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[@ Welcome to DT Practice

With the advent of new technology for creating dynamic, integrated
software applications, we saw an opportunity to provide our customers
with a practice management product that would become a convenient
“hub” for a firm's everyday activities. The result is DT Practice, a software
solution that combines powerful practice management tools with
unprecedented flexibility and the convenience of integration between
applications. DT Practice represents the future of practice management,
where software adapts to the firm’'s practices instead of imposing its own
structure upon the firm.

What is practice management?

As a firm grows, the effort needed to carefully track clients, contacts,
employee activities, billable hours, and other day-to-day aspects of an
accounting practice can quickly become overwhelming. Practice
management, then, is a strategy for minimizing the effort involved in
staying on top of this information while simultaneously ensuring its
accuracy and usefulness. The obvious way to accomplish practice
management is through computer software designed specifically for the
needs of today’s accounting firms, combining powerful features with
flexibility, and providing functionality that enhances each employee’s
ability to tackle the day’s tasks, from partners to associates to support
personnel.

DT Practice is the latest tool for managing your practice, leveraging the
power of the Microsoft® .NET computing platform to provide enhanced
capabilities and ease of use in an application that will quickly become the
centerpiece of your workstation’s desktop.

A vision of the integrated workplace

Imagine a single screen that could provide access to your mail, calendar,
tasks, time entry, DT FileCabinet™ documents, and more. Imagine that
you could not only view that information on a single screen, but work with
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it as well. That is the vision of the integrated workplace, in the form of a
digital “dashboard” and integrated “portlets” that place multiple sources
of information together in a single, interactive setting.

Now imagine that you can customize a dashboard exactly the way you
like it — and that you have a dashboard for each of your clients.

The dashboards and portlets of DT Practice make this vision a reality.
Portlets are windows that provide up-to-date information drawn from
other areas of DT Practice and even from separate applications. A
dashboard is a screen that contains one or more portlets. You choose
the portlets, and you choose how to arrange them within the dashboard.

Beyond the convenience of the dashboard, DT Practice provides
comprehensive tools for managing all aspects of your practice,
accessible via menu commands, a navigation pane, and the dashboards.
You can choose to use the dashboards as much or as little as you want,
to place only a few essential bits of information on them, or to fill them
with everything you might need access to during the course of your day.
It's up to you.

Key features
DT Practice enables you to perform the following tasks:
= Enter time and expenses
= Bill your clients
= Enter receipts and adjustments
= Assess service charges

= Print invoices, statements, reports, mailing labels, and letters

Other features

DT Practice offers an endlessly flexible interface through the use of
“dashboards,” which you can configure to place multiple sources of
information on a single, interactive screen.

When you use DT Practice in conjunction with DT FileCabinet and
Microsoft Outlook® you can do all of the following from a DT Practice
dashboard:
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= Access your calendar
= Manage your tasks
= Monitor your email

= View documents stored in DT FileCabinet

How to use this guide

This guide provides an overview of the features available in DT Practice
and detailed instructions for installing the application. Chapter 5,
Processing Overview, also describes the core features of the application
and lists other DT Practice guides available in PDF (portable document
format) for you to learn about the application through hands-on exercises
using sample data.

This guide provides information for:
= |Installing DT Practice.

= Using the menu commands, toolbar, navigation pane, dashboards,
and help.

= Understanding basic processing procedures such as entering time
and expense information, billing, entering receipts and adjustments,
running reports, managing projects and client tasks, managing
clients and contacts, and backing up firm data.

= Setting up DT Practice to suit your firm’s needs.
= Setting up DT Connect.™

The person who will set up DT Practice for your firm should follow the
installation instructions in chapter 2, “Installation Instructions,” which
begins on page 5. That person, plus any partners or other personnel who
will have high-level access to the application, should also read chapter 4,
“Setting Up DT Practice,” which begins on page 29. Employees who will
use DT Practice will want to read “Processing Overview,” which begins
on page 101.
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8 Installation Instructions

This chapter provides a brief overview of the system requirements and
more detailed information for the following tasks.

= Installing the application.

= Using DT Connect to download and install licenses and application
updates.

= Logging in to DT Practice and opening the sample database.

System requirements

For information about the latest system requirements, please visit the
system requirements page on our website at DrTax.ca.

Note that DT Professional Suite applications are designed for
professional production work. Our system requirements are based on the
assumption that professional accounting firms replace their computer
hardware and operating systems approximately every three years.

Although an application may operate on less powerful hardware and
operating systems, we do not believe it will perform at a level suitable for
production work in those environments. Of course, as processing speed
and RAM are increased, application performance will also improve. We
recommend business-class computers, which generally offer higher
levels of performance than home models when running business
applications.

Important! You can install DT Practice on a supported network or on a
local computer running the Windows® Vista (or newer) operating system
with all of the latest service packs installed.

Overview of the DT Practice installation

To install DT Practice, you will perform the following procedures.
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Select the DT location for the Practice shared files — The
DT Practice installation includes shared files that are used for
integration with other applications, files that contain storage and
configuration settings, and files that are required for workstation
installations.

