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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
Keyhouse’ 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
associated parties connected to a case and also 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 Settings Button = in the Keyhouse Group on the Outlook Home Ribbon.
Making changes at this level will apply to all emails. The Outlook Add-in version number
should correspondents with the Keyhouse version number. The Keyhouse Version number

is located on the Help Tab on the Settings Button. See Appendix 1 for information on how
to install the correct Add-In.

@ Keyhouse Outlook Add-in Settings EX
Keyhouse Outlook Add-in @&
Version 5.8.1.2 For .MET Framework 4.6.2 Uninstall

[] Restore Question Prompts and items flagged as Do Not Show Again
’— Saving of Assigned Sent Items

) Save Email Only O Save Email and Attachments ® Save with Options |

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 [[] Reprocess Items Periodically

Store Client Name

Store Case Description [C1 Apply changes to all Outlock folders
— Email Options

Remove Email Reply Chain Don't check internal mail addresses

[] Convert Attachments to PDF [J Include Track Changes

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

[[] Navigate to Case Diary Group Emails to Action
Show potentially missing assignments in red
[] Uncomplete Emails with Follow On Actions

["] Do not store Appointments as Completed Actions

— Subject Line
Set subject line Append to existing subject line

Prefix:

Subject Line: |MAT:Code CNT:Name

Page |2



Save Email Only:

Save Email and Attachment:

Save with Options:

Ignore Image Attachments

Automatically Save Sent Items

Will save the email only.

Will save the email and the attachment which will 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).

By setting this, it will automatically stop embedded images being saved to Keyhouse. A
setting of 1000 pixels by 1000 pixels and ticking all 3 tick boxes should be enough to stop

the images being saved.

Case Information Options

Allows the user to select the information that is stored in Outlook. If changes are made and
the user wants them to apply to all Outlook Folders, tick the ‘To apply to all other Outlook
folders’ option. There is also an option that will ensure the system checks periodically that
all sent emails have been assigned to their matters.

Email Option

Remove Email Reply Chain:

Convert Attachments to PDF:

Use Email date for all
attachments:

Navigate to Case Diary:

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

Don’t check any mail address:

Group Emails to Action:

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. 17)

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.

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.

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.
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Show potentially missing
assignments in Red:

Uncomplete Emails with Follow
On Actions

Do not Store Appointments as
Completed Actions

Subject Line

Set subject Line:
Append to existing subject line
Prefix:

Prefix:

Subject Line

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.

If users do not have reminder times on their Calendar,
then this option will stop appointments appearing in
Keyhouse as completed when there are assigned to
the matter.

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.
File Home Send / Receive Folder View Developer Add-ins Help @ Tell me what you want to do
ﬁ IS Ignore — L A ‘/”."‘ ™ How to do
IFI N IEZ Clean Up ~ D@ lEhr j)ql ? Flzd EM e . H a F'Cd{ S&'JPP 'I B Team Email \{Done
Email Items~ £ Junlc~ - - ‘APHJ ik Ké}-'hgouse Attac-}'-\raant: Docfment Keyhouse il 9 Reply & Delete
New Delete Respond Keyhouse Quick Steps
Used when assigning an email to the Case Diary.
Assign to
Keyhouse
iR Used when assigning the attachment(s) of an email only to the Case Diary.
Assign
Attachments
Takes you to the search screen in Keyhouse to find a matter and open a
GIeay document without leaving Outlook.

Document
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‘a Takes you directly to the case file in Keyhouse when the email has been assigned
Find in to a case.
Keyhouse
£ Allow you to change your setting and also displays the Keyhouse version.
Settings
n If a emails have not been assigned correctly to matters, click the Reprocess

button to reassign them.

Reprocess

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:

‘WOMOQ02/0001

Womack Hotels

Service Agreements

Advanced Matter Search =
Search: | H 3 Gu”?{ Reset]
Code @& Name File Colour Description Clier
KEOQ003/0001  Sam Keogh Sale of Plot 213 Ashford, Wicklow Main Street Bray
FLY0O1/0001 Jack Fiynn Road Traffic Accident at Junction & on M50 10 Rose Lawns Blanche
BECD01/0005  Angela Beck Revenue Summons 26 Church Street Rathg
EVEOQ1/0010  Ever Green Insurance Corporation Company restructure Ever Green House, Dol

22 Ballybarn Road Swc

SLEQQ1/0001 Slevin & Co Lease Warehouse premises smithfield Industrial Es
QuID01/0006 Alan Quinn Injunction 45 Herbert Park, Donn
LOWO001/0003  Lowery Developments Receivership - Nama Properties - No 3 Sandyford Estate 12 Main Street Ennis C
LOW001/0002  Lowery Developments Receivership - Nama Properties No 2 Sandyford Estate 12 Main Street Ennis C
LOWO001/0001  Lowery Developments Receivership - Nama Properties 1 Sandyford Estate 12 Main Street Ennis C
IBSO01/0019  Interim Business Services Ltd Fitzsimmans Property Management plc Grange House Baggot
FENOQ1/0001  Richard Fennell Drunk Driving Arrest 19th December 2009 Roslyn Torquay Road |
EVED01/0001 Ever Green Insurance Corporation RTA - Richards -v- Quinlan Ever Green House, Dol
DOHO01/0004  Frank Doherty Claim v Advance Automobiles 23 Green Street Drimn
DEMO001/0002  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 Options’ by click on the down arrow beside
the current option

Save with Options ‘“’

Save to Case [

Save with Qptions
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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. This option will only work if the ‘Save e-mail as a completed action to the
case’ is unticked.

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 any changes made to 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: Aisling Hammond
Subject: Draft Contracts for Sale
Name Date Document Class Recipient: ‘keyhousetest@gmail.com’

Draft Contracts for Sale | |oe Jul 2017 | General et 05/07/2017 08:47:07

Jack Flynn / Road Traffic Accident at Junction 9 on M50

e @
Q E ‘Cnntract—m | |22Marmm | 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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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.

