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Keyhouse Outlook Email Module System Overview

Chapter 1: Using the Keyhouse Outlook Email Module

Overview

The Keyhouse Outlook Module is designed to allow users to manage their emails, both
incoming and outgoing for all cases from within Outlook.

Emails can be directly assigned from your Inbox to a case by clicking on the button “Assign to
Case” which appears in your Outlook toolbar. Email attachments can also be saved
independently to a case by clicking on the “Assign Attachments” button.

Likewise, when you are sending a new email from Outlook there is a button on your toolbar
which will allow you to “Select the Case” that it relates to. You will also be able to select any
associated parties connected to a case and attach documents from the case.

Before you Start

Before using the Keyhouse Add-in, you need to check your settings. This can be done by
clicking the About Button in the Keyhouse Group on the Outlook Home Ribbon. Making
changes at this level will apply to all emails. It is advisable that the Outlook Add-in version
number correspondents with the Keyhouse version number. The Keyhouse Version number
is located on the Help Tab on the About Button. See Appendix 1 for information on how to
install the correct Add-In.

() About the Keyhouse Outlook Add-in X
Keyhouse Outlook Add-in @
Version 5.6.3.12 For .NET Framework 4.5 Uninstall

[] Restore Question Prompts and items flagged as Do Mot Show Again
I Automatically Save Sent Items

© Save Email Only O Save Email and Attachments ® Save with Options

[[] Save unassigned Sent Items also

Ignore Image Attachments Hide Images when selecting Attachments —
... that are less than | 1000 pixels wide or 1000 pixels tall.

Only if Embedded

— Case Information Options
Store Case Code

Store Client Name

Store Case Description [[] Apply changes to all Qutlook folders
— Email Options

Remove Email Reply Chain Don't check internal mail addresses

[] Convert Attachments to PDF [ Include Track Changes

[] Use Email date for all attachments [ ] Don't check any mail addresses

[] Navigate to Case Diary [] Group Emails to Action

[] Use Draft Folder Maintenance Show potentially missing assignments in red

[] Hold on Assignment when busy [] Uncomplete Emails with Follow On Actions

— Subject Line
Set subject line Append to existing subject line

Prefix:

Subject Line: |MAT:Code
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Automatically Save Sent Items

Save Email Only:

Save Email and Attachment:

Save with Options:

Save unassigned Sent Items also:

Ignore Image Attachments

Will only save the email and not the attachment.

Will save the email and the attachment which may result
in the attachment appearing more than once in
Document Manager.

Will give you options to choose what to save to the case
when saving sent emails and attachments (see Save With
Options for further details).

Prompts to save unassigned emails once they have been
sent.

By setting this it will automatically stop embedded images from being saved to Keyhouse. A
setting of 1000 pixels should be sufficient for this to happen. Ensure Only if Embedded is
ticked to prevent other image files being blocked.

Case Information Options

Allow the user to select the information that is stored in Outlook. If changes are made then
tick To apply to all other Outlook folders, to apply the changes to all Outlook Folders.

Email Option

Remove Email Reply Chain:

Convert Attachments to PDF:

Use Email date for all
attachments:

Navigate to Case Diary:

Use Draft Folder Maintenance:

Hold on Assignment when busy:

Don’t check internal mail
Addresses:
Include Track Changes:

Will stop the email chain from being assigned to the
case. Itis possible, by exception, to assign the chain
of an email to a case from the email. See Save with
Option (pg. 13)

Automatically converts all attachments to PDF

All attachment will have the same date as the email.

Takes the user to the email in the case diary.

This will keep the draft emails folder empty provided
it is empty before this option is set.

When using a Keyhouse mobile application, having
this option ticked will delay the syncing of Outlook to
Keyhouse until PCis idle.

The system will ignore any inhouse email address
selected.

If track changes were used on then the attachment, it
will show the track changes on the document once it
is attached to the email.
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Don’t check any mail address:

Group Emails to Action:

Show potentially missing
assignments in Red:

Uncomplete Emails with Follow
On Actions

Subject Line

Set subject Line:
Append to existing subject line
Prefix:

Prefix:

Subject Line

Not recommended — it will allow emails to be sent
without checking they are for an addressee associated
with the case.

When using a precedent email with an attachment, it
will keep the email and the attachment in the same
action.

When you open an email again the system checks to
see if it is in Keyhouse. If it is not then it adds the
detail at the top of the email in Red.

When an email is part of a workflow and there are
follow on actions, ticking this box will ensure the
emails is not marked as complete when it is sent.

By ticking this box information in the Subject Line Box
will automatically appear in the subject line of all
emails. The subject line is set by Keyhouse Support.
This will allow additional information to automatically
be add to the subject line. The additional information
will appear at the start of the subject line.

A standard Prefix could be set e.g. Your company
name. This will appear at the start of the Subject Line
in the email.

The standard fields for this are as follows although
other fields may be used.

MAT:Code — Will include the Matter Code

CNT:Name — Will include the Client Name
MAT:Description — Will include the matter description

Assigning existing E-mail to Case

1. In Outlook, you will find a new Group on the Home Ribbon called Keyhouse as shown below.
HOME SEND / RECEIVE FOLDER VIEW
=5 o, X RS s D & Q7 |Cu o
o e Solunks o NPV By Pt BYMore- | T chvaents Docoment Cote | S Reply S Delte ¥ crestenen 7
New Delete Respond E}'huuse Quick Steps
Used when assigning an email to the Case Diary.
Assign
Ta Case
ik Used when assigning the attachment(s) of an email only to the Case Diary.

Takes you to the search screen in Keyhouse to find a matter and open a
_ open document without leaving Outlook.
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o~ Takes you directly to the case file in Keyhouse when the email has been assigned

ng in to a case.

= Allow you to change your setting and also displays the Keyhouse version.
+

About

Other earlier Outlook versions will have an Add-Ins tab. In these versions the Assign buttons
will be listed in this tab.
Folder Wiew Add-Ins

|—’ Home Send / Receive

j.&ssign to Case _1b Assigh Attachments (@) About
2. From your Inbox, highlight the mail you wish to assign - you can hold the Ctrl key down if you
are assigning more than one mail to the same matter.

3. Click on the ‘Assign to Case’ or ‘Assign Attachments’ buttons and your Recent Matter list will
open, as below:

Advanced Matter Search o x
Search: | H b Go H'K Resetl
Code @& Name File Colour Description Clien

KEOD003/0001 Sam Keogh Sale of Plot 213 Ashford, Wicklow Main Street Bray
FLY0O1/0001 Jack Flynn Road Traffic Accident at Junction @ on M50 10 Rose Lawns Blanchz
BECD01/0005 Angela Beck Revenue Summons 26 Church Street Rathc
EVED01/0010 Ever Green Insurance Corparation Company restructure Ever Green House, Dol
WOMOQ02/0001 Wamack Hotels Service Agreements 22 Ballybarn Road Swc
SLE0O1/0001 Slevin & Co Lease Warehouse premises Smithfield Industrial Es
QUIOOT/0006  Alan Quinn Injunction 45 Herbert Park, Donm
LOW001/0003  Lowery Developments Receivership - Nama Properties - No 3 Sandyford Estate 12 Main Street Ennis C
LOWO001/0002  Lowery Developments Receivership - Nama Properties No 2 sandyford Estate 12 Main Street Ennis C
LOW001/0001  Lowery Developments Receivership - Nama Properties 1 Sandyford Estate 12 Main Street Ennis C
1BS001/0012 Interim Business Services Ltd Fitzsimmoans Property Management plc Grange House Baggot
FENOO1/0001 Richard Fennell Drunk Driving Arrest 19th December 2009 Roslyn Torquay Road |
EVEOQQ1/0001 Ever Green Insurance Corporation RTA - Richards -v- Quinlan Ever Green House, Dol
DOH001/0004  Frank Doherty Claim v Advance Automobiles 23 Green Street Drimn
DEMOO01/0002  John Demoman RTA - Donnybrook Crossroads 23 Fleet Street Milltow

Cancel

4, If the Matter is not listed in your recent matter list, click into the Search box and enter the
case name or code and click Go.

5. Select the case you wish to assign the email into.

6. At this point you can Save to Case or Save with Option by click on the down arrow beside Save
to Case

\ Save to Case Y
™

Save to Case

Save with Options u

Page |5



7. If the Save to Case option is selected, the following dialog box will appear giving you several
options:

Save e-mail as a completed action to the case
Save e-mail and Attachments to a Single Action
[[] Delete email when assigned to case

Set Actions as Generated

Remove Email Reply Chain

[] Retain the above options

[] Don't ask this again

a. Save e-mail as a completed action to the case — the mail will save as a completed action
in the selected Case Diary; if deselect, the mail will save as an uncompleted action on
your Case Diary/Task List. If ticked it will override the option to Set Action as
Generated.

b. Save e-mail and Attachment to a Single Action — this will ensure the email and the
attachments are saved as one action rather than as multiple actions, making it easier to
find the attachment.

