS

hen creating Cheque Requisitions, the

system currently defaults the handler and
the action to the matter fee earner. The handler
can be changed on each cheque. An option has
been added to default the handler on each cheque.
This is located on the Keyhouse Options tab.

e Go to Setup, select Administration then System
Options.
e Click to the Keyhouse Options tab

System Configuration x
More Keyhouse Mail Configuration Outlook Settings Revenue Code Configuration EFT IManage.
General | Document Access | Keyhouse Options | Risk Managment | System Options | Nofify by Email | Money Laundering

2 Enable Bank Rec V/ Interest Calculator “ Indictor 24
2 No Barred /i Label Printer “ Indictor 25
Word perfect Bill Printing / Indictor 26
M Indictor 27
Case Manager Link None
™ Indictor 28
W Time Costing Installed Matrix
¥ Indictor 29
Force Fee Eamer Code Py
M indictor 30
Composite Billing @ Drafting
Use Log As Registered Post
Export Crystal Reports to Legacy formats
Enable Dictation
R 7]
Enable PAW Accounts Ledger Description Code
Enable PF Cheque Process [l cheque Handler | chequetandier ||
Demo Expire Logged InUser  CurrentUser
Matter Fee Earner | MatterFeeEarner
Fee Reporting Sequence
Display text for Case File No
PAW Program Path Choose Location

PaW Pattern

Doc. Reproduction Outlay Code

I Default cheque request action zssignee | ‘
v

oK Cancel

e Click on Default cheque request action assignee
and choose the required option.
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Cheque Handler: Defaults to the matter fee From:” rather than “Email To:” To resolve this issue
earner but enables the user to change to a an option has been added to Outlook Settings to
different user. allow the domain addresses to be added.
Logged in user: Defaults to the person
requesting the cheque on the system e Go to Setup, select Administration then System
Matter Fee Earner: Defaults to the matter fee Options.
earner. e Click to the Outlook Settings tab

e Click OK R -

General | Document Access | Keyhouse Options | Risk Managment | System Options | Notify by Email | Money Laundering
More Keyhouse Mail Configuration Outlook Settings Revenue Code Configuration EFT IManage
V| Outiook Integration Auto Create Task | Reset Path

AUTOMATICALLY SET

Clarion Exe Path | T:\Programs

KEYD-5259 D E S I R O Y DA I E Outiook Exe(s) | C:\Program Files (x&6)\Keyhouse Computing Ltd\Keyhouse Case Outlook Integration

Check File Existence from Outlook

Outloak Name Table Column

To ensure the matter destroy date is set when a
case is closed, set the option to automatically

set Destroy Date. This will set the destruction date
for all matters automatically for a specific number o ][ one
of years. I —

. . Enter th main name in the Firm Domain
e Go to Setup, select Administration then System ¢ ter the domain name in the Fi omal
. Address box.
Options.

e Click to the Risk Management tab o Click OK

| Firm pomain Adaress | akeynousee |

System Configuration X
More Keyhouse Mail Configuration Outlook Settings Revenue Code Configuration EFT IManage N . M I | p | d m | n n b d d d | n g
General Document Access Keyhouse Options Risk Managment System Options Notify by Email Money Laundering Ote * u t e o a S Ca e a e u S a
Statute Date Warning | gp (No of days) Undertaking Action Code [ ADMSD ~ comma.
Undertaking Warning |19 (No of days) Statute Date Action Code [ ApmUD
WIP Fee Warning Limit | go,00 (in Percentage) Debtor Warning Days Limit | go (in Days)

Last Action (in Month) Lockup Value 20000.00 (in Amount)

V] Add undertaking comment to Matter Ledger

CUSTOM LABELS -

SQL Isolation Level [READ UNCOMMITTED v Lock Timeout EE]
KEYD-5411

Time Recording

HSE Client Group v

Decimal Places

®2 06 (number of decimal places for hours sed in calculating time charges) n addition to being able to Change the name of
e fields such as Matter and Fee Earner, the
Default VAT code [y v Launch Alarm System At Startup ASSOC'ate can how be Changed

Matter Destruction

Enable Matter Destruction Years

e Go to Setup, select Administration then System
I = Options.
e Tick Enable Matter Destruction and then e Click to the Code Configuration tab
Automatically set Destroy Date -

General | Document Access | Keyhouse Options | Risk Managment | System Options | Notify by Email | Money Laundering
e Enter the num ber of years after Wh|ch the ﬂles More | Keyhouse | MailConfiguration | OutlookSeftings | Revenue | Code Configuration | EFT | IManage
client Code Configuration Matter Code Configuration
should be destroyed.
Max. Length of Client Code 6 Max. Length of Code 4
Matter Destruction
W Manual Client Code Max Matter 0 c
Auto Number Clients Allow Manual Entry On Matter Code

Wi Enable Matter Destruction [v| Automatically set Destroy Date | 7 ¥ Auto Alpha Client Numbering

Unique Matter Code Numbering

e C(Click OK to apply the change e

"

Client Label client Please note that the "Contact* label only refers to those places
whera "Client* and "Contact" are used s synonymous terms.

