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SUPPORT SERVICES

Relate is committed to strong customer service and satisfaction. At all times you will be able to make contact with our company
and technical services teams.
You can make contact with our support department in the following ways:

Telephone: (Republic of Ireland) +353 (0)1 4597800
Telephone: (UK) +44 871 284 3446

Fax: +353 (0)1 4597779

Email: support@relate-software.com
Opening Times for Support: 9:00am to 1.00pm

2.00pm to 5.30pm

COPYRIGHT

This document is protected under copyright law and may not be reproduced in any format whatsoever without the prior written
consent of Mabruk Limited T/A Relate Software. Failure with this condition may result in prosecution. The program and
documentation are protected under copyright law and the program is licensed for use by the user who has completed the
Software Registration agreement and the program is licensed under the conditions referred to in the Software Licence
Agreement.

Relate Software does not warrant that the software package will function properly in every hardware/software environment.
The software may encounter problems working in combination with modified versions of the operating system, with certain
print-spooling or file facility programs, or with certain printers supplied by independent manufacturers.

Rigorous testing of the software is carried out by Relate Software and all documentation and help files are reviewed, however
Relate makes no warranty or representation, either express or implied, with respect to this software or documentation, their
quality, performance, merchantability, or fitness for a particular purpose.

The software and documentation are licensed ‘as is’, and the licensee, by making use of the system assumes the entire risk as to
their quality and performance.

Relate will not be liable for direct, indirect, special, incidental, or consequential damages arising out of the use or inability to use
the software or documentation, even if advised of the possibility of such damages. In particular, and without prejudice to the
generality of the foregoing, Relate will not incur any liability for any programs or data stored. Relate will not incur any costs of
recovering such programs or lost data for whatever reason.

We reserve the right to alter, modify, correct and upgrade our software and documentation without notice.

© 2002 Relate Software
All Worldwide Rights Reserved
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SYSTEM NAVIGATION

MAIN MENU & NAVIGATION

DRIVE is arranged into modules which allow you to carry out all the functions you require in your daily work. Each of these
modaules is self-contained and can be accessed through buttons on the left-hand navigation toolbar of the main window. For
example, the DRIVE Desktop module contains things like your diary, tasks and timesheets. The system is easy to navigate and the
following section explains all the simple ways of getting around the system.
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DRIVE Desktop
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Figur
By clicking the My Communications section, the options available are displayed, as shown in Figure 2 below.

el

& My Diary
Fnd | | [
[ My Tasks
C Clear
@ Time Manager earch All Fields [¥1Search Anywhere in Field Search Sub Contacts | i
(] Tmesheets Type Code Name 4 Entity Type Contact Phone Emal Partner
9 B 3 I
Clent  ANTOL  Antiques (Universal) Limited ‘Company Limited By Shares V. Jack Stubbs 020 76544567 .. Laurence 1 Pyzer
@ client & Contact Database _ .
Clent  BUID  Batch Bulders Limited Company Linited By Shares M. Jerry Buiider 01545 456739 sales Gbatch-builders.co.uk Roland Royce
@ bs Cient  BZG01  Braintree Zoological Gardens Company Linited By Guarantee  Prof. Ann Perny 06754 654032 sales@Braintree-Zoo.co.uk Laurence JPyzer
a Clent  BKDL Burnells Booksellers Limited Company Linited By Shares V. Jerry Booker 020 85437654 sales @Burells. co.uk Laurence J Pyzer
Cient  TRTOL  Charitable Trustees Trust Vs, Judith Goodkind 020 85679543 info@charitable-trustees, o uk Roland Royce
| DRIVE Deskiop 1 "
Clent D001 Do it yourself Parternship Partnership .
My Gommunications Cient  DNCO1  DotNetConsultancy Sole Trader 03756 017510 info@DothietConsuitancy .co.uk Robert M Mansfieid
Clent  sMO1 Or M Simmons Consulting Sole Trader 04305 653438 info@Simmons-Consulting.co.uk Robert M Mansfieid
Document Management . .
Clent  ESTO1  Eastman's Estate Agency Parmership V. Geoff Eastman 020 82347654 info@eastman's-estate.co.uk Robert M Mansfieid
T — Clent  EBDL Essex Bricks Company Linited Company Linited By Shares M. Fred Wadd 03456 345672 sales Gessex-bricks. co.uk. Laurence J Pyzer
Clent  FLTO1  Flats Limited Company Limited By Guarantee M, Ben Brown 020 87230765 info@fiats.co.uk Laurence JPyzer
Marketing Client GATOL Gatsby Antiques Limited Company Limited By Shares Mr. Jack Murphy 020 76545673 sales @gatsbyantiques.com Liam Murphy
Dashboards Cient  GI0L Guidford Jewelers Company Limited By Shares Mrs, Verity Rich 06986 673451 sales @Guidfordenelers.co.uk Laurence JPyzer
Clent  HFADL  Harlow Financial Advisers (ABC Consultin... Company Limited By Shares M. Taka Cutt 05075 438755 info@harlow-fa.co.uk Roland Royce
Workfiow Management Client KI01 Keg Ins Limited Company Limited By Shares M. Jollie Weinman 020 76340912 sales@Keglnns.co.uk Laurence 1 Pyzer
— Client Large Structural Design Partnership Limited Lisbilty Partnership Lord Derek Foster 020 86738401 info@large-structural.co.uk Robert M Mansfieid
edger i
— Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 78 | Company Limited By Shares % as - Clare Rimmer 3
L5 58% B OTH 6%
Purchase Ledger Closed Clients 0 | Company Limited By Guarantee 6 a6 fragpiedy Laurence ] Pyzer %
partnershi 4P o Liam Mur 4
Bank and Cash N i e
Contacts 8 | Limited Lisbilty Partership 2 oM W 5T 10% Robert M Mansfield 2
Nominal Ledger Prospects 5 | sole Trader s sT -1 Roland Royce E
Sub-Contacts 141 | Indwidual 01 T None 8
Trust 3T -
V2126 B2Records 04/10/201104:29:02 Duration : 00:12:05 (4

(&) Al Commurications jtaff  Laurence 3 Pyzer [LIP]
communications || | | e 2 @
TO Ioad £ urrent History
| i Fax Date v From To subject AssignTo
) EMal oft | 09/03/2003 14:24 Laurence 1 Pyzer Batch Buiders Limited Audit Timetable Laurence J Pyzer
[ Document Oft ! 09/09/2009 1423 Laurence J Pyzer Charles Wilams Personal Tax Laurence J Pyzer
Memes
o 08/09/2009 14:19 Laurence J Pyzer il Smith Tax Query Laurence J Pyzer
I 1 08/03/2009 14:16 3il Smith Laurence I Pyzer Personal Tax Stuart Bailey
DRIVE Desktop I 07/09/2009 14:14 EBraintree Zoological Gardens Laurence J Pyzer Start of Audit Stuart Bailey
I 1 08/03/2009 14:11 Antiques (UK) Limited Laurence I Pyzer Progress Report Harry Pointer
—— °|| ot 30/08/2009 15:30 Laurence J Pyzer Antiques (LK) Limited Progress Report. Stuart Bailey
Document Management wfl 1 25/08/2009 16:15 Stationery Supplies Limited Laurence I Pyzer Supplier Query Carol Ledger
I 26/08/2009 14:13 Charles Williams Laurence J Pyzer Tax Matter Harry Peinter
Deadine Management
Marketing
Dashboards
Jilockfiom Hanagement, From: Dot Net Consultancy To: Laurence ] Pyzer
WP Ledger Subject: Tax Query
Fees Ledger 1. Brian wanted to know what the position was on the CGT?
Purchase Ledger N
2. He was also that the Revenue had not yet responded and could we follow it up?
Bank and Cash
3. He will be coming to the golf weekend and wants confirmation on timings
Nominal Ledger
8 Lourence 1Pyzer [LIP] is logged into Database : Drive_Newdemo20101 ¥2126  10Records 04f10/2011 04:37:09 Duration : 00:20:12 (4§

Figure 2
Like other systems, there are several methods a user can adopt to navigate through the system. To add a new client select the
“New” button (circled), as shown in Figure 3
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[&] My Diary
Find | | a4
[ My Tasks
Search All Fields earch Anywhere in Field Search Sub Contacts Clear
D Time Manager
(&) Timesheets Type Code Name Contact Phone Email Partner i
G Erpences I
Client ANTO1  Antiques (Universal) Limited Company Limited By Shares Mr, Jack Stubbs 020 76544557 . Laurence 1 Pyzer
@ client & Contact Database
Client BUIDL Batch Builders Limit=d Company Limited By Shares Mr. Jerry Builder 01545 456789 sales@batch-builders. co.uk Roland Royce
@& Jobs Client BZG01  Braintree Zoological Gardens Company Limited By Guarantze  Prof. Ann Penny 06754654032 sales@raintree-Zoo.co.uk Laurence 1Pyzer
a Client BKOL Burnells Booksellers Limited Company Limited By Shares Mr. Jerry Booker 020 85437654 sales@Burnels.co.uk Laurence 1 Pyzer
Client TRTOL  Charitable Trustees Trust Mrs, Judith Goodkind 020 85675543 info @charitable-trustees.co.uk Roland Royce
| DRIVE Deskiop . i
Client D001 Do it yourself Parternship Partnership
My Communications Client DNCO1 Dot Net Consultancy Sole Trader 03756 017510 info @DotNetConsultancy. co.uk Robert M Mansfield
Client sMot Dr M Simmons Consulting Sole Trader 04905 653456 infio @Simmons-Consuiting. co.uk Robert M Mansfield
Document Management . By X .
Client ESTOl  Eastman's Estate Agency Partnership Mr. Geoff Eastman 020 82347654 info @eastman's-estate. co.Lk Robert M Mansfield
s Client EBO1 Essex Bricks Company Limited Company Limited By Shares Mr. Fred Wadd 03456 345672 sales@essex-bricks.co.uk Laurence 1Pyzer
Client FLTOL Flats Limited Company Limited By Guarantse  Mr. Ben Brown 02087230765 info@flats.co.uk Laurence 1Pyzer
Marketing Client GATO1  Gatsby Antiques Limited Company Limited By Shares Mr. Jack Murphy 020 76545678 sales@gatsbyantiques.com Liam Murphy
Dashboards Client GI01 Guildford Jewellers Company Limited By Shares Mrs. Verity Rich 06986 673451 sales@GuidfordJewelers.co.uk Laurence 1Pyzer
Client HFAO1  Harlow Financial Advisers (ABC Consultin... Company Limited By Shares Mr. Taka Cutt 05076 439765 info@harlow-fa.co.uk Roland Royce
Workfiow Management Client K01 Keg Inns Limited Company Limited By Shares r, Jolie Weinman 020 76340912 sales@KegInns.co.uk Laurence ] Pyzer
— Client LLPOL Large Structural Desian Partnership Limited Liability Partnership Lord Derek Foster 020 86733401 infio @large structural. co.uk Robert M Mansfield ~
edger g ]
Fees Ledger Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clents 78 | Company Limited By Shares 48 s - Clare Rimmer 3
W CLS58% W OTH 6%
Purchase Ledger Closed Clients 0 Company Limited By Guarantee & QG - G 7 Laurence JPyzer %
Partnership 4P o Liam Murphy 4
Bank and Cash e . W P 4%
Contacts 8 | Limited Liability Partnership 2 OH ™ ST 10% Rabert M Mansfield 2
MNaminal Ledger Prospects 5 Sole Trader 9 ST W 117% Roland Royee 9
Sub-Contacts 141 | Indiidual 01 B T 3% Hone 18
Trust 3T -
8 Laurence 1 Pyzer [LIP] is logged into Database : Drive_Newdemo20101 V2126  B2Records 04/10/2011 04:29:02 Duration : 00:12:05 [

Figure
Alternatively, the toolbar at the top of the main window provides another method to navigate around DRIVE. For example, you
have the “File” option, which allows the user to select the “New” option as shown in Figure 4 below.

3

(=

BRI

e Delete Find | | a4
Search Anywhere in Field earch Sub Contacts | Clear |
@ | Print
Name Contact Phane Email Partner i
Qe secimied I
Client ANTOL  Antiques (Universal) Limited Company Limited By Shares Mr. Jack Stubbs 020 76544567 Laurence 1 Pyzer
Import » [Ftebase Client BUIOL Batch Buiders Limited Company Limited By Shares Mr. Jerry Builder 01545 456789 sales@batch-builders.co.uk Roland Royce
Bt Client BZG01  Braintree Zoological Gardens Company Limited By Guarantse  Prof. Ann Penny 06754654032 sales@8raintree-Zoo.co.uk Laurence JPyzer
- " | client BKDL Burnelis Booksellers Limited Company Limited By Shares Mr. Jerry Booksr 020 85437654 sales@urnells.co.uk Laurence JPyzer
Client TRTOL  Charitable Trustees Trust Mrs. Judith Goodkind 020 85679543 info @charitable-trustees. co.uk Roland Royce
| DRIVE Desktop . _ "
Client D001 Do it yourself Parternship Partnership
My Commurnications Client DNCO1 Dot Met Consultancy Sole Trader 03756 017510 info @DotNetConsultancy. co.uk Robert M Mansfield
Client SMo1 Dr M Simmonss Consulting Sole Trader 04905 653498 info @Simmons-Consulting.co.uk Robert M Mansfield
Document Management B} .
Clent ESTO1  Eastman'sEstate Agency Partnership Mr. Geoff Eastman 020 82347654 info@eastman's-estate.co.uk Robert M Mansfield
T Client 801 Essex Bricks Company Limited Company Limited By Shares Mr. Fred Wadd 03456 345672 sales @essex-bricks. co.uk Laurence JPyzer
Client FLTO1  Flats Limited Company Limited By Guarantee  Mr. Ben Brown 020 87230765 info @flats.co.uk Laurence JPyzer
jladeting Client GATOL  Gatsby Antiques Limited Company Limited By Shares Mr. Jack Murphy 020 76545678 sales @gatsbyantiques.com Liam Murphy
Dachboards Client G0 Guidford Jewellers Company Limited By Shares Mrs. Verity Rich 06986 673451 sales@GuildfordJewellers. co.uk Laurence JPyzer
Client HFADL  Harlow Finandal Advisers (ABC Consultin... Company Limited By Shares Mr, Taka Cutt 05076 439765 info @harlow-fa.co.uk Roland Royce
Warkflow Management Clent K01 Keg Inns Limited Company Limited By Shares M. Jollie Weinman 020 76340912 sales@Keglnns. co.uk Laurence JPyzer
—— Client LLPO1 Large Structural Desian Partnership Limited Liability Partnershin Lord Derek Foster 020 86733401 info @larae-structural.co.uk Robert M Mansfield =
edger 1
— Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 78 | Company Limited By Shares 4 s - Clare Rimmer 3
W LS 58% o OTH 6%
Purchase Ledger Closed Clints 0 | Company Limited By Guarantze 6 a6 W Lo 7 Laurence JPyzer 2%
Partnership 4P o Lizm Murphy 4
Bank and Cash e P4
Contacts 8 | Limited Liabilty Partnership 2 o™ ST 10% Robert M Mansfield 2
Nominal Ledger Prospects 5 | Sole Trader 9 sT [ SF Roland Royce 9
Sub-Contacts 141 | Individual 101 B T3% None 18
Trust 3T -

8 Laurence 1Pyzer [LJP] is logged into Database : Drive_Newdemo20101
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Figure 4
Furthermore, you can right click on the program main window and select the option “New” as shown in Figure 5 below.

82 Records 04/10/2011 04:48:45
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p

C i b B Bl 0000

Client & Contact Database

& My Diary and ‘
[ My Tasks
@ T Horoger Search Al Fislds earch Anywhere in Field
(& Timesheets Type Code Name Contact Phone Email Partner
T Erpenses 1 /. .
Cient ~ ANTOL  Antiques (Universal) Limifkd New Mr. Jack Stbbs 020 76544567 ... Lawrence 1Pyzer
& Clent & Contact Database Client BUIO1 Batch Buiders Limitad Mr. Jerry Builder 01545 456789 sales@batch-bulders.co.uk Roland Royce
& obs Cient  B2601  Braintree Zoological Gar .E_ﬂnﬁn—d e Prof. AnnPenny 06754 654032 sales @raintree-Zoo.co.uk Laurence Pyzer
a 7 | clent  Bko1 Burnells Booksellers Limited | Mr. Jerry Booker 020 85437654 sales@Burnels.co.uk Laurence J Pyzer
Cient  TRTOL  Charitable Trustees ﬁ Delete Mrs. Judith Goodkind 020 85579543 info@echaritable-trustees.co.uk Roland Royee
e | cient D001 Do it yourself Parternship . .
My Communications Cient  DNCOL  DotMetConsultancy Q Find 03756 017510 info@DotNetCansultancy.co.uk Robert M Mansfield
Cent  SMDL  DrMSmmons Consuiting 04505 653438 info@Simmons-Constiing.co.uk Robert M Mansfield
— Clent  ESTO1  EsstmansEstateAgency | | puy Mr. Geoff Eastman 020 82347654 info@eastman's-estate.co.uk Robert M Mansfield
Deadine Management Cient  EB01 Essex Bricks Company Limits ™ Mr. Fred Wadd 03455 345672 sales @essex-bridks. co.uk Laurence JPyzer
Cient  FTO1  FlatsLimited o ) e M. BenBronn 020 87230765 info@fats.co.ck Laurence JPyzer
Marketing Clent  GATOL  Gatsby Antiqueslimited | Ny SOFYAddressto Clipboard Mr. Jack Murphy 020 76545678 sales @gatsbyantiques.com Lizm Murphy
. - Cient 601 Guildford Jewelers Mrs. Verity Rich 08986 673451 sales@GuldfordJewelers.co.uk Laurence 1 Pyzer
Client HFADL Harlow Financial Advisers (A D Other Information Mr. Taka Cutt 05075 438765 info@harlow-fa.co.uk Roland Royce
Workflow Management Cient KDL Keg Inns Limited Mr. Jolie Weinman 020 76340912 sales @Keglnns. co.uk Laurence Pyzer
— Gient  LLPO1 Large Structural Desian Par @ Shouw Relationships Lord Derek Foster 020 86733401 info@larae-structural.co.uk Robert M Mansfield
T— Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 78 | Company Limited By Shares 4 as - Clare Rimmer 3
Purchase Ledger Closed Clients 0 | Company Limited By Guarantee 6 a6 : Ei if: OTH % Laurence 1 Pyzer 2
— Partnership 4P ey Lizm Murphy 4
Contacts 8 | Limited Liabiity Partnership 2 oM 5 moTio% Robert M Mansfield 2
Nominal Ledger Prospects 5 | soleTrader 9 sT -1 Roland Royce s
Sub-Contacts 141 | Indvidual 101 W T 3% None 18
Trust 3T -

82 Records

l Laurence JPyzer [LIP] is logged into Database : Drive_Newdemo20101 v2.1.26 04/10/2011 0

Figure 5
If you select the Client & Contact Database, by clicking “New” through any of the three methods, the same screen will appear to

enter a new client/contact, as shown in Figure 6 below.

) Add Client Deta

General
= Client/Prosped i Phone
Entity Type |Ccm|:|an\-I Limited By Shares Maobile

Other Ref. E-Mail

Web

[ 1]

Company No. VAT No.

L |
CTRef. |:| PAYE Ref.

= Business Name Contact 1

File As Position

Name Contact 2

Group

— Addresses

Source
Business E]
Campaign

Referred By

Original Partner
Take On Date

TownyCity
County
Post Code

Business Type v|

Year-End I:I (in dd/mm format)
Annual Return Date I:I (in dd/mm farmat)

Country

Figure 6
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SEARCH & SORTS

If you want to search for a client, just start typing the name of the client while the cursor has any client highlighted on the Client
& Contact screen i.e. Flats Limited and a search facility (called Fast Search) will appear on the screen, as shown in Figure 7 below.

© o o2, T |

p

B &

[ % [} (=

=

=l A oae B 8

DRIVE Desktop

[& My Diary
e | e
[ My Tasks
Search Al Fields earch Anywhere in Field earch Sub Contacts | Clear
@ Time Manager
(4] Timesheets Type Code Name & Entity Type Contact Phone Email Partner
5 Bxpenses Client ABCOO3  ABC Limited Company Limited By Shares
Client ANTO1 Antiques (Universal) Limited Company Limited By Shares Mr. Jack Stubbs 020 76544567 Laurence 1Pyzer
@k Client & Contact Database
Cient  BUIO1  Batch Buiders Limited Company Limited By Shares M Jerry Buider 01545 456789 sales@batch-builders.co.uk Roland Royce
@ Jobs Clent 87601  Brainiree Zoological Gardens Company Limited By Guarantee  Prof, Ann Penny 06754 654032 sales@Braintree-Zoo.co.uk Laurence 1Pyzer
a 7 llcient  Bxo1 Burnells Booksellers Limited Company Limited By Shares Mr. Jerry Booker 020 85437654 sales@Burnels.co.uk Laurence 1 Pyzer
Client TRTOL Charitable Trustees Trust Mrs. Judith Goodkind 020 85679543 info@charitable -trustees.co.uk Reland Royee
| DRIVE Desktop 4
Cient D001 Doit yourself Parternship Partnership 5 2
My Communications Cient  DNCO1  DaotMNet Consuitancy Sole Trader 03756 017510 info@DaothetConsultancy. co.uk Robert M Mansfield
Clent  SMD1 Dr M Simmons Consulting Sole Trader 04905 653498 info@Simmons-Consuting. co.uk Robert M Mansfield
Document Management . .
Client ESTO1 Eastman's Estate Agency Partnership Mr. Geoff Eastman 020 82347654 info@eastman's-estate.co.uk Robert M Mansfield
Deadine Management Client EBOL Essex Bricks Company Limited Company Limited By Shares Mr. Fred Wadd 03456 345572 sales@essex-bricks.co.uk Laurence 1 Pyzer
- ) Compat =d By (
— [Clent  |FLTOL Limi ! ompany Limited By S i
ng Clent  GATDL  Gatshy Antiques Limited Company Limited By § sales@gatsbyantiques.com Liam Murphy
— Client G101 Guildford Jewellers Company Limited By § _ sales@GuidfordJewelers.co.uk Laurence 1Pyzer
Client HFADL Harlow Finandal Advisers (ABC Consultin... Company Limitzd By { info@harlow-fa.co.uk Roland Royee
Worldiow Management Client. KI01 Keg Inns Limited Company Limited By Shares Mr. Jolie Weinman 020 76340912 sales@keglnns.co.uk Laurence J Pyzer
— Clent  LLPOL Larae Structural Desian Partnershin Limited Lizbility Partnership Lord Derek Foster 020 36733401 infoarge-structural.co.uk Robert M Mansfield ~
edger 1
—— Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Ciients 78 | Company Limited By Shares 4 s - Clare Rimmer 3
W CLSEE% o OTHE%
Purchase Ledger Closed Clients 0 | Company Limited By Guarantee 6 G I cle 7% Laurence 1 Pyzer 2%
Partnershi 4P o Lizm Mury 4
Bank and Cash P WP A% ehy
Contacts 8 Limited Liability Partnership 2 OH W ST L0% Robert M Mansfield 22
Nominal Ledger Prospects 5 | SoleTrader 9 ST W 112% Roland Royce 9
Sub-Contacts Individual I T Mane 18
Trust 3T

aurence 1 Pyzer [LIP] is logged into Databa

&) DRIVE (Version 2.

Theme Help

Figure 7
Alternatively, to perform a search, select ‘File’ and then ‘Find’ or click the search shortcut icon as shown in screen below. Note
the extra search field appears above the client list, as shown in Figure 8.
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Figure 8
Type the name of the client or contact that you wish to find i.e. Flats Limited in the ‘Find’ text field, as shown Figure 9 below.
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Figure 9

There are now two further options available:
Select all fields: includes all fields that are displayed as columns on the browse when performing the search

Search anywhere in field: this search function will look for the user’s specified criteria e.g. if you do not know the full name of

the client/contact, just type in part of the name i.e. flats
Clicking the Find button and the following screen will appear.
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Figure 10
As we can see from Figure 10, one result was found from the search. To display this result, double click on the entry i.e. Flats

Limited. However, depending on the search, there could be several results found, just select one from the list.

To perform another search, just click the ‘Clear’ button and enter the new search criteria. To remove the search field from the

program window, click the ‘Find’ button and it will remove the panel.

Another way of searching for a client is to sort the column you wish to search for into alphabetical order. For example, if we

want to order the ‘Code” field, just click the Code column header.

The field values are ordered in sequence and a pointer is placed on the field name to indicate which field is currently the

selected field.
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as shown in Figure 12.

Figure 11
A further method of sorting is to right click on the field heading i.e. Code Field and select ‘Sort by Ascending’ or by ‘Descending’

DRIVE Desktop

10|Page

8 Laurence 1 Pyzer [LIP) s logged into Databast

rive_Newdema20101

Figure 12

& My Diary Type | Code n Entity Type Contact Phone Email Partner
3 My Tasks Clent  AnTO] ’? iRy Company Limited By Shares V. Jack Stubbs 020 76544567 . Laurence 1Pyzer
@ Tinei Cient o1 J] &4 Sort Descending Company Limited By Shares M. Jerry Booker 020 85437654 sales@Burnels.co.uk Laurence 3 Pyzer
me Manager
g clent U1l ) Group By this Column Company Limited By Shares M. Jerry Bulder 01545 456789 sales @batch-bulders.co.uk Roland Royce
\!‘}j Timesheets Client B2G01 Show Group Panel Company Limited By Guarantee. Prof. Ann Penny 06754 654032 sales @Braintree-Zoo. co.uk. Laurence J Pyzer
LJ Expenses Client Cs01 Company Limited By Shares Mr. Brendan Black 00353 1 1235678 sales @Black-Stuff.ie Liam Murphy
TR 5 oo ot
@8 client & Contact Database [Cient__Joc01 | | [rarsshi
Client. oncoff & Column Chooser Sole Trader 03756 017510 info@DothetConsuitancy.co.uk. Robert MMansfield
@ Joss Clent  DOCO e G T Sole Trader 020 85645987 info@Care-Surgery.co.uk Robert MMansfield
o Client EADL Individual 01254 345876
. o ’
ORIV Deskiop | cent a0z )| % Switch on Filter Incividual 01453 346532
Client 801 | % Clear Filte Company Limited By Shares Mr. Fred Wadd 03456 345672 sales @essex-bricks. co.uk Laurence J Pyzer
My Communications Client ESTO1] - - @ Partnership Mr. Geoff Eastman 020 82347654 info @eastman's-estate.co.uk Robert M Mansfield
clent  FLTOL| erzentaibines - On Company Limited By Guarantee M. Ben Brown 020 87230765 info@fats.co.uk Laurence J Pyzer
Document Management: Vertical Lines - Off
Cient  GARD Company Limited By Shares Mr. Peter Eastman 01545 564321 info @park-garden-centres. co.uk Laurence J Pyzer
Deadine Management Client GATO1f §= Best Fit (this column) Company Limited By Shares Mr. Jack Murphy 020 76545678 sales @gatsbyantiques.com Liam Murphy
w— Client 6101 | 57 Best Fit (all columns) Company Limited By Shares Mrs. Verity Rich 06986 673451 sales@GuildfordJewellers.co.uk. Laurence ] Pyzer
e Cient  HFADY nultfl.. Company Limited By Shares Mr. Toka Cutt 05076 439765 info@harlon-fa.co.uk Roland Royce
Dashboards Cient 0L (=i EREEES Individucl 03456 459845 Jamestiamilton @aol. com Robert MMansfield
Client 1501 Mr. Jeremy Sterling Individual 020 76465870 Robert M Mansfield
poiacfinw Management. Cient KDDL Keg Inns Limited Company Limited By Shares M. Jolie Weinman 020 76340912 sales@eginns, co.uk Laurence J Pyzer
— P | s i Tnetrinn. Snla Trarar nease a73acn [ —— )
Fees Ledoer Database Summ Lmy Entity Type Client by Entity Chart Client by Partner
Active Clients 7 | Company Linited By Shares Clare Rimmer 3
N W CLS56% M OTHE%
Purchase Ledger Closed Clients 0 | Company Limited By Guarantee macrm Laurence J Pyzer %
Partnership o Liam Murphy 4
Bank and Cash WP 4%
Contacts 8 Limited Liability Par tnership ST 10% Robert M Mansfield 2
Nominal Ledger Prospects S | Sole Trader miz Roland Royce s
Sub-Contacts 141 | Individual T None 18
Trust

82Records

success built on

service



FILTERS

Another way of finding information is by using a ‘Filter’. To switch on a filter, right click on the column field that you wish to
filter. For example, in Figure 13, we wish to filter the Business Type. When the drop down list appears, select ‘Switch on Filter’
from the list.

. . 0 e sl e,

p

Theme
: & o AL EF
Client & Contact Database

=g Gl 0000

= my Diary Type Code Name: i Entity Type Business Type " - Partner
2} Sort Ascending
&y Tasks Client ABCO03  ABCLimited Company Limited By Shares T —.
@ Tmem Client ANTO1 Antiques (Universal) Limited Company Limited By Shares Ay ortHescending Laurence 1 Pyzer
ime Manager
m BUIDL Batch Builders Limited Company Limited By Shares & Group By this Column
(] Tmesheets Client BZGOL Braintres Zoological Gardens Company Limited By Guarantes Zoological Gardens Show Group Panel Larence  Pyzer
£ Expenses Client BKO1 Burnells Bookselers Limited Company Limited By Shares Bookseller : 37654 Laurence ] Pyzer
Client TRTO1 Charitable Trustees Trust Charity R Remove this Column 679543 Roland Royce
@ Cient & Contact Database & Column Ch
Client DOD1 Do it yourself Parternship Partnership SO iz .
@ b || client DNCO1 Dat Net Consultancy Sole Trader P e 017510 Rabert M Mansfield
2 Client SMo1 Dr M Simmons Consulting Sole Trader Doctor 349 Robert M Mansfield
e G o
| CRIVE Deskton || clent ESTOL Eastman's Estate Agency Partnership Estate Agent # Switch on Filter 7654 Robert M Mansfield
Client 801 Essex Bricks Company Limited Company Limited By Shares Manufacturer (other) 5672 Laurence J Pyzer
e sicntios Client FLTOL Fiats Limited Company Limited By Guarantes Resident Assodation N— ) 75 Laurence J Pyzer
Boaument Management Client GATO1 Gatsby Antiques Limited Company Limited By Shares Vertical Lines - Off 545678 Liam Murphy
Client 601 Guildford Jewellers Company Limited By Shares Jeweller 73451 Laurence J Pyzer
Deadine Management Client HEADL Harlow Financial Advisers (ABC Consulting) Limited Company Limited By Shares Finandial Adviser i Best it (this column) #3765 Roland Royce
— Client K101 Keg Inns Limited Company Limited By Shares Public House #4 BestFit (all columns) B40912 Laurence J Pyzer
ar
! Client LPOL Large Structural Design Partnership Limited Liability Partnership Architect —— 39401 Robert M Mansfield
eset Grid Settings
Dashboards Client Lo Leon Driving Instruction Sole Trader Driving Instructor 2 73452 Robert M Mansfield
Client [ Louis’s Sandwich Bar Limited Company Limited By Shares Sandwich Bar M. Louis Oniassis 05934 045723 Laurence J Pyzer
s ix agement, Client MMOL Vidiands Manufacturing Company Limited Company Limited By Shares Manufacturer (other) Mr. Anthony Brunel 021 34764543 Clare Rimmer
v
— | et mans Wiltnn nncte Limitad ez Limitad By Gharss. St Shon MeDard Darmbrs: a7 sasan | v ranca 1 Dvzer )
Fees Ledger Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 78 | Company Limited By Shares 4 s - Clare Rimmer 3
W CL558% I OTH 6%
Purchase Ledger Closed Clients 0 | Company Limited By Guarantee 6 a6 P Laurence ] Pyzer 2
— Partnership 4P - F A% Liam Murphy 4
e on imited Liability Partnership B ST 10% ober! ansfiel
Contacts 8 | Limited Liabilty Partershi 2 oM Robert M Mansfield 2
Nominal Ledger Prospects 5 | Sole Trader 9 ST W 112% Roland Royee 9
Sub-Contacts 141 | Individual 0 1 T None 13
Trust 3T -
8 Laurence 1 Pyzer LIP] s logged into Database : Drive_Newdemo20101 v2.126  B82Records 05/10/2011 08:46:46 : [F]

Figure 13
After clicking the ‘Switch on Filter’ option, a drop down arrow is added to the field header of the Business Type column (circled),
as shown in Figure 14 and you will get a list of business types to filter by.

PP

[&] My Diary Type Code Name i Entity Type Business Ty Partner
B My Tasks Client ABCOD3  ABCLimited Company Limited By Shares E:Z";)
@ T Maroger Client Antiques (Universal) Limited Company Limited By Shares {on blarks) ) Laurence ] Pyzer
ch Builders Limits Actor d
(] Timesheets Cient Braintree Zoological Gardens Campany Limited By Guarantee Zoalogical Gardens Architect Laurence J Pyzer
ZH Expenses Client Burnells Booksellers Limited Company Limited By Shares Bookseler Baker Laurence ] Pyzer
B Gmrn Client Charitable Trustees Trust Charity Bookseller Roland Royce
Cient Do it yourself Parternship Partnership [Buder
@ obs . | clent Dot et Consultancy Sole Trader Charity Robert M Mansfield
a Clent Dr M Simmons Consuiing Sole Trader Doctar (Crincse Catering Robert M Mansfield
 DRIVE Deskion | ent Eastman's Estate Agency Partnership Estate Agent E':r::: shep Robert M Mansfield
Client Essex Bricks Company Limited Company Limited By Shares Manufacturer (othes Boctor Laurence ] Pyzer
My Communications Client Flats Limited Company Limited By Guarantee Resident Assodatio Driving Instructor Laurence J Pyzer
T —— Client Gatsby Antiques Limited Company Limited By Shares Estate Agent Liam Murphy
Client Guildford Jewellers Company Limited By Shares Jeweller Financial Adviser Laurence J Pyzer
Deadline Management Client Harlow Financial Advisers (ABC Consulting) Limited Company Limited By Shares Financial Adviser Garden Centre Roland Royce
Client Keg Inns Limited Company Limited By Shares Public House: Grocer Ho12 Laurence J Pyzer
Marketing Client Large Structural Design Partnership Limited Liabiity Partnership Architect Hairdresser Robert M Mansfield
Dashboards Client Leon Driving Instruction Sole Trader Driving Instructor Robert M Mansfield
Client Louis's Sandwich Bar Limited Company Limited By Shares Sandwich Bar Laurence ] Pyzer
Workfiow Management Client Midlands Manufacturing Company Limited Company Limited By Shares Manufacturer (other) Clare Rimmer
WIP Ledger Fliant. Miltnn Snarcte Limitad Fomnam: itad Fa Sharae Snarte Shan Me_Daiil Damhur: N=727 54R07N L anrance 1 0uzar hd !
Fees Ledger Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 78 | Company Limited By Shares 4 s - Clare Rimmer 3
= - W LS 58% o OTH 6%
Purchase Ledger Closed Clisnts 0 | Company Limited By Guarantse 6 a6 W oo Laurence  Pyzer %
—— P.av.mersrup. 4F - Liam Murphy 4
Contacts 8 | Limited Liabilty Partnership 2 o ST 10% Robert M Mansfield 2
Nominal Ledger Prospects 5 | Sole Trader 9 ST L EF Roland Royce 9
Sub-Contacts 141 | Individual 01 W 7% None 18
Trust 3T -
8 Laurence 3Pyzer [LIP] is logged into Database : Drive_Newdemo20101 v2126  82Records 05/10/2011 0 3

Figure 14

11 |Page success built on service



FIELD/COLUMN CHOOSER

This option allows you to specify which columns appear on the main window. In Figure 15, we can see that six columns are in
view i.e. Code, File As, Phone, Mobile, Entity Type and Type. If you want the client’s business type to be displayed in Client &
Contact window, right click on the field heading and the following screen appears.

