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Dashboard - Client Engager 28 Steps (2
STEP 1
To link xero to Client Engager - Click on Settings
itomations @ ¥ Invoices ¥ | Settings | Help ®@®~ A~ ®
@ QuickBooks
fig @Xero s for job widgets @ (
il >
m next7dayss 0 0 O O @ MON-
15d
>
m next 7 days: o 0 0 16h ‘
until 31/C
issessment >
rrdue next7days 0 0 0 0 (@ SA 101
15d
ed Companies/LLP's > A o
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STEP 2

Go on Integrations...

STEP 3

Click on Xero

Created with W

roruai

€3 General settings
ES Folder templates
AQ File name templates

Integrations

B Armalytix

Crezco
Companies House
HMRC
Microsoft 365
Google
QuickBooks

Xama Technologies

0006 oO® 6

Xero

Application

E3 subscription

® info

Companies House
HMRC
Microsoft 365
Google
QuickBooks

Xama Technologies

000 wo®ae

Xero

Application

&= Subscription

@ nfo

Telephone:

Calendar link to book meetings with
your firm:

(eg. via Calendly or Microsoft
Bookings)

Core Values:

The position of Primary Officer:

Country of origin:

Currency:

Professional Body:

A SHUW DI LELLETS UL EHEEEETTIEHL SIS page

(Oshow on homepage
O show in Client Portal

show on Letters of Engagement signing page

https://calendly.com/some-link

show in Client Portal

Name
Efficiency
Teamwork
Collaborate
Adaptable

Improving

+ add core value

Director
England and Wales
British Pound (£)

Association of Chartered Certified Accountar

Core Values: Name

Efficiency
Teamwork
Collaborate
Adaptable

Improving

( + add core value

The position of Primary Officer: Director

Country of origin: England and Wal¢

Currency: British Pound (£)

Professional Body: Association of Ch

Get access to offers from Client
Engager and its partners:

3 of 17


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

STEP 4

Click on Authorise Xero, this takes you to the Xero login screen and workflow

STEP 5

To link a client from Client Engager to Xero Click on Clients

@ TheBoss
Dashboard ~ Clients  Deadlines~  Emails @  Automations @)~ Invoices~  Settings Help ®@~ 0@~ O~ Q @
©QuickBooks
Xero integration @Xero
icate with Xero Accounting API to let you:
Authorisation
[ + You have successfully authorised Client Engager to communicate with Xero. j

Connected organisation details
Narme: Demo Company (UK)

ger Home Dashboard Clients Deadlines ¥ Emails o A

)ard — Click and drag torearrange

v

Payr

, next 30 days: o o o @ to m

ping > Task

, next 30 days: () oo@ to m

able clients t Self.
1Y romobie Y 1 oteephone o [ .

n1s “a Iimi
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STEP 6

Click on the client

X prospects [ G0l T archived clients) K+ newc

Filtered clients - 6 current / 98 total

[J Name o Type Engage date Xamarisk level p
] Andy Individual — (not linked) n
Wainwright| or Sole
O @ Trader
& @~
[J  Client Limited 09/06/2022 (in progress) N
Engager Company
Online
Limited
O @

STEP 7
Click on Step 1:

C Client Engager Home  Dashboard Clients  Deadli

< Wainwright, Andy - Individual or Sole Ti

Info Step 1: Step 2:
) . General info Related individuals & contact
@ Client info N _
@ Tax
References General info
ID: 154
Work Type: Individual or Sole Trader
m Deadlines Status: active
Client name: Wainwright, Andy
. Tailored .
checklists First name: Andy

Surname: Wainwright

() Time tracking Preferred name:
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STEP 8
Click on Link with Xero

Related businesses Services & pricing Service details External systems Ter

General info

JENIELEA Contact Only

1ly' client type does not use slots in your subscription but cannot have any services.
[YeNISN:RINY x not linked B »== Link with Xero X not linked

h Xama clent (LRI +1otherl|nkasoontact

st name will be used

y for no custom trading name

STEP 9

Decided if you are matching, creating a new or unlinking from Xero

If linking you will search the Xero customer list for a match, if adding a new record Client
Engager will create a new customer record in Xero and link to it.