9.

10.

Selected Case: FLY001/0001
Jack Flynn / Road Traffic Accident at Junction 9 on M50

Name Date Document Class
4 e @ |Contractsfur53le-Draft ‘ |05 Jul2017 ‘ Email Message v
7 e [E |ContractfanalerDraFt ‘ |07 Jul 2017 ‘ Agreements v

Sender: Aising Hammand
Subject: Draft Contracts for Sale
Recipient: keyhousetest@amail.com

Sent
Date:

Type: IPM.Note

06/07/2017 08:47:07

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

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

Selected Case: FLY001/0001
Jack Flynn / Road Traffic Accident at Junction 9 on M50

Diary Date

22 March 2018 OR Use Email Date instead

Diary Description (leave blank to use the Document Name instead

Impart into Completed Action(s)
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
4 e 7 |Contract5 for Sale - Draft ‘ |06 Jul 2017 ‘ Email Message .
e ﬁ |Cuntract for Sale - Draft ‘ |7 Jul 2017 ‘ Agreements v

THE INCORPORATED LAW
SOCIETY OF
IRELANDPRIVATE

GENERAL CONDITIONS OF
SALE (1995 EDITION)

PARTICULARS

and

CONDITIONS OF SALE

~

v

>

a. Diary Date — Reflects the date the email is assigned to the case if other than the date
received. To have the email assigned with the date received, tick the box beside the

Diary Date.

b. Diary Description — Adding a diary description makes searching for emails easier in
Keyhouse. The diary description could reflect the sender/receiver and the subject of the
email e.g. Email from James Kelly with Lease Agreement.

All other options are as described in the ‘Save to Case’ section.
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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 Q@ Tell me what youwant to do
= "_|’j 1 Ignore x D &} E’:,] t’;} [2 Meeting ﬂ\ ‘q @ Y peetedttems 3 To Manager
- 7 Clean Up~ L(' € 2 5. ks E7 Team Email €2 Reply & Delete

New New Delete Archive Reply Reply Forward Assign  Assign  Findin About ., -
Email ltems - &9 Junk~ Al EfMore~  To Case Attachments Case reate New -

New Delete Respond Keyhouse Quick Steps I}
4 Favorites < nbox
Inbox 127 {0 E 0 [FROM CASEREFERENCE SUBJECT

[!lj Martina Winters HARDO1/0001 Freehold Transfer for review

. Dear James Please review and amenlf accordingly. If you hfve any issues please call me at the office. Brian.
4 keyhousetest@gmail.com

Al ) 2 [ Martina Winters HAQ001/0001 Copy Land Folio
Dear Sirs, Please see attached PDF f{rthe property in question. If you have any questions please do not hesitate to call. Regard
Deleted tems .
i Brian Ssweeney HOUBO1/0001 Draft Contracts for Sale
Drafts Dear Sir Attached is a draft Contracflfor 4 Heath Place, Dur| Laoghaire Regards, Brian Jones
Junk Email [ij aisting Hammond BECO01/0005 Draft Pleadings from Counsel
Sent tems Dear Sir, For your approval and plegke note the section onfspecial damages. James Flynn Counsel.

[{lj Aisling Hammond HARD01/0001 Draft Contracts for Sale
Dear Sir Attached is a draft Contraci{for 4 Heath Place, Dur] Laoghaire Regards, Brian Janes

Assigning an E-mail Attachment

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

BL A Up

7 Down

Assignto Assign
Keyhouse Attachments

Keyhouse

The Assign to Case button will be used when assigning an email and

fsSiE the attachment into the Case Diary.
Keyhouse

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

Assign
Attachments

The Up and Down buttons will allow you to move through the emails

A Up assigned to a case.
7 Down

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, LinkedIn 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 the Keyhouse Group
incorporated into the email header.

Untitled - Message (HTML)

Flle  Message Insert  Options  FormatText — Review  Help Q  Tell me what you want to do

D[D n LA A== A ;\% [ Attach File~ PIL lj; 3;) & @Atta:hﬁlesvv @ [h’

7 Attach ltem ~ ) Request Files

Pate ~ | gy o A === == | Addess Check - Selectfiom  Select  Select . SelectFiles | Insights | View

~ J - = === | [Book Names | [ Signature~ 4 Keyhouse Attachments Associates 7 Initiate Workflow | anq Associates Templates
Clipboard BasicText Namez Incude Tags & Sensitivty Keyhouse Shareile Keyhouse3es My Templates ~
No case selected Click to select Case SelectAttachment  Select Assosiates  Clear Keyh ouse

> To

Send e

Subject

Select Case Select the case that the email is associated with.

Assign to
Keyhouse
IS Select Allows you to select a case attachment(s) to be sent with the
Select Attachment  mail
Attachments
2 Select Lists the email addresses of the current client & case
| . .
Select Associates associates.
Associates

2. Open a new mail in Outlook.
3. 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.

4.  The case details will appear on the e-mail.

FLYDO1/0001 Select & different Case

Jack Flynn
Road Traffic Accident at Junction 9 on M50

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

x
Selected Case: FLY001/0001 [FLY001/0001 ] Jack Flynn Road Traffic Accident at Junction 9 on M50 FLY001/000/CN/AM A
search '
g Document Class - Date
1 . L & 31 May 2017
° [ FW: [FLY001/0001] Jack Flynn General 15 May 2018 15:38:50

[FLY0O01/0001] Jack Flynn General 15 May 2018 15:34:45

f - ) y L Frank Edwards

|E— 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

f Invitation to link Document Folde  General 14 May 2018 15:04:26

ﬂ Jack Flynn vs Axa Insurance Brief to Counsel 03 May 2018 15:13:52

[6 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

F_E Letter to Barrister encl Medical R Correspondance 06 Jul 2017 10:08:00

ﬁ Letter to Barrister requesting Opi Cormespondance 06 Jul 2017 10:08:00

(B 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 M350

|E— Letter to Barack Obama re defen: Client Letters 06 Jul 2017 10:08:00

Include all E-mails v | [ Convert to PDF | Insert Original * [r Insert | [K(anre\ ]
i Dear Frank.
[ Include Track chj Insert Original Word documents as PDF v
R Track R Network link
emove Track Ry (o me < >
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6. 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.