RIVE Desktop

Client & Contact Database

&) my Diary b Cod N i Entity T, g . Ph Partr
= e ode ame . ity Type 8] Sort Ascending one artner
B My Tasks Client ABCOO3  ABC Limited Company Liited By Shares 2| Sort Descending
@ tem Client ANTOL Antiques (Universal) Limited Company Linited By Shares 020 76544567 Laurence ] Pyzer
me Manager i
g Batch Builders Limited & Group By this Column Roland Royce:
(& Tmeshests Client B2G01 Braintree Zoological Gardens Company Liited By Guarantee . 06754 654032 Laurence J Pyzer
3 Expenses Client BKOL Burnells Booksellers Limited Company Limited By Shares 020 85437654 Laurence ] Pyzer
3 Client & Contact Database Client TRTD1 Charitable Trustees Trust 020 85679543 Roland Royee
Client D00t Do it yourself Parternship Partnership
@ 3obs . ||cient DNCO1 Dot Net Consultancy Sole Trader Auto-width Columns - OFf 03756 017510 Robert M Mansfiekd
a Client Mot Dr M Simmons Consulting Sole Trader 04305 653438 Robert M Mansfield
Client ESTOL Eastman's Estate A Partnersh W S G A 020 82347654 Robert M Mansfield
[T— | cien astman's Estate Agency ar tnership obert M Mansfie
Client EBO0L Essex Bricks Company Limited Company Limited By Shares 03456 345672 Laurence ] Pyzer
My Communications Client FLTOL Flats Limited Company Liited By Guarantee Herizontal Lines - On 020 87230765 Laurence JPyzer
T Client GATOL Gatsby Antiques Limited Company Limited By Shares Vertical Lines - OF 020 76545678 Liam Murphy
Client 6101 Guildford Jewelers Company Linited By Shares Jenele 06986 673451 Laurence 1 Pyzer
Deadiine Management. Client HFAOL Harlow Finandial Advisers (ABC Consulting) Limited Company Limited By Shares Financii #4 Best Fit (this column) 05076 438765 Roland Royce
— Client ko1 Keg Inns Limited Company Limited By Shares PublicH #4 Best Fit (all columns) &n 020 76340912 Laurence J Pyzer
arketing -
Client LLPOL Large Structural Design Partnership Limited Liability Partnership Archite; Reset Grid Settings Fv 020 86733401 Robert M Mansfield
meT— Client Dot Leon Driving Instruction Sole Trader Driving srwaecs 06455 873452 Robert M Mansfiekd
Client L5801 Louis's Sandwich Bar Limited Company Limited By Shares Sandich Bar Mr. Louis Crassis 05934 045723 Laurence ] Pyzer
Warkfiow Management Client MMOL Midlands Marufacturing Company Limit=d Company Limited By Shares Manufacturer (other) Mr. Anthony Brumel 021 34764543 Clare Rimmer
— lont. men Mt Snvte initart o iter B Shares Cnnrte S Mo Dm0 D na7rs casomn i )
— Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clents 78 | Company Limited By Shares @ s - Clare Rimmer 3
: ; W CLSEE% (. OTH 6%
Purchase Ledger Closed Clients 0 | CompanyLimited By Guarantee 6 clG Lo 7 Laurence 1 Pyzer %
Partnershi 4P o Liam Mury 4
Bankand Cash ° i il
Contacts 8 Limited Liability Partnership 2 OTH W ST LO%: Robert M Mansfield 2
Nominal Ledger Prospects 5 | Sole Trader 5 ST ™% Roland Royce ]
Sub-Contacts 141 | Indvidual 10 1 T None 8
Trust 3T -

82 Records

Figure 15
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Figure 16

Select ‘Year End in the ‘Available Columns’ box and then click ‘Add’. The ‘Year End” now appears in the ‘Show these columns in
this order’ box as shown in Figure 17 below.
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Figure 17

Now click OK and the ‘Year End column is added (circled) to the Client & Contact window as shown in Figure 18 below.
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Client D001 Da it yourself Parternship Partnership .
@ b5 Client DNCO1  DotMNetConsultancy Sole Trader 03756 017510 RobertMMansfield  Apr 30
a Client sMo1 Dr M Simmans Consulting Sole Trader Doctor 04905 653498 RobertMMansfield  Apr 30
| DRIVE Deskiop Client ESTOL Eastman's Estate Agency Partnership Estate Agent Mr. Geoff Eastman 020 82347654 RobertMMansfield  Dec 31
Client EB01 Essex Bricks Company Limited Company Limited By Shares Manufacturer (other) Mr. Fred Wadd 03456 345672 Laurence 1 Pyzer Dec31
My Communications Client FLTOL Flats Limited Company Limited By Guarantee Resident Assodiation Mr. Ben Brown 020 57230765 Laurence ] Pyzer Dec 31
R Client GATO1 Gatshy Antiques Limited Company Limited By Shares Mr. Jack Murphy 020 76545678 Liam Murphy Dec 31
Client 601 Guildford Jewellers Company Limited By Shares Jeweller Mrs. Verity Rich 06986 673451 Laurence 1 Pyzer Mar 31
Deadine Management Client HFAD1  Harlow Financial Advisers (ABC Consulting) L... Company Limited By Shares Financial Adviser Mr. Taka Cutt 05075 439765 Roland Royee Dec 31
Client k101 Keg Inns Limited Company Limited By Shares Public House Mr. Joliie Weinman 020 76340912 Laurence 1 Pyzer Mar 31
pleskeiing Client LLPOL Large Structural Design Partnership Limited Liability Partnership Architect Lord Derek Foster 020 86739401 RobertMMansfield  Apr 30
Dashboards Client D01 Leon Driving Instruction Sole Trader Driving Instructor 06456 873452 RobertMMansfield  Apr 30
Client LSBO1 Louis's Sandwich Bar Limited Company Limited By Shares Sanduwich Bar Mr. Lovis Onassis 05934 045723 Laurence 1 Pyzer Mar 31
Workflow Management Client MMO1 Midlands Manufacturing Company Limited Company Limited By Shares Manufacturer (other) Mr. Anthony Brunel 02134764543 Clare Rimmer Dec31
— Cliert mant Miltor Srarte Limiter Compam: Limitad By Sharas Snnrte Shon Me_Daud Dy na7o2 sazaan Lairance 1Dveer Mar 21 !
— Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 78 | Company Limited By Shares 48 as - Clare Rimmer 3
W C1556% B OTHE%
Purchase Ledger Closed Clients 0 | Company Limited By Guarantee & a6 bty Laurence 1Pyzer %
— Partnership 4P - Liam Murphy 4
Cantacts 8 | Limited Liabiity Partnership 2 oM ™ ST 0% Robert M Mansfield z
Hominal Ledger Prospects 5 | SoleTrader 9 5T 1 Roland Royee 3
Sub-Contacts 141 | Individual w1 W7 3% Nene 8
8 Laurence JPyzer [LIP] is logged into Datab 82Records 05/10/2011 08:55:55 Duration : 16:38:57 [

Figure 18
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GROUPING

This option allows you to specify data you want by grouping the data into categories. For example, we want to group clients by
their ‘Business Type’. To do this, right click on the field header “Business Type” and choose “Group by this column” from the
drop down list that appears as shown in Figure 19.

o v 21 . |

B UEE NS [ BLIE
Client & Contact Database

[& My Diary Type Code Name A Entity Type Phone Partner YearEnd [l
B My Tasks Clent  ABCOD3  ABC Limited Company Limited By Shares
@ Tinen ANTO1 Antiques (Universal) Limited Company Limited By Shares e [020 6544567
me Manager
& Client BUIOL Batch Builders Limited Company Limited By Shares 455783 Roland Royce Dec 31
& mesheets Client 82601 Braintree Zoological Gardens Campany Limited By Guarantee Show Group Panel 0674 554032 Laurence J Pyzer Jun 30
ZJ Expenses Clent  BKDL Burnels Bookselers Limited Company Limited By Shares S o 020 5437654 Laurence J Pyzer Dec 31
emove this Column
o)
ﬂ Client & Contact Database Client TRTO1 Charitable Trustees Trust m 543 Roland Royee Apr 30
Cent D001 Do it yourself Partermship Partnership
@ b _ ||cent  oncot  DotNetConsutancy Sole Trader Auto-width Columns - OF 03756 017510 RobertMMansfield  Apr 30
a Clent  sMD1 Or M Simmens Consuting Sole Trader Doctor % swi 04505 653438 RobertMMansfield  Apr 30
| DRIVE Deskiop [ cient  Estor Eastman'sEstate Agency Partnership Estate Agent Switch off Filter 02082347554 RobertMMansfield  Dec 31
Clent  EB0L Essex Bricks Company Linited Company Limited By Shares Manufacturer - - 03456 345672 Laurence J Pyzer Dec31
My Communications Client. FLTO1 Flats Limited Company Limited By Guarantee Resident Asso M ls- @ 020 87230765 Laurence 1 Pyzer Dec 31
T client GATOl  Gatshy Antiques Limited Company Limited By Shares Vertical Lines - Off 020 75545678 Liam Murphy Dec 31
Cient @01 Guildford Jewelers Company Limited By Shares Jeneler 06985 673451 Laurence J Pyzer Mar 31
Deadiine Managsment Client HFAD!  Harlow Finandial Advisers (ABC Consuiting) L... Comparty Limited By Shares Financial Advis| - Best Fit (this column) 05076 439765 Roland Royce Dec 31
— Client K101 Keg Inns Limited Company Limited By Shares Public House | F Best Fit (all celumns) 020 76340912 Laurence 1Pyzer Mar 31
=
- Client LLPO1 Large Structural Design Partnership Limited Liability Partnership Architect Reset Grid Settings 020 85739401 Robert M Mansfield Apr 30
Dashboards Clent D01 Leon Driving Instruction Sole Trader Driving Instru 06456 873452 RobertMMansfield  Apr 30
Clent 15801 Louis's Sandwich Bar Limited Company Limited By Shares Sanduich Bar M. Louis Onassis 05534045723 Laurence J Pyzer Mar 31
Warkfiow Management Client MMO1 Midlands Manufacturing Company Limited Company Limited By Shares Manufacturer (other) Mr. Anthony Brunel 021 34754543 Clare Rimmer Dec31
WP Ledger Fhiant. mMant Miltan Snarte imitad Fomnan |imitad R Sharee Snacte Than Me_Daiil Damhiir: NR7I EA50IN I airance 1Dw=ar Mar 21 br
]
—— Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 78 | CompanyLimited By Shares 48 s - - s omHg | Core Rimmer 3
Purchase Ledger Closed Clients 0 | Company Limited By Guarantee 6 Cl6 e i ° Laurence ] Pyzer 2%
—— Partnership 4P 4o Liam Murphy 4
nk and Ca
Contacts 8 | Limited Liabiity Partnership 2 o™ ST 0% Robert M Mansfield 2
MNorminal Lecger Prospects 5 | Sole Trader 9 sT W% Roland Royce 9
Sub-Contacts 141 | Individual 01 T None 18
Trust 3T ~
8 Leurence 2 Pyzer [LIP] s logged into Database : Drive_Newdemo20101 V2125  82Recorcs 05/10/201108:58:29 Duration: 16:41:32 (]
L o L s =

Figure 19
After selecting Group by this column, the following screen appears. It groups the “Business Types” of all the Clients & Contacts
as shown in Figure 20.

© e err 25 .

| LI ol S @ B L e @ 30 B3 O @ @O
Client & Contact Database

[& My Diary

[ My Tasks
(@ Tme mansger Code Partner Year End
I# Business Type: Sandwich Bar
(] Tmesheets
Business Type: Roofer
9 Expenses ) Business Type: Restaurant
@ Client & Contact Database ype:
@ Jobs
Client  KI01 Keg Inns Limited Company Limited By Shares r, Jolie Weinman 020 76340912 Laurence JPyzer
a
Client cso1 The Black Stuff Limited Company Limited By Shares Mr. Brendan Black 00353 1 1235678 Lizm Murphy Dec 31
| DRIVE Desktop- || [ Business Type: Proj Investment

1= Business Type: Profession (other)
| I Business Type: Printer

Document Management () Business Type: Pet Shop

(4 Business Type: Optician

(4 Business Type: Nursing Homes

My Communications

Deadine Management

—— 12 Business Type: Nursing Agency
12 Business Type: Manufacturer (other)
Dashboards = Business Type: Jeweller

I+ Business Type: IT Consultant
[ Business Type: Insurance Broker

Workflow Management.

WIP Ledger — 1l
— Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 78 | Company Limited By Shares 48 s - Clare Rimmer 3
W CLS58% OTH 6%
Purchase Ledger Closed Clients o Company Limited By Guarantee 6 CLG ™ LG 7% Laurence 1 Pyzer %6
Partnershi 4P o Liam Murph 4
Bank and Cash ? WP 4% o
Contacts 8 | Limited Liabiity Partnership 2 om ST 0% Robert M Mansfield 2
Nominal Ledger Prospects 5 | SoleTrader 9 5T - 112% Roland Royce 9
| Sub-Contacts 141 | Indvidual 01 W T3% Nene 18
Trust 3T -

Figure 20
To switch off this grouping option, just drag the “Business Type” button back onto the field toolbar.
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CLIENT & CONTACT DATABASE

The Client & Contact Database is a central and fundamental part of the DRIVE system. It is where all of your client information is
viewed and maintained. All of the contact and sub contacts are added here. Account information as well as extra information is
also held under this section.

The Job structure which your firm assigns will also be maintained under this section of the program. It is vital that you are totally
conversant with this section of DRIVE.

CLIENT, CONTACT & PROSPECTS

From the Text Menu, View Option, choose Clients or from the Navigation Bar, choose DRIVE Desktop and then choose Client &
Contact Database. The Client & Contact browse appears.

SRR U &N EZBUEF—18d0e 10000

" DRIVE Desktop

Figure 21
To change from the Client list to the Contact or Prospect list, click the dropdown as shown in the Figure 22.

& My Diary
Fnd | | fooFna
[ My Tasks
@ Time Manager earch Al Fieids [1search Anywhere in Field Search Sub Contacts
& Tmesheets Type Code name Entity Type Contact phone Emal Partner
3 Eerses I
Clent  ANTOL  Antiques (Universal) Limited ‘Company Limited By Shares V. Jack Stubbs 020 76544567 o Laurence J Pyzer
@ client & Contact Database . _
Clent  BUID  Batch Bulders Limited Company Linited By Shares M. Jerry Buiider 01545 456739 sales Gbatch-builders.co.uk Roland Royce
@ obs Cient 82601 Braintree Zoological Gardens Company Limited By Guarantee  Prof. Ann Penny 06754 654032 sales @Brantree-Zoo.co.uk Laurence JPyzer
a T llcient k0L Burnells Booksellers Limited Company Linited By Shares V. Jerry Booker 020 85437654 sales @Bumells. co.uk Laurence J Pyzer
Cient  TRTOL  Charitable Trustees Trust Vs, Judith Goodkind 020 85679543 info@charitable-trustees, o uk Roland Royce
| DRIVE Deskiop 1 "
Clent D001 Do it yourself Parternship Partnership .
My Gommunications Cient  DNCO1  DotNetConsultancy Sole Trader 03756 017510 info@DothietConsuitancy .co.uk Robert M Mansfieid
Clent  sMO1 Or M Simmons Consulting Sole Trader 04305 653438 info@Simmons-Consulting.co.uk Robert M Mansfieid
Document Management . .
Clent  ESTO1  Eastman's Estate Agency Parmership V. Geoff Eastman 020 82347654 info@eastman's-estate.co.uk Robert M Mansfieid
T — Clent  EBDL Essex Bricks Company Linited Company Linited By Shares M. Fred Wadd 03456 345672 sales Gessex-bricks. co.uk. Laurence J Pyzer
Clent  FLTO1  Flats Limited Company Limited By Guarantee M, Ben Brown 020 87230765 info@fiats.co.uk Laurence JPyzer
Marketing Client GATOL Gatsby Antiques Limited Company Limited By Shares Mr. Jack Murphy 020 76545673 sales @gatsbyantiques.com Liam Murphy
Dashboards Cient  GI0L Guidford Jewelers Company Limited By Shares Mrs, Verity Rich 06986 673451 sales @Guidfordenelers.co.uk Laurence JPyzer
Clent  HFADL  Harlow Financial Advisers (ABC Consultin... Company Limited By Shares M. Taka Cutt 05075 438755 info@harlow-fa.co.uk Roland Royce
Workfiow Management Client KI01 Keg Ins Limited Company Limited By Shares M. Jollie Weinman 020 76340912 sales@Keglnns.co.uk Laurence 1 Pyzer
— Client Large Structural Design Partnership Limited Lisbilty Partnership Lord Derek Foster 020 86738401 infolarge-structural.co.uk Robert M Mansfieid
edger
— Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 78 | Company Limited By Shares ) Clare Rimmer 3
LS 5E% e OTHE%
Purchase Ledger Closed Clients 0 | Company Limited By Guarantee 6 frgphed Laurence ] Pyzer %
Partnershi 4 o Liam Mur 4
Bank and Cash N il e
Contacts 8 | Limited Lisbilty Partership 2 ST 0% Robert M Mansfield 2
Nominal Ledger Prospects 5 | Sole Trader s e Roland Royce E
Sub-Contacts 141 | Indwidual 10 T None 8
Trust 3

82 Records

04/10/201104:29:02

Duration : 00:12:

[& My Diary
find | |
[ My Tasks
@ Time Mansger arch All Fields [¥] Search Anywhere in Field [¥] Search Sub Contacts
(] Tmesheets Name A Entity Type Business Type Contact Fhone Partner Year End [l
2§ Expenses =
Client ANTO1 Antiques (Universal) Limited Company Limited By Shares Mr. Jack Stubbs 020 75544567 Laurence JPyzer Dec 31
@k Client & Contact Database
Client BUIO1 Batch Buiders Linited Company Limited By Shares Buiider Mr. Jerry Buider 01545 456789 Raland Royce Dec31
@ 1obs Client BZG01  Braintres Zoclogical Gardens Company Limited By Guarantee Zoological Gardens Frof. Ann Penny 06754654032 Laurence ] Pyzer Jun 30
a 7 || clent BKOL Burnells Booksellrs Limited Company Limited By Shares Bookseller M. Jerry Booker 020 85437654 Laurence 1 Pyzer Dec3i
Client TRTOL Charitable Trustees Trust Charity Mrs. Judith Goodkind 020 85679543 Roland Royce Apr 30
| DRIVE Desktop 4
Client DO Do it yourse!f Parternship Partnership .
My Communications Client DNCO1  DotMet Consultancy Sole Trader 03756 017510 RobertM Mansfield  Apr 30
Client M1 Dr M Simmons Consulting Sole Trader Doctor 04305 653498 RobertM Mansfield  Apr 30
Document Management .
Client ESTO1 Eastman's Estate Agency Partnership Estate Agent Mr. Geoff Eastman 020 82347654 Robert M Mansfield Dec 31
Deadine Management Client EBOL Essex Bricks Company Limited Company Limited By Shares Manufacturer (ather) Mr. Fred Wadd 03456 345672 Laurence ] Pyzer Dec 31
Client FLT01 Flats Limited Company Limited By Guarantee Resident Association Mr. Ben Brown 02087230765 Laurence ] Pyzer Dec3t
Marketing Client GATOL Gatsby Antiques Limited Company Limited By Shares Mr. Jack Murphy 020 76545678 Liam Murphy Dec 31
Dachboards Client Gt Guildford Jewellers Company Limited By Shares Jeweler Mrs, Verity Rich 06986 673451 Laurence 1 Pyzer Mar 31
Client HFADL Harlow Finandal Advisers (ABC Consulting) L... Company Limited By Shares Finandal Adviser Mr. Taka Cutt 05076 439765 Roland Royee Dec 31
Workfiow Management Client Ki01 Keg Inns Limited Company Limited By Shares Fublic House M. Jolie Weinman 020 76340912 Laurence ] Pyzer Mar 31
— Client LPOL Large Structural Desian Partnership Limited Lisbiity Partnership Architect Lord Derek Foster 020 86733401 RobertM Mansfild  Aor 30 =
edger 1
—— Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Ciients 78 | Company Limited By Shares 4 s - Clare Rimmer 3
W CLSEE%  OTHEW
Purchase Ledger Closed Cients 0 | Company Limited By Guarantes 6 OG I Lo 7 Laurence 1Pyzer 2%
Partnershi 4P o Lizm Mury 4
Bank and Cash P % i
Contacts 8 Limited Liability Partnership 2 OH W ST L0% Robert M Mansfield 22
Nominal Ledger Prospects 5 | SoleTrader 9 st 1% Roland Royee s
Sub-Contacts 141 | Individual w1 T Naone 18
Trust 3T -
8 Laurence JPyzer [LIP] is logged into Database : Drive_Newdemo20101 v2126  82Records 05/10/2011 09:08:21 Duration : 16:51:24 [
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GENERAL INFORMATION TAB

To create a new client, click the new button as outlined earlier and the add screen appears. The add screen has a number of tabs

with various sections of information; simply click each tab to see what is contained.

General

= ClientfProsped

Phone

-

Send E-Mails

L JETD]L

= Entity Type |Company Limited By Shares - ‘ Mobile
= Client Code Fax
Other Ref. [ | E-Mail
Company No. l:l VAT No l:l web
CTRef. [ ] emmrer [ ] <l
= dneelFT | | Contact 1
File As | . | Position
Name [ | Contact 2
et | g Position
— Addn
Business B ZUIJJ
ampaian
Referred By
Town/Ci [ - Original Partner
Take On Date
County [ -]
Post Code [ ‘ Type
Country | - ‘ Year-End

Annual Return Date

[ -
l:l (in dd/mm format)
l:l (in dd/mm format)

Figure 23

Below we will give an overview of the type of information contained on each of these Tabs. The General Tab contains basic
standing data on the client such as client code, name, address, contacts details etc. All the information contained in these tabs
can also be accessed through the client shortcut menus at the top of the Client and Contact database. The following screen will
show you how to access the Fees/ Debtors Ledger of a client. If we click on this button, this will produce the same result as if you

had selected the Fees Ledger Tab on the add/edit screen.

Marketing

DRIVE Desktop Client & Contact Database

JEE=_gdsii 0000

Figure 24
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success

[& my Diary
find | | o
[ My Tasks
C 5 & Clear
@ Tme Manager Search Al Fields Search AnynhercRgFiekd search b Contacts | |
(@] Tmesheets Name Business Type Contact. Phone Partner YearEnd [l
3 Boenses i I
Giient ANTO1  Antiques (Universal) Limited Company Limited By Shares M, Jack Stubbs 020 7854567 Laurence ] Pyzer Dec 31
@ Client & Contact Database . _ .
Client BUIDL  Batch Bulders Limited Company Linited By Shares Builder M. Jerry Buider 01545 456733 Roland Royce Dec 31
& Jobs Gient B2G01  Braintree Zoological Gardens Company Linited By Guarantee Zoological Gardens Prof, Ann Penny 06754654032 Laurence ] Pyzer un 30
a Cient BKOL Burnells Booksellers Limited Company Limited By Shares Bagkseler Mr. Jerry Booker 020 85437654 Laurence J Pyzer Dec 31
ornie e | et TRT01  Charitable Trustees Trust Charity Mrs. Judith Goodkind 020 85679543 Roland Royce Apr 30
Cient D001 Doit yourself Parternship Partnership o
My Communications Client DNEDI Dot Net Consultancy Sole Trader 03756 017510 RobertMMansfield  Apr 30
Giient SMO1 Dr M Simmens Consuiting Sole Trader Doctor 04905 653498 RobertMMansfield  Apr 30
jaament Managemeri: Client: EsTO1 Eastman's Estate Agency Partnership Estate Agent Mr. Geoff Eastman 020 82347654 RobertMMansfield  Dec 31
R Gient E801 Essex Bricks Company Limited Company Linited By Shares Manufacturer {other) M. Fred Wadd 03456 345672 Laurence J Pyzer Dec31
Cient FLTOL  Flats Limited Company Limited By Guarantee Resident Assodiztion . Ben Brown 020 87230765 Laurence ] Pyzer Dec 31
Marketing Cient GATO1  Gatsby Antiques Linited Company Linited By Shares Mr. Jack Murphy 020 76545678 Liam Murphy Dec31
Dashboords Cient (S Guidford Jenelers Company Limited By Shares Jeweler s, Verity Rich 06986 673451 Laurence J Pyzer Mar 31
Client HFAO1  Harlow Financial Advisers (ABC Consulting) L... Company Limited By Shares Finandial Adviser M. Taka Cutt 05076 439765 Roland Royce Dec 31
Workflow Management. Client K1 Keg Inns Limited Company Limited By Shares Public House: M, Jolie Weinman 020 75340912 Laurence J Pyzer Mar 31
— Client upoi Large Structural Design Partnership Limited Liabiity Partnership Architect Lord Derek Foster 020 86733401 Robert MMansfield  Apr 30 =
edger ]
— Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 73 | Company Linited By Shares 4 as - Clare Rimmer 3
W CL556% B OTH 6%
Purchase Ledger Closed Clients 0 | Company Linited By Guarantee 6 cG = L7 Laurence 1 Pyzer S
Partersh 4P o Liam Mur 4
Bank and Cash o WP 4% i
Contacts 3 | Limited Liabilty Partnership 2 oM ST 0% Robert M Mansfield 2
Nominal Ledger Prospects 5 | Sole Trader 9 5T ™% Roland Royce 9
Sub-Contacts 191 | Indiiduzl 01 T T3% None 15
Trust 3T -
Laurence ] Pyzer [LIP] is logged into Database : Drive_Nendemo20101 82Records 05/10/20110%
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PRACTICE TAB

The Practice Tab displays the Billing defaults, Fees and WIP limits, Practice hierarchy e.g. Partners, Managers, Lead Staff and the
services used by this client.

| &) Edit Client Details - Flats Limite

— e

‘UUU]. Fees - | Office ‘London - |
Default VAT Rate Department [ it -]
Currency [cBPPound stering |
Credit Terms [standard Terms - Partner [P Lawrence 1pyzer -1&
Settlement Days Manager [56 Stuart Bailey -1
Settlement Discount (%) Lead Staff [T Timathy Taylor -“;

WIP Discount (%} ‘SQBndard Discount 5%

Statement Message

Services Used

siness Development Services

ompany Secretarial
rate Finance
Corparation Tax
Final Accounts

Fees Limit * Account Status [active -|
Fees Budaet [ 000 | -] Reason [ |
FeesProvision [ 000 | -] Set By [ -
G pa— \ |
WIP Budget ‘ 0.00] | -] Confirm Password | |
WIP Provision [ 0.00] | -

OTHER INFORMATION TAB

The Other Information Tab displays additional fields of information that you can setup yourself about the client. As you can see
from Figure 26, many extra fields have been set up for this client Flats Limited e.g. Pipeline and Take-On Management,
Promotions etc. It is important you consider any additional fields before you set them up. The system does not come with any

defined extra detail fields.

17 |Page

) Edit Client Details - Flats Limited

Figure 25

Communications Contacts WIP Ledger

— Category

Category

Pipeline and Take-On Management

Has source of enquiry
been recorded?

Reasons for changing
accountants

Has the client written
to the incumbent?
Letter to incumbent on
appointment?

Prospact’sIssues

Have services required
been recorded?

Has basis of charging
been notified?

Risk of dient take-on
assessed?

Has MLRinformation
been requested?

Has MLR evidence
been filed?

Is PII adequate for this[
client take-on?

)

Issued
Receipt of signed
Letter of Engagement?

Conversionto Client

m

RessonforNon- [

Conversion

Possible Objections I

Has value of work
been agreed?

Method ofBilling |

Figure 26
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JOBS TAB

The Jobs Tab displays all the jobs that you do for a client. As we can see from Figure 27, for this client jobs for Audit and

Corporate Tax have been defined.

| ) Edit Client Details - Flats Limi

Department Manager
lor jon it Stuart Balley
Bookkeeping Bookkeeping  London Laurence J Audit Stuart Bailey
Corporate Tax Corporate T... London Roland Royce  Corporate Tax  Harry Pointer
Personal Ta Personal Ta... London RobertMMa... PersonalTax  Susan Edwards

WIP Balance Fees Balance
0.00
0.00 0.00
0.00 0.00
544,25 850,00/

Figure 27

COMMUNICATIONS TAB

The Communications Tab displays all the communications associated with this client. For example, as we can see from Figure 28,
all client emails, memo’s, phone calls and documents are all stored in a centralised database, available to anybody with an
access level. This is a key screen in DRIVE and shows historically every communication with the client.

| ) Edit Client Details - Flats Limited

Lt L -
BT
Other Infc Jobs | Recurring =i

Comm. Type Date
out E-Mal 13/10/2009 12:17 Practice 5

|| [oowner: o709 1518 | ranw vaen

out 8 [ Document 26/07/2009 18:51 Golf Outing 2003
out 8 [ pocument 26/07/2009 18:33 Budget Summary 2003
out 4 2 E-Mai 27/03/2009 09:31 Practice Software

General Practice

ERTITIL 80

Phone
Phone In
Phone Out
Fax
FaxIn
Fax Out
E-Mail
E-Mail In
E-Mail Out
Document
Memos
SMS

Task
Event
Meeting
Scanned-Dac

All Communications

Job Plans Links.

Assign To N
Laurence ] Pyzer
Laurence J Pyzer
Laurence 1 Pyzer

Laurence ] Pyzer

From: Laurence J Pyzer
Subject: IT Training Invitation

IT Training Invitation.doc

. Figure 28

We can filter communications by selecting from the dropdown list of communication types. Red indicates an outstanding

communication. Black bold means an unread communication.
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WIP LEDGER

The WIP Ledger and Fees Ledger show the time and billing elements of the client. The WIP ledger shows the time and expenses
generated against the client as shown in Figure 29. The ledger card shows the date, type of WIP, job code, staff code, WIP values

and displays the overall client WIP balance.

| ©) Edit Client Details - Flats Limited

: :
[=Ey=

Client  FLTO1 Flats Limited

CR I s

Jobs | Recurring Jobs WIP Ledger

WIP Limit
WIP Budget
WIP Provision
WIPYTD

Wb Limit seccedfld
WIP Budget Exceeded
WIP Discount %
WIP Last Year

544.25
544.25
0.00
0.00

Date & Type Bill Mo.
10/02/2008  Time
13/02/2008  Time

18/02/2009  Time

AUD0&
AUDDS

Job

Staff WIP
e e e N =
ALD0S KM

Description Units | Amount | Elled | Unbiled | Balance |
S T
Audit 7.30 213.90 0.00 213.90 230.65
Audit 213.90 50.00 163.90 394,55
Audit Planning 149.70 0.00 149.70 544.25

A000
A000
ADD1L

KM
™

7.30
3.45

| 14020/ s544.25| 544,25 |

WIP Balance
Unpassed WIP
Total WIP

WIP on Draft Bills

FEES LEDGER

Accrued Current Days 60 +Days 90

0.00 544,25

Figure 29

The Fees Ledger displays the bills, receipts, credit notes issued and journals on a client. The ledger card shows the date, type,
doc number, ref number, job code, financial values and displays the overall client Fees balance. You can also open the Word bill
or credit note by clicking on the ‘View Bill/Credit Note’ button as circled in Figure 30.

Client FLT01 Flats Limited

Qutstanding ~ Show Draft Bills/Credit Notes

Communications Contacts

Recurring Jobs

Fees Limit 850.00

19|Page

Fees Budget 0.00 Fees Budget Exceeded 850.00
Fees Provision 0.00 Fees YTD 2,000.00
Settlement Discount % 0.00 Fees Last Year 0.00
Settlement Terms (Days) 0 Credit Terms (Days) 30
Type Doc. No. | Ref. No. Job Code Debit Credit Allocated Outstanding Balance
Bill INVD12 12 ALIDDS 2,350.00 0.00 0.00 2,350.00 2,350.00
| 2,350.00 1,500.00 | | 850,00/ 850,00/
FEE:tBalalwe 850.00 Balance Unallocated Current 30 Days 60 Days 90 Days+
Dra 0.00
Total Balance 850,00 850.00 -1500.00 0.00 0.00 0.00 2350.00
Figure 30
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DIARY & TASKS

OVERVIEW

The Diary is used to record Tasks, Events, Meetings, Holidays, Study and Examination Leave. A staff member can record these
entries in DRIVE under their own Staff name or under another Staff members name provided they have the required access
rights. The default screen when you load DRIVE is the Diary in Week View. Deadlines & Workflows can also appear on the diary
but this can be turned on or off.

| DRIVE Desktop

[& My Diary Staff  Laurence J [UP] (Including other selected staff) October, 2011
[ My Tasks Monday I Tuesday \Wednesday Thursday Friday B
@ 03 October 4 5 & 7
Time Manager

aj . 09:00 Partners Meeting 10:00 Meeting with Henry at Flats 09:00 New Sources of Income 08:30 ¥ Review Timesheets

meshee

11:30 Meeting with Client Bank

T Expenses

G Client & Contact Database

@ e oo o 5 "
:

08:30 3 Review Tmesheets

| DRIVE Desktop. i

My Commuricatons

Document Management 17 B 139 20 21

09100 Payment of PAYENL -Manual ]
Deadiine Management. 09:00 Payment of PAYE/NL - Manual 08:30 3 Review Tmesheets

[

Marketing

Dashboards

24 2 3 27 =
Warkflow Management
08:30 3 Review Tmesheets

WIP Ledger

Fees Ledger

Purchase Ledger 31 01 November 2 3 *

Bank and Cash 09:00 Filing Accounts of Private Companies 08:30 3 Review Tmesheets
09:00 VAT Returns Months 1,4,7 & 10
09:00 Fiing Accounts of Private Companies

Nominal Ledger

|
ence 1 Pyzer [LP] is logged into Database : Drive_Newdemo20101 v21.26  5979Records 05/10/2011 09:53:08 Duration : 17:36:11 (3

Figure 31
The diary can be viewed in different ways, depending on the user preference. For example in Figure 31, the diary is in Month
view. To change the view, click on one of the view shortcuts as circled in Figure 32. For example, the diary is now in ‘Week’ by

simply clicking the ‘Week’ view option.

