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@ Introduction

This walkthrough introduces you to the Staff Management module of Practice CS.
After you have completed the walkthrough, you will have a good understanding of
how to set up staff management features, monitor and adjust staff workloads and
schedules, and administer staff benefits.

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 member CAT. To log in, follow these steps.

1. Start Practice CS.
2. Onthe Login dialog, select Sample in the Open Firm field.
3. Inthe Staff ID field, enter CAT.

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

Practice CS Staff Management WalkThrough 1
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4. Click OK.

PRACTICE CS

part of the CS PROFESSIONAL SUITE®

Open Firm: | EENE E

Staff ID: CAT =]

7% THOMSON REUTERS
Wersion 2014.X.X

oK ] [ 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 back up 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 Virtual Office CS,® the Backup menu
command is not available. We recommend that you install Practice CS locally 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.
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2. Click the [I] button next to the Backup file field and if necessary, navigate to
the folder where you want to save the backup file. The backup file will have a
file extension of BDF.

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

E): Backup Firm \E\

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

Backup file: | c:\Program Files {86} Microsoft SOL Server'\MS5QL10_50 CREATIVESOLUTIONMS D
Schedule a recurring backup

oK II Cancel J

3. Click OK.
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 78.
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@ staff Management Overview

The Staff Management module of Practice CS provides numerous features to assist
you in managing your firm’s staff. Target hours enable you to set targets for each
staff member’s billable and total hours, which can be used to monitor staff
performance. Scheduling features enable you to manage staff workloads by
assigning work items according to predetermined qualifications and staff availability,
and provide a work queue from which qualified staff members can choose items to
work on. You can also use the Staff Management module to administer staff
benefits such as holidays, vacations, and comp time.

For more information about using the screens, tabs, and dialogs described in this
chapter, see the subsequent chapters of this walkthrough, or refer to the topic Staff
Management overview in the Help & How-To Center.

The Manage Staff screen

Staff members with sufficient security privileges can use the Manage Staff screen to
monitor the firm’s workflow, view staff availability, assign work items, view benefit
balances, and assess how staff members are progressing toward their targets. The
screen is comprised of five tabs: Assignments, Schedules, Schedule ltems,
Benefit, and Targets.

Note: For these tabs to display relevant information, you must first perform the
setup tasks for the Staff Management module. See the “Setting Up Staff
Management” chapter of this walkthrough, which begins on page 17.

P Toopenthe Manage Staff screen, choose Actions > Manage Staff.
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Assignments tab

The Assignments tab is designed for managers to assign, order, and loosely
schedule work for their staff. Depending on your workflow, your firm may need to
use this tab for only some of these activities. It is important to identify first how your
firm would like to schedule staff assignments, and then determine if using the
Assignments tab is the best way to do it.

The Assignments tab can be useful when you want to do the following:
= See which schedule items are already assigned to staff members

= See a summary of assigned hours for each staff member and then drill down to
see the actual schedule items

= Indicate in which order you want your staff to work on assigned schedule items
= Balance assignments across your staff

= See how many assigned hours each staff person has scheduled over a

particular time frame
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Staff Management Overview

Schedules tab

Practice CS Staff Management WalkThrough

The Schedules tab provides a way to schedule items from a staff-based view. This
view provides a way to view and schedule work that has already been assigned,
potential work, and urgent items for the selected staff.

Use the Schedules tab when you would like to:

= Schedule a staff member's assignments

= Find more work that a staff member is qualified for
= See urgent items for a specific staff member

= Avoid overscheduling staff

= Reschedule work from one staff member to another

The staff calendar or timeline shows any schedule items for the selected staff and
time interval. The staff items pane shows schedule items, potential items, and items
marked as urgent. The calendar options pane allows you to select which schedule
items to display.

You can open a schedule item by double-clicking it.
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Staff Management Overview

Schedule Items tab
The Schedule Items tab helps you to look for schedule items that are unassigned,
not fully scheduled, or flagged as Urgent. You can then assign the items to staff
based on their availability and qualifications. Hold your mouse pointer over a staff
member’s name for an Infotip that shows whether they are qualified to work on a
selected item.

You can open schedule items on this tab by double-clicking them.
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Staff Management Overview

Benefit tab

Practice CS Staff Management WalkThrough

The Benefit tab enables you to view benefit balances for your staff. When you select
an item in the top pane, details of the benefit’s accrual and usage are displayed in
the bottom pane.
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You can filter the list of staff and choose to view details for all entries, the current
benefit year, or the benefit year to date.



Staff Management Overview

Targets tab

The Targets tab enables you to monitor your staff's progress toward the targets set
for them. Select a staff member in the top pane to see target details in the bottom
pane.
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You can choose a time period, filter the staff list, and limit the display to staff who
are under their target work or billable hours. You can also control the level of detail
displayed in the bottom pane.

Other screens and portlets

Firm Dashboard

10

The Firm Dashboard features two portlets with Staff Management-related
information.

1. Click the Firm Dashboard button in the toolbar.

2. Inthe Firm Dashboard, click the Staff Summary view.

Practice CS Staff Management WalkThrough



Staff Management Overview

Staff Dashboard

Practice CS Staff Management WalkThrough

Staff Schedule Summary portlet
This portlet provides an overview of staff target work hours, assigned hours, and
available hours.

Staff Schedule Summary (Period) AlEE
Period E 41/2014 To | 4302014
]
E Staff Assigned Hours ~ Target Work Hours Scheduled Awailable
» | Administrator 0.00 0.00 0.00 0.00
Miller, Steve 21.00 0.00 0.00 0.00
Rogers, Melissa 55.50 0.00 0.00 0.00
Turner, Cindy 62.00 0.00 0.00 0.00
‘nfilson, Jeff 26.00 0.00 0.00 0.00
[0 | 164.50] 0.00] 0.00] 0.00]

Staff Targets portlet
This portlet provides a way to compare staff members’ billable hours with their
target hours.

Staff Targets (Period) Al=l=)]E]
Period |Z| 4172014 To | 430/2014
E Staff Target Billable Hrs ~ Act Billable Hrs ~ Hrs Variance  Target Billable Amt ~ Act Billable Amt ~ Amt Variance
» | Rogers, Melissa 123.20 350 -1158.70 27.720.00 1.225.00 (26.455.00)
Miller, Steve 123.20 0.00 -123.20 28.552.00 0.00 (28,952.00)
Wilson, Jeff 123.20 250 -118.70 2772000 1,225.00 (26,495.00)
Turner, Cindy 123.20 150 -121.70 2772000 75.00 (27,645.00)
[0 452.80] 8.50] -484.30] 112.112.00] 2525.00[  (109.587.00) |

The Staff Dashboard features several portlets related to Staff Management.

»  Click the Staff Dashboard button in the toolbar.
Benefits portlet
1. In the Staff Dashboard, click the Benefits view.

2. If necessary, right-click, choose Select Portlets, and then mark the Benefits

checkbox.

This portlet allows staff to view their benefit balances, including hours earned, used,
and remaining.

Benefits @
Benefit Beg Bal Earned YTD Used YTD Balance Remaining Accruals To Use Carryover Max
Viacation Time 0.00 60.00 0.00 60.00 £0.00 12000 0.00
[ [ 0.00] 50.00] 0.00] 60.00] 60.00] 120.00] |
Assignments by Target Date portlet
b Click the Schedule tab.
11



Staff Management Overview

The Assignments by Target Date portlet displays the current staff member’s
schedule in a day format, and includes work items.

Assignments by Target Date &3]
Friday. July 11, 2014 152.50| =
o-00 AM - 10-00 A B Inter al Mesting
AM - 10:30 A B Mee der
[¥ Call Ava Frank
[ Fax Tax Info To Movers Inc.
v Organize Firm Lunch
] Prepare Presentation L
{Fast Due Date) [0 341 Employer's Quarter Fed TR 3
Past Due Date i Review
{Fast Due Date) [ Talk toJos Regarding ECompany
Saturday. July 12, 2014 3
5:00 AM - 12:00 PM [ Bulk Shredding - reminder
All Day Event [0 Bi-weekly Payrall L=
All Day Event ') Preparation A
Monday, July 14, 2014 250
8:30 AM - 5:00 AM &% Siaff Meeting
1:00 PM - 2:00 PM @ Steering committee meeting

Note: To change the number of days displayed in this portlet, right-click within the
portlet and choose Options from the context menu.

Scheduled Benefit Requests portlet
»  Right-click, choose Select Portlets, and then mark the Scheduled Benefit
Requests checkbox.

This portlet displays for supervisors any pending benefit requests submitted by staff
for approval, and enables a supervisor to approve or deny requests.

Scheduled Benefit Requests
Staff Benefit Start End Hours
Anderson, Justin ‘acation Time 4232012900 | 427/2012 5:00 40.00
Anderson, Justin acation Time 1211052012 9:00 | 12114/2012 5:00 40.00
Turner, Cindy Vacation Time 232012 12:00 | 312012 12:00 43.00
Turner, Cindy Vacation Time 11192012 12:0 | 12/1/2012 12:.00 64.00
Turner, Cindy acation Time B/A201312:00 | 51120131200 56.00
Turner, Cindy Vacation Time 82512014 12:00 | 8/30/2014 12:.00 40.00
Turner, Cindy Vacation Time hB2014 12:00 | 5102014 12:00 40.00
Turner, Cindy Vacation Time 6/23/2014 12:00 | 6/28/2014 12.00 40.00
Turner, Cindy Vacation Time 11122012 5:00 | 11162012 5:00 40.00

Schedule Items portlet

This portlet displays all of the schedule items assigned to the current staff member,
and provides a button for assigning to the staff member the next available item from
the work queue.

|[6chedule Ttems Fo=E]
Type Rank Description Assigned Tracking/Status Priority % TargetSta © TargetCo * Client Description Remaining Hours -
» B Preparation Turner, Cindy Mot Started Mormal 3612014 312014 Bing, Ted & Angela 200 =
‘[J Clear Review Comments | Turner, Cindy Neot Started Mormal 332014 31472014 Bing. Ted & Angela 1.00
‘[J Review Turner, Cindy Neot Started Mormal 432014 4412014 Alpha Promations 200
[m Bi-WWeekly Payroll Turner, Cindy Neot Started Mormal 432014 44720014 Brown, Jerald & Elizab 3.00
‘[J Preparation Turner, Cindy Neot Started Mormal 432014 4412014 Browin, Jerald & Elizab 3.00
‘[J Final Review Turner, Cindy Neot Started Mormal 4772014 47720014 Alpha Promotions 1.00
m Pickup paperwork Turner, Cindy Neot Started Mormal 472014 4712014 ABC Partnership 1.50
x[J Review Turner, Cindy Neot Started Mormal 4772014 482014 ABC Partnership 250
‘[J Preparation Turner, Cindy Neot Started Mormal 4132014 4182014 Ace Advertising 400
Hj March Writeup Turner, Cindy Net Started MNormal 4182014 4/18/2014 | Ace Advertising 4.00
‘[J Final Review Turner, Cindy Net Started Mormal 4102014 | 411/2014 | ABC Partnership 150
rlﬂ Bi-\weekly Payrall Turner, Cindy Neot Started MNormal 416/2014 | 41712014 Brown, Jerald & Elizab 3.00 -
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Work Queue portlet

This portlet displays all scheduled items assigned to the work queue for which the
current staff member is qualified, and enables the staff member to accept
assignment of a selected item.

Work Queue @
Type Description Client Description  Priority ~ Hours  Remaini Trgt Start Trgt Camplate =
) ; Smih, TamtKath  Nomal 000 000 | i
[ | Cliert Copy Packaging | Brown, Jerald & Eli | Normal 0.00 0.00
[ | Cliert Copy Packaging | Golden, Michael & | Normal 0.00 0.00
i | Cliert Copy Packaging | Hamna, Jason Maormnal 0.00 0.00
[ | Cliert Copy Packaging | Jomes, Rom &Jenn | Normal 0.00 0.00 =

Client Dashboard
The Client Dashboard features one Staff Management-related portlet.
1. Click the Client Dashboard button in the toolbar.

2. Right-click, choose Select Portlets, and then mark the Schedule ltems
checkbox.

Schedule Items portlet
This portlet displays all of the schedule items for the currently selected client.

hedule Ttems @@
Type Description Tracking/Status Priority Target Start Target Complete Remaining Hours i
[[7] | Guarterly Sales & Use Ta | Mot Started Normal 4/21/2014 4/28/2014 250
'-l_; Preparation Net Started MNarmal 472172014 4/28/2014 250
» 1?'] Quarterly Writeup Mot Started MNarmal 4.00 L
\[w | Preparation Mot Started Normal 4.00 3
({1 | Manthly Payroll Mot Started MNormal 400
{w | Preparation Mot Started Normal 400
[ | Quarterly \Writeup Not Started Normal 400 i
i | Preparation Mot Started Normal 400
[l | Manthly Payrall Mot Started MNormal 400
iw | Preparation Mot Started MNormal 4.00
[l | Guarterly Sales & Use Ta | Mot Started Normal 250
iw | Preparation Mot Started MNormal 250
[Z] | 941 Employer's Quarter F | Not Started Normal 4.00 -

Time & Expense Entry screen

In the Time & Expense Entry screen, you can enter both comp time and CPE
information during time entry.

Comp time

If your firm has activated the tracking of comp time, a button appears

on the Time & Expense Entry screen. The Comp Time button opens the Comp Time
Detall dialog, where staff can make comp time entries.

Note: For information on activating comp time, see “Setting up comp time” on page
18.

In the Comp Time Detail dialog, you can enter earned comp time as earned, used,
or a manual adjustment.

Enter time as earned if you worked more than your allotted time for the day and
want to add to your bank of comp time. Enter time as used if you worked less than

Practice CS Staff Management WalkThrough 13



Staff Management Overview

your allotted time for the day and want to use comp time to make up for the
unworked hours. Use manual adjustments to record previously earned or used
comp time.

CPE
If you enter time using a CPE administrative activity, you can click the l-J putton in

the column to add or select a CPE course using the CPE Course Selection

dialog.
[&} CPE Course Selection =] @
Firm ‘Year > 1442014 To | 12/31/2014
Description Start Time End Time Sponsor Delivery Format Hours
Practice C5 Biling and &/R 07413/2014 9:00 Ak 0141372014 1:00 P Thomszon Reuters ‘webconference 4.00
Fractice Custom Formats 04419/2M4 10:00 AW - 04419/2014 12200 PM - Thomzon Reuters wiebconference 200
Improving Productivity in PCS 07/24/2014 9:00 Ak 07/24/2014 12:00 Pk Thomson Reuters webconference 300
Project Management in PCS 04/20/2014 9:00 Ak 0442072014 12:00 PM  Thomson Reuters webconference 3.00
“ear End Updates in FCS 11/3042014 3:00 Ak 1143072014 11:00 Ak Thomson Reuters webconference 200
[ ool

Manage Projects screen

If your firm is also licensed for the Project Management module, you can open
projects or tasks from the Manage Projects screen and update assignments on
projects and tasks according to staff qualifications.

»  To open the Manage Projects screen, choose Actions > Manage Projects.

Double-click a project or task and use the fields and options in the Assigned section
to update assignments.

Assigned
Staff qualifications: Ind Tax Prep Expert E D
@) Staff: Bogers, Melissa [_l
) Work Queue
[C] Reminder | (none) Iz‘
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Add button

The Add button on the main Practice CS toolbar provides access to various
schedule items that are related to the Staff Management module, including
scheduled benefits, scheduled phone calls, meetings, and to-do items. Click the
down arrow on the right side of the button to open a drop-down menu of commands.

