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UDF Forms  
 

Certain cases/matters may need you to capture specific information that will require you to 

create UDF fields in Keyhouse.  These fields can be gathered together using UDF Forms.     

 

Create a UDF Form 

 

1. Select the Setup Tab and then select UDF Form Details 

 

 
 

2. Select the Case Plan to be used. 

3. Then click on Add to add a Form Name, enter the Name to be used and click OK. 

4. Use the search box under the Other Case Details Fields to find the UDF’s required. 

 

 
 

5. The order the items appear in the form can be changed by dragging the item to the new 

location in the list. 
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6. To remove a UDF field from the report, right click on the field and select delete.  

7. When all items are in place click Save and then OK. 

8. If the same UDF Form is required for more than one workflow then it will need to be 

created again in the second workflow. 

 

Edit a UDF Form 

 

1. Go to the Setup Tab and select the UDF Form Details. 

2. Enter the Case Plan associated with the UDF Form to be changed 

3. Select the UFD Form to be changed 

 

 
 

4. Make the required changes 

5. Click Save and OK. 

 

Delete a UDF Form 

 

1. Go to the Setup Tab and select the UDF Form Details. 

2. Enter the Case Plan associated with the UDF Form to be changed 
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3. Select the UDF Form to be changed 

4. Click the Delete Button to remove the form. 

 

Apply the Form to a Matter 

 

1. Open the required matter and check the correct Case Plan has been selected on the 

Current Case Details screen 

2. Go to the Other Case Details Screen. 

 

 
 

3. Click on the down arrow beside Default View and select the required form. 

 

 
 

4. The UDF Fields will appear on the screen.   

5. Complete the fields as normal. 
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6. The information is now available to use in correspondence if it is included in Case Plan 

Precedents. 

 

 


