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RELEASE NOTES FOR DRIVE VERSION 3.3 BUILD 1

INTRODUCTION

These release notes outline the enhancements introduced in DRIVE Version 3.3.1.
Please take the time to read the notes and then 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 changes have been requested from both user feedback and internal quality control
reviews. If you have any further changes you would like to request in DRIVE CRM & Practice
Management, please send an email to enhancements@relate-software.com

IMPORTANT

Back up 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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RELEASE NOTES FOR DRIVE VERSION 3.3 BUILD 1

BROWSES

|BOOKS IN - JOB PARTNER AND JOB MANAGER COLUMNS ADDED

We have added two new available columns, Job Partner and Job Manager, in the Books In browse.

To add these columns to the browse, right-click on the column header and select *Column Chooser’,
the following screen will appear

@ DRIVE (Version 3.3)

Column Chooser

Available Columns

DELIVERED BY
DOCUMENT RECEIVED
STATUS

ESTIMATED TIME
COMMENTS
COMPLETED DATE
BAR CODE
[JOB PARTNER
JOB MANAGER

Add ->

<-Remove

RN

'TYPE

X

Show these columns in this order

DATE IN
CODE
CLIENT

JOB
YEAR-END
ENTITY TYPE
NO.

REF NO.
RECEIVED BY
STAFF

DATE COLLECTED

To add the new columns use

the Add option

COLLECTED BY
j Move Down

FEE DATE
Cancel

OK

Figure: New - Available columns

Eile View Postings Accounts Marketing Reports Tools Theme Help

b SN

Type (A1
o | el

~] Status [aI -

DRIVE Desktop
S suff

3 staff HoldayLeave
£ Job Plans

B Reports

Accounts

A, Nerts

@ Books In

5 Budget

B corr Events

5 VAT Retums

BOOKS IN

TYPE DATE IN
VAT 14/09/2021

CODE
BLANK_CL

CLIENT Jo8
Blank Country Cl... Other

YEAR-END

ENTITY TYPE REF NO.

| COLLECTED BY
Company Limited... Ref-001

FEE DATE

New columns Job Partner and Job Manager in

BOOKS IN browse In DRIVE Desktop

| Jo8parmER -

208 MaNAGER |

Figure: Job Partner and Job Manager in Books In browse
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RELEASE NOTES FOR DRIVE VERSION 3.3 BUILD 1

'UK ONLY - VAT RETURN - RETURN STATUS ADDED
We have added a new available column, ‘Return Status’, to the VAT Return browse.

To add this column to the browse, right-click on the column header and select *Column Chooser’,
the following screen will appear

Column Chooser X

Available Columns Show these columns in this order

VAT PERIOD START DATE
VAT ON SALES END DATE
VAT ON PURCHASE Add -> DUE DATE
NET PAYABLE DATE RECEIVED
CREATED BY ORIGINAL AMOUNT
PERIOD KEY <-Remove | | o TSTANDING AMOUNT
VAT NUMBER “RETURN STATUS
Move Up Move Down
oK Cancel

Figure: New - Available column

Note: this column is only available where the practice country is the United Kingdom i.e.
for MTD.

© DRIVE (version 3.3)

File View Postings Accounts Marketing Reports Took Theme Help

- a %
Q E - Q a @ LZ View [Current Year Transactons_~] | =7

DRIVE Desktop VAT RETURN

(@ St Holday/Leave ~ I e

B8 Job Plans

@] Reports START DATE END DATE DUE DATE DATE RECEIVED ORIGINAL AMOUNT OUTSTANDING AMOUNT

01/07/2021 30/09/2021 07/10/2021 0.00 0.00 Open

&3 Accounts
\ Alerts 01/04/2021 30/06/2021 07/07/2021 0.00 0.00 Open

" — 01/01/2021 31/03/2021 07/04/2021 0.00 0.00 Generated

P B In

o Budget

B GoPR Events

5 vaT Returns

Figure: 'Return Status’ column on MTD VAT Return Browse
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RELEASE NOTES FOR DRIVE VERSION 3.3 BUILD 1

|BANK PAYMENTS — NON-SUPPLIER PAYEE DETAILS

In the [Bank], [Payments] browse, the ‘Details’ field will display either the supplier name or if the

payment is a non-supplier payment then it will display the ‘Payee’ details entered.

PAYMENTS
Show Al
[ DATE [ CHEQUE NO. ] REF. NO. 1 DETALLS [ BANK ] NET l VAT [ GROSS [
17-02-2020 1 1 Sonam Caterers 6750 Bank current account 1 600.00 0.00 600.00 Purd]
19-07-2021 2 2 Sayesbass 6750 Bank current account 1 150.00 0.00 150,00 Purd
T R swwmme 750 Gk amentoconti | 2000l om0l
© Payment X
[ N
Date Supplier Balance Gross Amount € 240,00
Period July 2021 0.00 VAT Amount € 0.00
Bank 6750 Bank current account 1 - | Net Amount € 240.00
Payment Type
ChequeNo. |3 Notes Test Description 2
Ref. No. 3
Supplier s
Payee Star Engineering Enterprise
Spiit Payment Details
| GROSS AMOUNT | ANALYSIS CODE | COSTCENTRE | VATCODE | VATAMOUNT | NET AMOUNT NOTES LINKED OUTLAY |
240.00 2007 comp 20.00% Z... 0.00 24000 Royalties received -

Figure: ‘Payee’ details display in ‘Details’ field
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RELEASE NOTES FOR DRIVE VERSION 3.3 BUILD 1

'MY TASKS — CLIENT PARTNER AND MANAGER COLUMNS ADDED
We have added two new available columns, ‘Partner’ and ‘Manager’, to the [My Tasks] browse.

To add these columns to the browse, right-click on the column header and select *Column Chooser’,
the following screen will appear

Column Chooser X
Available Columns Show these columns in this order |
iSTATUS ] TYPE
PRIORITY CLIENT
SHOW REMINDER Add -> OB
REMINDER. TIME CONTACT
NOTES = DESCRIFTION
ASSIGNTO <TREMAVE | | sTaART
CALL TYPE FIMISH
STAFF
CREATED BY
PARTMER
MANAGER
Maove Up Maove Down
oK Cancel

Figure: New Partner and Manager - Available columns

MY TASKS
IL
Staff  Arnoldo Doyle [AD]
Q @
Curren Histoy
TYPE CLIENT 08 CONTACT DESCRIPTION START FINISH PARTNER MANAGER
Task Gatsby Antiques Corporation Tax o 14/01/2018 09:00:00 16/01/2018 17:30:00 Armoldo Doyle Gerald Klein
Task Gatsby Antiques Consuitancy Offshore accounts 04/02/2018 09:00:00 04/02/2018 17:30:00 Arnoldo Doyle Gerald Kiein
Task Gatsby Antiques Audit and Accountancy Management Accounts 11/02/2018 09:00:00 11/02/2018 17:30:00 Arnoldo Doyle Gerald Klein
Task Gatsby Antiques Corporate Finance Capital Fundng 11/03/2018 09:00:00 11/03/2018 17:30:00 Arnoido Doyle Gerald Klein
Task Gatsby Antiques Bookkeeping vat retum 18/04/2018 09:00:00 18/04/2018 17:32:00 Arnoido Doyle Gerald Kiein
Task Gatsby Antiques Audit and Accountancy Stock

02/05/2018 09:00:00 03/05/2018 17:30:00 Arnoldo Doyle Gerald Klein

Figure: Browse with ‘Partner’ and ‘Manager’ columns added
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RELEASE NOTES FOR DRIVE VERSION 3.3 BUILD 1

[J0BS — OTHER INFORMATION COLUMNS AVAILABLE
Job Other Information fields should now appear as available columns in the [Jobs] browse.

