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Practice Manager Plus -
Feature Overview

Practice Manager Plus is the enhanced integrated practice management
solution everyone’s been waiting for. With TaxCalc’s Practice Manager
(the enriched and renamed version of our trusted and popular Client
Hub) working together with Practice Manager Plus, you can take even
more control of how your practice works by creating, customising and
co-ordinating all of your Jobs and Tasks in just a few simple steps.
Whether you’re a new or existing TaxCalc user, it’s easy. Here’s how.

For more information on Practice Manager and Practice Manager Plus,

please visit our website.

As a New TaxCalc User

Take control of your practice and boost productivity
with our Practice Manager toolkit. Practice Manager
Plus is the administrative powerhouse of your
practice, creating efficiency across the board.
Create Jobs, such as completing tax returns,

and break them down into a series of Tasks, like
requesting records from your client. Progress your
work exactly as you need to using customisable
workflows so that you don't miss those all important
statutory deadlines.

As an Existing TaxCalc User
You'll already be using Tasks to assign work, keep

track of assignments in progress and set any
notifications as deadlines approach. With Practice

Manager Plus you can now create Jobs, break them

down into a series of separately configurable Tasks
and progress your work exactly as you need to
using customisable workflows.

Please refer to Step 5 for more details on how
to transition from your outstanding work using a
standalone Task to a multi-task Job.

An Existing TaxCalc User,
New Practice Manager User

If you're not yet taking advantage of our powerful
Practice Manager toolkit, you can take control
using Practice Manager Plus as the administrative
powerhouse of your practice, creating efficiency
cross the board. Create Jobs, such as completing
tax returns, and break them down into a series

of Tasks, like requesting records from your client.
Progress your work exactly as you need to, using
customisable workflows so that you don't miss
those all important statutory deadlines.



https://www.taxcalc.com/practiceManagerPlus?utm_source=practice_manager_plus_getting_started_guide

This guide will show you how to:

- Set up licence and user permissions to
control access to Jobs and Tasks.

+ Create your own customised Job Templates
or use TaxCalc’s predefined Templates.

- Create and manage any services offered
by your firm which are automatically made
available to all users and can be applied to
your clients.

+ Apply a new Job Template to a service to
run specific Tasks.

Additional resources
After reviewing this guide, you may also wish to
explore additional resources listed below:

+ For more information on Practice Manager and
Practice Manager Plus, visit our website

* For details on how to setup Practice Manager Plus,
see the KB3066 - Practice Manager Plus -
Feature Overview guide

» FFor all Practice Manager Plus guidance, see

KB3057 - Practice Manager Plus: Collateral.

« You can also find extensive help within TaxCalc >
Help > Contents > TaxCalc Help Manual

« Allocate services, fees and jobs to your
clients by bulk activating services.

« Activate the Job for a client and assign any
required Jobs and Tasks.

* Run reports for specific Jobs for clients.

+ Setup Dashboards and Widgets for your
Jobs and Tasks.

Step 1 - Set Licence and User
Permissions for Jobs and Tasks

To get started your Administrator is automatically
assigned a Practice Manager Plus licence.
You'll need to assign a licence to each user that
requires access to Practice Manager Plus.

1. From the TaxCalc home screen select Help
=>» View Licence Information and select the
Practice Manager Plus product.

2. Click Manage Licence and select the user(s)
you want to access Practice Manager Plus:

ﬁ Licence Information

Licence Information

Select a product:

In-.chlh-p-rnm

Licenos period: 21/072018 = 21M7 2020

Features enabled: Used Licenses:

Licknes typs

3. Launch TaxCalc Admin Centre from the home
screen to set your users’ permissions in the
Admin Centre.

4. Within the Security Roles screen select the user
and click Edit Role.
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5. From the Administration menu you can set the Step 2 o Create a/ !]Ob

required Licence Permissions. Here you can

determine whether users can manage licences I emplate

for Practice Manager Plus:

We're here to make your life easier, which is why you

can now create one single Job Template with multiple
A e e Tasks to automate services offered by your practice,
such as Tax Returns, to use time and time again. For
more detail on creating Job Templates see KB2978 -
How to create a Job Template.