1. 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.

8.  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.

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

Include all E-mails v

10. Itis also possible to include/exclude emails from the list il sif Exmails
of documents to be attached. Choose the drop-down Exclude Outgoing E-mails
arrow beside ‘Include all E-mails’ to choose. Exclude all E-mails

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

NOTE: Tracking references may form part of the document name when it is assigned
to an email. This can be turned off at a company level by the System Administrator.

If it not turned off, users can choose to exclude it form the email document name or
include it if it is turned off.

11. If the Global ‘Include Track Reference in email document name’ is turned on, to
remove the reference to the document, tick Remove Track Reference from Filename.

(@ Attach or Link To Case Documents — [} b4
Selected Case: BLAOO1/0001 [BLA0O1/0001 ] Gerdon T. Black RTA Walkinstown Crossroads, G. Black Gordon T. Black A
search: 23 Bl Pk
g T Document Class Q - Date Rathmines
s - ; Dublin 6
° ﬁ;- Draft Pleading V2 Pleadings 02 Jun 2019 14:58:43

[ Draft Pleadings from Counsel General 14 May 2019 09:41:25

fiz Letter to Client Client Letters 17 Apr 2019 14:39:21

fiz Index for Booklet Form Document 04 Apr 2019 12:00:00 Our Ref: BLAQ01/0001/BS 03 March 2015

[+ Medical Advice Memo 21 Jan 2019 14:51:14

ﬁ‘ Letter re Finance Letters/Interparty Correspon 02 Jan 2019 11:44:55

[ Draft Pleadings from Counsel Correspondance 26 Dec 2018 09:36:46 Re: RTA Walkinstown Crossroads, G. Black

iz Draft Civil Bill Pleadings 26 Dec 2018 09:36:46

F;‘ Ltr to Client re Medical Exam Letters/Interparty Correspon 23 Dec 2018 12:00:00

F;‘ Chase Letter to Doctor re medica Letters/Interparty Correspon 23 Dec 2018 12:00:00

F; Reject PIAB assessment Letters/Interparty Correspon 23 Dec 2018 09:3%:16 Dear Mr Black

ﬁ;’ Letter to client re rejection Letters/Interparty Correspon 23 Dec 2018 09:3%:16  «
Include all E-mails v [] Convert to PDF | Insert Original ~

Yours sincerely,
[ Include Track Changes when sending Word documents as PDF v
I (] Remove Track Reference from Filename I < >
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If the Global ‘Include Track Reference in email document name’ is turned off, to add
the reference to the document, untick Remove Track Reference from Filename.

12.

13.

14.

15.

16.
17.

18.

@ Attach or Link To Case Documents — O x
Selected Case: BLA0O1/0001 [BLA001/0001 ] Gordon T. Black RTA Walkinstown Crossroads, G. Black Gordon T. Black ~
search: 23 Eli Pack
4 T Document Class e - Date Rathmines
= | - Dublin 6
2 2 Draft Pleading V2 Pleadings 08 Jun 2019 14:58:43

f* Draft Pleadings from Counsel General 14 May 2019 09:41:25

iz Letter to Client Client Letters 17 Apr 2019 14:39:21

F_E Index for Booklet Form Document 04 Apr 2019 12:00:00 Our Ref. BLAQ01/0001/BS 03 March 2015

(] Medical Advice Memo 21Jan 2019 14:51:14

ﬁ Letter re Finance Letters/Interparty Correspon 02 Jan 2019 11:44:55

[ Draft Pleadings from Counsel Correspondance 26 Dec 2018 09:36:46 Re: RTA Walkinstown Crossroads, G. Black

FE Draft Civil Bill Pleadings 26 Dec 2018 09:36:46

FE Ltr to Client re Medical Exam Letters/Interparty Correspon 23 Dec 2018 12:00:00

FE Chase Letter to Doctor re medica Letters/Interparty Correspon 23 Dec 2018 12:00:00

i Reject PIAB assessment Letters/Interparty Correspon 23 Dec 2018 09:39:16 Dear Mz Black

F_E Letter to client re rejection Letters/Interparty Correspon 23 Dec 2018 09:39:16
Include all E-mails [] Convert to PDF | Insert Original ~ .

Yours sincerely,
[ Include Track Changes when sending Word documents as PDF v
I Remove Track Reference from Filename | < >

If you are sending the mail to a Client and\or Case Associate, you can click the ‘Select
Associates’ button.

This will open a window as below, listing the case associates with their email
addresses.

Type Full Name Name Email Code
Barristers. Frank Edwards BL Frank Edwards f.edwards@lawlibrary.ie EDWO0O1
Client Jack Flynn Jjack@gmail.com FLY0O01

TO

CC
BCC

(3] ][]

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

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

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

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

If you are not sending the email to a case contact, you can add the address in the
normal way.
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19. If the email address is not connected to the matter then the following dialog box will
appear:

WARNING: Some of the recipients of this e-mail are not associated with the selected case.
Case: FLY0O1 /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

20. 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. It is better and safer to
add the client contact/associate to the system.

Add an Contact through Outlook

As all 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 when they are not entered.

H %

FILE MESSAGE | INSERT ~ OPTIONS  FORMATTEXT  REVIEW

() Please check your recipients

: m = Pobu aw Impartance ” s
a- . Keyhouse
. n
of

WARNING: Some of the recipients of this e-mail are not associated with the selected case.
Case: BLOOO1/0030

/ ' Joe Bloggs / dfgfdg
a

! Please check the following e-mail address{es)

Email Address
jane.bloggs@bloggs.ie  Add Client Contact| New Case Associatel
Kind regan
Brenda Ha
Keyhouse
@Key
@ seemorea Send Emall anyway | Cancel l:‘ ~

1. Click Add Client Contact.
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2. Enter the details on the screen e.g. name and click OK.