&) DRIVE (Version 2.
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10:00 Mesting with Henry at Flats 03:30 Review Timeshests <21 22 23 2425 2 o7
Document Management 11:30 Meeting with Client Bank % 28 29 30
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DR

Figure 32
The Views available to select include Day, Work Week, Week and Month. The filters are available on the toolbar at the top of
the Diary under the Show icon the Figure 34.
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DRIVE Desktop
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12 13 14 1516 17 18
5
Warkfiow Management 19 20 21 22 23 24 25
226 37 25 263031 1
05 October 08 October 12345673
WIP Ledger El 5 7
08:00 New Sources of Income 0:00 Quarterly Management Accounts J—
rees Ledger ocavad
Purchase Ledger
Bank and Cash 03, October
Nominal Ledger
ence 1 Pyzer [LIP] is logged into Database : v2.1.26 5379 Records 05/10/2011 09:56: :39: 3

21| Page

Figure 33

Waorkflow

Click on the Show button and you can decide how much information to display on your diary.

Other Selected Staff Diary

Events

Meetings

Holidays

TOIL

Study Leave
Examination Leave
Workflow Deadlines
Deadlines

Job Plan

Workflow

select all

Un-Select all

|' || |' Cancel

Figure 34

You can also change the diary settings by clicking the Diary Settings button as circled in Figure 35 and Figure 36 appears.
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Figure 35
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Month View Settings Week View Settings
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Show Time as Clock
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Figure 36
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HOW TO USE THE DIARY

To create a new diary item, either right click on My Diary Window and select New or alternatively select File and New from the
main DRIVE toolbar. The Add Task/Meeting/Event window will appear as shown in Figure 37
For example, we will create a new meeting on the 10" October 2011 for the client Flats Limited.

2.

Ip

ting

= WorkWeek 255 Weak =) Month #15 Diary Settings |4 Show | /1 Synchienise

[&] My Diary Staff  Laurence J Pyzer [LIP] (Including other selected staff) October, 2011
[ My Tasks Monday. | Tuesday | Wednesday | Thursday | Friday E
@ Time Manager 03 October 4 5 6 7
& rmeshests 09:00 Partners Mesting 10:00 Meeting with Henry at Flats 09:00 New Sources of Income: 08:30 < Review Tmesheets

(] Tmeshee

11:30 Meeting with Clent Bank

T3 Expenses

@R Client & Contact Database

@ Jobs ﬁ 1 2 13 14

a New ‘ 08:30 <> Review Timesheets
| DRIVE Deskiop. ]

=
] Open
My Communications L =
Document Management. @ Delete 18 19 0 21
g = .

e —— e 09:00 Payment of PAYEME -Manual 08:30_ ! Review Tmesheets |
Marketing Go'te Date E|
Dashboards &y

25 = 27 2
Workfiow Management -————
Paste 08:30 <3 Review Timesheets

WIP Ledger

Fees Ledger \ J

Purchase L

Dol iy 31 01November 2 3 4
Bank and Cash 09:00 Filing Accounts of Private Companies 08:30 < Review Tmesheets

S 09:00 VAT Returns Months 1,4,7 & 10

08:00 Filing Accounts of Private Companies

V2126 5879 Records 05/10/2011 10:52:10 Duration : 18:35:13 (3

EN . ) v

Figure 37
The Task/Meeting/Event window will appear (Figure 38) allowing you to enter the details of the upcoming meeting on 10™
October 2011 with the client Flats Limited as shown in Figure 40.

') Add Diary/Task Entry

O " —
g Save & Close E) ‘f : = | Generate Timeshed

Staff Member [Lp Laurence JPyzer -]=d Type l:|
Diary/Task Type  [Meeting -] Status
Start DatefTime | 10/10/2011 - [os:00 -] Priarity
Finish Date/Time | 10/10/2011 - [o9:30 -] anpay 7

AssianTo [ -

Client | - “;/ (@ Client.

Job ) Contact

o [ | ©) Prospect

Contact [ -] ©) Supplier

Set Reminder [ [

Description | |
Attachments

Location [ -]

Figure 38

Entering the standing information is straight forward and self explanatory when creating a diary entry. Depending on the type
you create there will be different options available. For example if you create a type Examination Leave, the client fields will
become greyed out as they are not applicable to this type. For the types Event, Tasks and Meetings there is extra functionality
available in the toolbar at top of the Add Diary/Task window.

You can also use the recurrence button should you want to make any meeting, event or task a recurring entry.
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i Appointment time

Start: > End: |09;30;00 :l Duration: |30mmutes j

Recurrence pattern

(@) Every day(s)

() Every weekday

) Yearly

Range of recurrence

Start: |10/10/2011 b @) N end date
(0 End after: occurrences
@ End by: 19/10/2011 -

Figure 39

[ €} Add Diary/Task Ents

s O - -
g Save & Close g V. 4 Generate Timesheet | Recurrence
i - i
- |
Staff Member |LJP Laurence J Pyzer ‘ e Tvpe l:l |
Diary/Task Type |Meeﬁng v | Status OQutstanding -
Start Date/Time  [10/10/2011 ~| [o2:00 -] Priarity
Finish Date/Time  [10/10/2011 - | [oo:30 -| Alpay
AssignTo [ -]
Client |Flats Limited [FLTO 1] - =4 @ Client
() Contact
Job [aupos  audit -] ) Prospect
Contact [Mr. Ben Brawn -] 0 Suppler

Set Reminder [ i

Description |Meehn Ben Brown

Attachments

Location | -

Meeting with Ben to discuss upcoming Audit and outlined timescales

Figure 40
When all the Meeting details have been entered you can send these to your timesheets. To do this, click on the Generate

Timesheet button as above.
O G Trene L

Client FLT01 Flats Limited
Job AUDO6  Audit

WIP Analysis

Cost Centre
Activity
Units

Rate

Amount

Figure 41
Enter a WIP Analysis code, for example A00O (Audit) and then click OK. By clicking OK, this meeting will be added to the existing
timesheet for this period or if the timesheet has not been previously created for this period, it will be automatically created.
When all the information has been entered against the meeting, click Save & Close and the item will be saved on the specific
date i.e. 10" October 2011 as shown in Figure 42 or click Save & New to enter a new item onto the diary using the same
procedure as above.
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Figure 42

VIEWING MULTIPLE DIARIES

DRIVE Diary allows users to view one or multiple staff member’s diaries depending on the user’s level of access. To view another
staff members diary select the Staff hyperlink from the My Diary screen in DRIVE. The active staff list will appear and you can tick
on or off the staff you want to see on the diary.

() DRIVE (Version 2.

y TS T 7 YT T o 9] =
=

DR Des op Dia
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& Tmesheets 09:00 Partners Meeting 10:00 Meeting with Henry at Flats 09:00 Mew Sources of Income 08:30 > Review Timesheets
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Figure 43
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SYNCHRONISE DIARY APPOINTMENTS WITH MICROSOFT OUTLOOK

The DRIVE Diary allows you to synchronise Diary appointments with Microsoft Outlook. On the My Diary screen you will see the
Synchronise button in the main toolbar. Click on the button and the following screen will appear:

;@ ﬁ = ﬂ‘ ‘ . Copy Paste 1a4' Day 353 Work Week S5 Week |: L' Month 1@' Diary Settings ’-ﬁ Sl\uw|(‘.: Synchronise

" DRIVE Desktop

] y Diary Staff  Laurence ) Pyzer [LR| ) October, 2011
& My Tasks | Thursday. | Friday B

| <[ 7
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This option will Synchronise Tasks, Meetings, Events and Workflows with Microsoft
03:00 Partners Meeting T e e 08:30_ < Review Timesheets
(& Timesheets —
3 Erpenses Synchronise
@ Client & Contact Database MiTasks
[ Event/Meeting
@ Jbs 12 13 14
h I"] indude Completed Ta: “vent/Meeting
a 03:00 Fiats Limited 2 siEerl=hy 08:30_ 3 Review Timesheets
¥lIndude Holiday/Leave
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- - o Direction
Jocument Managemen 4_‘ o 21
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8 Laurence JPyzer [LIP] is logged into Database : Drive_Newdemo20101 v2.1.26 5980 Records 06/10/201103:31:36 Duration : 23:14:33 (3

? T m 0= (0%

Figure 44

Here you can choose to synchronise your diary entries with Outlook. Select the entries you want to synchronise, the direction
you want to synchronise From and To.

You must select a From Date and To Date for the synchronization to complete successfully.
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ENTER TASKS

My Tasks will display the list of meetings, tasks or events generated from the diary or generated through the My Task screen.
This list can be treated as a ‘to do list’ for a staff member. These tasks can then be set up as an alert, so the user does not miss
an appointment, meeting etc. Once you complete a particular task, you can change the status of the task to ‘completed’ and

then send the task to ‘history’ to remove from your current ‘to do list’.

From the Navigation Bar, choose Drive Desktop and then choose My Tasks. The My Task browse appears.
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Finish

10/10/201108:00:00  10/10/201108:30:00  Flats Limited

04/10/2011 11:30:00 |04/10/2011 12:

04/10/2011 10:30:00
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Client.

Mr, Ben Brown
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OReilly Data Limited Mr. Peter Snow

Description Status
Meetin Ben Brown Outstanding
Meeting with Client Bank Cutstanding

Meeting with Herry at Flats
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Partners Meeting Outstanding
Anuual Holiday Completed
‘Anuual Holiday Completed
Antiques Show Completed
Corporate Tax Meeting Completed

atabase : Drive_Newdemo20101

Figure 45
Figure 45 displays the current tasks, meetings and events that are still marked as outstanding for this particular staff member.
Users can use this display to work across all communication types to manage outstanding meetings or tasks.
By keeping a track of all tasks, you can then run daily, weekly or monthly reports to show any upcoming tasks for a particular

v2.126  8Records 05/10/2011 12:09:10 Duration : 19:52:13  [3
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PHONE CALLS

A very important aspect of DRIVE is the recording of phone calls, it is vital to record important calls from your clients. This is a

matter of getting into a routine. It is vital that everybody in the firm records the relevant and important conversations they have

with clients by phone. Forensically it is great to be able to go back into the client communications and explain to a client that you
returned their call on Tuesday at 10.30 and ask why they did not receive your message. Firms receive many calls and it is an
internal decision which needs to be made about how many and what type of calls should be recorded by staff.

OVERVIEW

The Phone option is a quick and simple method to record phone calls you make or receive. This option allows you to record calls

from anywhere in the system. Every phone call logged, records the name of the person making or receiving the call, the length
of the call and most importantly the client that the call is against. All of these recorded phone calls are then stored in a

centralised database thus providing an update call log on all clients for all staff.

HOW TO USE CALL LOGGING:

There are a few ways to record a phone call in DRIVE. From the Client and Contact Database Window, find the client that you
want to record the call against using the Fast Search option. Once you find the client i.e. Flats Limited, select the Make a Phone
Call icon (circled) or right click on the client and select Make a Phone Call as shown in Figure 46.

Eile Y

) DRIVE (Version 2.
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| oRv vesior |

Theme Helo
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Client & Contact Datab; SNt
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@ Jobs Clent Do01 Do it yourself Partemship Partnership .
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Workflow Management Client LSBD1  Louis's Sandwich Bar Limited - Sandwich Bar Mr. Louis Onassis 05934045723 Laurence I Pyzer Mar 31
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WIP Ledger i 1
— Database Summary Client by Entit D Si=ifomaen Client by Entity Chart Client by Partner
Actve Cients 78 | Company Limited By @ s Rl % as - I 3
Purchase Ledger Closed Clients 0 | Company Limited By 6 CG e ° " Laurence 1 Pyzer 2%
Partnershi Licence Information 4P = ° Liam Murph A
S— artnership vy jam Murphy
Contacts 8 | Limited Lisbiity Partnership 2 om ST L% Robert M Mansfield 2
Nominal Ledger Prospects 5 Sole Trader 9 ST W 112% Roland Royce E]
Sub-Contacts 144 | Indwidual w1 W T3% None 18
d Trust 3T -
8 Laurence 1 Pyzer [LP] is logged into Database : Drive_Newdemo20101 82 Records 05/10/2011 12:38:03 Duration : 20:21:06 (3

v2.1.26

EN o @ '] e

Figure 46

The following screen will appear. As you can see from Figure 47, Flats Limited automatically appears in the client field.
Notice that there is a timer at the bottom of the Phone and this can be activated to record the length of time you are on the call.
This duration of time can then be passed to the timesheet if you choose to ‘Generate Timesheet’ as we covered previously in

Diary and Tasks.
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= Genelate'l'lmsheet‘ - :i %

Directon  [out -] Dareatime [osojanit -[mer -] upe I:II
|

Bon 2 taseee o o] ons P E—
|
L e | ompasson [ ]|

Assign To | v| send To History [C]
Client |Frats Limited [FLTOZ) g= @ Client

(7 Contact
ol | 'l (7) Prospect
Contact | - | () supplier
Subject |
ABIUEE=EH AME I B

i Stop i

00:00:18 s

Figure 47
Once you have entered all the details into the Phone window (Figure 48), you can click the button ‘Save & Close’ and the call will
be logged against the client i.e. Flats Limited as shown in Figure 49.

Genelat:'ﬁmsheel‘ ke :i %—j

|| pirecton [out -] Date&Time  [05/10/2011  ~ Tvpe Audit File - I

From [P Laurence 3 Pyzer | Priority Status Completed -1 ]
|

L st | —— |

AssignTo | v‘ Send To History [7]

Client |Fiats Limited [FLTO1] -|= © Client

" (©) Contact
Job [auD0s  Audit -] © Frospect
Contact |Mr. Ben Brown M | () Supplier

Subject |Ca|\ed Ben

ABIUIEE=E ARG 9 B

| called Ben and left message that our meeting would need to be moved

I Stop l

00:02:01 Units 0.02

Figure 48
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-
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=
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[
os [ 1o
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Subject: Called Ben

| called Ben and left message that our meeting would need to be moved

Figure 49

As previously stated, DRIVE allows you to record Phone Calls anywhere throughout the system. For example, if you are on the

Diary window and you receive a call from a client that we want to record details. By pressing F6, a communications ribbon

toolbar is added above the normal icon toolbar as shown below. This will allow you to record a number of different
communication types without having to leave the Diary.
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=
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ALERTS

Alerts should have been setup by the system administrator and they will automatically pop-up when necessary. If this does not

happen, alerts can be setup using the following instructions.

From the Navigation Menu select Communications and select Phone. On the phone browse click on the Communication Settings

icon in Figure 51
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e ——— out 1 30/u8/2009 15:30 pr——— Show Preview Pane Set DRIVE as Defauit E-Mail Client
I 1 29/08/2009 16:15 Stationery Suppli =
e In 26/08/2008 14:13 Charles Wiliams Phone/Fax/Document/Memo aptions
Marketing Show New Phone Alert Show New Document Alert
— Show New Fax Alert Show New Memo Alert
ashboards
Jiiilantianacemcat, e leneeihes Default E-Mals as Private
Subject: Called B
WIP Ledger " aled ben Speling check aptions
jiesatades I called Ben and left message that ot e e
Purchase Ledger
I oK
Bank and Cash
Nominal Ledger

Subject

Assign To
Laurence J Pyzer
Lawrence J Pyzer
Susan Edwards
Lawrence J Pyzer
Stuart Baley
Stuart Baley
Harry Pointer
Stuart Bailey
Carol Ledger
Harry Pointer

8 Laurence J Pyzer [LIP] is logged into Database : Drive_Newdemo20101

v2.1.26  11Records 05/10/2011 01:05:48

Duration : 20:48:51 [

N « @ o™~

Figure 51

Click the Options Tab and click the option ‘Show New Phone Alerts as well as the other alerts. Click OK and an alert window will
pop up every time you receive or are assigned a new phone call.

Pretty much all communication types are dealt with in a similar manner. You can create them in the same way and the screens
are very similar. Just follow the setup of phone calls to setup Memos and Tasks and Meetings etc.
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E-MAIL

DRIVE has its own email client which can be used by the general staff from the firm. Most firms decide to mix and match the
DRIVE email client with Microsoft Outlook. Partners would tend to use Outlook as well as some managers who use mobile
devices. DRIVE email is a central email system in that all emails come into DRIVE automatically through Exchange or Pop servers.

OVERVIEW

From the Navigation Bar, select My Communications and then choose E-mail. The Email browse appears as follows. The options
are self explanatory, you have an inbox, outbox, sent items and so on. As we can see from the screen above, emails appear with
different colours. This colour reflects the current status of the email. For example - black: email has been read by the user and
marked as completed. - black bold: email has not been read by the user and - red: email has been read by the user but the
email is outstanding.

e R ) e )

& All Commurications Staff  Laurence J Pyzer [LIP]
/i 5> @w 4 EF e
£3 Inbox Outhox Sent Irems Draft History
o rax Date v Subject AssignTo
[ Document ! 04/12/2009 11:45 ann@éraintree-Zoo.co.k  (Prof Ann Penny) Review of Marketing Campaign Laurence 1 Pyzer
i 04/12/2009 11:38 jerry @batch-buiders.co.uk  (Jerry Builder) Confirmation re Site Visit Laurence JPyzer
(& Memos 04/12/200911:22 0 e iscussk Lunch Laurence J Pyzer
0 24/10/2008 22:54 Robert Mansfield@relate-software.co.uk  (Robert Ma... Fn: Flow Chart of Setup Laurence I Pyzer
DRIVE Desktop 13/10/2009 12:35 ray.rogers@relate-software.com  (Ray Rogers) Partners’ Meeting Roland Royce
11:49 i i k Insider - UITF 40 - It's not going away Laurence ] Pyzer
i | 02/09/2009 11:31 service@accountingweb. co.uk Issue 721 - DWP delays pension regulations due to too much interest. Laurence JPyzer
Document Management !0 /012009 16:06 info@relate-software.co.uk  (Roland Royce - Info) F: Technology Seminar Laurence 3 Pyzer
Deadine Management
Marketing From: jack.stubbs@antiques-UK.com  (Jack Stubbs) To: Laurence Pyzer @relate-software. co.uk.
Subject: Provisions
Dashboards
Workflow Management Dear Laurence,
WIP Ledger Can we discuss the provisions you prapose at our forthcoming meeting?
Fees Ledger
o Regards,
Purchase Ledger
Jack
Bank and Cash
Nominal Ledger
Laurence J Pyzer [LIP] is logged into Database : Drive_Newdemo20101 v2.1.26 9 Records 07/10/2011 05:35:11 Duration : 02:20:53 G

EN . @ g s
d | I 0 e

Figue 52
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HOW TO SEND AN EMAIL

From the email browse, select ‘New’ and send a new email screen will appear.

Generate Timesheet | Signature = f aw ‘ s;ampaign
I From qurence pyzer @relatesoftware co.uk__(Lurence ] Pyzer] Priority

Tupe L
VN
= T S —

- Request Read Receipt [

Leledle]
Tl
3@
2yl
is
a

*) Prospect
©) Supplier

| Send to History [

\
ABIUEEZ EBEE 3B 9¢ B

Regards,

Laurence

n

Tel: 0870 442 6968

Fax: 0870 442 6972

Mob: 07815 067882

http ffwww relate-software co uk

NEWS: Accountant & Company has recently helped launch the guide to tax reliefs in the fim industry. To request this guide simply
‘email back and we will forward a copy to you.

This message contains cenfidential information and is intended only for the individual named. If you are not the named addresses, you are hereby notified
thatdisclosing, copying, distributing or taking any action in reliance on the contents of this e-mail is strictly prohibited. Relate Software accepts no liability
for errors or omissions in the contents of this message, which arise as a result of e-mail transmission.

Figure 53
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Your email address will automatically appear in the “From” field. If you have two or more email addresses, you can click on the
drop down list and select a different “from” email address. Next, enter the e-mail address of the person you want to email. Click
the ‘To’ button and the Select Recipients window appears

Type name or select from list:

Select Type

| [an

b oFnd [ Clear |

Name A
B9 Antiques (Universal) Limited (Corpora...

tiques {Universal) Limited (Manage...
rdays Bank plc

Batch Builders Limited

Braintree Zoological Gardens

Burnells Booksellers Limited

Carol Ledger

Charitable Trustees

Clare Rimmer

t Net Consultancy

r M Simmons Consulting
Eastman's Estate Agency

ex Bricks Company Limited
Flats Limited

Gatshy Antiques Limited
Gatsby Antiques Limited
Gatsby Antiques Limited (Audit)

-
E-Mail E—

B e ———

Jack stubbs @gatsbyantiques.com %
james.bond@bardlaysbank.co.uk
sales@batch-builders.co.uk

sales@Braintree-Zoo.co.uk Ce: ->f
sales@Burnells. co.uk

Carol Ledger @relate-software.co.uk
info@charitable-trustees. co.uk

dlare.rimmer @relate-software.co.uk

info@DotNetConsultancy. co.uk
info@Simmons-Consulting. co.uk
info@eastman's-estate. co.uk
sales @essex-bricks,co.uk
info@fiats.co.uk
sccounts@gatsbyantiques.com
sales @oatsbyantiques.com

jack stubbs @gatsbyantigues.com

FE)_Cotobie Anbiouno Limitnd, hd il P nd
|- Add Group | |, EditGroup | |,Delete Group |
192 Records _:;

Figure 54

Type the first part of the name you are looking for such as “Fla” and the list will jump to the section on the list.

Type name or select from list:

Select Type

|ﬂa|

| [an

[ Fnd

|] I, Clear |]

e

B3 Flats Limited
Mr. Ben Brown

MName Iy

info@flats.co.uk
ben@flats.co.uk

E-Mail

| Add Group |I I| Edit Group |I I|Delete Group

2 Records

Figure 55

Select the recipient name and click the To:-> button. The selected recipients to which the e-mail is to be sent are displayed as

shown in Figure 56
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Type name or select from list: select Type
|fal | [an

Find || |' Clear ||

=

E-Mail
E Flats Limited info@flats.co.uk
Mr. Ben Brown ben@flats.co.uk

- Add Group || || Edit Group || ||Delete Group

2 Records

Figure 56

Click OK and the recipient’s name is added to the “To” field and the client field is also automatically filled. This will ensure that
the client communications history will be updated automatically also.

|\auranoe.pyzer@ke\abeioﬂware‘oo.uk (Laurence J Pyzer) - | Priority

fetsas O —
P P —
Bec | ‘ Completed on l:”:l

AssianTo | -] Request Read Receipt [

. Send ggmacm g‘ i SMS e Generate Timesheet ‘S’lgnalum - f a@ ‘ sgﬂmpa'lgl\
From

To

Cc

Bec

client [Fats Limited (FLTO ] -]l © Client

b | ‘ () Contact
Jol () Prospect
Contact [Mr. Ben Brown -] ©) Supplier

subject | | send toHistory []

ABIU EEEHE AR 9 IS

Dear ,

Regards,

Laurence

Tel: 0870 442 6968

Fax: 0870 442 6972

Mob: 07815 067882

http-/www relate-software co uk

m

NEWS: Accountant & Company has recently helped launch the guide to tax reliefs in the fim industry. To request this guide simply
email back and we will forward a copy to you.

This message contains confidential information and is intended only for the individual named. If you are not the named addressee, you are hereby notified
that disclosing, copying, distributing or taking any action in reliance on the contents of this e-mail is strictly prohibited. Relate Software accepts no liability
for errors or omissions in the contents of this message, which arise as a result of e-mail transmission.

Figure 57
Next, enter the e-mail addresses of the people you want to send a copy of the message to and those who will receive a blind
copy of the email following the same procedure for entering the “To” recipient. Next enter a subject for your email “Waiting for
files” or whatever detail you want and select a job “Audit” for the email.
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O O
Send g Save & Close g E SMS | 5’" Generate Timeshest | Signature = f E ﬁ Campaign
| Fom [iBurence pyzer @relate-software.co.uk  (Laurence 3 Pyzer) - Priority
To |penefiats.co.uk | liae il -
o [ Status -
| T — —
AssianTo | -| Request Read Receipt [7]
Client |Fiats Limited [FLTO1) -|: @ Client
) Contact
1ab [aup0s  Audit -] ©Prospect
Contact [ur. Ben Brown -] ©) Supplier
Subject |waiting on Files | send toHistory [
ABIUEE=SEBARE Q9 B
Dear Ben, T
We are still waiting on Joan to deliver the files for the annual audit, we were meant to start this week. Can you please organise this asap.
Regards.
Laurence
Tel: 0870 442 6968 =
Fax: 0870 442 6972
Mob: 07815 067882
http:/iwww relate-software. co.uk
NEWS: Accountant & Company has recently helped launch the guide to tax reliefs in the fim industry. To request this guide simply
email back and we will forward a copy to you.
This message contains confidential information and is intended only for the individual named. If you are not the named addressee, you are hereby notified
that disclosing, copying, distributing or taking any action in reliance on the contents of this e-mail is strictly prohibited. Relate Software accepts no liability

for errors or omissions in the contents of this message, which arise as a result of e-mail transmission

Figure 58

Next, select the priority of the e-mail from the drop-down list. The priority can be High, Normal or Low. In our example, a
priority of ‘High’ so we can track it. Next, select a type “Audit File” and status “In Progress”.

Next, add a file attachment to the email that you are sending. Click the attachment icon (looks like a paper clip) and the

following screen appears.

Lok j: | < Local Disk ) v @ E

IC5) Config.Msi

{ C)Del7z0

My Recent &]Documents and Settings
Docurnents | |25 Drive

[C5)Program Files

&.

?'_'_'
[ s &]swsetup
Desktop Dtmp
) vat
. |2 WINDOWS
N
‘-_j )W Temp

RS.MNET
My Documents

&

My Computer

File name: |Stublnstaller A | Open

My Metwark, Filez of type: | v| [ Cancel ]

@

Figure 59

Select the file that you wish to attach to the email from storage location.
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Look jn: | £ Awdt

My Recent
D ocurnents

E

Desktop

®

My Documents

@

My Computer

Open ]
[ Cancel ]

File name: |New Microsoft WWord Document A | [

My Network, Files of type: | L |

Figure 60

The attached file ‘Audit Finalisation Letter’ (circled) is added to the outgoing email as shown in Figure 61

T T

Hurenoe.py er @r tware.co.uk  (Laurence ] Pyzer) - | Priority

Io ‘ben@ﬂais.oo.uk ‘ Tvpe |Audit File v|

« \ | stets -

Bec ‘ ‘ Follow-up Date | v|| v|

Assign To ‘ - | Request Read Receipt |:|

client [Flats Limited [FLTO1] -]l

leb [AUDDS  Audit -]

Contact ‘Mr. Ben Brown - | () Supplier

Subject ‘Waiﬁng on Files | Send to History [7]
ABIUE EQABE 920 3¢

Dear Ben,

We are still waiting on Joan to deliver the files for the annual audit, we were meant to start this week. Can you please organise this asap.
Regards,

Laurence

Tel: 0870 442 6968
Fax: 0870 442 6972
Mob: 07815 067882

hitp:/fwww relate-software co.uk

NEWS: Accountant & Company has recently helped launch the guide to tax reliefs in the fim industry. To request this guide simply
email back and we will forward a copy to you.

Eidontiol o, o o dod coli fare tho tndiad ol WY S bl A ol bocak

'1

i :
Audit Finalisation Letter, docx

Figure 61

After entering all the information in the email, you can now the send the e-mail by clicking the send button as above

When you send the email, it will be added to your outbox as shown in Figure 62
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My Communicat
(& Al Communications
& Phone

SMS

& Fax

) EMail

[ Document

[ Memos

Draft

History

DRIVE Desktop

| My Communications.

Document Management

Deadine Management

Date v To

| | |os/wo2011 15004 ben@flats.co.uk

Waiting on Files

Subject

Marketing

Dashboards

From:

laurence. pyzer @relate-software.co.uk  (Laurence 1

Subject: Waiting on Files

To: ben@fiats.co.uk

Ay

Workflow Management

WIP Ledger

Fees Ledger

Purchase Ledger

Bark and Cash

Nominal Ledger

Dear Ben,

Ve are still waiting on Joan to deliver the files for the annual audit, we were meant to start this week. Can you please arganise this asap.

Regards,

Laurence

Tel: 0870 442 6968
Fax: 0870 442 6972

7815 067882

8 Leurence JPyzer [LIP] is logged into Database : Drive_Newdemo20101

email traffic. The DRIVE Email Checker must be setup on your server to send/receive emails at regular intervals.

Figure 62
Emails will automatically go from the Outbox every few minutes depending upon the time set by the administrator on your

V2126  1Record

If you want the email to go immediately simply click the send/receive button as indicated above.

CHANGE THE STATUS OF AN E-MAIL

You can change the status of any email by right-clicking on the email as shown in Figure 63.

CORSERS O L r—

05/10/2011 03:08:09

My Communications . E-Mail (Inbox)

= Al Communications

staff Laurence J Pyzer [LJP]

% Document .. 04

jack.stubbs @antiques-UK.com

Nominal Ledger

' Laurence J Pyzer [LIF] is logged into Database : Drive_Newdemo20101

(&)
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Mark as Unread
Make Complete

Make Complete and Send To History

04/12/2009 11:38 jerry@batch-builders.co.uk (3 Mew
[ Memos - =
04/12/2009 11:22 jack.st Ul
@ | 24/10/2009 22:54 Robert.Mansfield@relate-softwg I/ Open
DRIVE Desktop 13/10/2009 12:35 ray.rogers @relate-software. cor
) 06/09/2009 11:49 service@accountingweb.co. Delete
- 1 02/09/2009 11:31 service @accountingweb. co.uk
Document Management * 0 20/01/2009 16:06 info@relate-software.co.uk (R ;":j& Find
Deadline Management \
. . =] Print
Marketi From: ann@Braintree-Zoo.co.uk  (Prof Ann Penny) =
i Subject: Review of Marketing Campaign
Dashboards = Reply
Dear Laurence,
Workflow Management " | Reply Al
| understand that you will be attending the launch of our @
WIP Ledger
Fees Ledger Kind regards, B bontaid
Purchase Ledger Ann N
Mark as Read
Bank and Cash

going away
n regulations due to too much interest

i 5 w4 ©F

SM5 Inbox Outbox Sent Ttems Draft

ﬁ B Date From Subject Assign To
&) EMail 04/12/2009 12:12 (Jack Stubbs) Provisions Stuart Bailey

Laurence J Pyzer
Laurence J Pyzer
Laurence J Pyzer

Roland Royce
Laurence 1 Pyzer
Laurence J Pyzer
Laurence J Pyzer

| have booked a room after the event to discuss progress.

Figure 63
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SEND TO DRIVE

Once installed the Send to DRIVE button will appear in Microsoft Outlook, Word and Excel.

MICROSOFT OUTLOOK

Open Outlook as normal. The “Send to DRIVE” (MS Office Add-In) | TR button will now be displayed in the Standard

Tool bar (see Figure 64).

(&) mbox - Microsoft Cutlook - = X
I File Edit Wiew Go Tools Actions Outlook Connector Help jon for help (=
iEdNew - | @B (23 X | ChReply (S8 Replyto All (5 Forward ¥ | 57 | @ Search addressbocks - | (@{ @) Send To DRIVE _
- \; #
Mail « |3 Inbox To-Do Bar » X
Favorite Folders 2 l[search Inbosx Pz 4 Movember 2011 3
E}Inbox Arranged By: Date Mewest on top |A M v T FS 3
[ Sent Ttems 12 3 4 5 &
Mail Folders & There are no items to show in this view, 7 8 9 10 11 12 13
14 15 16 17 18 19 20
L] All Mail Items v 21 22 73 24 25 %6 27
= %4 Personal Folders = e
3] Deleted Items (1]
A Drafts
[ Inbox
L@l Junk E-mail
[ Outbox
RS5 Feeds Mo upcoming appointments.
Sent Items
Eﬂ Search Folders %
| Mail
ﬁ Sl Arranged By: Due Date |A
Contacts I Type a new task I
There are no items to
@ Tasks show in this view,
I:a.] 3 E - L] -
0 Items
Figure 64

If the “Send to DRIVE” button is not displayed, please see the trouble shooting section.

Only emails in your Inbox and Sent Items can be sent to DRIVE. It is not possible to send over emails in user created-

folders.

Highlight the email you want to send to DRIVE and select the Send to DRIVE button. If this is the first time you have used the
Send to DRIVE button the “Change database” window will be displayed (see Figure 65).

Change Database

Server Name
Database Mame

Authentication

Windows Authertication

|E

User Mame
Passward | |
Metwork, Protocol |Named Fipes |:||
Test Connection | | Ok | | Cancel |
Figure 65

You will need to enter the Server Name and Database Name for your DRIVE database. You can find this by going to Tools >
Change Database within DRIVE. This will display the same window but with the correct information. Once you have entered the
correct Server Name and Database Name, select the OK button to save the database information.

The “Save E-Mail in DRIVE” window will now be displayed (see Figure 66).
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€ Save E-Mail in DRIVE <
DRIVE Outlook Add-In Version 4.1
Staff | |1I|
Type | B
Status | Iill
Index ©n () Client
() Conkack
(I Prospect
(1 supplier
Client | v
Job | )
Contack | Iill
Campaign | |1|| Inkerests &
[ | sudit =
e | lill || Business Developml
Weighting | |:|| || Company Secretari |«
Change Dakabase l 0k J I Cancel

Figure 66
This will allow you to index the email against a Staff member/Client etc within DRIVE.

