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RELEASE NOTES FOR DRIVE VERSION 3

INTRODUCTION

This document outlines the enhancements introduced in DRIVE Version 3.0. The main changes have been the addition
of four new modules, Budgeting, Credit Control, Alert Manager and GDPR as well as greatly improved Outlook
Integration.

Please take time to read the notes and apply the update.

If you have any queries, please contact support at support@relate-software.com or call +353 1 4597800 ROI or
+44 871 284 3446 (UK).

The following program changes have been requested from both user feedback and internal quality control reviews. If
you have any further changes you would like to see in DRIVE CRM & Practice Management, please send an email to
enhancements@relate-software.com

IMPORTANT

Backup your database before running the update.
Relate Software recommend that you take regular backups of your database
to minimise any loss of data.

O
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BUDGETS

| INTRODUCTION

We have introduced the facility to enter in Yearly and Periodic Budgets for Fees, WIP and Cash. These Budgets can be
entered in Summary or Detailed format and can be broken down at a Partner, Manager and Staff Level and further
Analysed by Client or Job (there are also options for analysing budgets at a Department and Office Level).

CREATING A BUDGET

To access the budgeting module select ‘Budget’ from the DRIVE Desktop menu.

Q) DRIVE (Version 3.0 - a x
File View Postings Accounts Marketing Reports Tools Theme Help
[+

DRIVE Desktop BUDGETS
L My Dy

BUDGET TYPE FERICD AALTSIS
[ My Tasks

wwwwww

Staff

(-
H

Figure 1 Budgets

After accessing the new Budget Option from the Desktop panel, click the ‘New’ icon:
e Budget Type: Budgets may be entered for WIP (Chargeable & Non-Chargeable), Fees or Cash.

Yearly or Period Budget: This will determine how many figure columns will be input based on the Period Definition
in settings (normally monthly). Non-Chargeable could be Yearly whereas Cash or Fees could be Monthly.

Budget Analysis: This will determine how the budget is input for each Client/Job level. For Non-Chargeable

budgets you will only have options by Staff or by Staff & WIP Analysis. Otherwise your options will be by Office,
Department, Partner, Manager and Lead Staff.

Budget by: This will determine how the budget is input i.e. will you be inputting by Client or by Job or a Summary.
If you select Summary, If your budget analysis selection was ‘Partner’ then you will be able to

Description: The name of the budget will be automatically generated from the selections made. This can be edited.

Relate Software @
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) Add New Budget X

Budget Type | e
Period -
Analysis s
Budget By o
Description

Current Year Date From |01/01/2018 e Current Year Date To | 31/12/2018 e

Previous Year Date From|01/01/2017 w Previous Year Date To |31/12/2017 =

O Cancel

Figure 2 — Add New Budget

INPUTTING BUDGET DETAILS

To input the budget details select the appropriate budget by double clicking or right clicking and selecting ‘Open’. The
input screen will differ based on the Budget Type setup, for example in the image below the input is monthly fee
budgets by Client, by Partner. Firstly, select the Partner; the list of clients associated with the partner will be displayed.
Secondly, enter in the Total Fees budget for the Partner for the Year. You can then start to enter in the budgets.

There are two icons on the menu, Fill Right and Fill Down to assist with input. Fill Right can be used where you want the
same figure for each month for each Client e.g. monthly management accounts. Fill Down is useful where the same
figure will be billed in a particular month for every Client e.g. Personal Tax returns.

Q Budget =] x
He 9
Deseription Monthly Fees Budger By Partner
Partner v
T — ——
= oo I
RFO1 Roofing obs. TAXDE 500,00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 500.00
e e e e I e e e e
e e e e e e T e
e | R I I R R E— | —
1501 wr, Jevemy Stering TAX06 500,00 0.00 0.00 0.00 000 0.00 .00 000 0.00 0.00 000 0.00 500.00
el T ma| am am om|  om| e ew s am|  em  ow  em| sem
e e ma| am am om| om| el e s am|  em  om| em|  sem
T e e e
T e I e T e e e T e
e b | R I N R E— | —
P02 Mr. Wilklam Phipot TAXDE 500.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 500.00
e o T I e T I |
R - T B | B R R R E— E— — —]
PENIS Pen Island TANDS 500,00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 500.00
R e e I R I I R R R— | —
LFOO1 Linked Clent One B Bookkeeping 500,00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 500.00
B e e | e e e e e e e
P T T T
= =
Difference -22,500.00

Figure 3 - Budget Input
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BUDGET REPORTING

The budget report allows the user to export all of the relevant details to Excel. To run the report press the ‘Print’ button

on the toolbar, select the appropriate criteria for running the report and click OK.

@ Print Budget
Export Template Name Maonthly Fees Budget By Partner
Period Manithly
Budget By Job
Partner e
Columns | Budget
v| actual
Variance
Variance %
Total Variance
Total Variance %
| Inculde Row Totals
+| Suppress Zero
Group By Client b
Cancel

Figure 4 — Budget Report

The Excel sheet will then be generated with the relevant details.

