WORKFLOW TOOLS
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Workflow Manager helps you to stay organized by
grouping different components of your workflow into a
folder.

Each workflow folder allows you to display information
in logical categories that are set up at the drawer level
during implementation.

Workflow folders allow you to

- Group workflows according to a specific
departmental work structure, such as Income,
Planning, or Provisions.

- Incorporate a second tier of organization through
workflow tax type or function, such as Audit, State,
or Federal.

- View tasks and events, documents, DataFlow
requests, checklists, and notes associated with a
selected workflow.

- View Checkpoint articles associated with a
selected workflow.

- Switch between similar workflows.

The information within workflow folders is organized
and grouped by the following tabs:

« Tasks

- Events

«  Documents

- DataFlow (if licensed)

«  Checklists

+  Notes

+  Research

NOTE: You may not have permission to view all tabs

listed. Please contact your administrator for
assistance.

© Thomson Reuters 2014. Al Rights Reserved.

ACCESSING WORKFLOW FOLDERS

You can open a workflow folder in one of the following
ways:

« Through WorkFlow Manager: Double-click a
workflow

«  Through My Work within WorkFlow Manager:
Double-click a task in the Tasks grid

«  Through the Folder Workflows section of a
workflow folder window: Double-click a
template name to open a different folder
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LEARNING ABOUT THE FOLDER COMPONENTS

Each workflow folder contains information specific to the selected workflow, including the following
components:

FEDERAL INCOME 2014 12/31

W/F Template: Rule with Checklist .

- WorkFlow Preparing/filing the
A |DES( IPrngress IEntll‘y Name I ription: U.S. LOGS return
Entity Name=: ABC Corp
=) W/F Template : 1120 Entity Number: 12343678
FM Associates, Jurisdiction: FEDERAL o
Y fot Du= Date: -
= W/F Template : Rule with Checklist 6
cle=2 | I I I I
2 Pre.. . AEC Corp L i) i) HH i) ) ]
Notes ln(:tlnnsl
Drag a column here to group by. E
Checklist Assigned To Due Date Status IDate Completed
B usa1oes Tax Retun Jzke P=zul (Editor) 4/15/2014 Open
& File an extension Jzke P=ul [Editor) 4/15/2014 Closed 4/15/2014
Jake Paul (Direct
B rrepara tha retum @ Aerment - Eaitor) 7/31/2014 Opan
4 Reviewthe return Jake P=ul [Editor) 8/29/2014 Open
B submit the return using =Fil= Jzke P=zul (Editor) a/15/2014 Open
&  Reviewthe return checklist Availzble Jzke P=ul [Editor) 9/15/2014 Open
4 | m ] 3

Folder name: The name of the folder that contains the workflow. The folder name appears in
a gray bar on the left side panel and on a gray tab on the right side panel.

Workflow template names: Workflow template names associated with the workflow folder
appear in a list.

©e

Dots indicating the workflow’s completion status appear below the template name.

* Red dots: Each red dot indicates the workflow’s progress level. More red dots equal more
tasks completed for this workflow.

» Green dots: All green dots indicate that the workflow is complete.

e Splitter: Click the splitter to close the left side panel and view the folder’s contents in a larger
format.
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9 Workflow summary: A description of the workflow. The information that appears is based on
how the drawer is configured during implementation. Fields in bold are unique to this
workflow. Common summary descriptions include workflow template name, description,
period, and jurisdiction.

Use the scroll bar to view all of the information.

NOTE: The workflow summary information is separate from the folder tabs, and will appear
regardless of the folder tab selected.

Folder tabs: Tabs for the various sections of the workflow. The tab that is in use appears in
yellow.

Folder information: Information associated with the workflow that is specific to the tab name.
The information appears differently according to the type of tab.

©0

For example, on the Tasks tab, the Tasks grid appears and shows all tasks associated with
the workflow. However, on the Documents tab, a grid appears that shows all documents
associated with the workflow, while on the Notes tab, drop-down lists allow you to create
notes related to the workflow.

