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SUPPORT SERVICES

Relate is committed to our strong customer service and satisfaction. At all times you will be able to make
contact with our company and our technical services team.

You can make contact with our support department in the following ways:

Telephone: (IRL) +353 (0)1 4597800  (UK) +44 8712843446
Email: support@relate-software.com
Opening Times for Support: 09:00-13.00 and 14.00-17.30
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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.
© 2012 Relate Software

South City Business Park, Tallaght,

Dublin 24, Ireland

All Worldwide Rights Reserved
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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. Job setup is vital and you cannot
have clients without jobs so discuss this with a Relate consultant as part of the implementation
process.

CLIENTS, CONTACTS & PROSPECTS

From the Navigation Menu, select DRIVE Desktop and then choose Client & Contact Database. The
Client & Contact browse will be displayed (see figure 1).
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Find e Fnd
[ My Tasks
@ S Search All Fields Search Anywhere in Field Search Sub Contacts | Clear
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Figure 1

The Client & Contact Database Browse lets you view all your clients at a glance. At the bottom of the
Client & Contact Database there is a summary view of the information that has been entered. The
Summary includes the following;

e Database Summary
e C(Client by Entity Type
e C(Client by Entity Chart
e C(Client by Partner
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You can hide the summary view by clicking the “Hide Summary” button (see figure 2).
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Figure 2
Note: You cannot edit what is displayed in the Summary View.

At the top of the Client & Contact Database browse you have the toolbar. The toolbar has a number
of short cut icons:

1) DRIVE (Version 2.1)

ew Dostings Accounts Marketing

B AT G B OB BRIER e

fresxls P 0000

e The New option displays the Add Client Details window and lets you enter a new client.

e The Open option displays the Edit Client Details window and lets you edit the client details for
the selected client.

o The Delete option lets you delete a specific record. To delete a record, simply highlight and
select the Delete button (If the Client has transactions you will not be able to delete until these
have been deleted first).

e The Print option lets you print the details of the selected record on the screen.

e  When you click the Find option, the Find window appears on top of the Client window. You type
in some search information and click the Find Now button to begin the search.

e The Jobs option is used to display the job tab page for the selected client and add new job
details for that client.

e The Recurring Jobs option is used to display the recurring jobs tab page for the selected client
and add new recurring job details.

o The Contacts option is used to display the contact tab page for the selected client or add new
contacts for that client.

o The Links option displays the Linked Clients window where all linked clients for the active client
are displayed. You can also add new linked clients or delete existing ones from here (see Link
setup under Links).

e The Communications option is used to display the communication tab page for the selected
client and add new communication details for that client.

e The WIP Ledger option is used to view the WIP Ledger for the selected client.
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The Fees Ledger option is used to view the Fees Ledger for the selected client.

The Job Plans option displays the Job Plans tab page for the selected client and adds new plans
for that client.

The Client Status option displays the Client Status screen.

The Mail Merge option displays the Select Mail Merge Document window from which you can
choose a mail merge document for the selected client. You can also add a new document by
clicking the Add button.

Select the type of clients to view from the drop-down list. You can view Clients, Contacts,
Prospects or All.

Click Fees Allocation to display the Fees Allocation window from where you can allocate
previously unallocated receipts, credit notes or fees journals.

Click WIP Allocation to display the WIP Allocation window from where you can allocate
previously unallocated bills.

Click Client Bank to display the list of bank names in which the client has an account.

Click Client Ledger to view the list of receipts, payments and bank transfers for the client.

Click Client Deadline Date Set up to view the list of deadlines for the client.

Click Fund Details to view the list of fund for that client.

Click Books In to view the books in for that client.

