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@ Introduction

The Practice CS Project Management module is a separately licensed add-on
module that enables you to manage and track your firm’s projects and tasks in
Practice CS. After you have completed the walkthrough, you will have an
understanding of the project management workflow in Practice CS. You will also
learn how to do the following:

= Create project and task templates to use in setting up projects

= Assign solutions to projects

= Enable notifications to inform your staff when project information changes
= Use dashboards to manage project and task information

= Update project and task information during time entry

= Analyze projects and tasks using Practice CS reports and calendars

Note: This walkthrough assumes you are familiar with using Practice CS or that you
have read chapter 3, Program Overview, in the Practice CS Getting Started guide.

Opening the sample database

To perform the exercises in this walkthrough, you will start Practice CS and log in to
the Sample database as staff CAT. To log in, follow these steps.

1. Start Practice CS.
2. Inthe login dialog, select Sample in the Open Firm field.

3. Inthe Staff ID field, select CAT.

Note: If you previously marked the Remember login information checkbox, hold
down the SHIFT key when you double-click the Practice CS icon and continue
to hold down the SHIFT key until the login dialog appears.

Practice CS Project Management WalkThrough 1
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4. Click OK.

PRACTICE CS

part of the CS PROFESSIONAL SUITE®

Open Firm: Sample |Z|

Staff ID: CAT [=]

Hie THOMSON REUTERS
Version 2014 J

oK l [ Cancel

Backing up the sample database

Data that you enter while performing the exercises in this walkthrough will affect the
Sample database. Therefore, we recommend that you make a backup of the
Sample database before you begin so that it is available for use in other

Practice CS walkthroughs.

Note: If you are running Practice CS through the Virtual Office CS™ module, the
Backup menu command is not available. We recommend that you install a local
copy of Practice CS so that you can back up the Sample database. For instructions
on installing the program, please see chapter 2, Installation Instructions, in the
Practice CS Getting Started guide.

To back up the Sample database, follow these steps.
1. In Practice CS, choose File > Backup.

2. Inthe Backup file field, enter the path and file name for the backup file, or click

the E] button and navigate to the backup file location. The backup file will have
a file extension of BDF.

Note: The backup file will be created on the computer where the data resides.
The path specified here must be a valid path on that computer.

2 Practice CS Project Management WalkThrough
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3. Click OK.
[01 Backup Firm @

Flease enter the path and file name for your Firm database backup file.

=t RSl 0 50.CREATIVESOLUTION\MSSQL\Data\CSP 5339
Schedule a recurring backup

4. When prompted that the backup is complete, click OK.

Note: After you complete this walkthrough, you can restore the sample database.
For instructions, see “Restoring the sample database” on page 67.
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[@ Setting Up Projects

This chapter describes some key elements of the Practice CS Project Management
module — project templates, tasks, and tracking descriptions — and their role in
creating projects for your clients.

Overview

Before you begin using the Project Management module, you will need to set up
templates for your firm’s projects and tasks. You will also need to set up tracking
descriptions that you will use to indicate the status of projects and tasks. If your firm
wishes to track additional information for projects or tasks using custom fields, you
will need to create those fields.

Project templates

Project templates define projects that your firm routinely performs, such as tax
returns, payroll, and year-end audits. They contain key project information, such as
date calculations, recurrence patterns, project tasks, budget information,
assignments, and future project generation.

Practice CS Project Management WalkThrough



Setting up projects

Tasks

Project templates, which provide default information when you set up a project for a
client, are global items, while projects are client-specific items. When you create a
project for a client, you select a project template, and project information is filled in
from that template.

[@) Practice CS - [Sampled] - [Project Templates] = =<
file Edit View Actions Setup Iools Help
i QBack D - @ H LKL A 5 ®[[JAdd -] 2
Search: | il [ Main | Tasks | Links | Custom ek
D Description « || idenification
706 Estate Tax Return o =
709 Gift Tax Returmn
ere ey Description Gif Tax Return
0 e e R Preparation of U.5. Gt Tax Retum forthe year ended [Date Fomal(Report Date Period End(-1), "MMMM d, yyyy)] ,
1040 Individual Incame Tax Ret -
1051 1040 Estimated Tax Paym | | | Project information Groupings
040EXT 1040 Extension
Engagement Business Tax Services = Responsible: |+ | | Client Partner
1040NOTICE Individual Tax Notice
2 | 1040SMPLE | Individual Income Tax Ret Pricrty: Norml [2]  Depanmenc ||| Tax Deparment =
& || TOAOTARPLAN | individual Tax Plarring Tracking Net Started =
.E 040X Amended Individual Incom Crities
5 |04 Estate and Trust Tax Retu
2 |0 Partnership Tax Rewrn | || ASsccisted Enfites: )
2 || os 1099 Budget information Assigned
1120 Corporate Tax Return Staff: |+ | | Engagement Manager
11205 S Corporate Tax Return
120 1120 Estimated Tax Paym -
ACCTSYSCONF | Accounting System Config Heurs o00f~]
ANNSALESUSE | Annual Ssles & Use Tax Amount: so00[+]
ANNUALCOMP | Annual Compilation Generation Solution
APRWRITEUP | April Wiriteup
D = Select solution: | Other =
AUDIT2 Dudit2 @ Pattern:  Due on every April 15 Selution path:
AUGWRITEUP | August Witeup
e | BIVEEKFAYRL | Bi-Weekly Fayroll
: BUSAMENDTR | Business Amended Tax R Extensions
L s e Extend the original due date by:
8 BUSTAXNOTIC | Business Tax Nofice . Eceasionfhphey Mogh(s) Dayis)
——| BUSTAXFLAN | Business Tax Flanning
& CONSULTING | Consulting
| DECWRITEUP | December Writeuo =
z Add Edit Delete Import Default Project Templates Enter Cancel
For Help, press F1 Current Login: CAT Current Period: 4/1/2014 - 4302014

Tasks are the individual activities that are performed while working on a project.
Tasks are not required in Practice CS, but they can assist your firm in managing
staff and budgeting. Each task is identified by an Activity.

Note: Care should be taken when defining Activities, as they are a part of the core
structure of Practice CS. For further details on setting up Activities, please read the
“Activity setup” section of the Practice CS Getting Started guide.

Tracking descriptions

Tracking descriptions describe the current status of each project and task in your
firm. Practice CS includes four standard tracking descriptions — Not Started,
Started, Canceled, and Completed — but you can add as many other tracking
descriptions as your firm needs. You can assign tracking descriptions to project
templates, task templates, client projects, and project tasks.

To add tracking descriptions, choose Setup > Tracking Descriptions.
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Custom fields

You can track additional information for projects and tasks using custom fields. To
set up custom fields, choose Setup > Custom Fields, and then choose either
Projects or Tasks. There are six custom field types available in Practice CS:
checkboxes, dates, lists, numbers, staff lists, and text fields.

Custom fields for projects and tasks appear on the Custom Fields tab of the Project
and Task dialogs, and also on project and task templates.

Project setup

In this section, you will set up the following:

Project template
Task template
Firm notifications

User preferences for project management

Setting up a template for a 1040 tax return project

Follow these steps to create a sample project template for a U.S. Individual Income
Tax Return (1040EX).

1.
2.
3.

From the Setup menu, choose Templates > Projects.
Click the Add button.

ID: Use these fields to choose a hame that will help you identify the project
template when you want to assign it to a client. For this exercise, enter 1040EX
in the 1D field.

In the Description field, enter 1040 Tax Return Example.
Click Enter to save the sample template.

To help with setup, Practice CS allows you to copy entire tabs from one project
template to another. The information on the Main tab of the 1040 project
template is identical to what we want for the 1040EX project template.

Note: You can copy entire project templates to create a new template, or copy
individual tabs from one template to another. When copying a template, you will
need to use a new ID. When copying tabs, all information on the destination tab
will be overwritten.

Practice CS Project Management WalkThrough 7
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7. Right-click the 1040 template in the list of project templates and choose Copy
Main Values To from the context menu.

Project Templates

Search: | [ Main |Task5 | Links |Cu5tom Fleldsl
D ’ Description - |dentification
706 Estate Tax Return D: :.1D-1-D
709 Gift Tax Return Descriot
escription: | Individual |
941 941 Employer's Quarter F e niduat ncome
950 Not For Profit Tax Return . I e
Invoice description: |

1040 Individual Income Tax Ret
1040ES 1040 Esti Copy Project Template
1040EX 1040 T .

ax Copy Main Values To... L\@. R Svichral T S
1040EXT 1040 Exte TR T T |

v ormal
T1040NOTICE Individua Copy Links To..
1040SIMPLE Individh
e Copy Custom Field Values To.., ot Started
1040TAXPLAN Individua = =
[ Entities

1040 Amended Individual Incom
1041 Estate and Trust Tax Retu Associated Entities: | Individual Entity

8. Inthe Copy Main Values To dialog, choose the 1040EX template from the To

field.
@ Copy Main Values To
From: 1040 - Individual Income Tax Return
Te: E|
D &z Diescription -

706 Estate Tax Return ™
709 Gift Tax Return
941 941 Employer's Guarter Fed TR
990 Mot For Profit Tax Return
1040 Individual Income Tax Return
1040ES 1040 Estimated Tax Payments

1040EX 1040 Tax Return Example
T040EXT k 1040 Extension -

9. Mark the I understand this will replace any existing data checkbox and click the

Copy Now button.

@ Cnpy Ma"-. va |u5 Tn ................................................................................................................................. @
From: 1040 - Individual Income Tax Return
_ 1{)4{)TaxF{etumEx,amp|e e — E

| understand this will replace any existing data

[ CopyNow | [ Cancel |

10. The 1040EX project template is now set up with most of the values already

filled in.
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Setting up projects

11. In the ID field, change the ID to 1040EX.
12. Change the Description field to 1040 Tax Return Example.

13. In the Invoice description field, enter US Individual Income Tax Return. This is
the description that can appear on client invoices if your invoice format is set up
to pull the project invoice description.

[@} Practice CS - [SampleS] - [Project Templates*] (=N e |
Eile Edit View Actions Setup Iools Help
[ GBack - - D A 8N oy - @ 5[] A - Q@
Project Templates
Search Main | Tasks | Links_] Cuslom Fiids]
[ Description « || 1gentfication A
| 708 Estate Tax Return D v
| 703 Gifi Tax Return. I I
| Jescription: 1040 Tax Retum Example
Eal 921 Employer's Quarter & e Benee
& iR ey N US Individual Income Tax Retum 7
| Invice description
| 1020 Individual Income Tax R -
| TES 1040 Estimated Tax Pay || 21| | project information Groupings
1040EX 1040 Tax Return Examp
e TR Engagement Individual Tax Services =] Responsitle: [ | Client Pariner
o || 10%0BXT | 1040 Bxtension
S |1 1020NOTICE | individual Tax Nofice Priority: Normal =] Department ] | Tax Department =
=
= || 1020SMPLE | individual ncome Tex R Tracking Net Staried =
o i AXPLA i
8 || 1040TAXPLA | ncividusl Ta Planning —
8, || 10e0x Amended Individuzl Inco
2 |oa e Associated Eniities: | Individual Bty =
@ |
Z || 1085 Partnership Tax Return Budget information Assigned 1
| 1089 1099 [7] Base on Tasks Siaff [ | Engagement Menager
1120 Corporate Tax Return
| Calculate amount automatically
11205 S Corporate Tax Return
1200 1120 Estimated Tax Pay Hours: oo0l-]
| ACCTSYSCO | Accounting System Conf Amount s0.00[+]
| ANNSALESU | Annual Sales & Use Tax Generation Solution
| ANNUALCO | Annual Compilation
| Select solution: | Oth
| AFRWRITEU | April Wiiteup selutien il =]
| AUDIT Pudit Pattern:  Due on every April 15 Salution path: [
eereeee] | AUDIT2 fudi2
[ogm UGWRITEU | August Writeup
4 BIWEEKPAY | Bi-Weekly Payroll Extensions
|| GUSAMENDT | Business Amended Tax Extend the original due date by:
| e e — Exensionhirphes Mooi(s) Day(s)
1 6 0
é& | BUSTAXNOT | Business Tax Notice 4
|| BUSTAXPLA | Business Tax Planning_| ~ * 2
» = =
B | Aol Edi Delete Import Default Froject Templates Enfer Cancsl
For Help. press F1 Current Login: CAT - Current Period: 4172014 - 420:2014

14. Project information: Use this section to assign an engagement, a priority, and a
default tracking status to the project template. Verify that the following
information is selected:

= Engagement: Individual Tax Services
= Priority: Normal

= Tracking: Not Started

Project information
Engagement: Individual Tax Services |Z|
Fricrity: Mormal (=]
Tracking: Mot Started |Z|

15. Groupings: Use these fields to make assignments for the project. You can
select a specific staff or department, or a dynamic link to be determined when

the project is added to a client. In the Department field, click the down arrow E]
button and select Responsible Staff Department.

Practice CS Project Management WalkThrough 9



Setting up projects

Groupings
Responsible: EJ Client Partner

Department: EJ Responsible Staff Department

16. Entities: Use the Associated Entities field to assign an entity to the project
template. Select Individual Entity.

Notes

=  To select entities, click the More E] button and select them in the
Associated Entities dialog.

= Adding entities to a template can speed up project setup for new clients.
When you are setting up a new client, if you select an entity that is
associated with a project template, the program will prompt you to add
projects to the client that are related to that entity.

17. Budget information: Verify that the Base on Tasks checkbox is marked. This
bases the project’'s budget information on the information set up on the project's
tasks.

Budget information
Ease on Tasks
Calculate amount automatically
Hours: D,DDE
Amount: SD.DDE

Notes

= If your firm does not use tasks, you can clear the Base on Tasks checkbox
and enter the project’s budgeted hours and amount here, or mark the
Calculate amount automatically checkbox to have Practice CS calculate
budget information based on staff rates. The budget will calculate
automatically using the assigned staff member’s hourly rate for the billing
rate assigned to the project’'s engagement. Additionally, you can choose not
to include any budget information on the template. You can add budgets to
the project once it is added to the client.

= We have not yet set up task template information for this project template,
so the Hours and Amount fields are still 0.00.

18. Assigned: In the Staff field, click the E] button and select Client Manager from
the drop-down list.

Note: If your firm is licensed for the Staff Management module, you can assign
projects and their tasks to a work queue based on staff qualifications. Qualified
staff can then select available projects and tasks from the work queue. For
more information on using the work queue, please see the topic Using the work
queue in the Practice CS Help & How-To Center and the Practice CS Staff
Management WalkThrough for a step-by-step exercise.

10 Practice CS Project Management WalkThrough
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Setting up projects

19. Solution: You can use this section to assign the project template to an
application, document, or spreadsheet (such as UltraTax CS,® Creative
Solutions Accounting,  Accounting CS, " Financial Analysis CS,® Fixed Assets
CS,® Microsoft® Word® or Excel,® or other application you have installed) that
you will use to work on the project. When you or your staff begin work on the
project, you will be able to launch the solution directly from the project or task.

Note: If your firm uses tasks in Practice CS to track specific work on non-tax
projects, you will want to add solutions on the task templates rather than the
project template.

= Select solution: Because this is a tax-related project, select UltraTax CS
from the drop-down list (if licensed).

= Completion event: Leave this blank on the project template.

Note: If you are licensed for UltraTax CS, you can log the status event in
UltraTax CS that matches the completion event in Practice CS. This will
mark the project as completed in Practice CS. For this reason, we
recommend that if you are using tasks, you add your completion events on
the task templates and use the extension events on the tax-related project
templates.

20. In the Extension Event field, enter Return Extension Filed.

Note: You would also need to add this entry to your status events in
UltraTax CS.

The Extensions section defines any due date extensions that might be
necessary for this type of project. The Extension Number indicates the
sequence for any extensions that you enter, and Months(s) indicates the
number of months and/or days by which the project should be extended past
the original due date, if necessary. For this exercise, leave the extensions
section as it is.

~N
R

21. In the Generation section, click the Recurrence || button to open the
Recurrence dialog. Use this dialog to set up the project recurrence pattern and
to select which information to carry over from the previous project when you
generate new projects.

22. Frequency: Verify that the following information is selected:
= Pattern: Annually.
= Must occur on weekdays

23. If necessary, unmark the Base on Client fiscal year ends checkbox, and set the
due date as Due on every April 15.

24. Target dates: This section specifies the dates you anticipate starting and
completing the project. The Start date specifies the project’s target start date,
using the number of months and days before due date or after received date.
The Complete date specifies the target complete date, using the number of
months and/or days before due date or after received date.

Practice CS Project Management WalkThrough 11



Setting up projects

Set up the project template’s target start date to start 3 month and 15 days
before due date, and the project template’s target complete date to 15 days
before due date.

Target dates

Start: 35 month(s) | 1515 dsy(s) |Before due date El

Complete: | 0134 month(s) | 155| dey(s) [EEECERICLES n

25. Expiration: Click the No end date option.

Expiration
@ No end date

) End after 0 [$4| occumences

26. Generation: Click the When the current Schedule Item is complete option to
generate the next project as soon as the current project is completed.

Notes

= Ifyouclick __ month(s) __ day(s) before next occurrence, the next
occurrence of the project will be generated on the designated date, whether
or not the current project is complete.

= Click When | manually create it to manually create the next project.

= If you click Generate all, the program will generate all of the projects now.
This option is not available when No end date is selected for the expiration
date.

27. Project Generation Options: You can choose to have the next project generated
based on either the project template or on the current project’s settings. If you
want to use certain settings from the current project, mark the appropriate
checkboxes. For this exercise, unmark all of the checkboxes.