Enable remote entry — If you want to allow your staff to enter
information such as time and expenses while away from the office,
activate the remote entry feature for your firm database.

Configure the database server on which your firm database
resides.

Install DT Practice — Install or update DT Practice and the related
components.

Install the license files — Download and install your licenses via
DT Connect.

Run desktop setup — If you installed DT Practice on a network, run
the desktop setup utility to perform a workstation installation on all
other computers that will access the application.

Installing the application

The following sections describe how to install DT Practice and its license
files, and how to run desktop setup for network installations.

Important! To install DT Practice on a network, you must be present
at the database server during the initial installation.

Important! If your firm plans to install DT Practice in a terminal
server environment, be certain to rely only on a terminal server
professional who is certified and qualified to handle that type of
installation.

You can download and install DT Practice from our website.
Because the download process involves a large amount of data, this
process is recommended only if you have a high-speed internet
connection. The installation process may require that you restart the
computer on which you are installing the application. If you install DT
Practice on a network, be certain that your network administrator
selects a time to install when all other users have logged off the
network
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To store data, DT Practice uses Microsoft® SQL Server® 2014
(including SQL Server 2014 R2 Express, which is included with the
installation) or a newer version. If your firm uses an earlier version,
DT Practice cannot be installed, and you will need to update your
database server prior to installing the application.

To make the DT Practice files and data available to user
workstations, the computer where the shared files are installed (that
is, the computer that is running SQL Server) must be turned on.

To run DT Practice on a computer that has a firewall or that uses the
Windows Vista® or Windows 7 operating system, you must create an
exception within the firewall for the instance of SQL Server you use
(recommended), or you must disable the firewall (not
recommended). If you need assistance to create an exception for the
instance of SQL Server you use, please refer to your firewall's
documentation

Complete the following steps to install DT Practice to a network or to a
standalone workstation. If you purchased a license for the network
version and install the application files on the network, you need only
perform this procedure once. You should then install the license files on
the network and perform a workstation installation on all other computers
that will access DT Practice (as described later in this guide).

1.

Verify that you are logged in to your computer or server as an
administrator.

Close all open applications, including anti-virus software that may be
running in the background.

Install from the Download page of our website. Follow the
instructions to save the installation EXE file for DT Practice to your
local drive. Double-click the EXE file to start the installation wizard.

When DT Practice Setup starts, click the Install DT Practice link.

On the Welcome to DT Practice Setup screen, click Yes to verify that
you are installing the application on the computer that you want to
designate as the database server. Click Next to continue.

Note: If you click the No, you will be prompted to start the installation
again on the computer that will function as your database server.
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Read the DT Professional Suite License Agreement, mark the |
accept the terms in the License Agreement checkbox, and click Next
to continue.

For Installation Step 1, click Next to specify the folder location where
the DT Practice shared files reside. DT Practice uses shared files for
integration with other applications, for storage of configuration

settings, and for workstation installation files. Click the [aaal button,
and navigate to the appropriate folder.

= Ifyou do not plan to run DT Practice on a network, this folder is
usually C:\WINCSI.

= If you do plan to run DT Practice on a network, select a shared
network folder such as X:\WINCSI or \\'sname of network
share>\WINCSI.

Click OK, and then click Next to continue.

The setup wizard now provides the option to allow Remote Entry,
which enables your staff to perform functions such as time and
expense entry without a connection to your office network. If you
want to allow Remote Entry, click the Allow Remote Entry to be
enabled on other computers option and then click Next.

For Installation Step 2, click Next to configure this computer as the
database server for DT Practice (which requires an instance of SQL
Server). If your computer does not have an instance of SQL Server,
only the Install a new instance of Microsoft SQL Server 2014 R2
Express Edition SP1 option will be available for selection. If your
computer already has SQL Server, you may use an existing instance
or use the CREATIVESOLUTION instance.

= To use CREATIVESOLUTION or another existing instance of
SQL Server (which must be version 2014 or newer), mark that
option, and click Next.

= Toinstall a new instance of Microsoft SQL Server 2014 R2
Express Edition, mark that option, and then click Next and
specify a unique name for the new instance. Click Next to specify
the folder where you want your DT Practice database to reside,
which must be on the same computer where you install the
software (you cannot select a network folder).
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Note: If a non-Express edition (Standard, Enterprise, etc.) of SQL
Server 2014 or newer is already installed on your computer, we
recommend that you select the existing instance to conserve both
disk space and processing resources. If you choose to use a
different instance or to install a new instance, be sure to back up
your database before you continue. After you complete the
installation, start DT Practice and restore the database. For more
details, enter Backing up a firm database and Restoring a firm
database in the search field on the DT Practice toolbar.

Click Next to continue.

10. You may be prompted that the sample database already exists. Click
Yes to replace the database with a fresh copy, or No to preserve
your existing copy of the sample database.

11. For Installation Step 3, click Next, and then determine whether
DT Practice should be installed on the computer that also functions
as your database server. Choose one of the following options, as
appropriate for your firm.