6 Actions menu: Contains options specific to the tab name. For example, options available
from the Actions menu on the Tasks tab are different from options available from the Actions
menu on the Documents tab.

In serial workflows, the workflow folder includes these components as well.

NOTE: The workflow summary information is separate from the folder tabs, and will appear
regardless of the folder tab selected.

PROPERTY TAX 2012 3/31
W/F Template: JA serial with checklist a Active Task ROUTE WORKFLOW Co ts
WeorkFlow ive Tasl mmen

Description: E Task N . Task 1 - serial with Check with Joe before routing this workflow.

Topic/Entity Name: 1A Base Entity 5 ask Names hacklist
Jurisdiction: ALABAMA o Assigned To: Eddie George e

Topic/Entity Number: 1A Base Entity 3 Cue Date:
Custom User 7 Priority: Medium
o Active Task summary: A description of the selected task, including the name, assignment,
due date, and priority.

NOTE: The Route Workflow button is unique to serial workflows. Click Route Workflow to
route the workflow to the next person assigned.

e Comments section: Any comments pertaining to the selected task.
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LEARNING ABOUT THE FOLDER TABS

Tabs may appear differently depending on the type of workflow. Any differences in appearance will
be noted in each tab’s section of this guide.

LEARNING ABOUT THE TASKS TAB

Use the Tasks tab to view your workflow tasks (both work and event), task assignments, due
dates, task status, Actions menu, and other information.

Taks Svams ocumenss _Datariow _checkdets _nates _esearch_

T ——g

Drag a column here to group by. ﬂ
Ichecklist Assigned To I[!ue Date IStatus Date Completed Comments Iclnsed |Prim'ityr
B usa 1065 Tax Retum Jake Baul (Editor) 4/15/2014 Open O
B  File an extension o Jzke Paul [Editor) 4/15/2014 Closad 4/15/2014
Jzke Paul (Direct Assignment -
& erepare the return el 7/31/2014 Open ]
@ Reviewthe retum Jake Paul (Editor) 8/29/2014 Open O
B submit the return using eFil Jzke Paul (Editor) 9/15/2014 Open ]
& Reviewthe return checklist Available 9 Jake Paul (Editor) 9/15/2014 Open =

Tasks grid: The Tasks grid lists all tasks (work and event) for the selected workflow. Selected
tasks appear in orange.

Available link: Click the Available link in the Checklist column to open the Checklists tab.
This link appears only if a checklist is available for the selected task.

NOTE: If a checklist is required, the Required link appears in the Checklist column.

© e

e Notes link: Click the Notes link to open the Notes window. From there, you can view existing
notes related to this workflow, add or delete notes, or view the history of a note.

[FEDERALINCONE | 2014 | 12/31 | RULE WITH CHECKLIST | ABC CORP | 12345678 | FEDERAL | PREPARING/FILING THE U S 1065 RETURN

tyve [l | s [ ) ctatus [ == [actions]

40 | Uuse overnight delivery for all tax form shipments. General Qpen

o Camille Kingsbury
By Camille Kingsbury On 7/10/2014 11:09:59 AM Reply 7/10/2014 11:09:59 AM

This view is identical to what appears on the Notes tab of a workflow folder.

e Actions menu: Click the Actions button to open a menu with options related to the Tasks
tab.

LEARNING ABOUT THE TASKS TAB ACTIONS MENU

The Actions menu for the Tasks tab contains specific actions for each task in the grid. The options
available from the Actions menu depend on the type of workflow and your permissions, meaning
that some menu options may be unavailable. Any unavailable actions appear in gray.

You can open the Actions menu in one of the following ways:

«  Click a task from the Tasks grid to select it, then click the Actions button.
«  Select a task, then right-click it to open the Actions menu.
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From the Actions menu, you can select from the following options:

Action Menu Option Description Workflow Type

Route Task Select this option to route your task to the person Serial
responsible for the next task in the workflow.