To add these columns to the browse, right-click on the column header and select *Column Chooser’,
the following screen will appear

Column Chooser X
Availabie Columns Show these columns in this order ‘
WIP BUDGET " 308 CODE ‘
WIP BUDGET DATE CLIENT COOE [
WIP PROVISION Add -> CLIENT NAME
WIP PROVISION DATE 308 TYPE \
LEAD STAFF OFFICE ‘
SERVICES USED <-Remove | | 308 DESCRIPTION
ACCOUNT STATUS PARTNER [
SETBY DEPARTMENT \
ADDRESS
MANAGER ‘
PHONE [
LIABILITY € (PT) WIP BALANCE
PAID ON (CT) FEES BALANCE ‘
PAID ON (PT)
v \
Move Up Move Down ‘
[
oK Cancel ‘

Figure: Sample Other Information - Available columns

‘ Jobs |
(

A |
J0BCODE | CLIENT CODE CLIENT NAME 108 TYPE OFFICE 108 DESCRIPTION PARTNER | DEPARTMENT ADDRESS MANAGER PHONE | WIPBALANCE | FEESBAUANCE| UABLITY€(CT) | LIABLITYE(T) = PAIDON(CT) PAID ON (PT)
acc AR19 Aureolin Patio Co... Default Audit and Accountancy  Amoldo Doyle 62Hoim Rise: Angele Bridges  +555-252-5.. 0.00 > 50000.00 0.00 n
acc 00115 Toontown Car Ins... Default Audtand Accountancy  Amoldo Doyie 104 Copper Plaza .. Angele Bridges 4555-175-9.. 0.00 0.00
acc CAT133 Catawba Strip Clu... Default Audt and Accountancy  Amoldo Doyle 68 White Avenue .. Angele Bridges  +555-8055... 2,020.00

0.00

Figure: Sample Other Information available columns
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IMPORTS

| STAFF CHARGE-OUT RATES

We have added a new feature to allow you to import updates to Staff Charge-out Rates, which you
have prepared in an excel spreadsheet.

The logged in staff member must first be given access to this new feature. To give a staff member
access to this new feature, you must go to [Tools], [User Access Groups], [Access Functions],
[Staff] and tick ‘Import Staff Rate’ checkbox.

@ Data Selection
Clients
Jobs
Staff
Communications
Scanned Documents
Events/Tasks/Meetings
Workflow
3@ Access Functions

Clients

-+
Communications
Suppliers
WIP Ledger
Fees Ledger
Purchase Ledger
Bank and Cash
Nominal Ledger
Reports
Other
Recurring Entries
Scanned Documents
Deadline Management
Events/Tasks/Meetings
Client Accounting
Fund Management
Data Mining
Lookups
GDPR
VAT Return

staff Staff Grades
¥ Access ¥ New

¥/ New v Edit

| Edit ¥ Delete
¥/ Delete

¥| Print

¥/ Contact

V| Access Groups

¥ Display Chargeout Rates

V| Staff Holiday Leave

V! Import Staff Rate

Option to enable
Import Staff Rate

Figure: Option to enable Import Staff Rate

From [DRIVE Desktop], [Staff], you should now see an icon for ‘Staff Rate Import’ on the

toolbar.

© DRIVE (Version 3.3)

File View Postings Accounts Mrketing Reports Tools Theme Help

Staff rate import icon
e f 2
@\ M@l

< L .Q I£J LY Rg‘ = E LJ
DRIVE Desktop STAFF et i
) Tmesheets = CoDE NAME — PHONE TIPE CHARGEOUT RATE COST RATE
Figure: Staff Rate Import icon
fat s oy

€ Import Staff Rates from Excel Sheet X

Excel File Name

Download

oK Cancel
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First, you will need to download the excel template, enter the required data and save the file.

‘ A B ‘ C D . E F G ‘ H | | | J
1 |staffCode IsGradeRate StaffGrade DateFrom DateUpto ChargeoutRate CostRate TransferRate Description
2 AD No Partner 01-01-2021 31-12-2021 99 19 0 Standard 2021
3

Next, use the ‘Excel File Name’ hyperlink to point to the location of the saved excel.

Then click *OK’ to import the data.

@

| Excel File Name C:\lUsers\Lorraine Keogh\Documents\Import StaffRate test, dsx

1 Download %

\
Progress : Import

Staff Rates Imported Successfully

[ Canced

When the import is complete you should get the following ‘successful’ message, click OK.

Recommendation: Review a sample of the affected staff and confirm that the new rates are available.

T

(0]
GE] G

General  Personal  Other Information | Communicatons Contacts | Diary Tasks = Time | Expenses Documentation Accounts

= Staff Code H  Send E-Mails Accountable Units 40.00
= Name Luke Halpin Budget Based on Units/% Percentage
Office Dublin Chargeable Budget 90.00
Department Accounts Non-ChargeableBudget 10.00
= of
Tee - Use Grade Rates
= Partner GHR  Clare Rimmer . - =
= ‘ STARTDATE | FINISH DATE DESCRIPTION RATE
— D Sk Y 0101-2021  |3112-2021  |Standard 70.00
= Grade Senior I
Title | @ Edit Staff Rates
Access Group
= Password/ConfirmPassword | » Ratas fyom
= Status Active Rates To 31122021 -
Date of Joining harge-Out R: 7
Date of Leaving 1 20.00]= s0.00] s 4 ‘ T (e e
Holiday Entitiement 2. T 0.00
TOIL Carried Forward 3. 0.00 0.00
Frequency of Checking
Study Leave Entitlement 4. 0.00 0.00
Exam Leave Entitiement 5. 0.00 0.00 Tolersace
Public Holiday Entitiement 6. 0.00 0.00
Chargeable WIP Analysis 7. 0.00 0.00
fries
-Chary It An, 8. 0.00 0.00
CostCentre parT| o 0.00 0.00
Default Communication T Mileage 0.00
. Transfer Rate 20.00
B ails
System Administrator
oK Cancel |

Figure: New Staff Rate imported
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RELEASE NOTES FOR DRIVE VERSION 3.3 BUILD 1

NOMINAL BUDGET

We have added a new feature to allow you to import your nominal accounts budget, from an excel
spreadsheet.