[ add |-

Project

Scheduled Phone Call
Scheduled Benefit
Meeting

g* @ O

&
-

To Do
CPE Course

Outlook® E-mail

Cutlock® Appointment

w 1 R TR

=

Outlook® Task

Note: The icon on the Add button reflects the last item that was added using the
button. If you click the main part of the button instead of the down arrow, another
instance of the previous item is added.
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Before you can begin using the features of the Staff Management module, you must
first perform several setup tasks to prepare Practice CS to track the relevant data.
This chapter will familiarize you with these tasks.

Setting up firm options

If you plan to use the Staff Management module to track staff benefits such as
vacation and comp time, you should perform the following setup tasks.

Defining the firm’s benefit year
1. Choose Setup > Firm to open the Firm setup screen.

2. Click the Benefits tab.

3. If your firm tracks benefits over the course of a year that ends on a date other
than December 31, enter the appropriate ending date in the field provided.
Practice CS updates the beginning date accordingly. For this walkthrough,
leave the default date.

Note: If the benefit year has concluded and your staff have entered all of their time
for that year, you can click the Create New Year button to roll to the next year.

Setting up holidays

1. Choose Setup > Firm and click the Benefits tab.
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2. Inthe blank row at the bottom of the Holidays section, enter Christmas Eve in
the Description field and 12/24 of the current year in the Date field.

| Main | Cortact Info | Preferences | Billing and NF{l Benefits |Tern1ino|ogy | Notiﬁcations|

Benefit year
Current Benefit year, begins | 1112014 [=] ends | 12312014 [+]
Holidays

Enter the helidays observed by your Firm.
Description Date
Mew Year's Day | 1/1/2014
Martin Luther Kin | 172002014
President's Day | 2117/2014
Memorial Day 52612014
Independence Da | 7/4/2014
Labor Day 9/1/2014
Thanksgiving Day | 11/27/2014
Day after Thanks | 11/28/2014
Day after Thanks | 11/28/2014
Christmas Day 12/25/2014
Christmas Eve 12/24/2014

%

3. Click Enter to save your changes.

Setting up comp time
If your firm wants to track comp time in Practice CS, you must activate that benefit
on the Firm setup screen.

1. Choose Setup > Firm and click the Benefits tab.

2. Inthe Comp time section, mark the Activate checkbox. The checkbox is already
marked in the sample database.

cowp e — 0000000000000
Activate

Allowance factor: @ 1.UU|E| hiowr(g] for even howr worked over expected hours,
(7)) Baszed on time of year

Allow annual camyoyver
M awimurn allowed SD.DDE

3. For this exercise, you will change the comp time allowance to be based on the

time of year. Click the Based on time of year option and then click the E]
button.
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4. In the first row, change the values in the To Month and To Day fields to April
and 15, respectively.

5. In the Allowance Factor field, enter 1.50. From January 1 to April 15, staff
members will earn 1.50 hours of comp time for every hour worked over their
expected hours.

[©) Based on Time of Year @
From Month From Day To Month To Day Allowance Factor
» January 1 April 15 [EEE
April 16 December 3 1.00
[ QK ] | Cancel ]

6. Notice that Practice CS creates a new row to fill out the remainder of the year,
using an allowance factor of 1.00. Click OK to save your changes and close the
dialog.

7. If your firm allows comp time to carry over from one year to the next, mark the
Allow annual carryover checkbox. For this walkthrough, leave the checkbox
marked.

8. If your firm sets a maximum allowable carryover of comp time, mark the
Maximum allowed checkbox and indicate the maximum number of comp time
hours that can be carried over in the field provided. For this walkthrough, leave
the default selection.

9. Click Enter to save your changes.

Setting up accruable benefits

To track accruable benefits such as vacation and sick time in Practice CS, you must
set up activities for your employees to use during time entry. To set up an accruable
benefit activity, follow these steps.

1. Choose Setup > Activities to open the Activities setup screen.

2. Click the Add button.
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3. Enter information for the new activity to match the example below.

8. Back on the Activities setup screen, choose Administrative Time in the

20

Main | Custom Fields

Identification
1] PHOLIDAY

Description: Perscnal Haliday

Inveice Description: Personal Holiday

Activity informiation Grouping
Typs: Time [=] Category:
Class: Administrative |z| Rates
Administrative Type: | Accrusble Benefit E' B @ Mo Rate
Status: it |z| ) Staff Rate
GL Account General © Fixed Rate

7] Round Amount
Surcharge calculation Tax calculation

Mo surcharge

Hourly

Percent

Click the D button next to the Administrative type field.

In the Accruable Benefit dialog, indicate that the benefit accrues annually on

January 1.

Click the Fixed Hours option and enter 16.00 for the hours.

Unmark the Allow annual carryover checkbox, and click OK.

@ Accruable Benefit®

Accrual information

=N Nl

Accrues: Annually |Z|
January |Z| 10

' Onthe last |Z| weekday |Z| of Deoemberlz

_ On the Staff employment anniversary

@ Every

Allowance information
@ Fixed Annual Hours: 16.00[ =
_ Based on menths of employment:

_' Based on Staff Level:

Carryover information

Maximum allowed lz‘

K] (o]

Category field, and click Enter to save your changes.
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Setting up staff skill sets

Skill sets indicate your staff members’ proficiency at the various tasks performed by
your firm. You can use skill sets to assign work items to qualified staff, either directly
or through the work queue. To set up skill sets, you must first define skill areas and
skill ratings.

Setting up skill areas

Define skill areas to identify the types of work your firm performs, such as Individual
Tax, Corporate Tax, and so on. To set up skill areas, follow these steps.

1. Choose Setup > Staff Skill Areas.

Note: Several skill areas are already defined in the sample database.

2. Click the Add button to enter a new item.

3. Inthe Description field, enter Business Tax Prep.

[} Practice CS - [Sample] - [Staff Skill Areas] e |- & | [Ea]
File Edit View Actions Setup Tools Help
P QBack - D - @ @M 2 K 58 - & [lAd -] 4 @ -
i | Staff Skill Areas
Search
Identification
Description
Administration Description: | Business Tax Prep|
Audit
Individual Tax Prep
2 | incividusl Tax Review
@
|| Payrel
S || Review
= || gt
£ [ wiite-Up Services
S | e
=
i)
i
7
For Help, press F1 Current Login: CAT | Current Period: 41112014 - 430/2014

4. Click Enter to save the new skill area.

5. Repeat these steps to create a skill area named Business Tax Review.
Setting up skill ratings

Define skill ratings to describe various levels of expertise that your staff possess for

the work performed by your firm. Some examples are Novice, Average, and Expert.
To set up skill ratings, follow these steps.

». Choose Setup > Staff Skill Ratings.
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The sample database already has the ratings we will need for this walkthrough. The
process for adding new skill ratings is similar to the process for adding new skill
areas.

[&} Practice CS - [Sample] - [Staff Skill Ratings] = o]
Eile Edit View Actions Setup Tools Help
iQBack - - @ 2 E o By - B[] Add - Q @

» | Staff Skill Ratings

Search:
Identification

Description
i [
Intermediate

Novice

Navigation Pane

e

Bo

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

Setting up qualifications filters

22

Once skill sets have been entered for your staff, you can use them to create
qualifications filters for use when assigning work items.

Qualifications filters are staff-based filters, and must be set up from a related
screen, such as the Staff setup screen. You can also set them up while working on
any screen or dialog where you choose qualifications for work items.

Adding new filters
1. Choose Setup > Staff to open the Staff setup screen.

2. Click the button to show the Filter field.

Click the E] button next to the Filter field to add a new filter.
In the Staff Filters dialog, click the Add button.
In the Filter Name field, enter Business Tax Prep Expert.

In the top Filter by field, select Skill Set.

N oo g &~ w

In the Method field, select is.
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8. Inthe Selected field choose Business Tax Prep Expert.

Note: For filters that contain only one criterion, you can choose either of the
options in the Logic section.

6 staff Fiters™ B3 EER )
Search: Criteria

Administration
Ind Tax Prep Expert |
Ind Tax Prep Intermediate Filter Name: | Business Tax Prep Expert

Identification

Ind Tax Prep Novice .
Criteria Information

Ind Tax Review Expert

Ind Tax Review Intermediate Skill Set 3 lzl is E mlzl
Ind Tax Review Novice |E|
Michigan Office Staff |z|
e [zl
[i=]
[=]

Logic
@ Must match all criteria

) Must match one or mare criteria

Add Edi Delete [ Eger ][ GConcel |[ Done |

9. Click Enter to save the new filter.

10. Click the Add button to add another filter, and enter Business Tax Prep
Intermediate in the Filter Name field.

11. In the top Filter by field, select Skill Set.
12. In the Method field, choose is in the list.

13. Click the E] button next to the Selected field.

14. In the Multiple Selection dialog, highlight Business Tax Prep Expert and then
click the Select button.

15. Highlight Business Tax Prep Intermediate and click the Select button.

@ Multiple Selection EI@
[l

description - description
Administration Expert Business Tax Prep Expert
Barinseaion remedie
Administration Novice
Audit Expert
Audit Intermediate
Audit Novice
Business Tax Prep Novice

Business Tax Review Expert Select All »=

Business Tax Review Intermediate

m

Select >

Business Tax Review Novice < Remove
Individual Tax Prep Expert

Individual Tax Prep Intermediate | =< Remoye Al
Individual Tax Prep Movice

Individual Tax Review Expert

Individual Tax Review Intermediate

Individual Tax Review Novice
Payroll Expert
Payroll Intermediate

[T T

Practice CS Staff Management WalkThrough 23



Setting Up Staff Management

16. Click OK.
17. Click the Must match one or more criteria option.
18. Click Enter to save the new filter.

19. Click Done.

Modifying existing filters

The existing Individual Tax filters need to be fixed so that all staff can work on
novice-level tasks. Using the set of filters you just created as a model, fix the Ind
Tax Prep filters and the Ind Tax Review filters.

1. For both Novice filters, add the Expert and Intermediate skill sets.

2. Click Done when you are finished modifying the individual tax filters.

Setting up staff

To take full advantage of the features of the Staff Management module, you need to
add staff management information to your firm’s staff records in Practice CS. In this
section, you will activate benefits for a staff member, then set up skill set information
and target hours.

Activating benefits

After you create accruable benefit activities for your firm to track, you must activate
them for staff members.

1. If the Staff setup screen is not already open, choose Setup > Staff.

2. Select staff member JPW from the list of staff and click the Edit button.

3. Click the Benefits tab and mark all of the checkboxes in the Active column.

4. In the Effective Date column, change all dates to January 1 of the current year.
5

Click Enter to save your changes.

Adjusting benefit balances

24

You may need to enter existing balances for staff benefits when you first implement
the Staff Management module. You can do this during setup. For this exercise, you
will adjust the vacation balance of staff member JPW.

1. With staff member JPW still selected on the setup screen, click the Edit button.

2. Click the Ll button at the end of the Vacation Time row.

3. Inthe Vacation Time Detail dialog, choose Current Benefit Year from the View
drop-down list.

4. Place your cursor in the bottom row of the grid and choose 01/01 of the current
year for both the Sheet Date and Date fields. This will backdate the adjusted
vacation balance to January 1 to reflect vacation that was carried over from the
previous year.
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5. Enter 24.00 in the Hours field.

@ Vacation Tirme Detail EI

Use this screen to enter manual adjustments or to adjust system calculated amounts.  View: | Current Benefit Year El

Sheet Date Date Description Hours Balance Comments
-48.00
-38.00
-28.00
-18.00
-8.00
2.00
12.00
22.00
32.00
42.00
52.00
62.00
72.00
e | 112014 11172014 Manual Adjustment 24.DE 72.00

# | (none) {none)

[ ok || cancel

6. Click OK.

7. The adjusted amount will be reflected on the Staff setup screen. Click Enter to
save your changes.

Modifying benefits for multiple staff

Practice CS provides the ability to edit multiple staff records at once. You will now
use this feature to activate the personal holiday benefit for other staff members.

1. Click the Edit multiple Staff link at the bottom of the Staff setup screen.

2. Inthe Edit Multiple Staff dialog, click the Change Staff Benefits option and then
click Next.
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3. Select staff members CAT, MHR, and SAM, and then click the Select button to
move them to the right pane. (Press and hold the CTRL key to make multiple

selections.)
[} Edit Multiple Staff
Select the Staff you would like to change information for:
(] Diescription D Description
somn i
P Wison e
Select >
< Remove
<< Remoye Al

Mead > Finish Cancel

E

Click Next.

o

Select Personal Holiday from the list and click the Select button. Then click
Next.

6. Select Active in the field at the top of the Edit Staff Benefits dialog, and then
mark the accompanying checkbox.

Click the button to add a new row.

7.
8. Inthe next row, select Effective Date in the first field and enter January 1 of
the current year in the second field, as in the following example.
[ Edit Staff Benefits =
Select the fields you would like to update and enter the values you would like to update them to.
= ™) &
Effective Date ~| [ 1172014 =] &
Selected Benefits
Active Effective Dat Staff Description Description Ealance
» [ CAT Turner, Cindy Personal Holiday 0.00
[l MHR Rogers, Melissa Personal Holiday 0.00
[ SAM Miller. Steve Personal Holiday 0.00

9. Click Finish, and then click Yes to confirm.

Practice CS Staff Management WalkThrough



Setting Up Staff Management

10. If you are prompted about changing the effective date, click Yes.

Practice C5 £

Changing the effective date will result in all entries for this Staff Benefit
l % before the effective date of 1/1/2014 to be removed (does not include
time entries). Choose yes if you wish to continue.

The personal holiday benefit is now activated for all staff members with an effective
date of January 1.

Adding skill sets to staff records

Once you have defined skill areas and ratings, you can define skill sets for your
staff.

1. With staff member JPW selected on the Staff setup screen, click the Edit
button.

2. Click the Skill Set tab.

3. In the first blank field in the Area column, select Business Tax Prep from the
drop-down list.

4. Inthe Rating column, select Expert from the drop-down list.

| Main EContact Info E Benefits | Skill Set |Raies E Targets ;Custom Fields E MNotes |
Skills
Lrea Rating
Audit Intermediate
Review Intermediate
Individual Tax Prep Expert
Individual Tax Review Intermediate
Business Tax Prep Expert
* | =]

5. Finish the staff skill set for JPW by entering the information from the following

table.
Area Rating
Business Tax Review Expert
Payroll Intermediate
Write-Up Services Intermediate

Tip: You can type the first few letters of an area or rating to speed up data
entry.

6. Click Enter to save your changes.
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Entering target hours

To compare actual staff hours to target hours, you first must enter target hours.
Follow these steps to enter target hours for the staff members in the sample
database.

1. With staff member JPW selected on the Staff setup screen, click the Edit
button.

2. Click the Targets tab.

The Sample database already contains target hours for all staff members. Note
that the targets have been entered for each week of the year. You can enter
targets for any time period — days, weeks, months, quarters, and so on.