C. Delete e-mail when assigned to case — the original mail will be deleted from your
Outlook Inbox while saving a copy of the mail into the selected Case Diary.

d. Set Actions as Generated — the email will come in as an action to be completed at a
future date.

e. Remove e-mail reply chain — when this option is selected only the current email is saved.
It will not save any previous e-mails in the chain.

f. Retain the above options — the system will save the above options for all future e-mails.
g. Don’t ask this again — Your selected options will be saved for future emails you assign to
Case and this pop-up message will no longer appear.
h. Tick the options per your choice & OK to save.
8. If the Save with Options is selected, the following dialog box appears

Selected Case: FLY001/0001

Sender: Aising Hammond
Jack Flynn / Road Traffic Accident at Junction 9 on M50

Subject: Draft Contracts for Sale
Name Date Document Class Recipient: ‘keyhousetest@gmail. com’
Draft Contracts for Sale | |05 Jul 2017 | General

Sent oc07/2017 08:47:07

e @ Date:
e [E ‘Cnntract—m | |22Mar2ma | General Type: FPM.Note

Dear Sir

Attached is a draft Contract for 4 Heath
Place, Dun Laoghaire

Regards,
Brian Jones

This email has been scanned for spam and
malware by The Email Laundry.
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9. From this screen, you can choose to save the email, the image, the attachment or all. If the
document name or the classification are incorrect, change them by typing into the boxes.

Selected Case: FLY001/0001
Sender: Aising Hammand

Jack Flynn / Road Traffic Accident at Junction 9 on M50 Subject: Draft Contracts for Sale
Name Date Document Class Recipient: keyhousetest@gmail.com!
J r |Contracts for Sale - Draft ‘ |06 Jul 2017 ‘ Email Message E Diet':a: 06/07/2017 08:47:07
J e [E |Contract for Sale - Draft ‘ |07 Jul2017 ‘ Agreements - Type: FPM.Note
Dear Sir

Attached is a draft Contract for 4 Heath
Place, Dun Laoghaire

Regards,

Brian Jones

This email has been scanned for spam and
malware by The Email Laundry.

papcel

10. By clicking on the Double Arrow, the Save to Case options are available.

Selected Case: FLY001/0001
THE INCORPORATED LAW A

Jack Flynn / Road Traffic Accident at Junction 9 on M50 SOCIETY OF
IRELANDPRIVATE

Diary Date

22 March 2018 OR Use Email Date instead

Diary Description (leave blank to use the Document Name instead GENERAL CONDITIONS OF
Import into Completed Action(s) SALE (1995 EDITION)
Import to a Single Action

[] Delete e-mail after processing
Set Action(s) as Generated
Remove Email Reply Chain

Apply Email Date to all Attachments

[ Retain these options

Name Date Document Class
a e [ |Contract5 for Sale - Draft ‘ |os Jul2017 ‘ Email Message . PARTICULARS
7 e = |Cuntractfﬂr5ale-Draft ‘ |7Jut 2017 ‘ Agreements. v
and
CONDITIONS OF SALE v
< >
a. Diary Description — Adding a diary description makes searching for emails easier in

Keyhouse. The diary description could reflect the sender/receiver and the subject line
e.g. Email from James Kelly with Lease Agreement.

b. Import into Completed Action(s) — the attachment will save as a completed action in the
selected Case Diary; if deselect, the action will save as an uncompleted action on your
Case Diary/Task List. If ticked it will override the option to Set Action as Generated.

C. Import to a Single Action - this will ensure the email and the attachments are saved as
one action rather than as two separate actions, making it easier to find the attachment.

d. Delete e-mail when assigned to case — the original mail will be deleted from your
Outlook Inbox while saving a copy of the mail into the selected Case Diary.

e. Set Actions as Generated — the email will come in as an action to be completed at a
future date.

f. Remove e-mail reply chain — when this option is selected only the current email is saved.
It will not save any previous e-mails in the chain. Occasionally it may be necessary to
save in the chain of an email. Untick the box to save the chain for this email only.
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g. Apply Email Date to all Attachments — this will put the email date on all documents.
h. Retain the above options — the system will save the above options for all future emails.

11. Once the e-mail is attached, it is possible to see the Case Reference in your Outlook by setting
your Field Headings.

Inbox - keyhousetest@g

Send/Receive  Folder  View  Help @ Tell me what youwant to do

= .’?’j (i lgnore x =1 ﬁ_(i(ﬁ_(i L__; E‘;:ﬁt‘”s o 'a ;i T peletedtiems £ To Manager

7 Clean Up~ E1 Team Email 2 Reply & Delete

New  New Delete Archive Reply Reply Forward Assign  Assign  Findin About
2 g - =
Email Items~ | & Junk~ Al EIMore~  To Case Attachments Case F Create Naw
New Delete Respond Keyhouse Quick Steps &
4 Favorites < nbox
Inbox 127 ' O= |0 [FrROM CASEREFERENCE SUBJECT
[l Martina Winters HARDD1/0001 Freehold Transfer for review
. Dear James Please review and amenli accordingly. If you hkve any issues please call me at the office. Brian.
4 keyhousetest@gmail.com i
Al F5) 2 ) Martina Winters HA001/0001 Capy Land Folio
Dear Sirs, Please see attached PDF T{r the property in quesion. If you have any questions please do not hesitate to call. Regard
Deleted tems ]
i Brian sweeney HOUO01/0001 Draft Contracts for Sale
Drafts Dear Sir Attached is a draft Contracfffor 4 Heath Place, Dur| Laoghaire Regards, Brian Jones
Junk Email il Aisling Hammond BEC001/0005 Draft Pleadings from Counsel
Sent Items Dear Sir, For your approval and plegse nate the section ar{special damages. James Flynn Counsel

[l Aisting Hammond HARD01/0001 Draft Contracts for Sale
Dear Sir Attached is a draft Contracffor 4 Heath Place,_Dur] Laoghaire Regards, Brian Jones

Assigning an E-mail Attachment

1. Occasionally you may want to save the attachment only and this is usually done from the
open email.

HL 2 Up

- : = Down
Assign Assign

To Case Attachments
Keyhouse

The Assign to Case button will be used when assigning an email and
the attachment into the Case Diary.

Assign
To Case

The Assign to Attachment button will be used to assign the attachment
to the case without attaching the e-mail

ﬁk

Assign
Attachments
The Up and Down buttons will allow you to move through the chain of
< Up emails. You can then attach any document attached to e-mails without
7 Down

attaching the emails.

2. Assign to Case will assign the email and the attachment to the case and it will behave in the
same way as the Assign to Case on the Home Ribbon.
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3. To assign the attachment only, click on Assign Assignment and your Recent Matter list will

open.
Advanced Matter Search o x
Search: ‘ ‘ b Go [K Resetl
Code e Name File Colour Description
FLY001/0001 Jack Flynn Road Traffic Accident at Junction ¢ on M50 10 Rose Lawns Bl
ABB002/0004 Abbie Lynch Injunction 14 The Mews Dut
'ABB002/0001 Abbie Lynch Commercial Lease - 5 Main Street, Donnybrook. 14 The Mews Dut
SLE0O1/0001 Slevin & Co Lease Warehouse premises Smithfield Industr
BLAOO1/0001 Gordon T. Black RTA Walkinstown Crossroads, G. Black 23 Ellis Park Rathi
ABB002/0002 Abbie Lynch Share Holding Agreement 14 The Mews Dut
ABBO002/0003 Abbie Lynch Power Of Attorney 14 The Mews Dut
AAAD01/0003 AAA Securities Ltd Slip and fall incident 44 Main Street Dt
WOMOQ02/0001 Womack Hotels Service Agreements 22 Ballybarn Roac
LOWO01/0002 Lowery Developments Receivership - Nama Properties No 2 Sandyford Estate 12 Main Street Er
HAROQ1/0001 Brenda Hartley Purchase of site at Horn Head, Dunfanaghy, Co Donegal IMI Campus Sand
BLAOO1/0004 Gordon T. Black Purchase of 8 Clonattin Hills, Wicklow. 23 Ellis Park Rathi
BLADO1/0002 Gordon T. Black 2 Trinity Close, Rathgar, Dublin & 23 Ellis Park Rathi
KEOO003/0001 Sam Keogh sale of Plot 213 Ashford, Wicklow Main Street Bray
BEC001,/0005 Angela Beck Revenue Summons 26 Church Street
Cancel

4, If the Matter you want to assign the email to is not listed in your recent matter list, just click
into the Search box and enter the case name or code and click Go.

