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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 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 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.
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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 9 Lcsecelriccaiicn %
Help > View Licence Information and EicencelinfaEmation
. Select a product:
select the Practice Manager Plus product.
Lcence period: 25/ 10/ 2022 — 25/10/ 2023
2. Click Manage Licence and select the user(s) Features enabled: Manags User Licances:
you want to access Practice Manager Plus: e e e e ) oo
Workflow 7 users. 1 = —
admin Remove licence
| varoge cerce |
Please use the Bulk Update tool in Work Management to
reassign users that are currently sssigned Lo vorklows
Adhal Upgrade

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:

€ Administiator - TaxCaic
fle fot Yiew Windows Semings Help
= taxcalc

A nemincens B Aaministrator
e =
Administrator ¥ Administration
(Lidelinay By Gofault, now user roles will ot have Sccess to the Adminkstration funchons.
Role Name el the default Admieistrator profie vill be able to perform higher funetions such as foreing users b log off the system and carrying out system updates.
Administration 7] This rose can access the Administraticn aopiKazon
Clients
Jobs and Tasks

Mail Merge, Reports, Data...
Time

Accounts Production

Company Incorporator

. mange cences or Froctce Manager Fus
Companies House Forms . e
Ocher permissions:

Tax Return Production : /] Usars can changs practica settings suh s name and addeess

TaxCalc Forms I
= 155 30 contol Apicanon st
VAT Fing 1 users can make backup data
Batch Filer
AML Centre

AML Online Checking Serv...
eSign Centre

GDPR Centre

Password Settings

Finish

[om] (ot ] [omene |
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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 - [=] b3
File Edit ¥iew Windows Seftings Help

= 7
= taxcalc @ nue 400 NOTIFICATIONS

.} Administrator

Introduction
The following permissions can be used to control usrs' access to ems of work within Practce Manager:

Role Name Hate: Licence management settings for Time & Fractice Manager Flus can be found within the Administration rale page.
Administration Waorking with Jobs and linked Tasks:

Clients Choase from the options below ta determine what these users can and cannut do:

Jobs and Tasks s can wnly view jobs and Lasks assigned b

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

Time
Audvamcrd jobrstasks optiors:
Accounts Production
7] Users ean delete jobs
Company Incorporator thate: Al amensted tass wil also b deloted

: Users can defte tasks
Companies House Forms

Hote: A sk st aliays cornain associaled with & ob
Tax Return Production . | Users can view ctions

W] Users can assig job Lomglates to services
TaxCalc forms. i Job basing

VAT Filing Working with Standalone Tasks:
Batch Filer Choose from the options below to determine what these users can and cannct do:
AML Centre (s can orly view tades aveagred to themeshes;

- = ® U can sow L oo tp g
AML Online Checking Serv... “ Aoy
) Users can assign tasks to teams.

Sign Centre o] Users can delete tasks

GDPR Centre
password Setlings
Finish

(ot ) ot |

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:

8 o

5. From here you can name your template and specify

Create New Job Template

the Activity Type, for example, Tax Return. e R—

f— e

[=] B — |

T

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

Create New Job Template

assignee (a user, a portfolio manager or a team) —— st

and initial status for the job. You can define

!

i
|
i
i

recurrence for the job to automatically recreate on

the next accountancy period and set reminders E —T e — |
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 =1 = =
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
Allows you to create sequential workflow tasks
with additional information and settings for
advanced handling of work. However, these
tasks can be completed in any order.

+ Checklist mode
Allows you to create a simplified list of tasks in the
form of a checklist. These Tasks are automatically
allocated with the Job assignee and due date
and the status is either Planned or Completed.

8 G T+

Create New Job Template

Tasks

Create New job Template

[ | pr— Tosks [ e
== o e ot | - = meanet S -
sk e s s o X Qe - — 'd i
i o . e .
w——— [Pre——
oAt T e Va
S T 7 - Q o
ar b o b s s Z
7] B et g P e et Yomre ach sussensten [3) e 4
s P Q[
Ep———— —
———— ’ - x o
= =l - | = = =l

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

10. 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.

11. If you have selected Workflow mode you can configure each individual Task by assigning the Task
to a specific User, Team or Portfolio Manager 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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Getting started with Practice Manager Plus Step 2 - Create a Job Template

12. 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.

13. 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.

14. 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.

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.
6. 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:
& Cust
= taxcalc @ ™e 00 J HOTIFICATIONS
.1 e . x
: Services Offered
T R S B ey P
fur:::p:i::mu — Name . | Offered to. ; Default Job Template u:-
s E: > @ Taxrewm Add Service
Dala Protecton >l VAT retums e
TR ; gx?\mﬂnnqawm?m : MMMMMMM () e e 8 3o
Report Options > Bookkeeping ek b Tamsien
Chent Coment (G0 > g"m" ] a
> Consultanc)
Mail berge Sshitation 5 @ Cashilow : e =
O Bk > @ Company secretarial S & Assinn Default Job Template X
> [ Management accaunts Compasy .
Dats ine > @ Annual review ) Assign Default Job Template
Adtivity Types i «"Tf..uur.m.n.wumm
Task Options 3
Services Oftered
Finish
o
=l

Bulk Operation wizards

it o v S M Tos R bt it it of

=
— 0



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 haenadrrad
Bulk Service Wizard (2]

the clients you require activating: =

Select clients or businesses.
i T re———

i, I >EDamaEDE@
] s e
My sty
3. Select all the services you want to activate et &
Bulk Service Wizard 7]
from the Select services tab. — =