Main | Contact Info | Benefits | Skill Set | Rates || Targets {| Custom Fields | Notes |
From To Sun  Mon Tue Wed Thu Fri  Sat klyWikHrs  Bilable%  Billsble Hrs Rate Billable Amt
7/8/2012 742012 000 700/ 700| 700 7.00 700/ 000 35.00 £0.0000) 21.00| Incividual Tax Rat 472500
76/2012 712012 000 700 700 700 700 700/ 000 35.00 600000, 71,00 Individual Tax Rat 477500
722012 712872012 000 700 700 700 700 700/ 000 35.00 600000, 21.00| Incividual Tax Rat 472500
7292012 B/472012 000] 700 700 7.00| 7.00] 700 000 35,00, 60,0000 21,00 Individual Tax Rat 472500
42212012 42802012 000 700 700 700 7.00 700 000 35,00 70,0000, 2450 Individual Tax Rat 551250
4292012 5/5/2012 000[ 700/ 700[ 7.00| 7.00[ 700/ 000 35.00 700000, 2450 Individual Tax Rat 551250
562012 5122012 000 700/ 700| 700 7.00) 700/ o000 35.00 70.0000 24,50 Individual Tax Rat 551250
51372012 51972012 000 700/ 700[ 700 7.00) 700/ 000 35.00 70.0000 24,50 Individual Tax Rat 551250
5202012 5/26/2012 000 700/ 700[ 700 7.00) 700/ 000 35.00 70.0000) 24,50 Individual Tax Rat 551250
52772012 61272012 000[ 700/ 700[ 700 7.00[ 700/ 000 35.00 700000 2450 Individual Tax Rat 551250
672072 £/3/2012 000 700 700 700 700 700 000 35.00 70.0000, 2450 Incividual Tax Rat 551250
E072072 EMEZ072 000 700 700 700 700 700/ 000 35.00 70.0000, 2450 Incividual Tax Rat 557250
E712072 §2372072 000 700 700| 700 700 700/ 000 35.00 70.0000, 2450 Incividual Tax Rat 551250
62472012 67302012 000 700 700 700 700 700/ 000 35,00, 70.0000, 2450 Incividual Tax Rat 551250
72012 7ri2012 000 700 700 700 7.00 700 000 35.00 70,0000, 2450 Individual T2x Rat 551250
B5i2012 B1/2012 000] 700 700 700 7.00] 700 000 35,00, 70,0000, 2450/ Incividual Tax Rat 551250

3. For this exercise, click Cancel.

Setting up schedule items

Once you have set up skill sets and qualifications filters, you can use the filters to
assign work items to qualified staff members or to a work queue from which only
qualified staff can select the items.

You can change the assignments for existing items, but you may also want to set
qualifications for projects and tasks at the template level.

Setting qualifications for templates

If you want to set default qualifications for future projects and tasks, you can set up
the qualifications on project and task templates. When you set staff qualifications on
a project or task, you filter the list of staff to show only those who are qualified to
work on it.

Note: Projects and tasks are features of the separately licensed Project
Management module of Practice CS.
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You can also automatically assign staff to the project based on a work queue. When
you mark the Work queue option, the project will be placed in a queue that appears
in the Work Queue portlet of the Staff Dashboard only for those staff who meet the
qualifications.

Aszsigned

Staff gualifications: E|:|

St - ™

@ Work queus

Adding qualifications to project templates
Follow these steps to add qualifications to project templates.

1.
2.

Choose Setup > Templates > Projects.

In the Project Templates screen, select 1040 from the list of templates and click
the Edit button.

In the Staff qualifications field, select Ind Tax Prep Intermediate from the drop-
down list.

Click the Work queue option.

Azzigned

Staff qualifications: | Ind Tax Prep Intermediate E _

Staff: -

@) work queue

Adding qualifications to task templates
With the project template still open, follow these steps to add qualifications to task

templates.

1. Click the Tasks tab.

2. Double-click the first task, Client Meetings & Discussions.

3. Inthe Task Template dialog, select Ind Tax Prep Novice from the drop-down
list in the Staff qualifications field.

4. Click the Work queue option.

5. Click OK to save your changes to the task template.
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6. Update the remaining tasks for the project with the information from the
following table.

Task Staff qualifications | Staff / Work queue
Information Ind Tax Prep Novice Work queue
In/Scanning
Preparation Ind Tax Prep Novice Work queue
Review Ind Tax Review Work queue
Intermediate
Clear Review Ind Tax Prep Novice Work queue
Comments
Final Review (leave blank) Client Partner
Client Copy Ind Tax Prep Novice Work queue
Packaging
E-File Authorization | (leave blank) Client Associate
Received
E-File Assembly (leave blank) Client Associate
E-File Transmitted (leave blank) Client Associate
Tasks [Links | Custom Fields
Order Description Assigned In Wwork Queue Activity Staff Qualifications TrgtCompM TrgtCompD  Tracking
| 1| Client Meetings & Discus vy Client Meeti | Ind Tax Prep Novice 0 0| Mot Started
2| Information In/Scanning " | Information | | Ind Tax Prep Novice 0 1| Mot Started
3| Preparation vy Preparation | Ind Tax Prep Novice 0 6| Mot Started
4| Review « Review Ind Tax Review Intermediate 0 8| Mot Started
5| Clear Review Comments o Clear Revie | Ind Tax Prep Novice 0 10| Mot Started
€| Final Review Client Partner Final Review 0| 11| Not Started
7| Client Copy Packaging o Client Copy | Ind Tax Prep Novice 0 12| Mot Started
8| E-File Authorization Rec | Client Associate E-File Autho 0 14| Mot Started
9| E-File Assembly | Client Associate E-File Asse 0 14| Mot Started
E-File Transmitted E-File Trans

7. Click Enter to save your changes to the project template.

In the future, all 1040 projects and selected tasks will be added to the work queue
with the qualifications you have defined in this template. You can modify these
assignments for specific projects or tasks as needed.

Reassigning existing work items based on skill sets

30

You can change the assignment on an individual work item as needed, for both
previously assigned items and items in the work queue.

Note: This exercise uses features of the separately licensed Project Management
module.

Reassigning projects
Follow these steps to reassign work to a qualified staff member.

1. Choose Actions > Manage Projects.

2. Inthe Manage Projects screen, double-click the 1120S project for client AAC.
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Manage Projects

Frogncts | Tasea

¥ Dipen Projects cnly

| g solun oadas i ks grou iy hat ol

E Client IO Cliart Destrigitn.  Parent Clsnt
439 RINGS Ring. Sally BNGTA
50 it Hatns Jason | HANNA
& JONESR Jones, Ron & Jenn il
L WALSON Valson Dan & Joa | ¥
=8 ARCF B Partrmthip F
510 ACEADVERT | Ace Adverising | ACEADVERT
m ALFms Flpha Promesors | ALPMA
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BUSINESSTAY | Tureer, Cindy
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INDRTARX
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INCOTaX
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| Mter, Bieve
| Widles, Siece
Miler, Soeve
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| Blogers, Melnan

| Toares, Cingy
Tirrer, Cindy
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FAVADIL Ml e
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MICHIGAN
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MICHIGEN | B

MICHIGEN
MICHIGAN
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MICHIGAN
MICHIGAR
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MICHIGAN
MICHIGEH
MICHIGEN
MICHIGAH

CALIFOANIA
MICHIGAN
MICHIGAN
MICHIGAH
MICHIGEN
MICHIGAN
MICHIGEN
CALIFORNLL

(T
v

Note: If the project does not appear in the list,

there may be an active filter

applied to the Manage Projects screen. Click the E] button to show the Filter
field, then click the  in the Filter field to remove the filter.

3. Inthe Assigned section, choose Business Tax Prep Intermediate in the Staff

qualificatio

4. Click the B button next to the Staff field to open the Assigned Staff dialog. (If

ns field.

prompted to remove a currently selected staff member, click Yes, then click

the E] button again.) Note that only staff members who meet the qualifications
you specified appear in this dialog.

[© Assigned Staff

=] &)

D
JPw |

Diescription
wilson, Jeff

Select =

< Remove

<< Remove All

£ Diescription

5. Select staff member JPW and click the Select button.

6. Click OK to accept the change of assignment.
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Reassigning tasks
You can use the Edit Multiple feature in Practice CS to reassign multiple projects or
tasks simultaneously. For this walkthrough, you will reassign multiple tasks in just a

few steps.

1. With the Project dialog still open to the 1120S project for client AAS, click the
Tasks tab.

2. Select all tasks. To do so, press CTRL+A, or select the first task, press SHIFT,
and select the last task in the list.

3. Right-click and choose Edit Selected Tasks.

4. Inthe top row of the Edit Selected Tasks dialog, select Staff qualifications in
the first field and Business Tax Prep Intermediate in the second field.

5. Click the H button to add another row.

6. Inthe second row, select Staff Assignment Method in the first field and Work

Queue in the second field.

[©) Edit Selected Tasks ()
Select the fields you would like to update and enter the values you would like to update them to.
| Staff qualifications VJ Business Tax Prep Intermediate |z| D EJ
[ Staff Assignment Method - = B &
Selected Tasks 9 Tasks will be edited
Project# Order Activity Assigned Staff Staff qualifications Staff Assignment Method i
p 51 1 ASSIGMEUD SAM Assigned Staff
539 2 PREPARATION : JPW Assigned Staff £
533 3 REVIEW MHR Assigned Staff
533 4 CLEARREVIEW  JPW Assigned Staff
539 5 FINALREVIEW SAM Assigned Staff
539 6 CLIENTCOPY MHR Assigned Staff
533 7 ELFAUTHORIZ : MHR Assigned Staff i
(o)

7. Click OK to save your changes, and click Yes to confirm.
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Setting up custom fields for schedule items

If you want to track additional information for schedule items, you can set up custom
fields to do so.

1.

Choose Setup > Custom Fields, then choose the schedule item for which you
want to create a custom field: Scheduled Phone Call, Scheduled Benefits,
Meetings, To Dos, or CPE Courses.

In the Custom Fields setup screen for the schedule item you selected, enter the
following information;

= Description — The name of the field that will appear on the Custom Fields
tab.

= Type — The type of custom field. Options are Check Box, Date, List,
Number, Staff List, or Text.

= Sort — The order in which the field will appear on the Custom Fields tab.
The field with sort value 1 will appear at the top of the tab.

= Length — The number of characters allowed for a custom field of the Text
type. Maximum length is 4000 characters.

= List ltems — For custom fields of the List type, the items that appear in the
list. Click the E] button to add list items.

{8 Practice CS - [Sample] - [Scheduled Phone Call Custom Fields™] [l =
Eile Edit Wiew Actions Setup Ieols Help
PBack - - 2 M 2 X o Py - ® [ [Add - G-
Scheduled Phone Call Custom Fields
Search
Identification
Sort Description
e e S
Custom Fisld information
o Type: List [~
p o
0“3 Sort (1-1): 1[=]
= List hems: Corporate Tax (TAXCORP). Individual Tax (TAXINDIV). Tax Planning (TAXPLAN). Year-End Audit (AUDIT)
p=
@
=i
=
m
rd
_
#
.
I Edf Delete Cancel

Current Login: CAT  Current Period: 4/1/2014 - 430/2014

For Help, press F1
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Tracking CPE requirements

The CPE components of the Practice CS Staff Management module allow your firm
to track the number of credit hours each staff member has earned to fulfill CPE
regulatory board requirements. You can enter information about CPE course
providers, and keep track of information such as date, cost, credit hours, and
attendees for specific CPE courses.

Setting up CPE course sponsors

CPE course sponsors are entities that have registered with state boards or at the
national level to offer CPE courses and comply with education standards. In this
exercise, you will enter a sample CPE course provider.

1. From the Setup menu, choose CPE Course > Sponsors.

2. Click the Add button.

3. Inthe ID field, enter ACCTPRO. The ID can be up to 11 characters long.
4

In the Description field, enter Prof Acctg Training Svcs, Inc. The description
can be up to 30 characters long.

Click Enter to save the information.

o

6. Repeat steps 2 through 5 to add the following CPE course sponsor.

ID Description
KERRASSOC Kerr & Associates Consulting
[&! Practice CS - [Sample] - [CPE Course Sponsors™] fo & ==
File Edit View Actions Setup Tools Help
P8k 2O - @ A S B M- DA - Qo
> | CPE Course Sponsors
Search
Identification
D Description
ACCTPRO Prof Acctg Training D KERRASSOC
AICPA AICPA Description: | Kerr & Associates Consulting
TR Thomson Reuters
[}
c R
o
o
| o
o
=
ool
ien
=
o
rd

=y
=

ik

For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014
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Notes

= To record time attending CPE courses, you must set up an activity using the
administrative type CPE. The Sample database already has such an activity.

» If you also want to record incidental expenses specifically related to CPE
courses, you must set up an expense activity using CPE as the administrative

type.

Setting up notifications

The Staff Management module provides several additional notifications. You can
specify to whom these natifications should be sent, and choose to send natifications
via email.

1. Choose Setup > Firm and click the Notifications tab.

2. Mark all checkboxes in the Monitored Event, Supervisor, and Assigned columns
of the Staff Management section to match the following example.

Staff Management
Monitored Event MNotify Supervisor  Assigned Netify by E-mail

V| Benefit time was lost due to the carryover maximum 7l ;

/| Benefit time was used

/| Comp time earned was entered

| A Scheduled Benefit request was entered

V] Status changed on a Scheduled Benefit

7| The Target Start Date on & Schedule ltem changed

| The Target Complete Date on a Schedule ltem changed

V] A Schedule ltem has been completed

HEEEEEEE

3. Click Enter to save your changes. A natification will be sent to a staff member’s
supervisor for any occurrence of each monitored event.

Setting up security options

You may want to restrict access to much of the information provided by the Staff
Management module. If your firm uses the security features of Practice CS, you can
easily control access to Staff Management information using security profiles.

Enabling security

If you have not already enabled security for the sample database, follow these
steps.

1. Choose Setup > Firm and click the Preferences tab.
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2. Mark the Enable Firm Security checkbox.

o o M w

[} Practic
File Edit

< CS - [Sample] - [Firm"]
View Actions Setup Tosls Help

PQBack - - @ @M W2 N By - & [[Add -

Main | Contact Info ing and A/R | Benefits | Terminology

=SS =5

Navigation Pane

s

avallPasting pracess

equired for Time & Expense Entry
equired for Billing
equired for Receipt & Adjustment Entry

optians

[T Integrate this Firm with other solutions

Contact setup options
Default Phone Number Format: | (##) #28-#2it E

Clisnt setup options

[F] Automatically create portals in NetClient CS for the Billing Contact of new Clients
utomatically create portals in NetClient CS for the Billing Cantact of new Prospects
etup optians

[F] Automatically create portals in NetStaff C5 for new Staff

Default daskboard layouts for new Staff

Home Dashboard: Our Home Dashboard =
Firm Dashboard: Qur Firm Dashboard [=]
Staff Dashboard Our Staff Dashboard [+
Client Dashboard: Our Client Dashboard [+
Default User Preferences for new Staff D

Sbie Fifm Seeuriyi

Time and Expense Entry

low Users 1o Remember Logons

(L]

For Help, press F1

=

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

Click Enter, then click Yes to confirm.
Choose File > Open Firm.

Click OK in the login dialog.

Click OK again in the Change Password dialog to log in without creating a
password.

Change Password

This is the first time you have logged on to Practice CS oryour password has been reset. Please
entera password forfuture logons.

New

Password:

Confirm New Password:

Setting up security for Staff Management

Before implementing the Staff Management module, you should take some time to
determine which staff members should have access to various features. For this
walkthrough, you will explore the security options that affect Staff Management, and
grant some rights to members of the sample database’s Time Entry security group
so they can see selected Staff Management information.

36

1.
2.

Choose Setup > Security Groups.

From the list of security groups, highlight Time Entry and click the Edit button.

Under Privilege Selection, expand the Practice CS, Menu, File Menu, Print
Reports, and Staff Management items. Notice that you can control access to
staff management reports on an individual basis.
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8.

10.

Practice CS Staff Management WalkThrough

Expand the View Menu item and note the Staff Dashboard checkbox. This
grants timekeepers access to the Staff Dashboard, where they can use various
portlets to view Staff Management information.

Expand the Actions Menu item. Notice the Manage Staff checkbox. Security
groups with this checkbox marked have access to the Manage Staff screen. Do
not mark this checkbox for the Time Entry group.

Expand the Setup Menu item. Notice that there are checkboxes for Staff Skill
Areas and Staff Skill Ratings. Members of security groups with these privileges
can add, modify, or delete skill areas and ratings. Do not mark any checkboxes
for the Time Entry group.