12 Practice CS Project Management WalkThrough



Setting up projects

28. Click OK.

[6] Recurrence® |:||:

Frequency

Pattern: | Annuzlly E| Must occur on weekdays || Base on Client fiscal year ends
@ Dueon every | April |z| 15 %

©) Dueonthe last |z| weekday |z| of | December E|

Target dates
Start: 3154 month(s) | 1515| day(s) | Before due date |Z|

Complete: | 0% month(s) | 1515 day(s) | Before due date |Z|
Expiration
@ Mo end date

© Endatter | 0}#| occurrences

Generation
Generate the next Schedule ttem:

@ \when the current Schedule Item is complete
3 54| month(s) | 15/%| day(s) before next occurrence
) When | manually create it
Generate all

Praoject Generation Options
Generate using the current Project:

[T] Descriptions [ Notes (&} Actual E
7] Engagement [ Links Budget adjustment factors:
|| Grouping selections  [~| Custom Fields values Hours: | 1.0000
[T] Assigned selections [ Task information Amount: | 1.0000
Calendar Entries

29. Click Enter to save the template.

Opening the Task Template dialog

You can define the specific tasks that must be performed to complete a project.
Tasks are not required, but they can help with achieving electronic workflow and
budgeting in more detail.

1. With the 1040EX project template selected, click the Edit button to edit your
project template, and then click the Tasks tab.

Practice CS Project Management WalkThrough 13
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2. On the Tasks, tab, click the Add button.

E.j Task Template @
Task | Links | Custom Fields
|dentification Target dates
Order: 1 Start: 315 month(s) | 155 | day(s) | Before due date |z|
Activity: |z| Complete: 0F% month(s) | 155 | day(s) |Before due date |z|
Drescription:
Task Information Assigned
Tracking description: | Mot Started |z| Staff E] E]
Budget information Solution
Calculate amount autematically Select solution UltraTax CS |z|
Hours: D.DDE Completion event: |z|
Amount: 50.00[ =]
Notes

=  Order — Determines the order in which tasks should be completed. By
default, the task order numbers start at 1 and increment by one. Order
values must be numeric but do not need to be unique; you can use the
same order number to create multiple tasks that should be completed
concurrently.

= Activity — Assign an activity to the task template. Activities are not required,
but they help to identify the actual task to be performed.

= Staff — In the Staff field, you can assign a specific staff member to the task
template, or a dynamic link to be determined when the project is added to a
client. You can also leave this blank, and assign the staff later when the
project is assigned to a client.

14 Practice CS Project Management WalkThrough
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Notes

The Target dates and Solution sections of the Tasks tab serve the same
purpose as for projects but are specific to each task. The Notes field is
optional.

If you are using UltraTax CS and populate completion events on your tasks
that match status events in UltraTax CS, when a status event is logged in
UltraTax CS, the task's tracking description will be updated to Completed in
Practice CS.

If your firm is licensed for the Staff Management module, you can assign
projects and their tasks to a work queue based on staff qualifications.
Qualified staff can then select available projects and tasks from the work
gueue. For more information on using the work queue, please see the topic
Using the work queue in the Practice CS Help & How-To Center and the

Practice CS Staff Management WalkThrough for a step-by-step exercise.

You can choose to have Practice CS calculate the budget amount
automatically based on the assigned staff member’s hourly rate for the
billing rate assigned to the project’'s engagement or task’s activity.

Adding tasks to a project

1. Add the following task templates to the 1040EX project template.

Field Entry
Task 1 Task 2 Task 3 Task 4
Order 1 2 3 4
Activity Client Preparation Review Assembly
Meetings &
Discussions
Tracking Not started Not started Not started Not started
Description
Start 3 month(s) 15 3 month(s) 15 0 month(s) 15 | 0 month(s) 15
day(s) Before day(s) Before day(s) Before | day(s) Before
due date due date due date due date
Complete 0 month(s) 15 0 month(s) 15 0 month(s) 15 | 0 month(s) 15
day(s) Before day(s) Before day(s) Before | day(s) Before
due date due date due date due date
Staff CAT None CAT None
Select Solution UltraTax CS
Completion Client Meeting | Preparation Review Client Copy
Event Complete Complete Complete Complete
Notes

You can add links to tasks by clicking the Links tab. See “Adding links” on

page 19 for more information.

= If your firm has defined custom fields for tasks, click the Custom Fields tab
and enter the appropriate information.
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2. Click Enter to save the task template.

| Main | Tasks | Links | Custom Fie|d5|

Order Description Assigned Activity Trgt Comp Menth  Trgt Comp Day  Tracking
1| Client Meeti | Turner, Cind | Client Meeti 0 15| Not Started
2| Preparation Preparation ] 15| Net Started
3| Review Turner, Cind | Review 0 15| Not Started
4| Assembly | Assembly | 0 15| Mot Started

Other project setup options

Now that we have created a project template for the 1040EX - 1040 Tax Return
Exercise, let's look at setup options for some other types of project templates.

Generation options

When generating future projects, you have the following options for when to

16

generate the next project:

=  When the current Schedule Item is complete
= __month(s) / _ day(s) before next occurrence
=  When | manually create it

=  Generate all

Generate the next Schedule ltem:
@ ‘\when the current Schedule ltem is complete

2 %4 month(s) | 1513 day(s) before next occurrence

) \when | manually create it

Generate all

Generate using the current Project:

[C] Descriptions [C] Motes [] Budget information | Actual
[7] Engagement [ Links Budget adjustment factors:

[] Grouping selections [ Custom Fields values Howrs: | 1.0000

[7] Assigned selections  [] Task information Amount; | 1.0000

Calendar Entries

Practice CS Project Management WalkThrough
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Setting up projects

When generating a recurring project such as a monthly write-up, using the second
option — entering the number of months and days before the next occurrence of the
project — can help simplify project planning by allowing you to postpone generating
future projects until closer to their due date. Generating projects this way allows you
to see only current projects and any projects that are overdue.

For example, if your write-up projects are typically due at the end of the month, you
could set up the template to generate the next project 10 days before the current
project is due. At the end of the month, you can filter your list of projects to show

only the projects for the next month and any outstanding projects that have not yet
been completed.

Manage Projects
Projects | Project Tasks

=] (&]

F‘rojemTe\xlle is [=] | marwRITEUR[<] [] Open Projects only
| Due *
: # ClientID  Client Description  Parent Client Project Project Description Engagement  Responsible Assigned DOffice Extension  |s Extended
B Due - 4302014 (2 items)

560 | ACEADVERT | Ace Advertising | ACEADVERT | MARWRITEUP | March\iriteup | | ACCOUNTING | Rogers. Melissa | Turner, Cindy | CALIFORNIA

576 | CRAWFORD | Crawfords Steak | CRAWFORD | MARWRITEUP | March Writeup ACCOUNTING | Tummer, Cindy | Tummer, Cindy | MICHIGAN
| e b
Tasks | History
B orer Description Activity Assigned InVork Queue  Staff Qualifications  Terget Start _ Target Complete Tracking Staried  Completed

Note: See page 34 for details on using the Manage Projects screen.
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Recurrence patterns

For a recurring project, such as payroll, due date options change depending on the
recurrence pattern you select for the project template. If you choose Monthly, you
need to specify the due date of the month (for example, the 31st of every month) or
which weekday of every month. You can also have the program adjust the due date
so that it must fall on a weekday.

[&) Practice €5 - [Sampled] - [Project Templates] o @3] =
File Edit View Actions Setup Tools Help
PQBak -0 - & A 2 X o &) Add - & @~

2 | Project Templates

Search
D Description +| | dentification -
BIWEEKPAYRL | Bi-Weekly Fayroll
BUSAMENDTR | Business Amended Tax R 9/ fecung SR ECE
Suency
BUSTAXEXT Business Tax Extension M Faten P B
BUSTAXNOTIC Business Tax Notice -
BUSTAXPLAN | Business Tax Plannin @ Dueonday ofevery | 12| monthis] .
CONSULTING | Consulting
DECWRITEUP | December Writeup @ Dueonthe |last [v| weekday [x| cfevery 1% mont
g EBPAUDIT Employee Benefit Plan Au ™
$ || FEBWRITELP | February Witoup e =]
= || FEDTAXAUDIT | Federal Tax Audit
2 ([ JANWRITEUP | January Writeup Complete: | 005 monthis) | 04| dayls) Afer received date [+ |
_5 JULWRITEUP | July Writeup Expiration
E JUNWRITEUP June Writeup @ No end date E]

MARWRITELP March Writeup
MAYWRITEUP May Writeup
MERGERACQU | Mergers & Acquisitions
MONCOMP Monthly Compilation
MONSALESUSE | Monthly Sales & Use Tax
MONTHPAYROL  Monthly Payroll
NFPALDIT | Net-For-Proit Audit = @ | 012 month(s) | 202 dayls) before next occurrence
NOVWRITEUP | November Whiteup
OCTWRITEUP October Writeup
OTHERTAXAUD | OtherTax Audit Project Generation Options
PAYTAXNOTIC | Payroll Tax Notice Generate using the current Project
QTRCOMP Quarterly Compilation [C] Descriptions Notes
GQTRPAYROLL | Quarterly Payroll [T Engagement Links
(D || QTRSALESUSE | Quarterly Sales & Use Tax [F] Grouping selections Custom Fields values Hours: | 1.0000
[ e || GTRWRITEUP | Quarterly Writeup [C] Assigned selections [¥] Task information Amount: | 10000
3 REVIEW Review Calendar Entries

B ] Doas | (el [mnfimenla) |25 Cancel

Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

m

) Endafter | 0 [$| occurrences

Generation
Generate the next Schedule ltem:

‘2 When the current Schedule hem is complets

2 When | manually create it

Generate all

OE

Budget information | Budgeted| » |
Budget adjustment factors

I

For Help, press F1

If your payroll is due semi-monthly, you must choose either 1st and 15th or 15th and
last day of month as your due date.

@ Recurrence™
Freguency
Pattern: Semi-manth ||Z| &

| Must occur on weekdays

) 1st and 15th

(@ 15th and last day of month

However, if your payroll is due bi-weekly instead of semi-monthly, you can choose
Daily for the recurrence and specify that the project is due every 14 days on a
weekday.

Iﬂ_, Recurrence®
Freguency

Pattern: | Daily IEI Must occur on weekdays

Due every | 14 51| day(s)
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Notes

= If you select None for the recurrence, no due date options are available, and
you must manually generate the next project when the current project is
complete.

= If you select Periodic for the recurrence, you must select at least one month
from the drop-down list and enter a day of the month in the field provided.

Adding links

You can link projects and tasks to files, folders, and web pages. You can also add
links to FileCabinet CS® documents or GoFileRoom® documents, if you are licensed
for these applications. This feature enables you to associate items with project or
task templates, which adds the links for each new project or task generated from
the template, or with individual projects or tasks. For example, you could link a task
template to a checklist used for completing that task.

1. Open the project template, task template, individual project, or individual task to
which you want to add the link.

2. Click the Links tab.

3. Right-click within the tab and choose the command for the type of link you want

to add.
=  Add Files
= Add Folder

= Add Web Page
= Add FileCabinet CS Document
= Add GoFileRoom Documents

4. Navigate to and select the item to which you want to link, then click OK. (For
files, click Open.)

Custom fields

If your firm has defined custom fields for projects, click the Custom Fields tab and
enter the appropriate information.
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Notifications
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Duplicate task orders

When you add tasks to a project, each task is assigned an order, starting with 1 by
default. You can change the order numbers, if necessary. For example, some
projects may have tasks (such as audit fieldwork procedures) that need to be
performed simultaneously by multiple staff. To indicate simultaneous tasks, you can
use duplicate order numbers. This way, you can signal that the next task is ready to
be worked on as soon as all of the simultaneous procedures are completed. All
tasks with the same order number will be ready to be worked on at the same time,
and tasks with the next order number will not be ready to be worked on until all
tasks with the previous number have been completed.

[} Practice C5 - [Sampled] - [Project Templates] =B s
File Edit View Actions Setwp Tools Help
PG Back - O - D & & 6 o &[] Add - QA @-
Search Custom Fields
o Descripion | ~ | || Order / Description _ Assigned Activity  TrgtComp M TrgtCompD  Tracking
06 Estate Tax Retum ([ i i 5
708 Git Tax Retun |5 Engagement Engagement | 5 21 Not Started
a1 $41 Employer’s Guarter Fe | || || 5| Pre-Analytic Fre-Analytic 2 21| Not Started
950 Not For Profit Tax Return 5| Risk Assess Risk Assess 2 21 Not Started
1040 Indivicual Income Tex Ret 5| Minutes Minutes 2 21| Not Started
1040ES 1040 Estimated Tax Paym || & 10| Cash Cash 1 20| Not Started
1040EX 1040 Tax Return Example 10| Accounts Re Accounts Re 1 20| Not Started
o || Tos0EcT 1040 Extension |7 10 inventory Imventory 1 20/ Not Started
& || osonomicE individun Tax fiotes | 10/ Frepaids & Frepaids & 1 20/ Not Started
n& 1040SIMPLE Indivicual Income Tax Ret 10, Property, Eq Property. Eq 1 20/ Not Started
£ |[1040TRPLAN | Individusl Tax Planning || 0] Notes Fayab | Noles Payab i 20 Not Started
S || Foaox [ o r— |10 Accounts Pa Accounts Pa i 20 ot Started
3 |[qos Esteteand Trust Tax Retur | ||| 10| Other Curre Other Curre 1 20| Not Started
Z |0 Parinership Tax Retum 0] Equity Equity 1 20/ Mot Started
1099 1088 10| Income Tax Income Tax 1 20| Not Started
1120 Corporate Tax Rewn | 10/ Revenues Revenues 1 20| Not Started
11208 S Corporate Tax Retun | 10| General, Ad General, Ad 1 20| Net Started
1120w/ 1120 Estimated Tax Paym | 10/ Other Incom Other Incom 1 20| Net Started
ACCTSYSCONF | Aocounting System Config | ||| 15| Finanical & Finanical & 1 18] Not Siarted
ANNSALESUSE | Annual Sales & Use Tax |20 Anslytical Pr Analytical Pr 1 16| Net Started
ANNUALCOMP | Annual Compilation | | 25 Werkpsper ) Workpaper 1 14| Not Started
APRWRITEUP | Aprl Wiiteup | 30 Financial St Financial St 1 11| Not Siarted
“nJ | 35| Financial St Financial St 1 8/ Not Started
- AUDIT2 Audit2 40 Managemen Managemen 1 5| Not Started
b ] AUGWRITEUR | August Writeup 1 Ul 45| Assembly Assembly 1 3| Net Started
[T || BWEEKPAYRL leckly Payroll |50 Delivery Delivery 1 1| Not Started
(D || BUSAMENDTR | Business Amended TaxR | 55| wrap Up Me Wrap Up Me 1 0 Not Started
BUSTAXEXT Business Tax Extension
(;‘ BUSTAXNOTIC | Business Tax loice | _ 2dd Delels
i _: Add Edit Delete Import Default Project Templates Enfer Cancel
For Help, press F1 Current Login: CAT ~ Current Period: 4/1/2014 - /3012014

Notifications are global setup items, enabled at the firm level, that inform staff
members when monitored events occur. You can set up notifications to be delivered
to specific staff and also by staff role (for example, to the staff designated as
Responsible or Assigned on a project). All notifications can be viewed in the
Notifications portlet on the Staff dashboard. They can also be received as desktop
notifications, which appear temporarily on screen and then fade away, similar to
email notifications in Microsoft® Outlook.® Staff members can specify in their User
Preferences whether they want to receive desktop natifications.
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Firm setup
To enable notifications:

1. From the Setup menu, choose Firm.
2. Click the Notifications tab.

3. Inthe Project Management section, mark The Assigned on a Project changed
checkbox. Then mark the Assigned checkbox so that the person to whom the
project was reassigned will be notified.

4. Mark The due date on a Project changed checkbox. Then mark the
Responsible checkbox to send a notification to the staff member designated as
responsible on the project if the due date changes.

5. Mark the Notify the Staff assigned to a Task that it is ready to be worked on
checkbox. This will notify the staff assigned to the task that the task has been
marked as “Ready” for them to work on.

6. Click Enter to save your changes.

[ Practice 5 - [Sample] - [Firm®] |0
Ele Edie Miew Actigns Sup Jools Help
i Bk=-D- T 4TS K 0 & 9 D) Ak - =

Man | Cortact info | Preferences | Bl and AT | Benefits | Temnology | Metfications

Mgnitoned Event ety Patres Maruger  Notfy by E-
mad

Notrty the St assigred to o Task that it is ready 4o be worked on

on Pane

User preferences

As with other areas of the program, user preferences for the Project Management
module are unique to each staff member. Because you are currently logged in as
staff CAT, these user preferences will apply to staff Cindy Turner.

1. From the Setup menu, choose User Preferences.
2. Click the System tab.

3. To receive desktop notifications whenever a monitored event occurs, mark the
Enable desktop notifications for monitored events checkbox.
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4. Mark the Show desktop notifications until closed checkbox so that desktop
notifications stay on screen until you close them.

@ User Preferences
System | Time & Expense Entry | Biling | Receipt & Adjustment Entry

Alternate background color onlists

Use Enter key to move between fields

Enable desktop notifications formonitored events
Show desktop notifications until closed

closed.

When selected, the "Toast" style notification window will remain opened until manually

Favorite screen: Staff Dashboard |Z|
Reset the "Don't show this message again” checkbox forall messages
Beset to new Staff defzults for Firm

5. Click the Time & Expense Entry tab.

6. Auto display Task selection: For this walkthrough, verify that this checkbox is
unmarked. You would mark this checkbox to cause the Task Selection dialog to
open automatically during time and expense entry whenever you select a
project, allowing you to update project and task information while entering your

time.

Practice CS Project Management WalkThrough



Setting up projects

7. Mark the Start Timer for Projects checkbox to start a timer whenever you launch
a solution from a project or task.

ta: User Preferences™

System | Time &Expense Entry |Biing | Receipt & Adjustment Entry

Settings and field defaults

Entry Field Default Skip Hide Description -
Sheet Date Most Recent [
Client ] E
Engagement [}
Project ] E [}
Project Solution Button [ =]
Task Selection Button ] =
Task ] =
Task Solution Button & &
Activity D -
Timer rounding Entry
' No rounding @ Enter hours
*) Standard rounding ") Enter minutes
@ Always round up [] 1mplied decimal on amounts

[[] Auto display Task selection
Rounding increment: | 0.25 hours

[] Auto display CustomFields entry
) Round each elapsed time
@ Round accumulated elapsed time [ Auto fill from last entry

[¥] Automatically checkspelling

Timer behavior: Display settings
[ Allow simultaneous timers [¥] Display billed time and expenses

[¥] Display hashtotals

Start-up tab: | Entry |z|
Reset to new Staff defeults for Firm

8. Click OK to save the user preferences.

Adding projects

There are three main ways to add projects to a client in Practice CS:

= Through the Manage Projects screen

= Through the Projects tab of the Clients setup screen

= Through the Edit multiple Clients link on the Clients setup screen
You can add an unlimited number of projects to a client in Practice CS.

