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Welcome to our 2nd
Newsletter

Often we can forget or overlook things of
fundamental importance. It's good to be

reminded of them once in a while...

Justin Phelan,
Managing Director

Over the last few weeks, most of you will be aware that we have been running a fundraising drive to
assist a colleague, David Houston, paralysed after a very unlucky accident, with expensive but critical
medical treatment. For me, it has been very humbling to experience such spontaneous generosity, both
financial and of spirit, from our clients and contacts. There have been some extraordinary
contributions and the campaign was a great success. As | write, David is till recovering from his
operations and we wish him the very best. Thank you.

In the day-to-day cauldron of pressure, frustration and expectation that is modern business life, it can
be easy to ignore what is important, and such generosity as we have seen here recently has definitely
given us al alift. So now - or at least until we forget it all again - we can appreciate both our health
and the fact that many of the people we deal with from day to day are so generous.

As promised, in this issue we are continuing our series on IT Strategy for law firms. Last issue, we
dealt with the need to have a strategy in the first place. In thisissue, we will ook at some of the basics
that are often overlooked - strategic objectives and infrastructure. It isvital to have a set of objectives
before spending lots of money, otherwise, how will you know whether your spending was successful?
Also, most people seem to think that the only infrastructure needed is a file-server, a few PCs and a
printer. While this is fine for word-processing, for today’s demands infrastructure is a little more
complex, and requires some serious consideration. If it isn't adequate, it doesn’t matter how wonderful
all the softwareis.

Frequently, IT sales people make little of what is required to fully implement their software, both in
terms of the operational changes required and the infrastructure necessary to be successful.  This
makes the sale easier — it's easier to persuade someone to spend less money and promise the same
results as the competition. Thisis afalse economy. In short, you tend to get what you pay for and if
you pay peanuts.....

Of coursg, it is also very easy to over-invest or to attempt to implement strategy too quickly. Thereis
little sense in buying a Ferrari just to drive to the supermarket. The key is to fashion an appropriate
solution out of the available options, ensuring that your strategic objectives are being met.
Infrastructure is fundamental to this.

Lastly, | received many encouraging and positive comments about our first newsletter. Thank you.
Feel free to contact me about anything arising from this issue or indeed any suggestions you may have
for future issues. All feedback is most welcome.

Justin Phelan (justin@keyhouse.ie)




IT Strateqy for Law firms (continued)

sure to include them in your lists. We
will weed them out later.

By now you will have a set of lists. As |
write this article, | would expect your
lists to at least include the following:

Solicitors Accounts
Management Accounts
Cheque Requisitions

Bill Drafting

Time Costing

Digital Dictation

Voice Recognition

Case Management
Document Management
Scanning/Imaging systems
Filing/Strongroom systems
Faxing

Telephony

Legal Research

Precedent Documents
Remote Working
Co-operative work with other firms
Client Access

Client Reporting

Internet

E-mail (internal & external)
Security

Anti-virus

File Labels

Performance monitoring
Internal skills & management
Payroll

Personnel systems
Marketing systems

Access to electronic services
Hardware requirements
Backup procedures
Maintenance/support

..and probably much more.

Many of these are obvious. Many break
out into large and complex areas.
Some you will be interested in. All are
issues and all should be considered.
You should also have other items on
your list which are your own ideas. Be

careful about these. Do not become a
champion for your own ideas. Rather,
run them by your contacts — colleagues
and suppliers — who have relevant
experience. Invite constructive criticism.
If they stand up, keep them.

Your next task is to weed out the lists.
Remember, you are looking at a 3-5
year time frame. You should split the
list into phases next — immediate,
medium and longer term. You now
have a definition of requirements.

You now have the essentials of a
strategy in place. There are two very
important steps required to complete it.
First, infrastructure. Next, skills and
management.

Infrastructure
Set out your requirements to several

computer suppliers asking for their
recommendations and costs  for
infrastructure to support. You could

also get the assistance of a consultant
for this as it is a critical area. You are
looking for the means to fulfil your
requirements, adequate performance,
value, flexibility to expand and reliability.
The infrastructure (cabling, computers,
devices, operating system software,
etc.) required to handle the above list
would be complex.