Contact Label Contact Labels referring to "Client Contacts" and "Case Contacts" are

not affected by this change.

Matter Label Matter "Case" and "Matter" are synonymous in this application. You

can simplify the User Interface by using the same term for all
Case Label case three of these labels.

Case/Matter Label | Case/Matter
KEYD-5544 AD DRESS e [ .
Show Matter Details
A4 4R i)

ok Cancel

hen emails that are sent “on behalf of” —
e On the Custom labelling section, scroll to find

Associate Label.

another user within the company are not
assigned as “Outgoing” emails, leading to the
software to display the email synopsis as “Email
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Custom labeling

Matter Label Matter "Case” and "Matter" are synonymous in this application. You

can simplify the User Interface by using the same term for all
Case Label case three of these labels.
Case/Matter Label | Case/Matter
Fee Earner Label Fee Eamer

Partner Label Partner

|Assonate Label | Associate I

e Change the name. Do not set the name as a
plural e.g. Case Contact not Case Contacts
e Click OK

Permissions

RESTRICT WORKFLOW
wosse - ACCESS IN CASE DIARY

new restriction has been added to User
Permission to prevent users changing the
workflow that has been assigned to a matter.

Untick the box to remove permission.

Handler OR All.. |Profile | Access change WF in Case Diary
» e R

Admin O

Anne Mellon

Barbara Brennan
Brenda Hartley
Brian Sweeney
Caral Nolan
Justin Phelan
Mark Kelly
Martina Winters

oooOogooood
NENNEEREERNRE

Stephen Keogh

PREVENT
«wossss - JNCOMPLETION OF
ACTIONS

To ensure that the audit trail is correct, it is now
possible to prevent people from Uncompleting
actions once they have been marked as complete.
This is set in the Handler Control Access.

e Open the Setup tab and click to User Setup
e Click on Handler Control Access
e Scroll across to Uncomplete Actions

e Untick the box to remove access from the users.

RELEASE HIGH VALUE
wosws CHEQUES — SAM4 ONLY

Permission controlling the release of high value
cheques has been added.

Handler ORAllH... v Pracedents
» e T

sarah Kelly

Stephen Keogh

Martina Winters

Mark Kelly

Justin Phelan

Release High Value Cheques | sama

Gerry Murray
Carol Nolan
Brian Sweenay
Brenda Hartley
Barbara Brennan
Anne Mellon

NNENNERRRE RS
OoDoo0oOoROOO0O0~E
NNENNERRRR RS

oooooooooooon

Admin

Maintain

NEW USER
wosme . AUTOMATICALLY
IMPORTED TO USER LIST

U p until now when a new user was set up using
the Maintain Tab, the user then had to be
imported using User Setup option on the Setup Tab.
This is no longer required as the user will
automatically be imported. However, it will still be
necessary to set up the user as a Fee Earner.

Wikl RETIRE DOCUMENT
KEYD-5634 C L AS S E S

I t was possible to delete Document Classes as this
could cause problems with existing documents, it
is now only possible to retire the document class.
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CREATE CUSTOM VIEWS

KEYD-5766

Ithough user can modify the standard Search

Views provided by Keyhouse, not all
information is available in the view. Custom views
can be created using fields from the Current Case
and Extra Case Details fields. These view, in turn,
could be used for reporting purposes by exporting
the data to Excel. The option to create custom
views is limited to Supervisors.

o C(lick to the Maintain Tab and select Custom
Views

Keyhouse Case Management  (CN-C
Home Case Reports Partners Phonelog  Maintain| Setup  Help

¢ O a0 Q@ B mm | e

Departments Work types Fee Earners Handlers Time Write-Off Other Codes~  Case Diary Import [Custom Views
Fim

e The following dialog box appears

@ Marksin Cuorn =T

|

e Click on the New Button to create a view

e Enter a Field Name and Description for the View.
Note the Field Name does not have a space.

e Where there information needs to be limited,
the ‘Where Clause’ can be use. Please contact
Keyhouse to do this.

e C(lick Add View
e To add fields, click to the Search box and the
arrow to add to the view

-
e Continue to add all required fields

®

|
Click Update View and click the X to close.

Log Out and Log back in.
On the Search/Open screen click on My View
Select the required view from the drop down list

P ¥ D0 Q0 B BB e » LK S

Click the Refresh Button to see the details
To limit the view, enter a search criteria
Click Export to Excel to create a report

@ All Cases () Open Cases O Closed Cases IE Export To Excel
Save the report with the desired name and
location.

Enable the content.