1Xero
2 Link existing Xeroclient | 2¢Create new Xeroclient |[RedUAIIIS CIeNe I3
t, Andy

(no results)
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STEP 10

Click on confirm to link or add the customer to Xero

ero

2 Link existing Xero client [PESIETEICTD I (@l X2 Unlink Xero clien

in Xero with the details copied from Client Engager

STEP 11

Click on Save
cuent agrees Toreceive emalisror: kdessential contact J marKeung
07311287407

® Include country code prefix for numbers outside the UK - eg. +353 for Irelan

Client agrees to receive text messages for: f essential contact [ marketin

123 Some Street

City / Town County,
CH3 2PW United k
Tha DL
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STEP 12

You will see from the client list if a client is linked to Xero record because

theres a Xero icon

Darchived clients )
Filtered clients - 6 current / 98 total

() Andy
Wainwright
O @

[J  Client
Engager
Online
Limited
O @
& -
© 0

STEP 13

[J Name -

\' mz\mluvmj (©n

Type Engage date Xamarisk level Xama onboan
Individual — (not linked) not started

or Sole

Trader

Limited 09/06/2022 (in progress) N/A
Company

A new left hand menu item will also appear where you can click to view the

customers invoice history

< walnwright, Andy - Individual or Sole Trader

Info

@ Clientinfo

Tax
&)

References
Work
%) Deadlines

— Tailored
checklists

@ Invoices
(Xero)
Time tracking
Peoning eary 202

CRM
€93 Communicatic
EO Memos
Service

'@ auto

reminders

Created with W

Step1: Step 2 Step3:
General info Related individuals & contacts Related businesses
General info
ID: 154 Home:z
Type: Individual or Sole Trader 123501
Uni
Status: active nited
CH32F
Client name: Wainwright, Andy N
Trading
First name: Andy The Pla
Surname: Wainwright 100 Ol¢
Preferred name: St Pault
) Liverpo
Trading name: Englan
(@ Business start date: L39QJ

@ Engage date:

© Date of birth:

Email: contact@engager.app

Mobile: 07311287407

(@O Telephone:

Contact by email: [ X marketing ]
Contact by text message: [ x marketing ]

Additional info
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STEP 14

On entering the invoice history view you can create a new invoice that will
be pushed to Xero via the API or click to access the debtors report which
will open a new window and Xero

® The Boss

3s Help ®O~ 240~ ®- Q @

<+ raise invoicc) C[D show debtors report in Xero)

Due date Actions

STEP 15

To raise an Invoice from Client Engager to Xero Click on raise invoice

® The

QE

v Settings Help ®O~ AQ~ ©®~ Q

(@ show debtors report ir

Status Due date Actions
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STEP 16

Enter the invoice data, the Invoice number will be assigned automatically by
Xero

aaaaaaaaaaaaaaaaaaaaa

NET  £000

STEP 17

You can also raise or link invoices via specific deadlines to do this Click on
Deadlines

< yvdinwrigiiy, AINay - inaiviaual or soie Iraa

Info
Show with status: = any v raised in the last

@ Clientinfo
No. Client Raise date

Tax
G

References

Work

m Deadlines

— Tailored

checklists

@ Invoices
(Xero)

® Time tracking
coming early 20

CRM
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STEP 18

Click on the task you whish to invoice for

Emails @  Automations@) ~  Invoices~  Settings Help ®@~ A~ ®~ C

h - next in: 4:27 | refresh now) (Eswitch to Iist) (E card layout ') (@ export) ( repor

The Boss
1Work Item / £0

Test xero
Task for Wainwright, Andy

TB Task
@ 2relationships ~

STEP 19

Click on Invoice tab

N
Created by:
TB

Deadline: Notes:

16/01/2024
AA

today

B8 Meetings ® Invoice £ Audit trail

+ new comment
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STEP 20

Click on the option you require, link or add invoice

Wainwright, Andy X
Test xero
Priority:

is
(no details)
B Deadine:  Notes:
8 £0 16/01/2024
Manager: e
HB .

O Comments. oM Binvoice A Audi ked

Invoice

((no invoice linked)

STEP 21

to create an invoice Click on raise

Notes:

® Invoice £ Audit trail 3 Linked e-n

(@9 @ link existing) C@) Dl
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STEP 22
enter the details and Click on submit

Raise invoice X
@invoice numer
Clin ise date: Due dte:
oo jouzze | @) [ sue160m2028
Li
Qty Price. Account Taxrate \mount
E « 00 £000 7
@
NET: £0.00
VAT: £0.00
Total:
(@submit)

STEP 23
to link an invoice already in xero Click on link existing

“trail &4 Linked e-mails

) @ = link existing
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STEP 24

a list showing the last 12 months of invoices you have raised for this client will
show and you can select the invoice you want

Link existing invoice X

months for Wainwright, Andy.