Make your selections in the appropriate the fields, the main ones being the Staff, Type and Client and select the OK button to
send the email to DRIVE.

MICROSOFT WORD

) send To DRIVE

Open WORD as normal. The “Send to DRIVE” (MS Office Add-In)
Tab within Word (see Figure 67).

button will now be displayed in the DRIVE

Cla 1= R I Document2 - Microsoft Word - A x
WE ) —
Home Insert Page Layout References Mailings Review View | DRIVE @
@) send To DRIVE

sl

|-z-|-1-|-§-|‘1- AR R R R R R RN R UE S F R K R TR I R I SO B O N -

R ENR

R

Page:1ofl | Words:0 | < |

Figure 67
If the “Send to DRIVE” button is not displayed, please see the trouble shooting section.

The Word Document must be saved first before you can send it to DRIVE.

After selecting the Send to DRIVE button the Send to DRIVE window will be displayed fro Word (see Figure 68).
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) Send To DRIVE

DRIVE Document Add-In Version 4.0

%44

|4
Status i
Indes Cn (@ clisnt
(1 Contack
I Prospect
() Supplier
Client ||
Job ]
Contact ||
Subject
Campaign |#|  Interests M Asset Reqister E
[ Audit e
3k g 1
= = || Business Developm
Weighting [E2 || Comparry Secretati|
Change Datsbase | oK | | cancel |
Figure 68

This will allow you to index the document against a Staff member/Client etc within DRIVE. Make your selections in the
appropriate the fields, the main ones being the Staff, Type and Client and select the OK button to send the document to DRIVE.

MICROSOFT EXCEL

Open Excel as normal. The “Send to DRIVE” (MS Office Add-In)

Tab within Excel (see Figure 69).

(&) send To DRIVE

button will now be displayed in the DRIVE

iﬁ’b@ H 9 J ] Bookl - Microsoft Excel - = X
- Home Insert Page Layout Formulas Data Review View DRIVE @ - X
¢
| Al ~ £ | ¥
A C D E F G H I K A
1
2
3
a
5
] =
7
2
Figure 69
If the “Send to DRIVE” button is not displayed, please see the trouble shooting section.
The Excel Document must be saved first before you can send it to DRIVE.
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After selecting the Send to DRIVE button the Send to DRIVE window will be displayed for Excel (see Figure 70).
© Send To DRIVE

DRIVE Excel Add-In Yersion 4.0

Index On @ Client
() Conkact
(I Prospect
(1 5upplier

Campaiqn |#|  Inkeresks

Joinf |3

Sk »
== = || Business Developm
Weighting [l || Company Secretari \E
Change Database | oK || cancel |
Figure 70

This will allow you to index the spreadsheet against a Staff member/Client etc within DRIVE. Make your selections in the
appropriate the fields, the main ones being the Staff, Type and Client and select the OK button to send the spreadsheet to
DRIVE.

TROUBLE SHOOTING

THE SEND TO DRIVE BUTTON IS NOT DISPLAYING

Issue: When | load Outlook/WORD/Excel the Send to DRIVE button is not displayed in the Standard toolbar.

Solution: There can be a number of reasons why the button is not being displayed.
The Add-In has not been installed.

The Standard Tool Bar is not selected.

The Add-In is in the disabled items.

To enable the Add-In, refer to the Microsoft Help within the program.

In some instances the Add-In has been installed but still is not displaying in the Standard toolbar. In this case the Add-In was
originally installed with the “Just me” option. This means it will only work on the user’s desktop who originally installed it. To
resolve this you need to uninstall and re-install the Add-In as “Everyone”.

Could Not Connect to DRIVE Database

Issue: After selecting the Send to DRIVE button the “Could not connect to DRIVE Database” window is displayed (as seen in

figure 6).

Solution: You need to enter the Server name and the Database name. You can get this information from DRIVE. When logged
into Drive, you need to Select Tools > Change Database. This will display the Change Database window.

The correct Server name and Database name will be shown here. Take note of the Server Name and Database name and input
on the machine displaying the “Could not connect to DRIVE Database” message. Select the OK button.
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NO EMAILS SELECTED (OUTLOOK ONLY)

Issue: You select the Send to Drive button and get the No emails selected message (see Figure 71)

Information

\‘!}) Mo emails selected

Figure 71
Solution: You currently have no emails selected or have an email selected that is not in your Inbox or Sent Items folder.

INVALID EMAIL STORAGE LOCATION (OUTLOOK ONLY)

Issue: You select the Send to Drive button and get an Invalid Email Storage location error.
Solution: You currently have storage location setup in DRIVE. In DRIVE you need to select the Communication settings and
define an email storage location.
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TIME RECORDING

DRIVE Time Management covers all the aspects of time and expense recording. DRIVE has an enforced option called Timesheet
Monitoring which will ensure that staff enter time every day without fail. It also covers the overseeing Time Manager which
shows you all the time entered by the entire practice in one screen. This guide will also show you how to post timesheets,
expenses as well as updating time through communications.

POSTING TIMESHEETS

The Timesheet option in DRIVE allows you to record time against a client or a prospect. It also allows you to record Non-
chargeable time such as Practice development and Administration work. From the Navigation Bar, select Timesheets DRIVE
Desktop and the Timesheet Browse appears

© orve versor 220 .

- Marketing Theme Help

- _“ B Wil ey Timesheets Ve [t e Tommcbrs =

Y- Desk 00

[&] My Diary Staff  Laurence J Pyzer [LIP]

Date Posted Week Ref. No Batch Date Chargeable Non Chargeable Total Overtime Passed

@ rmeraros T e 7 S I I T
&) Tmeshects 03/01/2008  2009/Week No. 2 [12/01/2008 - 18/01/2008] 2 03/01/2008 5.00 145.00 150.00 0.00 Yes
17/04/2009  2009MWeekNo. 3 [19/01/2009 -25/01/2008] 3 16/01/2009 120.00 30.00 150.00 0.00 Yes

B 2301/2009  2009/weekNo. 4[26/01/2009 -01/02/2009] 4 17/10/2009 150.00 0.00 150.00 0,00 Yes
@ Client & Contact Database 30/01/2009 2009/week No. 5 [02/02/2009 - 08/02/2009] 5 17/10/2009 150,00 0.00 150,00 0.00 Yes
& s 06/02/2003  2003/Wesk No. 6 [03/02/2009 - 15/02/2008] & 17/10/2009 7.3 0.00 7.3 0.00 Yes
i - | 13/02/2008  2009MWeskNo. 7 [16/02/2009 - 22/02/2008] 7 17/10/2008 0.02 0.3 041 -13.19 No
29/04/2010  2009/Wesk No. 28 [13/07/2009 - 13/07/2008] 8 25/04/2010 38145 13.50 -367.55 40155 No

| DRIVE Desktop || 042010 2010pvesk No, 27 [05/07/2010 - 1107/2010] 9 29/04/2010 56.00 520 6120 27.20 No

My Communications

Document Management

Deadine Management

Marketing

Dashboards

Workfiow Management

WIP Ledger

Fees Ledger

Purchase Ledger

Bank and Cash

Nominal Ledger

8 Laurence 1Pyzer (L] is logged into Database : Drive_Newdemo20101 V2135 9Records 05/10/201103:26:45 Duration: 23:09:48 (3

Figure 72

New: This allows you to create a new timesheet.

Open: Opens the Timesheet that is currently highlighted in the Timesheet Browse

Delete: Deletes the timesheet that is currently highlighted in the Timesheet Browse

E| [0 R]

Print: Runs the Staff Time Sheet WIP Analysis report for the current year for the current Staff selected.

Search: Allows you to search within the Timesheet Browse.

EYs

Pass Timesheets: Opens the Pass Timesheets window (see Passing Time/Expenses for more information).

[

Unpass Timesheets: Opens the Unpass Timesheet window (works the same as the Pass Timesheets).

Timesheet Browse: Allows you to change between Timesheets and Time Records (displays each individual Time

record that has been entered)

| Multiple Day Timeshests
5: Multiple Day Timesheet: Allows you to post multiple days (see Multiple Day posting for more information).

Wiew | Current Year Transactions ¥

View: Allows you to change between Current Year transactions, Previous Year or All transactions.

Click New and the Timesheet screen appears. The logged on staff member automatically appears.
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N
Save & Close

i

= >

Pase

il

w’? Pass All

Notes

ff Member

ek No.

2010/ Week No. 27
. No. 9

Wezk
Week
Hide

| Client Name

Non-Chargeable

Prospects (Hours)

Job cc

Chargeable 100.00%

0.00%
0.00

05 July 2010

11 July 2010

Activity

Rate

Chargeable Hours

Reviewed

Rate Amt.

Non-Chargeable Hours

Total Hours Entered

Accountable Hours

Missing Time

Mon 5

0.00
0.00
0.00
6.00

6.00

Tueé

0.00
0.00
0.00
6.00

6.00

Wed 7

0.00
0.00
0.00
6.00

6.00

Thu &

0.00
0.00
0.00
6.00

6.00

Fri g

0.00
0.00
0.00
6.00

6.00

0.00
0.00
0.00
2.00

200

Sat10 | sun11

0.00
0.00
0.00
200

200

Total Hours Entered
Accountable Hours

Hours Outstanding

Amount Notes

0.00
34.00

34.00

g
I »

100000000ooDEEEDDEEEE

4

Figure 73
The Week No. is filled in. The Week No. depends on the calendar year. Thus, each Week No. has a defined period. Enter a Ref.
No (reference number) or continue with the default value. Next click the client lookup, the three dots“...” field is used to display

the ‘Select Client’ window, you can also use the F3 key to display the list of clients. Select the client (Flats Limited) to whom you

want to charge the time.

Summary of Time

[ Cliert Name b | cc WI Mon 11 | Tu... | We... | Tha.. | Fri15 | Sat... | Su...

0 Timesheets E]@
: TSN -
a Save & Close Eﬂ [ a (;v /. Pass (;v /. Pass Al Hotes
The Header
Staff Member LIS Laurence 1 Pyzer - Week Start 11 January 2010 Total Units Entered 0.00
Week Mo, Zoinjweek o, 2 week End 17 January 2010 Accountable Linits 37.50
R, o, Fide weekend Ui Outstanding 7.5
Amount Motes Pass

I ¢

i s e e e s )

4

Chargeable Hours 0.00 000 000 0.00 B
Chargeable 100.00%
Mon-Chargeable Hours 000 000 000 000 000 000 0.00 Start 4
- o
Gonatharocable 0.00% Tokal Units Entered 000 000 000 000 000 000 000
Prospects (Units) 0.00 Accountable Units 7.00 7.00 7.00 7.00 950 0.00 0.00 00:00:00
Missing Time 7.00 7.00 7.00 7.00 9.50 0.00 0.00
Figure 74

The name of the client (Flats Limited) is automatically displayed under the ‘Name’ column as shown above.
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A

Qsciemmones

Find | | . Find 1
Search Anywhere in Field
5
Code Name (File As) p Add 1
Bumels
ESTO1 Eastman's Estate Agency
JADIP James Antiques Limited
RGO1 Reginald Green Limited
ANTO1 Antiques (Universal) Limited
GATO1 Gatsby Antigues Limited
GARD1 Park Garden Centres Limited
BUID1 Batch Builders Limited
FLTO1 Flats Limited
Show Al Clients e OK 1J I; Cancel
9 Records

Figure 75

Under Job column, click the job lookup “...” to display the list of jobs available on this client

TEETo

I Find |

[#] Search Anywhere in Field

Client : Flats Limited

5
Code MName

BKPO3 Bookkeeping
CTAXO3 Corporate Tax
TAXOD3 Personal Tax

4 Records

Figure 76
When a client is selected, only chargeable WIP can be chosen. Select the WIP analysis code and click OK, the code will fill into
the WIP column. Non-chargeable can only be selected if a client has not been selected as this only applies to staff.
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-
Code &

|
Owwore

Search Anywhere in Field

Description Type

ADO1
ADDZ
ADD3
ADO4
ADOS
AOD&
ADZ0
AD25
AO30
A035
AD4D

anrn

Time
Time

Time

Audit Planning
Audit Stock

Audit Debtors
Audit Creditors
Audit Bank & Cash
Audit Loans

Audit Goodwil
Audit Tangible FA
Audit Investments
Audit Capital & Reserves
Audit PL

B dih i il

Time
Time
Time
Time
Time
Time
Time:

Time

49 Records

Figure 77
The rate and rate amount will automatically be entered based on the initial DRIVE set-up. Rates can be hidden based upon
access levels. Enter the amount of time spent on the client on a particular day. Upon entering the time spent on the client, press
the enter button or tab button to input your notes.
You can only enter one job entry on a single timesheet record. For example, if you performed 3 hours work on Monday, Tuesday
and Wednesday on a given week for the same client and same job, then you will have 3 separate line entries as shown in Figure
78.

O u - .
g Save & Close Eﬂ fj e %2 pasef 7 Pass Al Notes
Staff Member LIP Laurence ] Pyzer WedgStad 05 W 10 Reviewed Total Hours Entered 15.00
Week No. 2010/ Week Mo, 27 Week End 11 July 2010 Accountable Hours 34.00
[ Client Name Job cC WIP Activity Rate Rate Amt. Mon 5 Tue & Wed?7 | Thus Frig Sat 10 | Sun 11 Amount Notes -]
FLTO1 Flats Limited AUDOG  PART ADOD SCH 1 95.00 5.00 475,00 Being start of the audit file and preparation
FLTO1 Flats Limited AUDOG  PART ADOD SCH 1 95.00 5.00 475,00 Being start of the audit file and preparation
FLTO1 Flats Limited AUDOG  PART ADOD SCH 1 95.00 5.00 475,00 Being start of the audit file and preparation
I
=
Chargeable Hours 5.00 5.00 5.00 0.00 0.00 0.00 0.00 1425.00
Chargeable 100.00%
Mon-Chargeable Hours 0.00 0.00 0.00 0.00 0.00 0.00 0.00 " Start |
Non-Chargeable Q.00 Total Hours Entered 500 500 500 000 000 000 0.00
Prospects (Hours) 0.00 Accountable Hours 6.00 6.00 6.00 6.00 600 2.00 2.00 00:00:00
Missing Time 1.00 1.00 1.00 6.00 6.00 2.00 2.00
Figure 78

You can pass all the selected time records by clicking the ‘Pass All’ (circled) or you can pass each timeline separately by clicking
the ‘Pass’ box at the end of each time entry, providing the user has the required access rights.
If a staff member does not have access rights to pass time entries, the following message appears.

3

.
\‘:!_‘) ‘fou do not have sufficient: rights to pass Time Sheet

Information

Figure 79
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Click ‘Save and Close’ to save the timesheet or ‘Save and New’ to save the existing timesheet and open up the next timesheet.
When a timesheet entry is passed, the WIP ledger is automatically updated on the client. To access the WIP on a client, click on

the WIP icon on the client browse, edit the client and select the WIP ledger tab.

If a timesheet record is not passed, then this time will not be marked as outstanding WIP against this client. Therefore, when the
time comes to bill the client for this outstanding WIP, the time will not show against this client until the time is passed.

To edit a timesheet simply double click on a timesheet in the browse and the edit screen will appear. Double-click on the

timesheet entry and the following screen appears

Se)

Figure 80
Make the necessary changes to the particular timeline entry and click OK. Click Save & Close before the overall timeline changes

will hold and take effect.

CETEE=S .
Staff Laurence J Pyzer Date Postad 29/04/2010
Week No. 2010/week No. 27 Batch Date 29/04/2010
Ref. Mo, g Accountable Units ~ 34.00
Batch Total 0.00
Date o5/07/2010 [l Units 5.00
Client |FLT01  Flats Limited -] Rate 1 -
Job [aUD06  Audit | Rate amount
Cost Centre |PART Partnership - | Amount
wip [a000  Audit -] Pass F
Activi [scH  scheduling -
Notes
Being start of the audit file and preparation
Start

(EOO:DO B I

Prospect time cannot be billed directly. If you wish to bill prospect time you must convert them to
a client. Prospect time can however be written off.
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OVERVIEW OF EXPENSES

DRIVE allows you to record Expenses (Staff Expense Claims form), Indirect Expenses and Linked Outlay (see the Purchase Invoice
section for more information on posting linked outlay). Expenses are normally incurred when doing some work on a client, i.e.
travel, mileage, hotels etc. Staff members can record their Expenses and then bill the client at a later date (Expenses can be
recorded from the DRIVE Desktop or the WIP ledger module). Indirect Expenses are normally incurred by the firm, i.e. printing,
photocopying etc, usually recorded as Outlay (Companies House, Indirect Expenses are recorded from the WIP ledger module

within DRIVE).

Stall  Laurence ) Pyzer [LIF]
[ Data Posted week ek, Mo

B ciont ol Datsbase

Total Passed

mE=

& st 4 DRIVE (Version 2.0)
e
] b Plars

@l Reports

Accounts

W derts

WIP Ledger
(3] wie Anahvsis Dute Posted Batch o,
8 wie Trial Balance
| ORIVE Desitop @ Tne Manager
My Commurications
‘Documers Mansgemers
Deadine Managemert
Markztig

Dashboards

o (By Chent 6]
Werkfiom Managemert: T WIP Alocation (B Bl)
WIP Ledger
Feas Lodosr

Furchase Ledger DRIVE Deshton

Penk ond Cash My Cosmirurications
Hominal Ladger Document Managemert

Gl Accountin Deadine Managemers

Marietng
8 Leurence Jevzer (LP] 5 boggedinte D | pacriarde

B=))

Figure 81

POSTING EXPENSES

To post Expenses in DRIVE select Expenses from the DRIVE Navigation bar (DRIVE Desktop > Expenses). Indirect Expenses are

recorded in exactly the same way but from the WIP module. Select the New

icon from the DRIVE toolbar. The Expense

window (Expense Claims form) will be displayed.

Batch Period
Fram 03012011
To 09(01/2011

=
0 Expenses
ﬁ qi/z Pass q;é Pass all [otes
Staff Mermber Date Posted 22/02/2011 “]  cheque Mo, [ -]
.
Date Client Client Mame Job EXDEI'ISE Entries Jleage Rate Amount | WAT Code | WAT Amount | Pass

=
=
=
@ﬂﬂﬂﬂﬂiiiiiﬂ

Tokal Entties ]

Balance ko Post 0.00

Figure 82

From the Date column select the date the expense was incurred. This must be within the Batch Period date. Select
the Client Browse field in the Expense Entry section. The Select Client Window will be displayed.
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GExpenses E
E Save & Close E; ;@ 9 %2 Pass %2 Pass All Plokes
Steff M L Laurence 1 Pyzer <] Date Posted Cheque Ho. (I
wiesk Mo Ref. Mo L] checkTatal
Date Cliert | Client Nams Job | CostCen..| WIPCods | Misage | Rate | Amount | ¥AT Code | AT Amount | Pass
sfotfzon - o0 000 0o0 0.00
% Salect Client =]
Fnd | |
] Search Anywhers in Fisld o —
Code Name N - T
uildfo fers —
Edit
HFADL Harlow Finandial Advisers (ABC Consuting) Li.. v
kot ke Inns Limited o Delete |
LLPo1 Large Structural Design Partnership g | oo/
Loat Leon Driving Instruction
Batch Period Lsg01 Louis's Sandwich Bar Limited
From 3fo1/zon MMaL Midlands Manuf acturing Company Limited < 0
W R Ms01 Miltan Sports Limited [ QED
R —— 25 Mr William Zenith
se01 Mr. Ellatt Sefton
EAOL Mr. Geoff Eastman
Fou Mr. James Hamiltan
3501 Mr. Jeremy Sterling u
T
72 Records
Figure 83
Select the specified Client from the list. Select the OK button to add them to the Expense sheet.
@ Expenses E
[ | (] - - .
g Save & Close g l'r;l' ﬁ Pass Pass Al Motes
Staff Member [P Laurence 1 Pyzer -] Date Posted 23fozj2011 | cheque o, [ -]
Date Client Client Mame Job Cost Cen... | WIP Code | Mileage Rate Amount | VAT Code | VAT Amount | Pass u
0301j2011  GI0L Guildford Jew... | 0,00 0,00 0,00 oo [
E
E
| 0,007 | 0,007
Batch Period
From 03012011 Tokal Entries a
To 09/01/2011 EBalance ta Past 0.00
Figure 84

The name of the client (Guilford Jewellers) is automatically displayed under the Client Name column. The Job selection and the

WIP code selection follow the same functionality as the client code.
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—
@Expenses
. . ; —
5 Save & Close g | | a \/? Pass \/? Pass all Motes
Staff Member [LP Laurence 1Pyzer -] Date Posted 23jn2j2011 -] chedque o [ -
Date Client Client Mame Job Cost Cen...  WIP Code | Mileage Rate Amount | WAT Code | WAT Amount | Pass
03042011 =101 suildford Jew.., | r i 0.00 0.00 noo [
O Select Job | Job Selection =
Frd Find
Find b Find
¥ Search Anywhere in Field e oy
] Search Anywhere in Faskd | Clear
Chert : Guidford Jewelers
1 T e r—vrry— Code & Destription o add
Cea || | ——
CTaDG Corporate Tax )
ke Detete Laos Lunich & Subsistence | Delete |
D008 Postage & Telephone
D009 Acceenodation
0o10 Sesrch Fees
LOIS  Fiing
Do1g Stamp Duty
Dazo Courbers
D030 Study Materisl
L — || |pos0 Software Deslership
= || D00 MHeage -
oK Carel oK o Cancel
iznmds 17 Records
Figure 85

Once you have selected your specified Job and WIP code, the Expense window will be displayed again. The next step is to enter
the amount (or Mileage depending on the WIP code selected) for the expense. Select the appropriate VAT code and the VAT
Amount will be calculated automatically.

PASSING EXPE

NSES

An expense cannot be billed unless it has first been passed. Once the expense has been passed it is then added to the WIP
ledger. An expense can be passed by checking the Pass tick box at the end of each row of the Expense Claims form or by

selecting the Pass

e

button or the Pass All

%? Pass All

button located in the toolbar at the top of the expense claims form.

(The ability to Pass / Edit Expenses can be controlled by Access levels. See Time Recording setup documentation). Unpassed
expenses will not be recorded as Outstanding WIP on the Client ledger but will be displayed as part of the overall Balance.

© Client - Guildford Jewellers (=1
) Outstand Show L d WIP Cost Centre  Combined
L) utstanding = Show Unpasse st Centre | Combine -
-~ W
I WIP Ledger I
client 01 Guidford Jewsllers WIP Limit 0,00 WIP Limit Exceeded 3,502,50
WIP Budgst 0,00 WIP Budget Exceeded 3,502,50
WIP Provision 0.00  WIP Discount %% 0.00
WIP HTD 0,00 WIP Last Year 0.00
Date 4| Type il Mo Job Skaff WP Description Urits | Amount | Biled | Unbilled Balance
T O N S N T ]
12{01{2006 ALDOG RiMM 0D Audt 1800 432,00 000 43200 612,00
13f01/2006 ALDOG KM 40 Aud FL 3000 180,00 0,00 180,00 792,00
13{01/2008 ALDOE RMM A000 Audt 3000 720,00 0,00 720,00 1,512.00
16/01/2006 ALDOG &F A000 audt 3000 270.00 0,00 270.00 1,782.00
17/01/2006 ALDOS eF A000 audit 3000 270,00 000 270.00 2,052.00
18/01/2006 ALDOS &F A000 audit 3000 270,00 0,00 270.00 2,322.00
19/01/2006 ALDOS eF A000 audit 30.00 270,00 000 270.00 2,592.00
20f01/2005 ALDOS eF A000 audit 3000 270,00 0,00 270.00 2,862.00
09f02/2005 CTARDE MR 620 Corporation Tax... 3000 315.00 000 315.00 3,177.00
10/02{2006 CTARDE MR ag20 Corporation Tax... 3100 32550 000 32550 3,502.50
Total of Outstanding
Passed Time
Total Including Unpassed
Time + Expenses 0.00|| 3,502.50 3,502.50
WIP Balance %,50 Balance Accrued Current Days 30 Days 60 +Days 90
Unpassed WIP .51
Total WIP =101 3502.50 0.00 0.00 0.00 0.00 3502.50
Figure 86

There is an option on the WIP ledger to display unpassed entries, “Show Unpassed WIP”. This is located in the toolbar at the top
of the Client WIP Ledger. When selected, unpassed entries will be displayed in green.
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©) Ctient - Guildfard Jewellers

R T

&)
) Cutstanding + | Show Unpassed WIP Cost Centre Combined =
~
|| wtp Ledger |
Client 01 Guidford Jewelers Show Unpassed Option 0.00  WIP Limit Exceeded 3,502.50
W g 0.00 WIP Burgek Exceederd 3,502.50
WIP Prowision 0.00 WP Discount % 0.00
WIPATD 0.00 WP Last Year 0.00
Date 4| Type Job Staff WP Descaription Unks | Amount | Blled | Unbild  Belence

12{01 (2006 Tine ALDO& RMM Audit 18.00 432.00 0.00 612.00
13/01/2006  Time: AUDDG KM Audt PL 3000 180.00 000 180,00 752,00
13/01/2006  Time: AUDDG  RMIM Audt 3000 72000 000 72000 1,512.00
16/01j2006  Time: AUDDG GF Audt 3000 270,00 000 270,00 1,782.00
17[01j2006  Time: AUDDS GF Audt 3000 270,00 000 270,00 2,052.00
16/01f2006  Time ALDD& GF Audit 30.00 270.00 0.00 270.00 2,3z2.00
19f01 (2006 Time ALDO& GF Audit 30.00 270.00 0.00 270.00 2,592.00
20/01/2006  Time AUDDG GF Audt 3000 270.00 000 270.00 2,862.00
09/02/2006 Time CTAKDE MR Corporation Tax... 3000 315.00 000 31500 3,177.00
10/02i2006  Time: CTAKDE MR Corporation Tax... 3100 325,50 000 3550 3,502.50
03{01f2011 | Expense ALDO& Lp External Manag. .. 0.00 851 0,00 851 3,511.01
Unpassed Expense

| ool zsion| asior)
WIP Balance 30250 | Balance Accrued Current Days 30 Days 60 +Days 90
Unpassed WIP 8.51
Total WIP 1100 3502.50 0.00 0.00 851 0.00 3502.50

Figure 87

TIME & EXPENSE REPORTING

Within DRIVE there are a number of reports available for Timesheet & Expense Reporting. The Timesheet & Expense reports are
located in Reports > Staff Reports.

€) DRIVE (Version 2.0) Click Here

Client Reports
Staff Reports

Sales & Marketing

Select Staff Reports
WIP Reports

Eres Reports

22 November |
) Time Manager Supplier Reperts
(& Timesheets Bank and Cash Reports

Hominal Reports

2 Expenses

G Client & Contact Database Financial Reports

8 st Client fccaunt Reparts

R seaff Holidayit - Deadline Management
orkfiom Managsment

| ORIVE Desktop |

Qther Reports 23 November |

= Week F? HMonth #ﬁ Diary Settings

T

| el

25 Navember |~

26 Navember

My Cammurications

Previous Appointment =

Document Managemenk

Deadine Management

Harksting

Dashboards

Wiorkflow Management

24 November |

=

#
g
5
9
5
S
=
a
i
i)
E

27 Mavember

Show l 7 Synchronise

9]

November, 2010

.4 Movember b 4 2010 B
M TWwW T F 5 5

4l 25 26 27 28 29 30 31

“1 2345567

“s 9011 12 13 14

515 16 17 18 19 20 21

| December 2010
M TwW TFSs
= 12345

“e 78 9101112
“1 13 14 15 16 17 18 19
il 20 21 22 23 24 25 26
% 27 28 29 30 31

. January 2011 |
M Tw T F 35§

1z
3 456 7 89
1011 12 13 14 15 16
17 18 19 20 21 22 23
74 25 26 27 26 29 30
L

WIP Ledger

Fees Ledger

Purchass Ladger

Bank and Cash

26 Navember

Hominal Ledger

(]

| February Py E—
M TwW TF S5 3§
4 123456
7 8 91011 12 13
14 15 16 17 18 19 20
A 21 2223 24 25 26 27
d28 123 456
W 7 & 910111213

. Today |

8 M Laurence 1 Pyzer [LF]is logged inko Database : Drive_ljp

790 Records 25/11§201005:53:52

Duration : 07:19:04 | [

Figure 88

The Reports window will now be displayed (see figure 28). Select the @ on Staff Reports to expand the options. A number
of reports will be displayed.
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Q) DRIVE (Version 2.0)

& Hy Diary Click Here
20 1y Tasks R

3
@ Time Manager

(] Timesheets

3 Expenses

G Cliert & Contact Database
& start

& Stoff Holday/Leave
[ 10b Flans .

| DRIVE Desktop

Py Communications

Document Management

Deadine Management

Marketing

Dashboards

WorkFlow Management

WIF Ledger

Fees Ledger

Purchase Ledger

taff Reports
[E] Staff Listing
[E] Staff Rates
[E] staff By Status
[E] Staff Access Levels
[E] Staff Details Summary
[E] staff Personal Detais
[E] staff Detais

~[E] staf statistics
~[Z] Staff Utiisation

[E] Staff Contacts

[E] Staff Time Sheet Control

5]}

[E] Weekly Tmeshest Summary Report
[E] WP variance

[E] staff activity

2] staff Clent Analysis
~[E] nalysis of Nion-Chargeable

[E] Staff Transfers

[E] Staff Expenses

[E] Expense Exceptions
[E] Expense Claim Form
[E] staff Biling

[E] Biling Targets

2] missing Time sheets

- [E] Diary Events Tasks
~[Z] Communications Summary

[E] Communications Status
Detals

Bark and Cash

Nominal Ledger

[E] Job Plans

[E] 3ob Plans Availability

[E] P Budget Availabilicy

[E] staff Holiday/Leave Report

I=1 st aff Holidane!l pawe Detail Renort

Report Name

(Jo/ed

8 Laurence 1Pyzer [LIF] is Ioaged into Database : Drive_fip

20,143

08/03(2011 01:01:55

Duration : 02:54:45 | [

The following reports are used for Timesheet Reporting;

Staff Time Sheet Control

Staff Time Sheet WIP Analysis
Weekly Timesheet Summary Report
Missing Time Sheets

The following reports are used for Expense Reporting;

Staff Expenses
Expense Exceptions
Expense Claim Form

Figure 89

For more detailed analysis of Time & Expense you could use the WIP Transaction listing (WIP Reports > WIP Transaction listing).

To run any of the reports simply highlight the specific report and double click. The Report window will be displayed were you

select the details you wish to view on your Report. Once you are happy select the Preview@ button to produce the

Report.
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BILLING

OVERVIEW

DRIVE Billing is very comprehensive and can deal with a multitude of billing scenarios. DRIVE allows for the following type of
billing facilities:

Draft Billing

Proforma Billing

Cross Client & Linked Billing

Automatic Reversals
For the purpose of this training guide we will try showing you how to produce a simple bill. We will not deal with the
complications of accrued WIP and write-offs. There are separate guides to cover these areas.

HOW TO RAISE A BILL

Click Fees Ledger on the left-hand navigation toolbar and select the first heading Bills. The bill browse will show you all the
current bills. DRAFT Bills appear in blue text and have a different numbered sequence to other bills. DRAFT Bills are optional and
a continuous bill number sequence is also optional. The Status of a Bill will also appear on the browse. If this column is not on
you can add it manually through the column chooser.

© o verson 21 .
T

Bills Current Status Bill Mo., Ref. No. Client Job Net Analysis Created By
H cettrons S A I
3 od . 07/06/2011 Reviewed 25 The Black Stuff Limited Audit 993,00 Fees Laurence 1 Pyzer
odgemen
07/06/2011 Signed Off 2% Burnells Booksellers Limited Annual Audit 2005 838,00 17760 1,085.80 Fees Laurence 1Pyzer
& Joumals 02/06/2011 Approved 24 Batch Builders Limitd Corporate Tax 0.00 0.00 0.00 Fees Laurence 1 Pyzer
&F Currency Adiustment 31/05/2011 Signed Off 23 Essex Bricks Company Limited Audit 500,00 105.00 705.00 Fees Laurence ] Pyzer
(5] Fees Allocation 25/11/2010 signed Off 21 Braintree Zoological Gardens Audit 5,000.00 875.00 5,875.00 Fees Laurence JPyzer
- 14/04/2009 Signed Off V019 19 Louis's Sandwich Bar Limited 400,00 70.00 470.00 Fees Laurence 1 Pyzer
Recurring Bills | ow/o1/2009 Signed OFf EO11 2 Essex Bricks Company Limited Audit 250,00 43,75 293.75 Fees Laurence 1 Pyzer
= |
DRIVE Desktop
My Communications
Document Management
Deadine Management
Marketing
Dashboards
Workflow Management
WIP Ledger
| Fees Ledger i
Purchase Ledger
Bank and Cash
Nominal Ledger
=~ | 875700l 1,378.85| 10,136.85/

8 Lourence J Pyzer [LIP] is logged into Database : Drive_Newdemo20101 v2.126  BRecords 07/10/2011 04:42:09 Duration: 01:27:52 [

o O e [

Figure 90
Click the New button to raise a new bill. The new bill screen is made up of a number of sections. The header has the following

details:
Posting Details
Approval Details
Billing Details

The centre contains the Job Split information where the Bill and WIP amounts are split over the various jobs you may be billing

on the specific client.

The bottom section has three tabs:
WIP Allocation
Recovery
Nominal Analysis
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g Save & Close g %

.Q\.@ ;QAMOQRweEe& '—. wugw

Date Proforma
| perce Tanore WIP
Bill No. Fixed Bill Amount

Drafted By
Reviewed By
ApprovedBy

Client  [FLTO1 Fats Limited

Template ‘Smndard Mominal Code Bill (RTF)

=

8

Date
080209 Time
100208 Time
13/02/09 Time
18/02/09

Balance to be Entered :

WIP Allocation I Nominal Analysis

Job
@ AUDD& Audit
BKPO3 Bookkeeping
CTAXD3 Corporate Tax
TAX03 Personal Tax

0.00

Type

Description

1238

Staff

I Posting Details Approval Details Bill Details

[LP  Laurence Py - | [o7/10/2011 - |
| -] |
| 4l -]
| -] }
|
|

Signed OFf By
- | Partner |LJP Laurence ] Pyzer
- | Manager |SB Stuart Bailey
Lead Staff |'I'I' Timothy Taylor
Bill Amount 05 WIP Write-Off Left Alloc,
620,00 P 0.00 000
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00
620.00| 544.25) 0.001 0.001| 0.00
WIP Notes Amount 0Ofs WIP
ADOD Audit 106.95 16.75
AD0O Audit 213.90 213.90
ADOO Audit 213.90 163.90
Planning 149.70 149.70

Enter the Net Amount under the Bill Details.