Adding projects in the Manage Projects screen

The Manage Projects screen provides a central location where you can view, sort,
search, filter, and group projects and tasks for all of your clients in one place. If you
have the appropriate security privileges, you can also add and update projects in
this screen.

1. From the Actions menu, choose Manage Projects.
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2. Right-click and choose Add Project from the context menu.

5 1|
s [y Pspemest Due  Respoesible  asigoed Ofice Exieraicn WE *
I0ST | Muller, Steve Fogers, Mehss  MICHIGAN 1 1
e e e e e e
| 41520 | Fogers, Msinsa | Rogars. Melns | MICHIGAN | -
1530 | Tumar, Cindy | Ragers. Meliss | MICHIGEN

433 | ENGS Eang, Sally

|90 THARNA | Herea Jascn

| 491 JONESRS | Joows. Flon & Jemn |
492 WALSON | Whison Dand Joa |

. |
E s s S i |
I P mm”"""’m ecE: i 5
é 511 ALPHA | Aphs Promasons | ALPHA ) Parmership Tax B | | BUSNESSTAX | 41520 [
512 ANIMAL Animal Sheher 101 | ANIMAL 1041 Eatate and Trust T BUSINESSTAX | 41520
|| 518 ANDERSON | Andeescn, Joo 8K | ANDERSON | 1040 [indmdonl ncome || INDVTAX | 41520
E | |SHTBENTON | Berion Siephame | BENTON | 1040 T indnidaal ncome || INDRVTAX | 41530 |
|521 BINGTA | Bing. Teddanptl | BINGTA [ 1040 Indidusl Income | | INDRVTAX | 41520
|52 EADWIS | Brown Jersld L BN BROWNJ | 1040 indidiml Ircome | | INDRVTAX | &80 |
(5[ GODBY | Gl Ml & | GOWEH | 1660 | o | | BOVTE | £1520 e, b
535 QUINN Chainn, Brien & Mec | QUINN | 1040 Indridival Income: IMDIVT AR ansa |
| 526 STH | Smith Tom & Kesh | SMITH | 1040 |Indidosl Income || INDRVTAX | 41530 |
| 57| CRAWFORD | Crowlords Sk | CRAWFORD | 1040 indrvidkal Income || INDIVTAX | 471820 |
i o i S i e i e =
2 i ] §
| Taks | bissony
(B Order Description Activity lasigned  Tarpet St TorgetComplete  Tracking  Storied  Completed
[Ererer
For Help, preas F1 Curnees Login' CAT - Curment Peried: 412014 - 43207014

3. Inthe Project dialog, select client HANNA (Hanna, Jason) from the Client drop-
down list.

4. Inthe Project field, select project ID 1040EX.
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5. Press the TAB key. Notice that the default information from the template
completes the rest of the fields.

@ Project” ‘?||§|
Main | Tasks | Links | Custom Fields |
\dentification ———————— Target dates ——————— Actusl dateg ———————————
Humber: (Next Avsilable) Start 123172014 [w] Received: | (none) =]
Client: Hanna, Jason [=] Complete: 312015 [»] Stert: (none) [=]
Project: 1040 Tax Return Example |z| Complete: | (none) E'
Description: 1040 Tax Retum Bxample] Duedates ——
US Individual Income Tax Retum - Extension: | Not extended [ |
Invoice Description:
ol Current: 4152015 [+] Orginal: |4/152015 [+]
Froject information ———m8 —— Groupings ———
Engagement: Individual Tax Services |z| Responsible: | Rogers, Melissa
Pricrity: Hormal [+]  Department | Tax Department [~
Tracking Not Started |z|
Budget information ———78 —— — pssigned —————
Base on Tasks Calculate amount automatically Staff: E]
Heours Amount
Budgeted: 0.00[] 0.00[+]
Actual: 0.00 0.00
Est. Remaining: [] Reminder | (none) |z|
% Complete: Solwtion ————————
Generaton —78 — M Select solution: 2013 UltraTax CS |z|
@ Completion event: |z|
Pattern Due on every April 15
Extension event: Return Extension Filed |z|
weteg ——
-

6. Click the Tasks tab, and notice the four tasks that you set up on the project
template.
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7. Select Task 1 and click the Edit button.

8 Project” L=
[Main_| Tasks | Links | Custom Fieds
Order  Description Activity  Activity Description TargetComplete  Tracking Strted  Completed A
1| Client Mectings & | CLENTMEET | Client Mectings & | 33172015 | No Saried [ | Turne
2| Preparation PREPARATION | Preparation 33112015 Not Started
3| Review REVIEW Review 33112015 Not Started Tumer
4| Assembly ASSEMBLY Assembly 33112015 Not Started
< I »
[ asd ][ e ][ Deete

8. Under Budget information, enter 0.5 in the Hours field. The amount calculates
automatically.

Note: You can set up budget information for a project or for each individual task
in a project. Budgeting allows you to later analyze your projects to improve
project planning.

9. Click OK to close the Task dialog.
10. Click OK to close the Project dialog.

Editing a project in client setup

26

In the Clients screen, you can view all of the projects for each client. You can also
add, edit, and delete project information here.

1. From the Setup menu, choose Clients.
2. Select client HANNA (Hanna, Jason).

3. Click the Edit button.
4

Click the Projects tab.
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5. Click the expand [# button to the left of project 1040EX to display all tasks
associated with the project.

(B ciecs. s e =
Hle fdir Wew Actgne Zetup Jools Help
LBk oD DGR GS BB B A @
Clients
=1 [¥]
= Datarjption Man_| Contact inta | Engagements | Froects | Beg ond AR | ks | Cumom Pk | Notes | remary
BT idvanced Advertising Cons
i Dpen Projecss cely
ABCP ABE Partnership o
SCEATIVER | Bos Advart #| = Preject Progect Descnption Engagement Tracking Taeget Complete  Respoesible Lasigne
- e B = b 55 100 Indriinl Inceme Tz Fletum MDA Cempleses R0 Fizgers Melissa  Semith, Jer
E m'“ ju‘.h,mh:ﬁ ¥ 230 10s0 Indrasunl insome Tax Festun INDRVTAX Compieted B300012 Fogers, Melssan | Flogers, Mel
o ;';]:_L“ e e 238 WHGEKT | 1080 Extermion INONTAX Compieted W Flogers, Mebssa | Smath. Jerrs
5 BENTON + 325 00 | Indnicual income Tax Rt INCHTAY Complesed I35 Fogers, Melissa | Fogers, Mel
] 'm_‘i" _'g — " | &3 TMTSMPL | indnidusl Income Tax Retum T INGRTAR | Suarted | a5z | Rogers, Melssa | Flogers, Mgl
- P :"’:"; B RNOTIC | Indidual T Noboe INORTAR Sred ] [ Piogers. Mekasa | Fogers, Wel
= HGTA ng. Ted & dogeln g = -
= 13 1040EX | 1040 T Return E INBITEX Nt Searies 3312015 Flogers, Mk
S || A0l rown dersid & Bizabeh || | il s
CREWFOR | Crawlords Stesk House (3] Order Descighon  Feady Fetrty setinty Descripton  Target Complete  Trachng fagred
GOLDEN | Golden, Micheel & Meredidh 1) Cluwrt Mestings B | of | CUENTMEET | Claet Mestings & Dv | 391015 Bict Starind Tuerir, Ciry
| i Frearsion | FREFARATION  Preparation FIEE Hick Siaried
JOMESRY | Jones, Roa B Jesny | 3 Review REVIEW Feview I Pict Searted Tume. Cindy
MANSFIEL | Marsbeld, Edward & Sylnia 4 Aspembly ASSEMBLY Aasembly I Pct Started
FROTO | Prototype Design
== G Paimes, Velano, Marsnez &
| L Colling, Brgwn & Lewis Adv
| EED Guann, Snan & Michelin
“ SMITH Serwthy, Tomn & Kathiser:
|| WSO | Wisen. Dan & Joanne % =
& g |[ x| [ owes |
£ £kt rudbpie Chients [ me | gwca |
For Meip, preas F1 Cusrent Logen: CAT - Current Period: 4172014 - 8302074

6. You have already assigned a staff member (CAT) and budgeted task 1 for this
project. Edit the remaining tasks as follows by selecting each task and clicking
the Edit button.

Note: You can also right-click each task and choose Edit Task from the context

menu.
Order Activity Staff Budgeted Budgeted
Hours Amount
2 Preparation JPW 0.5 112.50
3 Review CAT 0.25 56.25
4 Assembly MHR 0.25 56.25

7. When finished editing each task, click OK to close the Task dialog.

8. Click Enter to save the updated project information.
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Adding a project in client setup

You can also use the Projects tab of the Clients setup screen to add projects. The
Projects tab lets you create a client’s projects while you are entering their other
setup information. Also, if you have associated project templates with the entity that
you use for setting up the new client, the program will prompt you to add the
associated project template(s) when you select the entity.

28

1. Inthe Clients setup screen, click the Add button.

In the ID field, enter NEWCLIENT.

2
3. Inthe Entity field (in the Groupings section), select CCORP.
4

Press the TAB key. Practice CS will prompt you if there are project templates
associated with the client entity you have selected.

The C Corporation entity is associated in the program with the 1120 project.

D
706
709
941
990
1040
1040ES
1040EX
1040EXT
1040NOTIC
10405IMPL
T040TAXPL
10405
1041
1065
109%
11208
1120w
ACCTSYSC
ANNSALES

@ Project Templates

=] )

Description
Estate Tax Return
Gift Tax Return
941 Employer's Quarter Fe
Not For Profit Tax Return
Individual Income Tax Retu
1040 Estimated Tax Paym
1040 Tax Return Example
1040 Extension
Individual Tax Notice
Individual Income Tax Retu
Individual Tax Planning
Amended Individual Incom
Estate and Trust Tax Retur
Partnership Tax Return
1039
S Corporate Tax Return
1120 Estimated Tax Paym
Accounting System Config
Annual Sales & Use Tax

m

Select All ==

<< Remaye Al

1D
1120

(el

Description
Corporate Tax Return

G

5. Click OK.

Practice CS Project Management WalkThrough



Setting up projects

6. Click the Projects tab, and notice that the 1120 project has been added for the

new client.
[ Practice 5 - [Samphed] - [Clients'] [E=S F=R =5
Ee ot View Actges Setup Toch Help
PGk =D - @50 EF e LA - >
- | %]
) Descnpnon Mse, | Cantict o | Engagamects | Prects |Biing and A/R | Links | Custom s | Notaa | oy
Febvanond Averising o Cioien Preyects oely
AL Parnarship
oy T E: Project Projec Descrpton Engagerens  Traching __TageiCavpleis  Resporuitle fesigd
o Gy (et Eaa] 1700 Corporaii Tax Fiekum OSINESSTEY THat Sared
Hgha Proctiors
o S0 | Anderscn. Jot b Kam
= Arimal Shelsee 101
(v { | Berton Stechanie
g Biog. Sally
k-1 Bing, Ted & Angels
= 1| Beown, Jerskd & Elizabeth
3 D | Crawioeds Stesk House
= Gobden, Michael & Meredh
Hanna, Jason
3 | Jones, Fon & Jecey
Marafield. Edward & Sybv
Prototre Design
Parnes, \elano, Marnez
Collins, Brown & Lewis A
heommeee | GILINN | Ghuier, Brioe A Michelle
S SHTH | Seith. Tom & Kathieen
CASS| WALSON | ilson, Dan & Jearee
"
1=y
; & ey Lelete.
: 4 £t muktle Cliesss | Eve || cowe |
For Halp, preas F1 Cutrert Logen: CAT - Curred Panod. 417014 - 2305008

7. Click the Engagements tab and notice that the BUSINESSTAX engagement
has also been added to the client because this is the engagement on the 1120

project template.

8. For this exercise, do not save the new client. Click the Cancel button.

Editing multiple clients
The Edit multiple Clients feature provides a quick way to add one or more projects
to many clients at one time during client setup.

Note: You can also add engagements to multiple clients with this feature.

The following exercise illustrates how to add projects to multiple clients.
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In the Clients setup screen, click the Edit multiple Clients link at the bottom of
the screen.

= [¥]
9. Descrighor (Mo Cortace i Engaganeres | Pcpecs | g nd AZR [ Lk, | G | et [ oy
MG, | Mbesceist Mvariiog O ] i S - -
AP [ Punantip || et
ACEADVE | Ace Advertising 1D; HANMA ENSEN beeariarered
ALPHA Hgha Promotions .
{ Descrigtion: | Hpera,
@ ANDERSD | Ancerscn. Jod B Kam e
§ ANIMAL | Beial Shelset 181 Mome 1| Jason Haena
BENTON | Berton. Stechane Nare 2
£ [|emos | meg ey Fiest Name Lass Hame:
BINGTA | Bing, Ted 5 Argels i
% BROVNJ | Brown, fersd & Elcabeth e :
B || CRANFO_ | Crawords Sesk House Aybinke
GOLDEN | Gobden, Micheel & Maredh Spouan S5 i
Cheert irdormation Grouama
JONESR) | Jonea. Fon & Jeory ) . B :
MANSFIEL | Maostold Edward 85y || T [Chent o Michigan Offce =
PROTO | Proteype Design ) [z] Pewer | Roges Melies [=(-]
PM__ | Pomen Veiro Macner || S [anaom 1 [z]
O S ot e e et Inone) [z]  asceme =
QUINN Quen, Brisn & Michelle e — - —
e || SHATH | Seith. Tom & Katben e Dokl ] S SEMAS! Cot Izl
18 m?ﬂ‘ ‘w‘mn.'.\uJ — AP L OWI?J Industry Code
NN Wk D & Jowrs i e
Eeves Carvel

Cusrerd Logi: CAT _ Curreed Paviod 12014 - 2302018

In the Edit Multiple Clients dialog, click the Add Projects option.

Click Next.

Choose how you would like to edit your Clients:

() Add Engagements

(@ Add Projects

() Change Client information

(2) Change Engagement information

(@ Merge Clients

Back [ MNet ][ Fnsh | [ Cancel
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4. Inthe left pane of the dialog, click each client to which you want to add projects
and then click the Select button. For this exercise, select clients ACEADVERT
(Ace Advertising) and ALPHA (Alpha Promotions).

[ Edit Multiple Clients - Add Projects
Select the Clients you would like to add Projects to:
]
1D Description - ID Description
AAC Advanced Advertising Consultan ACEADVERT Ace Advertising
ABCP ABC Partnership ALPHA Alpha Promotions
ANDERSON Anderson, Joe & Kim
ANIMAL Animal Shelter 101
BENTON Eenton, Stephanie 1 Salect >
BINGS Bing, Sally 3
BINGTA Bing, Ted & Angela
BROWNJ Brown, Jerald & Elizabeth
CRAWFORD Crawford's Steak House
GOLDEN Golden, Michael & Meredith
HAMNNA Hanna, Jason
JOMESRJ Jones, Ron & Jenny
MANSFIELD Mansfield, Edward & Sylvia
PROTO Prototype Design
PYM Parnes, Velano, Martinez & Co.
nAl Colline Broam & | swis A

Notes

= To select multiple clients in the list at once, hold down the SHIFT key and
click each client with your mouse pointer. To select non-consecutive clients
in the list, hold down the CTRL key and click each client with your mouse
pointer.

= If you want to select all of the clients in the list at once, click the Select All
button.

= Click the Remove or Remove All button to remove clients from the list of
selected clients.

5. Click Next.
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6. Inthe left pane, double-click each project that you want to add to the clients you
have selected. For this exercise, double-click the AUDIT project.