Sheet1 - Excel

Insert  Pagelayout  Formulas  Data  Review  View Q@ Tell me what you want to do

Dipak Guharay

[

"D ‘*’ Calibri - KA S=o ®-  EewspTet Number - E-'-—l [ ’;b E‘I' Ex @ ZA_umsum ) %Y ,O

B - & Fill =

Paste - B I U~ i === = 3= EMerge&Center . =2, 9 9 ECCo Conditional Formatas Cell Insert Delete Format e Sort & Find &

< Formatting =~ Table~ Styles~ © © @ Filter = Select ~
Clipboard = Font [F] Alignment [F] Number L] Styles Cells Editing
8 - L3

A B & D E F G H J K L M N
+ Monthly Fees Budget By Partner
2 |Partner:UP Laurence J Pyzer
3 [ClientCode Name Jan Feb Mar
4 Actual Budget Variance Variance %  Actual Budget Variance Variance %  Actual Budget Variance Variance %
5 ANTO1 Antigues (Universal) Lim 0.00 200.00 -200.00 -100.00 0.00 200.00 -200.00 -100.00 0.00 200.00 -200.00 -100.00
6 BZGO1 Braintree Zoological Gart 0.00 500.00 -500.00 -100.00 0.00 500.00 -500.00 -100.00 0.00 500.00 -500.00 -100.00
7 |[EBO1 Essex Bricks Company Lir 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
8 |FLTO1 Flats Limited 0.00 0.00 0.00| 1! 0.00 0.00 0.00 0.00 0.00 0.00
9 GARO1 Park Garden Centres Lim 0.00 0.00 0.00 0.00 8000.00 -8000.00 -100.00 0.00 0.00 0.00
10 |GATO1 Gatsby Antiques Limited 0.00 0.00 0.00 -600.00 0.00 -600.00 0.00 0.00 0.00
11 |KI0O1 Keg Inns Limited 0.00 800.00 -800.00 -100.00 0.00 800.00 -800.00 -100.00 0.00 800.00 -800.00 -100.00
12 |MS01 Milton Sports Limited 0.00 600.00 -600.00 -100.00 0.00 600.00 -600.00 -100.00 0.00 600.00 -600.00 -100.00
13 |PFY01 Pets For You Limited 0.00 700.00 -700.00 -100.00 0.00 700.00 -700.00 -100.00 0.00 700.00 -700.00 -100.00
14 PTAOL Potters Travel Agents 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
15 |RGO1 Reginald Green Limited 0.00 700.00 -700.00 -100.00 0.00 700.00 -700.00 -100.00 0.00 700.00 -700.00 -100.00
16 |RTO1 Redford Trailers 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
17 5GCO1 Stanmore Garden Centre 0.00 4500.00 -4500.00 -100.00 0.00 0.00 0.00 0.00 0.00 0.00
18 /5101 Scoop Ices Limited 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
19 |sM02 Stevenage Motel Limitec 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
20 TCco1l The Captain's Cabin Limit 0.00 100.00 -100.00 -100.00 0.00 100.00 -100.00 -100.00 0.00 100.00 -100.00 -100.00
21 'wpo1 ‘Westminster Properties 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
22 0.00 8100.00 -8100.00 -600.00 11600.00 -12200.00 0.00 3600.00 -3600.00
Budget (O] ] 3

Ready i) [ = i +100%

Figure 5 — Excel Export
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CREDIT CONTROL

| INTRODUCTION

We have introduced a new Credit Control module which allows the user to easily access credit control information and
send out credit control specific messages via E-Mail, Letter etc. The browse screen will show the aged debtors, which
can be easily sorted, searched and filtered.

MAIN CREDIT CONTROL SCREEN

To access the Credit Control module select ‘Credit Control’ from the Fees Ledger menu. You will be asked if you wish to
‘Calculate Client Ageing’, say yes to allow the system to calculate the fees ledger ageing and show up to date figures.

© DRIVE Version 3.0) - =] X
File View Postings Accounts Marketing Reports Tools Theme Help

Fees Ledger CREDIT CONTROL (As at 25/0312016)
[EE cooe NAvE coNTACT PHONE £l STATUS LAST hOTE FOUOWLP 0 BALANCE  UNALOCATED  CURRENT 200AYS 00avs S00AYS 1200AYS 1500AYS 180DAYS
#7 Credt Notes NMCALL ALL Aboxd ()LD NoraDeBewie 087 555454 roortessey... Actve test 24082018 32000 21150 0.0 1,175.00 0.00 0.00 0.00 0.0 0.00
y . wwor Ving Wong Limted M.WuWong 02076233845 sales@¥ing... Actve 2.5 0.0 0 0.0 0.0 000 0.0 0.0 1250
b3 wMooL WestMdand Opticans ... Wr. PaulMagnus 0959 673754 nfodWest... Actve 117500 0.00 0.0 1175.00 0.00 0.00 0.00 0 0.00
18] 3oumals scant Soful Car Accessaries ... W, BrienCov... 0214532467  ssles@Soitul... Actve 1057.50 0.0 0 0.0 000 0.00 0.0 0.0 1,057.90
[ Cumency Adystment PF101 PetsForYoulmted MasYasnnPet 02087348734 sales@Petsfo... Actve 0.0 250.00 0.0 0.00 0.00 0.00 0.0 000 650.00
pa peas Pen 1dand & . Actve %20 0.00 000 0.00 0.00 000 0.00 000 2200
b Lsa01 Lous's Sanchch Bar .. Mr.Lous Ona... 05334045723 solesatlous's... Actve m0m 0.0 0.0 0.0 0.00 0.00 0.0 00 47.00
Reauring Bls. 1F002 Unked Clent Two . . Actve 53.75 53.75 0.00 0.00 0.00 0.00 0.00 0.00 0.00
) Recisring Recaots LFO01 Lrked Gient One: : info@compsn... Actve 77514 7L 000 000 230625 0.00 0.0 0.00 0.0
o Keg tnrs Uméed W Jolle Wel... 02076300912 salesBKegin... Actve 1.410.00 0.00 0.0 0.00 0.00 0.00 0.00 0.0 1,410.00
Creci Contre ¥o1 M. James Hamiton | 03455459845 Jamesramito... Actve 329 0.00 0 0.00 0.00 0.0 0.00 0 3250
HeaoL Hertow Friancel Advise... Wr.Toka Cutt  0S076439765 mfoGheriow-... Actve 352500 0.0 0.0 0.00 000 0.00 0.0 0.00 352500
GTcoos GT lento1 . Actve 3175 0.00 0.0 0.00 0.00 998,75 2,150 0.00 0.00
GaTOL Getsby Anbcues Limted e, JockMuphy 020 76545678 sales@oatsby... Actve 3850 1,200.00 0.0 0.00 0.00 0.00 0.00 0 %150
GAR01 Park Garden Contres L., e Peter Eas... 01545 %4321 nfobparkga... Actve 5,225.00 0.00 0.0 0.00 0.00 0.00 0.00 0.00 8,225.00
AL Flats Lited M.BenBown 0087205 nfoRhats.conk Active 850.00 1,500.00 0 0.00 0.00 0.00 0.00 00 2,350.00
£st01 Esstmoris Estate Agency  Wr. GeoffEas... 0208247654 mfoGeastma... Actve 117500 0.0 0.0 0.00 0.00 0.00 0.0 0.0 1,175.00
01 Essex Bridks CompanyL... W.FredWiadd 03455345672 salesBessex-.. Actve 28875 0.00 0.0 0.00 0.00 0.00 0.00 00 28875

