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Gelting started with
Practice Manager Plus

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.

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 all those 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 naotifications 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.
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As 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 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 all those important statutory deadlines.

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.

« 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 WBlliecceliictic B
Help > View Licence Information and EicencellfaEmation
. Select a product:
select the Practice Manager Plus product.
LUcence period: 25/ 10/ 2022 — 25/10/ 2023
2. Click Manage Licence and select the user(s) Features enabled: Manags User Licences:
yOU Wal’]t 'tO access Pracﬂce l\/lanager P|USZ Type Licences allowed | Licences used | pieence type Warkflow
Workflow 7 users 1 veer pp—
admin Remove licence

Please use the Bulk Update tool in Work Management to
reassign users that are currently assigned o workflows

Activale Upgrade | | Buy More Licences

Launch TaxCalc Admin Centre from the home screen to set your users’ permissions
4. \Within the Security Roles screen select the user and click Edit Role.

5. From the Administration menu you can set the required Licence Permissions. Here you
can determine whether users can manage licences for Practice Manager Plus:

& Admimstrator - TaxCale - o ES
fle Ean yiew winoows Setings Lelp

=

= taxcalc

A Aemincene LY Aaministrator

Introduction By Gofou, now user roles il Aot have acce 5510 the AdminksTration funions.

Role Name Ordy the default Admiisirtor profée wil be able to perform higher funcilns such as forcing users o og off the system an carring out system updates.

Administration | This roie can 3cess the Administraben agphcaton

Clients Permissions

Jobs and Tasks
Mail Merge, Reports, Data...
Time

Accounts Production

Company Incorporator

age e
. manage icences for Froctce Manager Fus
Companies House Forms i g

Ocher permissions:

Tax Return Production : /] Usars can changs practica settings such s name and addeass

TaxCalc Forms

VAT Filing

] Users can make backup data

Batch Filer

AML Centre

AML Online Checking Serv...
eSign Centre

GDPR Centre

Password Settings

Finish

[oom] (oot ] [cmns |
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Getting started with Practice Manager Plus Step 1 - Set Licence and User Permissions for Jobs and Tasks

6. From the Jobs and Tasks option you can control the users access to items of work within

Practice Manager Plus:

& Administrator - TaxCale - [=] x
Fle Edit Yiew Windows Settings Help

e -

= taxcalc (@ nuEe 000 NOTFICATIONS (4

® Adrinistrator

Administrator ' Jobs and Tasks

Intraduction

The follawing permiissions can be used o control users' access 1o iems of work within Practice Manager:

Role Name Hate: Licence management settings for Time & Fractice Manager Fliss can be fownd within the Adminisiration role page.

Administration Waorking with Jobs and linked Tasks:

Clients Choase from the options below o determine what these users can and cannict do:

Jobs and Tasks Usirs Gan only view o and Lasks acsigned

- @ Users can view jobs and tasks assiqned to ambody
Mail Merge, Reports, Data...
) Users can assign Jobs and tasks to teams

Time
Audvamersd jobrasks opliors:
Accounts Production
/] Users ean delete jobs
Company Incorporator tnate: Al aensted tass wil also tu doletod

: Users can defte tasks
Companies House Forms

Hote: A sk must alvaays conmain associaled with ot
Tax Return Production . ] Usere can view cions

W] Usirs can assign job Lomglates to services
TaxCalc Forms. 9 Job lorig

VAT Filing Working with Standalone Tasks:
Batch Filer Choose from the options below to determine what these users can and cannot do:
AML Centre U can only view tasdes avsagned to themeshs;

: . ) Users can view tasks oxigned tp oy
AML Online Checking Serv... “ yhody
7] Users can assign tasks to teams

eSign Centre | Users can delete tasks

GDPR Centre
Password Setlings
Finish

Close Go gack | | Contmue

7. From Admin Centre > Users you can define each user’s security role,
whether they have client portfolio, restricted clients and more.

8. From Admin Centre > Teams you can group users in teams you can later assign jobs and tasks to.
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Step 2
Create a Job Template

We’re here to make your life easier, which is why you can now create one
single Job Template with multiple 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.

Launch TaxCalc Admin Centre from the home screen.
Select Applications > Practice Manager Plus > Customise Practice Manager Plus.

Select Job Templates to review the system default Job Templates.