Click Workflow to view the workflows and deadlines for that client

Click Trial Balance to view the trail balance for that client (this link is dependent on having
Relate Accounts Production and a set of accounts defined for the specified client)

Click Accounts Pages to display the accounts pages for that client (this link is dependent on
having Relate Accounts Production and a set of accounts defined for the specified client)

Click Accounts Production to launch Relate Accounts Production (dependent on having Relate
Accounts Production installed on the machine)

Click Personal Tax to launch Relate Personal Tax (dependent on having Relate Personal Tax
installed on the machine)

Click Corporation Tax to launch Relate Corporation Tax (dependent on having Relate
Corporation Tax installed on the machine)

Click Company Secretary to launch Relate Company Secretary (dependent on having Relate
Company Secretary installed on the machine)

To change from the Client list to the Contact or Prospect list, click the dropdown as shown in figure

3.
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TRTO1 Charitable Trustees &7 Rutherford Avenue 020 85679543 Trust Client
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unts
EBOL Essex Bricks Company Limited 67 Woolmer Wiay 03456 345672 Company Limited By Shares Cient

Figure 3
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GENERAL INFORMATION TAB

To create a new client, click the new button as outlined earlier and the Add Client Details screen
appears. The Add Client Details screen has a number of tabs with various sections of information;
simply click each tab to see what is contained.

The Client General Details window holds information such as Name, Address, Phone Numbers and

other primary contact details.

Entering Client General Details

From the View menu, choose the Clients option. The Client browse appears. Click New. The Add

Client Details window appears showing the General tab.

L ]
Save & Close
0]

pe— -~

= Client/Prosped

Send E-Mails Maobile

= Entity Tvpe
= Client Code

Eax

E-Mail

Web
More....

Other Ref.

Company No.

CT Ref. Contact1

= Business Name Position

File As Contact 2

Position

Name

Group

Source

— Addresses

= Business B

Campaign

Referred By

Original Partner

. Take On Date
Town/Ci
Business Type v|

County
PostCode Year-End l:l ({in dd/mm format)
Annual Return Date I:I {in dd/mm format)

Country

Figure 4
Enter the following details:

Client / Prospect / Contact: Select whether the entry being made is for a client, a prospect or a
contact. If contact or prospect is selected, then only the following tabs are displayed: General,
Practice, Other Information, Communications and Contacts.

Note: When ‘Allow Posting of WIP to Prospect’ is enabled from Tools » settings » WIP Ledger, the
WIP Ledger tab appears for Prospect

7|Page



Client & Contact Database Relate Software

Entity Type: Select the entity type from the drop-down list. Alternatively, click the entity type lookup
to display the Select Entity Type window

The following entity types are available: Company Limited By Guarantee, Company Limited By
Shares, Individual, Limited Liability Partnership, Partnership, Sole Trader and Trust. The following
fields are dependent on Entity Type.

e Company Limited by Guarantee & Company Limited by Shares: Company No., CT Ref., VAT
No., PAYE Ref. field appears.

e Individual: NI No. UTR field appears.

e Limited Liability Partnership: LLP Reg. No., UTR, VAT No., PAYE Ref. field appears.

e Partnership & Trust: UTR, VAT No., PAYE Ref. field appears.

e Sole Trader: NI No., UTR, VAT No., PAYE Ref. field appears.

e User Defined: will display the same fields as the type it is based on.

Client Code: This field is enabled only if a Client is being entered. Client codes can be either manual
or automatic. These codes refer to clients only and not prospects or contacts. In case of automatic
coding, each code may be broken up into several segments. The client code can be based on up to
six criteria, i.e. client name, office, partner, department, manager and a unique number generated
by the system. For further details, refer to the DRIVE Setup document.

Other Ref: Enter any other reference for the client you want to maintain.

Business Name: Enter the name of the business or organisation. If a client with the specific name
entered already exists, then the Conflict Search window appears. This displays the client with the
same name. Click OK or Cancel.

File As: The drop-down list shows variations on the name. Select any one from the list. This
determines how the client will be indexed and how it can be found in searches.

Name: This is only applicable to sole traders. Enter the name of the sole trader. Clicking the lookup
displays an additional screen to add details on the individual such as Gender, Title, Forename and
Surname, salutations (both formal and informal).

Group: Enter the name of the company, which is under the same group. Clicking the lookup displays
the Select Client window. Select the client and click OK. Groups are used for Reporting purposes.
Reports such as the Client Balances can be run by Group selection.

