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STEP 1

By clicking on a clients name it opens their record.

There are two main menus
- Steps 1 -9 along the top, these are the setup menus that you may need to go into to

change details

- The left-hand menu where you carry out actions or see details for the specific client you

are looking at

c Client Engager

@ Clientinfo
(@ TaxReferences
O Xama AML

@ Letters of Engagement
& Disengagement

Professicnal Clearance
Letters

& Deadiines
B invoices

& Payments
i Bank Fetch

O3 Files

Home Dashboard  Clients Deadlines~ Emails @  Automations@ <  Invoices  Settings  Help Q0 Principal Admin () @
¢ Client Engager Online Limited - Limited Company
Sip Step2 Stend Step s Steps Stené step7: Steps Step
General info Related individuals & contacts Services &pp g ice detail Manual AML check External systems Terms Summary
General info Total annual fees: &
ID: 153
£4,416

Type: Limited Company
Status: active Annual fees Quarterly fees Monthly fees
Client name: Client Engager Online Limited 00 — var 13 cre00 o
Company number: 11652499 - visit Companies House > Payroll £150
B Companies House authentication code — £
E-reminder: Bookkeeping £0
Registered office address: Processing Sales Invoices £120
The Plaza 100 Old Hall Street Loyalty Bonus £10
St Pauls Square
Liverpoal TOTAL £180 TOTAL £135 TOTAL £308
England
L39a)
Trading address: Service details

= Signing requests
07 Messages

o Memos

Tailored checklists

() service autoreminders

(same as registered office)
Date of incorporation: 31/10/2018

Engage date: 09/06/2022

Nature of business (SIC): 58290 - Other software publishing

Additional info

< previous: Terms

Created with W

Accounts Reference Date: Mar 31

Active services

Limited Company Accounts

EFees

Eon: £795

CS01 Date: Oct 30

9 Dates

ik duses i 2440742022

one-off job; enabled

A2 Phases

M 21nanma
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STEP 2

Tax References

c Client Engager Home Dashboard Clients Deadlines~ Emails@  Autom

<« Client Engager Online Limited - Limited Company

@ Clientinfo

E] Tax References

O XamaAML

@ Letters of Engagement

& Disengagement

Professional Clearance
Letters

STEP 3

Step 1: Step 2: Step 3:
General info Related individuals & contacts Related busin
® - —

General info T
ID: 153 f
Type: Limited Company

Status: active

Client name: Client Engager Online Limited

Here you can view and add UTRS etc

c Client Engager

Home  Dashboard  Clients

Deadlines > Emails @  Automations @)~ Invoices  Settings Help Q PrindpnlAdmm@@

« Client Engager Online Limited - Limited Company

® Clientinfa
B Tox References
O XamaAML

B Letters of Engagement
& Disengagement

Professicnal Clearance
Letters

) Deadlines

B Invoices

&) Payments

i Bank Fetch

O3 Files

8 Signing requests.
03 Messages

[Fo Memas

Tailored checklists

@ VAT

VAT Registration Number:

@ Corporation Tax = Construction Industry Scheme

This service is not enabled for this client, Click % ican above

Client's Corporation Tax to show references.

eg. 123456789 Reference:
ST ©eg. 1234567890
Principal Place of Business
Companies House
postcode: s -ompa
eg AB123YZ Registration Number
@eg 12345678, omit leading
(CRN);
Date of registration for lettrs/zeros
VAT:
eg. dd/mmiyyyy Client's registered office
osteode:
) e ©eg AB123YZ
Final monthof last VAT " 11t selected) ",
return submitted:
Box 5 figure on last VAT
return submitted:
eg.1000.00
@ Tax Account Credentials @ Tax Account Credentials
@ PAYE = Capital Gains @ Software credentials
Client's PAYE Reference: ; This service is not enabled for ent. Click & icon above This service is not enabled far this client. Click & icon abave
ta show references. to show references.

