Navigating the client page in Client Engager
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STEP 1
Click on Clients

ngagaer Home  Dashboard Clients Deadlines >  Emails @  Auton

ur

STEP 2
You have various tools along the top
Automationso A Invoices Settings Help Q Principal Admin (I) @

\\i new -:l'cm) (D message ') (f bulk cd[(fng) (ED columns ') (V filters: 0 applied ') (E] fees ') (@ data ') (4& misc ')

Y applied filters: @ and ID, name, main contacts, related clients filter: = engager [

Annual fees  Primary

Engage date Xama risk level Marketing source Google Review What is the AML Risk Level TOTAL « First nar

TOTAL: 4776
— = = No Normal Risk 0 Andrew
= = = No Normal Risk 0 Johann

Alexand:
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STEP 3

Click on columns

Invoices  Settings Help Q Princip

/’
\Q message '> (/ bulk editing) m (V filters: 0 applied ') (GJ fees

Y applied filters: @ and ID, name, main contacts, related clients filter:

Xama risk level Marketing source Google Review What is the AML Risk Li
T

- — No Normal Risk

STEP 4

This gives you the ability to choose which columns to see in the client

Dashboard  Clients Deadlines~ Emails@) Automations@~ I

rchived cIients) @
C

D Fees on
iID (J Annual fees [ C
] QuickBooks ID (] Future total annual fees Re¢
| XAMAID (] Total annual fees L] Pr
. . v
ieneral info U Accounts G
(] CT600 CIF
| Type
i X (] UK Property Accounts <
ompany number (] SA100 :
| Nature of business (SIC) — —_—
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STEP 5

Click on filter and this gives you the ability to filter information similar to on

excel

105 - / current/ 1U8 total

Type Company nun

Contact —
n Only

Individual —
ler or Sole
Trader

Contact =

STEP 6

Client info
Type
Company number
Engage date
Trading address
Registered office address
Director
Manager
Has relationships

Xama risk level

Services
Staff (A/Cs or SA100 preparation)
Due date (A/Cs or SA100 filing)

VAT quarter ended

Fees P

Future total annual fee
Total annual fee
Accounts annual fee
CT600 annual fee
UKPA annual fee
SA100 annual fee
VAT annual fee

CIS annual fee

PAYE annual fee

PAE annual fee
Pension Renewal annual fee
CS01 annual fee

AR annual fee

DS01 annual fee

Click on fees and if you are recording fee in Client Engager this will show you

a break down of fees in services and client type

wadlines > Emails @

Automations ) ~ Invoices Settings Help Q

Principal Admin @ @

C - new clie 11) CQ message ‘> (/ bulk edm’ng) (m columns ') (v filters: O applied '> -

:gistered office address ,  Engage date

A = —
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Xama risk level

W applied filters: @ and ID, name,

e o

Annual fees Primary contact
Marketing source Google  Client type Fees| | First name Surnam
Limited Company £4,416
= No Andrew Clemso
Limited Liability Partnership £0
Partnership £0
Charity £0
Trust £0
- N Joh: Gi
© Individual or Sole Trader £360 onann oree
Alexander
Contact Only £0
TOTAL £4,776
= No Normal Risk Stuart Maddoc
Emlyn
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STEP 7

You can import data and export it by clicking data
p Q Principal Admin @ @
I|t|ng>(mcolumns )(Vﬁlters 0 applied )@]fees )-m

: @ and ID, name, main contacts, related clients ity ¥ import

& export
- ¢ contact
ting source Google Review What is the AML Risk Level First name Surnam
No Normal Risk Andrew Clemso

STEP 8

Under Misc you can tailor how certain information displays

sices  Settings  Help Q Principal Admin @ @
lessage ') (/ bulk editing) (ED columns ') (V filters: Q applied '> (EJ fees '> C@ data '>-

Y applied filters: @ and ID, name, ni show first name before last name for individuals and contacts

instead of 'Last Name, First Name' format

(J show client IDs in "Related clients"” column

arisk level Marketing source Google } im
tint every other row of the clients table darker
— No ST e —enaf)5O
- No Normal Risk Johann Goree
Alexander
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7=

Never miss a step again. Visit Tango.us
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