Address: Enter the client’s address, using up to 256 characters. Select the individual tab to add the
respective address.

e If the entity type is Company Limited By Guarantee or Company Limited By Shares, the
addresses that can be added are Business, Billing and Reg Office.

e If the entity type is Individual or Sole Trader, the addresses that can be added are Business,
Billing and Home.

e If the entity type is Limited Liability Partnership, Partnership or Trust, the addresses that can
be added are Business, Billing and Other.
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Town / City: Select the town or city from this drop-down list. Alternatively, click the Town/City
lookup to display the Select Town/City window. For further details, refer to Lookups in the DRIVE
setup document.

County: Select the county from this drop-down list. Alternatively, click the County lookup to display
the Select County window. For further details, refer to Lookups in the DRIVE setup document.

Post Code: Enter the postcode.

Country: Select the country the client belongs to, from the drop-down list. Alternatively, click the
Country lookup to display the Select Country window. For further details refer to Lookups in the
DRIVE setup document.

Phone: Enter the client’s main telephone number. Click the link to display the Check Phone Number
window. Here, enter the numbers for country / region, city / area, then the local number and finally
the extension. Click OK. The numbers entered are reflected in the phone box. Phone numbers can be
used in the SMS module within DRIVE so it is important that you enter the number in the correct
format. This is Country Code followed by the number.

Mobile: Enter the mobile number here. Click the link to display the Check Mobile Number window.
Here, enter the number for the country / region and then the local number. Click OK. The numbers
entered are reflected in the mobile box.

Fax: You can record a fax number here. Click the link to display the Check Fax Number window. Here,
enter the numbers for country / region, city / area, then the local number and finally the extension.
Click OK. The numbers entered are reflected in the fax box.

E-Mail: Enter the clients contact email address. Email in DRIVE auto assigns based on the Client email
address.

Web: Enter the business website address here. The web address will automatically launch the web
site if you are online. Email in DRIVE auto assigns based on the Client email but if no email address
exists it will check for web addresses.

More.... : Click this button to display the Phone / Fax / E-Mail / Web window. Here, you can add two
phone numbers, two mobile numbers, one fax number, two e-mails, a web address and two other
contacts in addition to the existing numbers.

Contact 1: Enter the name of the main contact of the business. Alternatively, click the Contact 1
lookup to display the Select Contact window. Select the name of the contact and click OK. We have
an option by which Contactl will automatically be automatically picked up from client name. Please
refer to DRIVE setup document.

Position: Select the main contact’s position in the business. Alternatively, click the Position lookup to
display the Select Position window. For further details, refer to Lookups in the DRIVE setup
document.

Contact 2: Enter the name of the second contact of the business. Alternatively, click the Contact 2
lookup to display the Select Contact window. Select the name of the contact and click OK.
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Position: Select the second contacts’ position in the business. Alternatively, click the Position lookup
to display the Select Position window. For further details, refer to Lookups in the DRIVE setup
document. We have an option in Drive which will automatically pick up Contactl in Mailing a bill or
statement to Client, if the Position starts with a word ‘Accountant’.

Source: Select from the drop-down list, where the client heard of the practice. The source may be
Another Practice, Direct, Marketing, Partner Contact and Staff Contact. Alternatively, click the
Source lookup to display the Select Client Source window. For further details refer to Lookups in the
DRIVE setup document.

Campaign: Select the campaign from the drop-down list. You can also click the lookup to add a new
campaign or to edit an existing campaign entry. The campaign window, which appears on clicking
the lookup, shows all those campaigns that have been defined under Campaigns.

Referred By: Enter the name of the person who has referred the client. Clicking the lookup displays
the Names window. Select the name of the client or contact that may have referred the new client /
prospect and click OK. This will let you keep a track of any client or contact that is bringing in new
business regularly.

Original Partner: Select the name of the partner from the drop-down list. Alternatively, click the
Partner lookup to display the Select Partner window. Select the name of the partner and click OK.

Take on Date: Enter the date the client was taken on.

Business Type: Select the type of business from the drop-down list. Alternatively, click the Business
Type lookup to display the Select Business Type window. For further details, refer to Lookups in the
DRIVE setup document.