Figure 91
Fill the posting details section, date, period, Bill number can be manual or automatic. Ref No. Select your client. The centre
section will automatically fill with the jobs the client has. The Approval Details will default in with the Drafted By details.

Net Amount
VAT Amount
Gross Amount
Client Balance __ESU.UU
Unpassed WIP

Accrued WIP Profit Loss
520.00 0.00 0. DD
0.00 0.00 0. DD
0.00 0.00 0.00
0.00 0.00 0.00 [
520,001 .00

Allocated Write-Off Balance -

0.00 0.00 16.75
0.00 0.00 213.90 %
0.00 0.00 163.90
0.00 0.00 149.70

Next split the Net Amount over the different jobs under the Bill Amount column in the centre section. Allocate WIP and Profits
and Losses on each job line. The centre section needs to agree with the overall bill amount and WIP Allocation Tab below before
you can proceed or save the bill.

Once you have completed the centre section you can click the AUTO button on the top of the screen on each job and it will auto

allocate against the WIP entries under the WIP Allocation Tab.

Recovery Tab will automatically complete so long as the defaults have been setup, if not you need to manually allocate.

The nominal analysis will also automatically complete so long as the defaults have been setup, if not you need to manually

allocate.

Click the Save button. The new bill will appear in the browse.
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PREVIEW & PRINT A BILL

To print the bill simply click on the Preview Button on the bill browse as follows:

Bils Bil No. Ref, No. Client Analysis Created By
Il creatres T N A e
3 Lodgements 07/06/2011 Reviewsd The Black Stuff Limit=d Audit 933,00 355,00 Fees Laurence ] Pyzer
odgemen
g 07/06{2011 Signed OFf 26 2% Burnells Booksellers Limited Annual Audit 2006 888.00 177.60 1,065.60 Fees Laurence J Pyzer
&l Journals 02/06/2011 Approved 24 24 Batch Bulders Limited Corporate Tax 0.00 0.00 0.00 Fees Laurence ] Pyzer
P currency Adjustment 31/05/2011 Signed OfF 23 23 Essex Bricks Company Limited Audit 600.00 105.00 705.00 Fees Laurence ] Pyzer
o 25/11/2010 Signed OFf 21 21 Braintree Zoological Gardens Audit 5,000.00 875.00 5,875.00 Fees Laurence J Pyzer
14/04/2009 Signed Off V019 19 Louis's Sandwich Bar Limited 400.00 70.00 470.00 Fees Laurence ] Pyzer
Recurring Bills . | o/o1/2000 Signed Off RBO11 2 Essex Bricks Company Limited Audit 250.00 43.75 293.75 Fees Laurence ] Pyzer
=
DRIVE Desktop
My Communications
Document Management
Deadline Management
Marksting
Dashboards
Workflow Management
WIP Ledger
| Fees Ledger 9
Purchase Ledger
Bank and Cash
Nominal Ledger
§757.00 1379.85| 10,136.85/

v2.1.26

8Records 07/10/2011 05:07:28

Figure 92
When you click the Preview button you get the following menu:

CLACNS
Template tandard Bill Template

Use Office Address

Office Address |

Client Address |Eusir1ess Address

Date Format |dﬂVIM.’ww

Number Format |123,456.00

Use Client Currency

(0 Print Bill
(™) Update Bil

(©) Re-generate Document

. EMal ||- Preview || ||- Print || ||- Cancel

Figure 93

If you have selected the correct bill template, just click the Preview button and the following screen will appear:
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Bill No. INVO21 Client : FLTO1 Flats Limited
Ref.No. 27
Date 07/10/2011

" Insert Row " Delete Row
W [

I Faragraph Met Amount VAT Amount Gross Amount
To taking your instructions re forming a limited company named
with a share capital of £ ordinary shares of £__ each 400.00 70.00 470,00 -
Preparing Mew Director Forms
200.00 35.00 235.00 ---

To preparing Minutes of Directors meeting

20.00 3.50 23.50
Total Entered 620.00 108.50 728.50
Total on Bill 620.00 108.50 728.50
Amount Left to Enter 0.00 0.00 0.00

Figure 94

The paragraph handling screen will appear. This screen will only appear if you have this option turned on in settings. Edit the
paragraphs to suit this particular client bill. Click OK and the following screen will appear:

* Format Tools Table

_imMWMnjmmw\mm “l[x FlB I U|EE = = ustiy | B [ Decrease Increase | [ -| [T -] -
L

||\1|||2w|3||\4|||5w|5||\7||.3\\|9||\1[]||.11\\.12||\13||.14\\.15.|\15\\|17\|\13._

Bill To:

Flats Limited

Iiford Business Centre Date: 7201
liford

Essex - IL8 6GX Bill No.: INVD21

Ref. No.: 27

Professional Services Rendered

To taking your instructions re forming a limited company
named with a share capital of
£ ordinary shares oTf__each

Preparing New Director Forms.

To preparing Minutes of Directo s mesting

Lndl Coll Total Pages:1

7 ESICIE 7 = "SI S S

Figure 95
Once you are happy with the bill simply click the print button as marked above and close the bill and return to the bill browse.
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EMAIL A BILL

You can also decide to email the bill to your client.

"© Print Bill

Click on the Preview button and on the screen click the Email button

Use Office Address
Office Address

Client Address
Date Format
Number Format

Use Client Currency

(20 Print Bill
() Update Bil

|513r1dard Bill Template

|Bu5ir1ess Address

|dﬂ~‘leww

[123,456.00

(7) Re-generate Document

||. Preview .l

|, Print || |, Cancel .|

Figure 96

When you click the email button the system will launch an automatic DRIVE email with the invoice attached. This is a quick and
easy way of getting your invoices to your client in a timely manner. There is an option in settings to make the generated
document read only which means it cannot be changed once sent.

Generate Timesheet

_ . Send gQave&Close g‘ i SMS @ ‘ i

—
|

7% Boem |

Signature -

payment by any of the following methods:
Chegue made outto....

EFT to our Current Account....

From ‘Iauren:e.pyzer@rEIatEﬁuf‘tware.co.uk (Laurence 1 Pyzer) - | 07/10/2011 17:22 Priarity
eioptas otk O E—
|
| e \ | s L -
o | compledon [ ][]
AssignTo ‘ v| Request Read Receipt |:|
Client |Fiats Limited [FLTO 1] -] @ Client
b [ | ) Contact
b (7) Prospect
Contact ‘Mr. Ben Brown - | () Supplier
. ‘ " Interests -
Campaign Stage
] Audit =
Value \ 0.00] Weighting [ -] [ Business Development Ser
Subject | | Send to History []
[ABIUE=E=ZEE 400 9¢ B4 |
B
Dear Ben,

Please find aftached our invaice far professiaonal services rendered as per our previous discussions. Please arrange for

Bill INVO21.RTF
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FINANCIAL LEDGERS

DRIVE has its own internal accounting ledgers for the practice financials. This includes an integrated purchase ledger, a bank and

cash ledger with bank reconciliation as well as a nominal ledger with journals. It also allows firms to manage its Vat returns and

will produce a simple profit and loss account. We have recently completed an option to allow the firm to pass DRIVE Trial
Balances to Relate Accounts Production to produce Partnership or other accounts for the practice.

LODGEMENTS & RECEIPTS

The Lodgement option in DRIVE allows you to record and allocate client receipts. The Lodgement option is found in two areas of
DRIVE, the Fees Ledger and the Bank and Cash section.

J DRIVE (Version 2.0)

=%

File View Postings Accounts Marketing Reports Tools

Theme Help

O w = =
_\ View |Current Year Transactions ¥ - -

- Lodgements -

Bank Lodgement

Amount Reconciled

Fees Ledger Lodgements
gills Show Al
T creditnotes [ pa= ]
g Lodgements
NF € DRIVE (Version 2.0)
(E Journals

M=

=] Fees Allocation

Recurring Bills

File Wiew Postings Accounts Marketing Reports Tools

‘\,zi' Wiew |Current Year Transactions ¥

Theme Help

g Recurring Receipts Bank and Cash

Lodgements

g Lodgements v
@ Payments
&3 Bank Transfers

@ Bank Recondiliation
9 Recurring Receipts

'@ Recurring Payments

Show Al

- Lodgements -

| Cate

Bank

Lodgement Amount Reconciled

Figure 98

Lodgements in DRIVE are made up of one or many individual receipts. The total values of these receipts make up your overall
value of the lodgement. When you post a receipt it updates the client / debtor, the debtors control account and the Bank

Account.

CREATING A LODGEMENT

From the DRIVE navigation menu select either the Fees Ledger or the Bank & Cash area. Then select new Lodgements.

e Lodgements

u
g Save & Close

1

=

Date 24/02/2010
Lodgement No.

Notes

Bank Account

Lodgement Amount

6750 Bank current account 1 -

0.00

-

Date Code: Client Name:

Job Ref. No. Net VAT

Gross Allocated Analysis

0.00

0.00

0.00 0.00

Figure 99

Before you can go any further you must first fill in a Lodgement No. This is a mandatory field. Once you have done this, select

your Lodgement date and the Bank Account you wish to post the Lodgement to.

The next step is to create the individual receipts that will make up this lodgement. The first step in creating the receipt is to
choose how the receipt is going to be allocated. There are two options in DRIVE, Allocate Receipts to Jobs/Bills and Allocate
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Receipts to Bills. This choice is made by selecting the drop down arrow in the Lodgement windows toolbar and selecting the
appropriate option.

@Lodgements = @
g Save & Close v@ ﬁ i
Date Allo Receipts To Jobs/Bills Bank Account 6750 Bank current account 1 -
|| ¥ | Allocate Receipts To Bills |
Lodgement Ma. — - Lodgement Amount 0.00
Notes -
-
Date Code Client Name Job Ref. Mo, Met VAT Gross Allocated Analysis "
0.00 0.00 0.00 0.00 H
Figure 100
Select the New button to open Receipt window. Depending on your allocation selection, the format of each window will

be different.

ALLOCATE RECEIPTS TO JOBS / BILLS

This option allows you to choose a one or multiple jobs to allocate the receipt against. If you choose to allocate receipt to jobs /
bills the following Receipt window will be displayed. This is currently a non debtors receipt as no client has been selected.

) Receipt - \2jed
n u - T » \
g Save & Close g ﬁ \h\‘;, Linked Clienfs | & ;
Date 24f02/2010 - Gross Amount 0.00
Period Future Period M VAT Amount 0.00
Ref. No. Net Amount 0.00
Client -
Client Bank Account i Notes -
-
“ Gross Amount Analysis Code WAT Code WAT Amount Net Amount Cost Centre Notes :

-

Figure 101

Simply select a client from the Client drop down list to make it a debtors receipt (see Figure 102).
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evd
Q Receipt = @
LI LI LA - - \
g Save & Close g‘ \a{: Linked Clients u Auto “ Reverse |l
Date 24f02f2010 -~ Gross Amount 0.00
Period Future Period - VAT Amount 0.00
Ref. No. Net Amount 0.00
Client WEB01 Web Delivery Services Limited - Client Balance
Client Bank Account | - Notes
Job Split '
Job ,l Job Description Job Balance Prv. Unalloc. Amount Allocated
» | AUDDS 4 Audit 0.00 0.00 0.00 0.00
CTAXD8 Corporate Tax 0.00 0.00 0.00 0.00
TEST Test 0.00 0.00 0.00 0.00
| Receipt Allocation y 0.00 0.00 0,00
| Date | A’\ No. | Ref No. Gross Amount Prev. Allocation Unallocated Amount Discount This Alloc
| 0.00 0.00 0.00 0.00 0.00
Allocated 0.00
To be Allocated 0.00
Amount left to be allocated 0.00
Figure 102

The receipt is split into three sections, the Header, the Job Split and the Receipt allocation. These sections will now be displayed
on the receipt (see Figure 102).

The Header - (top section) of the receipt is straight forward to complete. Select the Date, Ref No (not mandatory), the Client and
input a Gross amount for the receipt. There is also a Notes option which is a text box that allows you to key in notes if required.
The Job Split - The next section to complete is the Job split. This display’s the Jobs applicable to the selected client (see Figure
103) as well as the information belonging to that job being displayed in the appropriate columns.

@ roceipt A= %
E Sove & Clase E‘ < “Q... Linked clents | ) wre (L) feverse s
Dete dREEw - Gross Amownt 0.00
periad Futre Pencd - VAT Amount 0.00
Ref. Ko, Met Amount .00
Clignt ACTO01  Antou (Linkeerial) Limted - Chgst Balasds
Cligat Bgnk Srcoyes - Hites i
| b ] Job Descripion ] Job Balance | Pry, Linallcs. ] At Alocated
» | ALDOE gt IT AT 5000 .00 Q.00
CTANG Corporate Tax 11,4318 0.0 0.00 o)
MO0 Management Consultancy £,697.50 0.0 0.00 LE
TEOT Taak L hons Ll L
» | AUDOG Auit 27,359.67 250.00 0.00 0,00
CTAX06 Corporate Tax 11,433.33 0.00 0.00 0.00
MC0& Management Consultancy 6,697.50 0.00 0.00 0,00
TEST Test 0.00 0.00 0.00 0,00
250.00 0.00 0.00
]
Figure 103

Job Split Columns

Job: This column displays the unique job code assigned to the Job.

Job Description: This column displays the name given to the Job.

Job Balance: This column displays the value of work done for the selected Job.

Prev. Unallocated: This column displays the value left over from a previous allocation.
Amount: This column is where you key in your amount.

Allocated: This column is where you key in how much of the Amount you wish to allocate.

The Receipt Allocation - section shows the Bills raised for a specific job along with the Billing information. The allocation section
will display different bills depending on the Job you select in the Job split. (See Figure 104).
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[ aes . o
B Sove & Close & Sy, Linked Clents uA.‘\o K povene =)
|
Date /O - Gross Amoust 2000.00
Pened aure Penod v VAT Amount 0.00
Ref, No. Ref001 Net Amount 1000.00
Client ACTO0! Antques (Universal) Lmted - Chest Balance
1 ik ACCoynt * ligles TestNotes
Job Jcb Descripton Job Balance Pry. Unalloc Aeourt Alocated
ALDOS Audn 26,359.67 250.00 000.00 100000
TAXDG Corporate Tax 1,430.38 0.00 0.00 0.00
MO0S Management Consultancy 5697.50 0.00 0.00 0.0
TEST Test 0.00 0.00 0.00 0.00
Dotz Bl No. | ne" ;ao, t‘:m l;rnnt .pncv, Moabc\
/0s/005  RE0 1 205.00 5.88
010772006 RBOO1 1 205.00 95100 0
fhmarans  man e o0 aon - ~on A
___ Dete _BdiNo. Ref No. Gross Amount Prev. Alocation | Unallocated Amount Drscount. This Alloc |~
0/06/2006  R820 1 705.00 5.88 0.00 0.00 699.12 =)
01/07/2006 R8001 1 705.00 951.00 246.00 0.00 0.00
=1 31/07/2006 RB21 1 705.00 0.00 404.12 0.00 300.88
30,203.00 1,079.88 28,615.12 0.00 1,000.00 |

Figure 104

In this example (Figure 105) we have a Client Antiques Limited. Antiques Limited has four jobs, Audit, Corporate Tax,
Management Consultancy and Test.

oOr pt | |
0 0 T — — ;i
g Save & Close Eﬂ V"Q Linked Clients w Auto “ Reverse |
Date 25/02/2010 - Gross Amount 1000.00
Period Future Period M VAT Amount 0.00
Ref. No. Refl01 Net Amount 1000.00
Client ACTO01  Antiques {Universal) Limited - Client Balance 45,490.55
Client Bank Account - Notes Test Notes
Job Job Description Job Balance Prv. Unalloc. Amount Allocated |
ALDOS Audit 27,359.67 250.00 1,000.00 1000
CTAXDG Corporate Tax 11,433.38 0.00 0.00 0.0 i
MCO& Management Consultancy 6,697.50 0.00 0.00 0.00
TEST Test 0.00 0.00 0.00 0.00
250.00 1,000.00 1,000.00 |
Date | Bill No. Ref No. Gross Amount Prev. Allocation Unallocated Amount Discount This Alloc ‘ -
30/06/2006 RB20 1 705.00 5.88 699.12 0.00 0.00 15
31/07/2006 RBE21 1 705.00 0.00 705.00 0.00 0.00
31/08/2006 RBE22 1 705.00 0.00 705.00 0.00 0.00
29,493.00 123.88 29,369.12 0.00 0.00 ‘ —
Allocated 0.00
To be Allocated 1,250.00
Amount left to be allocated 1,250.00
Figure 105

The Receipt is for €1000 so this is keyed into the Gross Amount field. The Net Amount will auto populate.

In the Job Split we are going to put €1000 against the job Audit. The current Job Balance is 27,359.67 which is made up of a
number of Bills. These Bills are displayed in the Receipt allocation section.

In the Job split under the Amount column you key in 1000. In the Allocated column you choose how much of the Amount figure
you wish to allocate. In this instance we are going to allocate the full 1000 so we enter 1000 in the Allocated column.

The next step is to allocate the 1000 against one or multiple Bills. You can do this in two ways;

Manually: By completing the “This Alloc” field in the Receipt allocation section.

Auto: By selecting the Auto button in the top toolbar. This will allocate the amount starting with the earliest dated bill.

If you are posting against multiple Jobs, repeat the steps above for each job. Once you have completed the receipt, select the
Save & Close button to add the receipt to your lodgement.

The Lodgement window will be displayed showing the receipt you just created (see Figure 106).
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Q Lodgements E]
gﬁu\'e&claﬁ - E ﬁ ey
Date 25/02/2010 - Bank Account 6750 Bank current account 1 -
Lodgement No. Test Lodgement Amount 0.00
Notes -
-
Date Code Client Mame Job Ref. Mo, Met VAT Gross Allocated Analysis

ACTOO1

Antiques {(Univers...

1,000.00 | Fees ledger control

1,000.00

0.00| 1,000.00 1,000.00

Figu

re 106

Before you can Save & Close the Lodgement you will need to enter in the Lodgement Amount. The Lodgement Amount must be
equal to the total of the receipts. In the example above the Lodgement amount would be €1000.
Once the Lodgement is saved it will then be displayed in the lodgement listing in DRIVE (see Figure 107).
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B DRIVE (Version 2.0) ; ﬁ E

File View Postings Accounts Marketing Reports Tools Theme Help

:E @ ] q View |Current Year Transactions =

Bank and Cash

Lodgements

4] Lodgements

&8 payments

55} Bank Transfers
[Z] Bank Recondliation

& Recurring Receipts

Show Al

Lodgements  +

Date

6750 Bank curren

Purchase Ledger

see -

Reconciled

8 Laurence JPyzer [LP] is logged into Database : Drive_ljp

1Record

25/02/2010 10:47:50 Duration : 20:20:28 [

|

Figure 107
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ALLOCATE RECEIPTS TO BILLS

This option auto allocates the receipt against a bill. You do not need to select specific jobs with this option. If it is not payment in
full then the receipt is auto allocated on a pro rata basis. If you choose to allocate receipt to bills the following Receipt window

will be displayed (see Figure 108).

Client -
Client Bank Account -

Notes

—
@ Receipt = @
= = P P

g Save & Close g u Auto “ Reverse

Posting Details Balance Receipt

Date 24022010 - Client Balance 0.00 Gross Amount 0.00

Period Future Period - Receipt + Discount 0.00

Ref. No. | New Balance 0.00

Allocation

IH Date | Bill No. | Ref MNo. | Bill Amount | Bill Amount | Unallocated Amount | Discount | This Alloc |

Allocated
To be Allocated
Amount left to be allocated

0.00
0.00
0.00

Figure 108

The receipt is split into two sections, the Header and the Receipt allocation.

The Header - (top section) of the receipt is straight forward to complete. It is made up of the Posting Details, the Balance and

the Receipt.

Select the Date, Ref No (not mandatory), the Client and input a Gross amount for the receipt. There is also a Notes option which

is a text box that allows you to key in notes if required.

The Receipt Allocation - Once a client is selected all the outstanding Bills will be displayed in the Allocation section (see Figure

109).
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Posting Detail

Date 25/02/2010 - Client Balance 44,480.55 Gross Amount 1000.00
Period Future Period - Receipt + Discount 1,000.00
Ref. No. Mew Balance 43,490.55
Client ACTO01  Antiques (Universal) Limited - -
Client Bank Account M
Notes Fe
-
Date Bill Ma. Ref No. Bill Amount Unallocated Amount | Discount ‘ This Alloc |:
01/08/2006 REO0Z 1 1,175. 117.50 0.00 0.00
01/0%/2006 RBOO3 1 1,175. !’ 117.50 0.00 0.00
01/10/2006 REO04 1 1,175.00 117.50 0.00 0.00
01/11/2006 RBOOS 1 1,175.00 117.50 0.00 0.00
01/12/2006 RBOOS 1 1,175.00 117.50 0.00 0.00
01/01/2007 REOO7 1 1,175.00 117.50 0.00 0.00
12/02/2007 115003 21 1,175.00 1,175.00 0.00 0.00
08,/05/2007 115004 24 1,175.00 1,175.00 0.00 0.00
24/01/2008 115022 38 5,875.00 4,700.00 0.00 0.00
59,925.00 46,382, 50 0.00 0.00 ||
Allocated 0.00
To be Allocated 1,000.00
Amount left to be allocated 1,000.00
Figure 109

COMPLETING THE RECEIPT

In this example (Figure 110) we have a Client Antiques Limited. When we select the client the list of outstanding Bills is

displayed.

O R
L L - -
g Save & Close g u Auto w Reverse
Date 25/02/2010 - Client Balance 44490.55  Gross Amount 1000.00
Period Future Period - Receipt + Discount  1,000.00
Ref. No. reFo02| New Balance 43,9055
Client ACTO01  Antiques (Universal) Limited  ~
Client Bank Account -
Notes Test Notes [

-

Allocation

( Date | Bill No. [ Ref No. [ slamount | Unallocated Amount | Discount | This Alloc E
01/08/2006 RE0D2 1 1,175.00 0.00 0.00 17.50
01/03/2006 E 1 1,175.00 0.00 0.00 17.50
01/10/2005 RE004 1 1,175.00 0.00 0.00 uzs|
01/11/2005 RE00S 1 1,175.00 0.00 0.00 117.50
01/12f2006 RBOOG 1 1,175.00 0.00 0.00 117.50
01/01/2007 RE0D7 1 1,175.00 0.00 0.00 7.5
12/02/2007 115003 21 1,175.00 880.00 0.00 295.00
08/05/2007 115004 24 1,175.00 1,175.00 0.00 0.00
24/01/2008 115022 E- 5,875.00 4,700.00 0.00 0.00
59,925.00 45,382.50 0.00 1,000.00 [ o
Allacated 1,000.00
To be Allocated 1,000.00
Amount left to be allocated 0.00
Figure 110

The Receipt is for €1000 so this is keyed into the Gross Amount field.
The next step is to allocate the 1000 against one or multiple Bills. You can do this in two ways;
Manually: By completing the “This Alloc” field in the Receipt allocation section.

Auto: By selecting the Auto button in the top toolbar. This will allocate the amount starting with the earliest dated bill.

Once you have completed the receipt, select the Save & Close button to add the receipt to your lodgement.
The Lodgement window will be displayed showing the receipt you just created (see Figure 111).

64|Page

success built on

service



@ Lodgements

g Save & Close - B e ,___E__,

Date 25/02/2010 - Bank Account

Lodgement No. Test

Notes

Lodgement Amount

6750 Bank current account 1 -

0.00

-

Date Code Client Name Job Ref. No. MNet
ACTO01 | Antiques (Univers...

VAT

Gross Allocated Analysis

1,000.00 1,000.00 |Fees ledger contral

1,000.00

0.00

1,000.00 1,000.00

Figure 111

Before you can Save & Close the Lodgement you will need to enter in the Lodgement Amount. The Lodgement Amount must be
equal to the total of the receipts. In the example above the Lodgement amount would be €1000.
Once the Lodgement is saved it will then be displayed in the lodgement listing in DRIVE (see Figure 112).

=
) DRIVE (Version 2.0)

[[E%)

File View Postings Accounts Markefing Reports Tools Theme Help

B ﬁ = Q View [Current Year Transactions

Bank and Cash

A Lodgements

%5 Payments

43 Bark Transfers
[£] Bank Recondiiation

) Recurring Receipts

Lodgements

Show 4l

Lodgements

aee -

Lodgement Reconcled

8 Laurence 1 Pyzer [LIP] is logged into Database : Drive_ljp 1Record

25/02/2010 10:47:50 Duration : 20:20:28  [J

LODGEMENT & RECEIPT SETUP
In DRIVE you can define a number of lodgement and receipts settings. You need to select Tools > Settings from the top DRIVE

toolbar (see Figure 113).
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.|
(7] -oJEs
File Wiew PBostings Accounts Marketing Reports | Tools Theme Help
) fa & Lookups F:ﬁ #
- @ U Copy Daste — ek I Month 1&) Diary Settings =
= L= ¥ = =
Staff Access Rights
DRIVE Desktup My Di'ary User Access Groups
[&] My Diary Staff  Other selecte Bill/Credit Note Paragraph February, 2010
My Tasks Monday |_ Tenplates N Thursday Friday | Sat/Sun b]
22 February 25 26 27
(D Time Manager WorkFflow / eadline »
'Qj Timeshests - Synchronise with Outlook 28
D Desktop Recurring 3
01March Proforma VAT Journal Creation 4 s 8
My Communications
Validation Check
7
Document Management Recaleulation »
Deadline Management s vear-End I 2 I
Marketing Clear-Quts tl
14—
Dashiboards Begistration
Communication Toolbar Fé
Workflow Management 15 18 12 20
Lock/Unlock &rid Settings
WIP Ledger Dashboard Settings 7
Fees Ledger Multi-Currency Sefup
Purchase Ledger 22 Period Dates 25 26 27
Settings
Bank and Cash = [Q
Change Database 3
e -
Archive Documents ’il
' Laurence J Pyzer [LIP] is logged into Database : Drive_ljip o 23/02/2010 03:17:51 Duration : 00:50:29 [3
Support Staff 3

Figure 113

The Settings window will be displayed (see Figure 114).
(5}

=[5 General
[E] Practice Details
[E] setup
=[5 staff
[E] Codes
[Z] Default Values/Mandatory Fields
[E] other Information
[E] E-Mail/sMS Settings
[Z] Diary
=-E3 Clients
[Z] Codes
[Z] Default Values/Mandatory Fields
[Z] Other Information
=5 Jobs
[E] Codes
[Z] Default Values/Mandatory Fields
[E other Information
=5 WIP Ledger
Setup
[Z] Control/Default Codes
[Z] Expense Contral setup
(=} Fees Ledger
[E] Bill/Credit Note Setup
[E silljcredit Note Template
& Lodgement/Receipt Setup
=[5 Purchase Ledger
[E] supplier Codes

[E] supplier Other Information

[Z] Purchase Invoice/Cr. Note
=5 Mominal

[Z] Control/Default Codes
(=5 Reports

[E setup

[=] VAT settinas

[Z] supplier Default Values/Mandatory Fields

>

| Practice Details

— Lodgement

Auto-Build Lodgement Amount.

Auto-Generate Lodgement No.

Lodgement Prefix
Lodgement Starting No.

Number of Digits

Receipt
Auto-Generate Receipt No.
Receipt Prefix

Receipt Starting No.

Number of Digits

| | cancal

Figure 114

Select Fees Ledger > Lodgement/Receipt Setup. Here you can define settings for the Lodgements and the Receipts.
Lodgement
Auto-Build Lodgement Amount: Enabling this will auto calculate the total value of receipts.

Auto-Generate Lodgement No.: Enabling this allows you to create a pre-defined Lodgement number that will increment with
each lodgement posted.

Receipt
Auto-Generate Receipt No.: Enabling this allows you to create a pre-defined Receipt number that will increment with each
receipt posted. Once you have defined these, select the Ok button to save the settings.
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CHEQUE PAYMENTS

Goto Bank and Cash under the left hand navigation panel. Click on Payments and the cheque payments browse will appear as
follows:

(-} DRIVE (Version 2.

Payments

& Lodgements Show  [al
5 payments
33 Bank Transfers Fne | | |oorna
@ Bank Recondiliation Search Al Fields [#]search AnywhereinField | clear
" F 3
] Recurring Receipts Date Cheque... | Ref.No. Details Bank Met VAT Gross Analysis
13/02/2009 123458 10101012 Linked expense - train and food 6750 Bank current account 1 35.00 6.13 41.13 Linked Outlay control
13/02/2008 123456 10101010 Temple & Co 6750 Bank current account 1 1,000.00 0.00 1,000.00 Purchase ledger control
|01 [sta supplies Limite 6750 Bank L ccount 1 0 3
01/04/2008 123459 10101013 Stationery Supplies Limited 6750 Bank current account 1 102.50 0.00 102.50 Purchase ledger control
DRIVE Desktop 01/05/2009 123460 10101014 Telephone Company plc 6750 Bank current account 1 30.00 0.00 30.00 Purchase ledger control
T — 0108/2008 123461 10101015 Stationery Supplies Limited 6750 Bank current account 1 800,00 0.00 800.00 Purchase ledger control
01/10/2008 123465 10101019 Stationery Supplies Limited 6750 Bank current account 1 500.00 0.00 500.00 Purchase ledger control
Document Management 23/01/2009 1 Telephone Company plc 6750 Bank current account 1 500.00 0.00 500.00 Purchase ledger control
24[04/2009 1 Telephone Company plc 6750 Bank current account 1 500.00 0.00 500.00 Purchase ledger control
Deadine Management
24/07/2009 1 Telephone Company plc 6750 Bank current account 1 500.00 0.00 500.00 Purchase ledger control
Marketing 01/07/2008 10101016 Temple &Co 6750 Bank current account 1 2,000.00 0.00 2,000.00 Purchase ledger control
24/10/2008 1 Telephone Company plc 6750 Bank current account 1 500.00 0.00 500.00 Purchase ledger control
Dashboards 20/07/2009 2 Temple & Co 6750 Bank current account 1 100.00 0.00 100.00 Purchase ledger control
T —— 20/10/2008 2 Temple & Co 6750 Bank current account 1 100.00 0.00 100.00 Purchase ledger control
3107/2008 123463 10101017 Telephone Company plc 6750 Bank current account 1 6,000.00 0.00 6,000.00 Purchase ledger control
WIP Ledger 0108/2008 123464 10101018 Zenith Electronic Supplies Limitsd 6750 Bank current account 1 2,000.00 0.00 2,000.00 Purchase ledger control
Fees Ledger
Purchase Ledger
 Bank and Cash E
Nominal Ledger
v2.132  16Records 02/11/2011 04:07:47 3

Figure 115

Here you can add and amend payments. You can also do bank to bank transfers as well as setup what are called recurring
payments. These would be monthly DD’s or Standing Orders. Click the New button and the following payment entry screen will
appear:

g Save 8 Close g’ e

Date Supplier Balance Gross Amount
Bank |6?50 Bank current account 1 - | Met Amount
Payment Type | M |
Chegque No. Notes
Supplier | v |
Payee | |
- Y
Split Payment Details ]
[ Gross Amount Analysis Cod Cost Centre VAT Code VAT Amount Met Amount MNotes Linked Outlay |Gl
J
| 0,00 | 0.00|| 0,00/ -
Figure 116
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Follow the onscreen prompts and fill in the fields to process your payments. This screen allows for both creditor and non

creditor payments. The screen will change depending on if a Supplier code has been entered or not. The above screen shows a
non creditor payment where you can analyse a payment into a particular nominal code or codes.

If a supplier code is entered the screen changes to handle allocations against unpaid invoices as in the following screen:

. . — —
g Save & Close % ‘ @ Auto @ Reverse

Date 02/11/2011 - Supplier Balance Gross Amount E

Period Future Period - 260.13 VAT Amount £

Bank |6?50 Bank current account 1 '| Net Amount £

Payment Type | - | Previous Unallocated £ 500.00

Cheque No. Notes

Ref. No. 10101020

Supplier | 01 Stationery Supplies Limited -

Allocate Payment l ]
=

Date Doc. Noj Amount Paid Unpaid Discount Allocation
ST L 875.50 800.00 75.90 0.00 0.00
09,09/2009 PIO10 343.23 0.00 3.23 0.00 0,00
23072009 2 23.50 0.00 23.50 0.00 0,00
01,01/2009 1 117.50 0.00 117.50 0.00 0,00
| 1,560. 13| 800.00 || 760,13/ 0.00] 0.00]
Amount left to allocate 0.00
Figure 117

Click on the Auto Allocate button to automatically pay all invoices with the amount you have entered. Click save & close and the
payment will be added to the bank account as well as the supplier invoice and also the nominal ledger will be updated.

BANK TO BANK TRANSFERS

Bank to Bank transfers are a simple method of moving funds from one bank account to another without the need for multiple in
and out journals. You simply enter the bank from and the bank to account codes along with the amount and save as in the

screen below
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07/11/2011)] -
Future Period -
N

Date

Period

Ref. No.