Change Status Select this option to modify a task’s status. Serial
NOTE: To change a task’s status for a rules-based Parallel

workflow, open the Task Properties tab of the Task
Properties dialog box.

Task Properties Select this option to view the selected task’s properties. All
Task History Select this option to view the task’s history, including details All

of each modification.
Reopen Task Select this option to open a closed task. Rules-based
Close - Not Relevant Select this option to close tasks that are not relevant to you. Rules-based
Add WorkFlow Task Select this option to add a new dynamic WorkFlow task. Rules-based

Dynamic Serial
Dynamic Parallel
Edit WorkFlow Task Select this option to edit a dynamic WorkFlow task. Rules-based
Dynamic Serial
Dynamic Parallel
Delete WorkFlow Task Select this option to delete a dynamic WorkFlow task. Rules-based
Dynamic Serial
Dynamic Parallel

Assignments Select this option to open a dialog box with tabs for creating Rules-based
and modifying Role Assignments and DataPack
Assignments.

Direct Assignments Select this option to directly assign a specific task to a spe- Rules-based
cific user. Click Save to save your work.

Reset Checklist Select this option to reset your checklist for selected tasks. All

Add Document Select this option to add a document to the selected task. All

View Document(s) Select this option to view the Documents tab of the Task All
Properties dialog box.

Export Select this option to export the entire Tasks grid in CSV All

format. You can choose to open the grid in Excel or save the
file to your computer.

Customize View Select this option to customize your Tasks grid. The Show/ All
Hide Grid Columns dialog box appears, and includes a list
of check boxes for each available column. Select a check
box next to a column name to have the column appear on
your Tasks grid.

NOTE: Make sure that you select Save Preferences from
the Actions menu to save the columns that you selected.

Save Preferences Select this option to save any changes that you made to the All
column width, order, or Customize View settings of the
Tasks grid.
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Action Menu Option Description Workflow Type
Save Preferences for Select this option to change the screen preferences for all All
All users.

LEARNING ABOUT THE EVENTS TAB

Use the Events tab to view each event associated with your workflow, including information about
due dates, authorities, and assignments. The Events tab includes an Actions menu with
additional options as well.

putackim| vents _RacamE St Bt o i Ao
Tax Events - Assigned : 1 | Related : 0 o e Motes E

Drag a column here to group by.

IEvent IDue Date IAuthDrity Form Type IAssigned To ILead Date |Owverall Responsibility IStatus |Date Complei | Cch

© USA 1065 4/15/2014 Internal Revenue Service Tax Return 9 Mot Started

o Assigned | Related links: For all workflow types, the Events tab includes links to assigned
and related events. An event is considered to be “related” if the entity name, entity ID, year,
jurisdiction, and tax type match those of the workflow. If an event is related to a workflow, you
can assign the event to that particular workflow after it has been scheduled.

NOTE: Rules-based workflows use assigned events only.

For more information about assigned and related events, please refer to the Calendar User
Guide.

Events grid: The Events grid lists all events for the selected workflow. Selected events
appear in orange.

Notes link: Click the Notes link to open the Notes window. From there, you can view existing
notes related to this workflow, add or delete notes, or view the history of a note.

e

[FEDERALINCONE | 2014 | 12/31 | RULE WITH CHECKLIST | ABC CORP | 12345678 | FEDERAL | PREPARING/FILING THE U 8 1065 RETURN

e e s | senc o | acione]

40 | use overnight delivery for all tax form shipments. General Open

Camille Kingsbury
By Camille Kingsbury On 7/10/2014 11:09:5% AM Reply 7/10/2014 11:09:59 AM

This view is identical to what appears on the Notes tab of a workflow folder.

e Actions menu: Click the Actions button to open a menu with options related to the Events
tab.