Year End: Enter the year-end date of the business. First select the year-end month and then the
date.

Annual Return Date: Enter the annual return date of the business. First select the return date month
and then the date. After the General Details have been entered, click the Practice tab to enter
practice details for the client.

Note: It is important that you are consistent when entering data into the above fields as it will be
used in other areas of DRIVE such as SMS, Data Mining and Mail Merging.
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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. Office, Department and Manager Boxes
are enabled or disabled depending on the options set under Tools » Settings » General » Setup
(see documentation on DRIVE setup for more detail on this).

E Save 8L Close ==
& m

Default Billing Code | v| Office | v|
Default VAT Rate [ -] Department [ -
Currency [ -]
Credit Terms | - | Partner | M “;l
Settlement Days Manager | - “;l
Settlement Discount (%) Lead Staff | - |E|
WIP Discount (%) [ -
Statement Message Serces Used E o=

7] Audi

[] Business Development Services ﬁ

[F] Company Secretarial

[ Corporate Finance

': Corporation Tax o
Fecs Eimik = Account Status | v|
Fees Budget | 0.00| | -| Reason | |
FeesProvision | 0,00| | v| ® SetBy | v|
WLt Password | |
WAL Biide et | D'00| | v| Confirm Password | |
WIP Provision | 0,00| | v|

Figure 5

Entering Client Practice Details

Default Billing Code: Select the default billing code applicable to this client. Click the lookup to see
the nominal analysis codes. This code when setup will appear automatically when posting bills to this
client. For further details, refer to the DRIVE Setup documentation.

Default VAT Rate: Select the VAT rate from the drop-down list. Alternatively, click Default VAT Rate
to display the Vat Rates window. Select a VAT rate from the list.

Currency: Select the currency code for the client from the drop-down list. This will default to the
base currency. Alternatively, click the Currency Code lookup to display the Select Currency window.
Only the Fees ledger is displayed in the base and other currency. For further details, refer to Lookups
in the DRIVE setup document.

Credit Terms: Select the credit terms applicable from the drop-down list. Alternatively, click the
Credit Terms lookup to display the Select Credit Terms window. For further details, refer to Lookups
in the DRIVE setup document.
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Settlement Days: You can give your clients a discount for early payment. If payment is received
within the number of days you enter here, your client can qualify for a discount.

Settlement Discount (%): If you want to offer this client an early settlement discount, enter the
percentage amount in this box.

WIP Discount (%): Select the WIP discount applicable from the drop-down list. This will allow you to
offer discounts on WIP charge out rates. Alternatively, click the WIP Discount lookup to display the
WIP Discount window. Select the WIP Discount you are looking for and click OK.

VAT Number: Enter the VAT Number.

Fees Limit: Enter the fees limit. This will allow you to define an amount at which the system will
display a message stating that the limit has been reached.

Fees Budget: Enter a fees budget for the client or job. Clicking the Fees Budget link picks up the Fees
Budget from Job Plans, if present.

Fees Budget Date: Enter the date for the fees budget that has been defined.
Fees Provisions: Enter a fees provision for the client for the year.
Fees Provision Date: Enter the date for the fees provision that has been defined.

WIP Limit: Enter the WIP limit. This will allow you to define an amount at which the system will
display a message stating that the limit has been reached.

WIP Budget: Enter a WIP budget for the client or job.

WIP Budget Date: Enter a WIP budget for the client or job. Clicking the WIP Budget link picks up the
WIP Budget from Job Plans, if present.

WIP Provisions: Enter a WIP provision for the client or job.
WIP Provision Date: Enter the date for the WIP provision that has been defined.

Office: Select the office from the drop-down list. Alternatively, click the Office lookup to display the
Select Office window. For further details, refer to Lookups in the DRIVE setup document.

Partner: Use the drop-down list to select the partner. Alternatively, click the partner lookup to
display the Select Partner window. Select the name of the partner and click OK. Partner selection is
important as it can be used in a number of places in DRIVE such as Access Level, Reporting and
Deadlines.

