Take Control of Your
Workflow & Profits

With Darren Root & Annie Brown



\\ Learning ODbjectives

A The point of workflow

A Exploring the scalability of your tools that ensure
a smooth workflow for every project.

A The importance of standardization in your
workflow processes.

A How to automate your best practices for
Improved efficiency.

A How your proactive approach can help your firm.
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\D The Point of Workflow

AThere are many benefits to digital
workflow
I Improved efficiency.
I Enhanced security.
I Remote access.

I Multi-user access.
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Exploring the Scalability
of Workflow

A Due date monitoring

A Tracking projects through to delivered
A Monitoring budget to actual by project

A Monitoring budget to actual for each step of
the workflow

A Sending notifications and automating
updates
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# | Project Type - Individual Tax

General Information
Status

Priorities

Complexities

Senvice Codes
Milestone Dates
Roles

Form Due Dates
Worksteps
Motifications

Rell Forward Rules
Delivery Methods
Custom Felds

4 Route Sheet Layout

Status Information

Scaling Projects

General information

*Project type ID:

Description:

[ndivtax

Project type name:

Individual Tax

Primary service type:

Mo Selection

Paige's Demo, please do not alter.

Questions

Do you wish to..

statutory dates ™

Use workflow roles

Use worksteps @

Entry

Answering these guestiu:rns will tailar the project to vour needs, You may cha nge answers now or Iatn;r.

Track milestone dates

Track statutory due dates @
Use CCH forms to set the

Require workstep during Time

4
BE B BD

4[4 ]
BE B B

Do you wish to..

Establish project notifications @ Yes =

Define roll forward rules™

Use custom fields

Require master for project

creation

Set the default scheduler @

Save

| |Save & Close| | Save & New | | Cancel |
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ATemplates by type of service
ALocking templates

ACopying templates to
I Like kind of clients
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Paperless 1040 Preparation

General Information
Status

Priorities
Complexities
Service Codes
Milestone Dates
Roles

Form Due Dates
Worksteps
Notrficabions

Roll Forward Rules
Delivery Methods

Custom Fields

4 Route Sheet Layout

Status Information

5| Project Type - Individual Tax

General information

*Project type [T Description:

Indivtax Paige's Demo, please do not alter.

Project type name:
Individual Tax

Primary service type:

[Nu Selection -

Questions

Answering these questions will tailar the project to your needs. You may change answers now or later,

Do you wish to... Lock Do you wish to...

Lock

Track milestone dates Yes - Establish project notifications @

Track statutory due dates @ Define roll forward rules

Use custom fields

T
1
B R B

Use CCH forms to set the
statutory dates

Require master for praject

Yes
Yes -
ez
Yez =

Unassigned -

B BB

Use workflow rales Yes w = G

creation
Use worksteps B Set the default scheduler '
Require workstep during Time

-
m
w
4

B

Entry

Save

| |save & Close| | save & New ||  Cancel |
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\D Automate Best Practices with Proactive
) Workflow Tools

A Standardization?

AProactive management?
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Tax Integration

Project — Carolyn Jones - Individual Tax — Annual & »a T P o | &8
| 7l Openw Fii Clock ¥l Print Fii Refresh Pl Enter Time (7]
Firm information . @
Client information =)
Statuses {:.:}
Project status: ‘Work object status: Il
Kot started bl Type Idantifier Status
Tax reium 06512345611 Feady Tor review
L}
|| Project information o) i
General information Dasignations Estimated hours to complate ""'"l
Project typa: Project 10: [[] Prospective Par ariginal budgeated hours: | |
nlidual tax Individual Tax Raturn | [] on haid 0%
Froject master:  Project name: [ mmiddiyy - | g:;: estimated halrs 1o complate:
[] =T v Ta 0
St Tan | Indhidual tax reburn
|:| Working out of drawear As of:
Freuency: Complaxity: Fie haldar:
Annual l Mg selecion v J [In —— — ] L
Pricsily:
[ Mo selaction - |
b
|
i [ Save H Save & Close H Cancel
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Putting Your Practice in the Clouds
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