To import the nominal budget, the logged in staff member must be given access to this new feature.

To give a staff member access to this new feature, you must go to [Tools], [User Access Groups],
[Access Functions], [Nominal Ledger] and tick ‘Import Nominal Budget’ checkbox.

=~ Data Selection
! Clients
Jobs | Access V Delete ¥ Access ¥ Edit
Staff
Communications
Scanned Documents | Edit
Events/Tasks/Meetings
Workflow

=@ Access Functions Accruals Prepayments

Clients ¥ Access ¥ Edit ¥ Access ¥ Edit
Staff
Communications
Suppliers

WIP Ledger
Fees Ledger
Purchase Ledger
Bank and Cash

& g ominal Ledger | Import Nominal Budget J

Nominal Accounts Nominal Journals

V| New ¥ Print v New ¥ Delete

V| New ¥ Delete v New ¥ Delete

¥ Import Nominal Budget

Reports should be enabled.
Other

Recurring Entries
Scanned Documents
Deadline Management
Events/Tasks/Meetings
Client Accounting

Fund Management
Data Mining

Lookups

GDPR

VAT Return

OK Cancel

Figure: Option to enable Import Nominal Budget

From [Nominal Ledger], [Nominal Accounts], you should now see an icon for ‘Nominal Budget
Import’ on the toolbar.

@) DRIVE (Version 3.3) . 2 > a
Fle View Postings Accounts Morkeing Reports Tools Theme Help :f'::;?;gr:g::m&wt
o -

L o= « "s -
Nominal Ledger NOMINAL ACCOUNTS | pominal Budget import
ik Hominal Accounts Show | All Accounts *| | expandAl || Colapse a1 Cost Centre | Combined
L5 Nominal Trial Balance
= DESCRIPTION DEBIT CREDIT COMPARATIVE
g Acouals
Y= B

B Prepayments v =7 0000 Fees 0.00 259.11 0.00
) 3oumals [5] 0001 Fees from audit work 0.00 1,555.61 0.00
% Recuring Accrusls (2] 0002 Fees from tax work 1,296.50 0.00 0.00
R e Prepayments (2] 0003 Fees from company secretarial work 0.00 0.00 0.00

: [Z] 0011 Fees from corporate finance work 0.00 0.00 0.00
3! Recurring Journals [E] 0012 Fees from IT consultancy 0.00 0.00 0.00
(3 Requring Entries (] 0013 Fees from accounting services 0.00 0.00 0.00

Figure: Nominal Budget Import icon
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RELEASE NOTES FOR DRIVE VERSION 3.3 BUILD 1

When you click the *‘Nominal Budget Import’ icon, the following screen will sppear

o
File View Postings Accounts Marketing Reports Tools Theme Help
. =l
RS Q- )
Nominal Ledger NOMINAL ACCOUNTS
s Nominal Accounts sticw [A Ao = Cost Centre  Combned
L3 Nominal Trial Balance
COMPARATIVE
4§ Acoruals = = E
B3 Prepayments > [7] 0000 Fees © Nominal Budget import excel X 259.11 0.00
) Journals > [7] 0900 Costs 0.00 0.00
T Reurring Accruals > 7] 1000 Distribution Costs Download the Excel Template 0.00 0.00
B re reriwaiis > ] 2000 Other Income Click the Download hyperlink below to download the appropriate excel template. Fill out 0.00 0.00
g Remi > £ 3000 — the spreadsheet with all of the required data and save the file to a location on your system, e S
O] Pesing unsie > [] 4000 Salaries (Partners) wnl 0.00 0.00
[ Recurring Entries > [7] 4500 P/L Suspense 0.00 0.00
« [ 4600 Tax Upload completed Excel Template 0.00 000
DRIVE Desktop [Z] 4601 Corporation tax current year Click the Upload hyperlink to browse and select the completed excel templateto upload. 0.00 0.00
[E] 4602 Corporation tax adjustre previd  ypload 0.00 0.00
My Commumications [Z] 403 Irrecoverable Advanced Corpor 0.00 0.00
P M t [Z] 4604 Deferred tax charge/credit curs : 0.00 0.00
[Z] 4605 Deferred tax adjust re previous|  Cost Centre v 0.00 0.00
Deadline Management [Z] 4606 Tax credt 0.00 0.00
[Z] 4607 Paymentin respect of group el Import Budget for Next Year [[] 0.00 0.00
Marketing [Z] 4608 Receipt in respect of group relef 0.00 0.00
Dashboards « [ 4800 Dividend 0.00 0.00
e e o ot b o o e ey oA et e e
LR ] 02 I dverde om0 o ctined sty the mpor sgen, o 60
preferen
WIP Ledger [E] 4804 Final dvidends proposed - ordnd Import Cancel 0.00 0.00
Fees Ledger [Z] 4805 Final dividends proposed - ordnary equity snare ass v 0.00 0.00
[E] 4806 Final dividends proposed - preference equity shares 0.00 0.00 0.00
Purchase Ledger [Z] 4807 Appropriation for premium payable on redemption (net) ... 0.00 0.00 0.00
[E] 4808 Issue costs (proportion) - preference equity shares 0.00 0.00 0.00
Bank and Cash v [ Balance Sheet 259.11 0.00 0.00
P ~ [ 5000 Fixed Assets 0.00 0.00 0.00
_— [Z] 5001 Patent costb/f 0.00 0.00 0.00
Client Accounting [Z] 5002 Patent additions 0.00 0.00 0.00
[] 5003 Patent dsposals 0.00 0.00 0.00 ¥
8,153.71 8,153.71 0.00

Figure: ‘Nominal Budget Import’ Excel window with Download and Upload options

First, use the ‘Download’ hyperlink to download the excel, open the downloaded file and fill in the
relevant details (making sure not to alter the excel columns/format) and once complete, save the file.

Next, click the ‘Upload’ hyperlink, point to the location of the saved file and click ‘Import’.
You will have options

a) to import the budget for this year or next year end and
b) to import into a specific cost centre, if applicable

10 | Relate Software @
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|CLIENTS, JOBS, STAFF, SUPPLIERS & BILLS

We have added a, previously internally used only, import routine to the system. This routine will
allow you to import;

a) Clients (Prospects and Contacts) with a default Job
b) Clients (Prospects and Contacts) without any Job
c) Jobs

d) Staff

e) Suppliers

f) Bills

From excel templates.