Department: Use the drop-down list to select the department the client belongs to. Alternatively,
click the Department lookup to display the Select Department window. For further details refer to
Lookups in the DRIVE setup document

Manager: Use the drop-down list to select the manager. Alternatively, click the manager lookup to
display the Select Manager window. Select the name of the manager from the window and click OK.
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Lead Staff: Select the name of the lead staff member from the drop-down list. Alternatively, click the
lead staff member lookup to display the Select Staff window. Select the name of the lead staff
member from the window and click OK.

Services Used: A list of all the services available is displayed here. Select all those services that the
client is interested in.

Account Status: Select the account status of the client from the drop-down list. You can also define a
status by clicking the lookup. For further details, refer to Lookups in the DRIVE setup document.

Reason: Enter the reason for the status selected.

Set By: Select which staff member took the decision to set the account status of the client / job /
supplier. You can also select the name of the staff member from the Select Staff window, which
appears on clicking the lookup.

Date Set: Enter the date the account status of the client was set.
Password: Enter the password for the individual client.

Confirm Password: Re-enter the password once again, to confirm the entry.

Note: The fields marked by asterisk (*) are mandatory.

After the Practice Details have been entered, click the Personal tab if the client entity type is
Individual or Sole Trader, else click the Other Information tab.
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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 6, many extra fields have been set up for this client, 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.
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Figure 6

For more information on creating these fields, please refer to Other Information in the DRIVE setup

document.
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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 7, for this client
jobs for Audit and Bookkeeping have been defined. Job codes can be defined by the practice.
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0.00

Figure 7

When you first create a Client you will be prompted to enter the jobs when you select the Jobs Tab

(see figure 8).

Personal Tax

) Select Jabs to add to this client
—r—
Bookkeeping
Corparate Tax PR —"
Default -

Il Delete 1

- OK 1|

|r Cancel

Figure 8

This prompt displays the list of Default Jobs defined in DRIVE, this prompt is dependent on the
Default Job selections you have made in settings. For more information please refer to Default Jobs
in the DRIVE setup document. If you do not wish to use any of these jobs simply select the cancel

button to continue to the Job Tab.
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Creating a New Job

To create new jobs select the ‘New’ icon from the Jobs toolbar, as shown in figure 9.

B (B ) ow Qe D@ DEH

Figure 9

The Add Job details window will then be displayed (see figure 10). For detailed information on
creating jobs, please refer to Job Setup in the DRIVE setup document.
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= JobType | '\ Phone | |
Previous Year | " Fax | |
Other Ref. [ | B | |
o wep | |
= Job Description | ‘
Job Plan | "
— Addresses
Business [ ] Contact 1 [ [
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Towin/Ci | 'l Position | '|
County | '|
Post Code | | Qriginal Partner | '|
Country [ - Start Date ]
Campaign | '|
Figure 10
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COMMUNICATIONS TAB

The Communications Tab displays all the communications associated with this client. For example, as
we can see from figure 11, all client emails, memo’s, phone calls and documents are all stored in a
centralised database, available to anybody with an appropriate user access level. This is a key screen

in DRIVE and shows historically every communication with the client.

E.jave&closegj v@ﬁu:u < - I%A‘\I

All Communications ﬂ

"l Comm. Type Date v Subject Phane In FREE
N I e T e e L
Out 8 [ bocument  07/10/201109:26 Test.doc e Laurence 1P...
out |4 @ EMail 27/03/2006 D9:31 Practice Software L it Laurence 1P...
out 8 [ Document  26/07/2005 19:18 IT Training Invitation sl Laurence 1P...
QOut 6 [ pocument 26/07/2005 18:51 Golf Outing 2003 E-Mail In Laurence JP...
out 8 [ Document  26/07/2005 18:33 Budget Summary 2003 £-mail Out Laurence 1P...
out 2 E-Mai 13/10/2004 12:17 Practice Software Document Laurence 1P...