Figure 6 — Credit Control Browse

MAIN FEATURES

e Ledger Card: If selected the Clients Fees Ledger Card will be displayed.
o E-Mail Statements: If selected you will have the option to send a statement to the highlighted client.
@ Credit Contral Statement Y

Client: Gatsby Antiques Limited

Statement Template v

E-Mail Template v

Generate POF Only

0K Cancel
Figure 7 — Credit Control Statement

e Communications: If selected, ‘Credit Control’ type communication for this client will be displayed.
o Mail Merge: If selected this will display the standard Mail Merge document selection screen.

(®
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o SMS: If selected this will display the standard SMS Merge template selection screen.

o Add Note: If selected this will open a standard new memo pre-populated with the Client and Communication Type
= Credit Control. The Subject of the note will appear as the ‘Last Note’ on the credit control browse screen.

e Add E-Mail: If selected this will open the standard new E-Mail form pre-populated with the Client and the
Communication Type = Credit Control.

e Add Phone: If selected this will open the standard Phone-Out form pre-populated with the Client and the
Communication Type = Credit Control.

o Edit Client Details: If selected this will open the standard Edit Client Details form.

e (Calculate Client Ageing: If selected this will open the screen below, giving options to enter the dates that the
‘Ageing’ is up to.

) Calculate Client Ageing >

This option will calculate Client Ageing figures and store
them in the database for Credit Control purpose.

Ageing To Date 25/09/2018 “

.................................

Froceed | Cancel

Figure 8 — Calculate Client Ageing Screen

o Excel Export: If selected this will export the credit control browse screen details into an excel spreadsheet.

© DRIVE (Version 3.0)
File View Postings Accounts Marketing Reports Tools Theme Help

\EEIRRE S dE # 02

Fees Ledger ‘ CREDIT CONTROL

S CODE NAME 0 BALANCE CONTACT

7 Credit Notes NMCALL ALL Aboard! (L
= B EMsilStatement

[} Lodgements

1 Reaurngsils o
{2 Reauring Receipts GATOL
Foredtconta | gy
101006
o1

uro1
LFo02

S| Ledger Card
init

Add E-Mail
‘ Add Phane

E01 L

01

A0z

016300

| Edit Client Details

B Calculate Client Ageing

sssss

28200

Figure 9 — Credit Control Options
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ALERT MANAGER

| INTRODUCTION

The new Alert Manager will allow you to setup the system so that it will automatically deliver warnings and information
messages to Staff by E-mail or SMS reminding them about missed deadlines etc. You will have options for the criteria
and frequency for delivering messages. For example, warnings for incomplete time sheets can be delivered daily coming
up to the end of the week to each manager or partner, this data may be aggregated for all relevant staff rather than
individual emails for each staff member who has not filled in their time. The key criteria for each alert is:

o Who gets the Alert?

o When do they get it?

e How Frequently do they get it?

e How is it Delivered?

The initial available alerts are:

o Timesheet Alerts

o Diary Reminders

o Deadlines Due

e Fees Budgets/Limits Reached
o  WIP Budgets/Limits Reached

Example - Managing incomplete Time Sheets:

Question Answer

1. Who gets the alert? The Staff Member should get an individual alert. The Manager and
optionally Partner should get an alert listing the staff members that have
incomplete Time Sheets.

2. When do they get it? The day after the end of the timesheet period.

3. How frequently do they get it? The Staff Member should get an alert daily after the end of the timesheet
period. The Manager and optionally Partner should get the same alert.

4. How is it delivered? The Staff Member should get the alert by e-mail. The Manager and Partner
should get the alert by e-mail and SMS.