Modify the report as required
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Creating Workflows

IMPORTING MULTIPLE
wosz. DOCUMENT TYPES

hen importing documents into workflows

from existing workflows, the system will now
show all documents of a type regardless of the
version of the software used to create it e.g. doc
and docx.

® openile x

- 1 Viindows (C) » Keyhouse Taining » keyhouse » Standrad Documents » Property sale Vo [ ’ »

uotes for Bisti A Name ate moddie pe

Sof

1 penty sale Action Flow.doc

softwere #: Property sale Action Flow.doc

What's New : PSLOIA Engagement Letter to Client Hou
i PSL01B

& OneDrive
3 ThspC
B 30 Objects
I Desktop
Documents

& Downlosds

., Windows (C) % PSLOSE Special Conditions Death on the

File name:

% 0% 1SR Snarial Canditinne . " v

AUD FIELDS FOR CASE
o ASSOCIATES

s with User Defined Fields for coding

documents, it now possible to add Associate
User Defined Fields. This is done on the Document
Assist Screen or at the Associate Type level from
either the Search/Open screen or from the
Associate Screen on the Case. These are set at an
Associate Level and not at a Case Level.

Document Assist
e Open the Document Assist on the Setup Tab.

*

m‘l Document Assist - X
&+ 7 ¥ t []show all fields ¥
Select type

First

Include in Document Mame

Document Fields
:
CAN: - Case Associates
CNT: - Client Details
CSM: - Other Case Details
DATE: - Important Dates & Times
DEA: - Debt Costin Ledger
DIA: - Case Diary
HAN: - Fee Earner/Handlers Details
LCL: - Other Client Details
LCN: - Client. Contact (Surnames Etc)
MAT: - Case/Matter Details
UDF: - User Defined/Other Information

Click on the New Button +
Click on the Field Prefix box and select AUD from

* T T W OWT ¥ ¥ ¥ ¥ W ¥

the list.
!") Add User Defined Field X
General | Validation | Other | SQL Statement
Field Prefix | |
Field Name “ |
Type : n Lock
File Prefix
e
AUD: \ [~ |
Length CAN:
Decimal DA
MAT:
Format CNT: ument format Left Justify
Default value LCN:
DEA:
&5 HAN:
ategory
DATE:
CSh: h
oK Cancel

Enter the remaining information. Please note
that if the fields are to be always visible, click the
Common box.
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!i Change User Defined Field X

General | Validation | Other | SQL Statement

Field Prefix AUD:
Field Name Facility
Type Text ¥ Common Lock
Screen Prompt | racility

Length 128(8

Decimal

Format @s128

Fix document format Left Justify

Default Value

Category v X

oK Cancel

1
e Click OK.

From Search/Open Screen

e Click on the Search/Open Screen and select
Associates.

e Select the Associate Type and right click.

Associate Type x

Add Case Associate Type

Code * DEBTOR
Description Debtor
Parent Category ~

u
+ ") F 4 ] e v
Insert| Change Delete Top Up Down Bottom

Sequence | Description

Ok Cancel

e Select the Insert Button
!i Add User Defined Field X

General | Validation | Other | SQL Statement

Field Prefix AUD: v
Field Name
Type Text v Common Lock

Screen Prompt

Length 4
Decimal 0
Format Fix document format Left Justify
Default Value
Category RS
oK Cancel

- 0000000000000 1
e Enter the details and make the field Common if
required.
e Click OK

e This will automatically add the UDF field to all
Associates in the List.

e To check the details, open a Case Associate and
click to the Extra Details Tab.

@ Update Case Associate x

General | Other Details | Other types | Notes | Other Case Involvements | Bank Details | Extra Details

e The information can now be added.

From Client/Case

e Open the Case and select Associates.

e Repeat from Step 2 of the From Search/Open
Screen

Creating New Associate Type

e Right click on Associate Type and select Add to
create an Associate Type

e Enter the Code and Description

Associate Type X

Add Case Associate Type

Code * GATLITEM

Description |Guardian At Litem|

Parent Category v

|
| s X P 7 <
Insert [Change Delete Top Up Down Bottom

Sequence | Description

Ok Cancel

e Click Insert to add AUD Fields
e The following message appears

Proceed?

Before you can create new System Fields, the new Case Associate Type values you have entered must be saved.

v Before proceeding, please make sure that you have entered the new code and its description correctly.

Proceed Cancel

e The following Dialog Box appears

Associate Type

Case Associate Type GATLITEM has been added successfully

Ok

e Continue to add AUD fields as detailed in Point
12
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ADDITIONAL CODING

s FUNCTIONALITY

With the old Document Generator codes
ending in #@& or #@r would require the
users to select the associates to be used. With the
new Document Generator these code will
automatically select all associates e.g.
[CAN:Name.Vendors#@&].

However, in some cases not all associates will be
required. The codes can be modified to give users
the choice of associates by adding a ?. The codes
would then appear as #*&? Or #@r? e.g.
[CAN:Name.Vendors#t@&?]
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