To use the import routine, the logged in staff member must be given access to this new feature.

To give a staff member access to this new feature, you must go to [Tools], [User Access Groups],
[Access Functions], [Other] and tick ‘Import from Excel’ checkbox.

0 Access Group X

Access Group Partner Select Al Unselect Al

=) & Data Selection

Clients Job Plan Campaign Books In
Jobs v Access v Edit v Access v/ Edt v Access v Edit
Staff
v New v Delete V| New V| Delete v New v Delete
Communications
Scanned Documents v Make Compiete
Events/Tasks/Meetings -
i Workflow Bil [Credit Note Template Others
5@ Access Functions 7l Access 7 Edit v Year-End v| Synchronise with Outlook
Clients V| Recalculation V| Lookups
Staff | New v Delete
_ /| Calculate Client Ageing v/| Validation Check
Communications
Suppliers Bil /Credit Note Paragraph v Settngs v Create New Report
WIP Ledger v/ Access v/ Edit /| Data Integration /| Delete a Report
Fees Ledger
Purchase Ledger | New v Delete v Mult Currency Setup V| Mail Merge
Bank and Cash , V| Change Database /| Mail Merge Design
Nominal Ledger Templates
Reports 7 EMai 17 Balance Sheet v/| Registration Archive Documents
-» m N Ignore Period Lock Generate Bank CSV File
Recurring Entries ! Profit and Loss Statement
Scanned Documents [ Import from Excel
Deadline Management
Events/Tasks/Meetings Dashboards Settings
Client Accounting )
Fund Management v Access v Edit
Data Minng | New . Delete
Lookups
GDPR
VAT Return

oK Cancel

Figure: Option to enable ‘Import from Excel’ rights
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NB: If you are importing a large volume of data, we recommend that you

a) Ask all users to logout

b) Take a backup your database

¢) Do a trial run i.e. import a small number of records and confirm that the details are
uploaded as expected

d) Allow enough time to import, check the import has been successful and, if necessary,
Restore the database from the backup

To access the function, go to [File], [Import], [Import from Excel] and the following screen will
appear

DRIVE import excel version (1.0.12) X
What do you want to import? =
(O Clients / Prospects/ Contacts with Default job O staff
(O Clients / Prospects/ Contacts only ) Suppliers
O Jobs O 1nvoices [ Bils
Download the Excel Template

Click the Download hyperlink belowto download the appropriate excel template Al out
the spreadsheet with all of the required data and save thefileto alocation onyoursystem,

QQ\'.H}QE
Upload completed Excel Template

Click the Upload hyperlink to browse and select the completed excel template to upload.

Upload

Server and password Information

Enteryour Server Name, Database Name, select your Authentication Type and
if applicable UserName and Password. If you unsure of these details
you can get them from your DRIVE login, by clicking 'Change Database’.

Server Name SA-PC-008\traning
DatabaseName DRIVE NewDemoData
Authentication Windows Authentication
User Name

Password

Protocol

Click Import to start the Import of the selected Excel.if errors are found inthe filetheimport will
not proceed,you will receive an error log, you should resolve the errors outiined
andtry the import again.

First, download the excel templates, using the ‘Download’ hyperlink. Fill in the appropriate excel
and save the file.

Next, upload the saved file using the ‘Upload’ hyperlink and click ‘Import’.

Note: The Server, Database and User data will be prefilled with your details and will be NOT be
editable but you should confirm that these are correct BEFORE you click ‘Import’.

When the Import is complete, you will get a message saying that it was ‘Successful’.

12 | Relate Software @
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DIARY AND TASK ENTRY

We have added two new fields, ‘Created Date’ and ‘Time’ in the [Add Diary/Task] form

@ Add Diary/Task Entry - ®
Created Date and Time added in Diary/ Task
B

9 C\f‘ Eu] I:entry ]

Show Al Folders )

Expand All Folders Staff Member LM Liam Murphy \ M= Tepe
Diary/Task Type Meetng -[ Created Date| 22092021 » | (1921 |~ I Status Outstanding
Start Date/Time 22/09/2021 [-] [o2:00 [~] aiDay Priority Normal
Finish Date/Time 22/09/2021 [+] [o230 [+ Halfpay
AssianTo - offste
Client |. _ | GOPRRcevant a © Clent

; Contact

Job [- Prospect
Contact [~ Suppher
Set Reminder
Description
Attachments

Figure: New fields for ‘Created Date’ and 'Time’ in Add Diary/Task
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REPORTS

|CLIENT DEADLINE STATUS REPORT

We have added two new available columns, ‘Staff Code’ and ‘Staff’ (Name), to the Client Deadline
Status Report.

To add these columns to the report, right-click and open the report, then go to ‘Column Selection’
and Tick the ‘Staff Code’ and/or ‘Staff’ checkboxes.

Qo
File View Postings Accounts Mrketing Reports ool Theme Help
CERS (4
L e =i . L@
Nominal Ledger | REPORTS
~ N @ Report Setup X
L5 Nominal Trial Balance > ] CientReports ﬁ
Py > 7] Sales & Marketing
» 5 Chent Account Reports Report Name Client Deadline Status
3 Prepayments v 5 t .
) 3oumals M ET Cient Deadine Status. Report Layout Defnst Clant Dundine Staus. Rt P
[T0 Requring Accruals [E] Staff Deadine Status Report Source Client Deadiine Status
Recurring Prepayments > (@ StaffReports - .
» £ WIP Reports - Cuce =
5} Recurring Journals > B Fece Remrts Clent Detals ooy
L3 Recurring Entries > 85 o g::em““m Clent Type
> £ Bankand Con o EmEmm | S
DRIVE Desktop > (| Howinal Reparts ror ey Entity Type:
» £ Financial Reports Sort By Gt Partoer
T > 2] Workflow Management Report Settngs e
Report Font Settngs
Document Management » £ Other Reports Chent Group
YearEnd
Deadline Management & Stalf Cook
Marketing | v staff
Deadine
Dashboards Due
Duration
Workflow Management Short Description
Under Group
WIP Ledger
Type OfCute Include Staff Code and Staff
Fees Ledger Fixed from the Column Selection.
¥ Deadine Date
Purchase Ledger ¥ Status hd
Bank and Cash Reset preview ox Cancel
| Nominal Ledger
Chient Accounting

Figure: ‘Staff Code’ and ‘Staff’ (Name) - Available columns

Client Deadline Status i ——
Date From: 01-01-2020
Date To: 11-02-2021
Client From : ABB-CLS ABBResearch Centre
Client To: ABB-CLS ABBResearch Centre
SortBy 1.: Client Code
SortBy 2.: Month
Code Name [Staff Code Stalf Deadline Due Deadline Status Completed
Date
ABB-CLS ABB Research Cgntre
February 2020
ABB-QLS ABB Research JLIP Laurence P30 363 Days Late 14-02-2020 Outstanding
Centre JPyzer
March 2020
ABB-OLS ABB Research JLIP Laurence P30 334Days Late 14-03-2020 Outstanding
Centre JPyzer

Figure: ‘Staff Code’ and ‘Staff’ columns in Client Deadline Status Report
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[JOB LISTING

We have added two new available columns, ‘Last Quote Date’ and ‘Last Quote Amount’, to the
Job Listing Report.