Expand the Data, Staff Data, and Staff Benefit Data items. Mark the Comp Time
Data checkbox. This enables members of the Time Entry security group to
enter earned and used comp time transactions on the Time & Expense Entry
screen. Note that the Privileges changed pane shows all of the items affected
by this change.

Security Groups
Search: | [IEER=EIGT

Description
Add New Clients

Identification
Description: | Time Entry

Administrator Security Group information

Filimg Privilege Selection: Privileges changed:

Billing Inmvoice Approval & [@] Schedule ltem Dats ~| [ @ Practice CS

Office Administrzter & HR [ Security Group Data [ Dat=

prese [ [7] Service Charge Datz = [l Steff Data

51 [7] Staff Calendar Data &[] Staff Benefit Data
Project Manager - [l Staff Data &[] View
Receipt and Adjustment Entry For Self
W — (=[] For Other Staff

Staff Manager [7] For Staff in Sams Offics

For Silfin Ot Offces
=[] Eam
For Self

= For Other Staff
For Staff in Same Office
For Staff in Other Offices

&[] Use
For Self

=)-[7] For Dther Staff
For Staff in Same Office
For Staff in Other Offices

[ Staff Targets Data
i [7] Security Data
- [] Custom Fields
- [] Notes
(#l- [l Steff Location Dats
[] Staff Rate Description Data
] Staff Skill Area Data
] Staff Skill Rating Data
[] Standard Text Data
[ [7] Statement Data
¥ [@ System Configuration Data

m

[¥] Tax Data
- [7] Template Data
- [l Time & Expense Dats

[Tl Tracking Description Data
- [ User Preference Data

Expand the View item under Staff Benefit Data and unmark the For Other Staff
checkbox. This prevents members of this security group from viewing or editing
benefit data for other staff members.

Under the Staff Data item, expand the Skill Set Data item. You can grant view
and/or edit privileges for staff skill set data as needed. For this walkthrough,
leave these checkboxes unmarked.

Under Data, expand Schedule Item Data, and then Staff Management Schedule
Item Data. Notice that view, add, and edit privileges have been granted to the
Time Entry group. This enables group members to add and edit schedule items
such as meetings and scheduled phone calls.
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11. You should have made only two changes — granting access to the Comp Time
Data, then revoking View access to other staff members’ Staff Benefit Data.
Click Enter to save these changes.

Note: If your firm has multiple offices, the ability to view or modify some data for
other offices may be restricted. For more information, please see the topic More
about security privileges in the Practice CS help.
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@ Walkthrough Exercises

This chapter will walk you through the core functions of the Staff Management
module, including using target hours to assess staff performance, scheduling work
items according to qualifications and availability, and administering staff benefits.

Setting the training date override

This walkthrough uses the sample database that is installed with Practice CS. This
database contains data that is mostly relevant to the month of April 2014. In order
for the scheduled dates in this chapter to be displayed as current, you can use the
Training Date Override feature to temporarily override your computer’s system date.
The date you select is the date that Practice CS will use instead of your computer’s
system date to determine whether schedule items are due, past due, completed,
and so on, in the following areas of Practice CS:

= Assignments, Schedules, and Schedule Items tabs of the Manage Staff screen
= Schedule Items portlet on the Staff Dashboard

= Scheduling dialog, available by clicking the Schedule button in the Project and
Task dialogs

= Staff Schedule Summary report

Note: The training date override affects only the database you currently have open.
If you are using Sample or another training database, the training date override will
not affect your firm’s database.

To set the training date override, follow these steps.
1. From the Tools menu, choose Set Training Date Override.
2. Inthe Training Date Override dialog, click the Set training date override option.

3. From the first drop-down list, select 4/1/2014 from the calendar. This will
represent today’s system date for the purposes of this exercise.
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Note: This date will be in effect until you close the sample database. If you do
close the database before completing this walkthrough, you will need to reset
the training date override for the remainder of the exercises.

@ Training Date Override @
() Turn off training date override

@ Settraining date override: 41172014 [=] | 12:00 am [+]

ok ][ Concel |

4. You can optionally select a time of day from the second drop-down list.

5. Click OK to save your changes.

Assessing staff performance relative to target hours

To assess your staff members’ progress against the targets that have been set for
them, use the Targets tab of the Manage Staff screen.

1. Choose Actions > Manage Staff > Targets tab.

| [ Practice €5 - (5emmple] - (Marsage S681] |
Bile Edt Wew Acvgns fewp Teok Help
PCBak =D = B8 EE s Al L i

Manage Staff

dnnigremects | Schedubes | Schadule hems | Beewfs | ey

Period =] | 4020 To | 42020 Under target work hrs only. Uinder target billabie hrs onky

Degartment Supdrrser

TegtWork Mes  Trgt Dilable Mes  Trgt Billable Amt  ActBillable birs  Act Non-billable Hes  Act Admin Mes  Act Billabls
17600 12320 00 o00, 000 ouna;

UHR Rogers, Wikt Fogers, Mabass TR0
AT Tumer, Cindy IUNTDEPT | Turner. Cindy 176.00 0o/ 1.50; 0.00 000
(P Vhlson, Jei MICHGAN ATTESTOERT | bhler, Sews | 17650 HA fokeTi L (L (L

TOd 00 4028 211200 5] 000 000 253500 |

MNavigation Pane

View | Dady [
e At Wiork He  Tegh Ballable Hie St Bllable e At Mon-tallable Hre et bre  Tegl Bullabie fomt S Fllabie ferd |

00 6 L1 LE 0ig o 0
0.00, S60 o 000 000 L3600 000
000 560 000 0 (.1 138600 000
0.00/ S50 oo [l Ll LIG00, 0.00
000 [:T:0) [:1:0) (il 000 000 000,
(1) o L1 00 00 g 00
000, 560 L1 oo oo 13000 0o,
L) 56 L 60 00 131600 60
00o 560 o o [l 1.3 00 0o,
[ 560 (L [ [ T3 [

= 800, 000, 560 om [l oo 13600 000,

For Help, press F1 Cument Login: CAT * Current Period: 4712014 - 4302014

The Targets tab provides information about the performance of each of your
staff members relative to the targets you set for them. You can view their target
work hours, billable hours, and billable amounts, alongside their actual billable
hours, nonbillable hours, administrative hours, and billable amounts.
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You can change the scope of the data by changing the time period specified in
the fields at the top of the tab.

Manage Staff
| Assignments | Schedules | Schedule ltems | Beneﬁtl Targets

Period |z| 40172014 To | 43002014

Maonth
Firm Quarter
Benefit Quarter
Calendar Quarter

|

to group by that column

Firm Year Office Diepartment
Calendar Year e fugh MICHIGAN TAXDEPT

CAT Turner, Cindy CALIFORNIA ACCOUNTDEF]
JPW Wilson, Jeff MICHIGAN ATTESTDEPT

You can also limit the displayed staff to those who are under their target work
hours or target billable hours by marking the checkboxes at the top of the tab.

[ Under target work hrs only [] Under target billable hrs only

You can view details about a staff member’s performance in the bottom pane.
Change the scope of the bottom pane by making a different selection from the
View field.

=

View:

nfeekly
Maonthly
Period
Annually

Practice CS also provides dashboard portlets for viewing this information.

2. Click the Firm Dashboard button on the toolbar and then click the Staff
Summary view. The Staff Targets portlet provides up-to-date information about
actual staff hours, along with target hours for comparison.

Staff Targets (Period)
E Staff Target Billable Hrs ~ Act Billable Hrs  Hrs Variance  Target Billable Amt  Act Billable Amt  Amt Variance
» | Miller, Steve 12320 0.00 -123.20 28.952.00 0.00|  (28.952.00)
| Turner. Cindy | 12320, 1.50| 12170 27.720.00| 7500  (27.645.00)]
| Rogers, Melissa | 12320 150 “11970] 2772000 122500  (26,495.00) |
| Wiilson, Jeff | 12320, 350 | -119.70| 27.720.00| 122500  (26.495.00)]
o | 49280 850 48430 11211200 252500]  (109.587.00)

Note: You can change the date range for the information displayed in this
portlet by right-clicking within the portlet and choosing Show Options from the

context menu or by clicking the button.

3. Click the Staff Dashboard H button on the toolbar and then click the Overview
view.

Practice CS Staff Management WalkThrough 41



Walkthrough Exercises

4. Right-click in the Time Recap portlet and choose Show Options from the
context menu, or click the button to display the options.

5. Verify that Period is selected in the first drop-down list.

The Time Recap portlet displays actual and target hours for the current staff

member.
[Time Recap (Period) A=
Period E‘ 411/2014 To | 43002014
Day Trgt Billable Hrs Billable Monbillable ~ Administrative ~ Trgt Work Hours ~ Tetal Hours -
Tuesday, April 01,20 5.60 150 0.00 0.00 8.00 1.50 I
Wednesday, April 02, 5.60 0.00 0.00 0.00 2.00 0.00
Thursday, April 03, 2 5.60 0.00 0.00 0.00 2.00 0.00
Friday. April 04, 2014 5.60 0.00 0.00 0.00 8.00 0.00
Saturday, April 05, 20 0.00 0.00 0.00 0.00 0.00 0.00
Sunday, April 06, 201 0.00 0.00 0.00 0.00 0.00 L LR e T
Meonday, April 07, 201 5.60 0.00 0.00 0.00 8.00 0.00
Tuesday, April 08, 20 5.60 0.00 0.00 0.00 200 0.00
‘Wednesday, April (9, 5.60 0.00 0.00 0.00 8.00 0.00
Thursday, April 10, 2 5.60 0.00 0.00 0.00 2.00 0.00
Friday. April 11,2014 5.60 0.00 0.00 0.00 8.00 0.00
Saturday, April 12, 20 0.00 0.00 0.00 0.00 0.00 0.00
Sunday, April 13, 201 0.00 0.00 0.00 0.00 0.00 0.00
Menday, April 14, 201 5.60 0.00 0.00 0.00 8.00 0.00
Tuesday, April 15, 20 5.60 0.00 0.00 0.00 2.00 0.00
Wednesday, April 16, 5.60 0.00 0.00 0.00 2.00 0.00 St

Note: The views on the sample database dashboards are specific to that database,
though you can set up your own dashboards with similar views.

Scheduling

The powerful scheduling features of the Staff Management module enable you to
monitor staff workloads and availability, assign work items to available staff
according to predefined qualifications, and maintain a work queue of items from
which qualified staff can select items to work on. You can also maintain calendars
for staff and clients.

Adding schedule items

42

Along with projects and tasks, the Staff Management module can track scheduled
phone calls, meetings, to-do items, and CPE courses.

Scheduling phone calls

A scheduled phone call is one that your firm plans to place in the future, preferably
at a predetermined time. To add a scheduled phone call, follow these steps.
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1. Click the arrow on the right side of the Add button on the main Practice CS
toolbar, and choose the Scheduled Phone Call command.

[[7] Add | ||

[[Z) Project

[ Scheduled Phone Call |
¢l scheduled Benefit W&

& =
-*

[ O EI

Meeting
To Do
CPE Course

Cutlock® E-mail
Cutlock® Appointment

w Qutlock® Task

—

2. Inthe Schedule Phone Call dialog, enter the following information. When
prompted to remove entries that do not match qualifications, click Yes.

Field Entry

Description Consultation

With Contact Wells, Peter

Of AAC

Start 4/3/14 at 2:00 PM

Complete 4/3/14 at 2:30 PM

Staff qualifications Business Tax Prep Intermediate
Staff Wilson, Jeff

3. Mark the Reminder checkbox and use the drop-down list to set a reminder for
15 minutes before the call is to begin.
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4. Inthe Notes field, enter Address Peter’s questions.

[E Scheduled Phone Call =R R )
“Main | Links | Custom Fisids |

Identification Dates
Description: | Consultation Stert: 4302014 [=] | 200Pm [ |
\ith Contact: |53 ells, Peter [=]  compiete: 432014 [=] | 230PM [=] it
Of & Advanced Advertising Consultan |z|

Scheduled Phone Call Information Assigned
Pririty: Normal |z| Staff qualifications: Business Tax Prep Intermedizte |z| D
Status: Scheduled |z| @ Staff: Wilson, Jeff I:J

~) Work Queue
[¥] Reminder 15 minutes E

Motes

Address Peter's questions

5. Click OK to schedule the phone call.

Scheduling meetings

With the Staff Management module, you can use Practice CS to schedule meetings,
even without Microsoft® Outlook.® Scheduled meetings are added to calendars in
Practice CS and generate reminders for attendees, if selected. To schedule a
meeting, follow these steps.

1. Click the arrow on the right side of the Add button on the Practice CS toolbar
and choose Meeting.

2. Inthe Meeting dialog, enter the following information.

Field Entry

Description Follow up with Peter Wells
Client AAC

Engagement BUSINESSTAX

Activity CLIENTMEET

Start 4/9/14 at 10:00 AM

End 4/9/14 at 11:00 AM
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3. Add staff member JPW to the meeting by clicking the E] button next to the
Staff field, selecting JPW from the list of staff, clicking the Select button, and

clicking OK.
ﬁ
Diescription [»] ’ Deescription

ADMIN Administrator CAT Turner, Cindy

JAA Anderson, Justin

JRS Smith, Jennifer

KMJ Johnson, Kimberly

MHR Rogers, Melissa

SAM Miller, Steve

Select =
<< Remove Al

4. Mark the Reminder checkbox and use the drop-down list to set a reminder for
30 minutes before the meeting is to begin.

5. Inthe Notes field, enter Present Peter with our findings.

6. Click the Schedule button to view the schedules of the attendees. Notice that
the meeting has been added to the schedule for the staff members who are to
attend.

. gl N4
EMTWTFES
W31 2345

6 7 aE8 w2
131415 16 17 18 19
NN BNMBEX
DBWHN 2]
45678910

Dinplmyed lema

7] Outiook® Agpantments
Outieck® Tasks

7] Projects

) Tasks

] Mestings

W Teles

! Scheduled Prore Calls

) Scheduled Banasts

&) CFE Courses

| Seect 5268 | fwaitabie hous are forthe Vinek of 17014 (Range: Y2014 - 457004 interval. 1 [Houm =]

|4 4301 i e
| 7o | s ] agf | o | Neon [ rzem | vem | aeme | apm | aew | sem e | o | pam
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7. Click the Close button in the Scheduling dialog.
8. Click OK in the Meeting dialog to schedule the meeting.

e |
Note: To make the meeting recurring, click the M button in the Meeting setup
dialog and set up the recurrence frequency and dates in the Recurrence dialog. See
the topic Setting up recurring schedule items in the Practice CS Help & How-To
Center for details.

Scheduling to-do items

You can add miscellaneous work items as to-do items, which can be scheduled and
assigned to staff (or the work queue) based on staff qualifications. To add a to-do
item, follow these steps.

1. Click the arrow on the right side of the Add button on the Practice CS toolbar
and choose To Do.

2. Inthe To Do dialog, enter the following information.

Field Entry

Description Research tax law changes
Client AAC

Engagement BUSINESSTAX

Activity RESEARCHBIL

Priority High

Start 4/11/14

Complete 4/11/14

Hours 2.00

3. Inthe Staff qualifications field, select Business Tax Prep Intermediate from
the drop-down list.

4. Click the Work queue option. If you are prompted to remove an entry that does
not match the qualifications, click Yes.

5. Mark the Reminder checkbox and use the drop-down lists to schedule a
reminder for 9:00 a.m.

[~
Note: To make the To Do item recurring, click the M button in the To Do setup
dialog and set up the recurrence frequency and dates in the Recurrence dialog.
See the topic Setting up recurring schedule items in the Practice CS for details.
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6. Inthe Notes field, enter Look into Peter’s questions about tax law changes.

See John for info.

