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Use the SMS Option

Overview

Using the SMS Option in Keyhouse will enable users to send text messages to
both clients and associates from their pc’s or laptops. There is also an Opt Out
option for clients and associates who do not want to receive messages in this

way.

NOTE: This feature must be activated by your System Administrator before it
can be used. In addition, template messages can also be created for use by
your System Administrator.

Adding Mobile Numbers for Clients and Client Contacts

1. Open a matter for the client and click to Current Client Details.

2. Enter the mobile number in the format of your choice and click OK to

save.

Code | HAR003

Corporate Personal
General Client Contacts
Salutation Brenda
Address MI Campus
Sandyford
Dublin 16
E-Mail brenda@keyhouse.ie
Other ref

Fee Eamer * | Carol Nolan
Client VAT no
Postal code

DX Address

Web Password

| Anti money laundering checked
16 Jul 2020 v

Current Client Details - 0

Client Name Brenda Hartley

Envelope Name

Legal Details Billing Details Permission Bank Details
Notes Matters Cross Ref Categories
Main Contact
Telephone 01-290 2222 ‘
Fax No
| mobile 087-338 6101 % | opt-out |

Secondary E-Mail
PPS no 987435638

¥|| Spouse PPS

PPS Tax type v
County
Nationality v

Warning Message | Please correspond by Email

Disallow new Matters

Check if this Contact is an organisation | Receive monthly statements

OK Cancel
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3. To add a mobile number for a client contact, click to Client Contacts Tab in
the Current Client Details.

Current Client Details - [ X

Code | HAR003 Client Name Brenda Hartley

Envelope Name

Corporate Personal Legal Details Billing Details Permission Bank Details

General Client Contacts Notes Matters Cross Ref Categories

Standard View ||

Initials | Full Name Home Phone | Work Phone Mobile First Name Surname Salutation

< >
Insert Delete
OK Cancel

i
4. Click Change

Change Other Contact Details x
General | Bank Details | Contact Categories
Initial Marital Status v
Title PPS Number
Full Name | pavid Grant Home Phone
First Name | payid Waork Phone
surname Grant Fax Number
Salutation | payig Mobile 086-985 2365 % | opt-out
Address | 1 Main Street Email Address | ggrant@hotmail.cmo
2:3;”2 . Date Of girth v
Date Of Death v
County Marriage Date v
Postal Code Occupation
DX Ref
OK Cancel

5. Enter the mobile number in the format of your choice and click OK and OK
again to close the Current Client Details.
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Adding Mobile Numbers for Associates and Associate Contacts

This can be done from the Associates Option on the Search/Open Screen or
from the Associates section of the Matter.

1. Open the Associates section and select the required associate, double
click to open.

Edit Case Associate x

General | Associate Contact | Details | Other Details | Other Types | Notes | Other Case Involvements | Bank Details | Extra Details

Details Sequence 2
Type - Purchasers Code * 904381
Full name = | Liam Jones phoneno  |01-233333
First name Faxno
Surame Home
Salutation | Mr Jones Mobile no | 087-766666 B | opt-out |
Company £-Mail
Title DX ref
Address 44 Hill Street Nominated

Churchtown

Dublin 14 Gty

Postal Code

Specific Information For Case

Other Side Details Insurance Details
Our Code .| % Our Code .| %
solcitor's Reference Insurance Reference

Associate for the other side Publish

2. Enter the mobile number in the format of your choice and click OK.

3. To add the mobile number to an Associate Contact, open the associate
and click to the Associate Contact Tab.

Edit Case Associate X

General | Associate Contact | Details | Other Details | Other Types | Notes | Other Case Involvements | Bank Details | Extra Details

X © [0

New Edit Delete Assign Unassign

Relationship | Name phone Email Address

I N e N

Ok Cancel
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4. Double Click on the Associate Contact or right click and click Edit to open
the Associate Contact.

Call +353 1 2902222
Email info@keyhouse.ie

Kevhouse Computing Ltd
IMI Business Campus,
Sandyford Road, Dublin 16.

Associate Code | JOEBOL
Name *
Jane Kent

Address

Salutation
Title

E-mail
Relationship

Notes

Jkent@bloggs.ei

Update Associate Contact

D

Phone
Fax

Mobile

085-852 9632

P | Opt-Out

Ok Cancel

5. Enter the mobile number in the format of your choice and click Ok. Click
OK to close the Associate Tab.

Send an SMS Message

This can be done in three different ways.

Option 1 - Using New Item Option where the mobile number is recorded on

the system.

1. Open the matter you wish to send the SMS message from.

2. Click on the New Item button.

3. Select SMS Message to open the message Window

Home | Case Reports

& = 0

Mew Iltem Print = | Capture

¥ Action

Mote

Email
[# Appointment
€, Phone Message
@ SMS Message

& Dictation

= Draft Invoice

= Request Cheque

i, Conflict Search
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SMS Message 0 x
| Templates |

0/160

Date: 03/09/2020 08:18:33 Status: unsent | sendsms || cancel |

.
4. Click on the Browse Button to see all the mobile numbers assigned to the

matter.