Memos

sMs

Task

Event
Meeting
Scanned-Doc

From:  Laurence ] Pyzer
Subject: 64-8 Cover Letter 07-10-2011.doc

15545 Cover Letter 07-10-201L.doc

Figure 11

We can filter communications by selecting from the dropdown list of communication types.

e Red indicates an outstanding communication.
e Black bold means an unread communication.
e Light black indicates a communication that has been read.

For more information on creating communications, please refer to the documentation on

Communications Management.

17 |Page



Client & Contact Database Relate Software

SUB CONTACTS

The Contacts Tab displays all the contacts associated with this client. We refer to these as the Client
Contacts or Sub Contacts. You can create as many contacts as you wish for a client. There are a
number of different types of Client Contacts you can create, each with their own unique
information. The types include; Bankers, Company Secretary, Designated Member Directors, IFA,
Member, Other, Shareholders, Solicitor, Tax Office and Vat Office.

1@ e lntpeais - o Lmieed I =
TRV

Name i Address Town County Phone Mobile Contact Type

Figure 12

Creating a Client Contact

To create a new Client Contact, select the ‘New’ icon from the Contacts toolbar, as shown in figure
13.

Bewe g D) o A B

Figure 13

18 |Page



Client & Contact Database Relate Software

The Add Contact Details window will be displayed (see figure 14).

0wt I ==
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Name || ||;| Maobile | |
File As | - Eax [ |
Position | v| E-Mail | |
Job Title | | e | |
e
More....
— Addresse Send E-Mails &
Business E] Synchronise with iPhone [T
Statutory Contact Fl
Town/Ci | v| Feedback Contact |
County | v|
Post Code | |
Country | v|
g OK .| |! Cancel
Figure 14

Depending on the Contact Type you select there will be a different selection of fields available.

Send E-Mails: This option is associated with data mining in DRIVE. If you wish to email the result set
in a created data mine only the contacts with this field ticked, will be emailed (see documentation

on Marketing Management for more detail).

Synchronise with iPhone: This option is associated with the DRIVE iPhone App. Only contacts with
this field ticked will be synchronised to the phone.

Statutory Contact: Field is available to query in data mining.
Feedback Contact: Field is available to query in data mining.

Populate the fields you want with the required information and select the OK button to complete
the Client Contact setup.
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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 15. The ledger card
shows the date, type of WIP, job code, staff code and WIP values and displays the overall client WIP

balance.
ESa &cl = Outstandi Show Ui dW’IPIIl Cost Centre Combined
Ve ose e = - i ndin » ow Unpasse entre  Combine &2
= E, -~ W W g i
Client FLTO1 Flats Limited WIP Limit 0.00 WIP Limit Exceeded 1,076.25
WIP Budget 0.00 WIP Budget Exceaded 1,076.25
WIP Provision 0.00 WIP Discount % 0.00
WIPYTD 0.00 'WIP Last Year 0.00
Date 4| Type Bill Mo. Job Descrlptlwn Units Amount Blled | Unbilled Balance
lﬂfDZfZDDG AUDO& AD0D Audit 30.00 213.90 0.00 213.90 230.65
13/02/2006 Time AUDDS KM A00D Audit 30.00 21330 5000  163.90 394.55
14/02/2006 Time AUDO& m ADO1 Audit Planning 15.00 149.70 0.00 149.70 544.25
09/01/2012 Time AUDDS L A320 Pension Planning 3.00 22800 000 228.00 772,25
10/01/2012 Time AUDOS LP AS20 Pension Planning 4.00 304.00 0.00 304.00 1,076.25
140.20/| 1,076.25 1,076.25
WIP Balance 1076.25 | Balance Accrued Current Days 30 Days 60 +Days 90
Unpassed WIP 1352.00
Total WIP 2428.25 1076.25 0.00 0.00 0.00 0.00 1076.25
WIP on Draft Bills 0.00
Figure 15

The default view of the WIP Ledger is set to Outstanding. The drop down box in the centre allows
you to change the default view. The following options are available: All, Time only, Expense only, Bill
C/N & W/O only and Journal only.

Other options available include;

Show Unpassed WIP: Unpassed Entries will be highlighted in green

Cost Centre: Allows you to view only entries to the specified Cost Centre.