[} Edit Multiple Clients - Add Projects ==

Select the Projects you would like to add to your Clients:

Description - 1D pl Description
1099 1033 AUDIT Audit
1120 Corporate Tax Return
11205 S Corporate Tax Return
1120w 1120 Estimated Tax Payments | |
ACCTSYSCONF | Accounting System Config j Select >
ANNSALESUSE | Annual Sales & Use Tax 3 I
ANNUALCOMP Annual Compilation W

APRWRITEUP Lpril Wwiriteup

AUDITZ Audit?
AUGWRITEUP Lugust Writeup
BIWEEKPAYRL | Bi-Weekly Payroll
BUSAMENDTR Business Amended Tax Return
BUSTAXEXT Business Tax Extension
BUSTAXNOTIC | Business Tax Notice

BUSTAXPLAN Business Tzx Planning
FORSTING Cansultinn

< Back Net> | [ Frish Cancel

7. Click the Finish button to add the project to the selected clients.

Note that this project now appears on the Projects tab for each client.

| 5 Practsce €5 - [Simgiek) - [Clients] === Ew
file £t Yiew Actions fewp Tools lielp
Pk - - F Ao BE o BT A < o

D’ Deseription | s | Contact ko | Engsgemerts | Promels | Biing snd AT | Liks | Cussom Fiids | Motes | Hetony|
2 Actvnnced fdversaing Ca

! _ Open Propects ool
ABCP ABC Partnership i i

ACEADVE | Ace Adverssing A e Sroieet Bicject Dorcriphon Erpmmomen ;| oo Yrmckion ;| Torgel Comeloin = Aspermitle dosipmerd
s 1 411085 | Paresehip Tax Heturn | Completed | 312071 | Rogers. Melissa | Johnson. Kambert |
- B o T0es Porineeship Tnx Ak Completed TITZ Fingers, Welisan | Johnacn Kimberd
] Se0ER0 mﬁd: ?;'!‘ @ 43 CUSTANPL | Business Tax Flanning TBUSINESSTAX |Complews | 12302011 | logers, Melissa | Johnson, Kamberl |
& [l eenton | senen Sephanie L SR SALLIVTR)) | e e e UL TN ] Complatect Y44 201, | Rmcny Melinan | il Sheca))
]| P s e 192 CONSILTT | Coraiding - vich Diign [CONSULTING | Completed | 8312011 [Rogees, Meliasn | Jchnacn, Kamber
‘G: ENGTA B - Ted b Angela i 212 TAXCOMP | Tax Compilation BUSINESSTAX .Coﬂ'debed a2 Rogers, Malisss | Johnseon, Kamberd
S i B o i 24 ACCTSYSC | Accounting Systen Conbg |CONSULTING | Compleled | 1202012 Fogers. Mebwea | Miller. Sieve
% e et oo ||| 7 |51 ot Tox Arkum |BUSINESSTAX | Compleied | 41078073 [ Fiogers Welizsn | Wille, Seie
b | il m’"l_’ || 9 BUSTAPL | Business Tax rlsnring (GUSWESSTAX | Congleted | THTRENZ | Mogers, Melissn | Millr, Sive
bzl L .::: d i 16 TANCOMP | Tax Comeilabion BUSINESSTAN | Completed IO Flagers, Melissn | Millr, Steve
g L 438 BUSTAMPL | Busiess Tax Flarning | BUSINESSTAX | Completed | Fagers. Melissa | Miller Steve
O B St B s i [ S5 | Poreership Tox Asrn |PUSINESSTAR. | Fiok Sinried [ Fiogers Welizsn | Willer, Sirce
mi i L Ao 1 545 TAXCOMP | Tax Comgilaticn BUSINESSTAX | Completed Pagers, Melissn | Miller, Sieve
xw m”:\::"m“” i 583 CONSULTI | Comsallry - bisb Design Updste CONSULTING | Completed i Hogers, Melisss | Miller, Sirve
3 e 596 AUDIT | A AT et Stareed 2230015 Regers, Melissn

GEL | Collins, Grown & Lewss A
by | GUINN | e Erian & Mchelle

r EMITH | Smith, Tom & Kathleen
- WALSON | Vilscn, Dan & Joanne

2 oo [ e [ osmwe | Eit il Clierts g

lesml
For Help, press F1 Current Login: CAT  Cusrent Pericd: 412014 - 4302014

Note: You can also access the Edit Multiple Clients dialog from the Manage
Projects screen (Actions > Manage Projects) by right-clicking and choosing Add
Project to multiple Clients from the context menu.
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In this chapter, you will learn about the different areas of Practice CS from which
you can manage your firm’s projects:

= Clients screen

= Manage Projects screen
= Client Dashboard

= Staff Dashboard

Managing projects in client setup

You can use the Clients setup screen when you want to see all of the projects for a
particular client.

Viewing all projects and tasks for a client

1. Inthe Clients setup screen, select client AAC, Advanced Advertising
Consultants, from the selection list.

2. Click the Projects tab.
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3. To see all of the tasks associated with this client’s latest AUDIT project, click
the expand [# button to the left of project #432.

5! Practice €% - [SampleS] - [CHests] o ]
Ele o Yiew Actigns Zewp ook Help
i@ O DG m A B Wy 2] ke e

- w

Man | Cortact i | Enpapamants | Perects | Blleg and AR | Liks | Custom sk | Mot | Fatory

Open: Propmcts only
NG Frepeet Fropect Descnptron Empogerert Trachg Taigel Complele  Reapomible Searged I Extordded *
b A AUDIT Aust BLDET Compheisd ZTIE Miler, Srve | hison. Jet

ABC Parmership
T | Ace bcdverinng
Sipha Promosors
Anderson. Joe & Kim 9] Oree Descogtion  Ready
Animal Sheltes 101
Berion. Siechanie
Bing. Salty

Bing. Ted & Angela

Trncking dasigned Vo Quset SO Dusk
Cornplning Willa, Sieve
Cornpleind Milles_ Stwce
Completed Willar, Stava
Eamplitad Willar, Sigia

Brown, Jersid & Elizaben
A | Crawiords Shesk House
Gickien, Michael B Meredith
Hanra. Jsscn

JONESAS_ | Jones_Fion & Jency
MANSFIEL | Manateb, Edward & Syia
PROTO | Prowtype Design

] Pames Veimwa. Martivez & 0 Kecesinds Payatls

IGC | Aetourts Ratars
WVRNTORY

Navigation Pane

GEL Collina. Brown & Lowis Adv 10, Cther Current s
aumn Gusn. Eriae & Michelis 10 Euity

EMITH Smith. Tom & Kathieen 10 Income Taes
VALEON | Wison. Dan & Josrne 10, Fevenues

10, General Admin
1 Ciber income and
15 Finarvcel & Tax D
i Anslyical Proced
5 orkpeper Aevie

Ganeral Adme 45
Crher Income and [

Finarucal § Tax Defe.
Aoslyscal Procedure.

50 Delivery
55 nrap Lip Meeting
Al = Fropect
471| BUSTANPL | Business T

= |

B

Emp

-2 By Dejete Eatmultole Chorta

Fer Help, pees F1 Cutrers Login CAT  Cunent Period. 41752014 - 4302018

As discussed on page 26, you can use the Clients screen to add, edit, and
delete project and task information for clients if you have the appropriate
security privileges. For this exercise, do not make any changes to the client.

Note: If your firm uses the security features in Practice CS and has multiple
offices, the ability to view project data for engagements in other offices can be
restricted through security. For more information, see the topic More about
security privileges in the Practice CS Help & How-To Center.

Managing projects in the Manage Projects screen

In the Manage Projects screen, you can sort, group, and filter the lists of projects
and tasks to make it easier to find the information you want to work with. In this
screen, you can:

= Click a column header to sort the list by that column

=  Group projects by clicking and dragging a column header to the upper section
of the screen where it reads “Drag a column header here to sort by that
column.”

=  Group by multiple columns by dragging additional column headers to the upper
section of the screen where it reads “Drag a column header here to group by
that column.”

= Expand the details within your grouping by clicking the ¥ button.

The following exercises will illustrate working with project information in the Manage
Projects screen.
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Managing projects

Sorting and grouping the Manage Projects screen
1. Choose Actions > Manage Projects.

2. Click the Assigned column heading to sort the list alphabetically by the
assigned staff members’ names.

Note: If you want to sort the list by a column heading in descending order, click
the heading again. Click it a third time to remove the sorting.

' [B Practce €5  [SammpieS] - (Mage Projects] (o e

Chent ID (Cliert Description =
INDITAX, ATEED | Fogern. Masa

B4 | ACEADVERT | Ace Advertmng | ACEADVERT | AUTHT Pk AU 33120 | Regers, Mehssa MICHIGAN Hormal
| 815 | ALPHA | Mlgha Promotions | ALPHA | DI | Ao AUDIT 37120 | Rogers. Melissa | | MICHIGEN | Hormal |
g 509 | ABCP HBC Panership | ABCP 1085 Farmnesstip Tax R BUSIMESSTAX | 41500 | Miller. Sieve Miler, Seve | MICHIGAN Hormal
£ | 970 | ACEADVERT | Aoe dvering | ACEADVERT | 1120 | Coporme Taxfist || BUSINESSTAX | 87520 | Ragers, Melizsa | Miler, Sieve | MICHIGEN | 1 | [Nemal
e 511 | ALPHA Mphs Promctions  ALPHA HES Parnarshic Tax R BUSINESSTAX 41520 Rogers Malisss | Miller. Steve | MICHIGAN Hormal
E :sw ML mw-—. W ANINAL e l—mﬂ- weef Tt T || BUSIHNESSTAX | £71640 | Tuener, Cindly m.—. Sieve | MICHIGAN Hormal
= 528 | ML Advanced Adveris  AAC 1205 5 Corpormee Tax Rt BUSINESSTAX | %1520 | Miller. Sieve Miler, Soeve | MICHIGAN 1 4 Hormal
13 488 | BNGS Bing, Say BINGTA MHISINPLE | Indivasusl Income INORTAE 10167 | Millee Stwve | Rogers, Maliss | MICHIGAN | 1 W | Hermal
Z |25 | HanNA [Hanna, Jeson | HANNG | MDEMBLE | ingvisudlincome || INDWVTAX 275720 | Fegers. Mehinsa | Fiogers, Meliss | MICHIGEN | [ [ Hormat
431 | JONESRJ dones, Ren & Jeon | JONESRJ HHCSMALE Individual Income INDIVTAX, 41520 | Rogers. Melissa | Rogers. Meliss | MICHIGAN Hormal
a8 0N Vilison, e & Joa | WILSON R T e — HDNTAR &T5Z0 | Tuener, Cindy | Flogers, Melsa | MICHIGAN | Hormal
| 513 | ANDERSON | Anderson Jos 8K | ANDERSON | 1040 | Individual Income INDTAX. 41520 | Mogers. Melizsa | Flogers. Meliss | MICHICZAN | ormal
520 | REWTON Berton_ Stephanie | RENTON 040 Indrdusd Income INCIVT X ANEG0 | Miller, Seeve Fogers, Meliss | MICHIGAN Her=al
(821 BNGTA | Bing, Tod & Pegel | BINGTA [ %0e0 | Inarieuai income: INDIVTAX TZ7SZ0 | Miller, Seve | Fiogers, Maliss | MICHIGEN | Hormal
Drown. Jersdd & B | GROWHY WD Indvidul Incame INDIVTAX 41520 | Miller, Steve Harmal
[ Golden Muchoel & GOLDEW | 1040 Vindvadued Income | | INDIVTAX 4570 | Fogers Melisaa | Flogers, Melisa [ [ | Hermal
okt [
Pregect B3 140EX - 1040 Trex letorn Exnergile
[ Oncm Demcxipion ety Ansigred Targes Seart  Target Complete Tracking Sawted  Complmed
[kl Clinet Mastings & | CLUENTMEET | Tuner, Cingy | 12013004 3313015 Nk St
2 |Preparstion | PREPARATION. | wiisoe.Je | 1200200 | 3012015 Nt Szaned
E L REVIEW Turnar. Cindy FNA5 3NN et Startad
[ | dasembly | ASSEMELY Fogers. Melsa | 3312015 | 3312018 Hick Stavied
For Halp. prass FT Current Logie: CAT - Cusrent Peried: L/12014 - 430201

3. To group the list by assigned staff, click the Assigned column heading and drag
it to the box containing the text Drag a column header here to group by that
column.

Manage Projects

i HE Open Projects only
LErsg a column header here o group by thatcolumn. |, Assigred . |

%3 #  ClentlD  Client Description  Parent Client Project  Project Description Engagement  Due  Responsible || Assigned *|  Office Extension I Extended Priori:
| \ 527 | CRAWFORD | Crawford's Steak | CRAWFORD \ 1040 | Individual Income \ | INDIVTAX \wazc | Tumner. Cindy. | Rogers, Meliss \ MICHIGAN | Normal
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4. Click the expand [# button next to Melissa Rogers to view her assigned projects.

[#] 2 CleetiD  ChemOescrinon ParetChemt  Frower  Project Descroton Engigemers  Oue  Fespoesitie  Aasgned OMce  Exeesion Is Exterded  Pr =
4 Fgsipred (3nems)
a Pasrgpmd  Walles, Sloew (5 sherrsa]
B Jusipied: ogers. Melisaa (15 tama)
E | 463 | BINGS | Bing. Sally [BINGTA | IMISMPLE | indivicuslincome | | INDIVTAX | 107152 Milke. Sieve | Ragars. Malis | MICHIGAN | 1 LW [t
o 450 HANNA Haea Jnson | WANA | MSMALE | bednusd income || INDIVTAX | A/15T0 | Rogers, Meimen | Rogers, Melne | MICHIGAN | [ e
c £81  JONESRI Jones Fon & Jore | JONESAY T0ACEMPLE Indrvsdunl Inceme INGIVTAX 47570 | Rogers, Melmsa  Rogers, Malma | MICMIGAN Har,
L &2 WLSON Villson. Dan & Joa | WALSON | IMOSMALE | indvicusl Income | | INDIVTAX | 41520 Tumes, Cindy | Mogers, Melisa | MICHIGAN Har|
E, 513 ANDERSON | Anderscn. Joe & | ANDERSON | 1040 Iedividusl Income | | INDIVTAK 41530 | Rogers, Mekssn | Rogers, Melsa | MICHIGAN Her|
z [EX BEMTOM | Berdon Sleghaesn | BENTON | 1040 [lednduallncome || INDIVTAX | /15020 | Bhlles Siove | Pegors, Mekaa | MICHIGAN | | Hee| B
z 51| BNGTA Bing. Ted Buingel | BINGTA 1040 Incivicus Income INDIVTAX L1520 Milles, Sieve | Rogers, Melisa | MICHIGAN =
522 | BRGNS rown Jeald 66| DROWMS | 1040 Indivdusl income | | INDIVTAX 41520 | Miller, Steve | Rogars, Makiss | MICHIGAN e
531 GOLDEN | Golde Michssl & | GOLDEN | 1080 Utviund Incoma | | INDIVIZAX | 471650 | Fogees Maltan | Fegmrs, Mabts | MICHIGEN | I
|3 | TN G, Brion & M | GUINN |08 [imgodusiincome | | INDIVIAX | /7520 | Ragers, Mekasa | Raogers, Mehss | MICHIGEN | I
5% | SMITH Sk, Ton & Kath | SMITH 1040 Indivicus Inceme INDIVTAX. L1520 | Tumer, Cindy | Rogers. Mehiss | MICHIGEN e
| 657 | CRAWFORD | Conaioed Steak | CRAWFORD | 1045 [dhaialincome | | INDIVTAX | 180 | Tumer, Cindy | Rogars, Mishas | MCRIGAN | [er|
S5 EROWNS Erown, Jerald & En | BROWHY T00ES 1040 Esamated Ta INDIVTAX 41820 | Miller, Steve Reogers, Mahss | MICHIGAN e
592 | HNNA Hena Jascn | HANNA | IMONOTICE  ncivicusd Tax Hoi | | INDIVTAS 4401 | Rogers. Melsa | Rogers, Meliss | MICHIGAN [ Reri
|57 BROWNI | Brown Jendd & B | BROWNS | T040ES 1040 Examated Ta | | INDIVTAX GG | Wil Steve | Fugers, Mebus | MICHIGAN | ] | Her
4 Agsigned : Tumer, Cindy (33 itema) -
T —— - S T— I = '
Tosks | oy
& Omer Desenpacn semvny saugned Target St Target Completn Trncking Smned  Completed
Fat botlp, press F1 Curtint Login: CAT - Current Pesiod: /12014 - 4302014

5. Now drag the Due column header to the top of the screen next to the Assigned
header. This groups the list of projects by assigned staff, then by due date.

6. Click the expand [# button next to Melissa Rogers, then for due date 4/15. You
can see that this staff member has several projects due on 4/15.

7. Click project number 527 for client Crawford’s Steak House. The tasks
associated with this project appears at the bottom of the screen.

- L
Manage Projects

) Cipen Prigects enly.

= L o |
[ = ChertIll  Chent Description  Parent Client Project Project Descripson Ergagemert  Due Resporsitle  fasigned OfSice  Extension |s Extended  Pricri =
3 davigrad (2 imera)
3 Aanigrad | Miller Soeve 3 e}
= Aatigrad | Rogees, Melinen (4 it
B W Due - &40 (1 e
E ¥ Do | £15200 {13 e i . i . o
450 HANNA Hanra, Jason Hahna 40SINPLE Indrndusl Income: INDIVTAX AN550 | Rogers, Mekasa | Flogers, Mehas | MICHIGAN Normal
= 490 JONESAJ | Joes Fond Jenn | JONESRS | VAOSIMPLE | indidusiincome | | INDITAX | 471520 | Fogers. Malises | Mopars, Meliss | MICHIGAN | Hermal =
% {432 [ WALSON  whsom, DanZJoe | WILSON [ I4OEINPE | indwacual income | | INDAVTAX 41820 | Torver, Cindy | Fiogers, Meliss | MICHIGEN | [ " Hhormai
-E' 515 | ANDERSON | Andenen, Jow &K | ANDERSON | 1040 Indriduslincome || INDVTEX | 1530 | Rlogers, Matisss | Flogers, Maliss | MICHIGA Mot
52| BENTON | Derton, Swechame | BENTON 1040 Indvids Income INDIVTE 41520 | Miler, Sieve | Fopers, Meliss | MICHIGAN Hormal
z £ ENGTA fung, Ted B iingel  BINGTA 1t Indvidusl Income | | INDIVTAX 41530 | Miter, Stvm | Flogmes, Melies. | MICHIGEN | Hermad
[522 [ BADWNI | Drosn Jersid8ER BROWMJS | 1040 Uindvidalincome || INDIVTAX | 415720 | Miler, Steve | Plogern, Meliss | MICHIGRN | | " Hormal
532 GOLDEN | Goldon Mched & | GOLDEN | 1040 | dendial income || INDIVTAX | &71570 | logers, Mekasa | Flogees, Mehas | MICHIGEN | | e
25| QUINN Guaee, it & Mic. | QUINK e [Indidatlincome | | INDNTAX | 1520 | Rogers, Mefissa | Rogers, Meiss | MICHIGAH | Nl
| 6251 LI i e | i T o o i o

vE UONFORD  Comwhucts ek CRAWFORD | 1040 ckickand Incomm i T AraG - Rogers, Mekna | MICHHAH
¥ Due : SI62074 (1 em) -
| 41 ol ¥
Tosks | ooy
Propect 527, 1080 « Indevidusl lexzome Tax Retern
B Onde Dscaipsion ety angret Torget St Tasget Complets Tenekirg e —— -
w1 Clert Meetngs & | CUENTMEET | Ragees. Mebissa | ot Sterted _|
] Aelcmcn i | SNFCRLSCAN, SN RESE) Malhe Y | el Scendet S I i
i3 Preperstion PREPARATION Rogers, Melissa Nt Stared
4 Frvimn REdRA nkison, Joft | | Het Staried
(WE | Clear Review Co | CLEARREVIE | Miller. Soeve | | ot Saried
& |Firal eaow | FINALFEVIEW | Flogers, Melisan | I et Started | I -
For Help, presa F1 Current Login: CAT  Corvent Periog £12014 - 3072014

8. To “ungroup” the screen, drag the Assigned and Due headers back to the grid.
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Notes

You can double-click the row for a project or task to open the project or task
dialog, respectively.