(@) Other Contact Details o x

General | Bank Details Contact Categories

Initial(s) Marital Status
Title PPS Number
Full Name Home Phane
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.

4. The details will be visible on the Client Contacts tab on the Current Client Details in the

Current Client Details x
Code | BLO0OO1 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 iml
Initials | Full Name Email Address Qccupation First Name Surnan
B Tom Bloggs tom.bloggs@bloggs.ie Tom Bloggs
James Bloggs Jjames.bloggs@bloggs.ie John James Bloggs
< >
Insert Change Delete
oK Cancel

Add an Associate through Outlook

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

an Associate where their details have not been stored. This 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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When you send the email a warning message will appear.

Options ~ Format Review  Help  Q Tell me whatyouwantto do
= P 7 et B N -
0 Calibri (Boc+ |11+ A° & % [32 ::',“@ mj fo 4‘2 P> Follow Up
! High Importance
Paste BIu ¥ A- Address Cheek  Attach Attach Signature
- ¥ Format Painter = ;= == Book Mames | Fik- liem= Low Importance
Clipboard ) BasicText 5 Names Include Tags )
FLY001/0001 Select a difierent Case Select Atischment lect Associstes  Clear
Jack Flynn
Road Traffic Accident at Junction 9 on M50
To © Brenda Hartley (Kevhouse) <brenda Bke vhouse.

Subject [FLY001/0001] Jack Fiynn

Case: FLY001/0001

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

@ h =

Select  Select Select

Case Attachments Associates
Keyhouse

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

Jack Flynn / Road Traffic Accident at Junction 9 on M50

Email Address

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

ond Ematl g

Click on New Case Associate
[ eeiweesen = ]

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

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

Please check the following e mail address(es)

Email Address
brenda@eyhouse.ie  [Add Client Contact] P eem Assazizaal = >
E-mail Address: brenda@keyhouse.ie [
Name: Type: |
|
Forename: Surname: |
|
Address: ‘
E.mail: brenda@keyhouse. o |
oK Cancel ‘

Send Email aryway| | Cancel

Tick the Add Professional box to see the list of associates already assigned to the case.

If the recipient works for an associate already assigned to the case, add their details
using the form below. It is not always necessary to add an address.

—

:‘“‘( sall Address: beandaiheouse. o
e
1 A Protessonsl

/8
- Searche

W Linkod to Case

Cose [ e Hama
Plesse check the following |
- %1 poser S0 Grabbit & Rune Salicitory 500 Grabbit & Aure Main Strewt K
e Ackres KOEGD! Stephon Kecgh Barristers  Staphen Kaogh 2 Mai Stroot

[S S ———

Hama: Type:
Forenan: Surnana:
Ak
E-mall: dahinPouse. lo
o Carcel |
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If the recipient related to an associate has yet to be assigned to the matter, untick
Linked to Case.

6.

10.

11.
12.

-l Address: brendaBheghoune.ie

L
/ ' B Asd Professional
£ R (s ® Linked to Ca
Plaase chock the fellowl| 2% Lo
- GO0002 A L Goodbody,
Email ke MCCATY AMeCaens & Co

brenda@hovhouse.ié ¥ o000z A Noone-Faull & Assoc.

onEis
D01
oo
OBRDGE
KEEGOS
Swo0t
ORDOOY A R Murrough Courka 3 Arman Que
[ AT, Diamond & Co. Solicitors A&, T. Diamand & Co. 27 Clontar
FORDO1 AL Forde B Cov, Solicitors  A.C. Forde & Ca.. 14 Lansdirm,
b Ty
avaname: Surnama:
busdress:
mail:  bree 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 on the matter and add them to the Associates Table. 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.

Click to the Associates on the matter and open the Associate.

& Keyhouss Cass Managemont ke - X -5 =
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13. Double 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 | Extra Details
+ 7 X €W e
New Edit Delete Assign Unassign

Relationship Name Phone Email Address

Assign Contact
Name

Title

Phone

Fax

Mobile

Email

Ok Cancel

Save Sent Emails Options

When saving a sent email, there are three options:

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

@ Keyhouse Outlook Add-in Settings El
Keyhouse Outlook Add-in @
Version 5.7.1.1128 For .NET Framework 4.6.2 Uninstall

[[] Restore Question Prompts and items flagged as Do Mot Show Again
’— Saving of Assigned Sent ltems ‘

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

These options are set from the Settings 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
results in the duplication of documents as documents already in the case get assigned in again.

Save with Options

With this option the user gets to choose what is assigned to the case.
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1. Once the email is sent the following dialog box appears.

Select documents to Assign to this Case

Selected Case: BLO003/0001

Sender: Brenda Hartley ~
Jack Flynn / Road Traffic Accident at Juntion on M50 Subjiect: FLYDD1/0001 Jack Fiynn - Settement
Name Date Document Class ]
v @ [ [FLYODI/0001 Jack Flynn - Settlemen] [21Feb 2020 | [Email Y| [Becmertlossidneokeptouzeie
sent e
: [Settlement Agreement 21 Feb 2020 D t Date: 21/02/2020 12:45:48
v | & ﬁ: ‘ g | | | locumen T

Hi Geraldine,

Attached please find a copy of the
Settlement Agreement.

Kind regards,

Brenda

v

el

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

3. Additional Information can be added to make searching for the email easier. Click on the
chevron to open the dialog box.