10 Relate Software @



RELEASE NOTES FOR DRIVE VERSION 3

| SETTING UP ALERTS

To setup the Alerts select Tools, Alert Manager Setup, the following screen appears

@ Alert Manager Setup >
Timesheets Diary Deadlnes Client Fees Budget Client WIP Budget Job Fees Budget Job WIP Budget Quotes Credit Control
Timesheets
Who gets the Alert? Staff Member's Partner Staff Member's Manager Staff Member
How are they Alerted? By E-Mail By E-Mail By E-Mail
By 5MS By 5MS By 5MS
What Alert Frequency? () Just Once () Just Once () Just Once
() Daily () Daily () Daily
(@) Weekly (@) Weekly (@) Weekly
E-Mail will also be sent to: -
Sender Mail Settings oK Cancel

Figure 10 - Alert Manager Setup

If you intend to use E-Mail as your delivery mechanism you must setup a sender e-mail address. If your practice has a
‘no-reply’ e-mail address then we would recommend that you use this.

€ E-Mail Settings *

- "
%
Account Name

E-Mail Address

Server Information
Outgoing Mail Server Port 25

Usethe following type of encrypted connection M

Qutgoing Mail Server
My server reguires authentication
User Name

Passwaord

QK Cancel

Figure 11 - Sender Mail Settings

11 Relate Software @
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OPERATION AND SERVER SETUP

In order for Alerts to be delivered the Alert Manager needs to be installed on your Server. This service will periodically
poll your data for any triggered alerts and generate the appropriate e-mails. This can be downloaded by clicking
http://www.relate-software.com/downloads/drive/Updates/AlertManager(1.0 Build 3).exe.

@ Alert Manager Version 1.0 Build 3 >
Server |dbser'u'er | | Change Database |
Database |dri1.re_relate | Alert Manager Settings

Shutdown QK Cancel

Running since : 20082018 10:51:06

Figure 12 - Alert Manager

12 Relate Software @
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OUTLOOK INTEGRATION

| INTRODUCTION

Outlook integration has been greatly improved with particular emphasis on the development of a replacement for the
‘Send to DRIVE’ Add-in in Outlook.

Now instead of having to remember to send emails to DRIVE, both incoming and outgoing, the email form itself has been
customised to include the appropriate DRIVE fields similar to the old ‘Send to DRIVE’ button.

OUTLOOK E-MAIL FORM CHANGES

When you create a new e-mail or open up an incoming e-mail there will be a new DRIVE Panel at the bottom of the
form, this is similar in operation to the old ‘Send to DRIVE'. The Staff Member only needs to be selected once, after that
it will be saved for subsequent e-mails. The Client, Job and Contact will be auto filled where possible on both incoming
and outgoing e-mails.

A H9 0 s + )¢ Untitled - Message (HTML) - o %

5
2 st | own otoms  romatten L
- =
B e [0 - (KW= EAE] 3B & o8 B (S
Paste . - £  Addiess Check | Aftach Atach Business Calendsr Signsture | Follow
- JFomat Painter B U[Y-AEEEEE Book Mame: | File  fem Card- = Up-
T |
=
=
e

‘relate

software

oom

DRIVE E-Masl Addin v1.0.4
Show A1 Feiders

Staff LK Lorraine Keogh

@ Aecourts

5 &3 Suppet
3 DRVE

Figure 13 - Outlook E-Mail
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GDPR MODULE

| MANDATORY STAFF PASSWORD

Staff passwords are now mandatory. On editing existing staff or creating new staff you will now be forced to enter and
confirm a password. There is no restriction as to the length or types of characters to be used.

) Edit a staff : Stuart Bailey

HeS& 48

General Personal | Other Information | Communications | Contacts | Diary | Tasks |

Date of Joining

Date of Leaving

Holiday Entitlement

TOIL Carried Farward

Study Leave Entitlement
Exam Leave Entitlement
Public Holiday Entitlement
Chargeable WIP Analysis
Non-Chargeable WIP Analysis

Cost Centre

Default Communication Type

Default Job Code
System Administrator

= Staff Code 56 Send E-Mails
= Name |511.|artBaiIey |
Office |London ,1,|
Department | Audit ]
= Type |Manager .1.|
= Partner |CHF‘. Clare Rimmer -i-|
Manager | |
= Grade |Manager -i-|
Title | |
Access Group |Manager |
[* Password/Confirm Password | | | | ]
* Status |Acﬁve V|

05/12/2002 |

II

More Holiday/Leave

PART Partnership

O

Show Last 10 Clients

Figure 14 — Add/Edit Staff

14
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ACCESS RIGHTS

Additional access rights have been added to the Access Functions section, as not all users should have access to these
functions.

€ Access Group X

Access Group Pariner Select All Unselect All

E| [ Data Selection
H Clients
Jobs | Access | Access | Anonymise Client | Clear Communication

GDPR GDPR Events Anonymise Clear Comunication

Staff | New | Anonymise Supplier

Communications Opt-InfOpt-Out

Scanned Documents G | Anomymése Staff 7] Access Opt-InfOpt-Out
Events/Tasks/Meetings | Delete

workflow

= B Access Functions
Clients

Staff
Communications
Suppliers

WIP Ledger
Fees Ledger

Purchase Ledger

Bank and Cash

MNominal Ledger

Reparts

Other

Recurring Entries

Scanned Documents

Deadline Management

Events/Tasks/Meetings

Client Accounting

Fund Management

Data Mining

Lookups oK Cancel
bl GOPR.

Figure 15 — Access Groups

CLIENTS AND CONTACTS

A new GDPR button will be visible on the Add/Edit Client & Contact screens, enabling you to record where consent has
been received from individuals and when it was received.