= Install DT Practice so that | am able to run it on this computer.
Click Next, and then continue to step 12.

= Skip installing DT Practice on this computer, this computer will
be used as the DT Practice database server only: Click Next,
and then skip to step 13.

12. Respond to each of the installation prompts. You may need to restart
your computer one or more times during this phase of the installation
process.

13. The setup wizard displays instructions for steps you will need to
complete for the setup of DT Practice on a network, and you can
choose to save or print those instructions. (Note that you will need to
run the desktop setup program from each computer that will run
DT Practice.) Click Next to continue.

14. When the installation is complete, click Finish. To launch DT Practice
immediately, leave the Run DT Practice checkbox marked.
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Installing the licenses

After you install the application, the next step is to install the licenses for

DT Practice. In most cases, you will use DT Connect to obtain and install
the licenses. Complete the following procedure to install the licenses for

DT Practice.

Obtaining and installing licenses via DT Connect

DT Connect, which is installed automatically when you install DT
Practice, provides a convenient and economical way for you to download
both application and license updates via an active internet connection (or
via modem).

1.

10

Verify that you are logged in to your computer or server as an
administrator.

Double-click the DT Practice shortcut icon @ on your desktop (or
click Start on the Windows taskbar and choose All Programs >
DT Professional Suite > DT Practice).

Click Cancel to close the login dialog.

To open DT Connect, choose Help > About DT Practice, and click
the Download Licenses button.

Enter both your firm ID (which is included on your mailing label) and
either the ZIP code of your mailing address or the license PIN
established by your firm, and then click Next.

If the Connect — Communications Setup dialog opens (as shown in
the following illustration), you need to verify or select the various
communications settings applicable to your system so that you can
communicate with the Thomson Reuters data centers. For details,
see “Setting up the communication configuration” on page 119.
When you have finished verifying your communications settings,
click OK to close the Connect — Communications Setup dialog.
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DT Connect - Communications Setup @

Connect via:

@ Direct (LAM] connection to internet | Prowy Settings...

| Intermet connection is glways online

Dialup uging my I15P's connection

| Test Connection | [ QK H Cancel |

7. Inthe DT Connect dialog, click OK. DT Connect logs in to the
Thomson Reuters data centers and downloads your licenses.

8. Follow the remaining prompts to install the licenses.

Note: At any future time, you can restart the process to obtain and
install licenses via DT Connect. To start that process, choose File >
DT Connect, mark the Retrieve licenses checkbox, and click the Call
Now button.

Running desktop setup (for network installations
only)

If you installed the shared files on a network, you must also run the
desktop setup on each workstation. The desktop setup ensures that
each workstation meets the minimum operating system requirements
and confirms that all required components are installed.

The desktop setup adds to each workstation’s desktop a shortcut to the
single network installation of DT Practice (on your firm’s server). This
keeps all global files and data in a single location on the server. Network
users should not install the full application on their own local
workstations.

To run the desktop setup from each workstation, do the following.
1. Verify that you are logged in to your computer as an administrator.

2. Close all open applications.
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Click Start on the Windows taskbar and choose Run.

In the Run dialog, enter Z:\<path>\DT Practice\Desktop\Setup.exe
(where Z represents the mapped drive letter for the network path to
the server on which you installed the shared files, and path is the
path to your DT Practice folder). For example, if you installed the
shared files in FAWINAPPS\WINCSI, you would need to enter
FA\WINAPPS\WINCSI\DT Practice\Desktop\Setup.exe in the Run
dialog or \\<name of

server>\WINAPPS\WINCSI\DT Practice\Desktop\Setup.exe.

Note: If you need to uninstall the DT Practice desktop setup from a
workstation, choose Start > Control Panel > Programs and Features,
select DT Practice, and then click the Uninstall button.

Click OK. The setup wizard installs or updates DT Practice and the
necessary components. You may need to restart your computer one
or more times during this step.

When prompted to enable or disable Remote Entry, click the desired
option and then click Next.

Remote Entry requires a local installation of Microsoft SQL Server,
version 2014 or later. If you chose to enable Remote Entry, you will
be prompted to select an existing instance of SQL Server, or to
install a new instance.

Select an existing instance of SQL Server to use for Remote Entry,
or click the option to install a new instance. Then click Next.

When prompted that the DT Practice setup has been successfully
completed, click Finish.

Installing application updates using DT Connect

Occasionally, we issue updates for DT Practice via DT Connect, which is
installed automatically when you install DT Practice. We strongly
recommend that you use DT Connect to retrieve available updates on a
regular basis.

12

J

To start DT Connect from within DT Practice, choose File >
DT Connect.
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i

Note: You can use the search field in the

toolbar to find more information about DT Connect.

Starting DT Practice and attaching to the sample
database

Follow these steps to log in to the application using the Sample
database. You can use this example database to explore DT Practice
while following this guide.

1. To start DT Practice, click Start on the Windows taskbar and choose
All Programs > DT Professional Suite > DT Practice.

