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Getting 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 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.

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
those all important statutory deadlines.

This guide will show you how to:

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

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

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

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

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

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

e Run reports for specific Jobs for clients.

e 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.

€ Licence Information X

1. From the TaxCalc home screen select Help > View
Licence Information and select the Practice Manager SESCSIRMATOR

Select a product:

Plus product.

Licence period: 21/06/2020 — 2110612021

2. Click Manage Licence and select the user(s) you want Features enabled: Manage User Licences:
to access Practice Manager Plus: I e el o=t Weckfon
Workflow 2 users 1
User Ucance
3. Launch TaxCalc Admin Centre from the home screen admin Rameus loence

to set your users’ permissions.

4. Within the Security Roles screen select the user and e

i . reassign users that are currertly sxzignad Lo workflows
click Edit Role.
Actwate Upgrade iy Mara | Icences | Ceza

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:

€ Administrator - TaxCalc - X
File Edit View Windows Settings Help

=] )
= taxcalc [OR" 0:00  NOTFICATIONS (1

. Admin Centre Administrator

R = - .
Ad ator Administration

Introduction

By default, new user roles will not have access to the Administration functions.
Role Name only the defaul
ly the default Administrator profile vl be able to perform higher functions such as forcing users to log off the system and carrying out system updates.
Administration This role can access the Administration application

Clients Permissions

Jobs and Tasks Choose from the options below to determine what these users can and cannot do.
User type permissions:

Mail Merge, Reports, Data... Users can create and edit other user accounts

Time Users can create and edit user roles

. User can select Document Manager accounts

Accounts Production
Licence permissions:

Company Incorporator User can manage licences for Time

oS B R User can manage licences for Practice Manager Plus
Other permissions:

Tax Return Production . Users can change practice settings such as name and address

TaxCalc Forms . Users can edit report styles

Users can access and control Application settings

VAT Filing Users can make backup data

Batch Filer

AML Centre

AML Online Checking Serv...

esign Centre

GDPR Centre

Password Settings

Finish




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

€ Administrator - TaxCalc - X
File Edit View Windows Settings Help

=] ™
= taxcalc ® Tve 0:00  NOTIFICATIONS

. 3 Admin Centre Administrator

Ad

strator

Jobs and Tasks

Introduction
The following permissions can be used to cantrol users' access to items of work within Practice Manager:

Role Name Note: Licence management settings for Time & Practice Manager Plus can be found within the Administration role page.
Administration ‘Working with Jobs and linked Tasks:

Clients Choose from the options below to determine what these Users can and cannot do

Jobs and Tasks Users can only view jobs and tasks assigned to themselves

X ® Users can view jobs and tasks assigned to anybody
Mail Merge, Reports, Data...

sers can assign jobs and tasks to teams

Time
Advanced jobs/tasks options:

Accounts Production

jsers can delete jobs
Company Incorporator Note: All associated tasks will also be defeted

§ Users can delete tasks
Companies House Forms
Note: A task must always remain associsted with a job

Tax Return Production ISers can view actions

)sers can assign job templates to services
TaxCalc Forms 9 Job femp

VAT Filing Working with Standalone Tasks:
Batch Filer Choose from the options below to determine what these users can and cannot do:
AML Centre Users can only view tasks assigned to themselves

® Users can view tasks assigned to anybody

AML Online Checking Serv...
jsers can assign tasks to teams

eSign Centre sers can delete tasks
GDPR Centre
Password Settings

Finish




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 detall
on creating Job Templates see KB2978 — How to create a Job Template.

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. 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:

£ Create Job Template * X
Create New Job Template
This wizard will guide you through the process of creating a new job template
Template Info
A About the Job T
‘emplate name: ||
+ Clients & Work Job Name: [ |
Activty Type:  [Flease select q
A Dates
Description
A Recurrence
>
ma
Assignee: ® User () Team
ssigned To- | Please select an assignee v
Job Status: [Planned v
e

5. From here you can specify the Activity Type, for

example, Tax Return and whether the Job is assigned to
a specific User or Team.

6. The Clients & Work tab allows you to determine

whether the Job is associated with a client or a specific
item of work:

€ Create Job Template * X

Create New Job Template

This wizard will guide you through the process of creating a new job template.

Client Association

+ About the Job Client Association
Do you want to associate this job template with a client / contact?

 Clients & Work You will be prompted to associate this job to a client / contact once the template has been
applied

A Dates @yest () no

‘Work Association
Do you want to associate this job template with a work item?

You will be prompted to associate this job to an item of work once the template has been
A Tasks > applied.

N ® Yes () No
AS
[ ] use work association to calculate the Job dates
Please note: All tasks within this job will follow the same client and work association
aptions outlined above.



https://kb.taxcalc.com/index.php?View=entry&EntryID=2978

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:

Create New Job Template

This wizard will gure you Urough the process of cresting a rew job Lemplate.