These same grouping and sorting options are also available in the Project
Tasks tab.

Filtering the list of projects
You can filter your list of projects by any of the items in the Filter drop-down list,
which contains most of the fields in the Manage Projects screen. Filters can be
useful for working with projects by allowing you to focus on particular aspects of the
project. For example, you can see:

all projects for a single client

what projects are due within a certain timeframe
workload for a particular staff member

how many projects you have of a particular type

how many projects are at a particular stage

In the following exercise, you will use a filter to view all projects that are due within a
particular date range.

Note: For this exercise, make sure that you have removed all groupings from the
Manage Projects screen.

1.
2.

If necessary, click the Show Filter button to expand the filter area.

In the Filter field, select Due Date from the drop-down list.

[ Penctice €5 - [SarmpleS] - (Manage Progects] e |
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LE PVISTD | M, Steen Flogmes, Mefiee 5 1 v Wi
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3. Inthe additional fields, make the following selections.

Manage Projects
=]
DueDate ¥ [7] [ ]| isinthe range = =] [#ne0e  [5] 4202002 [+]

4. The Manage Projects screen now shows only those projects that are due in the
current period.

Note: Marking the Open Projects only checkbox at the top of the screen filters
out any projects that are completed or canceled.

5. Click the # button to remove the filter.

Note: To improve performance in Practice CS wherever large lists of items are
displayed, results are limited to a pre-determined maximum size. When a dropdown
list displays results that are limited, the message “Results limited” appears at the
end of the list.

© Results Limited

If the data you are looking for is not included in the limited results, refine your sort
order, search criteria, and/or filter to narrow down the data displayed in the list. To
display more items in the drop-down list, click the Get More Items button.

Editing a project in the Manage Projects screen

To edit project or task information in the Manage Projects screen, right-click a
project and choose Edit Selected Projects from the context menu.

1. Right-click the MARWRITEUP project for client Ace Advertising (project 560).
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2. From the context menu, choose Edit Selected Projects.

Project

BINGTA Ll

— i

R

| QUi |1
CRAFORD | 1040 |

[ 41530 | Toromr, Condy | Plogen, Mekes | MICHIGEH |

Mavigation Pane

LEI R B

L Ezsrzze

Toss | ey
| Propect 560, MARWRITELIF - March Wkiteuss
B o Dmscripsion Bty Smngred Tocget St Targes Complets Temckirg Seated  Compleed
|xf2 Preparation FREPRRATION | Tuiner, Cindy AT 48R0 Hat Siarted
3 1
For Help,press F1

Login: CAT  Cuerent Periodt 412014 - 4302014

3. Inthe Project dialog, you can update the project information as needed. Under
Actual dates, enter 4/8 in the Start field.
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4. Press the TAB key. Notice that the Tracking field changes to Started, because
you have entered an actual start date.

(8, Project” =
M [Tosks [Lks [Comomicds [oon)
|dentification Target dates

Number: 560 Start: 482014 [x] Received: |482014  [+]

Client: Ace Advertising =] Complete |4ng20ie  [x] Stert 482014 =]

Project: March Writeup El Complete:

Description: March Writeup Due dates

. ) Preparation of Writeup for the monthof E‘ Extension Mot extended El
Invoice Description: | March
- Current: 4302014 [« Original: | 4302014 ||

Project information Groupings

Engagement: Accounting Services E‘ Responsible: | Rogers, Melissa IZ‘

Priority: Normal [x]  Depariment | Accounting Department [=]

Tracking E'

Budget information Assigned

7] Base on Tasks Calculate amount automatically Staff: | Tumer, Cindy [:I

Hours Amount

Budgeted: 4.00[=] 500.00]» |

Actual: 0.00 0.00

Est. Remaining: 400 - [] Reminder | (none) |z|

% Complete: 0 ‘}’.lz‘ Solution

Generation Select solution: | Other El
@ Pattern: Due on the last weskday of April Selution path l_l
Notes

5. Click OK to close the Project dialog.

Editing multiple projects

40

Practice CS also allows you to edit multiple projects at one time. To edit multiple
projects, select all of the projects that you want to edit from the list, right-click, and
choose Edit Selected Projects from the context menu.

Note: To select two or more projects from the list, hold down the SHIFT key and
click each project with your mouse pointer. For non-consecutive projects in the list,
hold down the CTRL key and click each project with your mouse pointer.

In this exercise, you will update multiple projects assigned to staff member Cindy
Turner.

1. Click the Assigned column header to sort the list by assigned staff.

2. Select projects 565 and 573, which are 941 projects for Cindy Turner. Hold
down the CTRL key to select two non-adjacent projects.
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3. Right-click and choose Edit Selected Projects from the context menu.

| (8] Proctice €5 [SarpleS] - (Mamage Progeets] =5 .
File Edn View Acoons Seowp Tools Help
L R TR T L T, 00 R Shosks
Manage Projects
[} Open Propects anly
Dimg 2 column haade besn o groap dy thal column,
g o Chert | Clieet Descrigtion  Parent Client Preject Pregect Descripton Engagemers  Due  Faspotaible Aasigned Ofice  Extension |s Bxended  Prionty
553 | ACEADVERT | fewicverting | ACEADVERT | MONTHRAYRD | Menthly Faprall PAYROLL &30 | Rogers, Meines | Turmes, Cindy | MICHIGAN Hormad |1
| 564 | ACEADVEWT | Ace Adverising | ACEADVERT | GTRSALESUS | Guartery Selesd | | PAYROLL &7120 | Flogers. Melissa | Tumer, Cindy | MICHIGEN | Hormal |1
571 |BACWH | Drown Jerald A | OROVWNJ | BAWEEKPAYRL | D etkly Parall | | PAYROLL 4201 | Turrar, Cindy | Turpes, Cindy | MICHIGAN. Norwal ||
E 72 | BADWNY Brown, Jergid B0 BROWNS EBTWEEKPAYRL | En-Weekdy Payroll PRYROLL A0 | Turmer, Cindy Tumer, Cingdy | MICHIGAN Normal Ll
& : ORD ;3 Add Project [ N
= 576 | CRAWTORD | Crmwionds Sesk | CRAWFORD | MARWRITELIP | March itecs e tormat |
.E |67 | CRAWFORD | Comwhonds Siook | CRAWFORD | MONTHPAYRD | Menttly Pprell | | PAYROLL i rcuc e il Chane: [ I Toormad |1
= 5B CRAWFOAD | Crawlords Swsk | CRAWFORD | GTRSALESUS | sy Sties & PAYROLL Bt Selected Projects I3 Neemsi |1y
g & | PROTO Pretotype Design | PROTO £l &1 Emgioyers Ou PAYROLL Dielete Salected Projects Normat | 1
Z 4 | FROTO Fctotype Design | FROTO MONTHPAYRO | Monthly Payroll PATROLL : Woral |12
. - . - -t Complete Selected Projects - -
55| PROTO Proictyee Design | PROTO GTRSALESUS | Guanerty Seies & | | PAYROLL _" X ool - |1
% | FROTO Frotctype Deegn | FROTO! ATRIRTELF | Cusrsery Ve ACCOUNTI Peceive Selected Projects Mermad |1
| 593 | ACEADVERT | Ace Adverising | ACEADVERT | APRWRITELP | Aocd Viniteop. || AcCouNT) Change Tracking | | [ Hormal |1
554 ACEADVERT  Ace Adverbaeng ACEADVERT | MAYWRITEUP | May Winleup ACCOUNTE erutrl‘i—-l?ku’ﬂl Nermal 1
595 | CRANFORD | Crwlorfs Swsk | CRAWFORD | APRWRITELP | ferd e | [ACCOUNTI [
596 CRUAFORD | Crowlords Shea CREWFORD | MAYWRITEUP | May Winteup ACTOUNTY et Normal 1
&5 | CRUWFORD | Crmedords Saak | CREWFORD | MONTHPEYRO | Monthly Payrell PaYROLL Preview Routing Shewts for Selected Projects E Hormal [
|59 | CRAWFORD | Crawlonds Swesk | CRAWFORD | MONTHPAYRD | Mosthly Payroll | | PAYROLL | 673020 | Tumer, Cindy | Tumes, Cindy | CALIFOANIA | Hormal |1
Tascr | Htory
g | [ Orde [r— ety [Eo— Tacgmt St Tasget Compintn Tenckirg Sowted  Compimed
=
"
%l
For Help. press F1 Current Login: CAT  Curvent Periodt 412014 - 4302014

4. Inthe Edit Selected Projects dialog, click the option for the operation you want
to perform (change project information, add an extension, or add tasks). For this
walkthrough click Change Project information, then click Next.

5. Select the fields that you want to update. From the first drop-down list, select
Tracking.

6. From the second drop-down list, select Started.

[} Edit Selected Projects [ = [ =)

Select the fields you would like to update and enter the values you would like to update them to

[Tckng » I - | (-

Selected Projects 2 Projects will be edited
¥ Client ID Client Cescription Tracking
» 565 | BROWNJ | Brown, Jerald & Eliz | Not Started
573 : CRAWFORD : Crawford's Steak Ho : Not Started

7. To update additional fields, click the [*! button to add a new row.

8. Inthe second row, select Actual Start Date from the first drop-down list.
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9. From the second drop-down list, select 4/16 from the calendar.

10. Add another row and select Actual Received Date and 4/16.

[@) Edit Selected Projects o @ =
Select the fields you would like to update and enter the values you would like to update them to.
ITrack\ng 'J Started |z| B
[Actual Stant Date ~| | anenma = ]
[Actual Received Date ~ | oEmT =] =
Selected Projects 2 Projects will be edited
# Client ID Client Description Tracking Actual Start Date Actual Received Date
p DEB BROWHMJ Brown, Jerald & Elizabe | Not Started
573 CRAWFORD Crawford's Steak Hous | Not Started
<o

11. Click Finish to close the dialog.

12. At the prompt, click Yes to confirm.

Practice C5 X

I.-f"_"‘-. You are about to make changes to multiple Projects.
W' Are you sure you want to continue?
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13.

In the Manage Projects screen, notice the updates in the Tracking, Received,
and Started columns of the project list.

(B Practice €5- (SsrpleS] - (Mamisge rojects]
Efe Edi Yiew Acogns fenap Focks Help
FLE L It IO e o

Manage Projects

8 Proect  Propect Description
MONTHRATRO | Mosthly Parell
GTRSALESS

- Weakdy Paryecll

Masch nfiteop
MONTHRAYRO

Mavigation Fane

Guarery Sales & |

AYRL | B-oekdy Payroll |

Wonttly Payrall |

Demga.cobums hewse b 1o groun by et calumo

Grosgamers  [ue  Fissporsible  Aasigned
30030 | Rogers, Makiass [=

| 42120 | Rogers, Mekiasa

PEYROLL
| PRYROLL
PAYROLL

PEYROLL
ACCOUNTING

PAYROLL

b7 & B A~

470720 | Turner, Cindy

| A | Torewr, Gty |

b | MICHIGEM
| icHinaN

MICHIGAN
| MicHIGER

MICHIGAH
CALIFOANLA

Hot Sarted

UTRSALESUS | Quansdy Sues & PATROLL AZVI0 | Turmer Cindy | Tumer, Cindy | CALIFORNIA Narwal LI «
i 81 Employers Gu | | PAYROLL 00| Miter, Seve | T MICHIGEN Normal hoot Stamed I I
MONTHFATRO | Morshly Fayradl PATROLL 3G | Miber, Steve y | MICHIGAR Normal | et Suaned =
| GTRSALESUS | Guanery Ses & | | PAYROLL 22130 | Mier, Siove | MICHIGEN Normal | Mot Starsed s | | L
QTRWRITEUP | Quaredy ‘Wereup ACCOUNTING | 23030 | Mier, Stwwow by | CALIFORNLL Hermal ot Starsed
APRWTTELR | el \nfiteup | | ACCOUNTING | 57030 | Rogens, Melissa | T CALIFOANIA Hormal | Mot Stared
MATWRITEUP | My Wik | ACCOUNTING | G020 | Fogers, Mekasa | CALIFDANLL Nermal | ot Staried
APRWRITELP | Aol Wit ACCOUNTING. | 530G0 | Terner, Cindy MICHIGAN Norwal | ot Staned
MATWHRITEUP | May vintep | ACCOUNTING | 63030 | Tumar, Cindy | MICHIGEN Mormal | hoct Stared
MONTHPAYRO | Monthly Payroll PAYROLL S30G0 | Torres, Condy T CALIFORNL Hormal Hct Starsed
MONTHPAYRO | Mocthly Pmyrall | | PAYROLL | 630G0 | Torner Cindy | Cindy | CALIFOANIA [
Tasks Hitory |
1 Oimmesigtion Btiity Cangred Tacget Start  Titget Compinte Tumcking Soarted  Compluted

MCERE

For Help. press F1 Cusrent Login: CAT - Curvent Period: 412014 - 4302014

Managing projects on the Staff Dashboard

The Staff Dashboard has three project-related portlets to help manage staff
workload: Notifications, Projects, and Tasks.

1. Inthe toolbar, click the Staff Dashboard button.
2. Inthe Staff Dashboard, click the Projects view.

3. The Notifications, Projects, and Solutions portlets should be open. For this
exercise, close the Solutions portlet.
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4. You can toggle between the Projects portlet and Natifications portlet — they are
tabbed into the same viewing area. You have a separate view for the Tasks
portlet. Drag and resize the portlets to match the following illustration. Because
the Projects and Notifications portlets are tabbed and sharing space, you will
have to drag one of the portlet tabs to move it to a new position.

[B) Practice CS - [SampleS] - [Staff Dashboard] =3 e
File Edit View Actions Setup Tools Help
[ QBack 2D - @B E S S 20 A % @~
Staff Dashboard Wednesday, June 25, 2014
Cindy Turner Add View Select Portlets Select Layout
| Overview x| Proiects X]| Tasks X]| Schedule X] | Benefits [X]| Outlook® X]| Internet (]| News & Links [X]|
|[Notifications ==

& DateTime Client!D  Client Description Message
62512014 413 | CRAWFORD | Crawford's Steak | The Received Date for Project # 573, 941 Employer's Quarter Fed TR. for Client Crawford's Steak House wes ent
6252014413 | CRAWFORD | Crawford's Stesk | The Tesk Preparation on Project # 573, 941 Employer's Guarter Fed TR, for Client Crawford's Steak House is rea

@« 6/25/2014 4:13 | BROWNJ Brown, Jerald & Eli | The Received Date for Project # 565, 947 Employer's Quarter Fed TR, for Client Brown, Jerald & Elizabeth was e

5 6/26/2014 413 | BROWNJ Brown, Jerald & Eli | The Task Preparation on Project # 565, 341 Employer's Quarter Fed TR, for Client Brown, Jerald & Elizabeth is re

QE 12472014 448 A Phone Message from Collins, Tom was taken for you by Wilson, Jeff

=l 1/23/2014 9:10 | CRAWFORD | Crawford's Steak | Client CRAWFORD has exceeded their $10.000.00 AR limit by $2.624.70.

ﬁ 11N82013 11: A Scheduled Benefit request was entered by Cross, Candace for 40.00 hours starting on 6/23/2014 12:00 AM an

E’ 111872013 11 A Scheduled Benefit request was entered by Cross, Candace for 40.00 hours starting on 5/5/2014 12:00 AM and -
@

Z ||[Projects E=E]=]

Drag a column header here o group by that eolumn

E Client ID Client Description Parent Client Project. Project Description Engagement Responsible Assigned Office  +
» 492 WILSON Wilson, Dan & Joa | WILSON 1040SIMPLE Individual Income T INDIVTAX Tumer, Cindy Rogers, Melissa | MICHIGAN A
512 ANIMAL Animal Shelter 101 | ANIMAL 1041 Estate and Trust Ta BUSINESSTAX Turner, Cindy Miller, Steve MICHIGAN 3
526 SMITH Smith, Tom & Kath | SMITH 1040 Individual Income T INDIVTAX Turner, Cindy Rogers, Melissa | MICHIGAN
527 CRAWFORD Crawford’s Stesk | CRAWFORD 1040 Individual Income T INDIVTAX Turner, Cindy Rogers, Melissa | MICHIGAN
560 ACEADVERT Ace Advertising ACEADVERT MARWRITEUP March Writeup ACCOUNTING Rogers, Melissa | Turner, Cindy CALIFORNIA
563 ACEADVERT Ace Advertising ACEADVERT MONTHPAYROL | Monthly Payroll PAYROLL Rogers, Melissa | Tumer, Cindy MICHIGAN
564 ACEADVERT Ace Advertising ACEADVERT QTRSALESUSE | Quarterly Sales & U PAYROLL Rogers, Melissa | Turner, Cindy MICHIGAN
565 BROWNJ Brown, Jerald & Eli | BROWNJ 941 941 Employer's Qua PAYROLL Miller. Steve Turner, Cindy MICHIGAN
571 BROWNJ Brown, Jerald & Eli | BROWNJ BIWEEKPAYRL Bi-Weekly Payroll PAYROLL Turner, Cindy Tumer, Cindy MICHIGAN
572 BROWNJ Brown, Jerald & Eli | BROWNJ BIWEEKPAYRL Bi-\weekly Payroll PAYROLL Tumer, Cindy Tumer, Cindy MICHIGAN
573 CRAWFORD Crawford's Stesk | CRAWFORD w1 941 Employer's Qua PAYROLL Turner, Cindy Turner, Cindy CALIFORNIA =
b

2|« i

Far Help, press F1 Current Login: CAT = Current Period: 4/1/2014 - 4/30:2014

Notes

= For information on how to move and resize portlets, please see the topic
Resizing and moving portlets in the Practice CS Help & How-To Center.

= Toremove a filter from a portlet, click the Show Options button in the
. . . e .
portlet’s title bar, click the show filter button, and then click the remove

filter IEI button. Click the Hide Options button in the title bar to hide the
portlet options again.