5. Select the case you wish to assign the email to.

6. The following screen will appear, giving you several options.

Selected Case: FLY001/0001
THE INCORPORATED LAW A

Jack Flynn / Road Traffic Accident at Junction 9 on M50 SOCIETY OF

Name Date Document Class IRELANDPRIVATE
e r_ ‘Draft Contracts for Sale | |0&Ju12017 | General -
7 e 2 ‘CuntractforSale-Draﬂ | |07Jul20|7 | Agreements v GENERAL CONDITIONS OF

SALE (1995 EDITION)

PARTICULARS
and

CONDITIONS OF SALE v
< pd

irrez

7. As we chose to only assign the attachment, the email is not ticked. If you need to assign the
email, tick the box. Rename and classify the attachments here.

NOTE: Embedded image in the email e.g., company logos, Twitter, Linkedln should not be
ticked as it has been set to block them. However, occasionally an image may be ticked if it is
larger than is specified on the About screen.
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Sending new E-mails from Outlook

1. When you open a new email in Outlook, you will see a new area incorporated into the

email header.

Untitled - Message (HTML)

Insert  Options  FormatText  Review  Help Q' Tell me what you want to do

U b= [
Address Check  Attach Attach Signature

Book Names Filew ltem =
Hames Include Tags

No Case selected Click to select Case SelectAttschment  Select Associstes  Clear Keyhouse

To.. [

Message

|* Follow Up =

» a
I &
Select Select Select
Case Attachments Associates

2zl %
_ﬁi :,;@

! High Importance

Paste

4 Low Importance

£} Keyhouse

Clipboard Basic Text

=1

Send

Ceo.
Btc..

Subject

2. Some older Outlook versions will have an Add-Ins tab — click into this tab so see the
Keyhouse buttons.

Select Case  Select the case that the email is associated with.
-
0 Select Allows you to select a case attachment(s) to be sent with the
il Attachment  mail
] Select Lists the email addresses of the current client & case
Pl Associates associates.

3. Open a new mail in Outlook.
4, If you want to send this new mail via Keyhouse, choose ‘Select Case’
This will open your Recent Matter list - use the Search box to find the relevant Case

the email is to be assigned to.
5.  The case details will appear on the e-mail.

FLYDOD1/0001 Select g different Case
@ Jack Flynn
Road Traffic Accident at Junction 9 on M50
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6.

10.

11.

12.

13.

To attach a Case Diary Document to the email, click the ‘Select Attachment’ button

X

Selected Case: FLY001/0001 [FLY0D1/0001 ] Jack Flynn Road Traffic Accident at Junction @ on M50 FLY001/000/CN/AM A
search '
g Document Class - Date
2| v/ & 31 May 2017
E r FW: [FLY001/0001] Jack Flynn General 15 May 2018 15:38:50
[FLY0D1/0001] Jack Flynn General 15 May 2018 15:34:45
f - ) Y L Frank Edwards
F g Letter to Client Client Letters 15 May 2018 15:25:08 The Law Library,
f* Invitation to link Document Folde  General 14 May 2018 15:34:25 Dublin 8
r Invitation to link Document Folde  General 14 May 2018 15:04:26
? Jack Flynn vs Axa Insurance Brief to Counsel 03 May 2018 15:13:52
k‘, Jack Flynn vs Axa Insurance Brief to Counsel 03 May 2018 15:13:45
fiz Letter to Barrister encl Medical R Correspandance 06 Mar 2018 00:00:00
fiz Letter to Barrister encl Medical R Correspondance 06 Jul 2017 10:08:00
F:’ Letter to Barrister requesting Opi  Correspondance 06 Jul 2017 10:08:00
fiz Letter to M Obama re reply from  Client Letters 06 Jul 2017 10:08:00 Re: Ourclient: Jack Flymn _
= - Road Traffic Accident at Junction 9 on M50
[v_é Letter to Barack Obama re defen: Client Letters 06 Jul 2017 10:08:00
Include all E-mails [] Convert to PDF | Insert Original [ ¥ Insert | [\ﬁcanca\ ]
Dear Frank
[ Include Track cH NSt ONGINal b \org documents as PDF v
R Track R Network link
emove Track Ry (o me < >

The documents will be listed in Date created descending order. Select the required
document to be sent.

NOTE: The Dropdown defaults to attach the original copy of the document to the
email. However, if you want to insert a link to a document to be sent to a member of
staff, set the option to Network Link. If the document is to be sent via Citrix ShareFile,
click Shared Link

It is also possible to search for a word or words in a document. A preview of the
document will appear on the right side of the screen.

You can choose to search specific types of files, by right clicking over the Type column
and choosing a type listed, e.g. Word Document.

Documents can be converted to PDF by ticking the Convert to PDF box before clicking
on Insert.

It is also possible to include/exclude emails from the list
of documents to be attached. Choose the drop-down
arrow beside Include all E-mails to choose.

If you would like to view the actual client document
folder for more search/sort options, click on the look up button beside this option.
Select your document & choose Insert

Include all E-mails v

Include all E-mails

Exclude Outgoing E-mails

Exclude all E-mails

NOTE: If you have more than one document to attach, then hold the Ctrl key down
and select the desired documents. To attach a document but not a case document,
use the standard Outlook insert file options.

If you are sending the mail to a Client and\or Case Associate, you can click the ‘Select
Associates’ button.
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14. This will open a window as below, listing the case associates with their email

addresses.
Type Full Name MName Email Code
Barristers, Frank Edwards BL Frank Edwards f.edwards@lawlibrary.ie EDWO001
Client Jack Flynn Jack@gmail.com FLY0O01
(=]
=]
BCC [x]

15. Highlight the associate you wish to email and click on To/Cc/Bcc and ok when all
names added.

16. To remove email addresses from the To/Cc/Bcc fields click on the EZ 'button.

17. Click OK to return to the email with the selected addresses or click Cancel to return to
the email without any selected addresses.

18. Please note: these email addresses must be previously entered against each client
and/or case associate.

19. If you are not sending the mail to a case contact, you can type or select the address as
normal going through the Outlook contacts section.

20. If the email address is not connected to the matter then the following box will appear:
[« resdegowedpes -2

WARNING: Some of the reciplents of this e-mail are not associated with the selected case.
Case: FLYDO1 /0001

f’ ! E Jack Flynn / Road Traffic Accident at Junction 9 on M50

Please check the following &-mail address(es)
Email Address
brenda@keyhouse. ie Add Client Contact Mew Case Associate,

[send Emait anyway| | Cancet
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21. It acts as a warning to ensure emails are not sent to the wrong people. The email can
be sent using the Send Email anyway option however, you will continue to receive the
warning each time you try to send an email to that person.

22. If the recipient in a client contact, click Add Client Contact.

23. The following dialog box appears

General | Contact Categories

Initial{s) Marital Status

Title PPS Number

Full Name Home Phone

First Name Work Phone

surname Fax Number

Salutation Mabile

Address Email Address | brenda@keyhouse.ie

County Date of Birth | Select a date |

Postal Code Date of Death | Select a date ‘
Marriage Date | Select a date
Occupation

Ok Cancel

24. Add the relevant information and click OK. The email will send automatically

25. See Add an Associate through Outlook on how to Add an associate.

Save Sent Email Options

When saving a sent email, there are three options:

° Save Email Only
° Save Email and Attachment
. Save with Options

Version 5.5.3.22 For .NET Framework 4.5 Uninstall

@ Keyhouse Outlook Add-in @

[[] Restore Question Prompts and items flagged as Do Not Show Again

Automatically Save Sent Items
O Save Email Only ) Save Email and Attachments ® Save with Options

Save unassigned Sent Items also

These options are set from the About Button in Outlook.
Save Email Only

When this option is chosen, only the email is saved back to the case. The user cannot modify the
email details without going to Keyhouse.

Save Email and Attachments

When this option is chosen both the email and the attachment are saved back to the case. This may
result in the duplication of documents as documents already in the case get assigned in again.
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Save with Options
With this option the user gets to choose what is assigned to the case.

1. Once the email is sent the following dialog box appears.

Selected Case: FLY001/0001
Sender: keyhouse test

Jack Flynn / Road Traffic Accident at Junction 9 on M50 Subject: [FLY001/0001] Jack Flynn

Name Date Document Class Recipient: ‘brenda@keyhouse.ie"
e @ |TFLY001/000|] Jack Flynn ‘ ‘16 May 2018 ‘ General Sent 16jns/2018 11:16:33
@ [ [AUTHORISATION 2622 ‘ ‘16 Hay 2018 ‘ General Type: PM.Note
Hi Brenda,

Attached please find the Authorisation
Form you reguested.