9, To Do™ :?:
[ Main | Linke | Custom Fieids |
Identification Dates
Description: Research tax law changes Start: 41112014
Client Advanced Advertising Consultan lz‘ Complete: 41112014 lz‘ @
Engagement: | Business Tax Services |z| Hours: 2.DD|Z|
Activity: Research Billable lz‘
To Do information Assigned
Priority: High |z| Staff qualifications Business Tax Prep Intermediate |z| B
Tracking: Mot Started |z| ) Staff: g
@ Work Queue
[@] Reminder | 41172014 [=] | 2:00am =
Motes
Look inta Peter's questions about ta law changes. See John forinfo -

7. Click OK to schedule the to-do item.

Entering CPE courses

In this example, you will schedule a CPE course for staff member CAT to attend.

1. Click the arrow on the right side of the Add button on the Practice CS toolbar

and choose CPE Course.

2. Enter the following information.

Field Entry
Description Taxation
Sponsor Thomson Reuters

Delivery Format

Online (Self-Study)

Start time 4/14/2014 (skip the time of day field)
End time 4/14/2014 (skip the time of day field)
All day event Mark this checkbox

Accountancy Michigan

Category Other

Type Self-Study

Credits 40

Cost per attendee 239.00

Staff

Cindy Turner
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téj CPE Course® =
Main | Links | Custom Fields
Identification Dates / Time:
Description: Taxation Start time: 41472014 lz‘
Sponsar: Thomson Reuters lz‘ End time: 411472014 lz‘
Delivery Format Online (Self-Study lz‘ Hours: g ::E
All day event
Credit
Accountancy Category Type Credits
Michigan Other Self-Study 40.00
[ 000/~ |
CPE Course Information Assigned
Location: Staff Tumer, Cin E]
Instructor: [[] Reminder 0 minutes |z|
Cost per attendes: EEE.C'C'E
Motes
-
3. Click OK.

Maintaining your firm’s work queue

48

The Staff Management module enables you to maintain a work queue for your firm,
which is a list of unassigned work items that your staff can take on when they have
time. Staff members can view work queue items using the Work Queue portlet on
the Staff Dashboard.

If you enter staff qualifications for an item in the work queue, only staff members
who meet those qualifications can view and select the item from their Work Queue
portlets. Items without qualifications can be viewed and selected by all staff
members.

Adding items to the work queue

Items that can be added to work queues include projects, tasks, scheduled phone
calls, and to-do items. You already added a few items to the work queue earlier in
this walkthrough.

To assign an item to the work queue, use the following procedure. Although this
exercise uses a scheduled phone call, the same procedure works for all eligible
work items, including projects, tasks, and to-do items.

1. Click the arrow on the right side of the Add button on the main toolbar and
choose the Scheduled Phone Call command.

2. Enter the following information:

Field

Entry

Description

Client follow-up

With Contact

Hanna, Jason

Of

HANNA

Start

4/10/14 at 10:00 AM
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Field Entry
Complete 4/10/14 at 10:30 AM
Staff qualifications Ind Tax Review Intermediate

If you are prompted to remove an entry that does not match qualifications, click
Yes.

3. Click the Work queue option.

4. Inthe Notes field, enter Standard follow-up call.

[ Scheduled Phone Call* =5 E=R (=
Main | Links_| Custom Filds |
|dentification Dates
Description: | Client follow-up Start 4102014 [=][ 10:00 am (] |
‘with Contact: | & Hanna, Jason |z| Complete 41002014 lz‘ 10:30 AM lz‘ ﬂ
Of: & Hanna, Jason
Scheduled Phone Call Information Assigned
Priority: Normal |z| Staff qualifications: Ind Tax Review Intermediate |z| ‘j
Status: Scheduled |z| Staff ‘j |
@ Work Queue |
[] Reminder 0 minutes |z|
Notes
Standard follow-up cal

5. Click OK.

The scheduled phone call is added to the work queue and can be selected by any
staff member who meets the qualifications you specified.

Selecting a specific item from the work queue
Staff members can select from the work queue any item for which they are qualified.
To select a work queue item, follow these steps.

1. Click the Staff Dashboard button on the toolbar.
2. Click the Schedule view.

Note: The views on the sample database dashboards are specific to that
database, though you can set up your own dashboards with similar views.
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3. Inthe Work Queue portlet, select the scheduled phone call you just created and
click the Assign Selected to Me button.

lient follow-up | Hanna, Jason

Assign Selected to Me

The work item has now been assigned to Cindy Turner and no longer appears in
the Work Queue portlet.

Selecting the next item from the work queue
Staff members can also select the next available item in the work queue using the
Schedule Items portlet on the Staff Dashboard.

» Inthe Schedule Items portlet, click the Assign Next in Work Queue button.

Ischedule Items 'Qj/.‘\
Type Rank Description Assigned Tracking/Status Pricrity Target Sta ¥ Target Co Client Description Remaining Hours E

1:: Preparation Turner, Cindy Not Started Normal 3612014 02014 Bing, Ted & Angela 200 El|

{J Clear Review Comments | Turner. Cindy Not Started MNormal 3132014 3142014 Bing. Ted & Angela 100

.1:« Review Turner, Cindy Net Started MNermal 432014 4472014 Alphz Promotions 200

1) Bi-Weekly Payrall Tumer, Cindy Not Started Mormal 432014 41472014 Brown, Jerald & Elizab 3.00

' Preparation Tumer, Cindy Net Started MNermal 432014 4472014 Brown, Jerald & Elizab 300

P Final Review Turner, Cindy Not Started Mormal 4772014 AT72014 Alpha Promotions 1.00

] Pickup paperwork Turner, Cindy Not Started Normal 4772014 | 47772014 | ABC Partnership 150

{J Review Turner, Cindy Not Started Normal 712014 4/82014 ABC Partnership 250

L‘Iﬂ March Writeup Turner, Cindy Not Started Normal 4872014 4182014 Ace Advertising 400

{J Preparation Turner, Cindy Not Started MNormal 482014 41182014 | Ace Advertising 400

1:: Final Review Turner, Cindy Not Started Normal 41002014 | 411/2014 | ABC Partnership 150

| B8 | Clientfollowup | Tumer, Cindy Scheduled |Mormal | 41102014 | 41102014 Hanna. Jason
LT, Bi-Weekly Payrall Turner, Cindy Not Started Normal 41672014 | 41712014 Brown, Jerald & Elizab 300
{J Preparation Turner, Cindy Not Started Mormal 41672014 | 4172014 Brown, Jerald & Elizab 3.00 il

Practice CS assigns the next available work item for which the staff member is
qualified.

Viewing and configuring calendars

50

The Staff Management module provides calendars you can use to view schedules
for staff and clients. The staff calendar can display projects, tasks, meetings, to-do
items, scheduled phone calls, and scheduled benefits. You can double-click items
displayed on calendars to open them.

If your firm uses Microsoft Outlook with an Exchange server, and your staff has
sufficient security privileges, you can also view shared Outlook appointments and
tasks for other staff.

Viewing and configuring the staff calendar
To view and configure the staff calendar, follow these steps.

1. Choose View > Staff Calendar.
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2. Using the calendar at the top of the Calendar Options pane, click the arrow to
go to April 2014, and click April 14.

Calendar Options /|

‘ April 2014 »
SMTWTFS
031 45
6 7 112
4

[N
- oW

101

17 1819
24 25 26
12 3

8 910

PR

31 1
02 2
72 3

ER- AR
=R

1
8
5

~

3. Inthe Displayed Items section, mark the following checkboxes, as shown.

Displayed ltems

[ Qutlock® Appointments
[ Outlock® Tasks
Projects

Tasks

Meetings

To Dos

Scheduled Phone Calls
Scheduled Benefits
CFE Courses

4. Click the Work Week button in the toolbar to display the calendar for
Monday through Friday.

5. Click the Select Staff button.

6. Inthe Select Staff dialog, select Jeff Wilson.

[@) select Staff...* (5]
B3
1D Description D Description
MHR Rogers, Melissa CAT Turner, Cindy
Select All >
< Remove
<< Remove All
QK Cancel

7. Click OK. Notice that the staff calendars are color coded and appear side by
side.

Practice CS Staff Management WalkThrough 51



Walkthrough Exercises

Note: Tasks and calendar items from Microsoft Outlook can be viewed by other
staff members if those items are set up as shared in Outlook. Practice CS pulls
information from the calendar associated with the email address entered on the
Staff setup screen.

Viewing and configuring the client calendar
To view and configure the client calendar, follow these steps.

1. Choose View > Client Calendar.

2. Using the calendar at the top of the screen, select April 6.

3. From the drop-down list at the top of the screen, select client AAC.
4

In the Displayed Items section, mark all checkboxes.

Displayed ltems

| Projects

/| Tasks

V| Scheduled Phone Call
V| Scheduled Benefit

| Meeting

| ToDe

V| CPE Course

5. Click the Month button on the toolbar to display a full month.

Using the Manage Staff screen to monitor schedules

52

The Manage Staff screen is a valuable tool for partners and senior staff to evaluate
the progress of the firm’s work items and balance staff workloads as necessary.

» Toopenthe Manage Staff screen, choose Actions > Manage Staff.

Using the Assignments tab

The Assignments tab is designed for managers to assign, order, and loosely
schedule work for their staff. This tab can be useful when you want to do the
following:

=  See which schedule items are already assigned to staff members

=  See a summary of assigned hours for each staff member and then drill down to
see the actual schedule items

» Indicate in which order you want your staff to work on assigned schedule items
» Balance assignments across your staff

= See how many scheduled hours each staff person has over a particular time
frame

Depending on your workflow, your firm may need to use this tab for only some of
these activities.

1. Inthe Manage Staff screen, click the Assignments tab.

2. Inthe Schedule Items subtab, click the top left button and select Period of.
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Manage Staff

Schedules | Schedule lems | Benefit | Targets | |

Schedule ltems | 4% Urgent (146)
(Bengesin) 11201 [=] [381201¢ [+

Day of

Week of Unassigned [] Unscheduled hours
Two Weeks of

Month of ]

Quarter of
mﬂFheader here to group by that column.
Range of

Select 4/30/2014 from the second drop-down list.

If necessary, mark the Open only checkbox.

The Schedule Iltems pane shows all schedule items for the date range you
select. From this list, you can drag and drop items from the Schedule Items
pane onto a staff member in the staff pane to assign the item to that staff
member. You can also right-click an item in the list and choose Assign To.

Manage Staff

Assignments | Schedules | Schedule ltems | Benefit | Targets

Schedule
Schedule ltems |2 Urgent (146)

[Peodof  ~||2m02012  [£]

QOpenonly [] Unassigned [ Unscheduled hours
T

Drag a column header here to group by that column.
Client Description Description Rem Hrs

@- » || Bing. Sally Individual Income Tax R 200
@ || Hanna, Jason Individual Income Tax R 050
@ || Hanna, Jason Review 0.25
- 5[3 Hanna, Jason Delivery 025
@ || Jones, Ron & Jenny Individual Income Tax R 250
@ || Jones, Ron & Jenny Preparation 200
@ || Jones, Ron & Jenny Review 025
@ |t Jones, Ron & Jenny Delivery 025
@ || Wilson, Dan & Joanne | Individual Income Tax R 200
- 5[3 Wilson, Dan & Joanne Preparation 150
@ |{u| Wilson, Dan & Joanne | Review 025
@ |t Wilson, Dan & Joanne | Delivery 025
- (]| ABC Partnership Partnership Tax Return 1525
= l{j ABC Partnership Assign & Budget 200
G- |w| ABC Partnership Preparation £.00
E- |{w| ABC Partnership Review 250
@ |iw| ABC Partnership Clear Review Comment 3.00
@ || ABC Partnership Final Review 150
- |fw| ABC Partnership Client Copy Packaging 0.25
@ |{w| ABC Partnership E-File Authorization Re 0.00
- '{3 ABC Partnership E-File Azsembly 0.00
@ |1 ABC Partnership E-File Transmitted 0.00
1 [l ississisnsiinsiinsinsisssiissiin r

The Schedule Items and Urgent subtabs list all of the schedule items within
your selected date range and other criteria. By default, the selected date is
today’s date until you change it.
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6.
7.

Note: The Urgent subtab appears only if you have enabled it in User
Preferences. To enable the Urgent subtab, choose Setup > User Preferences >
Scheduling tab, or click the (-] button next to Urgent User Preferences on the
Urgent tab, and mark the checkboxes for any reasons why a schedule item
should be flagged as urgent. See the topic Setting up user preferences for
scheduling in the Practice CS Help & How-To Center for more information on
defining schedule items as urgent.

Click the Select Staff button.
In the Select Staff dialog, click the Select All button.

[ Select Staff*
oo [a]

[n] 4 Description 1o £ Description
Turner, Cindy
‘wilson, Jeff

Rogers, Melissa
Miller, Steve

Select =

Select All ==

< Remove

== Remoye All

Click OK.

The staff section of the Assignments tab shows selected staff members and
their current assignments. You can choose to see all current staff assignments
regardless of date range, or limit the assignments to target date range or
scheduled date range.

-)[¥)

| Select Staff... | View: |Grid +| Dates: [Al

i Drag a column header here fo group by that column.

& Staff ID Staff Assigned Hrs
- MHR Rogers, Melissa 150.25
@ | SAM Miller, Steve 73.00
@ | JPW Wilson, Jeff 50.75
E- | CAT Turner, Cindy 192 50
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10. You can also view staff assignments in either Tiles or Grid mode. Click the
down arrow on the View button and select Tiles from the drop-down list.

View: [Gid =]
Tiles

Gid g

11. In Tiles mode, you can right-click, choose Options, and change the width,
number, and position of tiles to arrange the screen to best suit your needs.

Sosigenac | Sckmhie | Schaide ene | e [ Ty |
!g {Beoct 50| view [Toea v Docen [ ]
= Miller, Steve ® * | Rogers, Melissa L
L Clhart Duacripien Description Aaageas Hrs + | 8 e Chent Dascripticn Dascrigtion Aasignad Hrs
| | Tewtm | | ek t5025|
[ WP Pairms, Valares, Martn | Stall Masiog ﬁ' [ (1] Birg. Salty Incivickual income Tax F | (3 Taaka, 1 75 He
3 Parres, Velare, Mot | Sl estong (T3] ¥ ndidbsel Income T | (1 Taska, 026 He.
|| Parmes. Velanc, Marin | Stafl Meeting | 05 | enen I [
4 Parnes, Velans, Marin | Suf Meeing I 05 | Preparation I 5
03 Paeres Velaro, Mt | Stafl Misetng 05 Dnvary 02
b Parnes, Velare, Matn | Sial Mooty 8 evidoal incerme Tax A (2 Tasks. 226 Ho
|4 Pames. Velane, Martn | St Mestng | 05 Preparason | 20
%% Parmes. Velana, Marin | Staf Msebiog | [T | Dvery I [
03 Parran, Velsns, Martn | Staf Msating 0% il ncome Tax A (3 Taska, 175 He.
o 4t Paenes, Vel Martn | Sulf Moeteg 50 Farparaton 18
é %8 Parmes, Velars, Marin | St Mioeing I L) Detrvery | [
= %] Parmes. Velans Mann | St Miseting [ [X3) | Seak Meetng ] (X3
5 43 Parras, Valanc, Martn | Staf Meting (5] e i e | S Hewing (L
g 2] Fasres, Uars, Marien | S0 owing 50 o P ncrease Panel Width
2 ed Ll e S ﬂ"‘“"" ! Ll 1 P feencPundWidth | | Lo,
3 Fames_ elane, Mann Mty [L3) o F - (1]
% 4 Parnes. Velana, Marin_| StafMesting ] % [ A, | Pontigtne [E]
(88 Parraa, Ualan, Marts | Gtafl Maabog | 055 =] ey | ModewunTleRies 2 | | [T
gt The Pociicn &
Wilson, Jeff ® % | Turner, C|  tieammaion 3 oo
1 e Cheeet Destnpbon Desenphen Pasegred Hrs = | 58 Fark Intotp » b Zasigned His
| Tewt s8] || ! | Tewl 12050
¥ ] Harea Jason Getrvery (33 E(ID ¥ Parmes, Veiano, Maran | Suaf Meesng 15
|Gl g, Sty | P I (¥ - (1| 1868 Parres. Velara, Worin | Siaf Mesing ] [E]
U Jorws, Fiom B ey | R 03 | 3] Facrmn, Veiarn, Marsn | Sua¥ Mewsng 05
v ‘Wilson Dan & Joarne | Reviow 025 0| Paecos, Velaro, Morsn | Saoll Mestng LE]
| Pames. Velane. Marin | Sush Neeing | [T [ (®| Farnes. Velara Narin | Suak Meeing I [
%% Parmes. Velana, Marin | Staf Msebiog | [T | {8 Parnes, Vefana, Narin | St Mesting I ]
03 Parran, Valsne, Martn | Sl Masting | BED | || Parras, Valaea Mavin | Senl Nasing | 050
| Parns, Velono, Markn | Stafl Moeting 050 % Fortes, Veiaen Mot | Stoll Mesting 05
43 P, Velan, Mark | Stall et L) 8| Paress, vedares, Morn | Sl Mestng [
|88 Parnes. Veiano, Marin | St Meeting | 050 | & Parnes, Welano Marin | Suaf Meeing I (X3
[0 Parrams, Valanc, Marin | Stafl Mnsing | (X [ (43| Parces, Unlsoo Marin | Scpll Hesing | [
03 Pairas, Vel Marten | Staf sty 05 4| Farems, Velaros Markn | Sk Newing 05
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12. Right-click a schedule item in a grid and use the context menu to rank the item
for the order in which the staff member should complete it. You can also use the
context menu to assign, schedule, or delete the item.
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Once an item is ranked, you can also click and drag other schedule items
above or below it in the list to rank them higher or lower.