Be aware, while many hardware
suppliers have the basic skills
necessary to install and maintain a

network for basic WP and accounts, a
far higher skill level is required to
specify, install and reliably maintain the
type of infrastructure and technology
required to support even a small part of
the list above.

Next issue | will cover Skills &
Management and Implementation.




IT Strategy — Next Generation (Part Two)

Last issue, | tried to illustrate why a

formulated strategy is a major
contributor to successful Information
Technology for Law firms. Hopefully,

the difference between “ad hocery” and
strategic thinking was clear, even
though the example given was very
basic.

So, what is a strategy? Put simply, it is
a set of objectives, which have been
researched and are realistically
achievable - in terms of available
technology and expertise, cost and
internal effort — and a plan to achieve
those objectives. This is not an area to
chase unrealistic dreams or to build
empires for the sake of it.

And for goodness sake, don't slavishly
copy the firm up the road on the basis of
“if it's good enough for them...”. By all
means, it is very useful to look at what a
number of similar firms are doing, and
how successful they are, but make sure
to look at several.

Where to start.

First, the timescale of the plan must be
set. For a major IT project, such as a
new system or full upgrade of an
existing system, the time-frame should
be 3 to 5 years. Thus, what you are
investing in now, can be easily added to
and built upon, as necessary, to fulfil
your likely needs for that time.

Your likely needs?

First, make a definitive list of everything
your computer systems are being used
for at present. Cross out any redundant
systems of facilities no longer used.
You might be surprised that what
seemed like a good idea some years
ago didn't work out that way!

Next, identify those facilities you feel
need improvement — contact lists &
databases, document organisation, file
referencing, billing, management
accounts, printing, enquiries, backups,
etc.

By now, you should be beginning to
have an appreciation of minima for your
new system. The above process is
likely to spark ideas for improvements
and additions to your way of doing
things and the systems you use. List
these ideas. Some will be useful, some
will be impractical and one or two might
be half-baked. It doesn’'t matter.

So far, we have only looked internally.
Now it is time for the real research. You
need to find out what others are doing
and what is available on the market.
You can talk to some of your
colleagues. You are likely to find most
of them approachable and the ones who
have been most successful will probably
be the most helpful (beware the
enthusiastic amateur!).

Read the relevant journals — both for the
UK and Ireland. They can be a mine of
useful information.

In dealing with suppliers, | believe you
should take a two phase approach.
First, make a list of all suppliers in the
market and ask them to send details of
what they offer. Make a list of all the
facilities they describe. Later you can
ask for their input. Do the same for
facilities described in the various
journals.

The Law Society’'s “Get Integrated”
booklet is a good source for suppliers.

During this process, you may well come
up with several ideas of your own. Be
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Strong 2" quarter for Keyhouse
The second 3 months of 2003 have
been just as busy as the first 3
months. While the number of new
Case Management installations is
stil growing, many of our new
clients were attracted by
Keyhouse’s market leading
solicitor’s accounts software,
SAM3.4.

New  Keyhouse clients like,
Augustus Cullen & Son in Wicklow,
were converted from SOLOMON
accounts and are now not only
using the SAM3.4  Accounts

package but also the Keyhouse Bill
Drafting, Cheque Requisitions and
Time Recording software.

We would like to take this
opportunity to welcome our new
clients to Keyhouse.

CaseBooks

Keyhouse will be releasing a new
software application for the small
solicitors’ firm (2 to 4 people). It will
incorporate an easy double entry
accounts system and a simple case
manager diary and tracking module.

The software will allow the user to
create clients and cases, view the
ledger card, post transactions,
produce letters, email, diarise tasks
and capture incoming documents -
all from the one screen.

A “To-Do” list will also be available
so that users can schedule and
action their work.

CaseBooks will also provide
reports for the small firm’s basic
account functions, such as VAT
reports and Matter Ledger
Balances, as well as case
monitoring and case details reports.

All of the features in CaseBooks
are derived from the tried and
tested modules of the Keyhouse
LawOffice product. While the new
application does not incorporate all
of the facilities available in the full
LawOffice suite, it does have more
than enough features for the small
law firm and is designed to be a
“Practice Management” system for
that market.

Keyhouse Case Management and
Reidy Stafford Solicitors
A diverse use of case management.