Kind regards,

Brenda

el

2. To prevent the duplication of the attachment, untick the box to the left of the document
name.

3. Click OK to save to the case.

4, If the user clicks cancel, the following dialog box appears
A Please Note:
! A Your system is set to Automatically Save Sent ltems and Save With Options.
You have chosen to cancel out of the selection. Nothing will be saved to Keyhouse.

As 3 reminder we will show the Keyhouse information in red when you re-open this e-mail in
your Sent ltems.

["] When you have read and understood this message you can check this box to stop it appearing in future

| VesiwishtoCancel | | Retumtoselection |

5. If the user clicks Yes, | wish to Cancel, the email will not be assigned to the case. If Return to
Selection is click, the user is returned to the screen in Step 1.

6. To check if an attachment was sent with an email, open the email in Keyhouse

brenda@keyhouse e’ <brenda@keyhouse.e> - [FLYOD1/D001] Jack Fiynn

o Letter
= AUTHORISATION 622 ®
Exibits to Aflidavit of Enda Kenny 62 w

Letter o Garda Ombudsman = B v
Amachments standard view T 3
Type | Document version | Date Document Class

B & | iruv001/0001) sack Fiynn | 1]16Mmay 2018

Page |14



File IS Help Q) Tell me what you want to do
ie=ll| @ @4 [y R Meeting ¥ EEI |> d L Find AJ) fr =w
€ 2 5. i OneNote A3 5 poated- = Down
£ Junk - Avchive | Reply Reply Forward - Move Categorize Follow  Translate Read Assign  Assign
Al =] More ~ - [P Actions - - Up- - D selets  jpud To Case Attachments
Delete Respond Move Tags ® Editing Speech  Zoom Keyhouse

FLYDO1/0001 Jack Flynn Road Traffic Accident at Junction 9 on M50
Wed 16/05/2018 11:17
KT keyhouse test <keyhousetest@gmail.com>
[FLY001/0001] Jack Flynn

To  ©brenda@keyhouse.ie'
| AUTHORISATION 2622.D0CX
mz DOCX File

Hi Brenda,

Attached please find the Authorisation Form you requested.

Sending a new E-mail from Keyhouse via Outlook

1. From the Case Diary Window open the matter you want to assign the email to — as below:

® e ; T

Type | Document ocument Cla

& contictsearsn 1]06 Jul 2015 | conflt search

T

O Carol Nolan | Mooy, 13 uly 2015 | 1207

2. Click on the New Item button located on the Home Ribbon. The following options appear.

¥ Action

Note

Email
[25 Appointment
€, Phone Message

& Dictation

= Draft Invoice

= Request Cheque

A Conflict Search
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3. Click on Email and a new email window opens — as below:
B [FLYDO1/0001] Jack Fiynn - Message (HTML)
[WSEP Inset Options  FormatTet  Review  Help Q@ Tell me whatyou want to do
=2 E—_;} 2t @ (] B |> Follow Up~ ﬂk S_’
[ ! V@ = 1 H )
! High Importance
Paste B I u % Address Check | Attach Attach Signaturs Select  Select  Select
- Book Mames Filex Item+ - ¥ Lowlmportance  Cace Attachments Associates
Clipboard & Basic Text Mames Include Tags w Keyhouse ~
FLY001/0001 Select Atischment  Select Associates  Clear Keyhouse
@ Jack Flynn
Road Traffic Accident at Junction 9 on M50
To..
=1
e
send
Bec..
Subject [FLYDO1/0001] Jack Flynn

4, The Case Reference, client and matter description will automatically appear in the email.

5. You can now Select Attachments and Associates as per the previous section.

Send a generated letter in an Email

An existing document can be attached directly to an email.

1. Click on the document to be emailed from the Document Manager and click Email from the
ribbon. Note: Multiple documents can be selected for the email.

Home (Case Reports Phor

= 0%~

Print Properties Reclassify Emall
Documentys)

2. Click on the Email Icon on the Home Ribbon to generate the email. The email will open with
the case information prepopulated.

3. Alternatively, use the right click option to add the documents to the email. This will allow you
to convert the documents to PDF.

Folder:  all

Type | [ | Document Name Diary Date | Version

4 E. Letter to pg

@ Document History
E Letter to @ Re-classify documentis) !
E‘ Letter to| o Print document(s) !
(E Letterto| = print document(s) as PDF 1
E Letter to Convert document(s) to PDF 1
E Letter to IB2  E-mail document{s) 1
E. Letter to E-mail document(s) as PDF 1
E T E4d  E-mail original document(s) and PDF versions 1
E Letter to Open in Case Diary .
- [ copy
E LS i @ Copy to another Case !
iz Letterfrd L Import Document v 1
[E Letter frd 4  Export Document 4 1
(B Letter from an Garda Siochana 31 May 2017 1
4. If you are using the Case Diary, use the Right Click to select the document from the

Attachment section. Using this method, you can only add multiple documents to the email if
they are in the same action.
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4]

& U 31 May 2017 | 09:59 CN Letter from Garda Ombudsman

] i 30 May2017 @ Properties

& i 30 May 2017 @ _History

o i 30 May 2017 =  Email selected document(s) o

P =2 Email selected document(s) as PDF

V] ¥ 30 May 2017 )
Email selected document(s) as Originals and as PDF

(V] i 30 May 201 - ions
= Print Document(s)

& '

ol I 30 May 2017 = print Document(s) as PDF

& I 20 May 2017  Convert Document(s) to PDF

& | 30 May 2017 | Open attachment

V] i 30may2017(3 Add ,

& i 30 Mmay2017 % Cut

& i 30mayz07 -« COPY e

Paste

Attachments [Search 4 Delete

[# compare with word
Type |Document A sendto N

4 Letter to Barrister encl Medical Report
Letter to Garda Ombudsman

5. Complete the email and send.

NOTE: If the option is sent to always convert to PDF when sending attachments, there will only be
the option to Email selected documents.

Case Diary View

Viewing Emails:

When you assign an email from outlook, the Email will be listed as an action in the Case Diary screen
with the actual email & any documents listed in the Document Pane.

Keyhouse Case Management (01 Gt sn - 00 80 K -0 x

og Mantan Sep Hep

8.

orimatg appontmert

o ter 1o Client confirming fees

N
P
Re
L
p

Regards, Meinda Senior Project Manager Phone: Web: Address 353-1-2902222 wwwkeyhousee.. | ™

1500 N Email Todraining TT. training - old em... | melinda@keyho... »

v T Tkt |l

Document ¥ Version | Date Documert Cla

| Chient/Case
| Time Costing
. CarolNolan | Mo, 13 July 2013 | 1247 ¢
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Alternatively, using the View Button, change the view to see Emails. This will filter the case diary so
only email are visible.

Emails +

Date Time Handler | Description

Action Title Action Co..| | Work Flow Match
¥ 28May2018 [12:52 SKE Gerry Can | please have a copy of the lea... | Email EMI = system Actions
|28 May 2018 |12149 GMU Gerry, | will contact you next week with an... | Email EMI = system actions

25 May 2018

From: Gerry Murray Sent: Friday 25 May... | Email = system Actions

II'JIII--I-

Add an Contact through Outlook

As all the email address for your client may not have been added to the matter, when you try to
send an email a warning message may appear.

Bl ® B
FILE MESSAGE | INSERT ~ OPTIONS  FORMATTEXT  REVIEW

2a] &% i I Follow Up = . g
o I Yo 4 ! ngh\r:mu“-t ﬂ 8 [E

Agars Check | sach Arach Sgnaure | Aeig Select Sele Select
Book Mames File  hen & Low impartance Case A ociate:

Keyhouse

WARNING: Some of the recipients of this e-mail are not associated with the selected case.

' \ Case:  BLOODI/0030
Jos Bloggs / dfgfdg
-

* Please check the following e-mail address(es)
Email Address

jane blaggsbloges.ie |Add Client Contact| New Case Associate]
Kind regan

Brenda Ha
Keyhouse

@Key

Send Emall anyway | Cancel l:‘ N
1. Click Add Client Contact.

Enter the details on the screen e.g. name and email address and click OK.

@ Other Contact Details

[m] x
General | Bank Details Contact Categories
Initial(s) Marital Status v
Title PPS Number
Full Name Home Phone
First Name Work Phone
Surname Fax Number
Salutation Mobile
Address Email Address |jane.bloggs@bloggs.ie
County Date of Birth | Select a date |
Postal Code Date of Death .Select a date |
DX Ref Marriage Date |Select a date |

Occupation
Ok Cancel

3.  The details will be added to the matter and there will be no further warnings when

sending email to this recipient.
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4.  The details will be visible on the Client Contacts tab on the Current Client Details in the
matter.
Current Client Details x
Code | BLOOO1 Client Name Joe Bloggs
Envelope Name
Corporate Personal Legal Details Billing Details Permission Bank Details
General Client Contacts Notes Matters Cross Ref Categories
My View i
Initials | Full Name Email Address Occupation First Name Surnan
TB Tom Bloggs tom.bloggs@bloggs.ie Tom Bloggs
James Bloggs Jjames.bloggs@bloggs.ie John James Bloggs
B lineoosss jneniogasbloggsie T e sioood
< >
Insert Change Delete
oK Cancel

Associate through Outlook
You may have to send an email to a new Associate not already in your Keyhouse System.