2. Tolog in, click the button in the Open Firm field and select Sample
from the drop-down list.

3. Inthe Staff ID field, enter CAT.

4. Click OK.

DT PRACTICE"

part of the DT PROFESSIOMAL SUITE

Open Firm: | EEIAE E
Staff ID: CAT
Password:
i THOMSON REUTERS

Version 2014.%.X

Change password.. oK l l Cancel
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Viewing and printing user bulletins

14

We issue user bulletins to inform you about the following:

= Any issues related to the initial release of the application
= Changes made to the application

= Other relevant information

When you install DT Practice from a web download file, or when you use
DT Connect to download and apply updates for the application, the

DT Practice user bulletins topic opens automatically the next time you
start DT Practice, and the most recent bulletins are listed near the top of
that topic. Each bulletin is a separate file in portable document format
(PDF) that you can view or print using your internet browser and Adobe
Reader. (You can download and install the latest version of Adobe
Reader free of charge from the Download page of the Adobe website.)

To view and print user bulletins at a later time, follow these steps.

1. Open DT Practice and choose Help > Bulletins. This opens the
DT Practice user bulletins topic in the Help & How-To Center.

2. To open a PDF of the user bulletin for a specific release version or
update, click the link for that version.

3. You can use the print features of your internet browser to print a user
bulletin (or any help topic), or press CTRL+P on your keyboard.
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This chapter provides information about navigating within DT Practice
and obtaining additional help with the application.

Navigation

Menu bar

In addition to standard Windows menus, DT Practice uses a navigation
pane to maximize ease of navigation through the application.

The menu bar at the top of the main window contains several pull-down
menus, each of which contain numerous commands. These commands
cause DT Practice to perform specific functions, such as opening a
particular screen.

Eile Edit Miew Actions Setup Tools Help

The name of each menu includes one underlined letter. To open a menu,
do either of the following:

= Click the menu name in the menu bar.

= Pressthe ALT key plus the underlined letter in the menu name. For
example, to open the File menu, press ALT+F.

Note: Arrows next to a menu command indicate additional menu
choices. Click a command with an arrow to access the additional choices
in the cascading menu.

You can get an overview of the main features in DT Practice by
displaying the commands of each menu. The menu bar includes
commands to perform the functions listed in the table that follows. The
availability of menu commands varies by security level.
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Menu

Commands

File

Provides commands for opening, creating, and closing firm
databases; importing data and custom formats; exporting data,
contacts, custom formats, and other information; printing
reports, labels, letters, invoices, and statements; backing up
and restoring data, accessing DT Connect to download
software updates; and closing the application.

Edit

Provides commands for undoing an action; cutting, copying,
and pasting text; and checking spelling.

View

Provides commands for navigating through screens, toggling
the navigation pane on or off, and viewing various dashboards
and utilities.

Actions

Provides access to most major functions in DT Practice. The
menu provides commands for entering time and expenses,
billing, receipt / adjustment entry, assessing service charges,
and advancing to the next period. If you are licensed for the
Project Management, Client Management, and Staff
Management add-on modules, the menu contains additional
commands for managing projects, clients, and staff. The
availability of some commands depends on the user’s security
level and product licensing.

Setup

Provides commands for setting up DT Practice for your firm,
including information for your firm, offices, staff members,
activities, and clients, plus setup for security groups, groupings,
custom fields, engagement templates, taxes, service charges,
staff rate descriptions, recurring bill descriptions, bank
accounts, standard text, custom formats, custom dashboard
portlets, system configuration, and user preferences. If you are
licensed for the Project Management, Client Management, and
Staff Management add-on modules, the menu contains
additional commands for setting up project templates, tracking
descriptions, client retention descriptions, staff skill areas and
ratings, and CPD course sponsors. The availability of some
commands depends on the user’s security level.

Tools

Provides the Update Statistics command, which can be used to
ensure that your database is providing data to DT Practice as
efficiently as possible. Also provides commands to check the
database for corruption problems and to set an alternate
application date for training purposes.

Help

Provides commands for opening the DT Practice Help & How-
To Center and using the help, visiting our website, contacting
Support, sending log files via email, viewing user bulletins, and
viewing information about your DT Practice version.

16
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Tips

= Some of the menu commands have corresponding buttons on the
DT Practice toolbar, as well as corresponding links in the navigation

pane.

= Several of the most commonly used menu commands have special
shortcut keys that allow you to execute the commands quickly from
your keyboard. For example, press CTRL+T to open the Time and

Expense Entry screen.

Toolbar

The toolbar, located beneath the menu bar, contains buttons that
facilitate navigation through the application and perform various tasks.

[ @Bk -©-2 &% & P ® 510 Add - %4 9

Button

Action

Back: Displays the screen you last visited.
Click the down arrow to view a list of
recently visited screens, from which you
can make a selection by clicking.

Forward: Returns to the screen from which
you clicked the Back button. Click the down
arrow to view a list of screens from which
you clicked the Back button. Click to select
a screen to view.