Dates
VAl e Job Joh Datas
Sel the due by and =tar Fom dates of this job using the hacs below.
v work Seadlne [Statutory dcecline v
DNua by | Stabsory Deacl ¥|[o T b &
+ Dates e by | L] e ] ~| (ome |
Start froen: [Tax vear Fra v]o I o= v
v R Reminders

St ramindars % your job 50 you don't miEs important deadines

V Due cata ramincer

A Summa Remrinder. 1 < Mot ¥ betee jobis dos.

o Start date reminder

Remnder | = bators stat dae

& Create Job Template * X

= el ...

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:

Create New Job Template

This wizard wil g you Urough the process of cresting 3 pew job lemplate.

Recurrence
VA
Do you want this job o recur?
@ vesi [ ha
v Yoa!
Fraquancy |Vnm v
« Date v Wieckday= ooly
the Fre | [Moncey 0 of sy year
+ Recurrence BT eyt ] efemery
Number of instances:
AT @ incefrite
Fnd 2fter | < nstances
A Summa End after thz fellawrg date: i}

Please rote. All tlzxks sssocisted vith this job wil follz the recurence s=tlings sbowe.

£ Create Job Template * X

9. You may have one or many Tasks you want to associate

with your Job Template. Select to create New, Edit,
Duplicate or Delete any required Tasks from the
Tasks tab:

£ Create Job Template * X
Create New Job Template
This wizard wil gue you Lrough the prozess of cresing s pew job lemplste.
Tasks
v Al e
Creshe, =L, cugiicale, oigerse 90d delele your Lasks
v ts & Work Tagks ‘ — New
New Task Eor
v =Y
Duplesic
v Recurrenc e
i\ Tasks v
r'y Ul
Cancel GoBak | Cuebewe

10. To create a new Task, select New to enter the Task

details. Configure each individual Task by assigning the
Task to a specific User or Team 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.

& Create Job Template * X

Create New Job Template

This wizard wil guce you Lrough the prozess of cresting  ew job lemplte.

Task Information
VA the Plaasa ertar infarmation for this task

Name: Requart Tax Retum irformation from Cliert |

v
Assgred To. @ Usar Toam
v Date Azzignes HA Me 'I
Stalvz. Herred v
R
(e data cAisat 30 Start Date v
o Tash . : :
Stad data citsat |stmnnm '|
Request Tax Return.. R B
¥ Summary Reminders

Sct remincers for your tazk 5o you dont miss impsrtant deadlines

] nue date remindar

Remndar, |1 < Wesk ¥ Lefore this Lss s due.

V] star: date reminder

Remndar |1 < Moeeh ¥ | befors task stan date

Actions
Al snomslon Lo this ek 10 stomstcaly updste he b of Task

View | Add Actians

= el ... |



https://kb.taxcalc.com/index.php?View=entry&EntryID=2979

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 Knowledgebase Article 2980 — Job Template
Task Actions.

£ Actions - Request Tax Return information from Client X

Actions - Request Tax Return information from Client

Actions
Select one or more actions from the options below

Once the selected action occurs in TaxCale, any results you have selected will occur,

M Action 1- Task completion

Action  [Task completion v]
Result 1: [Change work Status ¥ | [Records Requested v
Result 2: [Notfy user v| [ ve |

[ Add Result |

Actions that are associated with work will not be enabled until the tem of work is linked Lo the job

Save & Close

12. Review the Job Template configuration on the Summary
tab and click Finish to complete:

€ Create Job Template *
Create New Job Template
This wizerd wil g you Urough the process of cresing @ new job Lemplate.
Summary
VA e Reeosw tha wécemation dow and click Frish ta craata tha job tamplata
v
Tax Retumn (SA) - Tax Remum [+]
« Date:
Mame: Tax Retum [0}
v Recu o Actraty Type: Tax Return
Assapree: Unassiged
T > Dasding: Statutary Daadine
start date: Tax Year end
+ Summary Dus date: Statutory Deadine
Ramincer (start data): 10w
Reminder (Cus date): 1 Moeth
Recumence: Yes
Clens Association: Yoz
Wierk Assecistion: Yes
Task Details
Reog % Tax R nfermation frem Cient - Tax Rotam °
Name: Reyuest Tax Return mformabn from Client
Atthdty Type: Tax Return
Remincer (ztart date) 1menth ¥
Cancel Gu Beck vigh



https://kb.taxcalc.com/index.php?View=entry&EntryID=2980
https://kb.taxcalc.com/index.php?View=entry&EntryID=2980

Step 3
Set up Services Offered

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

1. Still within TaxCalc Admin Centre select Services Offered.

2. Use this page to create and manage the services offered by your firm.

3. You can use any of the predefined system default services, or you can create your own.
4. To create a new service, click Add Service.