Rather than having to go back and add the details, it can be done as you are sending the
email.

1. Create the email as normal and add the Associate’s email address.
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4.

When you are ready to send the mail click Send and a warning message will appear.

[IESPR insert  Options  Format Review  Help  Q Tell me whatyouwantto do

oL, P M [ " > - [N
0 Calibri (Boc + |11+ A" & 2 | :l',"@ mj b 42 [ Gttt ﬁ ﬁ?,
! High Importance
Paste BIu ¥-A- Address Check  Attach Attach Signature Select  Select Select
- EomatEan ey - Book Mames Filer fem- - ¥ Lowlmportance  Cace Attachments Associates
Clipboard ) BasicText 5 Names Include Tags ) Keyhouse
FLYDO1/0001 Select a different Case Select Attachment Ject A ate Clear
Jack Flynn
Road Traffic Accident at Junction 9 on M50
To. © Brenda Hartley (Kevhouse) <brendaiEkevhouse.e>:
=
Send
Bec
Subject [FLY001/0001] Jack Flynn

'WARNING: Some of the recipients of this e-mail are not associated with the selected case.
Case: FLY001/0001
Jack Flynn / Road Traffic Accident at Junction 9 on M50

Kind regards, Please check the following e-mail address(es)

Email Address

Brenda ie  |Add Client Contact|[New Case Associate,

ond Ematl g

Click on New Case Associate
[ encegeweoes  =© )

WARNING: Some of the recipients of this e-mail are not associated with the selected case.

Case: FLY001/0001
/ 2 Jack Fiynn / Road Traffic Accident at Junction 9 on MSO

Please check the following e mail address(es)
Email Address
brenda@eyhouse. e [Add Client Contact] N~

dress: brondadkeyhouse. e

Name: Type: |
|
Forename: Surname: |
|
Address: ‘
E-mail: brenda@koyhouse. o |

oK Cancel

Send Email armyway' Cancel

Tick the Add Professional box to give the list of associates assigned to the case.
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5.

10.

11.

If the recipient works for an associate already assigned to the case, add their details
using the form below.

WARTE rall Address: BeondaBhayhouse. i
L Cae
/B T
/
L Searche A Linkad to Cas
Cade = T [
Please check the follawing |
the TP pansr S0 Grabbit & Pune Saliclters S Grabibit s fume [rirr—
Emal ekeass WOECHH Stephan Bssgh Barviston: Staphan Ksogh 2 M Stroot
Erondainhouse.lo | Add
Hae Tipe:
Forsnams: Sumamat
-
Eamal: | Beenda@haybouse.
O Carced

If the recipient is related to an associated yet to be assigned to the matter, untick
Linked to Case.

[ — S
E-muil Address: BrendaBlohoune e

/ ' R & Adsd Professional
L8

Ploate chach the fellewit Code Haswer Tipe [
GO0 Al L Goodbody, Salichtors A8 LGoobody, Intermation
Email Address

MECATY AMeCaon & Co Salicitors AMeCann B Co 36 A Vork B
brendallkayhouse.ie ¥ joconr A Noone.Faull & Assoc Salicitors A Moo Faull B Asuse & Tha Coda
ORI A . Offieilly Dolan & Co. Solicitors A B Ohwilly Dotan & Co. Narkst Stra
CuRDa A Curnese & Son Solicitors A. Cumeon B Son 3 Deansgrai
Suvog) A, F. Sawyth & Co. Solichtors A F.Smyth & Co. 21 Clare St
DBROOE A 1. OBrien & Co. Saliciters A, ), Offsion & Ca, Ballyarly In
KEEDO! A Kaogan B Co. Salicitors A, Koogan & Co. Selicitorns §
MO A M. Simith B C. Salicitees A W, Senith & Co, 20 Farnhaer
ORDO0H A B Murrcasgh CrRourke Solicitors A. B Murrough Ofourke 3 Aman (us
D0z AT Dlamend & Co. Solicitors A, T. [damaond i Co. T Clontar
FORDO AC. Feeda B Ca., Saliciters A.C. Foude & Co., 14 Lansdrm

fiacro: e
oagnan. Surnane:
frasdress:
mail:  rer e
o Cancel

Select the associate then add the recipient details and click OK.
The Associate will be added to the case and the email sent.

If, having checked, the associate is not on the system, untick the Add Professional box
and enter the recipient details.

E-mail Address: brenda@keyhouse.com

[] Add Professional

Name: Type:
Forename: Surname:
Address:

E-mail: brenda@keyhouse.com

This will create the associate to the Associates and add it to the matter. The details
may need to be reviewed and modified on the matter.

To see the entry return to Keyhouse and open the Case Associates Screen.
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12. In Keyhouse, click on Associate.

[ ————— Y - e

cases rLr091 ¥ ki

7

Fead Tralc Accdrt 2t Aecisn § o M50

roE

[r—

s, Contacts Detals (F appicatie)

13. Click on Associate Contact to add additional information for the new Contact.

Edit Case Associate x
General | Associate Contact | Details | Other details | Other Types | Notes | Other Case Involvements | Bank Details Sequence |2
Search + " tad \‘3 o
New Edit Delete Assign Unassign
Relationship Name Phone Email Address
B ey | loeorepousee ||
Assign Contact
Name Gerry Murray
Title
Phone
Fax
Mobile
Email gerry@keyhouse.ie
| ok H Cancel |
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Chapter 2: Using Word Add-In

The Keyhouse Word Module is designed to allow users to manage their documents using MS
Word whether they are generated in Keyhouse or in Word and then saved to Keyhouse.

It will also enable you to open existing documents through Keyhouse and edit them and
then save them back to Keyhouse as:

An update to an existing Document

A new version

A new document to the matter or another matter.

Create a document using Word

1. Open MS Word in the normal way and create your document.

2. You will have a new Group called Case on your Home Ribbon. The add in options
available may vary depending on the version of software being used.

\';'

Saveto Findin  About

Update Fields

Case Case this Addin Document Information G iCesn TesD Case this Addin & Docurnent Information

Case

H Q& .;r P lnsert -
f— .

o \-.‘?UpdateFields
Open Saveto Save Findin  About

Case

Open  Saveto Save
from Case Case asPDF

= H Q .;.r Plnsert -

Save Findin About

» Update Fields

Case this Addin ¥ Document Information

Case

Open from Case

Save to Case

Save as PDF

Save

Find in Case

About this Addin

Insert

Update Fields

Will allow the user to open any document from any matter
without having to navigate to Keyhouse

Allows the user to assign the document to a case.

Allows the user to save a Word document to the case as a
PDF

Saves any changes made to a document

Allows the user to go to the assigned document in the Case
Diary

Gives details about storage location settings and the Add-In
Version

Allows the user to add a Tracking Reference and Version
Number to a document

Will update the Version Number and Tracking Reference if
they have not updated automatically as part of the Save
process.
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Document Information Details information about the document including

Classification, Version Number, Tracking Number and storage
location.

3. Once the document is ready to be saved click Save to Case. This will open the
following dialog box:

Advanced Matter Search =3
Search: ‘ ‘l 4 Go”?‘ Reset]
Time Code N Name File Colour Description

FLYDO1/0001 Jack Flynn Road Traffic Accident at Junction 9 an M50 10 Rose
AAAD01/0002 ARA Securities Ltd MNew Lease 44 Main Street Dun Laoghaire 44 Main
‘WEIO01/0001 James Weis Sale 22 Nutley Lane Donnybrook Dublin 4 22 Nutler
AAADO1/0007 AAA Securities Ltd Daisy May, 654321 44 Main
ZHAD01/0001 Chow Ming Zhang Purchase & Planning application for Unit & Blackrock Shopping Cer 25 Willow
DEMO001/0002 John Demeoman RTA - Donnybrook Crossroads 23 Fleet !
BECO01/0006 Angela Beck 14 Windy Arbour, Surbitan, Surrey SU1 2WwW 26 Churc
FENO0O1/0001 Richard Fennell Drunk Driving Arrest 19th December 2009 Roslyn Ti
COMNDO1/0001 Paulette Considine RTA - Main Street, Dundalk 2 Esker k
CLIo01/0001 Bill Clinton Unfair dismissal by State Department Main Str
KEOD003/0001 Sam Keogh Sale of Plat 213 Ashford, Wicklow Main Stri
RECONT INNNS Anaela Rerk Revania Summans 26 Chire

Document Name: |Document 2‘ ‘ [ Save ]

Document Class: | General M
Work Type: | System Actions v | Action: | Saved Document -

4.  Select the matter to be used and enter a Document Name. Change the class by
clicking on the down arrow to the right of the Document Class box. Change the Work
Type and Action as needed.