LEARNING ABOUT THE EVENTS TAB ACTIONS MENU

The Actions menu for the Events tab contains specific actions for each item in the Events grid.
The options available from the Actions menu depend on the type of workflow and your
permissions, meaning that some menu options may be unavailable. Any unavailable actions
appear in gray.

You can open the Actions menu in one of the following ways:

«  Click an event from the Events grid to select it, then click the Actions button.
«  Select an event, then right-click it to open the Actions menu.
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From the Actions menu, you can select from the following options:

WORKFLOW TOOLS

Action Menu Option Description Workflow Type
Change Status Select this option to change the event’s status. Serial
Parallel
Assign Event(s) Select this option to assign a related event to the workflow. Serial
Doing so moves the event from the Related link to the Parallel
Assigned link.
NOTE: The option name appears as Unassign Event(s) if an
event is already assigned.
Schedule New Select this option to schedule a new event through the Serial
Event(s) Scheduled Events wizard. Parallel
Edit Scheduled Select this option to open the Scheduled Event Profile All
Event(s) window and modify the event settings on the Event Details,
Payments & Extensions, and Work Status tabs.
Delete Event(s) Select this option to delete the event and remove it from the Serial
Events grid. Parallel
Extend Event(s) Select this option to extend the event’s due date. Serial
Parallel
Re-calculate Select this option to re-calculate event information. All
Scheduled Events Select this option to view the event's history, including details All
History of each modification.
Export Select this option to export the entire Events grid in CSV All
format. You can choose to open the grid in Excel or save the
file to your computer.
Customize View Select this option to customize your Events grid. The Show/ All
Hide Grid Columns dialog box appears, and includes a list of
check boxes for each available column. Select a check box
next to a column name to have the column appear on your
Events grid.
NOTE: Make sure that you select Save Preferences from the
Actions menu to save the columns that you selected.
Save Preferences Select this option to save any changes that you made to the All
column width, order, or Customize View settings of the Events
grid.
Save Preferences for  Select this option to change the screen preferences for all All
All users.
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LEARNING ABOUT THE DOCUMENTS TAB

The Documents tab includes a grid that lists each document associated with the workflow,
including a description, file size, and document date. Additional searching options, such as the
Advanced Search link and Template Library button are available, as well as an Actions menu.

Current workflow documents only " ~ Advanced Search 9

Drag a column here to group by.

Type |Fi|e Section IDocument Type IDescription |Document Date IStatus Assigned To File Size IDue Date |Last modified by Il:hecked out
&' TAX RETURN 2014 FORM 1065 2/10/2014 Unassigned 295.2 KB

Q}; TAX RETURN e 2014 FORM 1065 2/10/2014 Unassigned 0.0 KB

@}3 REFERENCES z014 FORM 1065 INSTRUCTIONS 2/10/2014 Unassigned 0.0 KB

<[ i r
EEE E] Page 1 of 1 (3 items)

o Select an option to tailor your Documents tab view:

» Current workflow documents only
*  Current workflow category
» All folder documents

9 Click the Advanced Search link to open the Documents Search dialog box. From there, you
can enter additional search criteria for documents.

Documents Search | Close |

saved Searchas -

] —

FOLDER CRITERTA El

Tax Type WE

ver woa el

S —
WORKFLOW CRITERIA =
W/F Template | Rule with Checklist  + |
B 1 E—
e - — -
EEr—

WorkFlow Type | ALL

DOCUMENTS CRITERTIA =

File Saction | ALL - E

ooumemttipe AL <[x]

Documentoate [ ]

Assigned To ALL

smws L <[5

FULL TEXT CRITERIA |-

e Documents grid: The Documents grid lists all documents for the selected workflow. Selected
documents appear in orange.

WorkFlow Manager Folder View Quick Guide 8 Last updated November 2014



WORKFLOW TOOLS

@

Click Template Library to open the Template Library wizard. Use the wizard to search for and
select documents that you want to copy to your workflow.