Client's Accounts Office

Created with W

eg. 123/AB456 (UPPER CASE)
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STEP 4
Xama AML

< Client Engager Online Limited - Limited Company

@ Clientinfo
El Tax References
O Xama AML

[3 Letters of Engagement
& Disengagement

Professional Clearance
Letters

m Deadlines

STEP 5

Here you will see an overview of the Risk Assessments and client ids stored

® VAT

VAT Registration Number:

Principal Place of Business

postcode:

Date of registration for
VAT:

Clomal i mmdbe m &l nd VAT

on Xama if you have linked the accounts

Home  Dashboard  Clients  Deadlines~  Emails @

Automations @ *  Invoices  Settings  Help  Q

eg. 123456789

eg. AB12 3YZ

eg. dd/mm/yyyy

princpt i () (20) (@)

ger Online Limited - Limited Company
ML process powered by: o XKAMA
Risk assessments for this client

Started Status Risk level

26/02/2023 COMPLETED NORMAL

Created with W

@® Client Engager listens to data changes in Xama and updates them automatically.

Wainwright, Andy
Completed

Onboarding
26/02/2023

AML check

To refresh manually, click on the button

Contacts linked to Client Engager

not started

not started

Sinclair-Ford, lan Andrew

Onboarding

AML check

Muzyczuk, Piotr

Onboarding

AML check

not started

not started

not started

not started

Maddocks, Stuart Emlyn

Onboarding

AML check

not started

not started

& refresh manually

+ new )| @ view in Xama
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STEP 6

Letters of Engagement & Disengagement

e g — - e e iim e — iy,
® Clientinfo AML process powered by: o SLILIErA

B TaxReferences Risk assessments for this client C
Y M Started Status Risk level

@ Letters of Engagement 26/02/2023 COMPLETED NORMAL

& Disengagement

Professional Clearance
Letters

m Deadlines

@ Invoices

STEP 7

Here you see and generate letters of engagement and disengagement

There's a more detailed guide on this area in the guide list

Cli infe i
@ Cclientinfo Letters of Engagement @ Disengagement Letters C’ P—
] Tax References Generated: 02/06/2023 15:47:56 :3 — ‘Y: M 02/06/2023 15:48:40 :[.v —

Document signed: not signed Document signed: not signed

O XamaAML

[ Letters of Engagement

) + 1 @39 3 B
& Disengagement

Professional Clearance
Letters

) Deadlines
@ tnvoices
&) Payments

il
Letters
of Engagement

Client Engager Online Limited P Cllent Engager Online

il Bank Fetch
O Files

&= Signing requests

£ Messages
[Eo Memos
Tailored checklists

@ service auto reminders

Created with W 5 of 16


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

STEP 8

Professional Clearance Letters

@ Tax References

O Xama AML

@ Letters of Engagement

& Disengagement

Generated: 02/06/2023 15:47:56 C

(2 acceg

Document signed: not signed

Professional Clearance

Letters

Deadlines

Invoices

0 2 3

Payments

Eb

Bank Fetch

STEP 9

Letters
of Engagemen

Client Engager Online Li

Here you can view and generate Professional letters of clearance

There's a more detailed guide on this area in the guide list

(;Client Engager Home Dashboard Clients Deadlines~ Emails@  Automations ) ~

Invoices  Settings  Help  Q Prmc.ml,aamm( :-@

< Client Engager Online Limited - Limited Company

@ clientinfo Previous accountant details

(@ Tax References Firm name

O Xama AML Firm address

@ Letters of Engagement
& Disengagement

Professional Clearance
Letters

Contact persan:

A Deadines

& Payments

& Bank Fetch

03 Files

&= Signing requests.
) Messages

[Fo Memos

Tailored checklists

T service autoreminders

Created with /ar.q6-

E-mail:

Andrew Wainwright

Faversham House

Professional Clearance
Letters

Generated: 02/06/2023 15:49:26

Qld Hall Raad
LA -}
Bro Wireal
CHE2 3NX United Kingdom
il
Mark Jones
y, [PreviousAccountantContact] placehelder will default to
info@wainwrightsaccountants co.uk
e ~
( N
" )
ail
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STEP 10