Select documents to Assign to this Case

Selected Case: BLO003/0001

Sender: Brenda Hartley (N

Subject: FLYOD1/0001 Jack Fiynn - Settement
Agreement

Jack Flynn / Road Traffic Accident at Juntion on M50

Diary Date

= Recipient: 'geraldine @keyhouse.ie'
21 February 2020 OR Use Email Date instead Sent

21/02/2020 12:46:%8

Dat
Diary Description (leave blank to use the Document Name instead T = IPM.MNote
Email to Geraldine epclosing Settlement Agrement Import into Completed Action(s) i L
Import to a Single Action Hi Geraldine,

[] Delete e-mail after processing
Set Action(s) as Generated
Remove Email Reply Chain
Atftached please find a copy of the
[] Apply Email Date to all Attachments || Seftlement Agreement.

[ Retain these options

Name Date Document Class Kind regards,
4 e ‘Fwoouonm Jack Flynn rSettlemenli |21 Feb 2020 | Email v
7 F; ‘Settlement Agreement | |21 Feb 2020 | Document >
Brenda

v

el

4. Enter details in the Diary Description or edit the Diary Date as needed.

5. Click OK to save to the case.

6. If the user clicks cancel, the following dialog box appears
4 Please Note:
! Y 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 |

7. If the user clicks ‘Return to Selection’ the user is returned to the screen in Step 1. If ‘Yes, |
wish to Cancel’, is clicked, the user is returned to the email as it has not been sent.
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To send an email without it being assigned to a matter, use the Clear Button to remove the
reference to the case before clicking on the Send button.

Fle  Message et  Options  formaTed Review Hep  Q Tel mewha

Q| B amschFie- | . . @
e | | po®

Address. Chack

ia| Calibr (Bac < |11 < AT A& # Attsch Files -

D @ O

= £ Request Files =
Paste:
| BT u|P-A-

. Selectfrom  Select  Select Insights | Sebect Files View
Book Mames | L& Signatuse - 1 Keyhouse Attachments Assacistes  Initiate Workflow and dsocistes | Tempistes
Clsbone 1o Basic Tt al tames indde | Tags | Setity Kephouse Sharefile Ghouselés  yTemslaies
BLODO4/D002 SeectadfestCas | Sclectitiochmen  Select Assocmes Keyhouse
Jane Bloggs

RTA at Walkinstown Roundabout

i o © Sacah Kel)
=4 ¥

BLOH/0002

Hi Sarah,

Please see below,

Kind regards.

Bronda Hartley
Keyhouse Support

(@ Keyhouse e

353-1-2002222
hittps:/ P keyhousa e solicitors/kayhouse-accass/

1M Business Campus, San

essing @ Keyhouse from anywhere

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

Standard View & T

Handier | Synopsis

N AUTHORISATION

N Exibits to Affidavit of Enda Kenny

Chief State 5

ief st
N Ledter 1o Chief State Solr

N Lefter lo Garda Ombudsman

Standard view | 3

File Message AR

Q Tell me what you want to do

=l

s Junk - Archive | Reply Reply Forward

P B A @ B

7 Down

0 OneNote m

ud ove ~ Categorize Follow Translate Read Assign  Assign
Al =l More - ~ [P Actions~ - Up~ - [t Select™ | Ajoud To Case Attachments
Delete Respond Move Tags F) Editing Speech  Zoom Keyhouse

FLYDO01/0001 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_2622.00CX
DOCX File

Hi Brenda,

Attached please find the Authorisation Form you requested.
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Sending a new E-mail from Keyhouse via Outlook

1. From the Case Diary Window of the matter click on the New Item button located on
the Home Ribbon.
. . ¥ Action
2. The following options appear. -
ote

Email
[i¥ 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

FLY001/0001 Jack Flynn RTA Junction 7 on M50 - Message (HTML)

File ~ Message Insert  Options  FormatTest  Review  Help @ Tell me what you want to do
o WlE = Attach File v - N g =% @ AttachFiles v
ﬁj Calibri Boc +(11 | AT A" = v iz~ fp ,&‘8 e — f ﬁ ha; & - @ D
] = 87 Attach Item ~ 1 £ Request Files ~
Paste BIU £-A- = 5= | Address Check J Selectfrom  Select  Select SelectFiles | Insights | View
~ = = === | “Book MNames | [%fSignature~ 4k Keyhouse Attachments Associates +¥ Initiste Workflow | and Associates Templates
Clipboard BasicTeut [} Names Indlude Tags | Sensitivity Keyhouse ShareFile Keyhouse365 vy Templates ~
BLOD03/0001 Select 3 different Cas: Select Atiachment Select Associates  Clear Keyhouse
@ Jack Flynn
Road Traffic Accident at Juntion on M50
= To
Send Ce
Subject  FLYOD/0001 Jack Flynn RTA Junction 7 on M50

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

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

Send a document in an Email from Keyhouse

An existing document can be attached directly to an email. This can be done from the Document
Manager or from the Case Diary.

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.

Keyhou:
Home| Case Reports Phonelog Maintain - Setup  Help
= = frer 1% = W | <2 Al s
5 L p— s /) L 1 | J
New Item ~ Print Export to PDF | Start Timer New Time Slip Start Blank Timer Properties Reclassify] Email [Capture Update Shares
Actions Accounts Document(s)

Click on the Email Icon on the Home Ribbon to generate the email. The email will open with
the case information prepopulated. The option to convert documents to PDF is not available
with his option.

Alternatively, use the right click option to add the documents to the email. This will allow you
to convert the documents to PDF. Use the Control Key to select multiple documents to add to
the email.

v Document Name Diary Date ¥ | Track Referen...
’Z‘ Report 30 Jan 2020 482874
3 E.- Letter to Counsel re Pleadinas 20 Jan 2020 479791
B Letter to q Document Properties P
[E Blank e £ Document Text 479793
@ Document History
E LMt 5 Re-dlassify document(s) 480507
] Brietfor| = print document(s) se02m1
B Brief for| = print document(s) as PDF 430212
4 srief for| @  Convert document(s) to PDF 480213
'3 Bill of cd B E-mail document(s) 480508
E praft Pl E-mail document(s) as PDF 473506
P Report | = Emalleriginal document(s) and POF versions P
& E-mail document(s) as Password Protected PDF

F Open in Case Diary hiEo
[E Medical| () cgpy 467614
] Setupa|(fz] Copy to another Case 467950
® FLY001/0 (] Copy path to Clipboard 467207
[E] Setupa| & Import Document v | 464085
Bl Setup i@ Export Document v 4sa0s9
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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.