= To select the fields that are displayed in the portlet, click the field chooser

button. You can also change the order of the columns by dragging and
dropping.
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Projects portlet

The Projects portlet gives you access to several project management features from
one place. This portlet lists all projects for which the currently logged in user (in this

case, Cindy Turner) is the Assigned or Responsible staff member. In the Projects

portlet you can:

= Click a column header to sort the list of projects by that column

= Double-click any project to open it

= Click a solution icon, if the project has a solution set up, and launch that
solution to work on the project. For example, if you are licensed for

UltraTax CS, you can click the E] icon to start the program. If you marked the

Start Timer for Projects checkbox in User Preferences, launching the solution
from the project will also start a timer in Practice CS.

You can also click the Projects portlet title bar to open the Manage Projects screen.

Projects
L
= Client ID
p 432 WILSON
512 ANIMAL
526 SMITH
527 CRAWFORD
560 ACEADVERT

Client Description
Wilson, Dan & Joa
Animal Shelter 101
Smith, Tom & Kath
Crawford's Steak

Ace Advertising

Drag a column header here to group by that column

Parent Client
WILSON
AMIMAL
SMITH
CRAWFORD
ACEADVERT

To return to the Staff Dashboard from the Manage Projects screen, click the Back

button on the toolbar.

Manage Projects

Projects | Project Taéks_
EH@&
=] ()

B #  ClentiD
534 | HANNA

@ Practice CS - [Sample] - [Manage Projects]
File Edit View Actions Setup Tools Help
: # &5 ¢ @[] Add - |

:E.'ag a column header here to group by that column

Client Description  Parent Client

Hanna, Jason HAMMA

1. Double-click project 580 in the Projects portlet to open it.

2. Inthe Due dates section of the Project dialog, change the due date in the
Current field to 4/30 and press TAB.
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3.

4,

If prompted to update the target dates and extensions, click No, Just change

the original Due Date.

[& Change Due Date ==

/\ Do you want to update the Target dates and Extensions for the
. Project and Tasks?

’ Ves, Update the Target dates and Extensions from the template
’ No. Just change the original Due Date
(%) Show detsils P

If prompted to update the project recurrence pattern, click No, | do not want to

change the recurrence pattern.

S, Practice CS

/@) Do youwant to update the Project recurrence pattern aleng
(e with your change to the Due Date?

’ Yes. Open the recurrence dialog now. |

’ No. 1 do not want to change the recurrence pattern.

() Show details

Click OK.

@ Project™

Main |Tasks I Lirks ICustnm Fields | H\smryl

Identification Target dates Actuzl dates

MNumber: 580 Start: 41872014 E‘ Received: | 4182014 Iz‘

Client: Crawford's Steak House E‘ Complete: 41232014 E‘ Start: (none) E'

Project: Quarterly Sales & Use Tax El Complete: | (none) El

Description: Quarterly Sales & Use Tax Due dates

. . Preparation of Qu_artariy Sales & Use Tax « Extension Mot extended El
Invoice Description: | Retum forthe period ended [Date Format
{Month End Date{Report Date, -2}, i Current: 41302014 El Original: 43072014

Project information Groupings

Engagement: Payroll Services [=]  Responsible: | Tumer. Cindy [+]

Priority: Nermal E' Department: Accounting Department |z|

Tracking Not Started E|
Budget information Assigned

Base on Tasks stomatically Staff: | Tumer, Cindy [:]

Hours Amount

Budgeted: 2.50(=] 125.00(=]

Actual: 0.00 0.00

Est. Remaining: 250( .. [] Reminder | (none)

% Complete: 0%[=] Solution
Generation Select solution: | Other E|
@ X Solution path B

Pattern: Due on day 20 of first month in quarter
Notes
-
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6. Notice the Desktop Notification that appears at the bottom of your screen.

x|
@ The Due Date for Project # 580,
Y, Quarterly Sales & Use Tax, for
Client Crawford’s Steak House was
changed from Monday, April 21,
2014 to Wednesday, April 30, 2014,

This message appears because you enabled desktop notifications in the
System tab of the User Preferences dialog. See “User preferences,” which
begins on page 21, for details.

Notifications portlet

The Notifications portlet provides a listing of any notifications sent to the staff
member.

b Click the Refresh button on the toolbar, and notice the new message that
appears in the Notifications portlet. This message was generated because you
changed the due date on the project for which you were the Responsible staff
member. We set up the notification earlier in the Notifications section of this
walkthrough.

Date/Time ¥ Client ID Client Description Message
625/2014 422 | CRAWFORD | Crawford’s Steak | The Due Date for Project # 580, Quarterly Sales & Use Tax. for Client Crawford's Steak House was changed f
6/2572014 413 | CRAWFORD | Crawford's Steak I The Received Date for Project # 573, 941 Employer's Quarter Fed TR, for Client Crawford’s Steak House was
62572014 413 | CRAWFORD | Crawford's Steak | The Task Preparation on Project # 573, 341 Employer's Quarter Fed TR, for Client Crawford's Steak Houseis |
6/25/2014 4:13 | BROWNJ Brown, Jerald & Eli | The Received Date for Project # 565, 341 Employer's Quarter Fed TR, for Client Brown, Jerald & Elizabeth wa
| &252014 413 | BROWNJ | Brown, Jerald & Eli | The Task Preparation an Project # 585, 941 Employer's Quarter Fed TR, for Client Brown, Jerald & Elizabethi |
112472014 4:48 I A Phone Message from Collins, Tom was taken for you by Wilson, Jeff

Notes
= Desktop notifications will appear within 60 seconds after a notification is sent.

= Notifications remain in this portlet until cleared. To clear notifications from the
portlet after you have read them, right-click and choose Clear Selected
Notifications from the context menu.

Date.."nme ChentIDChemDescnpnon Message — |
i & Use Tax, for Client Crawford's Steak House was changed f
CRAWFORD | Crawford's Steak Select All yer's Quarter Fed TR, for Client Crawford's Steak House was

6252014 413 | CRAWFORD | Crawford’s Steak Deselect All loyer's Quarter Fed TR, for Client Crawford’s Steak House is |
6/25/2014 413 | BROWNJ Brown, Jerald & Eli Clear Selected Notifications yer's Quarter Fed TR, for Client Brown, Jerald & Elizabeth wa
6252014 413 | BROWNJ Brown, Jerald & Eli Show Options % loyer's Quarter Fed TR, for Client Brown, Jerald & Elizabeth i

1/24/2014 4:48 . . For you by Wilson, Jeff.
Print Grid...

Select Portlets...

Add View...
Edit View...
Delete View...

Select Layout...
Save Layout As...
Delete Layout...
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Tasks portlet

48

The Tasks portlet lists all of the tasks assigned to the current staff member. As with
the Projects portlet, you can sort the task list by column headers, double-click any
task to open it, and launch a solution by clicking the solution icon.

1.
2.

Click the Tasks view on the Staff Dashboard.
Double-click task 1 for the 1040EX project.

Tasks o
Drag a column header here to group by that column.

= Project Proiect Description Client ID Client Description  Parent Client Order Descripion  Ready Activity Assigned -
BIWEEKPAYRL | Bi-Weekly Payroll | BROWNJ Brown, Jerald & Eli | BROWNJ 1 Preparation PREPARATION Tumer, Cindy | MICH
BIWEEKPAYRL | Bi-Weekly Payroll | BROWNJ Brown, Jerzld & Eli | BROV/NJ 1 Preparation PREPARATION Tumer, Cindy | MICH
QTRSALESUSE | Quarterly Sales & U | CRAWFORD Crawfords Stezk | CRAWFORD 1 Preparation PREPARATION Tumer, Cindy | CALIF
QTRSALESUSE | Quarterly Sales & U | ACEADVERT Ace Advertising | ACEADVERT 1 Preparation PREPARATION Tumer, Cindy | MICH
QTRSALESUSE | Quarterly Sales & U | PROTO Prototype Design | PROTO 1 Preparation PREPARATION Tumer, Cindy | MICH

| 1040 Tax Return Bx | Hanna, Jasan 1  Client Meetings & | CLIENTMEET | Turner, Cindy

1040EX | 1040 Tax Retwrn Ex | HANNA | Hanna. Jason HANNA 3 | Review | REVIEW [ Tumer Cindy | MicH—|

al I | )

3. For this exercise, do not make any changes to the task. Click OK to close the

Tasks dialog and return to the dashboard.

Budget information

Calculate amount zutomatically

[] Reminder | (none)

Hours Amount Sclution
Budgeted 050 $11250(x]  Seiectsolution: | 2013 UlliaTax CS =]
Akl 0.00 $0.00 Completion event: | Client Meeting Complete El
Est. Remaining: 0.50 B
Notes

&) Tesk (=R B

Main | Links | Custom Fields | History |

Identification Target dates Actual dates
Order: 1 Start: 1203172014 =] Start (nane) =]
Betivity: E Complete: 3312015 E‘ Complete: | (none) |z|
Description Client Meetings & Discussions

Task information Assigned
Client: Hannz, Jason Staff. | Tumer, Gindy D
Project 1040 Tax Return Example
Tracking: Nat Started E

Edit Project

Practice CS Project Management WalkThrough



Managing projects

Managing projects on the Client Dashboard

When you want to view all of the current projects and associated tasks for a
selected client, use the Client Dashboard.
1. Click the Client Dashboard button on the toolbar.

2. From the drop-down list at the top of the screen, select client HANNA (Jason
Hanna).

3. Click the Projects view.

4. Inthe Projects portlet, click the Show Options button, mark the Show Tasks
checkbox, and then click the Hide Options button.

5. Select the 1040EX project.

From the Projects portlet, you can view or modify any project or task information
by double-clicking it.

Projects =]

Drag a column header here o group by that column,

= # Client ID Client Description Parent Client Project Project D Ei R bl Assigned
430 HANMA Hannz, Jason HANNA 1040SIMPLE Individual Income T INDIVTAX Rogers, Melissa | Rogers, Melissa
532 HANMNA Hanna, Jason HANNA 1040NOTICE Individual Tax Notic INDIVTAX Rogers, Melissa | Rogers, Melissa

[} 612 HANMA Hanna, Jason HANNA 1040EX 1040 Tax Return Ex INDIVTAX, Rogers, Melissa

4 [T »

Project 613, 1040EX - 1040 Tax Return Example
Order Description Activity Assigned Target Start ~ Target Complete Tracking Started  Completed
|1 Client Meetings & | CLIENTMEET Turner, Cindy 12312014 | 33172015 Not Started
2 Preparation PREPARATION | Wilson, Jeff 123120014 | 3312015 et Started
3 Review REVIEW Turner, Cindy 3172015 3312015 Not Started
4 Assembly ASSEMBLY Rogers, Melissa | 3/21/2015 3312015 Mot Started
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Associating projects with time entry

While you are entering time for a transaction that has a project set up, you can
associate the project with the time entry. In this section, you will enter time for a
project, and update project and task information during time entry.

50

1. Open the Time & Expense Entry screen (Actions > Time & Expense Entry).

2. Inthe Sheet date field, enter 4/10.

3. In the first row of the Time subtab, select client HANNA in the Client field and
INDIVTAX in the Engagement field.

project from the drop-down list.

In the Project field, click the down arrow E button and select the 1040EX

I8! Practice C5 - [SampleS] - [Time & Expense Entry] =@ =
File Edit View Actions Setup Tools Help
[ QBack =D - B BN o B - =[] Add - G @~
Time & Expense Entry
Entry | Qverview | Integrated Entries
Staff: | Turner, Cindy [7] Shestdate: [2nomone  [+] Jourral |-
Time | Expenss
Client Engagement Project  {y Task Activity Date. Rate Hours &3  Amount Comment Biller Note ]
e | HANNA INDIVTAX 4102014 0.00[B 000 =
B | [+ [%] [ Open Projects only ] |
0 0 - 0.00 0.00
© Project Project Project Description Due -
= 73| 230 1040 Individual Income T 10/1512012
DE 7| 230 040EXT 1040 Extension 4012
g 73| 320 1040 Individual Income T 41152013 |
=X 7| 430 1040SIMPLE Individual Income T 4/1512014
‘S 7| 592 1040NOTICE Individual Tax Nofic  4/4/2014
2 ] 613 1040EX » 1040 Tax Return Ex | 411512015
Enry Information | Time Recap | Links | Custom Fields [ History |
Entry Information Timer Information
Client Hannz, Jascn Date Start Time End Time Elspsed Time  Accumulated Time
e} Engagement
)
e 1 Project:
fneB]
g Activity:
»
For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 43072014
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5.

In the Task field, click the down arrow E‘ button and select task #1.

[& Practice €5 - [SampleS] - [Time & Expense Entry]

File Edit View Actions Setup Tools Help

Qback - D - F AL H -8 =[]
Time & Expense Entry

Enty | Ovenview | Integreted Enfries
Staff. | Tumer, Cindy [] sheetcate [anozoe [+] [ doumal |+
Time | Expense
Client Engagement Project Task Activity Date Rate Hours &  Amount Comment Biller Note /5]
W [HANNA [MNOWTAX [1040EX [T |4n02014 | | owm 000, =
E* \ \ | i8] ) [¥] [ OpenTasksony
0 0 0
o ‘ ‘ ‘ Order  TaskDescripion  Activity / Ready Tracking Started  Completed  TargetStart TargetComple  Assioned
c
© Tasks Assigned to CAT (Tumer, Cindy)
o CB Client Mectings & Disc CLIENTMEET Not Start= 12312014 3312015 Tumer, Cindy
c
5 )3 Review REVIEW Not Started 3312015 3302015 Tumer, Cindy
2
=X Tasks Not Assigned to CAT (Tume, Cindy)
= 34 Assembly ASSEMELY Not Started N5 ANNTE Rogers. Melis
> 3|2 Preparation PREPARATIO Not Started 1232014 332015 Wilson, Jeff
Enry Information | Time Recap | Links | Custom Fields [ History |
Entry Information Timer Information
Client | Hanna, Jasen ] Date Start Time End Time Elapsed Time  Accumulated Time
8!
L&D | Project [ 1040 Tax Return Example ]
&) |
»

Far Help, press F1

Current Login: CAT ~ Current Period: 4/1/2014 - 4/30/2014

Right-click the Task field and choose Complete Taskl from the context menu.

(@ Practce €5 - 5omples] - Time 2t ExpenseEny]
File Edit View Actions Setup Tools Help

Time & Expense Entry

Enity | Overview | Integreted Entres

Staff. | Turmer, Cindy [o] sheetoate. anozoe [+] Journal ||
Time | Exponss
Client Engagement Project g Task Activity Date Rate Hours (4  Amount Comment Biller Note 5]
M [HANNA [ INDIVTAX | Tos0EX ) R NTMEET |4 - fuml T 0003 o000 | =
Complete Task 1
* | | \ a IR g LI | L
0 [0 0 [ Chenge Tracking v o000 | 000 ]
[
= Add Task
- Edit Task
5
s Delete Task
@
= Print Grid
=
= Spell Check
Edit Selected Time & Expense Entries
Delete Entry
Entry Information | Time Recap | Links | Custom Ficlds [ History |
Eniry Information Timer Information
Client: | Hanna, Jasen Date Start Time End Time Elapsed Time  Accumulated Time
[ Individual Tax Services
Project | 1040 Tax Return Example
Activity: [ Client Meetings & Discussions

For Help,

Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014
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7. Right-click the Task field again and choose Edit Task from the context menu. In
the Task dialog, notice that the Tracking field and Actual dates section have

been updated.

Task information

Client: Hanna, Jason
Project: 1040 Tax Return Example
Tracking: Completed

[=]

Note: You can also use this context menu to change the tracking status of a

task, or to add or delete a task.

8. Click OK to close the Task dialog.
9. Inthe Hours field, enter 1.5.

10. Press ENTER to complete the entry.
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B Analyzing Projects

Practice CS offers a variety of ways to analyze your clients’ projects and monitor
staff workload.

Calendars
Practice CS includes staff, client, and firm calendars. In these calendars, you can
view projects, tasks, Outlook tasks, and Outlook appointments on screen in a
familiar calendar format. Under Displayed Items, mark the checkboxes for the
content you want to view, such as projects, tasks, Outlook tasks, and/or Outlook
appointments. You can also choose whether to view the calendar in a single-day,
five-day work week, seven-day week, monthly, or timeline format.
[ Practce C - [semplet] - [Sta Catendar] === |
Eile Edit View Actigns Zewp Tooks Help
PGBk -0 B G BB G BT Add - Ta || Today | T) Doy [T WerkWesk [T Week |8 Meath |(Z) Timeline i, gF Y
[Calendar Options ] | sucisian. |
Dates in boldface DR Turees, Cindy B
indicate when BHzIaE S B e ia.,.. vescy I, e i
something is P s | '
listed for that aasmiis |3
day. Tl E
| £
o | Cisolayed hes :___s 7 ] ] 10 1 12
E Oiutlosk® Appointments o
= Clutlook® Tasks E
- ey &
= | 5 . .
g Projects and tasks are displayed ]
a2 on their target start dates, unless ||
; those dates have already passed. 1l
e If the project or task does not Iii
B have a target start date,
) Practice CS will use the Project
o Due Date as the date for
ki displaying the project or task.
o i
o
B Bz I 2 30 May 1 2 3
7 { ] MONTHPAYROL:
| | % MONTIPAYROL: |
2 T
» Bl SL573- Craon |
-
For Help, press F1 Current Login: CAT ' Current Period: 4172014 - 4302014
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Client Calendar

The Client Calendar shows items for the selected client. In this exercise, you will
view the calendar for client HANNA.

1. From the View menu, choose Client Calendar.

2. Select client HANNA (Hanna, Jason) from the drop-down list in the upper left
corner.

3. Verify that the Projects and Tasks checkboxes are marked under Displayed
Items.

4. In the mini calendar in the left frame, navigate to the current month and click
today’s date.

5. Click the Month button in the toolbar for the monthly calendar format. Note the
projects and tasks on the calendar.

6. Double-click the first item shown on the calendar. Double-clicking a project or
task in the calendar opens the related dialog.