To add these columns to the report, right-click and open the report, then go to ‘Column Selection’
and Tick the ‘Last Quote Date’ and/or ‘Last Quote Amount’ checkboxes.

REPORTS
l, — — - - Reporthame
M@ Client Reports
--[Z] ClentLUisting
--[Z] Chent Balances
--[Z] Chent Fees Balances (By Nominal Cost Centre)
--[Z] Client Credit Control
-[E] ClentReferrals R
eport Setu; X
-[Z] Ciient Contacts Summary ® Lo ¥
--[Z] Client Contact Detais =
~[Z] Prospect Contact Details
-[Z] Contact Contact Details Report Name Job Listing
-[Z] Clent WIP Analysis
-[E] Gient Detais Report Layout Default Job Listng.Rpt
" % Client Statistics Report Source Job Listing
~-|Z| Chent WIP Ledger
-[Z] Chent Communications Detais Client Detals [ county
-[Z] Cient Communications Summary 1= J0b Detalla [] PostCode
-[Z] Cient Job Plan O e St on [J country
i Column Selection [] Phone2
i-[Z] Clent Fees Ledger : )
i E Gient Ao WP i Column Settings [ Mobie1
3 en! ]
Sort by [] Mobie2
: E_ Client Aged Debt Report Settings [:
[Z] Client WP Recondiiation Report Font Settings K
--[Z] Cient Biling Recondiiation [E, E::;
|
--[Z] Clent Debtors Recondliation m Other1
--[Z] Cient Profitability l—ﬁ Other2
-[Z] Cient Fees Turnover [i Contact 2
2 E Client Bil Allocation Report [ Position 2
e [ StartDate
~E L] Date Set E |
~-[Z] Books In Report [[] Date SetBy -
--[Z] Outlay Report ["] Date Set By Name
=[] outiay Exception o i
i-[E] Staff WIP Recondiation Report (Custom Report) [¥] Last Quote Date
[ Sales & Marketing [] Last Quote Amount | |
[:}{5] Client Account Reports [v]
(s Deadine Management [ Reset || preview || ok Cancel |
[z+) staffReports : . .
10 \WIP Benarte

Figure: ‘Last Quote Date’ and ‘Last Quote Amount’ - Available columns

15 | Relate Software @



RELEASE NOTES FOR DRIVE VERSION 3.3 BUILD 1

VWEEKLY TIMESHEET SUMMARY REPORT, FILTER BY WIP ANALYSIS CODE

We have added a new filter option, "WIP Analysis Code’ to the Weekly Timesheet Summary Report,
with an option to include/exclude specific codes.

Q ‘Weekly Timesheet Summary Report — X
Main Selections Other Information
~

Staff From v | Sraff To wil...
Grade From v | Grade Tg v
Off lce From v | Office To v
Department From w | Department To W
Staff Type v
Partnér W
Manager W
Status Active

Closed

Suspend

Suspend (Owverride)
Time Measurement L

Outstanding Only

WIF Analysis
WIP From v| WP To e
— Sort By
L Week Mo, W DisplayHeading v Tota +*| Page Break
2, {Mor=) W DizplayHeading Tota Page Break
Totals Only W

Print Cose

Figure: WIP Analysis ‘From’ and ‘To’ fields + optional include/exclude specific codes
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VSTAFF RECOVERY REPORT, NEW 'BILLABLE % " CALCULATION COLUMN

We have added a new available column, *Billable %/, to the Staff Recovery Report. This % is
calculated as follows: Chargeable Units/(Units Worked - Non-Chargeable/Non-Productive Units)
*100. This figure represents chargeable time + non-chargeable productive time i.e. it only excludes

Official Leave.

To add this column to the report, right-click and open the report, then go to ‘Column Selection’ and

Tick the ‘Billable %0’ checkbox.

0 Report Setup
Report Name Staff Recovery
Report Layout Default Staff Recovery. Rpt
Report Source Staff Recovery
-Dates Wite-Off
- Staff Detals Accrued WIP
i~ Grade Details Profit
Office Details _ (i
Department Details Closing Balance
i~ 5taff Type
- Staff Status sogi
. Other Tnformation Budoet Chargeable
I robumn S=lection Budget Mon-Chargeable
|- Column Settings Chargesble %
- Sort By L. Non-Chargeable %
— Report Setings | Bilable % .. }
i Report Fant Settings Recovery %
Target
':l_lfﬁ EIlEd_;“t‘J'U
Unpassed Chargeable
Unpassed Non-Chargeable
Unpassad Total
Bills Rased
Opening Accrued WIP
Closing Accrued WIP
Reset Preview oK Cancel
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RELEASE NOTES FOR DRIVE VERSION 3.3 BUILD 1

TIMESHEET

|NEW COPY TIMESHEET OPTION

In the Timesheet browse, we have added an option to copy the timesheet. On the toolbar of the
Timesheet browse the ‘Copy Timesheet’ icon has been added.

1© ORIVE (version 3.3) - a8 x
File View Postings Accounts Marketing Reports Jools Theme Help

Lt L e \é/ B E [Timesheets |~ View [Current Year -

Ledaer z | i Copy Timesheet |
Iﬁ’:’;‘:g;‘:&?w aTime Staff  Laurence JPyzer [LIP]
DATEPOSTED  ~ WEEK REF. NO. BATCH DATE CHARGEABLE NON CHARGEABLE TOTAL OVERTIME PASSED
99 Tmesheets [ ! 13 - ] 250372019 ] 7.0 0.00 7210 32.50 Yes -
5 Expenses 15/02/2019 2019/Week No. 4[21/01/2019-2701/2015] 97 15/02/2019 0.00 35.00 35.00 5.00 Yes
D Indrect Expenses 1402/2019 2017/Week No. 52 [25/12/2017 - 31/12/2017] 96 14/02/2019 0.00 2.00 200 -33.00 Yes
= 13/02/2019 2019/Week No. 5[28/01/2019-0302/2019] 95 13/02/2019 0.00 27.50 27.50 “12.10 Yes
< 11/02/2019 2019/Week No. 36 [02/09/2019 - 08/09/2019] 91 11/02/2019 0.00 30.05 30.05 9.55 Yes
A SRECIE 1102/2019 2019/Week No. 10 [04/03/2019 - 10/03/2015] 91 11/02/2019 0.00 30.05 30.05 9.5 Yes
@ WIP Alocation (By Client/Job) 07/02/2019 2019/Week No. 9 [25/02/2019 - 03/03/2019] 90 07/02/2019 24.25 0.00 24.25 -15.35 Yes
<3 WIP Allocation (By Bil) 05/02/2019 2019/Week No. 8[18/02/2019-2402/2019] 89 05/02/2019 3%.04 0.00 .04 3.56 Yes
23022039 Zio/eeke, 21020 10 L 12022000 82 2el02z008 3320 220 2320 530 tes

Figure: ‘Copy Timesheet’ option in Timesheet browse

Select the timesheet that you want to copy and click the ‘Copy Timesheet’ option. The new
timesheet will be open, you will need to select the appropriate ‘Week No.’ to be created with the
same details as this timesheet.