P aMaame 132 Vo asa203 011

4 Delete standard view T

5. Complete the email and send.

NOTE: If the option is convert to PDF when sending attachments is set in the Setting, 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 on the Case Diary
screen with the actual email & any documents visible in the Attachments.

g TT.traing - test | melinca@kayho...
g TT. traing - od em... | melinda@kayho...

g Emal with 3n Attschment
for nroductory Meeting.2634

Client/Case

e Carol Nolan | Mondar. 13 July 2015 | 1247

Use the View Button to filer for Emails. If a Diary Description has been use, it will be visible here.

Date Time Handler Description Action Title Action Co. ‘Work Flow Match
< i 28May2018 1252 SKE Gerry Can | please have a copy of the lea..  Email EMI T2 system Actions
Vik |28 May 2018 |12:49 GMU Gerry, | will contact you next week with an... | Email EMI TR system Actions
V] 25 May 2018 From: Gerry Murray Sent: Friday 25 May... | Email T system Actions
I T S O e e O Y 377
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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.

@ kB A

7
+

Jlnsert -

~ Update Fields

Open

Saveto Save Findin

About

from Case Case

Case this Addin =¥ Decument Information

Case

Open from Saveto Save Save
Keyhouse Keyhouse as PDF

@ @ ~ Find in Keyhouse P P nsert ~
I ¢

[\"] Correct Doc Assists

+" Update Fields
About
this Addin & Document Information

Keyhouse

Open from Keyhouse

Save to Keyhouse

Save as PDF

Save

Find in Keyhouse

Correct Doc Assist

About this Addin

Insert

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

Used when coding documents. It removes Microsoft
formatting from Keyhouse Codes.

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
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Update Fields Will update the Version Number and Tracking Reference if
they have not updated automatically as part of the Save
process.

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 =
Search: ‘ ‘l 4 Go”?‘ Resetl
Time Code Q Name File Colour Description

FLY001/0001 Jack Flynn Road Traffic Accident at Junction 9 an M50 10 Rose
AAADOT/0002 AAA Securities Ltd New Lease 44 Main Street Dun Laoghaire 44 Main
'WEI001/0001 James Weis Sale 22 Nutley Lane Donnybrook Dublin 4 22 Nutler
AAADO1/0007 ARA Securities Ltd Daisy May, 654321 44 Main
ZHADC1/0001 Chow Ming Zhang Purchase & Planning application for Unit 6 Blackrock Shopping Cer 25 Willow
DEMO001,/0002 John Demoman RTA - Donnybrook Crossroads 23 Fleet !
BECO01/0006 Angela Beck 14 Windy Arbour, Surbiton, Surrey SU1 2WwW 26 Churc
FENO0O1/0001 Richard Fennell Drunk Driving Arrest 19th December 2009 Roslyn Ti
CONOQ1/0001 Paulette Considine RTA - Main Street, Dundalk 2 Esker b
CLIoo1/0001 Bill Clinton Unfair dismissal by State Department Main Str
KEOD03/0001 Sam Keagh Sale of Plot 213 Ashford, Wicklow Main Stri
RECONT INNNS Anaela Rack Revania Summnnz 26 Chire

Document Name: Document 2‘ ‘ [ Save ]
Document Class: | General v

work Type: | System Actions. v | Action: | Saved Document -

4.  Select the matter to be used and enter a Document Name if it is not already named
correctly. 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 each document in Keyhouse. It can 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.
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Letter to Client_2679.00C - Compatibility Mode - Saved to t: Drive

P2 gl -|-1-|--|-J-I-4-|-5-|-6-|-7-|‘8-|-9-|-10‘|‘11‘\‘12-\-1]‘\‘14‘\-15-|-16-|-Q-|-18-|
d

FLY(01/0001/CN/AM

24 April 2018

Jack Flynn

10 Rose Lawns
Blanchardstown
Dublin 15
DX1234 Blanch

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

2 @@HN 7

3
= Track Reference

Insert =

Open Saveto Save Sawve Findin  About
from Case Case asPDF Case this Addin
Case

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

*  Track Reference and Version Number

rrrrrr

2727

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 saved to the case before applying Version
Control.

1. Select the Word Document from the Document Manager or from the Attachment
section of the Case Diary and double click to open .
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2.
3.

FLY00L0001L/CN/

18 May 2018

Re: Read Tralic Accidest st Juaction
om M50

Dear Mr Fiyea

Tk you o vour et of the st
Vours sincerely,

Make the necessary changes and click the Save to Keyhouse button

Saveto
Keyhouse

The following dialog box will appear:

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

Action: Letter to Client

[JSaveAsnewversmn ] [.fsMAs ]

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

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

wl 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 M50

Action: Letter to Client

| I

New Version Comment
‘Mmﬁm by BH ‘

Click Save.

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.

D;’e;- ch [ search text

|Fo|der: All
T.7 f | Document Name Diary Date ¥ | Date Document Class

To have visibility on older version of the document, right click on the document and
select Document History. In the Case Diary, select History
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: Keyhouse Case Management ~ (CN - Carol

Home Setup  Help

’ W @ V| Use Adobe PDF Viewer
- N | - - -

Print | Properties Reclassify Email  Compile Brief
Document(s) Brief

Case Reports Phonelog  Maintain

Preview Compare

4 Client/Case

Case:

TIF001/0001 .. |1Fox

Outstanding debt to PTSB Bank.