H O d 2

Templates can be edited, duplicated and deleted. You can also create and customise your own. Click
Create to customise your own Template and enter the relevant information into the Template Info fields:

[

5. From here you can name your template and specify

Create New Job Template
the Activity Type, for example, Tax Return. T et

T

6. On the Job section of the wizard, you can choose

Create New Job Template

assignee (a user, a team, a portfolio manager or any e whdest

o et

custom user role) and initial status for the job. You

[

1
LY
l
:

can define recurrence for the job to automatically

recreate on the next accountancy period and set E —T i — |
reminders so that important deadlines are not missed.

You can specify the dates of the Job, for example,

Start date, desirable Due date, and Deadline.

Select the date basis, such as Statutory Deadline,

Usual Year End or Custom (when you want to manually = = =
edit per client), to allow us to calculate the appropriate

dates when activating the Job on each client. If ‘Use

client work to set dates’ is ticked- the dates will

be calculated according to client’s work period.
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https://kb.taxcalc.com/index.php?View=entry&EntryID=2978

Getting started with Practice Manager Plus Step 2 - Create a Job Template

7. You may have one or a sequence of many Tasks you want to associate with your Job Template.
You can create New, Edit, Duplicate or Delete any required Tasks from the Tasks tab.

8. From here you can select whether you want to use Workflow mode or Checklist mode.

* Workflow mode + Checklist mode
Allows you to create sequential workflow tasks Allows you to create a simplified list of tasks in the
with additional information and settings for form of a checklist. These Tasks are automatically
advanced handling of work. However, these allocated with the Job assignee and due date
tasks can be completed in any order. and the status is either Planned or Completed.
e e
Tasks [~ — fr— S—— Tasks [ e Sasks enrd
o e e ] - ] BN [omm] ramen GRS B
Taste: ——— rs oo X 0 [ 9] o s — 7 i
. = b = — ;
e s — ,
STt 7 - Q[
T e - s
e e e - ;
s - Q| [res
— . = =
L] =) | =] [es] [=]

9. Select Workflow mode to create your sequential list of tasks.
10. Alternatively, select Checklist mode to create a list of checklist tasks.

11. Tasks in both Workflow mode and Checklist mode can be moved up or down, duplicated
or deleted from the More Options menu on the right of each Task. They can also be
similarly viewed in Work Management, Active Work, Dashboards and Reports.

12. If you have selected Workflow mode you can configure each individual Task by assigning the Task to a
specific User, Team or Portfolio Manager or any custom user role, and applying a Status. You can also
select the Start date offset, for example right after the previous task is completed, and the Due date
offset, for example, Tax Year End. 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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https://kb.taxcalc.com/index.php?View=entry&EntryID=2979

Getting started with Practice Manager Plus Step 2 - Create a Job Template

13. Select View task automation link to specify any conditions 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 condition, Task is Completed to then 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 Knowledgebase Article 2980 — Job Template Task Actions.

14. If you have selected Checklist mode enter the Task Name. The Job assignee, due date
and the status (which is either Planned or Completed) is automatically allocated.

15. Click Finish to complete.
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Step 3
Set up Serviees Offered

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

Still within TaxCalc Admin Centre select Services Offered.
Use this page to create and manage the services offered by your firm.
You can use any of the predefined system default services, or you can create your own.

To create a new service, click Add Service.

o > ® b =

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 Template from the Assign Default Job Template List:

@ Cum M «
File Edt View Windows Settngs  Help

~ -
&= taxcalc @ nme 000 NOTIFICATIONS
- x
Customise Practice ... ¥ Services Offered
ERE or U P st o b b v s et g o i W
= ot Job Template Rdrwin
Startup Options. Hame ~ Offered to. Default Job Template
e o > Annual accounts P
— = > B Tacreum Add Service
Data Protecton > VAT retums L
> [l Confirmation statement St which 50 o el 3 i ol s wan Sk s 52 39y
Dashboards
> Audit -
Report Options > Bookkeeping Gudace sk Tamplens
Chrd Coment GO > @ Payrol ] e a
> [ Consultancy - &
il Merge Sahnation > @ Cashilow
Ouriom Fiekds > [ Company secretarial = & Assinn Defutt Job Tempiate ®
> Management accounts Company .
Dats hine > @ Annual review _ Assign Default Job Template
> Wk e st > @ over e
~ Sptem
Adivty Types Clent Onboarding Cheskist
Task Options
Services Offered

sob Templates.

Finish

8ulk Operation wizards

Bksevcemag | 4
Bl gt el W | 1t ot 15 B . o o b of e
Cuse. Gotak | | Coumn

o it e i s o, 28 ot 4 el b4 S o 5 <t b e st S At T B o e e 9 f
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Step 4
Bulk Activating Services for Clients

Allocate and activate multiple services, fees and Job Templates for your
clients. Instead of you painstakingly allocating and activating each one
individually, we’ve made things easier in the Bulk Service Wizard option
where you can allocate all services (with corresponding Job Templates)
and fees to multiple clients and activate them all in one place.