5. Click OK to save.

Add Tracking and Version Numbers to Document

A tracking reference is a unique number given to every document in Keyhouse. It can then be used
to locate any document on the system.

When a document is generated through Keyhouse it automatically gets a tracking number. When it
is created in Word it must be saved to Keyhouse before it gets a tracking reference.

Letter to Client_2679.00C - Compatibility Mode - Saved to t Drive

want to do

PeZen e e SR I SCRUNERE JER TR SUN UL U RN - SRR B U e 1R B & SO =RRN RS = KRR~ RN L B X BOPURE B )

FLY001/0001/CN/AM

24 April 2018

Jack Flynn

10 Rose Lawns
Blanchardstown
Dublin 15
DX1234 Blanch
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1.  Toshow the reference on the document, go to where you want the Tracking
Reference to appear on the document.

2. Onthe Home Ribbon in the Case Group click on Insert

== H \:u\' .;) 'Tlnsert -

Track Ref
Open Saveto Save Save Findin About fack fieterence
from Case Case asPDF Case this Addin
Case

3. Select either Track Reference or Track Reference and Version Number.

Track Reference and Version Number

Footer

4.  The version number will automatically update when using version control.

Opening and Editing a document from Keyhouse in MS Word (Version
Control)

When you have several drafts of the same document it is very easy to get confused in relation to the
version to be amended. Using Version Control ensures that there is only 1 line in the Document
Manager and Case Diary and all older versions are stacked behind the most current version. The
most recent version is always the visible version.

If the user is creating a document in Word, this must be save to the case before applying Version
Control.

1.  Select the Word Document from the Document Manager and double click to open or
from the Attachment section of the Case Diary.

FLYDOL001/CN

18 May 2018

» coriE sep

Re: Read Tralic Accidest st Juaction

2. Make the necessary changes and click the Save to Case button

Save to
Case
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3.  The following dialog box will appear:

wi x
A matching document was found in the Case system
Details | Additional Information
Document Name: |Letter to Client
Document Classification: Client Letters
Track Reference; 2714 Version: 1
Case: FLY001/0001 Jack Flynn / Road Traffic Accident at Junction 9 on M30

Action:  Letter to Client

[+ sove s newversion | [ save s |

4.  To save the document as a new version, click Save As new Version. Save As will create
another document.

5. Modified by ... will be populated automatically but this can be amended as needed.

w3 x
A matching document was found in the Case system
Details = Additional Information
Document Name: | Letter to Client
Document Classification:  Client Letters
Track Reference: 2714 Version: 1
Case: FLY001/0001 Jack Fiynn / Road Traffic Accident at Junction 9 on M50

Action:  Letter to Client

l I

New Version Comment
‘Mm\ﬁm by BH

6.  With Version Control, you will always see the latest version of the document in the
Document Manager and Case Diary. However, it may be necessary to click the Refresh
Button to update the screens.

2l

|Fu|der: All

[ search text

7.7 | [ | Document Name Diary Date ¥ | Date

L4 E. Le Agreement

1. It is possible to revert to previous versions by selecting the document, then right click
and select Document History.

Document Class

Version

18 Apr 2019 5 Document

Apr 2019

Keyhouse Case Management (€N - Carol Noizn - 0000/ 0000)

Home | Case Reports Phonelog Maintain Setup Help

- ™ V! Use Adobe PDF Viewer
| >n |
— pe - - - -

Print | Properties Reclassify Email Compile Brief

Document(s) Brief Preview Compare
Case: |TJF001/0001 |4|»| .. |TIFox
=
4, Client/Case Outstanding debt to PTSE Bank.
I Case Diary
fj Document Manager C [ Search text

5,
o CUTE et Detos Type | ] | Document Name Diary Date | Version |Date ¥ | Document Class Source
4 Current Case Details =
= Document2_2661_2662 13 Jul 2015 113 Jul 2015 | General Case
) Other Case Details

& Associates
€ critical Information

QOutgoing Email. 13 Jul 2015 113 Jul2015  General Sent E-mail

i

QOutgoing Email with an Attachment 13 Jul 2015 1/13Jul 2015 | General Sent E-mail

=
F
4

d £

. fter to Lending Institution confirming app ) Du(um Propertes ase
i@ A/c Ledger 1 Conflict Search_2639 ‘o D T ‘ Sent E-mail
i Time Ledger 2 Attendance for Introductory Meeting_2634 & Re-classify document(s) Sent E-mail
i Debt Ledger Conflict Search Print document(s) h Case
i Reserve Ledger Memo requesting information E-mail document(s) Case

 Undertakings Letter to Lending Institution confirmating appoin|

=
B2 E-mail document(s) as PDF brty Corr... Case
=

E-mail original document(s) and PDF versions.

Letter to Client confirming fees ) ) Case
M'Stong Raom S Attendance for Introductory Meeting Szm Gy Eets Case
F (no subject) Co:::'m another Case Sent E-mail
[l: image001 Copy path to Clipboard Sent E-mail
r [ (no subject) = Import from CSV Sent E-mail
¢ old emails & Export Document » Sent E-mail
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10.

11.

12.

13.

The Document History Dialog Box will appear

Version Created on

215 May 2018
1/15 May 2018

Created By

Brenda Hartley
Brenda Hartley

Document History

Comments

Modified by BH

[<3

x

Cancel

To revert to a previous version, right click on the version required and select Revert to

this Version

Version Created on

3 15 May 2018

115 May 2018

Created By
Brends Hartley

Document History

Comments
Modified by B+

, 15 May 2018 Brenda Hartley [

Revert to this Version

Brenda Hartley|

=
=
=

E-mail document(s)
E-mail document(s) as PDF
E-mail original document(s) and PDF versions

oK.

Cancel

This will create a new version

Version Created on

3 15May 2018
2 15May 2018
1 15May 2018

Created By

Brenda Hartley

Brenda Hartley
Brenda Hartley

Document History

Comments

Modified by BH
Modified by BH

oK

Cancel

To email a previous version, right click on the version and select the email option
needed. Process the email in the normal way.

Version Created on

415 May 2018

215 May 2018
1/15 May 2018

Created By
Brenda Hartley

Brenda Hartley
Brenda Hartley

Document History

Comments
Modified by BH

Modified by BH

[<3

x

Cancel

To compare 2 versions for changes, select the document to be compared to and
holding down the <CTRL> Key select to document to be compared.

Right click on the highlighted area and select Compare with Word
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Document History x
Version Created on Created By Comments
415 May 2018 Brenda Hartley Modified by BH
B s[ismayems Brenda Hartley Modified by BH
2 15 May 2018 Brenda Hart| & E-mail document(s)
1,15 May 2018 Brenda Hart| & E-mail document(s) as PDF
& E-mail original document(s) and PDF versions
=+« Compare with Word
OK Cancel

14. To see where the changes are in the document, set the Markup option to Simple
Markup.

15. To see the actual changes in the document, ensure the Markup option is set to All
Markups.

@ HEvRe o Compare Resut 3 (Compatbiy Mode] - Word

Compured Document % | Orige Document Lt Leningreution confeming spcintment 2637 ¥1.00C - Brend

T K TIFOOL0001 MK/AM
v BREVISIONS o TIF0010001 MK/AM
0613 July 2015 06 uly 201

Educational Buikding Socsety P:;f‘it,:l:g:{l:‘mlﬂmg Socety

2414 Msin Sreet au

Bay

Wicklow
Co Wicklow Co Wicklow

. Re: Our Clients - TJ Fox
Re: Our Clieats . T) Fox ) Premises - 1 McKee Avenue, Finglas, Dublin 11
Premises - 1 McKee Avenue, Finghis, Dublin 11 Loan No.- 123436

Loan No. - 123456

Dear i,

We woukd ke to confirm that we are sow acting on behalf of the above client in selaion to his ction with you

Yours fathfully

13 July 2015

Educational Bulding Society
14 Main Street
B

iy
Co Wicklow

Re: Our Clients - TJ Fox
Premises - 1 McKee Avense, Finglas, Dublia 11
Loan No.- 1214864

Dear Siss,

We would ke to confim that we are now acting on behalfof the above client i reltion
N ER

61WORDS (13 ENGUSH UNTED ENGOOM)

16. Once changes have been view, close the window without saving.

NOTE: The comparison document is a new document and is not automatically saved
to Keyhouse. The user can either save the document as a new version of the existing
document or save it as a new document with a new tracking number.