Il Case Diary

{0 Document Manager [ search text

S Curtent Clent Detlls Type | I} | Document Name DiaryDate | Version |Date |Document Class Source

».‘ CUTEN CseDety T Document2_2661_2662 13 Jul 2015 1.13Jul2015  General Case

;2:;:5 Delas ﬁ i Outgoing Email 13 Jul 2015 113 Jul2015  General Sent E-mail

© Critcal Information [7‘ ' Outgoing Email with an Attachment 13 Jul 2015 1.13Jul2015  General Sent E-mail

1 AV Ledger m Conflict Search_2639 {0 Document History ‘ Sent E-mail

il Time Ledger Attendance for Introductory Meeting 2634 & Reclassify document(s Sent E-mail

i Debt Ledger Conflict Search = Print document(s) Case

i Reserve Ledger Memo requesting information & E-mail document(s) Case

O undertakings Letter to Lending Insttution confirmating appoin| &8 E-mail documents) as PDF ty Corr.. | Case

P © E-mail original document(s and POF versions e

i sizong Rrom 2 Attendance for Introductory Meeting ?::; Gy ets Case
F (no subject) Copy toancther Case Sent E-mail
@ imageont Copy pthto lghoard Sent E-mail
i (nosubject « Import from CSV Sent E-mail
f oldemails &) Brport Document » Sent E-mail

9.

The Document History Dialog Box will appear

Version Created on

215 May 2018
1/15 May 2018

Document History

Created By

Branda Hartley
Brenda Hartley

Comments

Modified by BH

10.

11.

ok || cancel |

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

this Version

Document History x

Version Created on Created By Comments

3|15 May 2018 Brenda Hartley

> 15 May 2018 Brenda Hartley I

115 May 2018 Brenda Hartley| g

Modified by BH

Revert to this Version

E-mail document(s)
B E-mail document(s) as PDF
I3 E-mail original documentis) and PDF versions

ok || cancel |

This will create a new version

Document History x

Version Created on

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

Created By

Brenda Hartley
Brenda Hartley
Brenda Hartley

Comments

Modiified by BH
Modiified by BH

oK.

| cancel |

12.

needed. Process the email in the normal way.

To email a previous version, right click on the version and select the document
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Created on
415 May 2018

Version

2|15 May 2018
1|15 May 2018

Created By
Brenda Hartley

Brenda Hartley
Brenda Hartley

Document History

Comments
Modified by BH

B s[ismaye0s Brenda Hartley Modified by BH

Modified by BH

x

oK Cancel

13.

To do a comparison of two documents, select the document to be compared to and

holding down the <CTRL> Key select to document to be compared.

14.

Right click on the highlighted area and select Compare with Word

Version Created on

415 May 2018

2 15 May 2018
1/15 May 2018

Created By
Brenda Hartley

Brenda Hart| &2
Brenda Hart| &2
=

Document History

Comments
Wodified by B+

E-mail document(s)
E-mail document(s) as PDF

E-mail original document(s) and PDF versions

4+

Compare with Word

x

oK Cancel

15.

TIFO010001 MK/AM

0613 July 2015

Educationa Buiding Society
2114 Main Steet

Bay
Co Wicklow

Re:  Our Clients - TJ Fox

Premises - 1 McKee Avenue

Loan No.. 12456
Dear Sirs,

We would ik

e, Finglas, Dublin 11

Yours fathfully

Joc Bloggs

Sobcitor

g ot behalf of te sb

A new document has been created showing all changes between the two documents.

.| Origel Documen tet Leningnteution confming appeitment 2637V1.00C - Bl

TIFO0L 0001 MK/AM.

06 July 2015

Educational Bulding Socety
21 Man Steeet

Bay
Co Wicklow

Re: Our Clents - TJ Fox
Premises - 1 McKee Avenve, Finglas, Dublin 11
Loan No.- 123456

Dear Sirs,

We

1 lke to confirm that we bebal of the above clent in reation.  +

90C - Banta)

TIF0010001 MK/AM

13 July 2015
Edueationsl Building Society
14 Main Street

Buy
Co Wicklow

Re: Our Clents - TJ Fox
Premises - 1 McKee Avense, Finglas, Dublia 11
Loan No.- 123456/A

Deas Siss,

We would ke to confim that we are now acting on behalf of the above client i reltion _+

61WoRDs [1F  ENGUSH UNTED ENGOOM)

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

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: ‘ |[ 4 GQHK Reset]
Time Code LY 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
AAAD01/0002 AAA Securities Ltd New Lease 44 Main Street Dun Laoghaire 44 Main
GRE02/0002 Roger Greene Personal Injury 33 Main
CAMOO1/0002 Tony & Marie Campbell Purchase 66 Archer Park Drive 66 Arche
1BS001/0019 Interim Business Services Ltd Fitzsimmons Property Management plc Grange b
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 2
Work Type: | System Actions ~ | Action: | Saved Document =

4, If the document is to be saved as a version of an existing document, click Save as
Version, modify the Comment if needed, and click Save.

5.  The email can then be saved in without the attachment to avoid duplication.

Document History X
Version Created on Created By Comments
1|23 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
Keyhouse 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.  Openthe document required

2. Click Save to Keyhouse

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

mation Select

3. Click Save As

FLY0010001/CN

15 May 2018

Thank you for your lefter of the last week:

4.  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
Document Class: | General ¥
Work Type: | System Actions v | Action: | Saved Document o

5. Click Save.

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

1. Gotothe About Button in the Case Group on the Outlook Home Screen.

@ Keyhouse Outlook Add-in Settings El
Keyhouse Outlook Add-in @
Version 5.7.1.1128 For .NET Framework 4.6.2 Uninstall

[[] Restore Question Prompts and items flagged as Do Not Show Again
[ Saving of Assigned Sent Iltems

) Save Email Only O Save Email and Attachments @ Save with Options ‘

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

[] Reprocess Items Periodically

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

Remaove 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
Show potentially missing assignments in red
[[] Uncomplete Emails with Follow On Actions

[[] Do not store Appointments as Completed Actions

— Subject Line
Set subject line Append to existing subject line

Prefix:

Subject Line: |MAT:Cude CNT:Name MAT:Description|

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

you do not have permission to uninstall the Add in, contact your System
Administrator.