@ Edit Client Details - Harper Mews Ltd

ESWE&C'DSE ﬁ % U N/ [E

General actice | Other Information Recurring Jobs | Communications | Contacts | WIP Ledger Job Plans

Figure 16 — Edit Client Details

€ Add Contact Details - Other X
Contact Type Prone . 1
Hone | = i —
| B a I
—me | —
More....
Business v Send E-Mails
Synchrorise with Phone
Statutory Contact [}
Town/City [ |
County | ‘ Feedback Contact
Post Code [ |
Country | ‘
rn GOPR | - 0Ky - Cancel |

Figure 17 — Add Contact Details
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e GDPR - Consent *
| Category Communication Opt In Date Opt Out Date Expiry Date |
_ 8
{None)
| ) D —
Phone | | | | [
Text | | | | [
Mail | | | | [
| | | |

Figure 18 — GDPR Consent

To setup categories of communication or edit existing categories go to Tools, Lookups, GDPR Categories

) Lookups - GDPR Categories >

- Q
- Country " GDPR Categories
-~ County

- Credit Terms
- CUrTEnCY ireakfas
- Deadline Status Flyer

- Default Job

- Department

- Entity Type

& GOPR. Categories

- Job Account Status

- Job Category

- Job Type

- Marital Status

- Mame and Address

- Mame Suffix

- Mame Title

- Office

- Position hd

Close

Figure 19 — GDPR Categories

There will be communication mechanism options, E-Mail, Phone, Text, Mail and Fax. You can select the mechanisms
which are appropriate to your business and through which you need to record GDPR opt-ins.
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You will be able to enter in the date that the Opt-In consent was received or if the person has Opted-Out, the date that
they opted out. You will also be able to enter in an expiry date for the consent, if required. The staff member that
updates these fields will be recorded along with a date and time updated.

ANONYMISE CLIENTS & CONTACTS

You will also have the option at the individual client/contact to anonymise their data

contacts name, address and contact details. This option is IRREVERSIBLE.

DRIVE Desktop

My Communications

Document Management

Deadine Management

Marketing

Workflows Management

WIP Ledger

l » “ Make a Phone Call

|| Copy Address o Clipboard

Fees Ledger

Database Summary

Active Clients

Closed Clients

Other Information

= | Show Relationships

8 Lourence JPyzer [LIP] is logged into Database : drive_drive

Figure 20 — Anonymise Client

. This will ‘X’ out the client or

) GDPR - TheRight to be Forgotten ®
Do you want to anonymise data for Client: Gatsby Antiques Limited?
Please note this action is irreversible.
_______________________ Yes i Mo
Figure 21 — Anonymise Client Confirmation Message
COMMUNICATION
You will have an option on all forms of communication to mark it as GDPR relevant.
© New E-Mail Message - ul x
= SN (@) =)= s
rmm Request Read Receipt [] o
subject Send to History []
2|9 os Qe A o =
Aol e v]B s U e EEES |k ox (SIS R.A-
Figure 22 — New E-Mail
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©) Phone (In) - m] X
1 b = =
T SIEE2C W=

Client -Ji=d l GOPR Relevant [ l © Client

b | |_ () Contact
e ) Prospect
Contact | - | (7 Supplier

Subject | || Send To History [

2 HE -9 0 &8 uE
‘Ar\a\ leUOpt} VB 7 U k| EE=E= |k | SEESE(R-5-
I Start |
00:00:00 | v

Figure 23 — Phone In

DATAMINING

When using the datamining functionality in the system to communicate with your clients, you will have a new tab for
GDPR, which when selected will show the same screen as on clients/contacts, allowing you to select only the

clients/contacts that have opted in by the specific communication method selected.

@' Cuery

BE &

Category
Newsletter
E-Mail
Phone
Text
Mail

Fax

Offers
E-Mail
Phone
Text
Mail

Fax

I

Details GDPR. Query Builder | SQL | Fields

Communication

Figure 24 — Datamine
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TOOLS, GDPR
In DRIVE Tools, you will also have the following options

e  (Clear Communications

o Anonymise Closed Clients, Closed Contacts, Closed Prospects, Closed Suppliers and Closed Staff
e Import Opt-In/Opt-Out List

@ DRIV (Version 3.)
File View Postings Accounts Marketing Reports ook Theme  Help
Leokups
CERE Qs i
DRIVE Desktop BUDGETS
1L y Dary —
[ My Taske ity Fees Bude By P

Manihly Fees Budget By Ch

(52 Tome Moruager
by Tmesheets
£ Expenses
@ Cient & Contoct Database:
7 xos
5 st
I8 stafFHoldapeme
1 X0 Plane.

&l feports

B Accounts
h, derts Lock/Unleck Grid Settings
@ wdsin Customize Toalbars
Buet Dashboard Settings
[ Mult-Currency Setup

Pericd Dates

DAIVE Desking

My Commuications

Deadine Management Generate Bank CSV File.
Marketing Interest Calculstion

Clear Communications
Workfow Management Support Staft . Anonymise Data

[ In i
pr—— port Opt-In/Opt-Out List

Fees Ledger

Figure 25 — GDPR Tools

CLEAR COMMUNICATIONS

You can clear communication for a specific client by clicking the dropdown and choosing the relevant client, for several
clients by clicking the Client/Contact/Prospect hyperlink and selecting the appropriate ones or for all clients by leaving
the client/contact/prospects field blank but ticking Client in the ‘All’ box.

You can enter in a date up to which you want to clear out the communications.
You can select to clear communications of specific types by ticking the relevant checkboxes.