In June 2002 Andrew Cody and his
team began the implementation of
case management for the firm.

They identified Litigation, Probate,
Building Estates and Debt Recovery
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as suitable areas of work for the
system. By working in conjunction
with the Keyhouse project
management team the firm were
able to identify what had to be done,
what resources were required and
who would be responsible for
producing the documents and
caseplans for the chosen areas of
work.

By breaking down the project into
small manageable sections the firm
were able to tackle the different
areas of work and build them into the
Case Management software. The
firm used the same implementation
process for the different areas of
work.

Reidy Stafford are successfully using
the software for very diverse types of
work. Over the next few months the
firm will be targeting even more
areas (e.g. conveyancing) to be
processed using Case Management.
Properly managed, it is possible for
many areas of legal work to be very
successfully incorporated into Case
Management.

Caseplans and Precedents

Many firms find it difficult to unearth
the time to review and organise
their precedents, especially when
they want to integrate them to a
case management system.
Because of this Keyhouse has
developed a set of caseplans and
precedents for residential
conveyancing, debt collection and
plaintiff litigation. These precedents
and caseplans have been reviewed
and amended by a practising
solicitor. They come as part of the
Keyhouse Case Management
system. Firms have the option to
amend these precedents or take
them as is.

This, in effect, allows you to get
case management up and running
in a relatively short space of time.
In the past this was seen as a major
obstacle when introducing these
systems.

Over the next few months Family
Law and Probate caseplans and
precedents will also be made
available and will be incorporated
into the Keyhouse Case
Management application.




The Clipboard

New Keyhouse team __member
Michael Martin, a network engineer
has recently joined Keyhouse.

Michael will be working with the
Network division and will be involved in
the implementation and support of
networks for Keyhouse clients. He has
over five years experience in computer
networks and Microsoft Windows NT
and Windows 2000 Server.

Melinda Fisher, who has been a part of
the fabric of Keyhouse since the early
days, has decided to change her
lifestyle to include freelance work and
more time with her family. She will be
greatly missed as a full time team
member but we expect to continue
working with her regularly.

Computer Network Audits

If you think that your network is not
performing to a satisfactory level this
may be of interest to you. There are
several key components in a computer
network that can be analysed. If any
one of these components is not
functioning properly, the performance
of your network can be affected.
Keyhouse has designed a simple
check-list which allows you or your
network supplier to check out these
components.

If you are interested in receiving this list
contact us at sales@keyhouse.ie or 01-
2040020.

Project Management
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To ensure that your IT is working for you it
is important that you manage all of the
resources associated with it. Believe it or
not this is a lot more straightforward than
you think.

Once you have defined what you require
from your IT, it is just a matter of
reviewing and monitoring your IT project
on an ongoing basis. Identify who
internally will be responsible for looking
after the firm’s requirements and appoint
them to them liaise with your IT
supplier(s). Setup regular meetings so
that both parties are aware of the ever
changing requirements of the firm. Your IT
is critical to the firm’s success. A good
and experienced IT supplier should offer
more than just hardware and software
applications. They should be able to help
you deliver on your IT strategy and
become an IT partner as opposed to
supplier. Project Management is just one
example of this in action.

System Health Checks.

Beware of the ever increasing number of
viruses. Check with your supplier that
your Anti-Virus software is constantly
updated.




At your service...

The Keyhouse LawOffice. A comprehensive, reliable, straightforward
software suite that helps you deliver results. It is designed to facilitate all
the management and administration aspects of a case - be it money,
time sheets, documents, emails, faxes, cheques, diaries, billing.

SOLICITOR

Documents

Instructions Instructions

Bills/Cheques

Requisitions

Accounts (SAM3.4)

Bill Drafting

Cheque Requisitions

Time Recording

File Manager (physical file tracking, deeds, wills etc)

Case Management (includes Case Plans and Precedents)

Your Information Technology (IT) infrastructure is critical to the success
of the continuing operation of your Practice Management system. At
Keyhouse we have a network division which provide all the hardware,
network and communications resources for your firm.

Keyhouse Computing Ltd, 3 Market Court, Main Street, Bray, Co. Wicklow.
Ph: 01 2040020 email: sales@keyhouse.ie  web: www.keyhouse.ie
Document exchange: DX 16024 Bray.