Deadlines

QO XamaAML Firm address: Faversham House
Old Hall Road
@ Letters of Engagement
&Disengagement Bromborough Wirral

Professional Clearance CH62 3NX United K
Letters

Contact person: Mark Jones

GJ Deadlines If left empty, [PreviousAccountantContact] place
"Sir/Madam".
[ﬁ Invoices
E-mail: info@wainwrightsaccountants.co.uk
@ Payments
S
ﬁ Bank Fetch
O

Files

STEP 11

Here you can see deadlines specific to this client

(2 Client Engager Home Dashboard  Clients  Deadlines~  Emails @  Automations @~  Inwoices  Settings  Help QU Principal Admin @@

[ <« Client Engager Online Limited - Limited Company ]
® clientinfo G: Auto-refresh in: 5:00. Click todisable | mmhnuw) ( ignnreintemaldeadlines) (ﬁruup by: staff member -)(ﬁcm layout .) (-Eswilch to Iist)
[ TaxReferences Due state: Days forward:  Job types: Status: Staff member: Manager:

Overdue / Due very soan / Due saon/OK = 60 alljobtypes » any v, all staff members v all staff members ¥
O Xama AML
Client or Task name:
B Letters of Engagement This client only,
& Disengagement
Helen Brown Steve Jones (staff member not set}
Professional Clearance 1Workltem / £795 2Work tems / £150 1Work ltem / £0
Letters
@in 1+ month Statutory i @ind days Statutory
) Deadiines Client Engager OnlineLi..  HB Client Engager Online Lim... 5J Client Engager Online Limi... 72
= Limited Company Accounts Payroll Boakkeeping
@ Invoices .
©in 16 month Statutory
& Payments Client Engager OnlineLi..
Limited Company Accounts HB

£ Bank Fetch

(3 Files

8 Signing requests.
) Messages

o Memas

Tailored checklists

7 Service auto reminders

Created with W 7 of 16
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STEP 12

Invoices, if linked to a bookkeeping solution such as QBO the invoices related
to this client show here
@ Letters of Engagement

& Disengagement
Helen Brown

Professional Clearance 1 Work Item / £795
Letters
() Deadlines Client Engager Online Li...

Limited Company Accounts

@ Invoices

@ Payments
ﬁ Bank Fetch

O Files

.@= Signing requests

STEP 13

Payments

Professional Clearance
Letters

a Deadlines

@ Invoices

@ Payments

ﬁ Bank Fetch
O Files

.0~ Signing requests

QJ Messages

Created with W 8 of 16
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STEP 14

Here you can create and send payment request links powered by Crezco

There's a more detailed guide on this area in the guide list

Home Dashboard Clients Deadlines~ Emails @  Automations{) =  Invoices  Settings Help Q

princpat Admin () (20) (&)

rer Online Limited - Limited Company

Sayments powered by: crezco

#  Frequency Created by Reference Description
1 Oneoff (PA) Inv 101 Taxreturn
2 One-off @ Inv 001 Taxreturn
3 Oneoff O Due

STEP 15
Bank Fetch

Letters
a Deadlines
@ Invoices
@ Payments
ﬁ Bank Fetch
] Files
.8~ Signing requests
DQ Messages

Eo Memos

Created with W

Amount

£200.00

£100.00

£500.00

Create date

19/05/2023, 10:33:02

29/03/2023, 11:06:48

29/09/2022, 11:20:15

“  First payment date

Status

@ Pending

(® Pending

® Pending

=
+ new payment request
v

Actions

EEDE
EEDE
EEE
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STEP 16

Here you can request bank fetch data from the client and see and download
a list of bank fetch reports requested in the past

There's a more detailed guide on this area in the guide list

Bank fetch powered by ' armalytix

# Clientname  Contactperson  Reportstart date Reportend date Createdate y  Senttoclient Created by Downloadreport ~ Actions

(no requests found)