Administration

By ot s nar v ol ot B i S Adisistration bzt

1. Launch TaxCalc Admin Centre from the
home screen.

2. Select Applications = Practice Manager
Plus =» Customise Practice Manager Plus.

3. Select Job Templates to review the system default
Job Templates.

4, Templates can be edited, duplicated and deleted.
6. From the Jobs and Tasks option you can control You can also create and customise your own. Click
the users access to items of work within Practice Create to customise your own Template and enter
Manager Plus; the relevant information into the Template Info fields:

S taxcale oR wOTPCATIONS £ Create Job Template *

[N ot o rasks

o S A M 0 NN Create New Job Template

- D -

Weoaking veith Jobs and linked Taske: This wizard will guide you through the process of oeating a new job template.

Do e e e e it e vy e e e

s e ke o e

S ———— Template Info

4 e s

A\ About the Job

(7L —

Mt AR Bt has el i B9 Bt

Template name: ||

Pl

- i
Chents & W

e « Clients & Work i . |

e e i

Weaking with Standalone Tasks: A Dates Activity Type: | Please select

Description:
A Recurrence

A Tasks

A Summar,

Assignes: |Ph-ﬁdmm

Job Status: | Planned
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5. From here you can specify the Job Type, for & Creste Job Template *
example, Tax Return for Trusts.
Create New Job Template

6. The Client Association tab allows you to This wizard will guide you twough the process of creating & mew job template.

determine whether the Job is associated with a

client or a specific item of work Dates
" About the Job Job Dates
et the due by and start dates and times of this job using the fields below
& Creste Job Template ™ " Clients & Waork el lﬂhﬂvﬂ-‘ll 'l

Gue by | Stabutory Deadine 'IE“ ﬂk““" v

Create New Job Template

This wizard will guide you Brough the process of ceating a rew job template. e |t.‘1-“ 'I '“ ﬂ Em I'Il

Reminders
St iemancens fof your j05 10 You SOMT ik Mot desdlings

Client Association
. f| Due date reminder
Client Association

A Summary I =
Do you want to associate this job template with a client | contact ; Reminder: |1 :| before job is due.

" Chents & Work You will b o< bo REEcCinbe this job ba o client / contact anes the iemglsie has Besn spplied,
prompt e g pel | et date remindar

A Dates @ fyel O Mo Aeminder |1 by E before start date

Work Association
Do you want to associaie this job template with 2 work ilem?
Vea will Be prempled b SISCCELE il job b3 &R ilem of wodl onds Ihe template Rad Been applied

«F About the Job

A Tasks
B Yes () Mo

SUMMany
A 3 Flease note: All iasks within this job will follow the same dient and work associstion options sullined skove

8. Set your Job Recurrence if you want the Job to
recur. This is useful if it is related to clients or items of
work that are processed frequently:

7. You can specify the dates of the Job, for example,
Deadline, Due by, Start from. Select the date
basis, such as Statutory Deadline, Usual Year End
or Custom, to allow us to calculate the appropriate
dates when activating the Job on each client. You
can also set any reminders for your Task so that
important deadlines are not missed:




& Creste Job Template ™

Create New Job Template

This wizard will guide you Breugh ihe process of ceating & new job template.

«* About the Job

 Clients & Work

" Dates

+ Recurrence

A Tasks

i S,lnma“_.'

Recurrence

Do you want this job in recur?
@ ves ) Mo

Frquency |'r-y ‘!'|
| Weshdays onby

G L[ p—

Number of instances:
W Indefnie

) Erdefter 1 ?lirwtlﬂuu
Ered affer the following date:

Please note: All tasks sssociated with this job will foliow the recusrence: seflings above:

9. You may have one or many Tasks you want to
associate with your Job Template. Select to create,
edit, duplicate or delete any required Tasks from

the Tasks tab:

& Create Job Template *

Create New Job Template

This wizend will guide yeu Brough ihe process of ceating 8 rew job template.

Tasks

Create, edit, duplicate, organise snd delete your tasis

rF S,ll:llld"_.