The bottom section of the WIP ledger screen displays the Totals and the Aged.

e WIP Balance: This is what is currently outstanding

e Unpassed WIP: WIP entries that have been posted but not yet passed.
e Total WIP: This is the Balance + the Unpassed Entries.

e  WIP on Draft Bills; This is the current allocated WIP sitting on draft bills.
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FEES LEDGER

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 16.

) Edit Client Details - Flats Limited

u Lt fe

Save & Close L - - Outstandin ~ Show Draft Bills/Credit Notes =
B semco ) U i : |
Otber Informaton (M|, Cost Centie Comined E

Click Here

Client FLTOL Flats Limited Fees Limit 0.00 Fees Limit 'm
Fees Budget 0.00  Fees Budad] | View Bill/Credit Note
FeesProvision 0.00 Fees YTD
Settlement Discount % 0.00 Fees Last Year 0.00
Settlement Terms (Days) 0 Credit Terms (Days) 30
Date ¥ Type Doc. No. | Ref. No. Job Code £ Dehit Credit Allocated Outstanding Balance
06/05/2006  Receipt D19 9 AUDOB -1,500.00 0.00 1,500.00 0.00 -1,500.00 -1,500.00

|-1,500.00/  2,350.00 1,500.00/ 850.00 850.00

Fee?thhlwe 850.00 Balance Unallocated Current 30 Days 60 Days 90 Days+

Dra [

Total Balance 850.00 850,00 -1500.00 0.00 0.00 0,00 2350,00
Figure 16

The default view of the Fees Ledger is set to Outstanding. The drop down box in the centre allows
you to change the default view. The following options are available: All, Bill only, Credit Note only,
Receipt only, Journal only and Currency Adjustment only.

Other options available include;
Show Draft Bills/Credit Notes: Draft Entries will be highlighted in blue.

Cost Centre: Allows you to view only entries to the specified Cost Centre.
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JOB PLANS

The Job Plans tab displays any Job Plans that have been created for this client. The browse shows
the Job, Description, Job Type, Start Date, Finish Date, Office, Partner, Manager, Lead Staff and Staff.

Note: This has now been superseded by the DRIVE Workflow Module.

gg‘mammg 2l 59|®\ g

| Client Job Description Job Type | StartDate | FinishDate | Office
|

Figure 17

Creating a Job Plan

To create a new Job Plan, select the ‘New’ icon from the Job Plan toolbar, as shown in figure 18.

B () @ L W

Figure 18
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The Job Plan window will then be displayed (see figure 19).

oo I EEr

u -\ s =]

B Save & Close =i L% Create Next Plan 72| Actual
J CHHT

Client office [Londen -]
Job Partner |LM Liam Murphy bl |
JobType | v| Department |Audit '|
Start Date - Manager [ -
Finish Date ki Lead Staff |LJP Laurence ] Pyzer v|
Notes E|
Budgeted Fees Budgeted No. Staff l:l
Budgeted WIP 0.00 Draft or Actual

'Grade Task | Start | Activity | Units | Finish | Actual Start | Actual Units | Actual WIP Value | Actual Finish | To Complete | Variance Units | Variance )

Figure 19

Job: select the Job you wish to create the plan for. If you select a Job that already has a Job Plan you
will be told, “Schedule for the Client/Job already exists”.

Job Type: this field will be auto populated based on the selection made in Job. If no Job is selected
you can choose the Job Type from the drop down menu.

Office: Select the office from the drop-down list. Alternatively, click the Office lookup to display the
Select Office window. For further details, refer to Lookups in the DRIVE setup document.

Partner: Use the drop-down list to select the partner. Alternatively, click the partner lookup to
display the Select Partner window. Select the name of the partner and click OK.

Department: Use the drop-down list to select the department the client belongs to. Alternatively,
click the Department lookup to display the Select Department window. For further details refer to
Lookups in the DRIVE setup document

Manager: Use the drop-down list to select the manager. Alternatively, click the manager lookup to
display the Select Manager window. Select the name of the manager from the window and click OK.