Select Contacts [ ox

Code Name/Company Mobile No. Type
[ Haroos | Erenda Hartiey 0873386101 EE

HARO03 Brenda Hartley 0873386101 Client
HARDO3 (David Grant) 086-985 2365 Client Contact
SMY004 Jane Dooley 0859512365 Solicitors
JOEBOL Jane Kent 085-852 9632 Solicitors
904381 Liam Jones 087-766666 Purchasers

[ © | [x]

N

5. Tick the See all Contacts to see all other contacts on the matter.

Select Contacts [ x
Code Name/Company Mobile No. Type
» [ e N =S .
HAROO3 Brenda Hartley 0873386101 Client
HAR0O3 Brenda Hartley 0873386101 Client
HARDO3 (David Grant) 086-985 2365 Client Contact
904439 David Jones Purchasers
904376 Donnybrook (Bank of Ireland) Lending Institution
GRADO4 Grace & Associates Auctioneers
SMYO004 Jane Dooley 0859512365 Solicitors.
JOEBOL Jane Kent 085-852 9632 Solicitors
FITO11 Joan Fitzpatrick Deceased
904381 Liam Jones 087-766666 Purchasers
MASO001 (Mason Hayes & Curran) Solicitors v
| To | ‘i‘
Show All Contacts | ok || cancel |

-
6. Select the contact to receive the text from the list.
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7. Enter the SMS message and click Send SMS.
SMS Message A x

Brenda Hartley <353873386101>

Templates

Hi, we have received a settlement offer in you case. Can you please give me a call when you are
free to discuss. _Janel

119/160

Date: 03/09/2020 10:41:54 Status: unsent Send SMS Cancel

NOTE: The message is restricted to 160 characters and a count is visible
in the bottom right of the window.

Option 2 - Using New Item Option where the mobile number is not record on
the system.

1. Open the matter you wish to send the SMS message from.

2. Click on the New Item button.

3. Select SMS Message to open the message Window

4. Manually enter the mobile number using the international format
followed by a semi colon.

SMS Message m I

353873386101

Templates

0/160

Date: 04/09/2020 13:40:03 Status: unsent Send SMS Cancel
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NOTE: If the ; is missing, the message will not be sent and the status will
appear in the case diary as ‘Unsent’.

NOTE: The message is restricted to 160 characters and a count is visible
in the bottom right of the window.

Option 3 — Using the SMS Button on the Mobile Number

1. Open the Current Client Details or the Associate Details.
2. Click on the SMS Button beside the mobile number.

Current Client Details - [ X

Code | HAR0O03 Client Name Brenda Hartley

Envelope Name

Corporate Personal Legal Details Billing Details Permission Bank Details
General Client Contacts Notes Matters Cross Ref Categories
Salutation Brenda Main Contact
Address IMI Campus Telephone 086-9874563
Sandyford
Dublin 16 Eadily
p—
Mobile 0873386101 |= [ opt-out]
E-Mail brenda@keyhouse.ie Secondary E-Mail
Other ref PPS no 98745638
Fee Earner * | Carol Nolan ¥| Spouse PPS
Client VAT no PPS Tax type v
Postal code County
DX Address Nationality 2

Warning Message | Please correspond by Email

Web Password Disallow new Matters
! Anti money laundering checked Check if this Contact is an organisation ] Receive monthly statements
03 Sep 2020 v
OK Cancel

.
3. Enter the SMS message and click Send SMS.

SMS Message [

Brenda Hartley <353873386101>

Templates

0/160

Date: 03/09/2020 16:57:55 Status: unsent Send SMS Cancel
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NOTE: The message is restricted to 160 characters and a count is visible
in the bottom right of the window.

4. Close the Current Client Details or Associate Details.

Using Templates

1. If you wish to use a Template message, select Template.
NOTE: The templates must be set up by the System Administrator.
2. Double click on the Template required and click Send SMS.

SMS Message 0 x

Brenda Hartley <353873386101>
| Templates

Code Message

[ call Back Hi, can you please give me a call when y... I

Update Hi, there is an update in relation to your...

Date: 03/09/2020 10:41:54 Status: unsent Send SMS Cancel

SMS Message M ox

| 353873386101

Templates

Hi, can you please give me a call when you are free. Thanks Carol Nolan

72/160

Date: 04/09/2020 13:40:03 Status: unsent Send SMS Cancel

|
3. Click Send SMS.

Case Diary

1. The SMS will appear in the Case Diary as a completed action with the
status of the message visible.
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e 12 Aug 2020 16:25 M Status: Delivered
2. The status of the message can also be seen. The status will be one of 4
options.
Status: Unsent The message has not been sent
Status: Sent The message has been sent but not yet
delivered
Status: Delivered The message has been delivered

Status: DELIVERY FAILED The message was sent but not delivered

3. If the delivery fails, then a new message will need to be created.

Opting Out
If a client or an associate do not want to receive text messages, the Opt Out
option can be set.

1. Open the Current Client Detail or the Associate Details and click the Opt
Out option beside the mobile number.

Current Client Details -0 x

Code | HAR003 Client Name Brenda Hartley

Envelope Name

Corporate Personal Legal Details Billing Details Permission Bank Details
General Client Contacts Notes Matters Cross Ref Categories
Salutation Brenda Main Contact
Address MI Campus Telephone 086-9874563
Sandyford
Dublin 16 i
Mabile 0873386101 P Opt-Out
E-Mail brenda@keyhouse.ie Secondary E-Mail
Other ref PPS no 98745638
Fee Earner * Carel Nolan v| Spouse PPS
Client VAT no PPS Tax type v
Postal code County
DX Address Nationality v

Warning Message | Please correspond by Email

Web Password Disallow new Matters
+ Anti money laundering checked Check if this Contact is an organisation /] Receive monthly statements
16 Jul 2020 v

OK Cancel

-
2. If auser tries to send a message, using any of the options, the following

warning will appear.
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Phone Numbers Opted Out

Some of the phone numbers have opted out of receiving SMS messages. Please review the following:
353873386101

ok

3. Iftheclient or associate wishes to receive, then click on the Opt In button
to re-enable the feature.
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