NOTE: You can copy up to 20 documents at a time.

Template Library

(Step 1 of 2)

FEDERAL INCOME -
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T. R, HADEN CO... 714
TRACTOR SALES,... 4788

/31 T&C ENTERPRISES 3234

1/31 ABEX, INC.

FEDERAL INCOME 2012 12/31 FM ASSOCIATES,... 3331 FEDERAL
APEX DISTRIBUT... 703 FEDERAL
FEDERAL INCOME 3014 12/31 ABC CoRP 12343678 FEDERAL

FEDERAL INCOME 2014 12/31 ABC CORP

OOOOOoOoCOOoOoof

w
3
w
i
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w
(@  repERAL MNCOME 2010 4/30
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12345678 FEDERAL

FEDERAL INCOME 2014 12/31 aBC corRp 12345678 FEDERAL

< i F

MEMD

Page 11 of 11 (211 items)
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Actions menu: Click Actions to view a list of options available for the Documents tab.

LEARNING ABOUT THE DOCUMENTS TAB ACTIONS MENU

The Actions menu for the Documents tab contains specific actions for each item in the
Documents grid. The options available from the Actions menu depend on your permissions,
meaning that some menu options may be unavailable. Any unavailable actions appear in gray.

You can open the Actions menu in one of the following ways:

«  Click an item in the Documents grid to select it, then click the Actions button.
»  Select an item, then right-click it to open the Actions menu.

From the Actions menu, you can select from the following options (applicable to all workflow

types):

Action Menu Option
Email Document(s)

Description
Select this option to email documents directly from WorkFlow Manager.

Email Document(s)
Using Outlook

Select this option to use your Microsoft Outlook address book to send
a document in native format (such as Word, Excel, or PDF), as a ZIP file, or as a link.

Email Document(s)
Using Lotus Notes

Select this option to use your Lotus Notes address book to send
a document in native format (such as Word, Excel, or PDF), as a ZIP file, or as a link.

Add Document

Select this option to add a document to the workflow. The Add Document dialog box
appears, and includes options for selecting a document type, index values, and
document assignments.

New Excel Document

Select this option to add an Excel file to the workflow. The New Excel Document
dialog box appears, and includes options for selecting index values and document
assignments.

WorkFlow Manager Folder View Quick Guide 9
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Action Menu Option
New Word Document

WORKFLOW TOOLS

Description

Select this option to add a Word document to the workflow. The New Word
Document dialog box appears, and includes options for selecting index values and
document assignments.

Other Actions

Select this option, then select one of the following options:
*  Copy Document(s)

«  Copy Hyperlink(s) to Clipboard
+  Export Document

Open Template
Library

Select this option to open the Template Library wizard.

Version Control

Select this option to number multiple versions of a document in sequential order.
NOTE: This feature must be enabled for the selected drawer.

PDF

Select this option, then select one of the following options:
* Print Documents

*  View Print Queue

Review Document(s)

Select this option to archive or unarchive a document.

Document History

Select this option to view the history for the selected document.

Customize View

Select this option to customize your Documents grid. The Show/Hide Grid Columns
dialog box appears, and includes a list of check boxes for each available column.
Select a check box next to a column name to have the column appear on your
Documents grid.

NOTE: Make sure that you select Save Preferences from the Actions menu to save
the columns that you selected.

Save Preferences

Select this option to save any changes that you made to the column width, order, or
Customize View settings of the Documents grid.

Save Preferences for
All

Select this option to change the screen preferences for all users.

Saved Search

Click the Advanced Search link to open the Documents Search dialog box. From
there, you can select a previously saved search from the Saved Searches list.

WorkFlow Manager Folder View Quick Guide 10
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WORKFLOW TOOLS

LEARNING ABOUT THE DATAFLOW TAB

The DataFlow tab includes a grid that lists each DataFlow associated with the workflow, including
the entity name, tax type, DataFlow template name, and WorkFlow template name, as well as an
Actions menu.