STEP 25

From any screen you can select the invoice menu at the top menu by Clicking
on Deadlines

Emails @  Automations@ ~ Invoices™  Settings Help ®@~ 2@~

@ QuickBooks
fig @Xero < for job widgets @
Payroll >
Co ) het7dys 0 0 0 0 ® MO
Tasks >
to m next7days:o 0 0 16'
until 3
t.. Self Assessment >
© 0 overdue next7days 0 0 0 0 @ SA1
t Limited Companies /LLP's > 16|
© 0 overdue next30days: Q 0 0 @
until 3
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STEP 26

Click on Xero

Imails@  Automations @ ¥  Invoices ¥ O~

Settings  Help

@ QuickBooks

on @ Xero

My Practice

Engager.app

11 of 11 characters used. This will appear as sender name for every text message you sen

098765432

123345678

20

il 6

STEP 27

This view will then appear

@TheBoss
(S Client Engager  Home  Dastboard  Clients  Deadines™  Emais@  Auomations @ Ivokes ™ Settings Help §107 00~ O Q
OuickBaok

[ — ) raisedinthelast | 100 | months Oxero (rasince ) (@anowdebtorsreportnxero )|

No Client Raisedate . Amount © Balance Status Duedate Actions

INV-001:0 Maddox Publishing Group © 05/11/2022 £4.20000 LY IN© DEPOSITED 031272022 2 =@ 2
Loyesrazo sy

V000t Ridgeway University © 20122022 £50000 000 CEEESDD oxo1/2023 2 = 2
s s,

INV-0002 Ridgeway University @ 23/01/2023 £50000 LY IN© DEPOSITED 02/02/2023 2 =@ 2
11+ maavazgo 11z

INV0003 Ridgeway University © 23022023 £50000 000 CEEESD os/03202 2 = 2
P 100 montacgo

INV0004  Ridgeway University @ 250032023 £100000 000 CEEEEED 040412023 2 @ 2
pee—— po—-—

INV0005 Ridgeway University © 2570412023 £50000 000 CEEESD 05/05/2023 2 = 2
Seronthazse Semonthezse

V0005 Ridgeway University © 2610572023 £50000 000 CEEESEED 0510612023 2 @ 2
Tomntszo Temntseo

V0007 Ridgeway University © 2570612023 £150000 000 CEEEED os/07202 2 = 2
torontazse oot

INVO008 Ridgeway University © 2600712023 £50000 000 CEEEEED 05/0812023 2 @ 2
P semntsgo

V0009 Ridgeway University © 257081202 £120000 000 CEEEED 040912023 2 = 2

INVO10  Ridgeway University © 2510972023 £50000 000 CEEESD 0571072023 2 2
Semontseo pra——

INV00IS  Young Bros Transport @ ou/t02023 £54125 000 CEEESD 141012023 2 = 2

VD15 RexMediaGroup @ 041012023 £54125 000 CEEESD 14102023 2 9 2
- pe——

V012 HamitonSmithLtd @ out02023 £54125 Y DeposiTeD 141012023 2 = 2

INVO14 Port& Philip Freight © 041012023 £sa125 000 CEEESD 14102023 2 @ 2
- Pe——

V016 HamitonSmithLtd @ 0571012023 £54125 000 CEEESD 15/1012023 2 = 2

INV-0017 City Limousines @ 0771072023 £25000 25000 CERERD 1771012023 2 = 2
p—— 2+mothssee

V001 BankWest® 1571012028 £150000 2000 EEERSTED 257102023 2 @ 2
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STEP 28

We also have a widget summarising the debtors report in Xero

P11d>
000 00 t.° 0 overdue next7days 0 0 0 0 @ M
22 days
All Services >
o0 0 @O Co oo @ O@@o 16h10m

until 07/02/2024 23:

ﬁ Bank Fetch Requests + add count
[6) == 0 rejected @
My notes
t CIs> %K Client Engager De:
00000® © 0 overdue nensodars @ 0 0 0 @
User Requests-
Note Pad
Debtors (Xero) I Client App

® @ £14,618 overdue ® @ Email Integration

Email Automation
Bulk adding servic
T Notice Board

m Services without essential info N
orms
® 39 no due date 13 ignored ®
t. Pension Re Enrolment Duties >
® © 0 overdue nextdays 0 0 0 0 @

91_ Document Signing Requests
00 0 0® —

\q% Unsignable Documents
oS

® 0 foldersharingissue ®
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W

Never miss a step again. Visit Tango.us
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