STEP 17

Files

] Deadlines

@ Invoices

@ Payments

ﬁ Bank Fetch

O Fies

o= Signing requests
DQ Messages

Eo Memos

Tailored checklists

Created with W 10 of 16


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

STEP 18

Here you can view and upload files to the client records

There's a more detailed guide on this area in the guide list

Home  Dashboard  Clients Deadlines >  Emails@  Automations@® ~  Invoices

Settings Help Q

Principal Admin @ @

ger Online Limited - Limited Company

Current path:

Root folder

~older contents:

(i} (=3 AM Data
A re AML

0O es o

0O 2t Accountancy Bills
Accounts

O e SNk

(] =] Archive

[ =t ClentUploads
1 leinside

D ot ‘cno_r‘:esfandence

DO e Engagement Letters

DO et PAYE

(] =3 Privacy Palicy

(i} [=3] Scans

STEP 19

i=view “~more =

3

( (D This folder is not shared with client
p

Signing requests - here you can see all signing requests sent to the client and

each status

3] Invoices

@ Payments

ﬁ Bank Fetch

O Fies

.G~ Signing requests
DQ Messages

Eo Memos

Tailored checklists

L - ®
(9 Service auto reminders

Created with W&

N PO I I S P T I S PR I

4

4

=z

4

4

(o]

Archive

Client Uploads
1 file inside

Correspondence
1 file inside

Engagement Letters
PAYE
Privacy Policy

Scans

Taxation

2 files inside

Tact Caldar-
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STEP 20

Messages

&7 Payments

ﬁ Bank Fetch

] Files

g Signing requests

Q_} Messages

@o Memos

Tailored checklists

LA " a
(O Service auto reminders

STEP 21

Here you can see all emails and texts sent via Client Engager

c Client Engager

Home

Dashboard ~ Clients  Deadlines >  Emails @)  Automations @)~  Invoices  Settings  Help Q PrindpnlAdmm@@

« Client Engager Online Limited - Limited Company

® clientinfo Show messages sent between theend of | May 2023 (4 messages) ~ | and the beginningof | May 2023 (4 messages) ~| (3 messages in this period)

O Me ordered by starting with the latest ane. any sent message are excluded from the list.
[ Tox References
O XamaAML May 2023
19/05/2023 Quotation
B Letters of Engagement 1939
& Disengagement o To: ght, Andy Type:
Message: show full content.
Professional Clearance E-mail .
. Dear Andy, Thank you for considering ourselves to act as your accountant for Client Engager Online Limited. Please find below our fee structure: Mon..
etters
4 Deadiines 19/05/2023 Quotation
19:37 To: Wainwright, Andy - contact@engagerapp  Type: information
B invoices @
Message: show full content
E-mail
& Payments Dear Andy, Thank you for considering ourselves to act as your accountant for Client Engager Online Limited. Please find below our fee structure: Men.
s .
10l Bank Fetch 08/05/2023 p) New files uploaded to Client Portal
20:51 .
To:  Andy Type:
[ Files D ‘
Message: show full content
E-mail

2= Signing requests
) Messages

o Memas

Tailored checklists

{9 service auto reminders

Created with /a#

¥ load previous month

Hi Andy, We have just uploaded new files to aur Client Partal: calendly-billing_invoice_1691HBTeYOXhX1ULg (2].pdf You can access them by logging in...
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STEP 22

Memos

&7 Payments

ﬁ Bank Fetch

O Files

g Signing requests
QJ Messages

b Memos

Tailored checklists

LA " a
(O Service auto reminders

STEP 23

CCIient Engager Home Dashboard Clients  Deadlines~  Emails @  Automations@ =  Invoices  Settings Help Q

08/05/2023 (
20:51

@

E-mail

/

¥’ load previous month

Here you can add and view memos/notes on this client

New files uploaded to Client Portal

To: Wainwright, Andy - contact@engager.app

Message: show full content

wear Anay, 1 nank you ror cConsiaering ourseives 1o

T

Hi Andy, We have just uploaded new files to our Cl

prncpatpanin () (39) @)

« Client Engager Online Limited - Limited Company

© Client infa Search title and contents:

[ Tox References

Lal Orderby:  update date (create date when not updated) v

test
O Xama AML test
test2
B Letters of Engagement
& Disengagement
Professicnal Clearance
Latiers Updated: @ ososz023108927
Created: 02/02/2023 15:15:58
0 esdins @

i qudit trail 2 edit

B invoices

&) Payments

£ Bank Fetch

O3 Files

A Signing requests.
D) Messages

B tremos

Tailored checklists

{9 service auto reminders

Created with W
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STEP 24
Tailored checklists

&’ Payments

ﬁ Bank Fetch

] Files

.0~ Signing requests
Q_) Messages

E‘o Memos

Tailored checklists

=N & e
() Service auto reminders

STEP 25

Here you can see and edit checklists for this specific client

There's a more detailed guide on this area in the guide list

Cclient Engager Home  Dashboard

Clients  Deadlines =

Emails @  Automations@ >~  Inwoices  Settings  Help Q

princinacin () (39) )

< Client Engager Online Limited - Limited Company

@ Tailor service checl

@ Client info

ists to this particular client. Th

possible only for enabled services with globally enabled checklists.

(@ Tax References

O Xoma AML Limited Company
Accounts
@ Letters of Engagement
& Disengagement CT600
Prafessional Clearance
Letters Payroll
) Deadlines
cs01
@ 1nvoices
VAT
& Payments
1 Bank Fetch Bockkeeping
03 Files
SA100

&= Signing requests.
O Messages Layalty Bonus
Eo Memos Onbearding
Tailored checklists

T service autoreminders

Created with /a7

Tailored checklists

Version 7 - name: (not specified) - created: 31/03/2023,  Version 3 - nam
14:08:37 10:124

ot specified) - created: 20/04/2023,

Version 2 - name: (not specified) - created: 22/08/2022, (" create )
16:50:56

Version 1
08:23:45

Version 3- name: (not specified) - created: 11/01/2023,  Version 1- nam
12:22:18 10:28:

(none defined)

: (ot specified) - created: 25/01/2023,

(nene defined)

ot specified) - created: 09/03/2023,

Version 2 - name: (not specified) - created: 13/09/2022,
18:22:17

Version 1 - name: [not specified) - created: 18/10/2021,
17:31:29

(nene defined)

WVersion 1 - name: (not specified) - created: 10/04/2023,
11:32:37

Checklist touse

default - tailored overrides generic ¥

rone - checklist disabled v

rone - checklist disabled v

default - tailored overrides generic ¥

always generic v

default - tailored averrides generic v,

default - tailored averrides generic v

default - tailored overrides generic v

default - tailored overrides generic
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STEP 26

Service auto reminders

&* Payments 12:22:18

fil Bank Fetch

& BankFelc Bookkeeping Version 2 - name: (not specified) - created: 1
18:22:17

O Files

SA100 Version 1 - name: (not specified) - created: 1

.0~ Signing requests 17:31:29

Q_) Messages Loyalty Bonus (none defined)

E“’ Memos Onboarding Version 1 - name: (not specified) - created: 1/
11:32:37

Tailored checklists

=N & e
(Q Service auto reminders

STEP 27

Here you can add or tailor automatic email reminders for this specific client

There's a more detailed guide on this area in the guide list

Home Dashboard Clients Deadlines~ Emails@ Automations@ = Invoices Settings Help Q. pnnmpawAdmin@(@

ier Online Limited - Limited Company

[ Set up reminders ta send automated e-mails to clients.

Service name Global reminders Client-specific reminders Actions

Limited Company Accounts (none yet) {none yet)
CT600 (none yet) {none yet)
Payrall (none yet) {none yet)
cso1 Oenabled out of 1 totsl (none yet)
VAT (none yet) (none yet)
Bookkeeping (none yet) 1 enabled out of 1 total
SA100 (none yet) {none yet)
Processing Sales Invoices (none yet) {none yet)
Loyalty Bonus (none yet) (none yet)
Onboarding (none yet) {none yet)
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W

Never miss a step again. Visit Tango.us
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