1@ orive ver
File View Postings Accounts Mrketing Reports Tooks Theme Help
Q E % O YL AYe) a [mesheets _ |=] View [Current Year -
WIP Ledw | TI Copy l"lne*d'
[7 WP Trial Balance | st 1o IPyzei
e o mnenes ¥ " @ Timesheets - o x |
Manager DATEPOSTED ~ | P
1 Tmesheets 25003/2019 20190 Q ; © O | -
£ Expenses 15/02/2019 20190 E k e k|
22019 200 Pass Pass All
Select an existing record 2/2019 20190
and click on Copy Timesheet 02/2019 019N StaffMember |LIP Laurence JPyzer ‘ Week Start 11 February 2019 Reviewed Total Hours Entered 3320
AL DN \eekNo.  [201MeeskNo. 7 || WeekEnd 17 February 2019 Accountable Hours 40.00
07/02/2019 0198
<8 WIP Alocation (By ) 05/02/2019 20190 Ref.No. Hide Weekend Hours Outstanding 640
20198 - : ; : . . ; ; y . ' :
e 05027019 20190 BT | NAME [ 308 | cc [ wip [AcT...[ RATE [RATE... [ MON 11 [TUE... [WE... [ TH... [FRL.. [saT...] su... [ amo... | NOTES [ pass |
30/07/2018 2018\ ABE-... ABBResearchCentre AUD COMP AOOD COMP 1 1710 7.3 128.00 8il purpose East India Company v -
My Communications 1207/2018 2018/ 0700... AbhaSoltonsLtd.  MFL.. PART A000 COMP 1 18.00 6.00 108.00 Test subject v
12007/2018 2018\ AMA14 McNalyMotorsLtd,  KAL.. COMP A002 PLAN 2 20.00 4.50 97.00 Client Mad Merge (Mai Merged).... ¥
Deciasent Fimmgeassst 1107/2018 018/
Deadline Management 1107/2018 20180
1100772018 018N
Marketing 11007/2018 2018
13/09/2017 20170
N 13/09/2017 217
Workflow Management 2/07/2017 20170
20/07/2017 2017
'WIP Ledger || 19/07/2017 200N
27/03/2017 2017 =
2yan, Gl Ch, ble He 4. 0 03.00
i " 0 0 0 0.0 o .
Purchase Ledger 2/03/2017 2017 [E— o argeable Hours 300 400 500 000 0.00 603
130032017 2000 Non-ChargeableHours 000 000 000 000 000 000 0.00
and Non-Chargeable 0.00%
Bank and Cash 23012017 200N Total Hours Entered 830 1250 300 400 500 000 0.00
19/01/2017 POIRM Prospects (Hours) 0.00 Accountable Hours 800 800 800 800 800 000 000
1oYA17 204 Hours Outstanding -030 -450 500 4.00 3.00 0.00 0.00
et Rty 19/01/2017 2017 veenrw. © wopsrear - seueeiny o7 sopusresss s v s v e
| 18/01/2017 2017/Week No. 5 [30/01/2017-0502/2017) 68 18/01/2017 35.00 0.00 35.00 -15.00 Yes -
~ 3,514.20 514.00 4,028.20 -511.40

Figure: Copied Timesheet

18 | Relate Software Q



RELEASE NOTES FOR DRIVE VERSION 3.3 BUILD 1

WORKFLOW MANAGER

| DELETE OPTION

We have added a delete icon to the [Workflow Manager] toolbar. Highlight/select the workflow
which you wish to delete and then click the ‘Delete’ icon.

© Workflow Manager = m] X
LY Li ~—Q A = . I Workflow Type | Current Stage All Stages (=2 | ﬁ\_.l,“ Staff Selection ‘ @ ‘ %Climwudli«saup
e wunon | e | e | wewan | E2 [owr] e [ mue [me ] amer [ DT BT omem ]

Aero Hospitalists Limited Accounts Workfiow ) HH os SYSA... 17/05/2018  23/05/2018 Adjustments 0 o, . 8%
FLatlmited Accounts Warkfiow £} =] os SYSA... 13/11/2018  20/11/2018 Partner review 0 [ ——
Gatsby Antiques Audit Workflow D oK 3 SYSA... 18/11/2018  04/12/2018 Req for Books... 0 0 Ls0%
Auburn Postpartum Care Accounts Workflow R AB 0s SYSA... 04/12/2018  11/12/2018 Draft To 0 0 S0%
Bistre Dried Fruit PLC Accounts Workflow R HH PB SYSA... 06/12/2018  19/12/2018 Reminder sent 0 o B %
Flat limited Accounts Workflow R £B 0s SYSA... 20/05/2018  31/05/2018 Books reques. .. 0 o 16%
Cerise Hand Rolls PLC Audit Workflow IR GK c SYSA.., 05/12/2018  12/12/2018 Post TS 0 o 16%
Eggshell Hobby Shops Limited Audit Workflow AD HH MU SYSA... 06/12/2018  13/12/2018 Post TS 0 L 16%
Diamond Churches Limited Accounts Workflow AD AB B 0SS.. 13/11/2018  27/11/2018 Books reques. .. 0 0 0%
Angel Grove Resorts Accounts Workflow R GK MU AD 22/11/2018  29/11/2018 Books reques. .. 0 0 0%

L K SYS Books reques. 0 0%

Aurecin Bulgarian OLG

You will get a confirmation message, like below

Confirm

There are 6 Stages associated with this entry.
Do you really want to delete this entry 7

T

If you click *Yes’ to confirm then this specific workflow will be deleted, you can cancel the deletion by
clicking *‘No".

Note: Only workflows with stages will mention the number of stages that will be deleted in the
confirmation message.
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STATEMENTS

| INCLUDE/EXCLUDE DRAFT BILLS

We have introduced a new option on all 4 of the Statement Reports, which will allow you to optionally

include draft bills.

You can also select which stage of draft you wish to include e.g. Draft, Reviewed, Approved or Signed
off. Application of this will depend on the levels of draft which you have setup in [Tools], [Settings],
[Fees Ledger], [Draft Billing Setup].