Lead Staff: Select the name of the lead staff member from the drop-down list. Alternatively, click the
lead staff member lookup to display the Select Staff window. Select the name of the lead staff
member from the window and click OK.

Start Date / Finish Date: To add the Start Date and Finish Date you need to add a Staff Schedule to
the Job Plan (see creating a Staff Schedule).

Notes: Allows you to enter notes.
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Creating the Staff Schedule

To create a new Staff Schedule, select the ‘New’ icon from the Job Plan toolbar, as shown in figure
20.

| | {
g Save & CIMQ = [é Creste Next Plan

Figure 20

The Staff Schedule window will be displayed (see figure 21).

Staff [ -

Staff Grade

|
WIP Analysis | -
Activi |

Planned Start Date |:| Actual Start Date |:|
Planned Finish Date I:I Actual Finish Date I:I
Planned No. Units Actual No. Units
Chargeout Rate | - |

Total Amount Estimated Unitsto Completion
MNotes

[7]Use Dates i oK || || Cancel

Figure 21

Staff: Allows you to select the staff member

Staff Grade: The Staff Grade will be auto populated based on the staff selection. If no staff is
selected you can select the grade from the drop down menu.

WIP Analysis: Allows you to select a specific WIP analysis.
Activity: Allows you to select a specific Activity

Planned Start/Finish Date: Allows you to select your planned start and finish dates. This is a
mandatory field.

Planned No Units:. Allows you to enter the planned number of units. This is a mandatory field.
Chargeout Rate: Allows you to select a specific rate.
Rate Amount: Auto populates based on what rate has been selected but it can be manually changed.

Total Amount: Total based on Planned no. Units X Rate Amount.
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Actual Start/Finish Date: Based on the dates of entries posted to the Staff member’s timesheet for
the specified Job..

Actual No. Units: Based on the number of units posted to the Staff member’s timesheet for the
specified Job.

Actual WIP Value: This is the value of the WIP postings made for this Job.

Estimated Unites to Completion: Auto populates based on what is entered into the ,’Planned No.
Units, field. This field can be changed manually.

Notes: Allows you to enter notes
Use Dates: If you tick the Use Dates option you can manually enter the Actual Start/Finish Dates.

Once you complete the setup, select the Save & close button to add the Staff Schedule. It will now
be displayed in the Job Plan window (see figure 22).

" f | T ==h
g Save & Close > | ; [:E, Create Next Plan ;12| Actual
f | Hit
Client |ANT01 Antiques (Universal) Limited | Office |Dublin - |
Job |BK Bookkeeping - | Partner |LJP Laurence ] Pyzer v|
Job Type |Bockkeepmg | Department |Accoums x. |
Start Date 01072012 i Manager |HP Harry Pointer v|
Finish Date 3yovja012 - Lead Staff [P Laurence 1 Pyzer -
Notes Noles E|
Budgeted Fees Budgeted No. Staff
Budgeted WIP 180.00 Draft or Actual Draft -
—
Grade Task Start Acti... | U... Finish Actual 5... | Actual U... | Actual WIP V... | Actual Fi... | To Compl... | Variance U... | Variance

Figure 22

Select the Save & Close button to complete the Job Plan setup.
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LINKS

DRIVE links clients by two options; Billing and Other.
The Billing option allows you to define client s who you wish to link together for billing.

The Other options allows to view communications of linked clients under the Communications tab
(see figure 23)

B @ @@ AW

Other Information | Jobs | Recurfing jobs | Commurications WIP Ledger | FeesLedger

Link Type
Linked for Biling

Eric Cantona Other

Figure 23

Creating links

To create a new link, select the ‘New’ icon from the Links toolbar, as shown in figure 24.

-G T T

Figure 24

The Linked Client window will then be displayed (see figure 25).

© Linked Client of Flats Limited (WS
Linked Client || -

0K ] [ppCancelg

Figure 25
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Simply select the client you wish to link to from the Linked Client field and the type for link you wish
to create from the Link Type field. Once complete, select the OK button to complete the setup.

Note: The Clients who are linked to the main client will not display a links tab. It is not possible to
link a client who is already linked.
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