Notes

|

From Bank Account

To Bank Account

Cost Centre

[PART  Partnership

4

4

Amount

OK 1| |' Cancel 1

S

Figure 118
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BANK RECONCILIATION

DRIVE allows you to run your Bank Reconciliation on any account designated as a bank account. The option can be found under

the Bank Transfers option on the left hand navigation toolbar. When you click bank reconciliation the following screen will

appear:

" =
gﬁave&(ﬁlose %2 Find _l&  Print

Lodgements Payments

| sho

— Recondiliation

Bank Account Nominal Balance

— Bank Details Outstanding Credit

Bank Account |6?50 Bank current account 1 Outstanding Debit

Reconciliation Date Reconciled Balance

Statement Balance Statement Balance

[ Type Date Doc. No. Ref. No. Details Credit Debit Ticked ol
T T N = N I N -
Mominal Journal 01/01/2009 pd 3 Adjustments 0.00 5086.50
Mominal Journal 01/01/2009 3 9 Further adjustments 0.00 20575.50
Payment 13/02/2009 123458 10101012 Linked expense - train and food 41,13 0.00 (]
MNominal Journal 15/02/2009 RMI1Z 1 Transfer 80.00 0.00 |}
Bank Transfer 19/02/2009 1 Transfer to Birmingham Office Account 100.00 0.00 =
Receipt 21/02/2009 LD166 RCO02 Antiques (Universal) Limited 0.00 250.00
Lodgement 27/02/2009 LD1 Banked interim receipts 0.00 8087.50
Receipt 01/03/2009 LD179 RCO01 Gatsby Antiques Limited 0.00 30.00 [
Receipt 16/03/2009 LD 180 RCOO1 Braintree Zoological Gardens 0.00 F00.00 |}
|| Mominal Journal 16/03/2009 RMI3 1 Transfer 80.00 0.00
Receipt 22/03/2009 LD167 RCO02 Antiques (Universal) Limited 0.00 250.00
Lodgement 23/03/2009 D17 0.00 1000.00  [T]
Payment 01/04/2009 123455 10101013 Stationery Supplies Limited 102.50 0.00 |}
Lodgement 13/04/2009  LD13 0.00 2410.00
Mominal Journal 16/04/2009 RMI4 1 Transfer 80,00 0.00
Receipt 22f04/2009 LD168 RCO02 Antiques (Universal) Limited 0.00 250,00 |}
Payment 24/04/2009 1 Telephone Company plc 500.00 0.00 |}
Payment 01/05/2009 1234860 10101014 Telephone Company plc 30.00 0.00 (]
Lodgement 0&/05/2009 LD19 0,00 1970.00
Nominal Journal 16/05/2009 RMNIS i Transfer 30,00 0.00 [
14,653.63 73,790.50

Figure 119

Select the bank account and date you want to reconcile. Enter the balance from your bank statement and simply click the entries

to tick that they agree with the bank statements. If any payments or receipts are missing you can add then through the

Lodgments and Payment buttons at the top of the screen. Save & Close.

It is vitally important that every time you reconcile your bank accounts that a print to PDF is taken. We are often asked to look at

reconciliations after some time but if there is an issue we cannot help if we do not have the original reconciliations to refer to.
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PURCHASE LEDGER

To help firms have an integrated approach to their accounts we have introduced a full creditor’s ledger. Under this section you
can add your suppliers list, post purchase invoices and pay invoices. Each entry posted automatically updates the nominal ledger
and helps to build the practice accounts position.

Click Purchase Ledger on the navigation toolbar and click suppliers. The supplier browse will appear.

() DRIVE (Version 2.1)

Theme Help

Invoices
[H creditNotes
g payments
/- & ournals
[£] purchase Allocation

Recurring Invoices
=]

Code i

DRIVE Desktop

My Communications

Document Management

Deadine Management

Marketing

Dashboards

Workfiow Management

WIP Ledger

\ﬂ | Purchase Ledger
Bank and Cash

Nominal Ledger

Name: Address Town County
Stationery Supplies Limited 55 High Strest Tiford Essex
Telephone Company pic Telecoms Centre 1 The Post Offics Tower London

Zenith Electronic Suppiies Limited 12 Babbage Street London

8 Laurence 1Pyzer [LIF] is logged into Database : Drive_Newdemo20101 V212 4Records 10/10201108:17:47 Duration : 18:03:30  [J

Nl

@]

i

(]

|

I EVESTED

Figure 120

Click the New button to add a new Supplier and the following screen appears:

) Add Supplier Details u
E Save & Close g
Jm Account Setup | Other Information | Communications | Contacts | Ledger
-8
- SupplierCode | | Send E-Mails Phone [ |
Ref. No. [ | Mobile [ |
= suppliernams | | 3 | |
File s [ ] E-Mail [ |
Web | |
More....
— Addr
Business E] Contact 1 | N
Position | -
Contact 2 [ o
Town/Ci | M | Position | v|
County | -]
Post Code | |
Country | ‘| Supplier Type | '|
Figure 121

As with the Fees Ledger and the creating of clients, simply complete the standard data setup for the supplier and click save &

close.

POSTING PURCHASE INVOICES
Click the Invoices section to post purchases invoices. This section allows you to post the day to day invoices for the goods and

services the firm has purchased from suppliers. It also allows you to post linked purchase invoices. If your firm has purchased
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something on behalf of a client the invoice routine in DRIVE allows you to allocate this cost to a client WIP ledger as you post the

invoice.
QORvEveson21) » .. . - AR .. W W O e
File View Marketing R ools Theme Help

Wiew |Current Year Transactions =

1a Purchase Invoices

Find | | omnd
Invoices
Search All Fields Search Anywhere in Field “ Clear “
[E credittotes t — 1
&g payments Date Invoice No. Ref. No. Supplier Net VAT Gross Analysis
& Jounais 13/02/2009 F1003 3 Telephone Company plc 34,00 5.95 39.95 Linked Outlay control
] Purchase Alocation 24/06/2009 P1007 7 Stationery Supplies Limited 745.45 130,45 875.90 Spiit Analysis
Recurring Invoices 03/09/2003 PI010 10 Stationery Supplies Limited 462.32 20.91 543.23 Splt Analysis
= " |l 21/05/2008 F1005 5 Telephone Company pic 5,540.22 969.54 6,508.76 Spit Analysis
DRIVE Desktop 13/08/2008 FI009 9 Telephone Company plc 3,608.41 63147 4,239.88 Split Analysis
02/03/2009 RPIT1 1 Telephone Company plc 85.11 14.89 100.00 Spt Analysis
My Commurications 13/02/2009 PI001 1 Temple & Co 1,000.00 175.00 1,175.00 Splt Analysis
27/05/2008 F1006 6 Temple & Co 2,088.43 365.48 2,453.98 Spit Analysis
D M t
c——— 22/10/2008 FI011 11 Temple & Co 178.72 3128 210,00 split Analysis
Deadine Management 02/06/2009 RPIT2 1 Telephone Company plc 85.11 14.89 100.00 Splt Analysis
02/05/2003 RPIT3 1 Telephone Company plc 85.11 14.89 100.00 Split Analysis
Marketing 02/12f2003 RPIT4 1 Telephone Company plc 85.11 1489 100.00 Split Analysis
— 23/03/2008 FI004 4 Zenith Electronic Suppiies Limited 2,950.64 516.36 3,467.00 Spit Analysis
16/07/2003 1008 8 2enith Electronic Supplies Limited 294.45 51.53 345.98 split Analysis
Workfiow Management 30/06/2003 RPIZY 2 Zerith Electronic Suppiies Limited 1,106.38 193.62 1,300.00 Splt Analysis
WIP Ledger
Fees Ledger
| Purchase Ledger i
Bank and Cash
Nominal Ledger
18,649.52/ 3,263.66 21,913.18
V2,126  16Records 10/10/2011 04:11:57 Duration : 00:57:40 [

To create a new Purchase Invoice, select “Invoices” from the Purchase Ledger menu. .Select the “New” icon from the
DRIVE toolbar. Alternatively you can right click on the screen and select New from the pop up menu.

Q Purchase Invoice

u u -
g Save & Close g e

Date 20f10/2010 - Supplier Balance Met Amount
. 0,00
Period October 2010 - VAT Amount

Invoice Mo,

(Gross Amount

Supplier

Mominal Analysis l

[ et Amount VAT Code WAT Amount Gross Amount Analysis Code Cost Centre Motes Linked Cutlay &g

0.00| | 0.o0|| 0.00]

Figure 123
The Purchase Invoice has a number of mandatory fields that need to be completed in order to save the transaction to the
system.
Invoice Date: The Date the Invoice is posted to DRIVE
Invoice Period: The Period is based on the Date selected in the Date field. This allows for future postings to be made also.
Invoice No: The invoice or document number you wish to use for your Invoice. (If Auto, see purchase setup for more
information)
Ref. No: Not mandatory, you can enter your own reference.
Supplier: Select the Supplier the invoice is associated with.
Net Amount: The Net amount of the invoice — this amount can be split across a number of lines if there are different analysis
codes or VAT codes. The nominal analysis code and the VAT code will be automatically picked up from the Supplier record if they
have been entered as defaults (under the Account Setup tab of the Supplier).
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Once you have inputted all the necessary information, select the Save & Close Icon. Use the Save & New icon if a further invoice
is to be posted. The Purchase Invoice will be displayed in the Purchase Invoice listing.

PURCHASE INVOICES WITH LINKED OUTLAY

DRIVE allows you to recover purchase invoices received on behalf of clients by recording linked outlay. On entering the purchase
invoice information, check the tick box in the Linked Outlay column (found on the Nominal Analysis) at the end of each line you

wish to recover.

Q Purchase Invoice

[ ] =
5 Save & Close g H

Dake 20i10/2010 - Supplier Balance Met Amaunt £ 5.00
’ 1,311.38
Perind Ockaber 2010 - ! VAT Amourt £ 0.88
Invaice Mo, I:I Gross Amount £ 5.88
Supplier |5T01 Stationery Supplies Limited -
Mominal Analysis ] Click Here
ek Arnount VAT Code WAT Amount Gross Amount Analysis Code Cost Centre Motes doutlay |G
5,00 A 17.50% ... 0.5858 5.88 3052 PART [} E
£
[l
[
[El
[l
£
[El
[
5.00 0.85 5.85 -
Figure 124

Once you tick Linked Outlay the “Outlay Allocation” tab appears and the Analysis Code changes to the Linked Outlay Control
Account as set up under Tools/Settings/Nominal/Control Codes.

@' Purchase Invoice

= - —
a Save & Close g e

Date Supplier Balance Met Amaounk
Period 131138 VAT Amount
Invoice Mo, l:l Gross Amount
Supplier |STDI Stationery Supplies Limited M

Morninal Analysis l Outlay Allocatio

5,00

0.55

[ c I e T ]

5.6

[ Met Amaunt WAT Code WAT Aot Gross Amount Analysis Code Cost Centre Motes Linked Cutlay |G
S5.00 A 17.50% ... 5.65 6251 PART Linked Outlay con...
N ]
Outlay Allocation Tab B
]
]
=]
]
]
]
s.00 0.33 5.5 -
Figure 125
Select the Outlay Allocation simply by clicking on the Tab. The Outlay Allocation will now be displayed.
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E

Q Purchase Invoice

. . —
H Save & Close g ﬁ

Date zofiofzolo - Supplier Balance Net Amaunt £ 5.00
. 0.00
Petiod Qckober 2010 - WAT Amount £ 0.55
Invoice Mo, Gross Amaount £ 5.88
Supplier |TELDI Telephone Company plc M
Mominal Al | Outlay Allocation |
Clignt Mame Job Cosk Centre Staff WIP Amount =
ACTOO1 Antiques (Universal) Limited CTAXOE PART Al Dooo 5.00 =]
b
Amaurk Ta be Allacated 1.50
Amaunt Allocated 5.00
Figure 126

There are a number of fields that must be completed for the linked outlay to be saved.

Client: Select the Client Code the outlay is linked to. The Client Name will be displayed.

Job: Select the Job the outlay is to be allocated against.

Cost Centre: Select the appropriate Cost Centre (or accept the default).

Staff: Select the Staff member associated with the outlay.

WIP: Choose the WIP analysis outlay code

Amount: The Amount you wish to allocate against the client.

If more than one Client or Job is being allocated, repeat the process above until the total amount equals the Invoice amount.
On saving the purchase invoice the WIP ledger is updated with the linked outlay and these amounts can be recovered by billing

from the WIP ledger as usual.
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WORFLOW MANAGEMENT

OVERVIEW

The Workflow module gives users the facility to easily plan and manage their jobs and deadlines. The system is split into three
main sections;  Definition of Workflows and Deadlines

Planning of Workflows

Management of Ongoing jobs

WORKFLOW TEMPLATES

To define a Workflow Template, simply select the option Workflow/Deadline> Workflow Type/Deadline Date from the Tools
menu within DRIVE (see Figure 127).

Lookups

Staff Access Rights

DRIVE Desktop

User Access Groups

g iRy Frd BiljCredit bote Paragraph ———
My Tasks Templat
plates Click Here —
(@ Time Manager R
o L “Workflow | Deadline > Workflow Type | Deadlne Date |
Code % ne EntityType | Type | PartnerCode | Manager Code Leadstaff C... | Currenk Vers... o
@J Tz Synchronise with Outlook. efine Deadine Dates Yh L . L >
TESTCODE . Partnership Client =1
3 Expenses
Accont Recurring 4 Client Deadine Date Setup Company Limit... Client
Al e ACTOOL Proforma YAT Journal Creation Generate Deadine Dates 4567 Company Limit... Client P RT cr
& staff BAG SFephen Duncan 406 Belfast R, | 02609561359 Company Limit... Client
Validation Check
& staff HoldaylLeave BUIDI ress | Address 2 Address 3 Ad... 01545456789 Company Limit... Clent  BF oH MR,
B o o872z Recalaylation * likown Industrial Estate Upper ... 0042841759320 Campany Limit.., Clent  PWO
B B1L001 P—— .| Company L., Chent
[ Reports BZGO1 5 Forest Road 06754 654032 Company Limik,.. Clisnt BF RT T
Registration
Accounts BKOL leigh Lodge 02085437654 Partnership Clent L RT cr
® 139 Communication Toohar — F& Partnership Client
Alerts
@ cl4 Default Communic stion Folders +1v Company Limit,.. Client
Books In
crio LockfLnlock Grid settings i comes U EC)(Clere
TRTOL utherford avenue 02085679543 Company Lmit... Clent  BF oH MR,
— | croot Daciboanibetunne re test test? .. Company Limit... Clent
CLADD1 muit-Currency Setup Limited Client
ity Communications Do Period Dates Individual Client
55 - fer House S54/72 East Wall Road 01 5745411 Company Limit... Client
O kM i Settings
B e0sgemen 100001 1lne 2 oLe1m0101 Individual Client:
Deading Managsment comoot (Change Database +v. Company Limk,.. Clent
789729 [T ——— Individual Client
—— CURNO1L Support Staff 4 Company Limt... | Cient
DEADLINEQT  Deadines Quartiey Company Limi... Client
workflow Management: DEADOL Deadines Test: «vv Company Limit,.. Client
— mo1 Or M Simmons Cansulting 50 Bishaps Road 04905 653998 Sole Trader Clent LT =1 wr
edger
2 ESTOL Eastman's Estate Agency 111 The Ringland Estate 02052347654 Partnership Clent LT LT wr i
Fees Ledger — — = m— = = = = i
Puschase Ledger Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 137 | Company Limited By Shares o oas | o Clssie, | Lewrenes IPveer 2 |
Bank and Cash Closed Clierts 7 | Company Limited By Guarantee 6 ClG S ase | Mr. Brian Fantana 14
Partnershi 7P o ¥, John Lightyear 1
Niominal Ledger iy P o
Contacts 9 | Limited Liabilty Partnership 1 O ™ 5TE% 1. Leonardo 18
cliert Accounting Prospects 6 | Sole Trader 13 ST [ . Ricky Bobby 3
Sub-Contacts 300 | Individual 1 W OTH 9% Paddy Walley 1
Trust 2 o 4 Hone a1 [
8 Laurence 1Pyzer [LIP] is Iogged into Database : Drive_ip 152 Recards 27/09j2010 03:23:51 Duration : 06:22:39 [ ]

Figure 127
The Workflow Type/Deadline Date window will be displayed. This will display a browse of existing Workflow Templates as well

as the System and User Defined Deadlines (see Figure 128).

© Workflow Type / Deadline Date =

Find ‘ | i Find ,
Search Anyvwhere in Field b Clear i

[ Description Short Description | Type of ... Details Country . | Add |
Filing Accounts of Public Compa...  FA Public 2005 Wariable & Months After Year-End Date United Kingdom —
Filing of Corporation Tax Return CTRF ‘ariable 12 Months After Year-End Date United Kingdom M
Filing P11D or P9D and copying ... PL1DPSD Fixed Fixed Date 6th July United Kingdarn . Delete
Filing Tax Return by Internet FEI Fixed Fixed Date 31st January United Kingdom N
Filing Tax Return using the Elect... ELS Fixed Fixed Date 29th December United Kingdom I&I
Final Payment(including CaTire ... FP Fixed Fixed Date 31st January United Kingdom
Monthly Management Accounts 1MA Recurring United Kingdom
Mew Sources of Income MSI Fixed Fixed Date Sth Ockober United Kingdom
Paper Tax return PTR Fixed Fixed Date 30th September United Kingdom
Payment of PAVE[MI - Electronic  PAYE MIElectronic  Recurring  Start From 22nd January and Recur Monthly United Kingdom
Pavment of PAYEMI - Manual PAYE MI Manual Recurring  Start From 19th January and Recur Monthly United Kinadom

24 Records

Figure 128
Select the Add button to create a new Workflow Template. The Add Workflow Type / Deadline Date window will be displayed

(see Figure 129).
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) Add Workflow Type / Deadline Date

Descripkion | |

stortOescrpbon ||

Deadline
Tvpe of Date () Fized () Wariable () Recurring () No Deadline

Fixed DayiMonth l:l {in dd/mm Format}

Description

Figure 129
The Workflow template is divided into Deadline dates, Workflow Stages and the Workflow Checklist.
The Deadline dates can be Fixed, Variable, Recurring or No Deadline. This is used when planning jobs so that they are not
scheduled beyond the Deadline Date and it is also used in the overall Management of the Job.
The Stages are how you define the actual job. For example a typical Accounts Preparation job might have the following stages:

Books Requested, Books Received, Draft TB, Partner Review, Adjustments, Adjusted Profit Comp, Final Adjustment, Ready for
Signing, Accounts Filed, Closedown

The Checklist items can be set up to reflect sign off issues required for the job. For example, for Personal Tax it could be a
checklist of items such as Deposit Interest Certificates, Rental Income Schedules etc and for Accounts it could be Cheque Books,
Bank Statements.

Once you have inputted all the information select the disk icon to save the Workflow template (see Figure 130)

Click Here [kflow Type / Deadline Date

Descripkion |Accounts
Figure 130
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WORKFLOW MANAGEMENT

Once you have defined a Workflow template you can then start your workflow planning. To do this you need to use the

Workflow Management module within DRIVE. This is found on the Navigation bar on the left hand side of DRIVE (see Figure

131).

© DRIVE (Version 2.0)

PeeS

Workflow Management
8 workFlow Scheduler

& WorkFlow Manager

Copy Paste

18 Day

Week. Ff Month F%maw Sektings Fﬁ Show L

T —

Steff  Laurence 3 Pyzer [LIP]

11 October |

7 Synchronise

14 October

October, 2010
[A] A october »  « zowo b
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15 October

mTWTFSS

Hzrz82930 1 2z 3

M TWTFSS

“1234567
NI IERURIRERERTS
“l1s1e17 181920 21
“l 22 23 24 25 26 27 28
“| 29 30

Previous Appointment %

DRIVE Deskiop

by Commurications

Document Management:

Deadine Managenent

Warketing

Dashboards Cliek Here
| Workflow Management T} d

WIP Ledger

Fees Ledger

Purchase Ledger

Bank and Cash

Hominal Ledger

Cliert Accounting

13 October |

g
&
2

16 October

[Detember 2010
M TW T F 5 5

) 1.2 3 4 5

“le 7B 91011 12

“| 13 14 15 16 17 15 19
|20 21 2z 23 24 25 26
|27 28 23 30 3t

=

|, January 2011
M TwTFss

1345
11011 12 1
117 18 19
EEED
EES
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M TWITFSS

123456
178000z
1415 16 17 18 19 20
21 2223 24 25 26 27
d8 1 23455
W75 01z

[ Today

v

8 Lawrence 1pyzer [LIP] s Iogged inko Database : Drive_tp

796 Records

13/10/2010 03:46:34

Suration ez

Figure 131

The Workflow Management module consists of the Workflow Scheduler and the Workflow Manager.

WORKFLOW SCHEDULER

The purpose of the Workflow Scheduler is to allow users to easily plan out their jobs for the year. Using simple drag and drop
facilities the user can build up a plan and allocate staff to those plans. The Workflow Scheduler window is displayed when the

user selects the Workflow Scheduler from the Drive navigation bar. The user will be presented with the Clients and Staff

associated with them on the left and the planner on the right (see Figure 132).

76 |[Page

0 Workflow Scheduler

B[=1%]

T

[Code 4 | Client

ACTOOL Antigues (Universali L.,
EILOOL Billing WIP Test

BKO1 Burnells Baoksellers Li...
BLIO Batch Builders Limited
BZG01 Braintree Zodlogical G...
139 Client 139 Ltd

CHoo1 Charlies MAgic Addres...

COSECLIMK | Test Cosec Link
501 The Black Stuff Limited

vear End o

30-Apr

31-Dec
31-Dec
30-Jun

= %ChentDeadlmeSetup w

13wed  147Thu | 1SFi | 165at

Client List )

CUROOL Currency Print

DOD0L Mr. Charlie Dowrling I
DoCO1 The Care Surgery (3
EaD1 Mr. Geoff Eastman

EBO1 Essex Bricks Comparty...
ESTO1 Eastman's Estate Age...
FOO00L Falzon Foundation Lim...
FEROD1 Ferqus Cronin

FLTO1 Flats Limited

GAROL Park Garden Centres ...

GATOL Gatshy Antiques Linited

3l-Dec
31-Dec

31-Dec
31-Dec
31-Dec

Previous Appointment =

' Code | staff

LIP  Laurence ]Pyzer
BL Mr. JohnLishtyear
RT Mr. Stuart: Bailey
RE  Mr. Ricky Bobby
REE  Mr. Tom Fisher

BF  Mr, Brian Fantana
BT Mr. Brick Tamland
T Miss Cheryl

MT  Mr, Graham Taylor
DH  Mr. David Hassahaff
MR Miss Mary Rose

A1 Miss Jernifer viley
1 Mr. Ivan Drago

77___ 77-Mestinn-Ranm

U

Workflow Planner

October 2010
175un | 18Man | 19Tue |20wed | 2LThu | 22Fn

23 53t

245un | 25Mon | 26 Tue | 27 wed | 28 Thu

=

Mext Appointment

Figure 132
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CREATING A NEW SCHEDULE

To create a new schedule, select the “New” icon from the top left of the Workflow scheduler. The Add Workflow window
will be displayed (see Figure 133).

©) Add Workflow
Client || - | Skaff -
| | [7] Mr. Buzz Lightyear
Job [ My, Stuart Bailey
Workflow Type | - | [7] M. Ricky Bobby
= [ M, Tam Fisher
2010 =
Planned Veor [E] v, Erfen Pt
Year End l:l (in ddfmm Format) [ My, Brick Tarmland
Miss Chery Tweedy
Start Dat 13f10/2010 - O
artbate Mr, Graham Taylor 3
Finish Date 13/10/2010 - [ Mr, David Hasselhaff b=
[7] Miss Jennifer Wiley
Budget [] M., Tvan Drago
praT ] [7] Z2-Meeting-Foom
[ Mr Dwayne Morgan
O
Draft [7] Mr Diega Forlan
Partner | - | [] Accounts
[ Junior
Manager | - | [ Manager
Lead Staff | - | g Partner
Motes
Ok .| |. Canicel

Figure 133

Simply input the information needed for your specified client and select the OK button to add the workflow to the planner. You
will return to the Workflow Scheduler window once again where you will now see the Workflow you created represented on the

planner by the workflow icon = Q) .(see Figure 134).

~

Q Workflow Scheduler E]@
il? ﬁ C{‘ L :T“J ] ﬁz A, % Client Deadline Setup U\

Code & | client Year End [o _‘ October 2010

acTonl antiques (Universal) L., 30-Apr 12Tue | 13Wed | 14 Thu = 1SFri 16 5at | 175un | 18Mon | 19Tue  Z20Wed 21 Thu | 22Fri | 235at | 245un | 25Mon | 26 Tue | 27 Wed

BILOOL Billing WIP Test

BKO1 Burnells Booksellers Li... 31-Dec [ ') antiques {Universald Limited (Wg]«ﬂow Type : My First WorkFlow, Staff : Iol

BLOOL Baywatch Limited =

ELIOL Batch Builders Limited  31-Dec

BEGO1 Brainkree Zoological G... 30-Jun

139 Client 139 Ltd

CHOD1 Charlies Magic Addres. ..

Figure 134

VIEWS AND ZOOM OPTIONS
The Workflow scheduler has two views available, the Project View (this is the default, as seen in Figure 135) and the Resource
View (which will show the planner for each staff member, as seen in Figure 136

The Zoom options allow you to change how much of the planner you would like to view. The Zoom In % and Zoom out

pﬁ icons are located in the top toolbar of the Workflow Scheduler (see figure Figure 137).. The view icons are found in the tool
bar of the Work Scheduler (see Figure 135)
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© Workflow Scheduler =15
ject Vi e — ; -
- M; =Ll -SE‘E[t Erade &_ﬂll_ E\_ ‘ % Client Deadline Setup w
[code Client \r'ea.: v October 2010
WPaL Westminster Properti,.,  31-Mar 14 Thu 15 Fri 165ak | 175un | 18Mon | 19Tue | 20%Wed 21 Thu | 2ZFri 235ak | 245un | 25 Mon | 2
WMODL wtest Midland Optician. .. 531-Mar
WEBOL Web Delivery Service... 31-Mar [ ‘Dnntiques (Universal) Limited (Workflow Type @ My First Waorkflow, Staff @ Ioj
Figure 135
The Resource View displays a limited number of staff by default. This can be increased or decreased by using the Visible

Resource Count option (plus and minus icons on the bottom right of the resource view). You can also move quickly from one

workflow to the next by using the “Previous” and “Next” tabs See Figure 136

5

The Zoom options allow you to change how much of the planner you would like to view. The Zoom In

and Zoom out

icons are located in the top toolbar of the Workflow Scheduler (see figure Figure 137).).
—
© Workflow Scheduler ==
;@ e Q EEJ ; Ll Select Grade | 4 g O ‘ % Client Deadline Setup w

[Code A& | Client Year End o i Octaber 2010 n
BILOOL Billing WIP Test 12 Tue | 13 Wed | 14 Thu 15 Fri 165at | 175un | 18Mon | 19Tue | Z0Wed | 21 Thu | 22 Fri 235at | 243un | 25Mon | 26 Tue |
EKO1 Burnels Booksellers Li,.. 31-Dec | |
ELOOL Baywatch Limited 5 (\_':.l.\\ntiquas (Universal) Limited (Workflow Type : My First WarkFlow, Staff ; Io)
ELTOL Batch Builders Limited  31-Dec ;’.‘
BFGO1 Braintree Zoological ... 30-Jun E 3
139 Cliert 139 Ltd 5
CHOO Charlies Magic Addres. .. g
COSECLINE  Test Cosec Link 30-Dec =
a0t The Black Stuff Limited ~ 31-Dec
CTO01 Colony Transformation ﬁ
CURODL  Currency Print =
DonaL Mr. Charlie Downling I 31-Dec % H
DoOCoL The Care Surgery (3Y... 30-Apr é
EAOL Mr. Geoff Eastman ﬁ
EEO1 Essex Bricks Company... 31-Dec
ESTO1 Eastman's Estate Age... 31-Dec
FOO001 Falcon Jets Ltd s
FEOO1 Roy Randy %
FLTO1 Flats Lirited 31-Dec g
GARD1 Park Garden Centres ... 31-Dec - ; {

—_—
"Code | Staff u
LIP Mr Laurence 1 Pyzer
EL Mr. Buzz Lightyear
RT Mr. Stuart Bailey
RE Mr. Ricky Bobby
REE  Mr, Tom Fisher
EBF Mr. Brian Fantana = Visible Resource
BT Mr. Brick Tamland Count
cT Miss Chery Tweedy
T Mr. Graham Tavlor
DH  Mr. David Hasselhoff
MR Mr John Wayne
a1 Miss Jennifer Wiley !
il Mr, Ivan Drago
77 F2-Meetino-Ronm

Figure 136

The Zoom options allow you to change how much of the planner you would like to view. The Zoom In

icons are located in the top toolbar of the Workflow Scheduler (see figure Figure 137).

and Zoom out

&) Workflow Scheduler - |0 m
1 2 Y a (W, (FIW] | oo - Cliert Daading St
| " . elect Grade S w ient Deadline Setup w
‘Code & client Year Octaber 2010
n | 11 Mon | 1 i 15 Fri l65ak | 175un | 18Mon | 19 Tue | 20Wed | 21 Thu | 22 Fri Z235at | 245un | 2
ACTOO1 Antiques {Universal) L., 30-4pr
BILOOL Eilling WIF Test [ \_’)Anthues (Universal) Limited (Workflow Type @ My First Workflow, Staff : IoJ
BKOL Burnells Booksellers Li... 31-Dec
BLOOL Baywatch Limited
BUIOL Batch Builders Limited _ 31-Dec

Figure 137

Depending on the level of Zoom the planner view will change (see figure) between “Days” view, “Weeks” and “Months”.
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© Worklow Schaduler

acTonl Ariues (Unsversal) L.
ot ot e

oA ot
ot Syt
o adiestuie]
G0 Brainkres Zookgical G..
Gin— Jam o
e
e e

e e
oo ot
Row—|aumcr oot
oot — e, Bl
T
St ot

Bt Essex Bricks Conpary... 31-Dec
ESTOL Rasmeris Estate e .. 31-0ec
Folecn etz d

R Rarhy

HEEZRIARREEERE

e Rt T R e

october 2010

Ty My Pt W, Sl s D)

1Mo | 12Tue | 13Wed | 4The | 15Fn | 65st | 175 18Mon | 19Tue [20Wed | 20The | 22Fn | Z35et | 235 ZSMen | ZeTe

| O Workflow Schadulor

SELECT GRADE

B R TR g

[code a|cont

Actins (oniversalL... 30-Agr
Biling WP Test

04 Grtober 2010 - 11 Crtobes 2010

@

cteber

11 Getober 2010 - 18 Ortober 2010

200

18 etcber 2010 - 25 Crtobes 2010

sttt e

O Workflow Scheduler

00001 Fakan ats td
FBO01  RoyRandy

Code 4 Clerk Year End o
I — sepenter 10

ACTOO1 Antiues (Uriversal) L. 30-fpr

BILO01 Billrg WIP Test

T T e

i oahiried

[
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[N
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Figure 138

The Resource view can be further customised by using the Select Grade option. This is found in the toolbar of the Workflow
Scheduler only when Resource View is selected (see Figure 139).

© Workflow Scheduler | click Here l m
r - = == 1 —
I ﬁ ﬁ q = L_ f Selert Grad %., ‘ ”CI\ent Deadiine Setup u
 Code | cient v | vearEnd January 2011
WORDODL  WorkFow Limited 11Tue | 12wed | 13Thy | 14Fr | 155at | 165un | 17Mon | 16Tue | 1owed | 20Thy | z0Fi | 22Sst | 235un | 24Mon | 25Tus | 26wed 27 Thu | 28
hHOT Woking Mursing Home... 31-Dec =
o1 Wing Wong Limited 31-Dec
WFOL ‘illiam Flicks 8 Co 30-Apr
WPO1 Westminster Properti...  31-Mar E

Figure 139

The Select Grades window is displayed. Simply select which Grades your wish to view by ticking the check boxes. Select the OK

l‘_OK_‘J button to save your selections.

u Select Grades

Select Grades

Accounts
[#] Junior
Manager
Partrier
Senior

Select Al

B

Figure 140

The Workflow Planner will now display only the staff based on the Grades you have selected
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WORKFLOW MANAGER

Once a plan has been produced the Workflow Manager Screen can be used to manage the progress of the workflows through

their various stages. The browse has a series of filters which allow you to view by Workflow Type, Stage and Staff (see Figure

141). You will also notice some appear in Blue while others are Black. This is dependent on the tick box selected in the Planning

section of the Workflow. Blue is for Priority and Black is for Draft or no selection.

@ Workflow Manager g@

f a7 i Il ff Seh { di 4

f =4 arkflow Type | Current Stage Staff Selection | 5. %Clent Deadine Setup u
s 5

Planned Planned Deadline . To
Mame Workflow Partrer | Manager Lead Staff | Staff oo e = Curtent Stage | ToFinish | 19 Completed

wiorkFlow Lirited LIP RT T LP 15/10j2010  15/10/2010  31j12/2010 End 2 77 D0
ACDC 60 user Workflow  LIP RT T LP 26/07/2010  26/07(2010  31{12/2010 o 158 %
Wing Wong Limited My First Workflow Workflow  LIP RT T LIP 09/02(2010  21f02(2010 31122010 Start 0 313 . %

4 Records

Figure 141

Select your required Workflow by double clicking on it from the list. This will open the Workflow window (see Figure 142)

=
0 Workflow Manager = @
n
g Save & Close
Client & Job Details Staff Allocation m Days to Deadline
Client ACTOOL  Antiques iUniversal), ., Laurence ] Pyzer Planned Start Date | 13110/2010 - 72 Days
MM, John Lightyear
o .kt Desdneose [
[CIMr. Tom Fisher Target Duration Il cuventstage |
Partner LIP Laurence JPyzer ~||[F] Mr. Brian Fantana ®
. BT M. Stuart Bal [7] M. Brick Tamland ‘fear End 3004
[7] Miss Cheryl Budget 240,00 Checklist
Lead Staff  [CT_Miss Cheryl +]| | EItr. Graham Taylor Detailed -
[7] Mr, Dawid Hasselhoff Type stalle
Motes P
Miss Mary Rose Pricrity F
Miss Jennifer Wiley - A
Mr, Ivan Drago el
[7] 22-Meeting-Raom
] Miss John Eurke
[ Stages } Communication
Stage Staff | Planned Start Plarined Actual Start Actual Status Motes Budget
Finished Finish
2 midde LIP 13/10/2000  20/10/2010  13/10/2010  13/10/2... Completed 60.00
3 |eEnd LP 13/10j2000  20/10/2010  1310j2010  13/10/2... Completed 50.00
240,00

Figure 142

This shows all the information associated with this particular workflow. It is broken down into a number of sections;

Client & Job Details
Staff Allocation
Planning

Status

Within the Planning section, there is a field called “Type”. There are two options available, “Summary” or “Detailed”. If

“Detailed” is selected the following tabs are displayed in the bottom half of the Workflow manager;

Stages —includes the Stages defined in the Workflow and there current status (see below for more information)

Planned — a view of the stages represented through a project view

Checklist — the associated Checklist defined for the Workflow and there current status
Communication — any communications that have been logged

Books Ins — displays the books in records associated with this particular client

WIP — the clients WIP ledger associated with the Workflow

Notes — for recording further information.