Refresh: Refreshes the screen. This is
helpful because it allows you to view the

L\’%‘ most current information. DT Practice also

I executes this command periodically on its
own.

o Home: Opens the Home Dashboard.

e

=%

Firm Dashboard: Opens the Firm
Dashboard.

-,
e

Staff Dashboard: Opens the Staff
Dashboard.

DT Practice Getting Started
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Button Action
o Client Dashboard: Opens the Client
2 Dashboard.

Favorite Screen: Opens the screen you
have selected as your favorite in Setup >
User Preferences > System tab. If you have

no favorite screen selected yet, the
application will prompt you to select one
when you click this button.

Update Remote Entry Firm: Updates the
remote entry firm on the current computer
using the selected filter.

Note: This button appears only if your firm
uses Remote Entry and you have
previously created a remote entry firm.

DT Connect: Opens DT Connect, which
you can use to download and apply license

or application updates.

El DT FileCabinet: Opens DT FileCabinet (if
= licensed).

Add: Enables you to add Outlook items,
projects, and client interactions, such as a
notes, phone calls, phone messages, or
emails. You can also schedule phone calls,
meetings, and to-do items, add CPD
courses, and enter benefit information,
such as sick time. Availability of these
options depends on whether your firm is
licensed for various add-on modules, such
as Staff Management.

Search for assistance: Enter keywords to
search the Help & How-To Center for
relevant topics. See Finding answers to
your DT Practice questions for more
information on performing searches in the
help.

Help: Located on the far right side of the
toolbar, this button opens the topic

= associated with the current screen, or a list
of relevant topics (if more than one topic
applies to the current screen).
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Navigation pane

Dashboards

The navigation pane provides a convenient
means of access to the various tasks and views
in DT Practice. At the bottom of this pane are
buttons you can click to switch the pane’s view
between Firm, Staff, and Client options. The Staff
options are shown here.

Click the E or E button to minimize or expand
the navigation pane. When the navigation pane
is expanded, it remains open on the left side of
your screen. Minimizing the navigation pane
creates more room for the workspace. You can
click the minimized navigation pane once to
temporarily display the action and setup icons.
Click it again to hide them.

Click the Firm, Staff, and Clients buttons to
change the options displayed in the navigation
pane. When you click the Firm button, icons for
firm-related actions and setup options are
displayed. Similarly, clicking the Staff or Clients
button displays icons for actions related to staff
or client information.

If the list of available actions is longer than the
available space, scroll buttons will appear to
enable you to scroll through the list.

Click any of the items in the Actions or Setup lists
to perform the related action.

Actions

(.f_{.‘- Dashboard

) Time & Expense Entry
@ Staff Calendar
4 steff InOut Board

—] Outlook® Mail
@ Outlock® Calendar
,‘41 Outlock® Contacts
]

|_Ef Outlock® Tasks
Setup

@ Staft

-L‘-'} Staff Custom Fields

% | Time & Expense Entry..
il": Levels
:_E Rate Descriptions

-

o)
L User Preferences
LW

S o

4%

A “dashboard” in DT Practice is a configurable workspace that you can
customize to display multiple sources of information at once. Like the
dashboard in your car, which may provide information about your speed,
RPMs, engine temperature, fuel level, and more, a DT Practice
dashboard can provide a wide variety of information at a glance, such as
a client historical data, time entry information, calendar, lists of tasks and
email, time entry information, and more. The dashboard provides an
overview of numerous integrated sources of information, and is

customizable to fit your needs.

DT Practice Getting Started
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DT Practice provides dashboards for firm, staff, and client information,
along with a Home dashboard that you can set up to provide easy
access to news feeds and other web-based resources for both your firm
and your DT Professional Suite software.

Setting up a dashboard
To familiarize you with the concept of the dashboard, let’s set up a Staff
dashboard in DT Practice.

1. Choose View > Staff Dashboard.

2. Click the Select Portlets link in the upper right corner of the
dashboard (or right-click within the dashboard and choose Select
Portlets from the context menu).

3. Inthe Select Portlets dialog, mark the checkbox for the item you wish
to add to the dashboard and click OK.

A window (or “portlet”) opens within the dashboard corresponding to
the selection you made.

4. Add more portlets by repeating steps 2 and 3 above and marking
one or more additional checkboxes.

Note: To remove a portlet from a dashboard, follow the steps above and
unmark the checkbox for that portlet.

Customizing the dashboard
As you add items, new portlets appear on the dashboard, forming
multiple columns which may be difficult to see as they get narrower with
each added portlet. Fortunately, you can customize the layout of the
dashboard to make the collection of portlets easier to see.

To change the layout of a dashboard, click the title bar of a portlet you
want to move, hold down the left mouse button, and drag the portlet to a
new location. You will see a shaded area appear when the portlet is
positioned correctly for placement; release the left mouse button to
“drop” the portlet in its new location.
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You can arrange several portlets on the screen, in a mixture of rows and
columns, simply by dragging and dropping them. Once the portlets are in
place, you can resize them by placing the cursor between two portlets,

clicking and holding the left mouse button, and dragging the boundary in

either direction, as shown below.
®

<T SE]X F

-

Adding dashboard views
To further customize a dashboard, you can add additional dashboard
“views,” which appear as tabs at the top of the dashboard. By spreading
portlets across multiple views, you can maximize the amount of
information you can view in each dashboard.