Tasles

10. To create a new Task, select New Task and click
Continue to enter the Task detalls. Configure
each individual Task by assigning the Task to a
specific user and applying a Status. Select the Due
date offset, for example, Tax Year End and set the
Start date offset for this Task. You can also set any
reminders so that you don't miss any important
deadlines. For more information on Date offsets see
KB2979 - Date Offsets in Jobs and Tasks.
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& Create Job Template ™

Create New Job Template

This wizard will guide you Brough the process of ceating 8 new job lemplate.

Task Information

Please enter information for this task

Mame: |Reguest Tax Return inforeation from Client

Assignee |Ill\ﬂn

Stat: | Planned

Due daie ofiset |H‘l“h

Slarl date ofivet |J*H-|h

L]

Reminders

Set reminders for your task so you don't miss imporiant desdlines.

o] Due date reminder

Reminds: (1 o Emmm:mn

o] Start date remincer

Reminder: |1 = bedore task start date.

Actions
Determine specific actions thet can change atiributes of iasks aulemalically and list the atiribuie changes

11. Select View/Add Actions to specify any actions
to automatically change Task attributes or set
any notifications required. You can add multiple
Task attribute changes and corresponding results.
For example, you may select the Action, Task
Completion to automatically Change Work
Status to Records Requested. You can then
add a second result to Notify User and select
the user to be notified when the Task is complete.
For more information see KB2980 - Job Template
Task Actions.

. Actions - Request Tax Return Information from Client

Actions - Request Tax Return Information from Client

Actions
Select one or more actions from the options below.

Onee the selected action cccurs in TaxCalc, any results you have selected will occur

[] Action 1 - Task completion

Action i Task completion

Result 1: ‘mmm v ‘ |mw

Result 2: \Wlber v ‘ I HA  Me

|

I | oo rcn

Actions that are associated with work will not be enabled until the item of work is linked to the job.

12. Review the Job Template configuration on the
Summary tab and click Finish to complete
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e Step 3 - Set up Services
Ce e sy Offered

Summary

i the sviprmaticn elow, andl oliox Firah io oeabe The job [EmEdste.

Once you have created your Job Template you can
assign them to each service for your specific types
Job Details of clients and their businesses.

Tax Return - Tax Return
1. Still within TaxCalc Admin Centre select

Mame: Tax Return A
Services Offered.

Type: Tax Return

Assignee: Please select an assignee ) )
2 8 2. Use this page to create and manage the services

Deadline: Statutory Deadline offered by your firm.

Start date: Tax Year End
Due date: Statusory Deading 3. You can use any of the predefined system default

SENIRIEGIRIEIE e LNERS services, or you can create your own.
Reminder (due date): 1 Month
Recurrence: Yes 4, To create a new service, click Add Service.
Client Assoclation: Yes
Work Association: Yes 5. From here you can select the type of client to
apply the service to and assign the relevant

. Job Template. Select your newly created Job
Task Details P Y y ,
Template from the Default Job Template list:
Request Tax Return information from Client - Tax Return

Mame: Reguest Tax Return infermation from Client 3 taxcale

[T
PR

[T —

T

B Bockimeping a
) setera a
) e a

@ Cosutasey

B Castion B b et o g
PR eep—

@ Oer Assign Default Job Template




Step 4 — Bulk Activating
Services for Clients e —

# oivals S S o e ben
< hod s Fes | Job Tempists T

da, S

B R Detast ot lemcear
-

You can allocate services, fees and Job Templates faemiyrs bl bl o dnton

for your clients. Instead of you painstakingly allocating [ IE—
each one individually, we've made things easier by
adding a Bulk Service Wizard option where you

can allocate all services (with corresponding Job
Templates) and fees to multiple clients all in one place.

1. From the Services Offered screen click Bulk
Service Wizard to activate multiple services, add
any fees and link a service to a Job Template.