If “Summary” is selected the tabs are hidden (seeFigure 143).
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@ Workflow Manager

n
g Save & Close

=
5
=

=
=3
[
=]

&
=}
i1

3
o
®

Motes

Buzz Lightyear
. Stuart Bailey
. Ricky Bobby
Mr. Tom Fisher
Mr . Brian Fantana
. Brick Tamland
Miss Chery Tweedy
Mr, Graham Taylor
Mr, David Hasselhoff
Mr John Wayne
Miss Jennifer Wiley
Mr, Tvan Drago
72-Meeting-Room
M Dweayne Margan
MM Diego Forlan
[l acraunt

72 Days

Deadiine Date
Target Duration
“fear End 30/04

Tyse r—
Stage End -
Priority [

Draft

Days to Target
Current Stage

Stages: It is possible to double click on each individual stage to add / edit the Stage detail. The Stage window will be displayed

(see Figure 144).

Figure 143

@ Stage

Description

Budget
Skatus

Mokes

Flanned Start Date
Planned Finish Date
Actual Stark Date

Actual Finish Date

X
|

[start
hi3f10/2010 - Staff L ’

. Buzz Lightyear
19/10/2010 - , Stuart Bailey

13{10/2010
13{10/2010

&0.00

Completed

. Ricky Bobby

. Tom Fisher

. Brian Fantana

, Brick Tamland
Miss Chery Tweedy
Mr. Graham Taylar

|| || Cancel

ACCESS RIGHTS

The Workflow has a number of Access Rights associated with it. These Access Rights can be found under the Access Group

Figure 144

function within DRIVE (Tools > Access Groups).
Within the Access Group Window they are found under Data Selection > Workflow (see Figure 145).
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G Access Group

[X]

Access Group

System Administrator ‘

o Select all o | Unselect Al

[=h-E Data Selection
Clients
Jobs
Staff
Comrnurications
Scanned Documents
Ewents/Tasks/Meetings

=B Warkflow

=h-E5 Access Functions
Clients
Staff
Communications
Suppliers
WIP Ledger
Fees Ledger
Purchase Ledger
Bank and Cash
Mominal Ledger
Reports
Other
Recurring Entries
Scanned Documents
Deadline Management
Ewents/Tasks/Meetings
Client Accounting
Fund Management
Data Mining

‘workFlow [ Deadline
Access

Mew

Edit

Delete

Workflow General
Show All Clisnts

Show Read-Only

‘WorkFlow Type [ Deadline Date
Brcess

Edit
Delete

1 [o]'3 4 I Cancel g

Figure 145

success

built on




WORKFLOW REPORTS

Within DRIVE there are reports available for the Workflow module. The Workflow report is located in Reports > Workflow
Management (seeFigure 146).

The Reports window will now be displayed (seeFigure 147). Select the |
Now the Workflow Manager Report will be displayed.

€ DRIVE (Version 2.0)

" DRIVE Desktop

[ My Diary

My Tasks

(3 Time Manager
(@] Tmeshests

“28 Expenses

IPE.WE-Desktup

My Communications

Diocurment Management

Deadine Management:

Marketing

Dashhinards

Previous Appointment ~

workflow Management

WP Ledger

Theme
Client Reparts
Staff Reports
Sales & Marketing
WIP Reporks
Fees Reports

Supplier Reports

Mominal Reparts
Financial Reparts

Clienk Account Reports

Bank and Cash Reparts

Month ]#Bmary Settings rﬁ Shawy

08 Movember |

11 Movember [+

‘woriflow Management

Other Reports

Deadine Managd Select Workflow Management

10 Movember |

v

=
T
5
£
=
2
a
&
¥
3
=

13 Movember

Fees Ledger

Purchase Ledger

Bank and Cash

Meminl Ledger

14 Movember

()

November, 2010

-4 MNovember b 4 2010 k

M TW TF 335

| 25 26 27 28 29 30 31
+ 3

15 16 17 18 19 20 21
|2z 23 24 25 26 27 28
9 30

. December 2010 J

M TW T F 5 5
= 12 3 4 5
“s 7 8 9101112
7113 14 15 16 17 18 19
2021 22 23 24 25 26
| g7 28 29 30 31

. January 2011 |
M TWTFSS
52 1 2
13458673839
210 11 12 13 14 15 16
17 18 19 20 21 22 23
“l 24 25 26 27 28 28 30
S

2 3 4 5 A

b Today |

8 1 Laurence 1 Pyzer [LIP] is logged into Database : Drive_lip

797 Records

10/11/2010 10:29:40

Duration : 00:07:31 | [

Figure 146

I£H

€ DRIVE (Version 2.0)

ing

)

&

&

(@) Time Manager @

(@] Tmesheets &

&

% Expenses M @

| DRIVE Desktop | b
&

My Communications =t

Click
Deadine Management:

et

Document Management:

Here

Reports  Taols  Theme

[ standard Reports

[ Client Reports

[ sales & Marketing

[*] Client Account Reports

[*1 Deadline Management

[ staff Reports

[ WIP Reports

Fees Reports

Supplier Reports

{73 Bank and Cash Reports
ominal Reports

inancial Reports

Management
Marketing T - :

1] Other Reports
Dashboards @ [ My Reports

-] biibiboub

workflow Management

WP Ledger

Fees Ledger

Purchase Ledger

Bank and Cash

Mominal Ledger

Help

Report Name

0= %

8 1 Laurence JPyzer [LP] is logged into Database : Drive_lip

10/11/2010 10:38:45

Duration : O0:16:36 | [

Figure 147

(3 on Workflow Management to expand the options.

Double click on the Workflow Manager Report. The Workflow Manager Report window will now be displayed (see Figure 148).
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u Workflow Manager Report m

A

~ Planned o

Start Date From Start Date To I:l

Finish Date From I:I Finish Date Ta I:I

— Actual

Start: Date From |:| Start Date To I:l

Finish Date From l:l Finish Date To I:l

— Client

Client From | - | Client To | - | |

Staff From | - | Staff To | - |B 1

Parkner | - | Manager | - |

Lead Staff | - |

Stage | -

Type

60 user
test check list

~ Jab

Job From = | Job Ta | - |

Detailed M

[ Previen 4| I, Prink |J I, Close |I

Figure 148

Select the details you wish to view on your Report. Once you are happy select the Preview button to produce the
Report. The Workflow Manager Report will be displayed (see Figure 149)

B Workflow Manager Report bw
e |l =
2 d =) - il (§ - !

Workflow Manager Repnrt Relate Software Limited

Start Date From @ o1fo1fz2010

Sort By 1. : WorkFlow 3

Workflow Client Job Stalff StartDate  Finish Date Days To Deadline Days To Current %o Complete

Finish Date Deadline Stage

My First Workflow

My First WorkFlow Wing Wong Limited AUDOE Lp 09j0z/2010  21/02j2010 31/12/2010 51 Start 33,000

My First WorkFlow Antiques (Universal) Limited  AUDDG Lp 13/10/2010 20{10/2010 31/12/2010 51 End 100.00% |

[
< Y
(Current Page Mo, 1 Total Page Mo.: 1 Zoom Fackor: 100%
Figure 149

=

You can save this Report by selecting the Save icon from the Reports toolbar.
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DIARY DISPLAY

Once the Workflow has been created it is possible to display these in your diary. To do this you need to use the “Show” option
within DRIVE (see Figure 150).

'0 DRIVE {Version 2.0) =)<

Accounts  Marketing  Reports  Tools  Theme  Help

L - Q ‘ » Copy Paste 18_] Day "_-J work Week -‘;__J Wieek Month 1B Diary Setkings

DRIVE Desktop

My Diary staff  Mr Laurence JPyzer [LIP] October, 2010

[ My Tasks 11 October 14 October|[ | [ 4 september b 2010 b |

(D Time Manager Antiques (Universal) Limited M TW TFS S
#3031 1 2 3 45

z

Figure 150
The Show window will be displayed (see Figure 151).

©) Show m
Iy Diary Other Selected Staff Diary
Events
Meetings Meetings
Halidays r

Study Leave Study Leave
Examination Leave Examination Leave
Deadlines Deadines

Job Plan ob Plan
Workflow Warkflow
Select Al Select Al

I K 1l [ Cancel oy

Figure 151

Simply tick the Workflow check box and select the OK button to display the Workflows on the Diary.

) DRIVE (Version 2.0) -JoEd

File: w  Postings Accounts  Marketing  Reports Theme Help
B ﬁ [b Q ‘ - Copy Paste 18_] Dary =‘;_;J Work Week Manth 1B Diary Settings Shaw

"DRIVE Desktop | My Diary

[y Diary Staff  ™r Laurence JPyzer [LIP] October, 2010

—
[_f .7 synchronise

L

f

[] My Tasks 11 Cckober 14 October [ | [ 4 Seprember » 4 zmio b |
(3 Tite Manager Antiques {Universal) Limiked M TWwW TFS 3
Ha003 102 3 405
] Tmeshests 6 7 8 91011 12
8 Erpense - 13 14 15 16 17 15 19
- 20 21 22 23 24 25 26
|DRIVE Desktop ¥ 7lev s 2930
My Cormrmunications \ Qrtoher 2010
12 October 15 October M TW T F 5 35
Docurment Managemenk |
Antiques {Universal) Limited ) 123
Deadline Management =] " 1 1 1 1 l 1
. “l18 1920 21 22 23 24
Market .
BNEIS < 25 26 27 25 29 @0 3t

Figure 152
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MAIL MERGE

There are a couple of sections in DRIVE that allow you to mailmerge client information with either documents, spreadsheets,

sms or emails. These are explained below.

MERGING DOCUMENTS

To use the Mail Merger option, Word Templates must be previously setup on the network or on a local machine. These
templates will have been setup by your Administrator or with assistance from the Relate support team. For the purpose of this
guide, it will be taken that these templates have been successfully uploaded onto your network or local machine.

MAIL MERGE ON THE CONTACT DATABASE

Using the fast search option, find the client you want to perform a mail merge on i.e. Flats Limited as shown in the figure below.
Click the Merge button to mail merge a document as circled in Figure 153.

PO 0w, 2000 . weesell
View i s

DRIVE Desktop

[&] My Diary

Client & Contact Database

My Tasks

@ rime wansger [¥)Search Al Fikds

7] Search Anywhere in Field

[#5earch Sub Contacts |y Clear

(] Tmesheets Type Code Name i Entity Type Business Type Contact Phane Partner YearEnd i
5 Expenses Client BZGO1 Braintree Zoological Gardens Company Limited By Guarantee Zoological Gardens Prof. Ann Penny 06754 654032 Laurence J Pyzer Jun 30
Client BKD1 Burnells Booksellers Limited Company Limited By Shares Bookseller M. Jerry Booker 020 85437654 Laurence 1 Pyzer Dec 31
@ Client & Contact Database . N X
Client TRTOL Charitable Trustees Trust Charity Mrs. Judith Goodkind 020 85679543 Roland Royee Apr 30
@ lobs Client Do01 Do it yourself Parternship Partnership .
a " | clent DNCO1 Dot Net Constitancy Sole Trader 03756 017510 RobertM Mansfield  Apr 30
= Client sMo1 Dr M Simmons Consulting Sole Trader Doctor 04905 653438 RobertMMansfield  Apr 30
N Client ESTO1 Eastman's Estate Agency Partnership Estate Agent Mr. Geoff Eastman 020 82347654 Robert M Mansfield Dec 31
My Communications Client EB01 Essex Bricks Company Limited Company Limited By Shares Manufacturer (other) M. Fred Wadd 03456 345672 Laurence ] Pyzer Dec 31
—— FLTOL Flats Limited Company Limitd By Guarantes 020 87230765
Document Management
Client GATO1 Gatshy Antiques Limited Company Limited By Shares Mr. Jack Murphy 020 76545678 Liam Murphy Dec 31
Deadine Management Client 601 Guildford Jewellers Company Limited By Shares Jeweller Mrs. Verity Rich 06986 673451 Laurence ] Pyzer Mar 31
Client HFADL  Harlow Financial Advisers (ABC Consulting) L... Company Limited By Shares Financial Adviser Mr. Taka Cutt 05076 439765 Roland Royee Dec 31
Marketing Client K101 Keq Inns Limited Company Limited By Shares Public House Mr. Jollie Weinman 020 76340912 Laurence J Pyzer Mar 31
pashboards Client LLPO1 Large Structural Design Partnership Limited Liability Partnership Architect Lord Derek Foster 020 86739401 RobertMMansfield  Apr 30
Client Dot Leon Driving Instruction Sole Trader Driving Instructor 06456 873452 RobertMMansfield  Apr 30
Workfiow Management Client LSBO1 Lois's Sandwich Bar Limited Company Limited By Shares Sandwich Bar M. Louls Onassis 05934045723 Laurence ] Pyzer Mar 31
— Client MMO1 Midlands Manufacturing Company Limited Company Limited By Shares Manufacturer (other) Mr. Anthony Brunel 021 34764543 Clare Rimmer Dec 31 &~
edger 1
Fees Ledger Database Summary Client by Entity Type Client by Entity Chart Client by Partner
Active Clients 78 | Company Limited By Shares 48 s - Clare Rimmer 3
~ W CLS58% I OTHE%
Purchase Ledger Closed Clients 0 | Company Limited By Guarantee 6 a6 ppupied Laurence ] Pyzer %
Partnershi 4P o Liam Mury 4
Bank and Cash i WP a% ehv
Contacts 8 | Limited Liability Partnership 2 OH ST 0% Robert M Mansfield 2
Norminal Ledger Frospects 5 | Sole Trader 3 sT 1% Roland Royce 3
Sub-Contacts 144 | Individual 01 W T5% None 18
Trust 3T -

82 Records

05/10/201104: 12:54

Duration : 23:55:57

The following screen will appear

Select the particular template and click OK. The letter will merge with the details on the client and a Word doc will open
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Figure 153

64-8 Cover Letter Standard Letts

Desaription

Accounting for Antiques

Annual Return for Signature

Appointment of Director - Selected Director
Bank Acknonledgement of Audit Request
Bank Aucit Letter - Selected Bank

Bank Authorisation Letter - Selected Bank.
Blank Letter - All Contacts of Clients etc. Mining
Blank Letter - Clients, Prospects & Contacts
Blank Letter - Individuals

Blank Letter - Selected Contact of Client etc.
Blank Letter - Staff

Budget - All Contacts of Clients etc. Mining
Budget - Clients, Prospects & Contacts
Budget - Individuals

Business Development Services

Change of Adviser Letter

Change of Biling Address

Director's Resignation Letter

Director's Retirement Letter

Engagement Cover Letter - Al

Engagement Letter - Company
Engagement Letter - Estate

Engagement Letter - LLP

Engagement Letter - Partnership
Engagement Letter - Payrol

Engagement Letter - VAT

Golf Quting

Category add

Invitations to Seminars o ity

Standard Letters
Standard Letters
Standard Letters
Standard Letters
Standard Letters
Blark Letters
Blark Letters
Blark Letters
Blark Letters
Blark Letters

| Delete |

fit

- Design

Budget Covering Letters
Budget Covering Letters
Budget Covering Letters
New Business Mailers
Standard Letters
Suppliers' Letters
Standard Letters
Standard Letters
Standard Letters
Standard Letters
Standard Letters
Standard Letters
Standard Letters
Standard Letters
Standard Letters
Invitations to Functions

Select Signatary |Others

Signature |Laurence 3pyzer

Select Contact

-| b ok o o cancel

Figure 154
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Mr. Ben Browne

Ilford Business Centre,
Iiford,

Essex,

IL8 5GX,

United Kingdom

16" Jan 2007

RE: Annual Audit Books & Records

Dear Ben,

We are writing to advise you that your financial year end is fast approaching and that we would like you to
organise the following information to be delivered to our office at your earliest opportunity.

Sales Daybook

Receipt/Lodgement Book

List of Debtors

Cheque Payment Journal and Books
Bank Statements

Purchase Invoice Book

List of Creditors

Figure 155
Documents will automatically be saved under a folder on the network so long as the following settings have been created and
setup by the system administrator. Under Tools and Settings and Clients and Document Path.

Settings

E_!B General - | | ‘

Document Path Setup

I -[5] Practice Details I
-[E] setup Clients
E—]Ea! Staff Auto-save Mail-merge Documents Use Client Communication Path 7]

""" [E] Codes Client Document Root Folder
----- : Default ValuesMandatory Fields

. N
_____ El Other Information C:'Relate\AWP Docs

----- [E] EMailfsMs Settings Position
----- [E] Diary Client Code
=5 clients _
| ..... ] cCodes Client Name Add Date to Document Filename I

----- E Default ValuesMandatory Fields
----- [E] other Information

----- Eoocnenteau Contacts

-5 Jobs Auto-save Mail-merge Documents  [7]
..... E Codes

----- E Default Values/Mandatory Fields |

Sub-folder for Documents | |

m

----- [E] other Information
=-E5 WIP Ledger

..... E Setup

----- [E] control/Default Codes
----- [E] Expense Control Setup
=5 Fees Ledger

..... [E] silfcredit Note Setup
----- [E] Draft Biling Setup B
----- [Z] silljCredit Note Template

----- [E] Lodgement/Receipt Setup

=-E5 Purchase Ledger

----- [E] supplier Codes

I ----- El Supplier Default ValuesMandatory Fields I
----- E Supplier Other Information I
----- E Purchase Invoice/Cr. Note
----- [E] Supplier Document Path '
BB MNominal

Prospects

Auto-save Mail-merge Documents =}

i..[Z] ControliDefault Codes

Figure 156
This facility will automatically create a sub folder if one does not exist.

When you click OK, the letter is saved in a central location and the client will get a link to that saved file added to their
communications folder.
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DATA MINING

Datamining allows a user to run a query across a series of clients and then to create a mailmerge document or email to each of

the clients on the list. It allows users to run simple or complicated queries to establish a list of clients or contacts or prospects

they would like to send a message to.

OVERVIEW

Data mining provides the user with a simple method of analysing client’s data and then extracting that data for reporting and

mail merging purposes. The following are examples of the kinds of data extraction performed in many practices:
Generate a mail shot and labels for a budget newsletter to send to all clients

Generate a list of clients to request year end records

Generate a list of sole traders, individuals or directors and inform them of their upcoming tax returns

Generate a monthly newswire and email it to all clients

Generate a list of all clients with special income type for direct marketing

Generate a list of all clients with property interests for investment opportunities

Generate a Christmas card list

HOW TO USE DATA MINING

We will explain how to use data mining by using a good example such as: extract a list of all clients with a December year-end.
From the Marketing menu, choose Data Mining or From the Navigation Bar, choose Marketing and then choose Data Mining.

The Data Mining browse appears.

gowigeson2y . T T A T W L o)

ings Accounts Marketing Report: Theme Help
;ﬁ ﬁ = g QUeTy \5 Setting jg Expand All SQ Collapse All
arketing Data g
Campaigns I Description Source of Information LastRun By Last Run Date F
[ Datz Mining b Bl e
[Z] Blank Letter - Alfontacts Client/Prospects/Contacts L Laurence ] Pyzer 24/03/2011
- Paividuals Client/Prospects/Contacts LIP  Laurence ] Pyzer 07/06/2011
~[E] Blank Letter - Clients, Prospects & Contacts Client/Prospects/Contacts LIP  Laurence ] Pyzer 08/04/2010
~[E] Blank Letter - Staff Staff Only LIP  Laurence ] Pyzer 06/05/2011
-5 Books Request by Y/E
[Z] Requests for Bocks and Recards for Y/E 31/12 Client Only LIP  Laurence ] Pyzer 05/09/2011
[E] Requests for Bocks and Records for Y/E 30/04 Client Only LIP Laurence ] Pyzer 12/10/2009
[E] Requests for Bocks and Records for ¥/E 31/03 Client Only L Laurence ] Pyzer 08/04/2010 =
S Bulleti i
DRIVE Desktop [Z] Budget Bulletin - All Contacts Client/Prospects/Contacts LIP  Laurence ] Pyzer 12/10/2003
[E] Budget Bulletin - Individuals Client/Prospects/Contacts L Laurence ] Pyzer 12/10/2009
My Communications
[Z] Budget Bulletin - Ciients, Prospects & Contacts Client/Prospects/Contacts LIP  Laurence ] Pyzer 12/10/2009
B [E] Monthiy Newswire Client Only LI Laurence ] Pyzer 12/10/2009
CHET Fees
Deadiine Management ~[Z] Fees Protection Insurance Clients Client Only LI Laurence ] Pyzer 12/10/2009
E+E5 Invitations to Functions
. " ~[E] Annual Golf outing Client/Prospects/Contacts LIP  Laurence ] Pyzer 12/10/2009
TP [ xmas Party Client/Prospects/Contacts LI Laurence J Pyzer 12/10/2009
[E] Metwarking Breakfast Meetings Client/Prospects/Contacts LIP Laurence ] Pyzer 12/10/2009
Workflow Management [E] Firm's Open Day - All Contacts of Praspects Prospects Only L Laurence ] Pyzer 12/10/2003
-— -5 Invitations to Seminars
e [E] Accounting for Antiques Seminar Client/Prospects/Contacts P Laurence 1 Pyzer 08/04/2010
FeesLedger [E] Personal Tax Seminar Client Only LI Laurence ] Pyzer 12/10/2009
[Z] Personal Pension Seminar Client Only LIP Laurence ] Pyzer 12/10/2009
Purchase Ledger ~[Z] Personal Wealth Management Seminar Client Only LIP  Laurence ] Pyzer 12/10/2009
~[E] 1T Training Course Client Only LIP  Laurence ] Pyzer 12/10/2008
Bank and Cash -
-5 Job Planning
Nominal Ledger ~[E] Audit Planning - 31st December YearEnds Client Only LIP Laurence ] Pyzer 12/10/2009
E+5 New Business Mailers
Bl [E] stakeholder Pensians Client Only LP Laurence ] Pyzer 08/04/2010
8 Laurence 1Pyzer [LIP] is logged into Database : Drive_Newdemo20101 w2126 40 Records 05/10/2011 05:27:39 Duration : 01:10:

EN . § s m

Figure 157
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Click New. The Query window appears as follows:

Delete Select All Fields Un-5elect All Fields

Description of Query

Query Group

Source of Information

Date Last Run

Last Run By

Option Last Run

Number of Records

Figure 158
Enter the following in the Details tab:
Description of Query: December Year Ends
Query Group: Books Requests Year Ends (to create a new query group, type the name into the text area. The query group will be
added to the data-mining browse when the query is saved)
Source of Information: Client Only
Include all contacts: this field is required if you want to include the clients’ contacts data in the results, such as directors or
bankers. If you choose to include the contacts in the result, you can select which fields of the contact you wish to appear in the
displayed result. All the contacts fields and the previously selected client fields will appear in the final displayed result upon
running the query. For our example, we will not be selecting the include all contacts option.
Date Last Run: date this query was last run is automatically displayed here
Last Run By: name of the staff member who last ran this query is displayed here
Option Last Run: This option is under development and will available in Version 2
Number of Records: number of records that were found matching the given query is displayed.
Next, click the Query Builder tab
This page allows you define the query which will produce the list of records you require in our example we want the year-end
containing December as shown in Figure 159

Select All Fields Un-5elect All Fields

Field Condition Value
ClientStatus Is equal to Active
Servicessed Iz equal to Final Accounts
{YearEnd B Containing Dec
EntityType Is not equal to Individual

Select all Client where ClientStatus Is equal to "Active’ and ServicesUsed Is equal to 'Final Accounts’ and YearEnd Containing
'Dec’ and EntityType 1= not equal to 'Individual

Show Brackets

Figure 159
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Field: select the data field i.e. YearEnd from the drop-down list

Condition: select the criteria i.e. containing, from the arrow on the drop-down list that appears when you click the white box
directly below the word Condition

Value: type in the value that you require i.e. Dec

What if we also want the list to include clients who have their year-end in January as well as December?

To add another line to the query you can use what we call an “operator”. The operator option allows us to select either “and” or
“or” depending on whether you want all the conditions that you have specified, to be met. In our example, we want the list to
include those clients with a year-end in December OR January as shown below.

F
Oon L — T
- —
g Save & Cloze Q'.-E-F J Run e Delete Select All Fields Un-Select All Fields
R o oo R
[ { Field Condition Value ] )
| ClientStatus Iz equal to Active
ServicesUsed Is equal to Final Accounts
YearEnd Containing Dec
YearEnd Containing Jan
R T i

Select all Client where ClientStatus Is equal to 'Active’ and ServicesUsed Is equal to 'Final Accounts' and YearEnd Containing
'Dec’ and YearEnd Containing 'Jan’ and EntityType Is not equal to 'Individual'

Show Brackets

Figure 160
The SQL tab displays your specified query in SQL format depending on the fields chosen in the Fields tab and the criteria in the
query tab, this is only used for technical IT Staff
Next, click the Fields Tab, this page allows you to select the specific data you wish to appear on the data mine, by ticking each
field. In our example of client year ends in December, we want a number of fields added such as clients code, name, type,

address etc as shown in Figure 161 below

l Title

([ FirstName
[F] MiddleMame
Lasthame

] suffix

[] Gender

[F] FormalSalutation
[] Informalsalutation
[F] ClientType
EntityType
First_Address1
First_Address2
First_Address3
First_Address4
First_City
First_County
First_PostCode
[] First_Country

Figure 161
Select All Fields button: selects all fields to display. If you are unsure what fields you have linked to the document you should tick

this option. Un-Select All Fields button: unselects all the fields that are currently selected

Press Run Query to produce the Data Mine list OR Click ‘Save & Close’ to save the query you have just created. This query is
added to the data-mining window as shown in Figure 162. You can also run the query from this window without opening the
query by pressing the run query button.
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View P M R Theme Help
@ Py 2 ) Run Query

‘ € Epand Al f Collapse All

@ campaigns Description Source of Information LastRun By Last Run Date
[ DstaMining 5 Blank Letters
[Z] Blank Letter - All Contacts client/Prospects/Contacts LIP Laurence JPyzer 24f03/2011
[] Blank Letter - Individuals Client/Prospects/Contacts LIP  Laurence JPyzer 07/06/2011
~[Z] Blank Letter - Clients, Prospects & Contacts Client/Prospects/Contacts LIP Laurence JPyzer 08/04/2010
~[5] Blank Letter - Staff Staff Only LI Lawrence JPyzer 06/05/2011
{5 Books Request by Y/E
only
[=] Requests for Books and Records for Y/E 30/04 Client Orly LIP  Laurence JPyzer 12f10/2009
~[E] Requests for Books and Records for Y/E 31/03 Client Only LI Lawrence JPyzer 08/04/2010 =
[Z] December Year Ends Client Only
DRIVE Desktop {5 Bulletins and Newswires
[Z] Budget Buletin - All Contacts Client/Prospects/Contacts LIP Laurence JPyzer 12f10/2009
My Communications
~[Z] Budget Buletin - Individuals Client/Prospects/Contacts LIP Laurence JPyzer 12f10/2009
e [2] Budget Buletin - Clients, Praspects 8 Contacts Client/Prospects/Contacts P Lawrence JPyzer 12/10/2009
[Z] Monthly Newswire client Only LIP  Laurence JPyzer 12f10/2009
Deadine Management. {5 Fees Protection Insurance
pee— i = Fees- Protection Insurance Clients Client Orly LIP Laurence JPyzer 12f10/2009
to Functions
Dashboards [E] Annual Golf Outing Client/Prospects/Contacts LP  Lawrence JPyzer 12/10/2009
[Z] xmas Party client/Prospects/Contacts LIP Laurence JPyzer 12f10/2009
Workflow Management [Z] Networking Breakfast Meetings Client/Prospects/Contacts LIP  Laurence JPyzer 12102009
— E Firm's Open Day - All Contacts of Prospects Prospects Only LI Lawrence JPyzer 12/10/2009
= tions to Seminars.
FeesLedger [Z] Accounting for Antiques Seminar client/Prospects/Contacts LIP Laurence JPyzer 08/04/2010
[Z] Personal Tax Seminar Client Orly LIP  Laurence JPyzer 12f10/2009
Purchase Ledger ~[Z] Personal Pension Seminar Client Orlly LI Laurence ]Pyzer 12f10/2008
+[E] Persanal Wealth Management Seminar Client Only LI Lawrence JPyzer 12/10/2009
sl Cart [Z] 17 Training Course client Only P Lawrence JPyzer 12/10/2009
Nominal Ledger {5 Job Planning
[Z] Audit Planning - 31st December Year-Ends Client Orly LIP Laurence JPyzer 12f10/2009
= Ilew Business Mailers
' Laurence JPyzer [LIP] i logged into Database : rive_ Newdemo20101 v2.126  41Records 06/10/2011 12: Duration : 20:41:48 (3

Figure 162
After running the query where the ‘client’s year-end is equal to December’ the records that matched this criteria will be
displayed as in Figure 163. Depending on the query criteria the number of records displayed will vary. You can delete any
records from the query by highlighting the record and pressing the delete option.

() Data Mining
E Save W Regenerate ['w:_j Merge ] E-Mail H SMS F i Export | e | Print ﬁ Delete
Requests for Books and Records for Y/E 31/12
r YEAR... CODE NAME FIRST_ADDRESS1 FIRST_ADDRESS2 FIRST_CITY FIRST_COUNTY FIRST_POSTCODE CONTACT1 CONTACT 1_INFORMALSALUTATION
31Dec GATO1l  Gatsby Antiques Limited 210ld street. Camden London NW2eTH Mr. Jack Murphy Jack
31-Dec ANTO1  Antiques (Universal) Limited 27 Blackstone Road Camden London NW2 5GB Mr. Jack Stubbs Jack
31-Dec BKO1  Burnells Booksellers Limited Rayleigh Lodge Tiford Essex L7 4G Mr. Jerry Booker Jerry
T T 2T
31Dec GARO1  Park Garden Centres Limited 87 Rose Walk Essex CHB 7GV Mr. Peter Eastman
31Dec FLTO1 Flats Limited Iiford Business Centre Iiford Essex 18 5GX Mr. Ben Brown Ben
31Dec MMO1  Midlands Manufacturing Company Limited 21 Shelley Lane Solihul Birmingham 508 6NE Mr. Anthony Brunel  Anthony
31Dec C€so1 The Black Stuff Limited 10'Connell Street Dublin 1 Co. Dublin Mr. Brendan Black Brendan
31Dec  EBOL  EssexBricks Company Limited &7 Woolmer Way Baslidon Essex BAS 7FC Mr. Fred Wadd Fred
31Dec HFAD1  Harlow Finandial Advisers (ABC Consulting) Limited 65 London Road Harlow Essex HL8 6TB Mr. Taka Cutt Taka
31Dec RTO1 Redford Trailers 65 Evelyn Road st. Albans Hertfordshire 5A8 7HN Mr. Peter Potter Peter
31-Dec NBOO1  Next But One Limited 100 Oxford Street. London W1 15D Miss Yasmin Pet Yasmin
31-Dec RAO1  Risk Associates Benton House Reading Berkshire RD78FZ Mrs. Money Penny  Money
31Dec  WNHOL  Woking Nursing Home Trust The Grange 78 Firs Road Waking Surrey WKS 4V Mrs. FredaHale  Freda
31Dec PFYO1  Pets For You Limited 106 High Street Barnet Hertfordshire BT56YM Miss Yasmin Pet Yasmin
31-Dec TCPO1  The Citywest Printers Limited 101Printing House  Citywest Business Campus Dublin 24 Co. Dublin Mr. Raymond Pointer Raymond
31-Dec RGO1 Reginald Green Limited 56 Central Square Rochester Kent RC8 5GM Mr. Reginald Green  Reginald
31-Dec WB01  Wembley Bookselers Limited 78 Reading Street Wembley Middlesex WBS 6LK. Mr. Jeremy Tokien  Jeremy
3tDec  SI01  Seoop IcesLimited 1 Apex Corner Stanmore Middlesex HAT 6NM Mr. Paulo Mafioso  Paulo
31Dec SMo2 Stevenage Motel Limited 50 Summers Road Stevenage Hertfordshire ST8 7YX Mr. William Carr William
31Dec WWO01  Wing Wong Limited 27 Gerrard Street London W1i7T Mr. Wu Wong Wu
31-Dec 5CAD1  Solihull Car Accessories Limited 56 Dudley Road Solibull Birmingham SH3 7HN Mr. Brian Coventry  Brian
31Dec WB02 Wendover Bakery Limited 34 Aston Road Wendover Buckinghamshire WD39 8HB Mr, Kenneth Baker  Kenneth
31-Dec 5GC01  Stanmore Garden Centre Limited 9 The Reddings Stanmore Middlesex HAS 8YH Mr. Elliott Orchard Eliott
31Dec RAPO1  Relate Care Limited 204 Relate House Guildford Surrey GU7 RD Mr, George Smiley George
25 Items

Figure 163
Once you have created and ran the query you can now perform one of the three following options:
1. Word mail merge
2. E-mail merge
3. Export the data to an excel file or to a text file
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WORD MAIL-MERGE

Click the Merge button to mail merge the list with specific documents to the matching records which we got from running the

query ‘client year-ends that equal December’ appears.