Turner, Cindy |
Rank Client Description Description Assigned Hrs |-
[ | Total: 198.50| |E |
*| Parnes, Velano, Martin | Staff Mesting 0.50
&3 | Pamnes. Velano. Martin | Staff Meeting 0.50
&% | Pamnes, Velano, Martin | Staff Meeting 050
@ | Parnes, Velane, Martin | Staff Meeting 0.50
| Parnes, Velano, Martin | Staff Meeting 0.50
» @ | Parnes, Velano, Marting L Ciaf Mactio | 050
3| Pames, Velano, Mariin ~ Rank Highest 0.50
| Parnes, Velano, Martin Rank Higher 0.50
** | Parnes, Velano, Marl|n| Rank Lower ‘ 0.50
% Pamnes, Velano, Martin Clear Rank 18 0.50
“*| Parnes, Velano, Martin Rank Lowest 0.50
*:»| Parnes, Velano, Martin 0.50
3| Pames, Velano, Martin Assign To 4 0.50
| Parnes, Velano, Martin Schedule... 0.50
| Parnes, Velano, Martin 0.50
3| Pames, Velano, Martin Unassign 050
®* | Parnes, Velane, Martin Delete Meeting 0.50
| Parnes, Velano, Martin View Grid 0.50 -
WI|SOH, Jeﬁ: Options 4 -] x
Rank Client Description Description Assigned Hrs @
[ | Total: 50.75|
[ ([ Hanna, Jason Delivery 025
'13 Bing, Sally Review 0.25 3
| Jones, Fon & Jenny Review 025
| Wilson, Dan & Joanne | Review 0.25 E

See the topic Assignments tab overview in the Practice CS Help & How-To Center

for more information.

Using the Schedules tab
Use the Schedules tab to view staff schedules and assign items to staff members
based on their qualifications and availability. Here you can find more potential work
items for staff, identify urgent items for selected staff members, and reschedule
work from one staff member to another.

1. Click the Schedules tab.

2. Inthe toolbar, click the Timeline button.

3. Click the Select Staff button and select staff CAT (Cindy Turner) and JPW (Jeff

Wilson).

4. Inthe timeline, click Jeff Wilson to display his schedule items, potential work
items, and urgent items in the lower pane.
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5. If necessary, select Week of and the date of 4/6/14 in the lower pane, and then
click the Potential tab.

[ Practien €5 - [Sampde] - [Maruace S2all] o e ]
Eile gt Yiew Actigen fewp Jooks Help
PQekk - D -3 S RS B & ToA - | Today | Dy [T WorkWeek 7] Wk f7B] Month [P Timeline | 2=
Adsigrmets | Schedles | Schadul tams | Bl | Tapets
icalnndarop"ﬂms - Sebect Sl | Awmlible hours aen for the \erk of 4BT014 (Range: 452014 - £122014) st 1 [Houm =
: el 20 ; |
SMTWTFS
-
Tosrae, Cindty 0100
L]
an
o | I
& |l
=
(=]
=
=]
= |
= | Wilaon, Jeit 000
= I
z
A
Wilson, Jaff |
Week of = || LB20N
Schedube liems || Potental || 4, Usgent {14)
¥
Ciert Descriztion Rem s Sehauied Jeacharidad s Targas St Target Ceangh
ey » 75| A Advanced ddvers esescch tax 9| 200 0 0
] 2 o D
=1
.

Fr Help. prass F1 Curment Login: CAT  Current Period: 412074 - 43020H

6. Double-click the to-do item for client AAC in the grid. You can make changes to
the item, including assigning it to a staff member or the work queue. For this
exercise, click Cancel

Notes

= You can drag and drop an item onto the calendar to schedule the item for a
specific day and time when you are in Day or Timeline view.

= Drag and drop an item onto the calendar to loosely schedule the item when
you are in Work Week, Week, or Month view.

Using the Schedule Items tab

Use the Schedule Items tab to look for schedule items that are unassigned, not fully
scheduled, or flagged as Urgent. You can also schedule items for staff based on
their availability and qualifications.

1. Click the Schedule Items tab.

2. Inthe Schedule Items subtab, select Period of for the date range, and
4/30/2014 for the period end date.

3. Inthe Staff Schedules pane, click the Select Staff button and select Jeff Wilson
(along with Cindy Turner, who should already be selected), then click OK.
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Locate the Preparation task for client JONESRJ in the Schedule Items grid,
and select that item.

FHeomtrs

H‘Ju‘: bttt DA B _

ChentOescrgten  Deserpton

Target Suart
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BN o Cuocie® Aocink | Wt Jnson | ladunl incoma T | 050 o om0 oo | s
é :uwﬁ | Haera L | R | oas| om0 025 eag0ie | @waon
= eithontelier | Haeris,men Dy o3, e ums|avim | ensm
S j] T Froven | Jotms, Rie & Jeery Icome Tt ®| 350 (1] | anarna
1| [ e = TP i
? ETD« dores. Ron Bdesrry | Review [ [ | eazne
4 iw«v Phone Cal | doeen, Rom bdemry | Dievery [T L1 028 anatie | swais
ol Bcemnn | ledstual Incorme Tax & (1 G| ekt -
7 | Wdlaon, Dian | L i) 0 00| ana | &5
MCPE Coonien |
et 1 [Ham w]
« v A L
ru | T | na [ ea | wa [ rid || e [ e [aem | e [smi | e | Teu | Tal | aae s
oz
= :
Fex Help poeas 1 Cusrest L CAT Cumrrt Fariod 412014 - 4302016

If you hold your mouse pointer over the item, an Infotip is displayed showing
information about that item.

Schedule ltems |& Urgent (146) |

[Period of

|| 4302014 [+]

Open only Unassigned Unscheduled hours

JONESRJ

. Ron & Jenny

Client Client Description Descripti
[[Zl| BINGS Bing, Sally Individual Incon
(2] HANNA Hanna, Jason Individual Incon
| HANNA Hanna, Jason Review
o | HANNA Hanna, Jason Delivery
JOMESRJ Jones, Fon & Jenny Individuzl Incomss

Preparation

{+ Task: Preparation

JONESR. - Jones, Fon & Jenny
INDIVTAX - Individual Tax Services

PREFPARATION - Freparation

Target Start: 31312014
Target Complete: 41772014

Status: Mot Started
Priority: Normal

T o

i B IO | TET I o IO B o

| JONESRJ Jones, Ron & Jenny Review 0.00
r.[ﬂ JOMESRJ Jones, Ron & Jenny Delivery 025 0.00
[ | wiLsON Wilsen, Dan & Joanne 2.00 0.00

) R r—

Individual Income Tax R
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Note: You may have to turn on the Infotip by right-clicking and choosing Infotip
and a delay option.

Assign to »
Add 3
Edit Task

Delete Task

Edit Task's Project

Schedule Task

Infatip 4 | Instant

Short Delay
Long Delay

Maone

6. If you hold your mouse pointer over the staff description in the timeline, the
Infotip shows whether the staff member is qualified to work on the selected
schedule item.

‘Staff Schedules

Select Staff... | Available hours are for the Period of 4/30/2014

5 Turner, Cindy: 164.50
Rualified for the selectad ifam

(Range: £ 12014 - £3020714)
Target: 176.00

Scheduled: 11.50

Available: 164.50

Turner, Cindy: 154531/
[

7. Double-click the selected task to open it.

8. Inthe Assigned section, click the Staff option.
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9. Click the E] button next to the Staff field, use the Assigned Staff dialog to
assign the task to staff member JPW, and click OK.

@ Task* = @
m Links | Custom Fields | History
|dentification Target dates Actual dates
Order: 1 Start. 3131/2014 E Start: {none) E
Activity: Preparation |z| Complete: 712014 E Complete: | {none) E
Description Preparation
Task information Assigned
Client: Jones, Ron & Jenny Sitaff qualifications: EG
Project: Individual Income Tax Retumn @ Staff: Wilson, Jeff [:]
Tracking Mot Started |Z|
Budget information () Work Queue
Calculate amount automatically [] Reminder (none) |z|
Hours Amount Selution
Budgeted: 200[~] $45000[~]  Selectsolution: | 2013 UlaTax CS [=]
Actual 0.00 $0.00 Completion event: | Preparation Complete E'
Est. Remaining: 200 E]
Notes
Schedle.

10. Click OK to save your changes. The task is now assigned to Jeff Wilson.

Note: You can use the Open only and Unassigned only checkboxes in this tab
to narrow the list of items.

As with the Schedules tab, you can drag and drop an item in the Schedule Items tab
onto the calendar to schedule it for a specific day and time when you are in Day or
Timeline view, or to loosely schedule it when you are in Work Week, Week, or
Month view.

Staff benefits

60

Staff members can view their benefit balances and submit scheduled benefit
requests using the Staff Management module.

Supervisors can make balance adjustments as needed and approve or deny benefit
requests.
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Viewing benefit balances

Staff members who have security privileges for the Benefits portlet on the Staff
Dashboard can view their benefit balances.

1. Click the Staff Dashboard button on the toolbar.

2. Click the Benefits view and review the information displayed in the Benefits

portlet.
|[Benefits ]|
Benefit Beg Bal Earned YTD Used YTD Balance Remaining Accruals TolUse Carryover Max
Comp Time 0.00 0.00 0.00 0.00 0.00 0.00 20.00
Vacation Time 0.00 50.00 0.00 50.00 50.00 120.00 0.00

Personal Holiday 0.00 16.00 0.00 16.00 0.00 16.00 0.00
[ [ 0.00] 76.00] 0.00] 76.00] 60.00] 136.00] |

This portlet provides information on benefit beginning balances, earned and used
amounts, current balances, remaining accrual amounts, maximum carryover
amounts, and amounts that need to be used to bring balances down to the
carryover maximum.

Note: The sample database includes the Benefits portlet on a Staff Management
view, but your own dashboard may be customized differently. To add the Benefits
portlet to your Staff Dashboard, click the Select Portlets link, mark the checkbox for
the Benefits portlet, and click OK.

Submitting scheduled benefit requests

Staff members with sufficient security privileges can submit scheduled benefit
requests in Practice CS, which can then be approved by their supervisors.

1. Click the down arrow on the right side of the Add button on the toolbar and
choose Scheduled Benefit.

b Add [ =l

;

Scheduled Phone Call

ed

&

Scheduled Benefit |
Meeting l/\\\:'
To Do

=
-

CPE Course

Outlock® E-mail
Cutlock® Appointment
Outlock® Task

= [ P P

2. Inthe Scheduled Benefit dialog, choose Personal Holiday from the drop-down
list in the Accruable Benefit field.

3. For the start date, enter 4/18/14. Skip the accompanying time field.
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4,
5.

Mark the All day event checkbox.
In the Staff field, select Wilson, Jeff.

[@! Scheduled Benefit* =
Main | Links | Custom Fields
Identification Date / Time
Accruzble Benefit: | Personal Holiday = Start: 411272014 [+]
End: 41872014 [=]
2.00[=]
Scheduled Benefit information As
Status: Requested E Staff. Wilson, Jeff Iz‘
Approved By: [©] Reminder 0 minutes |z|
Motes
-
=T

Click OK when finished. This submits the request to the staff member’s
supervisor.

In the next exercise, you will approve the request, but first you need to log in
again to Practice CS as the staff member’s supervisor, Steve Miller (SAM).

Choose File > Open Firm, enter SAM in the Staff ID field, and click OK.

Click OK on the Change Password dialog to leave the password blank for staff
SAM.

Note: Because you have closed and reopened the Sample training database, you
need to reset the training date to 4/1/2014 (Tools > Set Training Date Override) to
complete the exercises in the rest of this chapter. See “Setting the training date
override” on page 39 for details on setting the training date override.

Approving or denying scheduled benefit requests

When a staff member submits a benefit request, it appears in the supervisor’s
Schedule Benefit Requests portlet on the Staff Dashboard. The supervisor may also
receive a notification, if selected on the Notifications tab of the Firm setup screen.

62

Follow these steps to approve the scheduled benefit request you just entered.

1.
2.

Click the Staff Dashboard button on the toolbar.
Click the Benefits view.

Click the Select Portlets link and mark the Scheduled Benefit Requests
checkbox.
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4. Click OK.

Select Portlets
Selected Mame | o
Billing \worksheet
Checkpoint® Tl
C5 Home Page

C5 Professional Suite - Thomson Reuters
Daily Time

Help and How-To

IRS \Website

Notifications

Qutlook® Calendar

Outlock® Mail

Outlock® Tasks

PPC

Practice C5 Library

Practice C5 News

Praject Tracking

Projects

Resources

Schedule ltems

Scheduled Benefit Reguests

Solutions -

m

OEOOoOoOooDoooDoomoooooma

[ ok [ cancel |

If necessary, click and drag the edges of the portlet on the dashboard until you
can see all the columns.

5. Click the 4/18/14 Personal Holiday item for Jeff Wilson that appears in the
Scheduled Benefit Requests portlet.

Staff Dashboard

Steve Miller
| Overview || Projects [3¢]| Tasks (]| Schedule (]| Benefits ]| Outlook® 3¢ Internet 3¢]| News & Links x|
Staff Benefit Start End Hours

Miller, Steve | Vacation Time | 5/7/20129.00 A | 5/11/2012 5:00 40.00
Miller, Steve | Vacation Time | 5/14/20129:00 | 5/18/2012 500 40.00
Miller, Steve | Vacation Time | 6/4201212:00 | 6/16/2012 12:00 80,00
Miller, Steve | Vacation Time | 11/5201212:00 | 11/17/2012 12:0 80.00
Miller, Steve | Vacation Time | 7/22/201312:00 | 8/372013 1200 80.00
Miller, Steve | Vacation Time | 5/12/201412:00 | 52412014 12:00 80,00
Miller, Steve | Vacation Time | 6/9201412:00 | 6/14/2014 12:00 40.00
Miller, Steve | Vacation Time | 7/21/201412:00 | 7/26/2014 12:00 40.00
Vilson, Jeff Personal Holiday | 4/18/2014 12.00 | 418/2014 12.00 20
Vilson, Jeff | Vacation Time | 422014 12:00 | 5/24/2014 12:00 80.00
Viilson, Jefl | Vacation Time | 5/62013 1200 | §/18/2013 12:00 80.00
Viilson Jefi | VacationTime | 4/17/2012 12:00 | 5/9/2012 12:00 128.00
Viilson Jeff | Vacation Time | 11/19/2012 9:00 | 11/21/2012 5:00 2400
Viilson, Jeff | VacationTime | 12/17/2012 9:00 | 12/21/2012 5:00 40,00
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Entering comp time

64

6.