NOTE: Refer to the DataFlow User Guide for more information about the DataFlow application.

- =g
Drag a column here to group by. Q

IEntity Name IEntity ID ITa)( Type ITEmpIate Name |W_.|'F Template IYear IPeriod Istatus I[!ue Date IGruup Code(s) |Assigned To

The Apex Companies, Ltd 637 2 FEDERAL INCOME RollForvard Income Tax Ret... 2006 12/31 In Review Hotels | Financial Jake Paul
<[ [ r
EEBE Page 1 of 1 (1 items)
o Type of DataFlow view: Use this list to select an option to tailor your DataFlow tab view:
+ All DataFlows

» Directly Linked DataFlow(s)
» Related DataFlow(s)

DataFlow grid: The DataFlow grid lists all DataFlow requests for the selected workflow.
Selected requests appear in orange.

e Actions menu: Click Actions to view a list of options available for the DataFlow tab.

LEARNING ABOUT THE DATAFLOW TAB ACTIONS MENU

The Actions menu for the DataFlow tab contains specific actions for each item in the DataFlow
grid. The options available from the Actions menu depend on your permissions, meaning that
some menu options may be unavailable. Any unavailable actions appear in gray.

You can open the Actions menu in one of the following ways:

«  Click an item in the DataFlow grid to select it, then click the Actions button.
»  Select an item, then right-click it to open the Actions menu.

From the Actions menu, you can select from the following options (applicable to all workflow
types):
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Action Menu Option
New DataFlow Request

WORKFLOW TOOLS

Description

Select this option to create a new DataFlow request. The New DataFlow Request
wizard begins and allows you to select a DataFlow template and workflow template
for your DataFlow request.

DataFlow Properties

Select this option to view the selected DataFlow request’s properties.

Delete DataFlow
Request(s)

Select this option to delete the selected DataFlow request.

Override Checkout

Select this option to override the existing checkout option.

Send Reminder(s)

Select this option to send a reminder to the assigned user.

DataFlow Notes

Select this option to open the DataFlow Notes dialog box where you can enter
comments about the selected DataFlow request.

Change Request Sta-
tus

Select this option to change the DataFlow request’s status. The assigned user
receives an email reminder, and the status change appears on the DataFlow grid.

DataFlow Documents

Select this option to open the DataFlow Documents dialog box where you can add
a document to the selected DataFlow request.

Assign User

Select this option to open the Assign User(s) to DataFlow dialog box where you
can select a user or group to assign and notify.

Request History

Select this option to open the DataFlow Request Audit Report dialog box where
you can view details for each modification to the selected DataFlow request.

Roll Forward
Requests)

Select this option to open the Roll Forward DataFlow Requests wizard.

Recalculate Request(s)

Select this option to recalculate the selected DataFlow request.

Export

Select this option to export the entire DataFlow grid in CSV format. You can choose
to open the grid in Excel or save the file to your computer.

Customize View

Select this option to customize your DataFlow grid. The Show/Hide Grid Columns
dialog box appears, and includes a list of check boxes for each available column.
Select a check box next to a column name to have the column appear on your
DataFlow grid.

NOTE: Make sure that you select Save Preferences from the Actions menu to
save the columns that you selected.

Save Preferences

Select this option to save any changes that you made to the column width, order, or
Customize View settings of the DataFlow grid.

Save Preferences for
All

Select this option to change the screen preferences for all users.
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LEARNING ABOUT THE CHECKLISTS TAB

Checklists are user-defined lists that allow you to track the status of tasks in a workflow. The
Checklists tab includes a grid that lists each checklist associated with the workflow, as well as an
Actions menu.