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

2. From the Select clients tab select all | m—— -
Bulk Service Wizard (°]
the clients you require activating:
Salect clients or businesses
4. Select chients.
PR -=m— | |
= e ——
=] [ ] [
3. Select all the services you want to activate et i .
Bulk Service Wizard e
from the Select services tab. == =

Select services

= ==
=
E 10



Getting started with Practice Manager Plus Step 4 - Bulk Activating Services for Clients
4. The Add fee / jobs tab allows you to add a Fee “'“l‘k"”““"‘ e‘
Bulk Service Wizard
Basis and an Expected Fee for each service. s =
You can also apply a Default Job Template and il
Activate cach service for all your selected clients: a
Q
[=] (== =
6. Select your newly created Job Template from ¢ -
Bulk Service Wizard
the Assign Default Job Template list to link = =
our Job Template to a specific service: e e = — e e
SV R =
v Addwork bl Assign Default Job Template
(=] =
(=] (o] (=]
6. Add the Fee basis, Expected fee and select to il a"
Bulk Service Wizard
Activate the service for all clients you have selected: =
Add fee / jobs
e N T T TR
v nddwork [ 2000 C T itven (5%)
(=] (o] [e==]

1k
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Getting started with Practice Manager Plus Step 4 - Bulk Activating Services for Clients

7. |If you have selected to Add Work, you can select
the appropriate work item:

8. Review your selections from the Summary tab and correct any errors where appropriate,

then simply click Update.

We love the integration...
it makes our lives a huge

amount easier
VN Accountancy



Step 5
Activating a Job

or Task for a Client

You can also choose to activate services for each client individually. Therefore,
once your services have been set up and allocated to the client, you can
manage the associated Jobs and Tasks within Practice Manager. From here
you’ll 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:

i

& Services >
Services
Uses thee Labke beskow w sutomativaly schedule work for this dient using ses vices.
Active? Service Offered To Default Job Template “
Tax retumn Client. Tax Return (S4)
14 hese sevioes o ob tempist e 1o b updated hen plesse review withn the sevices rendeed page.


https://kb.taxcalc.com/index.php?View=entry&EntryID=2981

Getting started with Practice Manager Plus Step 5 — Activating a Job or Task for a Client

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

Py W) [Baene
Activate job Activate Job
e [ P
= — xa [
X H e
° : L]
(=1 e | = ==l |
& Activate Job® X
Activate Job
Tasks 0 of 8 tasks completed
Create
Creste sk Toh due date 1100200
Clenl Delais
e Ressest Tas R Indormation from Ciant s = Mg X Pianned v ~
ob Srare dars (oprions) e dare (oprnsl)
wmazons B (e v| swovan B (we v
Tasks . P TP,
Seltinss 7] Sesremivdes optonal)  Selbigs View tnsk automation (1
Pacords Received ra @ e X Q Planned v v
stare data fsprona) pRa—
Set reninder (uutnal) Selligs ¥ | St eminsder fptional) Selligs View task automation (1
Prepare Tox Rerem V Unassigead X Q Panrat v -
stare data (sprna) pRa—

5. Click Finish to activate the Job.

i

14



Getting started with Practice Manager Plus Step 5 - Activating a Job or Task for a Client

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

NOTIFICATIONS

" . .
Fie Gt Niew indows Selings Help
= -
= taxcalc @ mme
# - .
SHsnis Coniacts 3= Work Management
vormmmsoemer: - [ — a
create
" —
&) Work Bpe Sarvice Aoty Trpe Name freem Aesges fpe Gl Srt e Due e Desding Suatus Work hem Satus | Worken
Tax Return DxBetum Unassigned User fostes lohn osmaz022 o £ a0 Planed Nat Started os/040

[m] + Job(0/8) GO Taureturn

Communications

Report Manager

ENTU PRV —
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Step 6
Running Job or Task Reports

You can report on Jobs and Tasks to determine any overdue or
outstanding Jobs or Tasks, as well as any services with linked Jobs. You
can also customise and create new reports for your Jobs and Tasks.