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 Template from the Assign Default Job Template list:

gc

~ —~
= taxcalc @ nme 0:00  NOTIFICATIONS (1

L. 3 Admin Centre Customise Practice Manager

Customise Practice ... = Services Offered € hoase

ce X
Introduction You can use this page to create and manage the services offered by’ fecord or using the Bulk Service Wizard.
" Add Service
Startup Options Name [ Default Job Template
. | Select which type of client and their business(s) you want this senice to appl
Login Password Setup B Annual accounts type (5) ¢ pply. Edit
Dashboards 8 VAT retums Default Job Template Remove
Mail Merge Salutation £ confirmation statement ndvidval | ql
8 Audit
> Work Item Status A Bookkeeping [ Partnership. - o
€ Assign Default Job Template X
» Client and Non-Client acti... g Fayroll Clue
Consultancy "
c
15t TS [] Company Assign Default Job Template
B Cashflow -
Trust
Report Options i company secretarial Choose one of the default job templates to assign to this senice by default
B Management accounts v s
) ystem
SayiEBEized 8 Amnual review Annual Accounts
Client Consent (GDPR) @ other Tax Return (SA)
: Tax Retun (CT)
Data Protection VAT Return - Monthly
N VAT Retur - Quarterly
ata Mine VAT Retum - Annual
Custom Fields Tax Return (SA)
Finish
-

Bulk Operation Wizards

Bulk Service Wizard | Allocate andor update existing services with specific fees, jobs templates as well as the option to activate the jobs for the selected list of clients or businesses.

Bulk Import Initial WIP | Import initial WIP from a csv for a selected list of clients.

: 1654
£ ® @™ ZD gm0 5




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 4. The Add fee / templates tab allows you to add a
Wizard to activate multiple services for your selected Fee basis and an Expected fee for each service. You
clients, add any fees and link a service to a Job Template. can also apply a Default Job Template and Activate

each service for all your selected clients:
2. From the Select clients tab select all the clients you

require activating: Py
Bulk Service Wizard )
& Butk Service Wizard
Bulk Service Wizard ) -
,,,,, nes

i Setect chems sand of chusts. San

e

PRSP

e

e P . == [E=a] =]

[Gaiack]| [ Cortmen |

5. Select your newly created Job Template from the Assign
Default Job Template list to link your Job Template to a

3. Select all the services you want to activate from the specific service:

Select services tab.

© Busk Service Witard x B Serves Waard v
Bulk Service Wizard L

emsi) ([

10




6. Add the Fee basis, Expected fee and select to

Activate the service for all clients you have selected:

€ B Servce Wizird

Bulk Service Wizard

Add foe ! tomplates

ot 30 Torpis

PP — S acccunts Fond Fee 150000 Q Anvust Accosrts

[cons | RN

7. Review your selections from the Summary tab and
correct any errors where appropriate, then simply
click Update.

*“We introduced TaxCale’s Practice Management
and Time solution the day after they launched...
we have been working with it ever since”

Graeme Seavor
Seavor Accounting




Step o

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 setup 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
Knowledgebase Article 2981.

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

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

. Click Activate > Activate a Job to activate the Job for
the client:

& Services X
Services
Use the table below to automatically schedule work for this client using semvices.
Active? service offeredTo | Default Job Template

Tax return Client Tax Return (SA)

If these senices or job template need to be updated then please review within the senices rendered page.

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

& Activate Job * X
Activate Job
This wizard will display the setting to activate job.

About the Job
+ About the Job Apply Template

Template Category: |All
« Client Association

Template: Tax Return (SA) Apply
v Work About the job

Job Name: Tax Return (SA) |
« Dates

Activity Type Tax Return Q
 Recurrence Description:
« Tasks >

es

+ Summary

Assignee: ® user () Team

Assigned To: ‘ HA Me '|

Job Status [Planned v]

5. Click Finish to activate the Job.

12



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

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

€ Edit Individual Client - TaxCalc - X
File Edit View Windows Settings Help

=] o
= taxcalc @ nme 0:00 ~ NOTIFICATIONS

. 3 Practice Manager 01 Individual

INO1 Individual Active Work Individual (INO1) @

Client Summary

Displayed belov is a table of all active Jobs and Tasks that have been associated with this client.
Personal Information