@ Statements (By Cost Centre) = X
[
Dates r=
Date From 01/01/2021 (v Date To 31/12/2021 (v
Period From Period To O
— Client
ClientFrom | Client To vl
Business Tvos ] Entity Tyoe o |
Status v Partner 2
Manager ] Lead Staff 2
Office | Deosrtment (v
Client Group v E
Currency v
— Others
Include Non approved Bils ®
8ill Status [ Drafied |
[ Reviewed
[] Approved
[ signed off
Balance From 0 Balance To 0 [V
[ ereview J [ pint || GCose |

Figure: Bill Status options to Include on the Statement

Q Settings

& £ General ~| | DraftBilling Setup

[Z] Practice Detalls
[Z] setwp

=g Staff

[Z] setwp

@ Default Values/Mandatory Fields
[Z] Other Information

[Z] E-Mall/sMs Settings

[Z piary

=g Clents ¥
E Setup You have one or more Draft Bill/Cr. Notes in your system.You cannot
= switch off the 'Use Draft Billing option’untill all Bills/Cr. Notes are signed

E Defauit Values/Mandatory Fields off
[Z] Other Information
[Z] Document Path

=5 Jobs

[Z] setwp
[Z] Defauit values/Mandatory Fields
[Z] Other Information

[5] setwp
[Z] ControlDefauit Codes
[Z] Expense Control Setup

(=5} Fees Ledger

[Z] sil/Credit Note Setup
=Y 0raft Biling Setup
[Z] sil/Credit Note Template

Figure: Draft Bill Setup
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DEADLINE DATE CHANGE

|IRELAND, ANNUAL RETURN DATE DUE - 56 DAYS

The Company Secretary Annual Return Deadline Due Date has been updated to 56 days from
Annual Return Date, in line with the statutory/regulatory changes.

Please note where you have already generated several years of deadlines, you will need to delete the
future ones and re-generate them.

To do this, go to [Deadline Management], [Client Deadline Diary], then select the client and
delete the next/future deadlines, where deadline dates are now incorrect.

Deadline Management “ ‘CLIENT DEADLINE DIARY
28 Client Deadine Diary | Ciient  Aero Hospitalists Limited [AER191]
& steffDeadie Doy ceAonE o SraTis CowPLETED DURATION s NorEs

‘Annual Retum Due Date 0Day Completed 1402/2018 0 Done

o Completed 1402/ oM Done
00ay Completed 1402/2020 SYSADM Done
0Day Completed 14/02/2021 SYSADM

Figure: Deadline Management, Client Deadline Diary

Then go to [Client & Contact database], highlight the client and click the *Client Deadline Date’
icon from the menu, check the details, if details are correct then click *OK".

€ Client Deadline Date Setup X
Client |AER191 Aero Hospitalists Limited Incorporation Date V| Year-End Date 31/03
Country Ireland ¥ Trading Start Date v | Annual Return Date |31/12
EntityType | Company Limited By Shares
Staff v
DESCRIPTION SHORT DESCRIPTION | TYPE OF DATE STARTING DATE STAFF APPLICABLE
4 |58 Accounts A
[Z] statement of Partiadars 11FCRO Variable 01/01/2018
[E] TaxRegstration form for Comp... TR2 Variable
4 £3 Audit and Accounting
[E] Financal Year Start FYS Fixed
[E] Financal Year End FYE Variable
4 | Company Secretary
[E] Annual Retum Date ARD Fixed
1B Arnual Retum Due Date | ARDD [01/01/2020 AD Arnoido Doyle |
4 3 Payrol
[El P30 P30 Recurring
[E p3s P35 Fixed
[E] reo P Fixed
E] Pension Remit PR Recurring
4 |55 Revenue Submission
[E rs RS Recurring v
oK Cancel

Figure: Client Deadline Date Setup

New deadlines will be generated for that client. Repeat this process for each client for which you make
company secretary annual returns.

Please also note, there is no change to UK Confirmation Statement Due Dates.
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WEB LINKS

|USERS DEFAULT BROWSER WILL NOW BE USED

In this release your system default web browser will be used to open any web links which you click
on, e.g. if you have Microsoft Edge as your default browser then that is the application that will open
when you click on a web link.
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PULL CLIENT DATA FROM THE COMPANIES REGISTRATION OFFICE

|WHEN ADDING CLIENTS, OPTION TO PULL DATA FROM THE CRO

When adding clients, you can now optionally pull some basic company information directly from the
Companies Registration Office.

From the [Add Client Details] form, enter the business name and then click the *CRO’ button

CLIENT & CONTACT DATABASE
Find Find
/| Search All Fields  Search Anynhere in Field Search Sub Contacts Clear
cooE NAME FILE AS ENTITY TYPE TreE
s e P o e = =By Shares Gent
o > 1By Guarantee Clent
§By Shares Clent
ves ciose | @
BS“&C“ ﬂ 1By Shares Clent
General | Pracice | Other Information | Jobs \ Communications | Contacts i WIP Ledger | FeesLedger | JobPlans | Links o Shures Ot
e 1 — — _ -ARu Charae. - Chant. -
© CrOData b3
= Client/Prosped: Ciient
Send E-Mais ~ Synchronise with Phone Find Relate Software] =
= Entity Tvoe Company Limited By Shares I
Clear
« Client Code
Other Ref. NAME NUMEER EMAL ANNUAL RETURN DATE | YEAR END DATE ADORESS
P — RELATE SOFTWARE DEVELOPMENT L... 315134 nfogbcos.le 30/09 312 UNIT D6 SOUTH CITY BUSINESS PARK, WHITESTOWN WAY, D24P340, Irel..
CTRef. PAYE Ref.
= Business Name Relate Software |cro
File As Relate Software
Name
Grow
Addresses
Business v
Town/City v
County v
PostCode = —
Country v
i s —

Figure: Client Selection from CRO Database
The [CRO Data] form will appear, with the business name which you have entered in the ‘Find’ field
Click the ‘*Find’ button, a list of business with the name entered will appear
The following company details will appear

e Full Name

e Company Number

e Contact email address
e Annual Return Date

e Year End Date

e Address

Where several business with a similar name appear, select the appropriate business by
highlighting/clicking on the correct one and then click *OK".
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© Add Client Details - Relate Software X
Q Save & Close e n
General Practice Other Information Jobs l Communications Contacts WIP Ledger J Fees Ledger Job Plans Links
= Client/Prosped Client v Phone
Send E-Mads v Synchronise with iPhone [ Mobile
= Entity Type Company Linvted By Shares :v Fax
= Client Code E-Mail info@bcos.ie
Other Ref, Web
More....
Company No. 315134 VAT No.
CTRef, PAYE Ref.
s < Contact 1 v
= Business Name RELATE SOFTWARE DEVELOPMENT LIMITE [ Sioes T
e osition v
File As ] :
RELATE SOFTWARE DEVELOPMENT LI v Contact 2 v
Name Position v
Grouwp Tv
Addresses Source v
Reg. Office w | UNIT D& SOUTH CITY BUSINESS PARK Campaign v
WHITESTOWN WAY "
Referred By v
Onginal Partoer v
Town/City v Take On Date 04/01/2022 v
County v Business Type M,
Post Code D24P940 Year-End 31/12 (in dd/mm format)
Coyntny Ireland v] Annual Return Date | 30/09 (in dd/mm format)

Figure: CRO data pulled into Add Client Details Form
The appropriate fields on the [Add Client Details] form will be populated with data from the CRO.