NOTE: Please save all draft emails before uninstalling the Addin

3.  Goto the Keyhouse Icon on your desktop.

4, 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.

11.

Open the Keyhouse Framework Folder and double click on the Addins Folder.

= 1l s THARC » LocslDk(C » Kephouss Tusning » brpheuse » Manual » Rhfamewerk » addim + Outlosk

[T ——

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

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

If there is an issue close Outlook, open Windows Explorer and go to the C:\\ Drive
(Windows (C:)

Select Program Files (x86)
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12. Go to Keyhouse Computing Ltd and double click.

13.

= 1l s THARC » Lol DWk(C » Pregram Files B8] » Keyheuss Cemputingled

Keyhouse Case Documents negeaion for Dffce 2010 or later
Kayhase Cae Outlook ntegration

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

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).

Open 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 (Depending on the version of MS
Office installed).

Control Panel Home

View installed updates

&) Tum Windows features on or
off

®© v © [ » ControlPanel » All Control Panel ltems » Programs and Features

Uninstall or change a program

To uninstall a program, select it from the list and then click Uninstall, Change or Repair.

Organise ~

Name
15! Driver & Utility
33 Dropbox 25 GB
B Energy Star
Bevernotev.553
@ Google Chrome
O GoTo Opener
@ GoTohssist Expert 440,159
[=71GPL Ghostscript Lite 2.70
[571GPL Ghostscript Lite 8.14.17
HP 3D DriveGuard
EJHP CoolSense
W HP Documentation
5IHP Registration Service
EAHP SimplePass
@HP support Assistant
(IHP System Event Utility
) HP Wireless Button Driver
44 Intel(R) Management Engine Camponents
% Intel(R) Update Manager
4 Intel Graphics Driver
@Intel® Rapid Storage Technology
(@) Keyhouse Case Documents integration for Office 2010 o later
5Keyhouse Case Outlook Integration
[ Keyhouse OCX Install
(57 Microsoft NET Framework 4 Multi-Targeting Pack
45! Microsoft ASP.NET MVC 2
13 Microsoft ASP.NET MVC 4 Runtime
8 Microsoft Help Viewer 1.1
5 Microsoft ODBC Driver 11 for SQL Server
3 Microsaft QDBC Driver 13 for SQL Server
1 Microsoft Office 365 - en-us
=7 Microsoft Office Access database engine 2007 (English)
& Microsoft OneDrive

“—  Currently installed programs Totol size: 7.43 68
I.; 4 119 programs installed

Publisher

Philips Speech Processing - Dict.
Dropbox, Inc.

Hewlett-Packard Company
Evemote Corp.

Goagle Inc.

LogMeln, Inc,

LogMeln, Inc,

Free Distribution
Hewlett-Packard Company
Hewlett-Packard Company
Hewlett-Packard
Hewlett-Packard
Hewlett-Packard
Hewlett-Packard Company
Hewlett-Packard Company
Hewlett-Packard Company
Intel Corporation

Intel Corporation

Intel Corporation

Intel Corporation
Keyhouse Computing Ltd
Keyhouse Computing Lt

Microsoft Corporation
Microsoft Corporation
Microsoft Corporation
Microsoft Corporation
Microsoft Corporation
Microsoft Carporation
Microsoft Corporation
Microsoft Corporation
Microsoft Corporation

Installed On
19/01/2017
12/11/2014
04/05/2015

15/05/2018
25/10/2016
25/10/2016
04/05/2015
12/11/2014
04/05/2015
04/05/2015
12/11/2014
12/11/2014
12/11/2014

/05/2015
2015
04/05/2015
18/10/2016
04/05/2015
15/05/2018
15/05/2018
19/01/2017
24/10/2016
12/02/2018
24/10/2016
24/10/2016
21/08/2017
07112017
14/05/2018
14/02/2018
01/05/2018

Size

7.80 MB
277MB
239 MB
217 Me

276 KB

128 MB
289 MB
1.63 MB
109 MB
204 M
301 MB
368 MB
649 MB
220 ME
765 KB

257MB
742 MB

21.9ME
352 M8

834 MB
850 KB
293 MB
297 MB
462MB
231 M8

224 MB
100 MB

Version
23

090

109
5534236
66.03350.170
10470
4401599

6.019.1
22041
1100
1.2.7745.4851
8011
7.631.30
129

AREA]
10.028.1006
243
10.18.10.3960
13.20.1016
55322
55311

4030319
2.0.60926.0
4.0.40804.0
1.1.40219
12.25000.0
13.14001.0
16.0.9226.2126
12.0.6612.1000
18.065.0329.0002

v

<

Search Programs and Features 0

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.

Right Click on the Keyhouse Icon and select Open File Location.

The Keyhouse Mapped Drive location will open.

Gacem= e

e

adding
o L0
ClarenCompunentstint
e

Deploymentscrists
Deign

LisalTamglstes
Raindesr
Rapersch
RapertiEapon
[ —
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9. Double click on Addins Folder.

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

14. If thereis an issue close Outlook, open Windows Explorer and go to the C:\\ Drive
(Windows (C:)

15. Select Program Files (x86)
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cans 1 I. G

xB8) 1+ Keyhouse Computing Uid »

Keyhouse Caze Documents tegration f_ 2001/2620 1236
Keyhouse Cese Orlook integration

18.

2 Keyhouse (\brenda-hp) (T

61 tems

19. This opens a black window which will close itself.

20. Return to Word and check again.

21. If there is still an issue, contact Keyhouse Support.
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