You can also select to clear just communications that have been marked as ‘GDPR Relevant’ by ticking the GDPR
Relevant Only checkbox. This will be recorded as a GDPR event.
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@ Clear Communications *
All
Client/Contact/Prospect Client
Supplier Supplier
Staff Staff

GDFPR Relevant Only

*Up To Date s

* Communication Types |:| Fhone

[ E-Mail

|:| Memo

I:l Diocuments

[ Scanned Document
[]sms

[JFax

Ok Cancel

Figure 26 — Clear Communications

ANONYMISE CLOSED GLIENTS, CONTACTS, PROSPECTS, SUPPLIERS AND STAFF

You will also have options to anonymise all CLOSED clients, contacts, prospects, suppliers and staff. This will ‘X’ out all
relevant personal details, including Other Information fields which will have an option to mark as GDPR Relevant.

) GDPR-TheRight to be Forgotten X

Anonymise ] Closed Client
[] Closed Contact
[] Closed Prospect
[] Cloged Supplier
[] Cloged staff

Yes Mo

Figure 27 — Anonymise Closed Clients

These options are NOT reversible and therefore you will receive a confirmation message.

) GDPR-The Right to be Forgotten X

This action is MOT reversible, Are you sure you wish to
continue?

Yes

Figure 28 — Anonymise Confirmation Message
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IMPORT OPT-IN/OPT-OUT LIST

This option will allow you to import Opt-Ins or alternatively Opt-Outs from a CSV file of e-mail addresses. This will ‘Tick’
or ‘Untick’ the relevant mechanism (or all mechanisms) and the appropriate category (or all categories).This will also
record the staff member running the import and the date and time updated.

©) Import Opt-In/Opt-Out list >

Using this optionyouw canimport a list of Clients/Contacts/Prospects who want
to Opt-In/Opt-Out from Newsletters etc,

(@ Opt-In () Opt-Out
Categories MW Hewsletter

[ ] offers

] Flyer

[] Breakfast
CSV File Mame

Figure 29 — CSV Import Opt-In/Out

GDPR ACCESS REQUEST/REPORT

Where a client makes a data access request you will be able to run this report, by highlighting the client, right clicking
and selecting GDPR Access Request.

1
@ New
| DRIVE Desktop. d | Open
My Communications
Delete
Document Management i~
Deadline Management Find
-
Marketing
Workflow Management 'j ks eblonsce)
WIP Ledger
J Copy Address to Clipboard -
Fees Ledger 1
= Datal Summary §
Purchase Ledger Active Clients : !_L Other Information
Bank and Cash Closed Clients
s Show Relationships
MNominal Ledger Contacts
Client Accounting Prospects n Anonymise
e
=
X | f ] GDPR Access Request l
' Laurence J Pyzer [LIP] is logged into Database : drive_drive

Figure 30 — Data Access Request

O
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This report will show all the client general data, personal contact information as well as Communications history (where

the communication is marked as GDPR relevant). It will also include any ‘Other Information’ fields which you marked as
GDPR relevant.

@ Client Other Information *
Field Description |Salar\y
e
Decimal Places 2 s
Mandatory
Under which Tab Page |Key Review Information - |
ApplicableFor o
Contact
[#] Prospect
Entity Tvpe | Audit Exempt Comparry —
Charity =]
Club
Company Limited By Guarantee =7
Defult
Apply Access Right
Access Group Accounts -
Junior =]
Manager
Partner -
[GDPR Relevant ]
|| OK || || Cancel

Figure 31 — Other Information

GDPR EVENTS

There will also be a log or audit trail, where you will be able to report on; exports from the system including datamines,

subject access requests, rights to be forgotten requests and any Client/Supplier/Staff related reports which contain
personal information.

€ DRIVE Version 3.0)

- 8 x
File \View Posings Accounts Marketing Reports Tools Theme Help
SE
& P
DRIVE Desktop GDPR EVENTS
L) My Dary EVENT DATE o EVENT DETALS STAFF STATUS CREATED ON
(] y Tasis 27072018 15:25
= T Clear Communicaiions 018 15:25
T Time Mansger
ZimE Clesr Commarications - Congieted TpIme 52
# Tmeshests 1082018 Report Clent Listng Report Exported to Excel Lawrence JPyaer Conpieted 1408/2018.0%:09
) Evpenses 2i03/2018 Arenymise Clent Data Anonymise data for Clent 104625 . layence IPyzer Compieted 22/08/2018 10:51
28018 Datarne Ful st of Chents Exported o Excel Lauwrence JPyaer Conpieted 220872018 10:52
KL Chent & Contact Datab o N I -
=i/ Anonymse Data Anonymise Cosed Suppler Laurence Jpvaer congited Z2joa/018 053
s 17092018 Gateming Ful List of Clients Exported bo Excel Laurence )Pyzer Completed 17/05/2018 05:09
2 sew
[3 sutfroldayiLeave
58] 20t plans
@ Reports
I Accounts
h, derts
@ sodksn
[ [P
DRIVE Deskton
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OTHER CHANGES

|YEAR FILTER ON COMMUNICATION

A Year filter has been added to the Sent ltems & History browse screens, allowing you to view only communications
dated in a particular year.

@ DAIVE (Version 3.0) - B8 x
File View Postings Accounts Marketing Repors Tools Theme Help

ChRERSA) [ TR e e o [

My Communications E-MAIL (HISTORY)
45 M Communcations.

staff  Laurence ) Pyzer [LIP]
@ shone

" > -
mas & o & @
Inbex OQutpax. Sentlems Draft History
:Fﬁ( DATE 0 FROM T SHECT ASSIGN TO
8 e
1 Doament
() memos.