=3

5. Click the arrow or drag and drop the clients or
2. From the Activate Service(s) tab select all the businesses you want to activate the service for from
services you require activating: the Select Client(s) tab:

1B Buit Sermoe Wizes B Bulk Sermue Wiz

Bulk Service Wizard Bulk Service Wizard

" Selecn Clhetis)
Acahvate Servions] i g 0 O P G, 03 Tt R B b G ok D A 10 T D S0, i AP T ] Bt . e of CHAR Dt
Tl {1 0 Db D Pl i s el B0 STl e b Meisriae

P —— = e T e O

Pyprad

Bookhpeping TriB
o T sevam ]

Aaht

Cormitansy

Msnugamant soroant

Cornguryy setretarial

Canhfiow

e O et Selen

ey
VAT returms

6. Select Finish to complete the bulk activation process.

3. The Add a Fee/Job Template tab allows you to
add a Fee basis and an Expected fee if required.

4., Select your newly created Job Template from
the Default Job Template list to link your Job
Template to a specific service:




Step 5 — Activating a Job or
Task for a Client

Once your services have been setup and allocated
to your clients, you can manage the associated Jobs
and Tasks within Practice Manager. From here you'l
be able to see what Jobs and Tasks are active and
activate any new ones.

If you are already using Tasks in Practice Manager to
manage your work don't worry. Follow this guide to
create your Job Templates, allocate to your Services
and activate your Jobs, and when you are ready, simply
de-activate your existing Task. For more information see
KB2981 - Deactivating an Existing Task.

1. Select Practice Manager from the home screen
and edit the client to activate the Job Template.

2. From the Active Work screen, you can manage
any Jobs and Tasks associated with the client.

3. Click Activate =» Activate a Job to activate the
Job for the client;

£ Services

Services

Use the table below to automatically schedule work for this dient using services.

Active? | Service ‘ Offered To

T
I

Tax return

If these senvces o« job template need o be updated then plasse review within the services rendered page.

4. The Job is now created using the Job Template
where you can determine the settings required for
the associated Tasks:

B Ao b "

Activate Job

Thes wiperd wel dinciey T iSeg T s o8

About the Job

5., Click Finish to activate the Job.

6. Once activated, the Job is automatically scheduled
and displayed in the client’s Active Work screen and
also within the Work Management screen:

= tawcalc

Work Managemant

S ——
[ [—

ok T e Aty e
YT R - Fax Rreurs B B
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Step 6 - Running Job or Step 7 - Using Job and Task
Task Reports Widgets on the Dashboard

You can report on Jobs and Tasks to determine any Dashboard is a collection of widgets that can
overdue or outstanding Jobs or Tasks as well as any be added, removed and grouped to enable fast
services with linked Jobs. You can also customise navigation to relevant information. It's designed to
and create new reports for your Jobs and Tasks. show data in a simplified structure, enabling greater
efficiency for our Practice Manager users.
1. In Practice Manager, sclect Report Manager. You can use Jobs and Tasks widgets to see at a
quick glance which Jobs and Tasks are assigned to
2. Select one of the system default reports to review you or to other users and at what stage each one is
the specified Task, Job or Services information, at. You can then filter them by Task type and status or
or select New Report to create your own report just view the Task summary to show a simplified view
if required: of the total number of Tasks for specific Task types
and statuses.
2 taxcalc
y— 1. Select Dashboard at the bottom left-hand side of
o e b the main TaxCalc screen to use the Dashboard view:

= taxcalc

You currently have no widgets on your Dashboard.
Use widgets to give you quick to frequently used
+ Add widgets now

nnpwnnnnnnnnmnmmnni
e o000

2. Select Add Widget to display the Add widgets
dialog which details all the widgets that can be
added to the dashboard.

3. Select the Job/Task tab:




B Add widgets

Add widgets

Categories Job / Task Widgets

Ackd tha ol ¢ Tawk g . 7o il Nw b0 inchde SR et daehboae

T3k Summany

Chpiays fa mombe: of tankcs lor specic tank: types. and tank watunes
TankE ARBigrd 1 OthEr WERrE

Chivgiiya 81 ctrvs Ran a1 apecle saen o e b

My tanks Nilered by status

Cuigiinys @ st dncirvi Lk Blaved by s ik

Ay 1Sk Tiltired by 155K Gpe

Coppizys ol yone axcivve tarticn Biered by task bype

Tasks 253ipoed 12 M

Dimpiayn o actey Ravks ansgrad 1o 3 s

JobS LN 10 B
Cospimy ol actrve obn saasgned o @ wmer

4. Click Add it now to add a Job/Task widget to
your dashboard:

3 taxcalc

il g charen has sczi e prd s e 0 oM EMA{ DO
Total Chenty mah

B ot it Crtad
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