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Home - Client Engager 27 Steps (2

Go to https:/demo.engager.app/home

STEP 1
Click on Clients

ngager Home  Dashboard Clients Deadlines~ Emails @)  Auton

Our

y
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STEP 2

Click on new client

ats  Deadlines~ Emails@  Automations)) * Invoices Settings Help C

(D message ') (/ bulk editing )|

Y applied filters: m

D Registered office address ,  Engage date Xama risk level Marketing sou

N/A - - -

STEP 3

Click on next

Create new client X

New client type:

Limited Company v
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STEP 4

Click on prospect...

Create new client

Step 3:

s Related businesses

Step 4:

Services & pricing

Step 5 Step6:

Manual AML check

Step7: Step & St

Service details External systems Terms Surr

General info

D:  (will be assigned automatically)

Client type: Limited Company

Status: (2 prospect Bnrchlvﬁ:D

(‘@ Import from Companies Housc) (@ Link with QuickBooks GQUILLTC ) (o Link with Xama 13 Iinked

Name:

1pany number:

“tication code:

E-reminder: X not subscribed
office address: Premise, Street Name

STEP 5

Click on Import from Companies House

1D:

Client type:

Status:

Name:

Company number:

1panies House authentication code:

E-reminder:

Created with W

General info
(will be assigned automatically)

Limited Company
2z
{2 Import from Companies House (@ Link with QuickBooks

v subscribed Rl d T gl )
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STEP 6
Type the name of your clients LTD

Search Companies House X
Enter company name or number:
ahclt:(
Q, Search
[show dissolved (0 found)
STEP 7
Click on Search
earch Companies House y

ater company name or number:

abc Itd

[Jshow dissolved (0 found)
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STEP 8

Click on your client

Search Companies House X

Enter company name or number:

abc Itd
[Jshow dissolved (2 found)
ABCLTD

12 Wheatsheaf Way, Cambridge, United Kingdom, CB25 9GG

ABC COMMODITIES LTD
The Creque Building PO BOX 116, Road Town, Tortola, Virgin Islands, British

ABC INTERNATIONAL CORP

301 Neptune Court Grace Bay, Providenciales, Turks And Caicos Islands

AR/~ AR A~ IS ITR

STEP 9

Click on Finish import

United Kingdom
CB259GG

Officers

e Cucuruz, Ciprian - director

+ Finish import
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STEP 10

Check and update addresses if different from companies house

lient Engager Home Dashboard Clients  Deadlines ~

Emails €  Automations ) ~

Help Q

Principal Admin @ @

Companies House authentication code:

E-reminder:

Registered office address:

Trading address:

(] same as reg. office address

Date of incorporation:
Engage date:

Nature of business (SIC):

Additional info

Marketing source:
Trade:

Client 1D number:

STEP 11

Click on next: Related individuals & contacts

12 Wheatsheaf Way

Cambridge
€B259GG

Premise, Street Name:

City / Town

Postcode

12/05/2021

03/06/2023

99999 - Darmant Company

default: not set

default: TBC

[ dafaultenat cat

County/ District

United Kingdom

County/ District

Country
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STEP 12
Click on add

Step 6: Step 7: Step 8: Step 9:

1al AML check External systems Terms Summary

STEP 13

Click on use officers imported from Companies House

lated individual

2 use officers imported from Companies House

OR

(Q find existing individual in Client Engager database)

OR

G— create new individual manually)

Created with W
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STEP 14

Click on Cucuruz, Ciprian...

Add related individual

« Create aindividual from imported officer

Cucuruz, Ciprian
12

Wheatsheaf Way
Cambridge

United Kingdom
CB25 9GG

Matching names from Client Engager
database:

* Cucuruz, Ciprian (id: 309)

(Q choose a match from detailed seard’D

+ create new client

STEP 15

Click on done

—

iled search )
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STEP 16

Click on next: Related businesses

STEP 17

Click on Limited Company Accounts

nt Home D Clients  Deadl| *  Emails@  Automations@ ™  Invoices  Settings Help Q

next: Related businesses >

Principal Admin @ (

Create new client

1 Step 2 Step3: Stepd: Step5: Step&:

ilinfo Related individuals & contacts Related businesses Services & pricing Service details Manual AML check

Services & pricing
Total annual fees: £0

(P | n D Limited Company Accounts
an -E=

@ID UK Property Accounts
an -F

Created with W

Step7:

External systems

Step8:

Terms

St
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STEP 18

Click on next: Service details

STEP 19

Check the dates pulled through from Companies House make match your

records

lient Engager Home Dashboard Clients Deadlines~ Emails @  Automations@~  Invoices  Settings Help QO Principal Admin @ (me
Create new client

tep1: Step2: Stepd: Stepd: Step5: Step 6 Step7: Step 8 Stey

sralinfo Related individuals & contacts Related businesses Services & pricing Service details Manual AML check External systems Terms Sumr

Account Reference Date:
Month:
May v

Limited Company Accounts

3 Frequency

By default deadline occurs every: 1year

£ Dates

Next due:
29/02/2024

Records received:

not received yet

Internal deadline:

not specified

Created with W

Service details
C501Date:
Day: Manth: Day:
31 ~ May ~ 11 v

12 Phases

4 phases
Current: Collect Records
Previous completed: N/A

{2 Additional info ~ hide details
Records location:

(not set) v 1. Collect Records

Staff responsible:

[ Agent authorisation granted
default: Helen Brown (HE)

General remarks:

Additional details about the job that apply to this Completed: not completed 7 edit

particular client, eg. 'Collect bank feed only' or 2. Preparation

“Always ask for seasonal employees. ) Staff respansible:

11 of 16
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STEP 20

Select who's going to be doing each phase of the job

Current: Collect Records

Previous completed: N/A

 hide details

- 1. Collect Records

Staff responsible:

default: Helen Brown (HB) v

‘o this Completed: not completed 2 edit

or 2. Preparation
Staff responsible:

default: Peter Jones (PJ) v

CAaranlatad: nat rarmnlatad A _ g

STEP 21

Check frequency is right for each service

c Client Engager  Home Dashboard Clients Deadlines~  Emails @  Automations@~  Invoices  Settings Help Q,

Limited Company Accounts

7 Frequency 12 Phases

‘:H ’m custom frequency | one-offjob ) 4 phases

) Current: Collect Recc
By default deadline occurs every: 1year

Previous completed: |

8 Dates £ Additional info ~ hide details

Next due: Records location:

29/02/2024 (not set) - 1. Collect Records

5 Staff responsible:
Records received: [[J Agent authorisation granted

. | default: Helen Brown (HB)
not received yet O|@ General remarks:

Internal deadline: Completed: not completed 22 e

Additional details about the job that apply to this
particular client, eg. 'Collect bank feed only' or 2. Preparation
‘Always ask for seasonal employees'

not specified

Staff responsible:
default: Peter Jones (PJ)

Completed: not completed 2 ed

3. Approval
Staff responsible:

default: Steve Jones (SJ)

Completed: notcompleted 22 e

4. Filing
Staff responsible:
default: Helen Brown (HB)

Created with W 12 of 16


https://tango.us?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links

STEP 22

Click on next: until you reach External systems

e

£ edit

next: Manual AML check >

STEP 23

This is where you can link to Xama and QBO to save duplicating info later

nt Engager  Home Dashboard Clients Deadlines~  Emails@  Automations@~  Invoices  Settings  Help Q0 Principal Ad

min®(

Create new client

1 Step 2: Step3: Step4: Step: Step#: Step7: Step 8:

linfo Related individuals & contacts Related businesses Services & pricing Service details Manual AML check External systems Terms

External systems

Integrations
(@ Link with Qukauuksm) (o Link with Xama (T o] )

Armalytix (for Bank Fetch): (assigned autematically)

Other systems

@ f you use other external systems to hold data for this client, you can add IDs assigned to the client in these systems for easy reference.

Add custom external ID: | (choose system) . @

no external IDs defined
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STEP 24

Click on next: Terms

next: Terms >

STEP 25
Update these fields

k2 S Step2: Step 3: Stepd: Step 5: Stepé: Step7: Step8: s
alinfo Related individuals & contacts Related businesses Services & pricing Service details Manual AML check External systems Terms Sui
Terms

Director: | default: Helen Brown (HB) v
Manager: | default: Principal Admin (PA) >
Paymentdue days:  default: 7
Late payment%: | default: 8
Data Protection Officer: default: unknown M

Data Protection email address: default: data@example.com

Notification days: | default: 7

No.of years datatobe held after | gofault: 7
disengagement:

sus: External systems ) C /
Saving is only possible after completing all steps.
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STEP 26

Click on next: Summary

STEP 27

Click on Save

-

Active services

Limited Company Accounts

(X Fees
Fee: £0

Fee period: monthly
Annual fee: £0

next: Summary

4

]

Next due date
Records receivec
Internal deadline

Freauenc
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W

Never miss a step again. Visit Tango.us
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