— e R ]

Status

Yes|No|NA

e o
:

CheckList Item Link Name Comment Updated On Updated By

=] Checklists : Preparation

@ vas O o © n/a Plan Task 9

=] Checklists : Gathering

© ¥es © no @ /A Trial Balance
® Yes © no B n/A Federal Information
© ves © no O n/a State Information

=] checklists : Finalize

© ves © no O n/a Work Paper Review
B Yes @ no © /A Deliver Return
© ¥es @ no © /A Complete Return

List of tasks with checklists: Select a task from the list to view the checklists associated
with it.

Checklists grid: The Checklists grid lists all checklists for the selected workflow. Selected
checklists appear in orange.

©0e

Actions menu: Click Actions to view a list of options available for the Checklists tab.

LEARNING ABOUT THE CHECKLISTS TAB ACTIONS MENU

The Actions menu for the Checklists tab contains specific actions for each item in the Checklists
grid. The options available from the Actions menu depend on your permissions, meaning that
some menu options may be unavailable. Any unavailable actions appear in gray.

You can open the Actions menu in one of the following ways:

« Click an item in the Checklists grid to select it, then click the Actions button.
«  Select an item, then right-click it to open the Actions menu.

From the Actions menu, you can select from the following options (applicable to all workflow
types):
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Action Menu Option Description

Edit Item(s) Select this option to open the Checklist Item Properties dialog box. From there,
you can review the properties of the selected item, change the item’s status, and
add a related comment.

Reset Current Check- Select this option to reset the selected checklist items’ status to Blank. Any Yes,

list No, or N/A statuses will be removed.

Export Select this option to export the entire Checklists grid in CSV format. You can
choose to open the grid in Excel or save the file to your computer.

Save Preferences Select this option to save any changes that you made to the column width, order, or
Customize View settings of the Checklists grid.

Save Preferences for Select this option to change the screen preferences for all users.

All

LEARNING ABOUT THE NOTES TAB

Use the Notes tab to create a note for your workflow. A note can be a comment or reminder about
any part of the workflow that needs special attention, and can be viewed by anyone who has
access to WorkFlow Manager.

NOTE: Although anyone with access to WorkFlow Manager can add, view, or respond to a note,
only the note’s creator can edit or close the note.

The Notes tab includes several lists in which you can add search criteria to look for a specific note,
as well as the Notes grid that lists all notes associated with the workflow. An Actions menu is
included as well.

-
s [ P re—— © factions]

1.0 | Use overnight delivery for all tax form shipments. @ General Open

2 — Kathleen Kingsbury
By Kathleen Kingsbury On 8/5/2014 2:55:15% PM Reply 8/5/2014 2:55:19 PM

Type list: Select a type of note to view. Your administrator sets up the types in the WorkFlow
Configuration area of the Setup module. Typical types include All and General.

Author list: Select a specific author’s notes to view.

Status list: Select which status of notes you wish to view. Statuses include All, Open, and
Closed.

Search and Clear buttons: Click Search to enter criteria to look for a specific note or click
Clear to remove your search criteria.

Actions menu: Click Actions to view a list of options available for the Notes tab.

Notes grid: The Notes grid lists all notes for the selected workflow. Selected notes appear in
orange.

000 0e
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LEARNING ABOUT THE NOTES TAB ACTIONS MENU

The Actions menu for the Notes tab contains specific actions for each item in the Notes grid. The
options available from the Actions menu depend on your permissions, meaning that some menu
options may be unavailable. Any unavailable actions appear in gray.

You can open the Actions menu in one of the following ways:

«  Click an item in the Notes grid to select it, then click the Actions button.
«  Select an item, then right-click it to open the Actions menu.

From the Actions menu, you can select from the following options (applicable to all workflow

types):
Action Menu Option Description
Add New Note Select this option to add a new note.
Reply Note Select an existing note, then select this option to add a reply.
Reply With Quote Select an existing note, then select this option to reply with a quote.
Mark as Open Select an existing note, then select this option to mark the note as Open.
Mark as Closed Select an existing note, then select this option to mark the note as Closed.
Edit Note Select an existing note, then select this option to edit the note.
Delete Note(s) Select an existing note, then select this option to delete the note.
Note History Select an existing note, then select this option to open the Note History dialog box
and view all modifications.