Working with Incoming Drafts.

When the draft of a document comes in via email, regardless of whether it is the first draft
or subsequent drafts, they can be added to the system and used for Version Control.

1.  Openthe email attachment in Word.

2. Before making any changes, select the Save to Case button on the Home Ribbon.

Page |28



3. If the incoming document is a first draft, select the matter, name and classify the
document and click Save.

Advanced Matter Search &3
Search: ‘ |[ [ GQHK Reset]
Time Code Q Name File Colour Description

FLY001/0001 Jack Flynn Road Traffic Accident at Junction & on M50 10 Rose
DOHO01/0004 Frank Doherty Claim v Advance Automobiles 23 Greer
FENOO1/0001 Richard Fennell Drunk Driving Arrest 19th December 2009 Roslyn Ti
ABAD0O1/0001 David Abrahams Family Law 123 May
AAADO1/0002 AAA Securities Ltd New Lease 44 Main Street Dun Laoghaire 44 Main
GRE02/0002 Roger Greene Personal Injury 33 Main
CAMOQ1/0002 Tony & Marie Campbell Purchase 66 Archer Park Drive 66 Arche
1BS001/0019 Interim Business Services Ltd Fitzsimmons Property Management plc Grange
ABB0O1/0001 George J Abbott Sale 45 Somserset Road, Dublin 6 60 Some
BEC001/0003 Angela Beck Sale of 3 Main Street, Bray. 26 Churc
KEOQ003/0001 Sam Keogh Sale of Plot 213 Ashford, Wicklow Main Stri
MCGD01/0001 ilie MrGuire <als af 3 Clanard villana Wwevfard 12 Fekar

Document Name: | Test Document

Document Class: | General M
Work Type: | System Actions ~ | Action: | Saved Document =

4, If the document is to be saved as a version of an existing document, click Save to Case.

5. Click Save as Version, modify the Comment if needed, and click Save.

Document History x
Version Created on Created By Comments
123 Oct 2015 Carol Nolan
OK Cancel

6. To view the versions, right click on the document in the Case Diary or the Document
Manager and select Document History

Comparing 2 Separate Documents in the Document Manager

If documents have been saved without using Version Control, it is still possible to compare them in
Keyhouse.

1. Inthe Document Manager, select the document to be compared to and then holding
down the <CRTL> key, select the document to be compared.
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2. Right click and select Compare with Word.

[ search text

Type l} Document Name Diary Date Version |Date ¥ | Document Class Source
@  Document History
= Letter to Client 1 17 Nov 2015 General Case

@ Re-classify document(s)

E Letter to Client | _ P 3 17 Nov 2015  Client Letters Case
= Print documents)

(B Letter to DOCIOr g1 E-mail document(s) 1|17 Nov 2015  Letters/Interparty Corr... Case

[ Letter from IMI |0 E-mail document(s) as PDF 116 Nov 2015 Client Letters Captured

iz Sale Agreement B2 E-mail original documentis) and PDF versions 1 12 Nov 2015 Documents Received E-m...

[ Land Reg Folio, Open in Case Diary 1/12 Nov 2015 Documents Received E-m...
e

F_‘ f | Land Folio No 1 w o st NoR 112 Nov 2015 Email Message Received E-m...
Iz Co

ﬂ Letter encl Proof J Y 112 Nov 2015 | Client Letters Captured
[f2] Copyte another Case

ﬁ ESB Bill — 1 12 Nov 2015 Client Letters Captured
[zl Paste »

[ Application from = Import Document 112 Nov 2015 Client Letters Captured
& Export Document v

3. The documents will open in MS Word.

4. The Comparison Document can be saved to the matter, if necessary, using the Save to
Case Button.

Comparing 2 Documents with Track Changes (Versions Prior to 5.7.1.1)

When Track Changes is used, the comparison works in a slightly different way.

1.  Select the documents to be compared in the normal way and start the comparison.

2. A MS Word warning will open up behind the documents and Keyhouse. To see this
warning, hold down the <Alt> key and click on the <Tab> Key, the following screen will
appear.

(@ e

3.  The programs visible will depend on the programs open on the user’s computer.

4.  Click the <Tab> key until the following message is selected.

e One or both of the compared documents contain tracked changes. For the purpose of the comparison, Word will consider these changes to have been accepted. Continue with the comparison?

5.  Click Yes. The comparison documents will open.

6. Continue as normal with the comparison.
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Using ‘Save As’ Through Keyhouse

When a document already exists on a matter in Keyhouse, it can be used again in the same
matter or saved to another matter. Please note if the document is being saved to another
matter, any information related to the second matter will need to be updated as moving it
from case to case does not update the case information.

1.
2.

3.
4.

5.
6.

Open the document required

Click Save to Case

..... T imes Hey 2 KK M-l SR TEe S5 HY aBiCel Ariclel. AaBbCel AaBbCel AaBbCel AaBbCel AsBbCcl

mation Select

FLY0010001/CN

15 May 2018

Thank you for your lefter of the last week:

Click Save As

Select the Client and change the Document Name

Advanced Matter Search x

Search: “ |[ P Go HK Reset]

Time Code Q Name File Calour Description
FLY001/0001 Jack Flynn Road Traffic Accident at Junction 9 on M50 10 Rose
DOHO01,/0004 Frank Doherty Claim v Advance Automaobiles 23 Greer
FEMNOO1 /0001 Richard Fennell Drunk Driving Arrest 19th December 2009 Roslyn T/
ABADO1/0001 David Abrahams Family Law 123 May
ARADOT /0002 AAA Securities Ltd MNew Lease 44 Main Street Dun Laoghaire 44 Main
GREQ02/0002 Roger Greene Personal Injury 33 Main
CAMOQ1/0002 Tony & Marie Campbell Purchase 68 Archer Park Drive 66 Arche
IBS001,/0019 Interim Business Services Ltd Fitzsimmans Property Management plc Grange b
ABBOO1/0001 George J Abbott Sale 45 Somserset Road, Dublin 6 60 Some
BEC001,/0003 Angela Beck Sale of 3 Main Street, Bray. 26 Churc
KEQOQ03,/0001 Sam Keogh Sale of Plot 213 Ashford, Wicklow Main Str
RACGON /001 lilie MeGire Sale nf ? Clonard Villane Wefard 12 Fskar

Document Name: |Letter to Client

Save

Document Class: | General ¥
Work Type: | System Actions v | Action: | Saved Document o

Click Save.

The document will can now be edited as required.
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Appendix 1
Updating the Outlook Add-In

Go to the About Button in the Case Group on the Outlook Home Screen.

@ Keyhouse Outlook Add-in @

Version 5.5.3.11 For .NET Framework 4.5 Uninstall

[] Restore Question Prompts and items flagged as Do Not Show Again
Automatically Save Sent ltems
O Save Email Only ) Save Email and Attachments ® Save with Options

Save unassigned Sent ltems also

Ignore Image Attachments Hide Images when selecting Attachments —
... that are less than |1000 pixels wide or | 1000 pixels tall.

Only if Embedded

— Case Information Options
Store Case Code

Store Client Name

Store Case Description [ Apply changes to all Outlock folders
— Email Options

Remove Email Reply Chain Don't check internal mail addresses

[[] Convert Attachments to PDF [ Include Track Changes

Use Email date for all attachments [] Don't check any mail addresses

[] Navigate to Case Diary Group Emails to Action

[[] Use Draft Folder Maintenance Show potentially missing assignments in red

[[] Hold on Assignment when busy

— Subject Line
Set subject line Append to existing subject line

Prefix:

Subject Line: |“[MAT:Code] & '' & CNT:Name"™

Click on Uninstall and this will open the Command Prompt. Follow the instructions in
the Command Prompt to finish the uninstall and this will close Outlook automatically.

If you do not have permission to uninstall the add in, contact your System

Administrator to install the new Addin.

NOTE: Please save all draft emails before uninstalling the Addin

Go to the Keyhouse Icon on your desktop.

Right click and select Open File Location to navigate to the Keyhouse Mapped Drive.

Below is an example of a mapped drive.
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5.

10.

Open the Keyhouse Framework Folder and double click on Addins.

Double click on the Keyhouse Case Outlook Integration.msi and follow the instructions
given.

Once finished, open Outlook.
Check that the Assign to Case button is working.

If there is an issue close Outlook and go back to Windows Explorer and go to the C:\\
Drive (Windows (C:)
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11. Select Program Files (x86)

12. Go to Keyhouse Computing Ltd and double click.

13.

14.

15. This opens a black window which will close itself.
16. Return to Outlook and check again.

17. |If still unable to use the Add-in, contact Keyhouse Support.
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Appendix 2

Enabling Add-Ins in Outlook

Occasionally the Keyhouse Add-In is disabled and needs to be enabled to allow emails to be assigned
to Keyhouse.