© DataMining

.
P —

Merge

= =" A — e
il sms i< ot | L) Bint ege\m L Bnd

Requests for Books and Nsailedaiklisadi> (1@ seiect Vi erge Document P % W
[vemr... | eone NAME FrsT_aopresst ||| Description Catgary F = CONTACT1_INFORMALSALUTATION
31Dec  GATOL  Gatshy Antiques Limited 2100d Strest Standard Letters Jack
31Dec  ANTO1  Antiques (Universal) Limited 27 Bladkstone Road Accounting for Antiques Invitations to Seminars [t 4 Jack
31Dec  BKDL  Burnells Booksellers Limited Rayleigh Lodge Anrual Retum for Signature Standard Letters e Jerry
T T s T AT | ovcitment of ictor - elected Directar Stoncard Letters
31Dec  GAROL  Park Garden Centres Limited 87 Rose Wak Bank Acknowledgement of Audit Request Standard Letters [
3tDec  FATOL  Flats Limited Tford Business Centre Bank Audit Letter - Selectad Bark T Ben
31Dec  MMOL  Midiands Manufacturing Company Limited 21 Shelley Lane Bank Authorisation Letter - Selected Bank Standard Letters l el Anthony
31Dec  CS01  The Black StuffLimited 10'Connell Strest Blank Letter - All Contacts of Clients etc. Mining Blank Letters 3 Brendan
31Dec  EB01  Essex Bricks Company Limited 67 Woolmer Way Blark Letter - Clients, Prospects 8 Contacts Blank Letters Fred
31Dec  HFADL  Harlow Financial Advisers (ABC Consulting) Limited 65 London Road Slarik Letter - Individuals Blank Letters Taka
31Dec  RTO1  Redford Traiers 65 Evelyn Road Blank Letter - Selected Contact of Client etc. Blank Letters Peter
31Dec  NBOO1  MextButCne Limited 100 Oxford Street Blank Letter - Staff Blank Letters Yasmin
3tDec  [RADL (Risk Assodates Benton House Budget - All Contacts of Clients etc. Mining Budget Covering Letters vy Money
31Dec  WNHDL  Woking Nursing Home Trust The Grange 78 M Budget - Clents, Prospects & Contacts Budget Covering Letters Freda
31Dec  PFYO1  PetsFor You Limited 106 High Street Budget - Individuals Budget Covering Letters Yasmin
31Dec  TCPD1  The Citywest Printers Limited 101Printng House Y| sugimess Develapment Services New Businece Malers ter Raymond
31Dec RGO Reginald Green Limited 56 Central Square Change of Adviser Letter Standard Letters Reginald
31Dec  WBO1  Wembley Booksellers Limited 78 Reading Strest Change of Biling Address Suppliers Letters Jeremy
31Dec  SI01  ScoopIcesLimited 1 Apex Corner Director's Resignation Letter Standard Letters Paulo
31Dec  SMD2  Stevenage Motel Limited 50 Summers Road Director’s Retirement Letter Standard Letters Wilizm
31Dec  WWOL | Wing Wong Limited 27 Gerrard Strest Engagement Cover Letter - Al Standard Letters W
31Dec  SCAOL  Soihull Car Accessories Limited 56 Dudley Road Engagement Letter - Company Standard Letters Brian
31Dec  WB02  Wendover Bakery Limited 34 Aston Road Engagement Letter - Estate Standard Letters Kenneth
31Dec  SGCOL  Stanmore Garden Centre Limited 9The Reddings Engagement Letter -LLP Standard Letters Eliott
31Dec  RAPO1  Relat= Care Limited 204 Relate House Engagement Letter - Partnershin Standard Letters George
Enaagement Letter - Pavrol Standard Letters

Select Signatory |Others -|

signature |Lurence 3pyzer -|

Select Contact | J | cancel

25 Items

EN . @ g

06,

Figure 164

From the Select Mail Merge Document window that appears (Figure 165), select the document to mail merge with the

generated list and click OK
Figure 165
Upon clicking OK, the mail-merged document will appear as in Figure 166.

Mr. Ben Browne

|Iford Business Centre,
lIford,

Essex,

IL8 5GX,

United Kingdom

16™ Jan 2007

RE: Annual Audit Books & Records

Dear Ben,

We are writing to advise you that your financial year end is fast approaching and that we would like you to organise
the following information to be delivered to our office at your earliest opportunity.

Sales Daybook

Receipt/Lodgement Book

List of Debtors

Cheque Payment Journal and Books
Bank Statements

Purchase Invoice Book

List of Creditors

Figure 166
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CREATING NEW WORD MAIL-MERGE TEMPLATES

You can add a new document template to the current template list in the following way:

(@ select Mail Merge Docuh B
[ Description Category F
o5 Covr eter —
Accounting for Antiques Invitations to Seminars |$|
Annual Return for Signature Standard Letters |m|
Appointment of Director - Selected Director Standard Letters —
Bank Acknowledgement of Audit Request Standard Letters |-Deg$|
Bank Audit Letter - Selected Bank Standard Letters
Bank Authorisation Letter - Selected Bank Standard Letters E
Blank Letter - All Contacts of Clients etc. Mining Blank Letters i
Blank Letter - Clients, Prospects & Contacts Blank Letters
I Blank Letter - Individuals Blank Letters
I Blank Letter - Selected Contact of Client etc. Blank Letters
I Blank Letter - Staff Blank Letters
Budget - All Contacts of Clients etc. Mining Budget Covering Letters
Budget - Clients, Prospects & Contacts Budget Covering Letters
Budget - Individuals Budget Covering Letters
Business Development Services Mew Business Mailers
Change of Adviser Letter Standard Letters
Change of Biling Address Suppliers’ Letters
Director's Resignation Letter Standard Letters
I Director's Retirement Letter Standard Letters
I Engagement Cover Letter - All Standard Letters
I Engagement Letter - Company Standard Letters
I Engagement Letter - Estate Standard Letters
I Engagement Letter - LLP Standard Letters
I Engagement Letter - Partnership Standard Letters
Engagement Letter - Pavroll Standard Letters
Select Signatary |Omers v|
Signature |Laurence JPyzer - |
Select Contact | | i OK -| |- Cancel

Figure 167

On the Template Browse click the add button.
The Add Mail Merge Document window appears as shown in Figure 168

0 Add Mail Merge Documenii‘t ﬁ

Description || |
Category | v|
| oo | ]
! Document
| £
Il Update

Communications

|- Design -| |- OK -| |- Cancel

Figure 168
Enter the description of the document to mail merge i.e. Year end letter. Select a campaign to add to the document (optional).

Select the document to mail merge by clicking ‘document’ link which will add the document path

Click Design to edit the selected document or a new document to mail merge. Insert the merge fields wherever necessary (for
further information on mail merging call Relate Software on ROI (0035314597800) and UK (0044 871 281 3446)

Click OK to add the mail merge document.

Update Communications. When you click Ok the letter is saved in a central location. Each client on the query will get a link to
that saved file added to their communications history.

ERROR: Invalid Merge Field

When you click ok on the document, the system will begin the merge. If the fields in the merge document does not agree with
the fields selected in the query then the following window will appear. It means that there are merge fields in the letter that are
not included in the data mine. In the example we are using, the letter December Year End contains the field FirstName,
however, this field is not one the selected fields in the data mine.
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Inwalid Merge Field

This merge Field is used in
the main document, but ik
does not exist in the data
sOUrce.

You can remove the
imvalid rmerge Field Fram
the rmain document.

O, wou can replace it with
a walid merge Field From
the daka source,

Sample daka:
WEOZ

FirstMarne

CODE

Cancel |

Figure 169

To solve this, either remove the FirstName field from the mail merge letter as shown or add the field (FirstName) into the data

mine and then re-run the data mine.

If you click cancel then you will get an error on the Word document. To solve this, close down the Word document and again,
either remove the FirstName field from the mail merge letter as shown or add the field (FirstName) into the data mine and then

re-run the data mine.
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E-MAIL MERGE

You can send an email to the list of clients specified from a data mine by clicking the email image button on the data
mine query screen. The following screen will appear

(© Dsto Miring - e 2= 9 E 5 eI
" = —_— —) — =
g Save w Regenerate E SMS "( + | Export & | Print ﬁ Delete ﬁ Eind
L) s -~
Requests for Books and Recordsm
YEAR... | CODE NAME FIRST_ADDRESSL | FIRST_ADDRESS2 FIRST_CITY FIRST_COUNTY FIRST_POSTCODE CONTACT1 CONTACT1_INFORMALSALUTATION
31Dec GATO1  Gatsby Antiques Limited 210ld Street € Select E Mail Merge Tm_ I | Mr. Jack Murphy Jack
31Dec ANTO1  Antiques (Universal) Limited 27 Blackstone R B Mr, Jack Stubbs Jack

Mr. Jerry Booker Jerry

Mr. Jerry Builder Jerry

Mr. Peter Eastman

- . e -
31-Dec BKO1 Burnells Booksellers Limited Rayleigh Lodge Descption Campaign T (Y —

Eobl fmEficize s T g Manthly Newswire - March IT Consultancy Services Edit
31-Dec GARO1  Park Garden Centres Limited 87 Rose Walk L ! 1

31-Dec FLTO1  Flats Limited Tiford Business Mr. Ben Brown Ben
31-Dec MMO1  Midlands Manufacturing Company Limited 21 Shelley Lane| Mr. Anthony Brunel  Anthony
31-Dec cs01 The Black Stuff Limited 10'Connell Stre Mr. Brendan Black  Brendan
31-Dec EBO1 Essex Bricks Company Limited &7 Woolmer Wa Mr. Fred Wadd Fred
31Dec HFAD1  Harlow Finandial Advisers (ABC Consulting) Limited &5 London Roa Mr. Taka Cutt Taka
31-Dec RTO1 Redford Trailers &5 Evelyn Road Mr. Peter Potter Peter
31-Dec NBOO1  MNext But One Limited 100 Oxford Str Miss Yasmin Pet “fasmin

31-Dec RADL Risk Associates Benton House Mrs. Money Penny  Money

31-Dec WNHO1  Woking Mursing Home Trust The Grange Mrs. Freda Hale Freda
31-Dec PFYO1  Pets For You Limited 106 High Streef] Miss Yasmin Pet ‘Yasmin
31-Dec TCPO1  The Citywest Printers Limited 101 Printing Hal Mr. Raymond Pointer Raymond

31-Dec REO1 Reginald Green Limited 56 Central Squa Mr. Reginald Green  Reginald
31Dec  WBO1  Wembley Booksellers Limited 73 Reading Stre | | cancel | Mr. Jeremy Tolien  Jeremy
31-Dec SI01 Scoop Ices Limited 1 Apex Carner Mr. Paulo Mafioso Paulo

31-Dec S5Mo2 Stevenage Motel Limited 50 Summers ,..‘ Mr. Wiliam Carr William
31-Dec WWO1  Wing Wong Limited 27 Gerrard Street London W1AT Mr. Wu Wong Wu
31Dec SCAD1  Solihull Car Accessories Limited 56 Dudley Road Solihull Birmingham SHY 7HM Mr. Brian Coventry  Brian
31-Dec WB02  Wendover Bakery Limited 34 Aston Road Wendover Buckinghamshire WD3 8HB Mr, Kenneth Baker  Kenneth
31-Dec SGC01  Stanmore Garden Centre Limited 9 The Reddings Stanmare Middlesex HAS5 6YH Mr. Eliott Orchard ~ Elliott
31-Dec RAPO1  Relate Care Limited 204 Relate House Guildford Surrey GU7 4RD Mr. George Smiley George

25 Items

2 W = 'O'E 7 [5]

Figure 170
Click the ‘E-Mail’ button to merge a specific e-mail template to the matching records from running the query ‘client year-ends

that equal December’ as shown in Figure 170. Upon clicking the e-mail option you will be shown a set of email templates.
As with the mail merge you can either use a pre-existing e-mail template by clicking OK on the particular template and selecting
the email address that you wish to send the email from as shows in Figure 171

(@ send Email - =

From aurence. er @relate-software.co.uk (Laurence '|

send Individual E-44ails

|r 0K -|| |r Cancel -||
Figure 171
If you would like to create or edit a new template simply click edit on the template and the following screen will appear:

94|Page success built on service



— —
' E-Mail Merge Te 28

Iggm&cme g‘f‘a@‘s
|
|| Description |M°”ﬁ’1|YT|DS | Template Type |Other M
Priority |Normal - | Status | - |
Type | ~|  completedon | | [ |
Subject |How to manage you bank account
ABIUEE= HE £By3 9 Q@ E & HsertMergeFields

Dear «INFORMALSALUTATION»,

We would like to invite you to the first in a series of seminars aimed at helping our clients to improve how they manage their business bank accounts. Over the
years we have gained a great deal of experience in how best to run a business bank account. This helps busiess customers to understand their cashflow better
as well as how to avoid expensive bank charges and penalties.

Kind regards

Ray

Ray Rogers
Rogers & Company

Figure 172
As you can see above you can also personalize the email by using the “Insert Merge Fields”

) Insert Merge Field

Fields

CODE

NAME

TITLE
FIRST_ADDRESS1
FIRST_ADDRESS2
FIRST_ADDRESS3
FIRST_ADDRESS4
FIRST_CITY
FIRST_COUNTY
FIRST_POSTCODE
CONTACT1
CONTACT1_INFORMALSALUTATION
YEAREND

I, Insert |‘ I. Cancel |I

Figure 173
There is also a new option to send an SMS message to everybody in the datamine, you can also setup and reuse SMS templates.
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EXPORT DATAMINES TO EXCEL

With this option, we can send the generated data to an Excel sheet or a text file which can then be saved for further operations.

() Data Mining
Save Regenerate Merge E-Mail E siffs " Export | | Prin]
kﬂ 4 =2 s =
Requests for Books and Records for Y/E 31/12 Export to Excel
r Export to Excel File
CODE NAME TITLE FIRSTS, RST_ADIRESS2 FIRST_ADDRESS3 FIRST_ADDRESS# FIRST_CITY FIRST_COUNTY FIRST_POSTCODE

GATO1 |Gatsby Antiques Limited

ANTO1  Antiques (Universal) Limited 27 Blackstone Road Camden London NW2 SGB
BKO1  Burnells Booksellers Limited Rayleigh Lodge Tiford Essex L7 #6G
BUIDL  Batch Builders Limited 67 The Woodiands Chelmsford  Essex CH1SRT
GARD1  Park Garden Centres Limited 37 Rose Walk Chelmsford ~ Essex CHs 76V
FLTOL  Flats Limited Iiford Business Centre Tiford Essex 1L& 56X
DOCO1  The Care Surgery (XYZ Healthcare) Or. 21 Manningtrez Road Tiford Essex 1L6 7YH
MMO1  Midiands Manufacturing Company Limited 215helley Lane Solihul Birmingham 508 N8
€501 The Black Stuff Limited 10'Connell Street Dublin 1 Co. Dublin

EBO1  Essex Bricks Company Limited 67 Woolmer Way Basilidon Essex BAS TFC
HFADL  Harlow Finandial Advisers (ABC Consulting) Limited 65 London Road Herlow Essex HLB 6TB
RTOL  Redford Tralers 65 Evelyn Road St Albans  Hertfordshire SAS THN
NBOD1  Next But One Limited 100 Oxford Street London W115D
RAOL  Risk Assodiates Benton House Reading Berkshire RD7 8FZ
WNHD1 | Woking Nursing Home Trust The Grange 78 Firs Road Woking Surrey WKS 47V
PFYO1  Pets For You Limited 106 High Street Barnet Hertfordshire BT5 6YM
TCROL  The Citywest Printers Limited 101Printing House  Citywest Business Campus Dublin 24 Co. Dublin

SWO01  Sefton Wolfe & Co 10 Kennet Chambers London EC15FV
RGO1  Reginald Green Limited 56 Central Square Rochester  Kent RCB 5GM
WBO01  Wembley Booksellers Limited 78 Reading Street Wembley Middlesex W88 6LK
SI01  Scoop Tees Limited 1 Apex Corner Stanmore Middlesex HAZ 8NM
S5M02 Stevenage Mote! Limited 50 Summers Road Stevenage Hertfordshire ST8 7YX
WW01  Wing Wong Limited 27 Gerrard Street London W1mT
SCAD1  Solihull Car Accessories Limited 56 Dudley Road Solihull Birmingham SH9 THN
wB02 Wendover Bakery Limited 34 Aston Road Wendover Buckinghamshire WDS 8HB
SGCO1  Stanmore Garden Centre Limited 9 The Reddings Stanmore Middlesex HAS 6YH
RAPO1  Relate Care Limited 204 Relate House Guildford Surrey GU7 4RD
4 i I —

27 Ttems.

o e 1336

06/10/2011

Figure 174

Click the Excel icon or the export to text file to merge matching records which we got from running the query ‘client year-ends
that equal December’ to an Excel or text file as shown in Figure 175 and Figure 176, respectively. You will be asked to give the

file a name and saving location.

9% |Page

E3 Microsoft Excel - DecemberYear

@ Fil=  Edit Wiew Insert Formak  Tools Daka wlindow Help - - =5
DeRSE SRY & @B o- @ = -8l E B0 - 3

! Ta & o= <

Arial -0 - B I U E=EZ=EE $ % , W% e - A~
A1 - A CODE
=] & [B] E F G =i

1 |CODE _INAME CLIEMTTYFPE FIRST _ADDRESS1  FIRST_ADDREESZ FIRST_CITY YEAREMD —
2 Relate Care Lirmnited | Client 204 Relate House Guildford 31-Dec

3 Wing YWong Limited | Client 27 Gerrard Street Londaon 31-Dec

4 Risk Associates Client Benton House Reading 31-Dec

=1 Woking Mursing Horme Client The Grange 78 Firs Road Wioking 31-Dec

=] Solihull Car Accessor Client 56 Dudley Road Solikull 31-Dec

7 Wendover Bakery Lim Client 34 Aston Road Wendover 31-Dec

g Scoop lces Limited Client 1 Apex Corner Stanrmore 31-Dec

=] Stevenage Motel Limil Client 50 Surmmers Road Stevenage 31-Dec

10 RTO2 Rodney Trotter & Co | Client 135 Mandela Towers Londaon 31-Dec

11 | SGC01 | Stanmore Garden Cer Client 9 The Reddings Stanrmore 31-Dec

12 RGO1 Reginald Green Limite Client 56 Central Square Rochester 31-Dec ™
13 WBO1  |WWembley Booksellers Client 78 Reading Street Wermbley 31-Dec

14 |HFAO01 Harlow Financial Advis Client ES London Road Harlow 31-Dec

15 WWHTO1 Watford Hospital Trus Client 22 Randolph YWay Watford 31-Dec

16 RTO1 Redfard Trailers Client B5 Evelyn Road St Albans 31-Dec

17 MRA01  Midlands Manufacturir Client 21 Shelley Lane Solikull 31-Dec

18 =01 The Black Stuff Limite Client 1 O'Connell Street Ciublin 1 31-Dec

19 [FRM01 Fesew Bricks Comnar Client By Winnlmer Wilas Fasilidnn A1-Near| ™
M4 4 » »]Sheetl / [« | NI
Ready FLIM

Figure 175
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[ DecemberYear - Notepad Q@E|

File Edit Format Aiew Help
CCDE MNAME CLIEMTTYPE FIRST_ADDRESS1 FIRST_ADDRESSZ  FIRST_CITY YEAREMD s
Rap0l  Relate Care Limited Client 204 Relate House auildford 31-De
Wwol wing wong Limited Client 27 Gerrard street London  31-Dec
RAOL Risk associates Client EBenton House reading 31-Dec
WNHOL  woking NWursing Home Trust Client The Grange 78 Firs Road woking 31-De
sca0l  solihull Car Accessories Limited Client 56 oudley Road solihull
WEO2Z wendover Bakery Limited Client 34 Aston Road wendover 31-Dec
S101 Scoop Ices Limited Client 1 Apex Corner stanmaore 31-Dec
smo2 Stevenage Motel Limited client 50 Summers Road Stevenage 31-Dec
RTOZ Rodney Trotter & Co Client 135 Mandela Towers London  31-Dec
SGCO1l stanmare Garden Centre Limited Client 9 The reddings Stanmore 31-De
RGOL Reginald Green Limited cTient 56 Central Square Rochester 31-Dpe
WEOL wembley Booksellers Limited Client 78 Reading sStreet wembley 31-De
HFA01l  Harlow Financial advisers (aBC Cunsu1tin?j Limite Client 65 London Road
WwHTOL  watford Hospital Trust Client 22 randolph way watford 31-Dec
RTOL redford Trailers Client &5 Ewvelyn Road st. Alhans 31-Dec
MMOL Midlands manufacturing Company Limited Client 21 shelley Lane solihull
501 The Black stuff Limited Client 1 0'Caonnell Street publin 1 31-De
EBOL Essex Bricks Company Limited Client 67 woolmer way Basilidan 31-De
GARDL  Park Garden Centres Limited Client 87 Rose walk Chelmsford 31-De
ESTOL  Eastman's Estate Agency Client 111 The Ringland Estate Ilford 31-Dec
FLTOL  Flats Limited Client ITford Business Centre ITfard 31-Dec
ANTO2  Antigues (Uniwversal) Limited Client 27 Blackstone Road Camden  31-De
BrOL Burnells Booksellers Limited Client Rayleigh Lodge ITford 31-Dec 2
£ ¥
Figure 176
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DASHBOARDS

OVERVIEW

The Dashboard feature in DRIVE allows you to graphically display practice data in the form of Bar Charts, Pie Charts and Tables.
Users can define their dashboards based on their access levels and relevance of information.
It is crucial that your Data is structured correctly and consistently for the Dashboards to provide an accurate reading
of your data (the use of Partners / Managers and Departments).

HOW TO CREATE DASHBOARDS

To define a new dashboard in DRIVE you simply select the Define Dashboards item from Tools > Dashboard Settings.
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Figure 177

The Dashboard settings window will be displayed.

@Dashhnard Settings = lglm
Marme Chart1 Chartz Charts Chart4 Charts Charté ]
Figure 178
To create or define a new Dashboard, select the New | licon in the top left of the Dashboard settings window. This will

display the Add Dashboard window.
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. 3
@ Add Dashboard Setting
Mame of Dashboard || |
| Charts | ACC
Available Charts Selected Charts
Group Chart Mame = [ Group Chart Mame )
ChargeablefMon-Chargeable
(Chargeable/Mon-Chargeable Manager
ChargeablefMon-Chargeable Department
Chargeable/MNon-Chargeable Office
Chargeable/Mon-Chargeable Staff
ChargeablefMon-Chargeable Overal
Income Client Partner
Income Client Manager @
Income Clignt Department
Income Client Office
Income Job Partner
Income Job Manager
Incorme Job Department
Income Job OFfice
Monthly Income Partrer —
| Move Up | | Mave Down |
| oK | | Cancel |
Figure 179

The Add a Dashboard Dialog is split into two tabs, Charts and Access Rights. The field at the top of the screen “Name of
Dashboard” allows you to Name the Dashboard.

The first tab “Charts” allows you to select up to six different charts and tables to appear. The charts are analysed as follows;
Chargeable/Non Chargeable

Income

Monthly Income

Recovery Rate

Profitability

Tables

Client Aged Debt

Client Aged WIP

Aged Creditors

To select which analysis you would like, simply highlight the appropriate field and select the icon to move your selection
from the Available Charts to the Selected Charts. To remove a selection from the Selected Charts simply highlight and select the

@ icon.

Mave Lip

Once you have selected your required charts you can order these how you like by using the Move Up and Move

Mave Dawn

Down buttons. Highlight a selected chart and select the Move Up or Move Down to order the charts.

The second tab “Access Rights” allows you to decide which staff members have access to each specific dashboard. Simply tick
the “Apply Access Right” and select which groups are allowed view the Dashboard.
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©) Edit Dashboar d Setting 3=

Mame of Dashboard |Aged Dehtors |
W Access Rights ]
Apply Access Rights &

Select Access Groups F accounts

[#] johns group

[&] Junior

[#] Manager

[#] Partner

[¥] Receptionist

[#] Senior

[&] System Administrator

Figure 180
When you have finished applying the Access Rights select the OK button to save the Dashboard. The created Dashboard will now
be displayed in the Dashboard Settings window.

6 Dashboard Settings M
e |

|I Marme Chart1 Chartz Chart3 Chart4 Charts Charté |

Figure 181
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VIEWING DASHBOARDS

To view the Dashboards you have created, on the main navigator bar select the Dashboards module.
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Figure 182

Under Dashboards on the left hand side you will see the Dashboards that you have created. To preview one of these dashboards
simply select the one you want from the left hand side. On selecting, the data will automatically be displayed defaulting to the
current financial year. Depending on the type of Dashboard you are displaying there will be an option to choose a date selection,
this can be changed by clicking on the Date Range hyperlink. This will display the Change Dates window; select the appropriate
date range and select the OK button.

File B

Dashboards

il Aged Dettors

(K] Test

J DRIVE (Version 2.0)

Acc

Dashboards

100 %

B0 %

rcentage

DRIVE Desktop

IMy Communications

B0 e

Select your required
dates

Document Management Change Dates E

Deadine Management 0% . Chargeable f Mon Chargeable B Partners g

Marketing Income By Client Partni| From Dake 01/01/2010 - | [Et01d01/2010 to 31§12/2010

| Dashiboards { To Date 01412/z010| - W BF: 19 %
B BL: 43 %

IR Ledger _ WLnz%

Fees Ledger Ll2r

Purchase Ledger LIP: 35 %

Bark and Cash

Mominal Ledger

8 Laurence 1Pyzer [LIP]is logged into Database : Drive_lip 05/09/2010 05:24:39 Duration : 0844135 [

ts Marketing Reparts  Too

s Theme  Help

Chargeable / Non Chargeable By Partners

100 %

100 %o 100 %o

(=Jlo/ed

100 %

Figure 183

(Note Aged Debtors and Aged Creditor Dashboards will always be an “As at” date. There is no date selection available for these

dashboards)

You can drill down on the tables to the underlying detail such as on the Client Aged Debt, Client Aged WIP and the Top 10
Debtors and Top 10 WIP Balances.
You can also drill down the charts and fill the screen with it, simply double click on the appropriate chart. Double clicking again
will return you back to the full screen.
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(Please note all Charts that have a legend with more than five entries will display the top five by value and group the rest under

Other).

ACCESS RIGHTS

DRIVE allows you to control access to who can create the Dashboards. This is done through the use of the Access Groups, Tools >

User Access Groups.
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Figure 185

The Access Groups window will be displayed (see Figure 186). Highlight the Access Group you wish to make a change to and

select the Edit "Ed#/ button.

102 |Page

success

built on

service



1
@' Access Groups

Accounts " add 1
Juniar
Manager L —
Partrer
Recepkianist Delete
Senior ! !
System Adminiskrator

I 0.4 || || Zancel 1

Figure 186

The Access Group window will be displayed. Under the Access Functions folder on the left hand side, select “Other”.
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Figure 187

The Dashboard Settings are located on the bottom left of the access panel. The options are;

Access: User has access to create Dashboard (Tools > Dashboard Settings)

New: User can create a new Dashboard

Edit: User can edit an existing Dashboard

Delete: User can delete the Dashboard

Simply select what options you want to apply to the Access Group by ticking the checkbox. Once you have made your selections,

select the OK I' %
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CHARGEABLE / NON-CHARGEABLE BY PARTNER

To Calculate the Chargeable: the Staff Code and WIP Units are being displayed for the Partners whose Client has a value greater
than zero for WIP.

For the Non Chargeable: the Staff Code and WIP Units are being displayed for the Partners who has a value greater than zero.
Then the total Units for each Staff is calculated and then on the basis of the respective Chargeable and Non Chargeable the
Percentages are being calcaulated.

CHARGEABLE/NON-CHARGEABLE BY MANAGER

To Calculate the Chargeable: the Staff Code and WIP Units are being displayed for the Managers whose Client has a value
greater than zero for WIP.

For the Non Chargeable: the Staff Code and WIP Units are being displayed for the Managers who has a value greater than zero.
Then the total Units for each Staff is calculated and then on the basis of the respective Chargeable and Non Chargeable the
Percentages are being calcaulated.

CHARGEABLE/NON-CHARGEABLE BY DEPARTMENT

To Calculate the Chargeable: the Staff Code and WIP Units are being displayed for the Departments whose Client has a value
greater than zero for WIP.

For the Non Chargeable: the Staff Code and WIP Units are being displayed for the Departments who has a value greater than
zero.

Then the total Units for each Staff is calculated and then on the basis of the respective Chargeable and Non Chargeable the
Percentages are being calcaulated.

CHARGEABLE/NON-CHARGEABLE BY OFFICE

To Calculate the Chargeable: the Staff Code and WIP Units are being displayed for the Office whose Client has a value greater
than zero for WIP.

For the Non Chargeable: the Staff Code and WIP Units are being displayed for the Office who has a value greater than zero.
Then the total Units for each Staff is calculated and then on the basis of the respective Chargeable and Non Chargeable the
Percentages are being calcaulated.

CHARGEABLE/NON-CHARGEABLE BY STAFF

To Calculate the Chargeable: the Staff Code and WIP Units are being displayed for the Staff whose Client has a value greater than
zero for WIP.

For the Non Chargeable: the Staff Code and WIP Units are being displayed for the Staff who has a value greater than zero.

Then the total Units for each Staff is calculated and then on the basis of the respective Chargeable and Non Chargeable the
Percentages are being calcaulated.

OVERALL CHARGEABLE/NON-CHARGEABLE

The Overall WIP Units are being displayed where there is a value greater than zero for WIP for the Chargeable and the Non
Chargeable. Then the total Units for each Staff is calculated and then on the basis of the respective Chargeable and Non
Chargeable the Percentages are being calcaulated

INCOME BY CLIENT PARTNER

The Staff Code and Netamount are being displayed for the Client Partners.

The “Sales Credit Note” Netamount is deducted from the “Sales Invoice” Netamount.
The workable data is grouped by Transaction Type,Client’s PartnerlID and Staff Code.
The Negative values are being ignored since Pie Charts does not allow Negative values.

INCOME BY CLIENT MANAGER

The Staff Code and Netamount are being displayed for the Client Managers.

The “Sales Credit Note” Netamount is deducted from the “Sales Invoice” Netamount.

The workable data is grouped on Transaction Type,Client’s ManagerID and Staff Code.The Negative values are being ignored
since Pie Charts does not allow Negative values.
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INCOME BY CLIENT DEPARTMENT

The Department Description and Netamount are being displayed for the Client Departments.

The “Sales Credit Note” Netamount is deducted from the “Sales Invoice” Netamount.

The workable data is grouped on Transaction Type,Client’s DepartmentID and Department Description.
The Negative values are being ignored since Pie Charts does not allow Negative values.

INCOME BY CLIENT OFFICE

The Office Description and Netamount are being displayed for the Client Office.

The “Sales Credit Note” Netamount is deducted from the “Sales Invoice” Netamount.

The workable data is grouped on Transaction Type,Client’s Office ID and Office Description.
The Negative values are being ignored since Pie Charts does not allow Negative values.

INCOME BY JOB PARTNER

The Staff Code and Netamount are being displayed for the Job Partners.

The Netamount is being calculated as the Sum of all amounts where the type is “Bill”, “Sales Credit Note” and “Bills Raised”.
The workable data is grouped on Transaction Type,Job’s PartnerID and Staff Code.

The Negative values are being ignored since Pie Charts does not allow Negative values.

INCOME BY JOB MANAGER

The Staff Code and Netamount are being displayed for the Job Managers.

The Netamount is being calculated as the Sum of all amounts where the type is "Bill”, “Sales Credit Note” and “Bills
Raised”. The workable data is grouped on Transaction Type,Job’s ManagerID and Staff Code.

The Negative values are being ignored since Pie Charts does not allow Negative values.

INCOME BY JOB DEPARTMENT

The Department Description and Netamount are being displayed for the Job Departments.

The Netamount is being calculated as the Sum of all amounts where the type is "Bill”, “Sales Credit Note” and “Bills
Raised”. The workable data is grouped on Transaction Type,Job’s DepartmentID and Department Description.

The Negative values are being ignored since Pie Charts does not allow Negative values.

INCOME BY JOB OFFICE

The Office Description and Netamount are being displayed for the Job Office.

The Netamount is being calculated as the Sum of all amounts where the type is “Bill”, “Sales Credit Note” and “Bills Raised”.
The workable data is grouped on Transaction Type,Job’s OfficelD and Office Description.

The Negative values are being ignored since Pie Charts does not allow Negative values.

MONTHLY INCOME BY PARTNER

The Year of the transaction,Month of the transaction,Staff Code and Netamount are being displayed for the Client Partners.
The Netamount is being calculated as the Sum of all amounts for “Sales Invoice” and “Sales Credit Note”.

The workable data is grouped on Year of transaction date,Month Name of transaction date,Staff Code and Month Number of
transaction date.

RECOVERY RATE BY PARTNER
The calculation is made for the Client Partners based on the formula :
(WIP Bills Raised — (Outlay + Mileage)) / Time Charged.

RECOVERY RATE BY MANAGER
The calculation is made for the Client Managers based on the formula :
(WIP Bills Raised — (Outlay + Mileage)) / Time Charged.

RECOVERY RATE BY DEPARTMENT
The calculation is made for the Client Departments based on the formula:
(WIP Bills Raised — (Outlay + Mileage)) / Time Charged.
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RECOVERY RATE BY OFFICE
The calculation is made for the Client Office based on the formula :
(WIP Bills Raised — (Outlay + Mileage)) / Time Charged.

PROFITABILITY BY PARTNER
The calculation is made for the Client Partner based on the formula :
(WIP Bills Raised — (Outlay + Mileage) — Accrued WIP) / Cost of Time Billed.

PROFITABILITY BY MANAGER
The calculation is made for the Client Manager based on the formula :
(WIP Bills Raised — (Outlay + Mileage) — Accrued WIP) / Cost of Time Billed.

PROFITABILITY BY DEPARTMENT
The calculation is made for the Client Department based on the formula : (WIP Bills Raised — (Outlay + Mileage) -
Accrued WIP) / Cost of Time Billed.

PROFITABILITY BY OFFICE
The calculation is made for the Client Office based on the formula :
(WIP Bills Raised — (Outlay + Mileage) — Accrued WIP) / Cost of Time Billed.

ALL AGED CHARTS

For All Aged Charts the Date is centered around the following Date Calulation :
Date/Time up to 30days = Date/Time.Now.Date.AddDays(-30); // Current
Date/Time up to 60Days = Date/Time.Now.Date.AddDays(-60); // 30days
Date/Time up to 90Days = Date/Time.Now.Date.AddDays(-90); // 60days
Date/Time up to 120Days = Date/Time.Now.Date.AddDays(-120);//90days
Date/Time up to 150Days = Date/Time.Now.Date.AddDays(-150);//150 days
Date/Time up to 180Days = Date/Time.Now.Date.AddDays(-180);//180 days

For Client Aged Debt Charts the sum of (GrossAmount — AllocAmount) is considered for “Sales Invoice” and “Fees
Journal” and Debit not equal to zero.
And then the Date Range is considered adhering to the above Date Calculations.

For Client Aged WIP Charts the sum of (NetAmount — AllocAmount) is considered for “Journal” and all those “Time"
and “Expense” which are Passed.
And then the Date Range is considered adhering to the above Date Calculations.

For Aged Creditor Chart the sum of (GrossAmount — AllocAmount) is considered for “Purchase Invoice” and “Purchase
Journal” and Credit not equal to zero.
And then the Date Range is considered adhering to the above Date Calculations.

Besides these the respective Partners,Managers,Departments,Office has been considered in the sub division of Aged
Charts be it Client or Job.

Also the top 5 concept is implemented for the Aged Charts where sub divison like
Partners,Managers,Departments,Office is done.

TOP 10 DEBTORS
The Top 10 Code,Name and Fees Balance of Clients are displayed using information from Client and Name.

TOP 10 CREDITORS
The Top 10 Code,Name and Balance of Suppliers are displayed using information from Supplier and Name.

TOP 10 WIP BALANCES
The Top 10 Code,Name and WIP Balance of Clients is displayed using information from Client and Name.
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