[, Practice C5 - [Samphed] - [Client Calendar] rel-m-
Eie et Yiew Ackges Setup Jock Help
sk o@D - @ G0 E R 3 Ll Add = s | Today | [T).Day [7) WorkWesk T Week [ Montn | ) Timelioe i
+ | Client Calendar March 30 - May 03
Hane. Juson_|=| Hanna, Jasen
[Calendar Oplions |
s ”""‘2?" o Hanna, Jagon | | i -
MTWTEFGS iy | Monary | Taedmy edneymry Thorsdwy Frisay | Sty
e | e = o . > « >
13141 15 16 17 18 18
DN2DNBE g ‘
nmuaBni2i &
! |
2 13 7 i ] i i 12
B | ooplmredtems P - |
£ || EPiscs F Projects and tasks are |
B 5 displayed on their target
k] £ start dates, unless those |
] " o ® dates have already
TMIEMEE HE J 1
T s e || o passed. If the project or
2 ool Tl task does not have atarget
- TM0SIMPLE . 450 . .
3 TBABNOTICE 82 start date, Practice CS will |
S & = = ~| usethe Project Due Date
ae as the date for displaying |
£ the project or task. |
- |
#® . : '
'_" on n » 30 May 1 2 3
ey g |
i
& : |
L 2 |
o Halp, press F1 Current Logen CAT  Curesrt Panod. 072014 - 2305008 7
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Staff Calendar

7. Review the information, and then click OK.

@ Task !?!@
Main ‘ Links | Custom Fields | Histury‘
|dentification Target dates Lctuzl dates
Order: 2 Start: 41812014 lz‘ Start (none) E
Betivity: [Review] E Complete: 41002014 |z| Complete: | (none) E
Description Review
Task information Assigned
Client: Hannz, Jason Staff: | Rogers, Melissa E
Project Individual Income Tax Return
Tracking: Not Started E
Budget information
Calculate amount automatically [T] Reminder | (none) |z|
Hours Amount Solution
Budgeted 025[x] $5625[r | Selectsolution | 2013 UlaTax CS =]
Actual: iy ZULD Completion event: | Review Complete |z|
Est. Remaining: 025 [:]
Notes

The Staff Calendar shows Practice CS projects and tasks, as well as Outlook

appointments and tasks.
1. Choose View > Staff Calendar.

2. Under Displayed Items, verify that only the Projects
marked.

3. Click the Select Staff button at the top of the screen.

4. Select staff MHR and then click the Select button so

and Tasks checkboxes are

both CAT and MHR are

selected.
5. Click OK.
[ select Staff... (23]
=]
D Description D Description
JPW ‘wilson, Jeff CAT Turner, Cindy
s Vil Seve
< Remove

Now the staff calendars for both Cindy Turner and Melissa Rogers are open.
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6. Notice the tasks and projects scheduled for Melissa Rogers on today’s date.

)

e
o

4
e ini S

Current Logen CAT  Curemed Panod. 4177014 - 23000

7. Double-click any item in the calendar to view or change the item.

8. Click OK.
i Target dates Actuzl dates
Order: Start [s12014 [=] swt  [2212014 =
Activity: ‘ E‘ Complete: ‘ 9302014 lz” Complete: ‘ (none) E‘
Description: ‘ Preparation ‘
Task information Assigned
Client | Bing, Sally | Soff | Rogers, Melissa =]
Project | Individual Income Tax: Return |
Tracking: | Started =]
Budget information
Calculate amount automatically Reminder ‘(me) Iz‘” (none) lz”
Hours Amount S
Budgeted \ 200[=] | $5000[=]  select solution | 2013 UtraTax s =]
Actuel: ‘ l]ﬂ]‘ | S11254]| C ion event | P ion Complete |z||
cormss 10
Motes
Edit Project
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Standard reports

The Practice CS Project Management module provides a set of project
management reports for analyzing your firm’s projects and tasks.

List of Project Templates

This report is designed to help your firm review all of the project templates that have
been set up and verify that the information they contain is accurate. If you need to
make corrections to a template, you can click any field in the report preview and use
the program’s drill-down capability to edit the information in the Project Templates
screen.

1. Choose File > Print Reports.
2. Inthe Print Reports screen, scroll down to the Project Management reports.
3. Click List of Project Templates, and then click the Select button.

4. Click the Preview Selected button.

(2] Practice C5 - [Sampled] - [Print Reports] l=-lo
Ele Eov View Actigns Setup Iools Help
P8k D - LS s & Ak g
Print Reports
I - Sndmctved Fagrorts Repont Ciptiorn
feta Rieceryatie Apphcations. Lt of Progmct Tomglaten Denenghon List of Prepect Terplates
Aegounis Feceivabie Ledger
Accounts Receivable Mecap Descrigtion overnde:
Leenunts Recernbie Summary
Collecsen Surimary sl
Invoice Receists Anshysis =
Pieceipt and Adjustment Joural s
R;"""I.'F"'"""'“""" Reportdate | PancdEnd O [+
@ Cliert meesiment Snalysis
& P Reconcilater
o Project Management
B List of Preject Templates
= Progect Budget o fctual 2
" Progect Listing -
2 Project Tracking
B Fiouting Sheet x
Z Task Budget 1o Actusl -
Task Tracking
Profiles =
Mast Recently Pricted -
Morthly Reports
Siaff 2 Year Compare
froeeer
B
o]
7 r— S —
For Help, preas F1 Cusmert Login CAT - Curvent Peried: 172014 - 4302014
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5. Inthe report preview, click 1040 Tax Return Example.

D
706

709

941

990

1040

1040ES

1040EX

1040EXT

1040NOTICE

10405IMPLE

1040TAXPLAN

1040%

1041

Parnes, Velano, Martinez & Co.

List of Project Templates
Wednesday, April 30, 2014

Project Description
Estate Tax Return

Gift Tax Return
941 Employer's Quarter Fed TR
Not For Profit Tax Return

Individual Income Tax Return

1040 Estimated Tax Payments

1040 Tax Return Example

1040 Extension

Individual Tax Notice
Individual Income Tax Return
Individual Tax Planning
Amended Individual Income TR

Estate and Trust Tax Return

Engagement  Department Responsible Assigned
Business Tax  Tax Department  Client Partner  Engagement
Services Manager
Business Tax  Tax Department  Client Partner  Engagement
Services Manager
Payroll Services Accounting Client Partner ~ Engagement
Department Manager
Business Tax  Tax Department  Client Partner  Engagement
Services Manager
Individual Tax Tax Department  Client Partner  Engagement
Services Manager
Individual Tax Tax Department  Client Partner  Engagement
Services Manager
Individual Tax Client Partner  Client Manager
Services
Individual Tax Tax Department  Client Partner  Engagement
Services Manager
Individual Tax Tax Department  Client Partner  Engagement
Services Manager
Individual Tax Tax Department  Client Partner  Engagement
Services Manager
Individual Tax Tax Department  Client Partner  Engagement
Services Manager
Individual Tax Tax Department  Client Partner  Engagement
Services Manager
Business Tax  Tax Department  Client Partner  Engagement
Services Manager

6. The Project Templates screen opens with the 1040EX project selected. Here
you can update the template by clicking the Edit button and changing the
necessary information. For this exercise, do not change the template.

Navigation Pane

o
3

Search
D Description +| | Identification &
706 Estate Tax Relurn o 008K
709 Gift Tax Return 5
[ Jescription: 1040 Tax Return Exz s
941 41 Employer’s Quarter F N S e
T e EorEe oo US Individual Inoome Tax Retum 7
Invaice description:
| 1040 Indivicual Income Tax Re -
= 1040 Estimated Tax Pay | 2| | project information Groupings
D40EX | 1040 Taxx Retur Exampl
| Engagement: Individual Tax Services =] Responsible: [~ | | Client Partner
1D40EXT | 1040 Exctension
1040NOTIC | Individual Tax Notice Priority, Normal = Department: |+ | | Responsible Staff Depariment =
| 1040SIMPL | Individual Income Tax Re Tracking Not Started B
| 1040TAXPL | Indivicual Tax Flanning
| Entities
1040 Amended Individual Inco
ot (e Associated Enilies: | ndividual Eniity =
| 1065 Partnership Tax Return Budget information Assigned L
1099 1039 Staft: [+ | [ Client Manager
1120 Corporate Tax Return
11208 S Corporate Tax Return
1120 1120 Estimated Tax Pay Hours o00[~]
ACCTSYSC | Accounting System Confi Amount £0.00[~]
| ANNSALES | Annuzl Sales & Use Tax Generation Solution
| ANNUALCO | Annual Compilation =
Select solu UltraTax CS
APRWRITE | April Writsup seltan e
AUDIT Pudit Pattern:  Due on every April 15 Completion event: [=]
|EmE | G Extension event | Refurn Extension Filed =
AUGWRITE | August Writeup
| BIWEEKPA | Bi-Weekly Payroll Extensions
| USANEND  Bosines Amended Tor Extend the original due date by:
BUSTAXEX | Business Tax Extension Scegsionimhey Mont(s), Day(s)
| BUSTAXNO | Business Tax Notice 4
RIISTA%PI Ricinsaa Tav Plannina s

{5 Practice CS - [SampleS] - [Project Templates]
File Edit View Actions Setup Tools Help

i BBk - - 2 B

> | Project Templates

& iy M- & =[] Add -

Main | Tasks | Links | Custom Fields

¥

Add Edi Delete Import Default Project Templates

For Help, press F1

Current Login: CAT Current Period: 4/1/2014 - 4302014

7. Click the Back button on the toolbar to return to the report preview.

8. Click the Back button on the toolbar to return to the Print Reports screen.
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9. Click the Remove button to remove the List of Project Templates from the
Selected Reports pane.

Project Budget to Actual

The Project Budget to Actual report shows variances between budgeted and actual
hours and amounts per project. You can use the Report Options to group and filter
the report in a variety of ways. In this exercise, you will preview the report based on
the target complete dates, grouped by client.

1. Click the Project Budget to Actual report in the list.
2. Click the Select button.

3. Inthe Selection tab, select Project Target Complete in the Based on field.

Report Options
Description: Project Budget to Actual

Diescription override:

Selection | Layout

Dates

Report date Pericd End Date |z|
Detail line: Period-to-date |Z| o

Eased on: Project Target Complete ﬂ

Filtering

FMEEEE

4. Click the Layout tab.
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5. Inthe top Group by field, select Client from the drop-down list.

Report Options
Diescription: Project Budget to Actual

Description override:

Selection | Layout

Sort on: Direction:
0 (2] [pscends [<]
(Mone) |Z|
(None) |z|

Detail by: Mumber E Ascending |z|

[ Print Cover Sheet

] 11 | +

6. Click the Preview Selected button.

7. Review the data on the report.

Parnes, Velano, Martinez & Co.
Project Budget to Actual
April 1, 2014 - April 30, 2014
Date Based on: Project Target Complete
Hours Amournt Target  Actual

jis) Description Client Name Responsible Budget  Actual Variance Budgst Actual Variancz  Complate Complete
ABCP ABC Partnership
509 Partnership TaxRetum ABC Partnership SaM 15.25 0.00 15.25 3,862.50 0.00 3,862.50 04/14f14

ABC Partnership Totals 15.25 0.00 15.25 3,862.50 0.00 3,862.50
ACEADVERT Ace Advertising
560 March Writeup Ace Advertising MHR. 4.00 0.00 4.00 500.00 0.00 500.00 04/18/14
564 Quarterly Sales &Use Tax AceAdvertising MHR. 2.50 0.00 2.50 125.00 0.00 125.00  04/21/14
588 Accounting System Config Ace Advertising MHR. 49.00 53.50 -4.50 17,150.00 18,725.00 -1,575.00 04/02/14 04/02/14

Ace Advertising Totals 55.50 53.50 2.00 17,775.00 18,725.00 -950.00
ALPHA Alpha Promotions
511 Partnership TaxRetum Alpha Promations MHR. 9.75 0.00 975 2,462.50 0.00 2,462.50 04/10/14
589 Consulting - Web Design Update Alpha Promotions MHR. 21.00 21.00 0.00 7,350.00 7,350.00 0.00 04f17/14 033114

Alpha Promotions Totals 30.75 21.00 8.75 9,812.50 7,350.00 2,462.50
BENTON Benton, Stephanie
520 Individual Income Tax Retum Bentan, Stephanie SAM 7.25 0.00 725 1,631.25 0.00 1,631.25 04/15/14

Bentan, Staphanie Totals 7.25 0.00 725 1,631.25 0.00 1,631.25
BROWN) Brown, Jerald & Elizabeth
522 Individual Income Tax Retum Brown, Jerald &Elizabeth SaM 275 0.00 275 636.25 0.00 636.25 04/15/14
571 Bi-Weekly Payroll Brown, Jerald &Elizabeth T 3.00 0.00 3.00 0.00 0.00 0.00 04/04/14
572 Bi-Weekly Payroll Brown, Jerald &Elizabeth AT 3.00 0.00 3.00 0.00 0.00 0.00 041714
590 Consulting - Web Design Brown, Jerald &Elizabeth S&M 18.00 18.00 0.00 6,300.00 £,300.00 0.00 04/20/14 04/01/14

Brown, Jerald &Elizabeth Totals 26.75 18.00 875 6,936.25 £,300.00 £36.25
CRAWFORD Crawford’s Steak House
580 Quarterly Sales &Use Tax Crawford’s Steak House: CAT 2.50 0.00 2.50 125.00 0.00 125.00 04/23f14
Printed by CATon 4/15/2014 at 10:47 AM FPage I
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Notes

= To view page two of the report, click the Next Page IEI button on the

toolbar.

= To scroll through a multi-page report, click the Continuous Scroll button

on the toolbar.

8. Click the Back button on the toolbar.

9. Click the Remove button to remove the report from the Selected Reports pane.

Project Listing

The Project Listing report provides a list of all projects that have been entered into
Practice CS. If you mark the Include Task Detail checkbox on the Layout tab, the
report also lists the tasks associated with each project. This report provides project
information such as target start date, current due date, project budgeted amounts,
and task details, and it can be grouped in many different ways, depending on the
information that you need. In this exercise, you will preview a list of projects with a
due date in the current period, grouped by responsible staff and by client.

1. Inthe list of reports, click the Project Listing report.

2. Click the Select button.

3. Inthe Selection tab, verify the following selections.

Field

Selection

Report date

Period End Date

Detail line

Period-to-date

Based on

Project Current Due Date

4. Click the Layout tab.

5. Inthe Group by field, select Project Responsible in the first row and Client in the

second row.
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6. Verify that the Include Task Detail checkbox is marked.

Report Options
Description: Project Listing

Description override:

Selection | Layout
Sort on: Direction: g?eg:ks.
Group by: Projec‘tF{esponsib\-E D El Ascending E &}
0 Flffscedns =] 1
(Mone)
Detail by Mumber El Ascending E

[ Print Cover Sheet

Include Task Detail

7. Click Preview Selected.

Parnes, Velano, Martinez & Co.
Project Listing
April 1, 2014 - April 30, 2014
Date Based on: Project Current Due Date
Budget Budget  Target  Current
his] Description Client Name Responsible Assigned Priority Hours Amount  Start DueDate
CAT Turner, Cindy
ANIMAL AnimalShelter 101
512 Estate and Trust Tax Return Animal Shelter101 CAT SAM Normal 7.00 1,812.50 04/15/14
Task Detail: Order Activity Assigned TrgtStat  BdgtHous BdgtAmount  Trgt Complate
1 ASSIGNBUD SAM 0.50 137.50
2 PREPARATION SAM 150 412.50
3 REVIEW MHR 150 375.00
4 CLEARREVEN MHR 1.50 375.00
5 FINALREVEN MHR 150 375.00
5 CLIENTCOPY  SAM 0.50 13750
7 ELFAUTHOREZ ~MHR 0.00 0.00
8 ELFASSEMBLY MHR 0.00 0.00
] ELFTRANSMIT  MHR 0.00 0.00
7.00 1,81250
Animal Shelter 101 Totals 7.00 1,812.50
BROWN) Brown, Jerald & Elizabeth
571 Bi-Weekly Payroll Brown, Jerald &Elizabeth ar T Normal 3.00 0.00  DH03/14 0404114
TaskDetal: Order  Activity Assigned TrgtStat  BdgtHous BdgtAmowt  TrgtComplete
1 PREPARATION CAT 04/03/14 3.0 0.00 04/04/14
3.00 0.00
572 Bi-Waekly Payroll Brown, Jerald &Elizabeth T T Normal 3.00 0.00  D4/16/14 D4/18/14
TaskDetal: Order  Activty Assigned TrgtStat  BdgtHous BdgtAmourt  TrgtCompletz
1 PREPARATION CAT 04/16/14 3.00 0.00 04/17/14
3.0 0.00
Printed by CATon4/15/2014at 10:30 AM Page 1

8. Click the Back button on the toolbar to return to the Print Reports screen.

9. Click the Remove button to remove the Project Listing report from the Selected
Reports pane.
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Project Tracking

Use the Project Tracking report to track the status of projects in Practice CS. This

report lists staff involved with the project and important dates, such as target

start/complete, actual start/complete, received, and due dates, and the number of

times the project has been extended. This information allows you to see which
projects are near completion and which ones are at risk of falling behind.

1.

2
3.
4

Select the Project Tracking report.

On the Selection tab, select Project Current Due Date in the Based on field.

Click the Layout tab.

In the Group by field, select Project Tracking in the first row. Verify that (None)
is selected for the second and third rows.

Click the Preview Selected button.

