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STEP 1

Click on Deadlines

Home Dashboard Clients Deadlines ~ Emails e Automations 0 v

Our cor¢

STEP 2

Click on All job types or a specific service your interested in

Home  Dashboard Clients Deadlines~™ Emails @)  Automations) ~ Invoices  Settings

All job types Service groups:

Other Accounting Services
Tasks
CS01/DS01
Limited Company Accounts
Pension Re Enrolment Duties
CT600
VAT
Self-employed Accounts
CIS
Partnership Accounts
Limited Companies / LLP's
UK Property Accounts
Self Assessment
SA100
P11d
Charity Accounts
Software
LLP Accounts
Bookkeeping
Trust Accounts

VAT
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STEP 3

You can choose Kanban or list view.

List view just lists all deadlines in date order, kanban is far more powerful

Q Principal Admin @ @

™~
:adlines) (@ Card layout ~ (& switch to Kanban = export) (+ create task
)' I( /

Manager: Client or Task name:

v all staff members v type client or task name &
Put on
hold /

Checklist Fee Invoice Notes Complete

STEP 4

In kanban view you can select what info is displayed on the cards

\utomations) *  Invoices  Settings Help Q Principal Admin @ @

Staff member: Man; Include:

D ( ignore internal deadlines) (Group by: staff member '>-(E switch to Iist) (E export) (+ create task)
-

v all staff members v al LIMTD status k name &
[JCurrent phase (name & staff)
[JRecords receive date

5 Jackie Smith () Checklist progress iff member not s
3 / £570 8Work Items / £315 O Fee ork Item / £0
[Jstatus

Featured item:

btors SJ Coffee and Cake Limited ent Engager On
CT600 staff member responsible for currentphase v iPkkeeping
Owzer =
reet Dental Prac... SJ Check debtors JS Best Builders Limited AW
- CT600
| =
ts Limited SJ) Raise invoices JS
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STEP 5

You can group information by various options including staff member, job
type, status, week and due period

v Emails @

Automations @)

Invoices  Settings Help Q

Principal Adm|

sable I refresh now) (ignoreinternaldeadlinea

‘(ﬁ Card layout ') (E switch to IisDt Sexy

Status: Staff member: staff member Manager: Client or Ta:
E R any A4 all staff membe:  department all staff members hd type client
job type
Steve Jones Jacl status Andy Williamson
9 Work Items / £570 BWUI  week 2Work Items / £50
iy L ©in2days Task due period ®in12days Statutory
) Check debtors SJ due state Best Builders Limited AW
J - CT Cs01
v Yl ©inédays Statutory ©in2days Task
3 Chapel Street Dental Prac... SJ Check debtors JS Best Builders Limited AW
VAT - CT600
h ®in4days Statutory ®in2days Task

STEP 6

To help prioritise work we have colour coded cards, red - overdue, amber
due very soon, yellow due soon and green is okay. we also show how many

days due on the card
:adlines

state:

ardue / Due very soon / Due soon / OK ~

cipal Admin
rk Item / £0

(C' Auto-refresh in: 4:38. Click to disable

refresh now) ( ignore inter

Days forward:
60

Job types:
all job types ~

Helen Brown
7 Work Items / £915

Status: Ste
any v H
Steve Jones

9 Work Items / £570

T —

Email withimagesas... PA
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STEP 7

you can search by client or task or use the filters next to search to display

info required

Q Principal Admin @ ®

ff member ') (E Card layout *') (E switch to IESD (Q export) (—i— create task)

Manager: Client or Task name:

v all staff members v type client or task name &
Andy Williamson (staff member not s
2Work Items / £50 1 Work Item / £0

Ozion svor
-.imited JS Best Builders Limited AW Client Engager On

STEP 8

You can export the info to csv if you want

Principal Admin @ ®

export all work items list to CSV
nber ') (ﬁ Card layout ') (E switch to list

+ create task

Manager: Client or Task name:
4 all staff members v type client or task name &
Andy Williamson (staff member not s
2Work Items / £50 1 Work Item / £0

@ in12days Statutory ®in4days
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Never miss a step again. Visit Tango.us
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