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What is KeyNote? 

 Access over 3,000 full market reports covering 29 sectors 

 Financial data of UK PLCs, Limited Companies, Charities, LLPs, Directors, Secretaries 

& Shareholders. 

 Most popular market intelligence / report titles updated every 12-18 months with 

some chapters updated monthly. 

 Company & People data is a live feed updated daily giving the latest information 

from UK Government’s Companies House.  

 Search individual people, individual companies, benchmark companies against each 

other.  
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Logging in 
To login to KeyNote do not go to https://www.keynote.co.uk 
BU users need to ensure you are accessing via BU’s route, e.g. via this BU Library & Learning Support 
webpage: http://www.bournemouth.ac.uk/library/resources/company-industry-information.html 
then select the on-campus link (on site at BU) or off-campus link (anywhere outside of BU). 

Searching 
We recommend these two ways to search in Key Note.  

1. The main search bar on the home screen 
2. Selecting ‘Sectors and Markets’ from the menu bar 

The quick search box at the top (right) of the screen is the easiest and quickest way to find information: 
  

 
 
A set of results display under the headings / categories Markets, Companies and People:

                      

https://www.keynote.co.uk/
http://www.bournemouth.ac.uk/library/resources/company-industry-information.html
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Market Reports 
If you select the ‘Market Reports’ option you’ll be taken to the following screen.  

 

 

This will tell you how many market reports contain your search.  Simply select one to bring up the following.  
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 You can use the navigation buttons here to view chapter by chapter or of course you can download the full 

report as a PDF or view it in your browser.  

 

To download the report as a PDF, after selecting ‘Full Report’ click on the ‘PDF’ icon on the right hand side.  

 

Notice that from here you can share a link to the report via your social media accounts or email (anyone wishing 

to view the full report will need to login, subscribe or purchase the report) or add it as a favourite. Everything you 

have favourited can be accessed via ‘My Key Note’.   

Company Reports 

If you are looking for information on a particular company simply enter their name in the search box and select 

‘company reports’  

 

You will then be given a list of companies relevant to your search. Simply select the one you want. 
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Once you have selected the company you want, you will see the following tabs which breaks down the 

information you can access.  

 

The Overview tab shows the following information  

 

The Financials tab shows:  

 

The Ownership tab shows details on holding companies and shareholders.  
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The People tab shows company appointments and contacts.  

 

If applicable to your account the Documents tab shows the companies house documents.  
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What to do with your Company Report 

 

You will notice at the top of the Company Reports the above options.  

Add as favourite:  

This option allows you to build a list of favourite reports which can be accessed via ‘My Key Note’ (see section 3)  

Set-up alert:  

This is a new feature in Key Note, it allows you to set up an alert every time an update is made to a particular 

report. The alerts can be accessed via ‘My Key Note’.  

Share:  

This allows you to post a link to the report via social media outlets or email. Note anyone receiving the link will 

need to log in or subscribe to view the full report.  

PDF:  

You can download any of Key Note’s reports as a PDF.  

Export to Excel:  

This is a very useful feature as it allows you to export all the information in the report to assist with filtering and 

analysing data.  

 

People Reports 

 

Use the People Reports option to find out information on a particular person.  

First enter the name of the person you want to search for and select ‘People Reports’.  
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You will then see a list of possible matches.  

 

Simply select the name of the person you want and you’ll see a screen such as this.  

 

You can also see which companies that person is associated with.  

 

As with the company and market reports you can add each report on a person as a favourite, share it, download it 

as a PDF or export it to Excel.  
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List Building 

 

One of the most popular features of Key Note is our List Builder and Benchmarking tool. In the new Key Note this 

has been improved even more. First of all select ‘List and benchmark’ from the menu at the top of the screen.  

 

 

 

You will be met with the following. 

 

 

There are numerous different search options and methods of filtering data. As you can see there is the option to 

search registered or unincorporated companies.  

Use the ‘overview’ column on the left hand side to filter your search criteria. Select the option on the left and 

you’ll see the options in the middle column change.  



Key Note Quick Start Guide for BU Users (August 2015) 

10 | P a g e  
 

 

 

If you want to add the information from this column to your list make sure you tick the box. 
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In some cases, such as postcode area you will be able to select more than one option if you wish. To do so simply 

press the ‘Ctrl’ key when selecting each option then click ‘Apply’.  

 

Once you have filtered your list completely click on the ‘show results’ button to bring up your list.  

 

You now have your list with the output fields you have chosen.

 

The list can easily be exported into Excel.  
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Benchmarking 

Use the benchmarking tool to measure performance of your competitors against your own or for research and 

analysis purposes.  

To begin select ‘benchmark’ from the List & Benchmark screen.  

 

You will be met with the following screen.  

 

Click ‘change name’ to give your new benchmark a more appropriate title. Then select ‘Add companies’ to begin 

building your list.  

*Note to add companies to a benchmark, you will need the Company No. This can be found by searching for their 

name on Key Note. You do not need to enter the double zero at the start.  

You will then see a list of companies and the following tabs to view.  

 

You can access 10 years’ worth of financial data.  
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Custom Reports 

One of the most exciting new features in Key Note is the ability to create your own custom reports. To do so first 

of all select the report you would like to lift content from and navigate to the relevant chapter. Then simply select 

‘Add to custom report’  

  

You will at first be met with this screen.  

 

 

As the prompt says please select ‘create new’ then you will be asked to name your new report, do so and click 

‘save’.  
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You will now be able to add the chapters you want to this report or create a new one and add them to that.  

 

It isn’t just chapters from market reports you can add to custom reports, you add data from company and people 

reports too.  

 

 