LEARNING ABOUT THE RESEARCH TAB

On the Research tab, you can set up keywords and date range searches for Checkpoint articles
related to your workflow. The tab includes a grid that lists each article by date and title. Hover over
the pencil icon to view a summary of the article’s contents, then click the corresponding link in the
Title column to open the article in Checkpoint.

NOTE: This feature is available only to licensed Checkpoint users.

WorkFlovLavel Articles o ~| Date Range: | Ml M 9 e M
Datevy | Title I Description =
E
[Z) Depreciation Articles Found (309) F
4/s5/2013 Code Section 168—Accelersted cost recovery system—election not to deduct additional first vear depreciation—extensic P
4/2/2013 Code Section 274—Business deductions—dspraciation—r=al estste rental property—substantistion. P e
Code Section 168—Accelersted cost recovery system—solid fuel generation plants—first vear depreciation deduction— 3
3/20/2013 : ;
Completion of construction—ssfe harbor ruls.
3/22/2013 Code Section 168—Accelersted cost recovery system—election not to deduct additional first year depreciation—extensio P
3/19/2013 Code Section 162—Rental expense deductions—depracistion—allocation—cost basis—proof. 7
3/19/2013 Code Section 17 ing slactions—depreciation—auto business purpose—racapture—sub &
3/19/2013 Penalty aooropriate for continuing to claim fast writeoffs for open-air parking structures - Category ; Federal Tax Updates 7
Code Section 45—Depreciation deductions—sccelersted cost recovery system—electricity produced from certsin rensvable
3/15/2013 V4
resources—wind-powerad generating facility.
HWAC units installed outside of or on 5 building aren"t gualified leasehold improvement property - Category & Federal Tax
3/12/2013
Updates
Code Section 704—Tax avoidance transactions—economic substsnce; sham transactions: validity of partnerships; partner
3/7/2013 = 4
3/7/2013 Code Section 162—Business deductions—substantistion. e
3/5/2013 Hew York City provides guidance on SUV deprecistion and deduction limitations - Category : State & Local Tax Updates 4

WorkFlow Manager Folder View Quick Guide 15 Last updated November 2014



WORKFLOW TOOLS

Type of article view: Select a type of article to include on your grid. Types include
WorkFlow-Level Articles and Folder-Level Articles.

Date Range fields: Enter a date range to use when searching for articles. Click the calendar
icons to select a date from the calendar.

Actions menu: Click Actions to view a list of options available for the Research tab.

Pencil icon: Hover over the pencil icon to view a summary of the article’s contents, then click
the corresponding link in the Title column to open the article in Checkpoint.

LEARNING ABOUT THE RESEARCH TAB ACTIONS MENU

The Actions menu for the Research tab contains specific actions for each Checkpoint article in
the Research grid. The options available from the Actions menu depend on your permissions,
meaning that some menu options may be unavailable. Any unavailable actions appear in gray.

You can open the Actions menu in one of the following ways:

« Click an item in the Research grid to select it, then click the Actions button.
»  Select an item, then right-click it to open the Actions menu.

From the Actions menu, you can select from the following options (applicable to all workflow

types):

Action Menu Option Description

Manage Keywords Select this option to open the WorkFlow Keywords dialog box where you can add,
edit, or delete keywords.

Export Select this option to export the entire Research grid in CSV format. You can choose
to open the grid in Excel or save the file to your computer.

Save Preferences Select this option to save any changes that you made to the column width, order, or
Customize View settings of the Research grid.

Save Preferences for Select this option to change the screen preferences for all users.

All

WorkFlow Manager Folder View Quick Guide 16 Last updated November 2014