Figure 33 — Communication - Year Filter

EXPORT TO EXCEL

A new option to ‘Export Report Data to Excel’ has been added to the Reports Preview menu, this is different to the
current export to Excel option, as it exports raw data, therefore making it easy to sort and filter, etc.

@ Cliert Liting

o= (423 ] Ru T3 - g

Client Listing

Hame Adlres Towtad

‘Gataby Antiques Limtsd 101 Frinking House Hi. Jack
Citywest Busnes Murpiy

ey

Antiques (Universa) oy/n12003
Limitec

Figure 34 — Export to Excel

—_—

_'r‘ " EECE Table Tools Client Listing.alsx - Microsoft Excel - o x
= Home | st Papelaout  Fomuias  Data  Review View DANE  Design @-5x
o = F =
B - [A N [T ][] | Siwesren Geneal B g [vema Bad Good Neutral [Calaation ] | == 5[] ;“‘*ﬁ- T R

22 Copy R = Fill -
faste ’ (G rA < Merge &« Conter - | (B P Condtional Fomst [TPTTTTRY coicmotor inked Cell © et Delete Format Sot & Find&
e 2 format puiner || B 4 17|[ ][O0 A (B2 3 [ | ko & comver - | [ 020 ) onal Formst L] pionotory Note 5 || neen Dol Format || 5 o jet Fedn
Clipboard o Font o Angnment el Humber I Styses Caits Editing
AL - S| Code
A B8 C

A
= =
Address

Contact

Position Business Type Take On Date
2 Gam Gatsby Antiques Uimited

101 Printing House Citywest Business Campus_Dublin 24 Co. Dublin Mr. Jack Murphy Chairman 020 76545678 01/01/2003 q
3 ANTOL Antiques (Universal) Limited 27 Blackstone Road _ Camden NW2. Mr. Jack Stubbs Chairman 020 76544567 01/01/2003
4 BKOL Burnells Booksellers Limited _Rayleigh Lodge liford IL7 4FG Essex _Mr. Jerry Booker Managing Director 020 85437654 Bookseller 09/09/1999
5 BUI1 Batch 67 The Woodlands Chelmsford CH1 5RT Essex Mr. Jemry Builder tor Builder 30/09/2000
Figure 35 — Excel Export

The program has been given a new more modern look and feel. This includes new icons and additional themes.

Q) DRIVE (Version 3.0) - g ®
File View Postings Accounts Marketing Repoms Tools Theme Help
RS "..f‘-.wﬁ-ﬂ R eild & lolie n MM " BERBICE wE % 30000
DRIVE Desktop CLIENT & CONTACT DATABASE
Figure 36 — New Icons

23 Relate Software Q



RELEASE NOTES FOR DRIVE VERSION 3

TIME MANAGER

You can now select to view the Time Manager by Department.

Figure 37 — Time Manager

CLIENT WIP RECONCILIATION REPORT

e Additional fields for Job Partner, Job Manager & Job Lead Staff have been added as available columns on this
report.

e A new option to Include the Accrued WIP in the overall WIP Billed has been added to the report, if selected will treat
the accrued wip as allocated.

e A new option to Include this prior year WIP has been added to the report, if selected will include wip posted in a
prior year but billed in the current period.

) Client WIP Reconciliation - e
Main Selections Other Information

Suppress Ma Transactions i
Report Type By Staff e

|Ise Qriginal Date

Report Far e
[ Indude Accrued WIP in the Overall WIP Billed ]
[ Indude this prior year WIP v ]

Figure 38 - Client WIP Reconciliation Report
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STAFF DEADLINE DIARY

Additional optional columns for Client Partner, Client Manager and Lead Staff are now available to select on the Staff
Deadline Diary browse.

e
File View Postings Accounts Markeling Reports Tools Theme Help
e E = z
o = (L mEE L —
Deadline Management || STAFF DEADLINE DIARY
28, Cimnt Deadine Diary Staff  Laurence ) Pyzer [UP]
B staffDeadie Dary OATE s cercuine oue STATUS. THE YEAR £MD DATE COMRLETED ouRATION NOTES:
Thu st Batch Buiders Limited Fiing of Corporation Tax Return 3143 Days Late. Outstanding 31Dec 4.00
Tha 318t | Batch sulders umsted Filng af Cororaton Tax Retum 3199 Days Late Outstandng |3108c | am
Th 21st BatchBudersUmted | EicaafComorston Tax Refun 3198 Days Late Outstandng 110ec e
- Deca0in | Customization |
i lmlm&m United == ‘oraton Tax Retum 2740393 Late outstsndng l;u-mc | am
Sat Jis Batch Buiders Lmted. LLE MNAGER, loraton Tax Retun 2419 Dys Late Outstanding I10ec 400
T | LT PARTIER, | |
Mon 3ist Batch Bulders Limvied THE ANNUAL RETURN DATE Joration Tax Retun 2053 Days Late. Outstanding 310ec 4.00
=] bec201s | THE INCORPORATION DATE. | |
Mon 315t Batch Buidrs Limted THETRADIVGSTARTDATE _ joration Tax Retuny 13808y Outstandng 10ec <00
~| pecz019 | | |
Tue 315t Batch Bulders Uimted JrngarCargoraon Tax Retum so30ays Qutstandng 3108

Figure 39 - Staff Deadline Diary

DATA MINING

Passport Number and Spouse’s Date of Birth fields have been added to the available fields when datamining.