Tax Information

O Work Type Service Activity Type Name Assignee Start Date Due Date Deadline  rkltemPeriod E|  Status  |Work Item Status| Time Logged
» Business O Task TaxReturn  Test zzz 18/11/2020 Planned
Cnmpanies House Authen... O Task @ Annual Acc...  Annual Acc... HA Hub Ad... 18/11/2020 31/12/2020 Planned Not Set
Edit.
. O + Job (1) Tax return Tax Return Tax Return ... HA Hub Ad... 05/04/2020 31/01/2... = 31/01/2021 Planned
Contact Information
Update
Bank Details
Bulk Update
» Engagement =
Del
Services Rendered
View History
> Anti-money Laundering
Relationships . Log Time

Active Work
Document Manager
Passwords

Notes

Finish

13




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, select 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:

& Practice Manager - TaxCalc - X
File Edit View Windows Settings Help

S I
; taxcalc Q@ mme 000  NOTIFICATIONS 2

. Practice Manager

To search reports, use the filter aptions below:

:

Report type: | All report types v

,

To customise report categories below, select Manage Categories in the menu on the left.

Run Report
stem -
WETBE o syﬂ Client Integration Status Client
Duplicate Report All Overdue T2
All Outstandi Due this Month
f Al Clients Contact Information Client
fi Al Clients Tax Reference Information Client
Import Reports i Current SA Tax Return work status Tax Work Statuses
Manage Categories f  Current CT Return work status Tax Work Statuses
B  SAReturns not filed Tax Work Statuses
i CurrentCS01 Work Status Company Secretarial Work Statuses
fi  Clients who have given consent for emails GDPR Consent
i ClientsEnrolied for MTD Client
£ Clients above the MTD VAT Threshold Client

All Overdue Jobs
All Qutstanding Jabs Due this Month
All Outstanding Job Deadlines Due this Month

Al Clients total fee information

Al Services to all clients with Fee information
Al Services to all clients with Initial WIP
All Services with linked Jobs

B Business Profit and Income Comparison Client

Al Clients Contact Information3 Client

14




Step 7

Using Job and Task Widgets
on the Dashboard

Dashboard is a collection of widgets that can be added, removed and grouped
to enable fast navigation to relevant information. It’s designed to show 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 left-hand side of the main TaxCalc screen to use the Dashboard view:

& Home - TaxCalc - X
File Edit View Windows Settings Help

~ -
= taxcalc @ nme 0:00  NOTFICATONS (2

— (s ][ s v
Practice Management

Practice Manager [ )

Tme [EQ [ )

eSign Centre ®

Document Manager [ [ )

Admin Centre [ )
Practice Compliance

AML Centre [FEI [ )

GDPR Centre o

You currently have no widgets on your Dashboard.

Taxation and HMRC

Tax Return Producton ® Use widgets to give you quick access to frequently used information

VAT Fier [ ) +Add widgets now

HMRC Forms [ )

Batch Fier [ )

Financial Reporting

Accounts Production [ )
Company Secretarial

Company Incorporator [ )

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.

15




3. Select the Job/Task tab:

€ Add widoens x
Add widgets

Categories Job / Task Widgets

Wt 10 icude on your

Task Summary

3b | Task (6) Disclays the miter of tasks for Specic sty types ded Lisk Sttetas
Tasks assigned o other users

Dplays ol actwe tasks ssmgned 10 spachc usars in the fom

My tasks filtered by status

Disglays il your active tasks Steed by task status

My tasks filtered by activity type

Dissiays ol your active tasks Staved by acty type

Tasks assigned 1o me

Diaplays ol actve tasks assgred 10 3 user -

2004 assigned to me

Dsplay ab

1005 assigned 1 2 user

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

€ Home - TaxCalc - X
File Edit View Windows Settings Help

= S
= taxcalc @ nme 0:00 ~ NOTIFICATIONS

Letnches @
(Pore T L Tasks assigned to me % O [ | clent counter + O &
~

Practice Manager
Activity Type Name Assignee Description Due Date \ \

Annual Accounts Annual Accounts Hub Administrator 1 2 2 1

Tme O

esign Centre

Tax Return Request TaxRetur...  Hub Administrator -
Document Manager [EEIJ Individuals Partnerships/LLPs Companies Trusts
Open Work Edit Task Update Task Open Work Management

Admin Centre

Practice Compliance Client Engagement Status 4 O [ [ Fing Status - Accounts + 0
6

AML Centre [T

Displaying clients whose accounts period starts on or after: 19/11/2019

GDPR Centre 5 Total Clients with: Limited Companies Limited Liability Partnerships
Accounts not Created 2 1
Taxation and HMRC 4
Accounts not Required 0 )
Tax Return Production [ ) s = =
Accounts to File 0 0
VAT Fier ® ° - -
Total Filed Accounts [ ()
HMRC Forms [ ) 5
Total Accounts Created Q Q
Batch Fier [ )
1
Finandial Reporting
Accounts Production ® .
New Active Inactive On Hold
Company Secretarial
Company Incorporator [ )
Comparies House Forms [ )

oo
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