1. In Practice Manager, sclect Report Manager.

2. Select one of the system default reports to review the specified Task, Job or Services
information, or select New Report to create your own report if required:

) NOTIFICATIONS

Report Manager

[T —

nenon [ v
—
Yo ek, s s Coirs st B
e ep
System -
Bunines et and Income o Clnt
Sobsand ks =
B AT e
mportRepots i asovsma T ——
Manage Categories B anCuwerdvesoin sob
B AsCuandiog lobsBus this orth &
B 25 Cumancing lob Desdlines ue s Mioreh s
ok Stouses
o ok Suses
o otk Stautes
[ —— CompanySccctris Werk Satses
Chents =
B CienComamtommon G
a crene
a « P Camant
B Gesteorstormo G
B Cemememurneris G
a e
a o
a Gt
Services reports -
B AnSensce ith Liked sobrTcks Sunices
Senices
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Step 7
Using Job and Task Widgets
on the Dashboard

The Dashboard feature is a collection of widgets that can be added, removed,
and grouped to enable fast navigation to relevant information. It shows data in a
simplified structure, enabling greater efficiency for our Practice Manager users.

You can use Jobs and Tasks widgets to see at a quick glance which Jobs and Tasks are assigned to you or to
other users and at what stage each one is at. You can then filter them by Task type and status or just view the
Task summary to show a simplified view of the total number of Tasks for specific Task types and statuses.

1. Select Dashboard at the bottom right-hand side of the main TaxCalc screen to use the Dashboard view:

8 Home - TaxCakc o %
Fie Edt View Windows Sebtings Help

=
= taxcalc 000 NOTIFICATIONS
Launcher r—
Y DASKEGARD. v | pashboard helo ADD WIDGET ERIT LATOUT
o]
Fracice Hanagemest & Complasca
Fractice Manager [ ]
- °
GUPR Centre o
AL Centre [ ]
dmin Centre ®
Commumications
Communications Cenlre ®
€5gn Centre ®
Document Manager [ ]
[r—————
Tax Retams Froductin . ‘You currently have no widgets on your Dashboard.
Use widgets to give you quick access to frequently used information
Business Fer [T .
+ Add widgets now
VAT Fler ®
HMRC Forms [ ]
Balch Fier ®
Flnancial Regering
Accounts Production ®
Compams Secrutarisl
Company Incorpoator ®
Companies House Forms [ ]

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

i
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Getting started with Practice Manager Plus Step 7 - Using Job and Task Widgets on the Dashboard

3. Select the Job/Task tab: | CERED £
Add widgets

Categories Joh 7 Task Widgets
Am) B Tk i yos ok e o yor
Chent (4) Task Summary

Disolays the rumber of tasis for specic scoivity ryDes sed task sanuses.

s

Job / Task (6)

Work (8) Tasks assigned to other users [ —

Disudays ol sutive tasks sxsigomd W somf s i e fem,

My tasks filtered by status

Displays all yons axtive asks fberend by task staus.

13 0
My tasks filtered by activity type
Displevs allvour sctive tasks Fbmred by activiy fvoms 1 12

Tasks assigned to me

Displays ol sctive tasks smsiznad 1o 8 wser,

Jobs assigned to me - ———
Displays ol active joba mssgnad 1 8 uaer :

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

& Home - TaCalc — o ®
File Edit Miew Vindows Settings Help

=
= taxcalc 000 NOTIFICATIONS

e e Y EI (Fomm[7ore] 8]
Oracin Maasgamane 8 Complinncn = A
practice Manager P b O D osesmenetrone W e
Tme

— nome aigne Chent Name Deserpion Oueose won ype Name Job st Cuent e Date
GUPR Centre Annual Accounts. Se0d Vear b Remu,  Unassigned My oty 2023 Kb /8 0t Qubopedn Plarmed ho fester s
AL Centre Client Onbennding Okt profesionsl, Hob Administater  feitan joba awon200 Kb /10 © o Acsounss Plannd Wity aviovan 2
Admin Cente Client Oboneing  Complete &1L dur,,  Hob Zdmimisator  fater inhe awniaces by ® e Planned proqm oz
P c H e s
Communications Centre Clen Onboming  3ebserves Fb Admirirstor sl oo awones
esign Centre Client Onbosrding 52t biling Hub Administrator  foster, joha 280772023
document Hanager ClenOnbouing  Sendgt s Mo Administor  fote jhn awananes

Tauarien and HHAG

Opemor | taeTak | U Tk o v onnoement Opatok  Gemb g
Tax Retum Production
Standalone Task O

Busness Fier CI + O
VAT Fler Pisaned InProgeess Completed On Held
HMRC Forms.

T Return ] 0 z 0
Batch Fer

AT Retum ] o 0 0
Fmancial Reporing
Accounts Production
P —

Company Incomarator

o0 © 00000 00O OS0O0OCFO

Companiks House Forms.
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