Q@ Query O *

HE s 85

Details | GDPR | Query Builder | SQL Fields Contact Fields

I FIELD | SECTION | ™
ClientParent General [
DateofBirth Personal O
TakeOnDate General O
ClientMaritalStatus Personal O
SpouseMame Personal O
Passporthumber Personal O "'|
SpouseDateOfBirth O 4
ClientStatus Practice O

Figure 40 — Datamining Fields
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BILLS — OPTION TO MAKE ‘OTHER REF’ MANDATORY

The Other Ref field which is available in Billing has been added in Tools, Bill/Credit Note Setup as an optional mandatory
field.

@ Settings X
=73 General ~ Bill/Credit Note Setup
i[E] Practice Detalls
-] setup Generated Bill/Credit Note Logtion
2-£3 staff

3 C:\Program Files (x36) \Relate Software\DRIVE 2.0
i.[E] Codes

[E] Default valuesMandatory Fields
:[5] Other Information
- [5] E-MailfsMs Settings

i E Diary Show WIP Description / Notes | WIP Description  ~ ‘Ward Wrap
-3 Clients Proforma Bill/Cr. Note Ask v

- [E] Codes Ignore WIP Ask ~

[Z] Default valuesMandatory Fields Keep log for deleted items "

;' [&] Other Information Enable Auto Recovery v

*-[Z] DocumentPath

£33 Jobs Show Client Name on Linked Clients
[E] Codes Auto Convert Proforma once Receipt Allocated
+-[Z] Default ValuesMandatory Fields Auto-Generate Bill/Credit Note No. v
+-[E] Other Information Use Same Sequence for Bill/Credit Note No.
-5 WIP Ledger Issue Numbers to Draft Bills

v [E] setup | Make Ref No. mandatory ]
i [E] ControlDefault Codes

+..[E] Expense Control Setup

2 Feestod Generate Bill/Credit Note by Type Queral v
-£57 Fees Ledger
@ Bill Credit Note Setup Number of Digits 3 2 Use Suffix [
i..[E] Draft Biling Setup
[ Bil/Credit Note Template Description Suffix Starting No.
b [5] Lodgement/Receipt Setup
H Standard Bill
i.[Z] Interest Calculation andarc 8l 8418

= B Purchase Ledger Proforma Bill 0
- [5] supplier Codes

[2] Supplier Default ValuesMandatory Fields e SRR 0
‘. [E] Supplier Other Information Proforma Credit Note o
*[2] Purchase Inveice/Cr. Note
" [E] supplier Document Path Auto-Generate Recurring Bill Now[v]  No.ofDigits |3 %
F1-£53 Nominal i
oK Cancel

Figure 41 — Settings, Bill/Credit Note Setup

MULTIPLE STAFF SELECTION ON REPORTS
A new option has been added to allow for multiple staff members selection on the following reports:

e  (Client WIP Ledger

e  (lient WIP Analysis

e WIP Transaction Listing by staff
o  WIP Transaction Listing
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© WIP Transaction Listing -
Main Selections Advanced Selections | Other Information
- Cost Centre
Cost Centre Ea
— Dates
Date From 01/01/2018 3 Date To 31/12/2018 W
Period From Period To
— Client
Client From ~ | Client To
Report For o
- Job
Job From | JobTo 7
Job Type =
— Others
Staff From ~ | Staff To
Partner ¥
Manager =
WIP From x| WIPTo
Activity From ~ | Activity To a
Preview Print Close

Figure 42 — WIP Transaction Listing Report

When you click the ellipsis/button then you will see the following screen where you

appropriate staff members.

€ Select Staff
Find Find
v | Search Anywhere in Figld Clear
CODE MAME SHECT
CHR Clare Rimmer
CL Carol Ledger
cp Claire Peterson
GF Graham Fotheringay
HP Harry Pointer
HS Henry Steel
Jw Jennifer Wiley
KM Keith Mansell
LIP Laurence 1 Pyzer
LM Liam Murphy
MR Mary Rose
Select Al
O Cancel
24 Records

Figure 43 - Select Staff

can tick to select the
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BANK RECONCILIATION

Accessible through Bank and Cash, Bank Reconciliations, you can now retain previously generated Bank Reconciliations.

@ DAVE (Version 1)

File View Postings Accounts Marketing Reports Tools Theme Help
O B O e

Bank and Cash BANK RECONCILIATION
" todgements RECONCILED DATE
54 rayments 8

53] Berk Trarsfers

VAT RETURN

Accessibly through the VAT Return report, you can now retain previously generated VAT Returns.

nts  Marketing Reports Toaks Theme Help

[+

Els sl View [Curent rea Trangactons_v]

DRIVE Desktop VAT RETURN

Ly oy vaT PERICD VAT O saes VAT N PLROMSE er
[ sy Tosis 3anfFeb 2018

& ranag =

PAABLE CREATEDEY CREATE DATE
2,575.89 . 3. L I Pyzer 25/05/2018
— Marfce 2018 0.00 294 1oyier 25052018
5 Tmeshests
£ Expmes
Ghent & Contact O
2 s

| DATABASE SIZE — HELP ABOUT

The current size of your DRIVE database has been added to the Help, About, System Information screen.

|FORMATTED TRIAL BALANCE - EXCEL EXPORT

An additional optional column to allow for the nominal description as a separate column has been added to the export.

| WORKFLOW MANAGER

A new warning will be generated if creating new workflows that overlap with existing workflows, similar to the warning
that is generated if they overlap with holidays.

| CUSTOM DICTIONARY

The custom dictionary was previously stored in a temp folder; it will now be stored in the documents folder.

| INTEREST CALCULATION

Journals will now be included in the amount when interest is being calculated.
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