1. Click the Add View link in the top right corner of any dashboard (or
right-click and choose Add View from the context menu).

2. Inthe Add View dialog, enter a description for the view. This
description appears in the tab at the top of the dashboard.

3. Click OK. A new tab is added to your dashboard.

4. Click the new tab to access the view you just added. You can add
portlets and customize this view as you would the main view.

Notes

= Any additional views that you create for the Client Dashboard are
applied to all clients.

= You can rename any view by right-clicking and choosing Edit View
from the context menu.

= If you want to move a portlet from one view to another, remove it
from the first view and add it to the other view, using the steps in
“Setting up a dashboard” on page 20.
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Saving dashboard layouts
Dashboard layouts provide a way for you to save dashboard
configurations. There are several reasons why you may find these saved
layouts useful.

= If you accidentally delete some of your dashboard views and then
close DT Practice, you may not be able to remember the layout and
portlets that you were using. A saved dashboard layout gives you an
easy way to restore the dashboard layouts that you want.

You may want to design one or more standard layouts for the firm
that everyone in the office should have. Instead of setting them up
for each staff member, or explaining how to set them up, you can

create and save the layouts to share with others.

You can assign default dashboard layouts to new staff that you hire,
to save time setting up their dashboards.

You may find it convenient to choose a dashboard layout throughout
the period based on the work you are doing. Saving standard layouts
allows you to easily change to a layout that fits the task at hand
(billing, analysis, and so on).

To save a dashboard layout, right-click the dashboard and choose Save
Layout As from the context menu.

Add View Select Portlets Select Layout

Add View...
Edit View...
Drelete View...

Select Layout...
Save Layout As...
Delete Layout...
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In the Save Layout As dialog, enter a name for the layout and click OK to

save it.
[aJ Save Layout As IEI
Layout: | Client Billing Layaut E

[ Ok H Cancel ]

Layouts that you have saved are available by clicking the Select Layout

link at the top of the screen. Click the [ button to select a saved layout
from the drop-down list.

[E select Layout... @
Layout: E‘

.................................................... I

Description
Default Staff Layout k
e

Our Staff Dashboard
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Note: You can select the default dashboard layouts for new staff on the

Preferences tab of the Firm setup screen.

[ DT Practice - [DTSample2)] - [Firm]
File Edit View Actigns Setup Tools Help

iQBack - D - AL E &

3 8 - ® =]/()Add -]

[ESRECE =]

Actions

Main | Contact Irfo [} 25 || Biling and A/R | Notfications

4 Dashboard

5@ Print Reports

5@ Print Labels & Letters
iﬁ}J Change Periods

Office Custom Fields

Departments

$9 Bank Accounts
& security Groups
2 pctiv

<@ Activities

5| Activity Categories

. Activity Custom Fields

L | Contact Categories
==| Standard Text

B"‘ Custom Formats

o1 Contact Custom fficlds

=
5] Catendar cae;fl es

6 staff
b clents

Approval/Posting process Security optiens

[ Required for Time & Expense Entry [¥] Enable Firm Security
[¥] Reauired for Billing [T Allow Users to Remember Lagans
[ Required for Receipt & Adjustment Entry

Integration options

[C] Integrate this Firm with other selutions

Contact setup options

Default Phone humber Format (rt) -t =]
Client setup options

7] Automatically creste portals in BT Client Portal for the Billing Contact of new Clients

[T Automatically create portals in BT Client Portalfor the Billing Cantact of new Prospects

7] Automatically Czbinet for new Clients

FileCabinet Data Location:

Steff setup options

[ Automatically create portals in DT Staff Portal for new Staff
Defauk dashbeard layouts for new Siaff
Home Dashboard: Our Home Dashboard

Firm Dashboard Our Firm Dashboard

HEE

Staff Dashboard Our Staff Dashboard

Client Dashboard Our Client Dashboard

Default User Preferences for new Staff

For Help, press F1

Current Login: CAT = Current Period: 411/2014 - 4302014

Getting help

The online Help & How-To Center provides one-stop access to
information about using DT Practice.

Note: You need an internet connection to access the Help & How-To
Center, which is compatible with the latest versions of most web

browsers.

Finding answers in the Help & How-To Center

The Help & How-To Center provides extensive information about using
DT Practice, including procedures for completing various tasks, answers
to frequently asked questions, tips for increasing productivity and
troubleshooting issues, alerts about timely issues, details on new
features and more.

24
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P You can access the Help & How-To Center from within DT Practice
by any of the following methods.

= Use the search field| | in the toolbar to
search for relevant topics.

= Click the button to open a topic that describes the current
screen.

= Press CTRL+Y or F1 to view help that is relevant to the current
screen.

= Choose Help > Help & How-To, which opens the topic Browse
subjects for DT Practice.