In the Scheduled Benefit dialog, select Approved from the drop-down list in the
Status field.

[ Scheduled Benefit o 2=
Main | Links | Custom Fields
Identification Date / Time
Accruable Benefit | Persenal Holiday Start: 411812014 [+]
End 4182014 [=]
Hours: S_DD
Al day event
Scheduled Benefit information :
Status: Approved |z| Staff: Wilsen, Jeff lz‘
A . Approved | :
Approved By: e k [7] Reminder | 0 minutes |z|
Mates Reguested
S

7. Click OK to approve the request. You will receive a notification that the request

has been approved.

The Status for Scheduled Benefit
Personal Holiday starting on Fridgay,
April 18, 2014 12:00 AM and ending
Saturday, April 15, 2014 12:00 AM
has been changed from Requested
to Approved.

©

Staff members with sufficient security privileges can enter comp time. In this
exercise, you will enter comp time for Jeff Wilson in the Time & Expense Entry

screen.

1. Choose Actions > Time & Expense Entry.

2. Inthe Staff field at the top of the Entry tab, select staff member JPW.

3. Inthe Sheet date field, select 4/1/2014.

4. Click the Comp Time button in the upper-right corner.

5. Inthe Comp Time Detail dialog, place your cursor in the bottom row and enter
4/1/2014 in the Sheet Date and Date columns.

6. Select Earned in the Description column.
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7. Enter 2.0 in the Hours column.

Notice that the Earned column shows 3.0 hours even though you entered 2.0 in
the Hours column. This is because of the allowance factors you entered in the
“Setting up comp time” section of this walkthrough.

[2) Comp Time Detail

Usze thiz screen to enter or change manual adjustments.

Sheet Date Date Description
we [41/2014 41112014 Earned
# | (none) (none)

Hours

2.00

Earned
0.00
3.00

Balance

= Bl =)

View: | Benefit Year to Date IZ|

Comments
.00

3.00(]

U

[ ok ][ cencat |

8. Click OK. You will receive a notification that comp time was entered for Jeff

Wilson.

2.00 hours of Comp Time earned
was entered by Wilson, Jeff.

@)

9. Choose Actions > Manage Staff and click the Benefit tab.
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10. Select the Comp Time item for Jeff Wilson. You can see the details of the
transaction you just entered in the bottom pane.

' [B: Practice C5 - Semple] - [Mansge Staff] [E= o ===
Bie Eit ew Actigns Seup Took Help
iQEsck D - F g B2 F e Add Lo

Manage Staff

dusiprmects | Schadubts | Schedas bams | Berstt | Targas
| EARE™

—
Aceaues on the List day of pvery moet
60,00 Accrues on the st say of every mont 10.00] (1] 500
100 a0 B0 000
00 Accrues on the last Say of every mont 1000 0L L0

Navigation Pane

Personal Holiday 000 16.00 000 16.00 000 000

Personal Hobday @0 1600 0 1600 oo «

Frrsonal Hobtey 1] 1600 (1 1800 abe 060

40 00 Qoo 10400 4000

Erppt Cemo Tera igw: | Benefit Yeor in Cab
Sheat Date. be Cescnpbion o s Ealsn Comments

1 LT ! Bgannang Baln om 0 )
1201 1720 Eamed w0 100 )

EEREl

Currat Login: SAM  Curent Pariod: 47112014 - 4302014

&
3
B
]

Making adjustments to benefit balances

If you need to make adjustments to benefit balances, you can do so using the steps
found in “Adjusting benefit balances” on page 24.

Entering CPE courses in Time & Expense Entry

Time spent attending CPE courses can be recorded on the Time & Expense Entry
screen using the CPE administrative activity that you set up earlier.

Choose Actions > Time & Expense Entry.
In the Staff field, select Cindy Turner.
Select 4/15/14 in the Sheet date field.

1
2
3
4. In the first row, select PVM in the Client field.
5. Select the ADMIN engagement.

6

In the Activity field, select CPE.

7. Click the (] button under the CPE icon to open the CPE Course Selection
dialog.

Note: You can modify your user preferences to have this dialog open
automatically. Choose Setup > User Preferences > Time & Expense Entry tab
and mark the Auto display CPE Course Selection checkbox.
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8. Inthe CPE Course Selection dialog, select the Taxation class and click OK.

@ CPE Course Selection :@
Period |z| 412014 To | 4302014 [] Show all CPE Courses
Description Start Time End Time Sponsor Delivery Format  Hours

Gt

9. Onthe Time & Expense Entry screen, enter 8.00 in the Hours field.

Notes

= Time entries using a CPE activity will appear on the CPE Course Cost Analysis
report as Staff Cost.

= To enter incidental expenses incurred while attending a CPE course, you must
have an expense activity set up using the CPE administrative type. Expense

entries using the CPE activity will appear on the CPE Course Cost Analysis
report as Expenses.

Practice CS Staff Management WalkThrough 67



Walkthrough Exercises

68

Practice CS Staff Management WalkThrough



@ Reporting

The Staff Management module features reports that provide information about
schedule items, staff benefits, staff targets, comp time, and CPE courses.

Calendar Listing report

The Calendar Listing report shows schedule item information by scheduled date /
time. The report date range is based on scheduled dates (week, month, period, 6
months, 12 months, custom, and so on). The detail line is based on scheduled start
or end date.

1. Choose File > Print Reports to open the Print Reports screen.

2. Scroll down the list of reports to the Staff Management section, highlight the
Calendar Listing report, and click the Select button.

3. Onthe Selection tab, select Period End Date in the Report date field and
Period in the Detail line field.

4. On the Layout tab, select Staff in the first Group by field.
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5. Click the Preview Selected button to view the report.

Parnes, Velano, Martinez & Co.

Start

CAT

04/07/14 8:30 AM
04/09/14 10:00 AM
04/10/14 10:00 AM
04/14/14

04/14/14 8:30 AM
04/18/14

04/21/14 8:30 AM
04/28/14 8:30 AM

End

Turner, Cindy

04/07/14 9:00 AM
04/08/14 11:00 AM
04/10/14 10:30 AM
04/14/14

04/14/14 9:00 AM
04/18/13

04/21/14 9:00 AM
04/28/14 9:00AM

Turner, Cindy Totals

W

04/03/14 2:00 PM
04/07/14 8:30 AM
04/09/14 10:00AM
04/14/14 8:30 AM
04/18/14
04/18/14
04/18/14
04/21/14 8:30 AM
04/28/14 8:30 AM

Wilson, Jeff

04/03/14 2:30 PM
04/07/14 9:00 AM
04/09/14 11:00 AM
04/14/14 9:00 AM
04/18/14
04/18/14
04/18/14
04/21/14 9:00AM
04/28/14 9:00 AM

Wilson, Jeff Totals

MHR

04/07/14 8:30 AM
04/14/14 8:30 AM
04/21/14

04/21/14 8:30 AM
04/28/14 8:30 AM

Rogers, Melissa
04/07/14 9:00 AM
04/14/14 9:00AM
04/25/14

04/21/14 9:00AM
14/28/14 9:00AM

Rogers, Melissa Totals

Staff ID

W

bla
Ela
W
P
PW
P
PW

MHR
MHR
MHR
MHR
MHR

Printed by SAMon 7/23/2014 at 3:26 FM

ClientID

FVM

HANNA

VM
PVM

AAC
VM

PVM

PUM
PUM

PUM
PVM

PVM
PVM

Calendar Listing
April 1, 2014 - April 30, 2014
Client Name Description Hours
Parnes, Velano, Martinez & Co. Staff Meeting 0.00

Advanced Advertising Consuftan Follow up with Peter Wels 0.00
Hanna, Jason Clientfolloveup 0.00
Taxation 0.00

Parnes, Velzno, Martinez & Co. Staff Meeting 0.00
Personal Holiday 0.00

Parnes, Velana, Martinez & Co. Staff Meeting 0.00
Parnes, Velana, Martinez & Co. Staff Meeting 0.00
0.00

Advanced Advertising Consuftan Consutation 0.00
Parnes, Velana, Martinez & Co. Staff Meeting 0.00
Advanced Advertising Consutan Follow up with Peter Wells 0.00
Parnes, Velana, Martinez & Co. Staff Meeting 0.00
Persanal Holiday 0.00

Personal Holiday 0.00

Personal Holiday 0.00

Parnes, Velano, Martinez & Co. Staff Meeting 0.00
Parnes, Velano, Martinez & Co. Staff Meeting 0.00
0.00

Parnes, Velano, Martinez & Co. Staff Meeting 0.00
Parnes, Velano, Martinez & Co. Staff Meeting 0.00
Vacation Time 0.00

Parnes, Velano, Martinez & Co. Staff Meeting 0.00
Parnes, Velano, Martinez & Co. Staff Meeting 0.00
0.00

Page I

6. Click the Back button to return to the Print Reports screen.

7. Click the Remove button to remove the report from the Selected Reports list.

CPE Course Cost Analysis report

The CPE Course Cost Analysis report analyzes the cost per credit for a CPE
course. When a CPE course is associated with a time or expense entry, the staff
cost and/or the expense cost are also factored into this analysis.

70

1. Inthe Staff Management section, highlight the CPE Course Cost Analysis
report and click the Select button.

2. Leaving the default Selection and Layout settings, click the Preview Selected
button. The report shows the Taxation class you entered for Cindy Turner,
including the base cost of the course and the staff cost (8 hours at her cost

rate).

Parnes, Velano, Martinez & Co.

Description

Taxation

Report Totals

Assigned Attendes

Turner, Cindy

CPE Course Cost Analysis
April 1, 2014 - April 30, 2014
Date Based on: Target Complete

Delivery Fomat Credits  Course Cost Expenses Staff Cost TotalCost  Cost Per Credit
Online (Self-Sudy 40.00 239.00 0.00 560.00 799.00 19,98
40.00 238.00 0.00 560.00 799.00 19,98

3. Click the Back button to return to the Print Reports screen.
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4. Click the Remove button to remove the report from the Selected Reports list.

CPE Course Credit Listing report

The CPE Course Credit Listing report shows CPE courses and the staff who
attended for date range you select. Course information includes description,
sponsor, format, location, target complete date, and number of credits.

1. Inthe Staff Management section, highlight the CPE Course Credit Listing report
and click the Select button.

2. Leaving the default Selection and Layout settings, click the Preview Selected
button. The report shows the CPE course you entered for Cindy Turner (see
“Entering CPE courses” on page 47).

Parnes, Velano, Martinez & Co.

CPE Course Credit Listing
April 1, 2014 - April 30, 2014
Date Based on: Target Complete
Description Assigned Attendee Accountancy Sponsor Delivery Format Location Target Complete Credits

Taxation Turner, Cindy Michigan Thomson Reuters Online (Self-Sudy 04/15/14 12:00 AM 40.00

Report Totals 40.00

3. Click the Back button to return to the Print Reports screen.

4. Click the Remove button to remove the report from the Selected Reports list.

Schedule Item Detail report

This report is similar to the Schedule Item Listing report but includes columns for
Remaining Hours, Scheduled Hours, and Unscheduled Hours. You can mark the
Include Calendar Entry Detail checkbox on the Layout tab for a subreport that
shows all the open calendar entries for each schedule item.

1. In the Staff Management section, highlight the Schedule Item Detail report and
click the Select button.

2. Onthe Selection tab, select Period End Date in the Report date field and
Period in the Detail line field.

3. Onthe Layout tab, select Assigned Staff List in the first Group by field.
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4. Click the Preview Selected button.

Parnes, Velano, Martinez & Co.

Schedule Item Detail
April 1, 2014 - April 30, 2014
Date Based on: Target Start

Remaining Scheduled  Unscheduled

Type Description Client Name Assigned Status Hours Hours Hous  Target Complete
car Turner, Cindy

Project 941 Employer's Quarter Fed TR Brown, Jerald &Elizabeth Turner, Cindy Not Started 3.00 0.00 3.00

Projec: 941 Employer's Quarter Fed TR Craviford's Steak House Turner, Cindy Not Started 4.00 0.00 400

Project 941 Employer's Quarter Fed TR Prototype Design Turner, Cindy Not Started 4.00 0.00 400

Projec: 941 Employer's Quarter Fed TR Ace Advertising Turner, Cindy Not Started .00 0.00 .00

Project Bi-Weekly Payroll Brown, Jerald &Elizabeth Turner, Cindy Not Started 3.00 0.00 3.00 04/04/14

Projec: Bi-Weekly Payrol Brown, Jerald &Elizzbeth Turner, Cindy Not Started 3.00 0.00 3.00 04/17/14
Scheduled Phone Call Client folloveup Hanna, Jason Turner, Cindy Scheduled 0.00 0.00 0.00  04/10/14 10:30AM
Task Final Review Alpha Prometions Turner, Cindy Not Started .00 0.00 100 04/07/14

Task Final Review ABC Partnership Turner, Cindy Not Started 150 0.00 150 04/11/14

Task Financial Statement Review Smith, Tom & Kathleen Turner, Cindy Not Started .00 0.00 .00

Froject March Writeup Craviford's Steak House Turner, Cindy Not Started 400 0.00 400

Projec: March Writeup Ace Advertising Turner, Cindy Not Started 4.00 0.00 400 04/18/14

Froject Monthly Payrol Ace Advertising Turner, Cindy Not Started 400 0.00 400

Projec: Monthly Payrol Craviford's Steak House Turner, Cindy Not Started 4.00 0.00 400

Froject Monthly Payrol Prototype Design Turner, Cindy Not Started 400 0.00 400

Stheduled Benefit  Personal Holiday Turner, Cindy Requestzd 0.00 0.00 0.00  04/19/14 12:004M
ToDo Pickup papemiork ABC Partnership Turner, Cindy Not Started 150 0.00 150 04/07/14

Task Preparation Ace Advertising Turner, Cindy Not Started 4.00 0.00 4.00

Task Preparation Brown, Jerald & Elizabeth Turner, Cindy Not Started 3.00 0.00 3.00

Task Preparation Crawford's Steak House Turner, Cindy Not Started 4.00 0.00 4.00

Task Preparation Craviford's Steak House Turner, Cindy Not Started 400 0.00 400

Task Preparation Crawford's Steak House Turner, Cindy Not Started 4.00 0.00 4.00

Printed by SAMon 7/23/2014 at 3:47 PM Page I

5. Click the Back button to return to the Print Reports screen.

6. Click the Remove button to remove the report from the Selected Reports list.

Schedule Item Listing report

The Schedule Item Listing report enables you to generate a list of schedule items by
date range and grouped by various schedule item properties.

1. Inthe Staff Management section, highlight the Schedule Item Listing report, and
click the Select button.

2. Onthe Selection tab, make the following selections.

Field Selection

Report date Period End Date

Detail line Period-to-date

Based on Target Complete

3. Onthe Layout tab, select Client in the first Group by field.

72 Practice CS Staff Management WalkThrough



Reporting

4. Click Preview Selected to view the report.

5. Click the Back button to return to the Print Reports screen.

Parnes, Velano, Martinez & Co.