Note: The Details pulled from the CRO are normally all in UPPERCASE.
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WIP LEDGER

|CURRENCY COLUMN (IF APPLICABLE)

If your database is setup for Multi-currency, you will now be able to display your client’'s WIP Ledger
entries in both that client’s currency and the base currency, see £ column below. This was previousy
only an option in the Fees Ledger.

©) Edit Client Details - Frank & Walters Limited X
= L & 1L :
Save & Close O | % All v Show Unpassed WIP I:]
General l Practice | Other Information ' Jobs l Recurring Jobs } Communications | Contacts = WIP Ledger Fees Ledger ] Job Plans | Links
Client FRADOS Frank & Waiters Limited WIP Limit 0.00 WIP Limit Exceeq
WIP Budget 0.00 WIP Budget Excq
WIP Provision 0.00 WIPDiscount %
WIP YTD 0.00 WIPLast Year
DATE ~| TYPE BILL NO, JoB DESCRIPTION UNITS | AMOUNT | BILLED | UNELL... BALANCE
108/03/2012 Time 998 ACC Payroll 1.00 100,00 100,00 0.00 0.00
105/11/2021 Bill 995 ACC Bills Raised 0.00 100.00 0.00 0.00 0.00
05/11/2021 Bl 999 ACC WIP Biled 0.00 -100.00 0.00 0.00 0.00
| 10000 | 0.00 | 0.00
WIP Balance 0.00 Balance Accrued Current Days 30
Unpassed WIP 0.00
Total WIP 0.00 0.00 0.00 0.00 0.00
WIP on Draft Bills 0.00

Figure: WIP Ledger with Client Currency Column displayed
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CLIENT/ JOB SPECIFIC CHARGE-OUT RATE

We have introduced a new charge-out rate for a job, this job rate will supersede the rate selected for
the staff member.

To enter the agreed rate, open the relevant job, select the ‘Practice’ tab and enter the per hour
amount in the ‘Agreed Charge-out Rate’ field.

Q‘ Edit Job Details - Audit and Accountancy for Aberdale Venezuelan PLC *

E Save & Close ﬁ o

1
General | Practice Other Information l Communications | Contacts WIP Ledger | FeesLedger Job Plan

Defaylt Billing Code (0001 Fees from audit work v Office v|
Default VAT Rate A2300% |w Departmert |

[ Agreed Charge-out Rate 0.00 ] Pariner AD  Amoldo Dovie (|-
Credit Terms | W Manager @ Gerald Klein [ ]
Sattlement Days 0 ? Lead Staff FB Predous Buchanan W =
Settlement Discount (%) 0.00 | Services Used ]
WIP Discount (% [ || Bookkesping

. Payrall
| | Tax

Fees Limit [ 0,00 = Account Status Active w !
Fees Budget 0.00 w Set By w
Fees Provisions 0.00 ™ Date Set W
WIP Limit | 0.00 Password |
WIP Budget 0.00 w Confirm Password |
WIP Provisions 0.00 ¥

Figure: Job, Practice tab, ‘Agreed Charge-out Rate’

© Timesheets - =] X
EOER Y C N
: Pass Pass All
Staff Member AD Amoldo Doyle Week Start Monday 18 February 2019 Total Hours Entered 27.02
Week No. 2019/ Week No. 8 | Week End Sunday 24 February 2019 Accountable Hours 3730
Ref. No. 3 Hide Weekend v/ Hours Outstanding 10.28
CLIENT NAME 308 wIP ACTIV... | RATE |RATEAMT. | MON18 | TUE19 |WED20 | THU21 | FRI22 | AMOUNT NOTES PASS
GATO01  Gatsby Antiques AcC A000 1 100.00 5.00 500.00 BANK REC v A
GATO01  Gatsby Antiques Acc A000 1 100.00 0.02 3.33 v
N002 1 100.00 7.00 700.00 aha v
GATO01  Gatsby Antiques Acc A000 1 100.00 7.00 700.00 v
. o~ v
[Aazon Aberdale Venezuelan PLC  ACC AD01 1 321.00 .00} 1.00 321.00 ] v

Figure: Timesheets, ‘Job Charge-out Rate’
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MERGE CLIENT

We have introduced a new option to merge Client data. The Data that is merged includes;

a) Fees Ledger Transactions (along with allocations & discounts)
b) WIP Ledger Transactions (along with allocations)
¢) Communications

Recommended: After merging client data we recommend that you run a recalculation, [Tools],
[Recalculation], [Full Recalculation].

To Merge Client Data, the logged in staff member must be given access to this new feature.

To give a staff member access to this new feature, you must go to [Tools], [User Access Groups],
[Access Functions], [Clients] and tick ‘Merge Client’ checkbox.

Q Access Group

Access Group Partner

=B Data Selection

Clients Cients
Jobs v Access
Staff
v New
Commurications i
Scarned Documents 7 Edit
Events/Tasks/Meetings
V| Delete
i Workflow Delete
=@ Access Functions ) WIP Ledger

B _J Clients :

—  Staff v/ Fees Ledger
Commurications /| Contact
Suppliers
WIP Ledger v Show Summary
Fees Ledger v Print
Purchase Ledger

Vi
Bank and Cash v Merge Client
Nominal Ledger
Reports

Other

Recurring Entries
Scanned Documents
Deadline Management
Events/Tasks/Meetings
Client Accounting
Fund Management
Data Mining

Lookups

GDPR

VAT Return

To merge client data, go to the [Client & Contact Database], highlight the client that you want to
Merge ‘From’, right click (the menu below should appear) and select *Merge Client’
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v New
E ~— Open
&l Delete
LS
Find
R
l, Make a Phone Call

Copy Address to Clipboard

~ Other Information

Show Relationships

SEPA/DD

g  BACS/DD

Licence Information
Anonymise
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Figure: Right Click Menu, ‘Merge Client’

The following screen should appear
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Next, enter the Client, that you wish to merge with in the ‘Transfer To’ Client field

Click ‘OK’ to commence ‘Merge’, you will receive a confirmation mesage
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