Tip: You can print a topic via your web browser’s print feature.

Searching for information
The most efficient way to locate information is to take advantage of the
robust search engine upon which the Help & How-To Center is built: the
Google search engine. When searching for information in the Help &
How-To Center, you can use the same strategies you use when you use
Google to search for general information on the internet.

Search fields for searching the Help & How-To Center are accessible
from two locations.

=  From within DT Practice: Use the search field

‘ ‘ in the toolbar.

=  From within the Help & How-To Center: Use the search field

near the top of the topic.

Simply enter a search term or phrase and press Enter to see a list of
related topics that apply to DT Practice.

For more information, see the Finding answers for DT Practice topic in
the Help & How-To Center.

Browsing topics by subject
In the Help & How-To Center, click the Browse Subjects button to view a
list of categories, then click a category to view a list of related topics.
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Viewing an index of keywords

In the Help & How-To Center, click the Index button to view an
alphabetical list of keywords. Click a keyword to view the associated
topic.

Accessing context-sensitive help

As its name implies, context-sensitive help describes the specific area in
which the cursor is currently located. In DT Practice, you can access the
overview topic for the current screen or dialog by pressing F1 or

CTRL+FL1. You can also click the button on the far-right end of the
toolbar and select the top item from the menu.

If additional topics are related to the current screen or dialog, you can
click the help button and choose an item from the menu of relevant
topics.

Getting help from Support and other resources

26

The Help & How-To Center, which is accessible by choosing Help > Help
& How-To if you have an active internet connection, should answer any
guestions you might have about DT Practice. We encourage you to use
this resource whenever you encounter questions while working in

DT Practice. However, if you need to contact Support or want to explore
training and other resources, you can do so by one of the following
methods.

Access the Support page of the DT website

»  Choose Help > Additional Resources > Product Support to access
the Support page of the DT website.

Support

If you have questions that are not answered by this guide, the help, or
our website, please call Product Support at 800-663-7829, press 3, and
listen to the available options.

You can get optimal service and use your telephone time most efficiently
if you have a very specific explanation of the issue when you make the
call. You might want to write brief notes on some of the symptoms
occurring on the computer or print out any error messages related to the
issue. Your notes might include the following:

= The version number of the application you are using. (To obtain this
information, choose About DT Practice from the Help menu.)

DT Practice Getting Started
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= The operating system that you are using.
= The specific nature of the issue.
= The steps that preceded the issue.

=  Whether this issue occurs with more than one client or on other
computers.

= The full error message and when it occurs.

Access the DT website
»  Choose Help > On the Web and click the DT Max Suite Home Page
link. This page includes access to information and resources for all
DT Max Suite applications.
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This chapter provides instructions for setting up the application prior to
using it for processing. Though no two firms are the same, performing
the setup tasks presented in this chapter will help you to derive
maximum benefits from DT Practice.

In this chapter we present a sequence for setting up the application that
you can use as a general guide for your firm’s setup, and we explain how
many of the setup tasks relate to later tasks or processes. Though much
of the setup process for DT Practice can be performed on the fly while
setting up other areas of the application, we will proceed through
application setup in a logical sequence that will work for a typical firm.
We recommend that you follow this sequence as you set up your own
installation of the application.

Sample data

The examples in this chapter use the Sample database that comes with
DT Practice. If you want to follow along with the procedures in this
chapter, we encourage you to do so using Sample so that you can
practice these setup steps without affecting your firm’'s database.

Note: You cannot transfer data from one DT Practice database to
another.

DT Practice also includes a database called SetupDatabase.bdf that
you may find useful when first setting up your firm. This database
contains some of the same information as the Sample database, without
client, accounts receivable, or WIP data. Using this database can help
you set up your firm's database without starting completely from scratch.

If you want to use SetupDatabase.bdf as the starting point for setting up
your firm's database, you will need to restore the database through

DT Practice. The database can be found on the DT Practice CD or in the
download folder in a subfolder named Data. To restore the database,
open DT Practice, choose File > Restore, navigate to the Data folder,
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select the database, and click OK. You must then assign it a name in the
New Firm name field, and click OK to restore the database to
DT Practice.

Initial setup tasks

Before you begin setting up the core components of DT Practice, there
are a few items that you should consider setting up first. Performing
these tasks now will better prepare you for other setup tasks that you will
perform later.

Changing periods

Before you begin application setup, it is a good idea to set the
application’s processing period to the period before you plan to begin
processing (you will roll the dates to that period later).

1. Choose Actions > Change Periods.

2. Inthe Change Periods dialog, edit the dates for your firm’s current
year.

3. Edit the current period to the dates for the period prior to when you
plan to begin using DT Practice for processing.

EJ: Change Periods @

() Create new period, beging 2004 El ends | 5/31/2014

(@ Edit cument period, begins 4172014 El ends | 43002014

[]
() Reopen period, begins 4120014 [v] ends |4302014 [~]
[=]
[=]

current year, begins 1172014 El ends | 12/31/2014

4. Click OK when finished.

Specifying file locations
In the File Locations dialog, you can direct DT Practice to the data

location for DT FileCabinet. This data location must be entered if you
plan to share data between DT Practice and DT FileCabinet.
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1. Choose Setup > System Configuration > File Locations.