1. In Outlook, go to the File Tab and select Options
ek T

 General -
8 R‘- General options for warking with Word,

Display -

Procfing User Interface options

Save how Mini Toolbar on selection G

Langusge nable Live Preview @

Ease of A lpdate document content while dragging G
ase of Access

ScreenTip style: | Show feature descriptions in ScreenTips -
Advanced

Customize Ribbon Personalize your copy of Micrasoft Office

Quick Access Toolbar Username:  [brenda hartley
S Initials: BH
O Amways use these values regardless of sign in to Office.

Trust Center
Office Theme: | Colorful  ~
Office intelligent services

Intelligent services bring the power of the cloud to the Office apps to help
To provide these services, Microsoft needs to be able to collect your search
[ Enable services

About intelligent services Privacy statement

outime and produce better results.
s and document content.

LinkedIn Features

Use Linkedln features in Office to stay connected with your professional network and keep up to date in your

(] Enable Linkedin features in my Office applications @
About Linkedn Features Manage LinkedIn account associations

Start up options

Cancel

2.  Select the Add-Ins option
e ]

General D View and manage Microsoft Office Add-ins
Display
Proofing Add-ins
Save Name Location Type B
Language. Active Application Add-ins
Crystal Reports 10.0 (Crystal Reports SmartTag Recognizer 10.0)  Ci\.\bin\CRSmartTag.dll  Action
Ease of Access Date (ML) Cihmart Tag\MOFLDLL  Action
rdvanced Instant Messaging Contacts (English) C:\.ag\IMCONTACT.DLL  Action
KHOfficeAddin C\... or later\adxloader.dll  COM Add-in
Customize Ribbon Measurement Converter (Messurement Converter) Tag\METCONVOLL  Action

Telephone Number (XML) -mart Tag\MOFLDLL  Action

Quick Access Toolbar

Py Inactive Application Add-ins

ActionsPane Sehema for Add-Ins &\ TOctionsPanedssd XML Schema

Trust Center Microsoft Actions Pane 3 XML Expansion Pack
OneNote Linked Notes Add-In CA\.celB\ONBtaWD.dll  COM Add-in
OneNote Notes about Word Documents MWAONWordAddindll  COM Add-in
Time CML) CA\.mart Tag\MOFLDLL  Action

Document Related Add-ins

No Document Related Add-ins

Add-in: Crystal Reports 10.0 (Crystal Reports SmartTag Recognizer 10.0)

Publisher:  Crystal Decisions, Inc

Compatibility: No compatibility information available

Location: C\Program Files (xB6]\Common Files\Crystal Decisions\2.5\bin\ CRSmartTag.cll

Description:  Crystal Reports Smart Tag Recognizer recognizes Crystal Report objects in documents

Manzge: | COM Add-ins - Go.

COM Add-ins
Actions oK Cancel
Word Add-ins

3.  Atthe bottom of the Screen, click on the down arrow beside Manage and select
Disabled Items. Click Go.

4.  Select the Keyhouse Add-In and click Enable.

5. If the Add-In is still not working, go to File and select Add-Ins.
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6. Click Go beside Manage COM Add-ins.

d-Ins available:
AVG Addin for MS Qutlook ~
Cancel
Microsoft Access Outlook Add-in for Data Collection and Publishing
Microsoft Exchange Add-in Add
Microsoft SharePoint Server Colleague Import Add-in =
Microsoft VBA for Outlook Addin

OneNote Notes about Outlook Items Remove
Qutlook Sadial Connector 2013

&=
=

v

Y CN NN

Location: C\Program Files (x86)\Keyhouse Computing Ltd\Keyhouse Case Qutlook Integration‘adxloader.dll

Load Behavior:| Load at Startup

7.  Tick the box to the left of KeyhouseOutlookAddin and click OK.

8.  Close Outlook and reopen.
9. Ifthe problem persists repeat step 5 and 6.

10. If Load Behaviour says Unloaded, please email support@keyhouse.assist.com
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Appendix 3

Updating the Word Add-In

Before you install the Word Add-In, the old one has to be removed.

Close all MS Programs open on the system (e.g. Word, Excel, PowerPoint).
Go to the Control Panel and go to Programs and Features.
Allow the program details to load.

Scroll and find Keyhouse Case Documents integration for Office 2007+ or Keyhouse Case
Document integration for Office 2010 or later.

@
®© - » Control Panel » All Control Panel ltems » Programs and Features vie Search Programs and Features O
Contrel Panel Home Uninstall or change a program
View installed updates. To uninstall a program, select it from the list and then click Uninstall, Change or Repair.
#) Tum Windows features on or
off Organise = Ee @
Name - Publisher Installed On ~ Size Version -
15 Driver & Utility Philips Speech Processing - Dict..  19/01/2017 780MB 23
23 Dropbox 25 GB Dropbox, Inc 12/11/2014 277MB 090
B Energy Star Hewlett-Packard Company 04/05/2015 330MB 109
@ evernotev. 553 Evemote Corp 04/05/2015 2A7MB 5534236
@ Google Chrome Google Inc. 24/10/2016 660.3350.170
O GeTo Opener LogMeln, Inc. 03/11/2017 276KB 10470
@) GoTohssist Expert 44.0,1599 LogMeln, Inc. 15/05/2018 4401599
[ GPL Ghostscript Lite 870 25/10/2016 128 MB
[EGPL Ghostscript Lite 9.14.17 Free Distribution 25/10/2016 289MB
HP 30 DriveGuard Hewlett-Packard Company 04/05/2015 163MB  60.19.1
EJHp Coolsense Hewlett-Packard Company 1271172014 109MB 22041
WY HP Documentation Henlett-Packard 04/05/2015 201MB 1100
15HP Registration Service Hewlett-Packard 04/05/2015 0IMB 1277454851
EAHP SimplePass Hewlett-Packard 12/11/2014 368MB 80111
@ P support Assistant Hewlett-Packard Company 1271172014 649MB 763130
€ HP System Event Utility Hewlett-Packard Company 1201172014 820MB 129
@ HP Wireless Button Driver Hewlett-Packard Company 04/05/2015 765KB 1121
14 Intel(R) Management Engine Companents Intel Carporation 04/05/2015 100281006
% Intel(R) Update Manager Intel Corporation 04/05/2015 B57MB 243
14 Intel® Graphics Driver Intel Corporation 18/10/2016 742MB 1018103960
& Intel® Rapid Storage Technology Intel Corporation 04/03/2015 13201016
(@ Keyhouse Case Documents integration for Office 2010 or later Keyhouse Computing Ltd 15/03/2018 219MB 55322
18 Keyhouse Case Outlook Integration Keyhouse Computing Ltd 15/05/2018 32MB 55311
[=]Keyhouse OCK Install 19/01/2017
(5] Microsoft .NET Framework 4 Multi-Targeting Pack Microsoft Corporation 24/10/2016 834MB 4030319
8 Microsoft ASP.NET MVC 2 Microsoft Corporation 12/02/2018 850KB  20.60926.0
18 Microsoft ASP.NET MVC 4 Runtime Microsoft Corporation 24/10/2016 293MB  40.408040
18 Microsoft Help Viewer 1.1 Microsoft Corporation 24/10/2016 307ME 1140219
5 Microsoft ODBC Driver 11 for SQL Server Microsoft Corporation 21/09/2017 462MB  122.50000
5 Microsoft ODBC Driver 13 for SQL Server Microsoft Corporation 07/11/2017 831MB 12140010
1] Microsoft Office 365 - en-us Microsoft Corporation 14/05/2018 16092262126
5] Microsoft Office Access database engine 2007 (English) Microsoft Corporation 14/02/2018 224MB  12.0.6612.1000
7 Microsoft OneDrive Microsoft Corporation 01/05/2018 100MB  18.05.0326.0002 )
“—  Currently installed programs Total size: 7.43GB
I.; Q 119 programs installed

5. Click Uninstall and follow the instructions given.

If you do not have permission to delete
the program, contact your System Administrator to install the add in.

Once the Add-In has been uninstalled, close the Control Panel.

Go to Windows Explorer and go to the Keyhouse Mapped Drive. Below is an example of
a mapped drive.

BB seiecta

Exyaceess = sesetnane

G -1 ks THeRc

b Losal Dk (€]

Fayhouse Trining » baghouss » Manual » Rhframenk v e 5

e
Adding LD
ClanenComponestsi A
de

Depieymentscrgts
Design

B videss u.

[
e Ntk w
WinlePragums 2 v
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8. Open the Keyhouse Framework Folder and double click on Addins.

10. Double Click on the file and follow the prompts.
11. Once finished, open MS Word.
12. Check that the Save to Case is working.
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