Parnes, Velano, Martinez & Co.

hir} Description
Completed
493 Individual Income TaxRetum
588 Accounting System Corfig
589 Consulting - Web Design Update
530 Consulting - Web Design
591 Payroll Tax Notice

Completed
Not Started
509 Partnership TaxRetum
511 Partnership TaxRetum
512 Estate and TrustTaxRetum
519 Individual Income TaxRetum
520 Individual Income TaxRetum
521 Individual Income TaxRetum
522 Individual Income TaxRetum
524 Individual Income TaxRetum
525 Individual Income TaxRetum
526 Individual Income TaxRetum
527 Individual Income TaxRetum
563 Monthly Payrol
564 Quarterly Sales &Use Tax
565 941 Employer's Quarter Fed TR
566 1040 Estimated Tax Payments
573 941 Emplayer's Quarter Fed TR
576 March Writeup
579 Manthly Payrol
580 Quarterly Sales &Use Tax
581 941 Employer's Quarter Fed TR

Printed by CATon 4/15/2014 at 10:32 AM

Project Tracking
April 1, 2014 - April 30, 2014

Date Based on: Project Current Due Date

Client Name

Mansfield, Edward &yivia
Ace Advertising

Alpha Promations

Brovin, Jerald &Elizabeth
Crawford’s Steak House:

Project count=5

ABCPartnership

Alpha Promotions
Animal Shelter 101
Anderson, Joe &Kim
Bentan, Stephanie

Bing, Ted &Angela
Browmn, Jerald &Elizabeth
Golden, Michael &Meredith
Quinn, Brian&Michelle
Smith, Tom & Kathleen
Crawford's Steak House
Ace Advertising

Ace Advertising

Brown, Jerald &Elizabeth
Brown, Jerald &Elizabeth
Crawford's Stesk House:
Crawford's Stesk House
Crawford's Stesk House
Crawford’s Stesk House:
Frototype Design

Target
Responsible  Priorty Start

T Normal 01/13/14
MHR Normal 03/03/14
MHR Normal 03/18/14
SAM Normal 03/21/14
AT Normal 03/21/14

sAM Normal 03/31/14
MHR Normal 03/27/14
AT Normal
MHR Normal
SAM Normal 04/01/14
sAM Normal 03/04/14
SAM Normal 04/01/14
MHR Normal 04/01/14
MHR Normal 04/01/14
T Normal 03/31/14
AT Normal
MHR Normal
MHR Normal 04/16/14
sAM Normal
SAM Normal
AT Normal
AT Normal
AT Normal
AT Normal 04/18/14
SAM Normal

Target
Complate Received

012714 01/13/14
04/02/14 03/03/14
04/17/14 03/18/14
04/20/14 03/21/14
03/31/14 03/21/14

04/14/14 03/31/14
04/10/14 03/27/14

04/15/14 04/01/14
03/18/14 03/04/14
04/15/14 04/01/14
041514 04/01/14
04/15/14 04/01/14
04/15/14 03/31/14

04/21/14 04/16/14

04/23/14 04/18/14

Actual
Start

01/13/14
03/04/14
03/18/14
03/24/14
03/28/14

Actual Current
Complstz DueDate Tracking

01/23/14 04/1514 Completed
04/02/14 04/30/14 Completed
03/31/14 042114 Completed
04/01/14 04/18/14 Completed
04/01/14 042514 Completed

04/15/14 NotStarted
04/15/14 Not Started
04/15/14 Not Started
14/15/14 NotStarted
04/15/14 NotStarted
04/15/14 NotStarted
04/15/14 Mot Started
04/15/14 Not Started
14/15/14 NotStarted
04/15/14 Not Started
04/15/14 Not Started
04/30/14 Not Started
04/21/14 NotStarted
04/30/14 NotStarted
04/15/14 Not Started
04/30/14  NotStarted
14/30/14 NotStarted
04/30/14 NotStarted
04/30/14 NotStarted
04/30/14 Not Started

Bxt

Pags i

6. Click the Back button on the toolbar to exit the preview screen.

7. Click the Remove button to remove the Project Tracking report from the

Routing Sheet

Selected Reports pane.

The Routing Sheet report provides your firm with a hardcopy routing sheet that

shows the details of a project and the status of any associated tasks. The report,
which can be routed from person to person in the office, indicates which tasks need
to be signed off before subsequent tasks can begin.

1. Select the Routing Sheet report.

2.

In the Selection tab, select Year-to-date in the Detail line field.

3. Select Project Actual Complete in the Based on field.
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4. Click the Preview Selected button.

Parnes, Velano, Martinez & Co.
Routing Sheet
January 1, 2014 - April 30, 2014
Date Based on: Project Actual Complete
Projed Client Dates

D 432 D AAC Target Start 09/30/13
Projedt Audit Name Advanced Advertising Consultan Target Complete 02/28/14
Description Audit Contact Name Received 10/22/13
Department Attestation Department Primary Phone (215) 658-9588
Respaonsible SAM Partner SAM Actual Start 09/30/13
Assigned IPw Officz MICHIGAN Actual Complete 02/28/14
Priority MNormal Engagement
Tracking Completed jis] Audit Services Original Due Date  03/31/14

Biller CurrentDueDate  03/31f14

Reviewer
Project Motes

Target Budget  Target Actual Actual
Order Activity Assigned Tracking  Start Hours  Complete Start Completz Initials
1 Assign & Budget Miller, Steve Completed 09/30/13 500  10/08/13 08/30/13 09/30/13
3 Engagement Letter Miller, Steve Completed  10/09/13 4.00 10/10/13  10/09f13 10/09/13
5 Pre-Analytical Prodeaures Miller, Steve Completed 10/14/13 5.00  01/10/14 10f16/13 10/16/13
3 Risk Assessment/Control Miller, Steve Completed  10/14/13 400 01/10/14 10/16f13 10/17/13
5 Minutes Miller, Steve Completed 10/14/13 500  01/10/14 10/16/13 10/17/13
10 Cash Miller, Steve Completed 01/11/14 500 02/08/14 01/13/14 01/15/14
10 Accounts Receivable Miller, Steve Completed 01/11/14 4,00 02/08/14 011314 01/15/14
10 Inventory Miller, Steve Completed 01/11/14 7.00  02/08/14 01/13/14 01/17/14
10 Prepaids & Other Current Asset  Miller, Steve Completed 01/11/14 4,00 02/08/14 01f14/14 01/14/14
10 Property, Equipment, and Lease Miller, Steve Completed 01/11/14 7.00  02/08/14 01/13f14 01/21/14
10 Motes Payable Miller, Steve Completed 01/11/14 400 02/08/14 01/13/14 01/21/14
10 Accounts Payable Miller, Steve Completed 01/11f14 4.00  02/08/14 01f14/14 01/22/14
10 Other Current Liabilities Miller, Steve Completed 01/11/14 5.00  02/08/14 01/14/13 01/21/14
10 Equity Miller, Steve Completed 01/11/14 400  02/08/14 01f15/14 01/21/14
10 Income Taxes Miller, Steve Completed 01/11f14 6.00  02/08/14 01/16f14 01/22/14
10 Revenuss Miller, Steve Completed 01/11/14 7.00 02/08/14 01/16f14 01/22/14
10 General, Admin, &Selling Bp  Miller, Steve Completed 01/11/14 4.00  02/08/14 01f1714 01/22/14
10 Other Income and Expenses Miller, Steve Completed 01/11/14 4,00 02/08/14 012014 01/20/14
5 Finanical &TaxDeferred Cales  Miller, Steve Completed 02/09/14 5.00  0210/14 02/09/14 02/08/14
20 Analytical Procedures Miller, Steve Completed 021114 4,00 02/12/14 021114 02/11/14
25 Workpaper Review Miller, Steve Completed 02/13/14 10.00  02/14/14 02/11f14 02/12/14
30 Financial Statement Prep Miller, Steve Completed 02/15/14 8.00  02/17/14 02/13f14 02/13/14
35 Financial Statement Review Wilson, Jef Completed 02/18/14 6.00  02/20{14 02/18/14 02/18/14
40 Management Rep Letter Miller, Steve Completed 02/21/14 3.00  02/23/14 02/22f14 02/22/14
45 Agsembhy Rogers, Meissa Completed 02/24/14 6.00  02/25/14 02/25/14 02/25/14
50 Delivery Rogers, Melissa Completed 02/26/14 3.00  02/27/14 02/26/14 02/26/14
55 Wrap Up Meeting Miller, Steve Completed 02/28/14 4.00  02/28/14 0272814 02/23/14
Project Totalz 137.00

Printed by CATon 4/15/2014 a1 10:54 AM Page ]

5. Click the Back button on the toolbar.

6. Click the Remove button to remove the Routing Sheet report from the Selected
Reports pane.

Note: You can also print the Routing Sheet for selected projects from the Manage
Projects screen. Right-click and choose Print Routing Sheets for Selected from the
context menu.

Task Budget to Actual

The Task Budget to Actual report shows variances between budgeted and actual
hours and amounts per task. In this exercise, you will preview the report based on
the target complete dates, grouped by client.
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Task Tracking

o a0 c w0 D PE

Double-click the Task Budget to Actual report.

In the Selection tab, select Task Target Complete in the Based on field.

Click the Layout tab.

In the Group by field, select Client.

Click the Preview Selected button.

Review the data on the report.

vl Client Name
ABCP ABCPartnershp
ABCP  ABCPartnership

ABC Partnership Totals

ACEADVERT Ace Advertising

ACEADVE Ace Advertising Consulants
RT

Ace Advertising Totals

ALPHA

ALPHA  Alpha Promotions

Parnes, Velano, Martinez & Co.

Project
Number Project Desaiption

509 Partnership TaxRetum
508 Partnership TaxRetum
509 Fartnership TaxRetum
509 Partnership TaxRetum
509 Partnership TaxRetum
508 Partnership TaxRetum

509 Fartnership TaxRetum
509 Partnership TaxRetum
Taskcount=8

560 MarchWriteup
564 Quarterly Sales &Use
Tax

588 Accounting System
Config

588 Accounting System
Config

Taskcount=4

Alpha Promotions

511 Partnership TaxRetum
511  Partnership TaxRetum

Task Budget to Actual

April 1, 2014 - April 30, 2014

Date Based on: Task Target Complete

Assignad Activity

CAT  Review

CAT  Final Review

MHR  Preparation

MHR  Clear Review Comments

MHR,
MHR.

MHR
MHR.

caT

caT

MHR.

MHR.

caT
T

589 Consulting-WebDesign JPW
Update

589 Consulting-WebDesign JPW

Update
511 Partnership TaxRetum
511 Partnership TaxRetum

Printed by CATon4/13/2014at 10:39 AM

MHR.
MHR

Client Copy Packaging
E-File Authorzation
Received

E-File Assembly
E-File Transmitted

Preparation
Preparation
Preparation

Wrap Up Meting

Review

Final Review
Preparation
Wrap Up Meting

Preparation
Clear Review Comments

Hours Amount
Budge  Actual Varisnce Budget Actual Variancs
250 0.00 250 625.00 0.00 625.00
150 0.00 150 375.00 0.00 375.00
600 000 600 1,500.00 0.00 1,500.00
300 000 300 750.00 0.00 750.00
025 000 035 62.50 0.00 62.50
000 000 000 0.00 0.00 0.00
000 000 0.00 0.00 0.00 0.00
000 0.00 000 0.00 0.00 0.00
1325 000 1325 331250 0.00 3,312.50
400 0.00 400 500.00 0.00 500.00
250 0.00 250 125.00 0.00 125.00
4000 4600 -6.00 14,00000 1510000  -2,100.00
500 350 150 1,750.00 1,225.00 525.00
5150 49.50 200 1637500 17,325.00 -950.00
200 000 200 500.00 0.00 500.00
100 0.00 100 250.00 0.00 250.00
1500 1525 -0.25 5,250.00 5,337.50 -87.50
300 275 025 1,050.00 962,50 87.50
400 0.00 400 1,000.00 0.00 1,000.00
150 0.00 150 375.00 0.00 375.00

Target  Actual
Complete Complete

04/08/14
04/11/14
04/07/14
04/10/14
04/14/14
04/14/14

04/14/14
04/14/14

04/18/14
04/21/14
04/02/14 03/31/14

04/02/14 0410214

04/04/14
04/07/14

04/17/14 03/25/14

04/17/14 03/31/14
04/02/14
04/07/14

Pagz ]

7. Click the Back button on the toolbar.

8. Click the Remove button to remove the Task Budget to Actual report from the
Selected Reports pane.

The Task Tracking report provides information such as which staff are assigned to

projects and which tasks are ready to be started. Staff can use this report when they
need to know if they can begin a task and whether the preceding tasks have been
completed.

1. Double-click the Task Tracking report.

2.

In the Selection tab, select Custom Date Range in the Detail line field.

3. For the date range, enter 1/1/2014 to 4/30/2014.

Practice CS Project Management WalkThrough
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In the Based on field, select Project Current Due Date from the drop-down list.

Report Cptions
Description: Task Tracking

Description override:

Dates
Report date: Pericd End Date |Z|
Detail line: Custom Date Rang{ x| | 1/1/2014
Based on: Project Current Due Date |Z|

[=] to 4302014 [=]

Click the Layout tab.

In the top Group by field, select Project Assigned Staff List from the first drop-

down list.

In the Detail by row, Sort on column, select Project Number.

Report Options
Description: Task Tracking

Description averride:

Selection | Layout
Sort on: Direction: E?g:ks
Group by: Project Assigned S‘|Z| D |Z| Ascending |Z| 0
(Mone) |Z|
(Mone) |Z|
Detail by: Ascending [=]
[ Print Cover Sheet

Practice CS Project Management WalkThrough



Analyzing projects

8. Click the Preview Selected button.

Parnes, Velano, Martinez & Co.
Task Tracking
January 1, 2014 - April 30, 2014
Date Based on: Project Current Due Date
Budget Target  Target
ol Clignt Name Project Number  Project Desaiption Assigned Activity Hours Ready Start Complte Tracking
CAT Turner, Cindy
ACEADVERT Ace Advertising 506 December Writeup CAT PREPARATION 4.00 01/20/14 01/30/14 Completed
PROTO Prototype Design 507 Quarterly Writeup CAT PREPARATION 4.00 01/14/14 01/24/14 Completed
CRAWFORD Crawford's Steak House 508 December Writeup CAT PREPARATION 4.00 01/14/14 01/24f14 Completed
528 Quarterly Sales &lUse Tax CAT PREPARATION 2.50 01/13/14 01/20/14 Completed
529 W23 CAT PREPARATION £.00 01/14/14 01/20/14 Completed
530 941 Employer's Quarter Fed TR, AT PREPARATION 4.00 01/14/14 01/19/14 Complated
531 1099 CAT PREPARATION 3.00 01/14/14 01/20f14 Completed
ACEADVERT Ace Advertising 532 Quarterly Sales &lse Tax AT PREPARATION 2.50 01/10/14 01/15/14 Complated
533 W23 CAT PREPARATION 3.00 01/20/14 01/27/14 Completed
534 1099 CAT PREPARATION 275 01/20/14 01/27/14 Completed
PROTO Prototype Design 535 Quarterly Sales &Use Tax CAT PREPARATION 2.50 01/07/14 01/13/14 Completed
536 W-2pW-3 caT PREPARATION 4.00 03/14/14 03/20/14 Completed
537 1099 CAT PREPARATION 3.00 01/14/14 01/20f14 Completed
538 941 Emplayer's QuarterFed TR CaAT PREPARATION 4.00 03/14/14 03/19/14 Completed
BROWNI Brown, Jerald & Elizabeth 540 941 Employer's Quarter Fed TR, CAT PREPARATION 3.00 01/16/14 01/21/14 Completed
542 Bi-Weekly Payroll CAT PREPARATION 3.00 01/09/14 01/10/14 Completed
543 W2 -3 CAT PREPARATION 3.00 01/16/14 01/21/14 Completed
CRAWFORD Crawford's Steak House 546 Monthly Payrol CAT PREPARATION 4.00 01/28/14 01/28/14 Completed
ACEADVERT Ace Advertising 547 Monthly Payrol CAT PREPARATION 4.00 01/28/14 01/28/14 Completed
PROTO Prototype Design 548 Manthly Payroll CAT PREPARATION 4.00 01/27/14 01/27/14 Completed
BROWND Brown, Jerald & Elizabeth 549 Bi-Weekly Payroll CAT PREPARATION 3.00 01/22/14 01/23/14 Completed
ACEADVERT Ace Advertising 557 941Employer's Quarter Fed TR, MHR PREPARATION 1.00 01/21/14 01/26/14 Completed
558 February Writeup CAT PREPARATION 425 03/17/14 03/27/14 Completed
559 January Writeup CAT PREPARATION 4.00 02/18/14 02/28/14 Completed
560 March Writeup CAT PREPARATION 4.00 Yes 04/08/14 04/18/14 Not Started
561 Monthly Payrol CAT PREPARATION 4.00 02/26/14 02/26/14 Completed
562 Manthly Payrol AT PREPARATION 4.00 03/27/14 03/27/14 Complated
563 Maonthly Payroll CAT PREPARATION 4.00 Not Started
564 Quarterly Sales &Use Tax CAT PREPARATION 2.50 Yes 04/16/14 04/21/14 Not Started
Printed by CATon4/15/2014at 11:21 AM Page ]

9. Click the Back button on the toolbar to exit the preview.

Restoring the sample database

After you have completed this walkthrough, you should restore the sample database
that you backed up (see “Backing up the sample database” on page 2). Use the
restored sample database to complete other Practice CS walkthroughs.

1. From the File menu, choose Restore.

2. Inthe Restore dialog, enter the path to the backup file that you want to restore,

or click the browse || button to navigate to the backup location (usually a
subfolder of X:\Program Files (x86)\Microsoft SQL Server or X:\Program
Files\Microsoft SQL Server, where X: is the drive on the computer where the
data resides).

3. Inthe Backup File Location dialog, click the backup file that you want to restore
and click OK.

Note: The backup file will have a file extension of BDF.

4. Inthe Restore Firm dialog, enter a new name for the database in the New Firm
name field.
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Note: When you restore the Sample database, you must give it a different
name. The restore process in Practice CS does not overwrite an existing
database, and Practice CS does not allow firm databases with duplicate names.
Therefore, you will need to give the database a different name when you
restore it (for example, Samplel). The name may contain only alphanumeric

characters.

[aJ Restore

Please select a backup file or directory and enter a Firm name.

New Firm name:
Select the database you would like to restore:

Firm Name File

Backup file\directory: | C:\Program Files (x86)\Microsoft SQL SenverMSSGL10_B0.CREATIVESOLUTIONIMSSGLI\DATAL E]

> _ CSP_993 Sampled_20140 | Manual backup created on 4/15/2014 11:26:3 | 04/15/2014

)

Description Date

0K ][ Canesl
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