Type Description

Unspecified
Scheduled Benefit
Scheduled Benefit
scheduled Benefit
Scheduled Benefit
CPE Course
Scheduled Benefit

Personal Holiday
Personal Holiday
Personal Holiday
Personal Holiday
Taxation
Vacation Time

Unspecified Totals

RAC Advanced Advertising Consultan

Scheduled Phone Call Consultation

Meeting Follow up with Peter Wells
ToDo Research tax|aw changes
Advanced Advertising Consulten Totals
ABCP ABCPartnership
Task ClearReview Comments
Task Client Copy Packaging
Task E-File Assembly
Task E-File Authorization Recsived
Task E-File Transmitted
Task Final Review
Froject Partnership Tax Rewm
ToDo Fickup papemwork
Task Preparation
Task Review
ABC Partnership Totals
ACEADVERT Ace Advertising

Printed by SAMon 7/23/2014at 3:51 PAM

Schedule Item Listing
April 1, 2014 - April 30, 2014
Date Based on: Target Complete

Client Name

Advanced Advertising Consutan
Advanced Advertising Consutan
Advanced Advertising Consuitan

ABC Partnership
ABC Partnership
ABC Partnership
ABCPartnership
ABC Partnership
ABC Partnership
ABC Partnership
ABCPartnership
ABC Partnership
ABC Partnership

Assigned

Wilson, Jeff
Turner, Cindy
wilson, Jeff
Wilson, Jeff
Turner, Cindy
Rogers, Mefissa

Wilson, Jeff
Turner, Cindy; Wilson, Je

Work Queue: Business Tax
Frep Intermediate

Rogers, Melissa
Rogers, Melissa
Rogers, Mefissa
Rogers, Melissa
Rogers, Melissa
Turner, Cindy
Miller, Steve
Turner, Cindy
Rogers, Melissa
Turner, Cindy

Priotity

Normal
Normal
Normal
Normal
Normal
Normal

Normal
Normal
High

Normal
Normal
Normal
Normal
Normal
Normal
Normal
Normal
Normal
Normal

Hours

8.00
8.00
8.00
8.00
8.00
40.00

80.00

0.50
100
2.00

3.00
0.25
0.00
0.00
0.00
150
15.25
1.50
6.00
2.50

30.00

Target Start

04/18/14 12:00 AM
04/18/14 12:00 AM
04/18/14 12:00 AM
04/18/14 12:00 AM
04/14/14 12:00 AM
04/21/14 12:00 AM

04/03/14 2:00 PM
04/09/14 10:00 AM
04/11/14

04/09/14
04/14/14
04/14/14
04/14/14
04/14/14
04/10/14
03/31/14
04/07/14
03/31/14
04/07/14

Target Complete

14/19/14 12:00AM
04/19/14 12:00 AM
04/18/14 12:00AM
14/19/14 12:00 AM
04/15/14 12:00 AM
04/26/14 12:00 AM

014/03/14 2:30 M
04/09/14 11:00 AM
04/11/14

04/10/14
04714714
04/14/14
14/14/14
04/14/14
04/11/14
14/14/14
14/07/14
14/07/14
14/08/14

Paga ]

6. Click the Remove button to remove the report from the Selected Reports list.

Staff Assigned Summary report

The Staff Assigned Summary report shows staff target work hours, assigned hours,
remaining hours, and work load for the specified date range. You can also mark the
Include Schedule Item Detail checkbox on the Layout tab to see the priority, status,
and start and complete dates, for each schedule item that makes up the assigned

hours for the staff member.

Note: This report was formerly named the Staff Schedule Summary report. A
different report now bears that name.

1.

In the Staff Management section, highlight the Staff Assigned Summary report

and click the Select button.

On the Selection tab, select Period End Date in the Report date field and
Period in the Detail line field.

On the Layout tab, verify that the Include Schedule Item Detail checkbox is

marked.

Practice CS Staff Management WalkThrough

73



Reporting

4. Click the Preview Selected button to view the report.

Parnes, Velano, Martinez & Co.

Staff Assigned Summary
April 1, 2014 - April 30, 2014
jir] Supenisor TargetWorkHours  Assigned Hours  Remaining Hours Work Load
ADMIN Administrator 0.00 0.00 0.00
CAT Turner, Cindy California Office Turner, Cindy 176.00 62.50 113.50 35.51
Detail: Type Description Client Name Priority Status Hous  Start Complete
Projed Monthly Payroll Ace Advertising #563 - MONTHPAYROL Normal Not Started 0.00
Task Preparation Ace Advertising #563 - MONTHPAYROL Nermal Not Started 4.00
Projed 941Emplayer's QuarterFed TR Brown, Jerald &Elizabeth #565-941  Normal Not Started 0.00
Task Preparation Brown, Jerald &Flizabeth #565-941  Normal Not Started 3.00
Projed 941 Employer's QuarterFed TR Crawford's Steak House #573 - 941 Normal Not Started 0.00
Task Preparation Crawford's Steak House #573 - 941 Normal Not Started 4.00
Projed March Writeup Crawford's Steak House #576 - Normal Not Started 0.00
MARWRITELP
Task Preparation Crawford's Steak House #576 - Normal Not Started 4.00
MARWRITELP
Projedt Monthly Payroll Crawford's Steak House #579 - Normal Not Started 0.00
MONTHPAYROL
Task Preparation Crawford's Steak House £579 - Normal Not Started 4.00
MONTHPAYROL
Projed 941Emplayer's QuarterFed TR Prototype Design #581- 941 Normal Not Started 0.00
Task Preparation Prototype Design #581- 941 Normal Not Started 4.00
Projed Monthly Payroll Prototype Design #584- Normal Not Started 0.00
MONTHPAYROL
Task Preparation Prototype Design #584- Normal Not Started 4.00
MONTHPAYROL
Projed Quarterly Writeup Prototype Design #586 - QTRWRITELP Normal Not Started 0.00
Task Preparation Prototype Design #586 - QTRWRITEUP Normal Not Started 4.00
Task Review Smith, Tom & Kathleen #5087 - Normal Not Started 1.00
QTRCOMP
Task Financial Statement Review Smith, Tom & Kathleen #587 - Normal Not Started 1.00
QTRCOMP
Projed 941 Employer's Quarter Fed TR Ace Advertising £600 - 841 Normal Not Started 0.00
Task Preparation Bing, Ted &Angela #521- 1040 Normal Not Started 2.00 03/06/14 03/10/14
Task Clear Review Comments Bing, Ted &Angela £521- 1040 Normal Not Started 100 03/13/14 03/14/14
Task Review Alpha Promotions #511 - 1065 Normal Not Started 2.00 04/03/14 04/04/14
Projed Bi-Weekly Payroll Brown, Jerald &Flizabeth #571 - Normal Not Started 0.00 04/03/14 04/04/14
BIWEEKPAYRL
Task Preparation Brown, Jerald &Elizabeth £571 - Normal Not Started 3.00 04/03/14 04/04/14
Printed by SAMon 7/23/2014at 3:533 PM Pags I

5. Click the Back button to return to the Print Reports screen.

6. Click the Remove button to remove the report from the Selected Reports list.

Staff Benefits Summary report

The Staff Benefit Summary report displays active benefit balances for staff —
beginning balance, earned, used, and current balance. If you mark the Include
Benefits Detail checkbox in the Layout tab, you can include the earned and used

history for each benefit.

1. With the Print Reports screen open, double-click the Staff Benefits Summary
report to move it to the Selected Reports list.

2. Onthe Selection tab, select Period End Date in the Report date field and Year-

to-date in the Detail line field.
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3. Click the Preview Selected button to view the report.

Parnes, Velano,

JPW

IPwW

MHR

MHR

SAM

Martinez & Co.

MName/Description

Turner, Cindy

Personal Holiday
Vacation Time

Turner, Cindy

Wilson, Jeff

Comp Time
Personal Holiday
Vacation Time

Wilson, Jeff

Rogers, Melissa

Personal Holiday
Vacation Time

Rogers, Melissa

Miller, Steve

Personal Holiday
Vacation Time

Miller, Steve

Report Totals

Staff Benefits Summary
January 1, 2014 - April 30, 2014

Beg Bal Earned Used Balance
0.00 16.00 0.00 16.00
0.00 40.00 0.00 40.00
0.00 56.00 0.00 56.00
0.00 3.00 0.00 3.00
0.00 16.00 0.00 16.00
0.00 64.00 0.00 64.00
0.00 83.00 0.00 83.00
0.00 16.00 0.00 16.00

-8.00 40.00 0.00 32.00
-8.00 56.00 0.00 48.00
0.00 16.00 0.00 16.00
0.00 40.00 0.00 40.00
0.00 56.00 0.00 56.00
-8.00 251.00 0.00 243.00

4. Click the Back button to close the preview, and click the Remove button to
remove the report from the Selected Reports list.

Staff Capacity Analysis report

The Staff Capacity Analysis report provides a way to see staff availability (target

hours - scheduled hours) for up to 18 periods at a time. Use this report to see how
many hours are available for a specific staff member, office, or for the firm.

Available hours can be grouped by day, week, month, or period, and by several

staff- and firm-level options.

1. Inthe Staff Management section, highlight the Staff Capacity Analysis report
and click the Select button.

2. On the Selection tab, make the following selections:

Field Selection
Report date Period End Date
Detail line 9 Months
Columns by Month

3. Onthe Layout tab, select Staff in the Detail by field.
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4.

5.
6.

Click the Preview Selected button to view the report.

Parnes, Velano, Martinez & Co.

Staff Capacity Analysis
April 1, 2014 - December 31, 2014
Available Hours: 9 Months by Month

Morth 430 531 830 731 831 930 10/31  11/30  12/31
Administrator 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
Turner, Cindy 0.00 0.00 000 5550 126.00 173.50 18200 158.00 18150
Anderson, Justin 0.00 0.00 0.00 000 000 0.00 0.00 0.00 0.00
Wilson, Jeff 0.00 0.00 0.00 5550 166.00 173.50 182.00 158.00 18150
Smith, Jennifer 0.00 0.00 0.00 000 000 0.00 0.00 0.00 0.00
Johnson, Kimbery 0.00 0.00 0.00 000 0.0 0.00 0.00 0.00 0.00
Rogers, Meissa 0.00 0.00 000 5550 8600 173.50 18200 158.00 18150
Miller, Steve 0.00 0.00 000 1550 166.00 173.50 182,00 158.00 18150
Report Totals 0.00 0.00 0.00 18200 54400 69400 728.00 63200 726.00

Click the Back button to return to the Print Reports screen.

Click the Remove button to remove the report from the Selected Reports list.

Staff Schedule Summary report

The Staff Schedule Summary report shows staff target work hours, scheduled
hours, available hours, and work load for the specified date range. You can also
mark the Include Calendar Entry Detail checkbox on the Layout tab to see the type,
priority, status, and start and end dates for each schedule item that makes up the
assigned hours for the staff member.
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Note: The report that previously bore this name is now called the Staff Assigned
Summary report.

1.

In the Staff Management section, double-click the Staff Schedule Summary
report.

On the Selection tab, select Period End Date in the Report Date field and 3
Months in the Detall line field.

Click the Layout tab and verify that the Include Calendar Entry Detail checkbox
is marked.

Click the Preview Selected button.

Parnes, Velano, Martinez & Co.

Staff Schedule Summary
April 1, 2014 - June 30, 2014

D Name ffice Supenvisor TargetWorkHours  Scheduled Hous  Available Hours Work Load
ADMIN Administrator 0.00 0.00 0.00 0.00
[*y Turner, Cindy California Office Turner, Cindy 0.00 0.00 0.00 0.00
aaa Anderson, Justin California Office Turner, Cindy 0.00 0.00 0.00 0.00
W Wwilson, Jeff Michigan Office Miller, Steve 0.00 0.00 0.00 0.00
RS smith, Jennifer Michigan Offica Rogers, Melissa 0.00 0.00 0.00 0.00
KM3 Johnson, Kimberly Michigan Office Rogers, Melissa 0.00 0.00 0.00 0.00
MHR Rogers, Mdissa Michigan Officz Rogers, Melissa 0.00 0.00 0.00 0.00
saM Miller, Steve Michigan Office Miller, Steve 0.00 0.00 0.00 0.00

Report Totals 0.00 0.00 0.00 0.00
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5. Click the Back button to close the preview, and click the Remove button to
remove the report from the Selected Reports list.

Staff Target Summary report

The Staff Target Summary report enables you to compare actual hours worked by
your staff during a specified date range to the targets established for them.

1. With the Print Reports screen open, double-click the Staff Target Summary
report to move it to the Selected Reports list.

2. Onthe Selection tab, select Period End Date in the Report date field and Year-
to-date in the Detall line field.

3. Click the Preview Selected button to view the report.

Parnes, Velano, Martinez & Co.

Staff Target Summary
January 1, 2014 - April 30, 2014

Hours Amount
i) Name Targer  Actual Variance Target Actual variance

ADMIN Administrator 0.00 0.00 0.00 0.00 0.00 0.00
AT Turner, Cindy 506.10 9675 40935 113,872.50 6,937.50  106,935.00
A Anderson, Justin 0.00 0.00 0.00 0.00 0.00 0.00
Ipw Wilson, Jeff 506.10 13400 372.10 113,872.50 34,712.50 79,160.00
RS smith, Jennifer 0.00 0.00 0.00 0.00 0.00 0.00
KMI Johnson, Kimberly 0.00 0.00 0.00 0.00 0.00 0.00
MHR Rogers, Melissa 506.10 130.25 375.85 113,872.50  33,675.00  80,197.50
SAM Miller, Steve 506.10 24350 262.60 118,933.50  94,17250 2476100

Report Totals 202440 §04.50 1,415.90 460,551.00 16949750  291,053.50

4. Click the Back button to close the preview and click the Remove button to
remove the report from the Selected Reports list.

Timesheet Exception report

The Timesheet Exception report enables you to verify that your staff are meeting
their target hours. This report displays comp time information in addition to billable,
nonbillable, and administrative hours.

1. With the Print Reports screen open, double-click the Timesheet Exception
report to move it to the Selected Reports list.

Note: This report is listed under Production in the list of reports.

2. Onthe Selection tab, select Period End Date in the Report date field and
Period-to-date in the Detail line field.

3. Onthe Layout tab, mark the Include Staff with hours less than their target work
hours checkbox.
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4. Click the Preview Selected button to view the report.

Parnes, Velano, Martinez & Co.

Timesheet Exception
April 1, 2014 - April 30, 2014

ji] Name Billable Mon-bill Admin Total Time Comp  Met Time
CAT Turner, Cindy 1.50 0.00 8.00 9.50 0.00 9.50
PW Wilson, Jeff 3.50 0.00 0.00 3.50 -2.00 1.50
MHR Rogers, Melissa 3.50 0.00 0.00 3.50 0.00 3.50
SAM Miller, Steve 0.00 0.00 0.00 0.00 0.00 0.00

Report Totals 8.50 0.00 8.00 16.50 -2.00 14.50

5. Click the Back button to close 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 |_| button to navigate to the backup location (typically X:\Program
Files\Microsoft SQL Server\MSSQL$CREATIVESOLUTION\Data, where X: is
the drive on the computer where the data resides).

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

4. Inthe Restore 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.

E Restore

Backup file\directory:

New Firm name:

Firm Name

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

sl

C:\Program Files (x86)\Microsoft SQL ServertMSSQL10_50.CREATIVESOLUTIONMSSQLIDATAY E]

Sample1

Select the database you would like to restore:

File

. De.-scriﬁtion .

y _ CSP_999_Sample_201407 | Manual backup created on 7/14/2014 11:35:3 | 07/14/2014

Date

ok || Cancel
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