Select services

=] [one] Y
=
=~ 10



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

& Bl Semvce Waard x

4. The Add fee / jobs tab allows you to add a Fee

Bulk Service Wizard 7]
Basis and an Expected Fee for each service. e =
You can also apply a Default Job Template and P o
Activate each service for all your selected clients: e a
v A work st Q
[e=1 e | 2
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: - s

ExecisdFee b Temiate Acae bkl Crusevon

PRV & i Deti b Tempie X

& Bl Server W ®

6. Add the Fee basis, Expected fee and select to o
Bulk Service Wizard
Activate the service for all clients you have selecCted:  wmmmmmmmm i pmens =

Add fea / jobs

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 X
Services
Uses thee ablle bekow w0 sutomativally schedule work fur this dient using ses vives.
Active? Service Offered To Default Job Template “
Tax retumn Client Tax Return (S4)
St o vtns o ok o oo b b el Y e i i . i el Pt
e


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:

Activate job

& Activate Job®

Activate Job

Create

Clent Delais
Service and Fees
Jub

Tasks

Sellins
Puszseds Reseived
seart data (sprenal)

St ik fotionsl) Sellia

Prepase Tax Retur,

seare data (spronal)

adimmiyyy il

5. Click Finish to activate the Job.

i

I

e dare (anronal)

x e
Activate Job

e B (oo v
[ TP

]| Set vemindes (opgional)  Selfiurs

[ —

¥ | St e ptional) Sellvgs

ua data spsonat)

o
°

& my

& v

Unsssigned

xa [
.
- =
x
0 of & tasks completed
Toh due date 310070
Piannas v -
View task automation (1
Plarnzd v v
View task automation (1)
Planva v -
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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:

Fle Edit Niew Vindows Seiiings  Help

NOTIFICATIONS (5

7 =]
Work Management

L’ v [ +]
=
o
®) Work pe Servick Activity Tt Name Astignes Attigoee ps Client St Dine Due Oste Deadiing Saats Work e Status | Work e
0 + Jb(0/) 6 Tauretum Tax Return Tax Betum Unassigned User fastes lohn 0570472032 M 5 3010 Planned Mot Started Bs/0420
Communications »
Report Manager .

NPV —)
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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:

© nme 000 NOTIFICATIONS

Report Manager

[P S —

Impari Reports

Manage Catgories :
B AnOutding b Dus i oreh s
B A8 Oummanding b Desdines e eis Mreh o

Work Stotures

Tox Work Statuses

T Wort Statuses

Compeny Secretaial Wieek Statuses

“““““

::::::

“““““

apag

i

femommpRepor . aem

Services reports -
B A Senices with Linked sob/Tasks Services
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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:

& Home - TaxCac o x
Fie Edit View Windows Settings Help

=
= taxcalc 000 HOTIFICATIONS
Launcher
[ro— v I B O | st - reomser || v || 3 |

Pracice Hanagemess & Complissce 1

Practice Manager ®

- &

GOPR Centre ®

AML Centre ®

dmin Centre ®

Commmmiations

Communications Centre ®

€5gn Centre ®

Document Manager ®

[r————

T Rk ot . You currently have no widgets on your Dashboard.

Usa widgats to give you quick access to frequently used information
Business Fler .
+ Add widgets now

VAT Fler [%]

HMRC Formes .

Balch Fier ]
Financiel Regering

Accounts Production ®
Compams Secrotarisl

Company Incorporator ®

Companiss House Forms [ ]

Gomsbons

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

Categories Job 7 Task Widgets
Job [ Tosk w ol e o iclode on
Al (13) 5 B Tesk i yos o e o v
Chent (4) Task Summary

(Disolays che rumber of tasis for speciic acoivty ryDes sed task stanuses.

add

Job / Task (6)

Work (8) Tasks assigned to other users fer——

Disvdays ol sutive tasks smssrmd W s uses i e fem,

My tasks filtered by status

Displays all vons axtive asks fitered by task suaus.

13 ]
My tasks filtered by activity type
Displevs ol v sctive tasks ftmred by activiy fvoms " -

Tasks assigned to me

Displays ol sctive tasks sasiznad 1o 8 wser,

Jobs assigned to me
Displays ol active joba mssgnad 1 uaer

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

£ Home - TmCalc — o ®
File Edit Miew Vindews Seftings Help

=
= taxcalc 000 NOTIFICATIONS

Launcher

[rmeere |0 e o[ o]

Practics Managemant & Compliance

e
-

SOFR, Centre Annusl Accounts  end Yew i Beni,  Unassigned Mylosty /e Iob (W8 0 Qoo Planned b fgster P

ANL Centre ¢ " o fossc joho 20720 Job W10y & auul dccouns Plarwed Mymty e .

esign Centre CliensOnbomding  Set biling Hob Administator  foster, john 8772023

Tauarien and HHAG e e N ‘Coen vl oonement Opeamok ek e Al ek b —

Tax Return Production

Standalone Task

Busness Fier EI
AT B Pisaned InProgeess Completed On Held
HMRC Forms.

Tex Return ] 0 z [l
Batch Fer
AT Retum a o 0 [}
Fmancia Beporing

Aczounts Production

Compbry Secrstarit

Company Incomarator

Companies House Forms.

o0 © 00000 00O O0O0OCGFO
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