[& File Locations )
Enter your file locations for each product in the DT Professional Suite
DT FileCabinet Data Path
» (CiRCSiFeabhata
#*
DT Practice data path:  C-\WinCSI\Practice C Data' (i)
Lo b

2. Click the field for the DT FileCabinet Data Path, then click the
Browse button next to that field and navigate to the appropriate
folder in the Browse For Folder dialog.

Tip: If your firm used the default installation folders for
DT FileCabinet, click the Use Default Paths button.

3. Click OK to close the Browse For Folder dialog, and click OK again
to close the File Locations dialog.

Note: If necessary, you can specify multiple locations for another
application’s data. Use the extra rows in each column to specify
additional data locations.

Choosing default invoice and statement formats

When performing later setup tasks, it will be helpful to have selected
default invoice and statement formats for all new records. You do not
necessarily have to customize those formats now — you can merely
name the default formats, then customize them later.

1. Choose Setup > Custom Formats.

2. Inthe Custom Formats screen, add new invoice and statement
formats that you will use as your firm’s default formats.

For now, you can add placeholder invoice and statement formats
that will serve as your defaults. Later, you will customize these
formats for your firm. For more detailed information on customizing
formats, see “Customizing invoice and statement formats” on page
91.
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To add your default formats, right-click within the formats list and
choose Add Invoice or Add Statement. The Format Wizard opens to
the Main tab.

3. Inthe Main tab, enter the name for the format (e.g., Standard
Invoice).

4. |If desired, click Next on each screen of the wizard and modify the
information as appropriate. You can return to the Format Wizard later
if necessary.

5. Click Finish to close the Format Wizard.

Repeat steps 2 through 5 above to create additional formats as
necessary. You will want to add at least one invoice format and one
statement format before continuing application setup. When you set up
firm information, you will designate default invoice and statement formats
that will be assigned automatically to each new client record that you add
to DT Practice.

Setting up service charges

If your firm assesses service charges on past due client balances, the
firm administrator (or staff member with security permission to add and
edit billing information) should enter service charge information into the
application. When you set up firm information, you will be able to enable
service charges and to designate a service charge to serve as your firm’s
default.

1. Choose Setup > Service Charges.
2. Click the Add button.

3. Enter an appropriate description for the service charge in the
Description field.

The description you enter should be easily identifiable by anyone
applying service charges.
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4. In the Annual Rate field, enter a rate as a percentage (up to four
decimal places).

[B] DT Practice - [DTSample2] - [Service Charges] fo e )=
File Edit View Actions Setup Tools Help
i @Bk - - D @ MR K o 8- o (Add -] 2 @

&> | Service Charges
Search:
Identification

Service Charge 18%

Description: Service Charge 145%
Service Charge information

5 Annual Rate: 145000 % [+
5 Grace Days: n
o
< Caleulate from: Inveice Date =]
E, Minimum Belance $500.00[=]
E Minimum Charge: 550 00[]
z [7] Masimum Charge: s0.00[~]

Compound}

[C] Roun

Al
Y

Current Login: CAT Current Period: 4/1/2014 - 43072014

w
d

For Help, press F1

Use the remaining fields to enter additional attributes for the service
charge, as appropriate.

Notes

= An asterisk appears in the title bar of the application when you have
made changes to a screen but have not yet re-saved that screen.

= You can add, edit, or delete service charge entries on the fly by right-
clicking in a related field elsewhere in the application and choosing
the desired action from the context menu. An example of such a field
is the Assess Service Charges, use rate field in the Billing tab of the
Client setup screen.

Setting up links
You can link some items in DT Practice to documents, folders, web
pages, interactions, or DT FileCabinet documents. Links can be added
for clients, engagements, engagement templates, projects, project
templates, tasks, task templates, invoices, and statements.

To add a link, follow these steps.
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1. Open the screen or dialog for the item (for example, the Project
dialog) and click the Links tab.

2. Right-click within the Links tab and choose the appropriate command
from the context menu:

= Add Files

= Add Folder

= Add Web Page

= Add Interactions

= Add DT FileCabinet Document

3. Navigate to and select the item to which you want to link, then click
OK. (For files, click Open.)

Setting up custom fields

34

DT Practice offers the ability to set up custom fields and groupings for
offices, staff, activities, clients, engagements, projects, and tasks. These
custom fields enable you to further customize the application based on
your firm’s unique needs, providing the flexibility to track any type of data
you want and to report by groupings not currently offered in the
application.

If your firm needs a way to track additional information for offices beyond
that already provided on the Offices setup screen, you can add custom
fields to track this information. For example, if you would like a custom
field listing cross streets for the various offices, follow these steps.

1. From the Setup menu, choose Custom Fields > Offices.
2. Inthe Office Custom Fields screen, click the Add button.
3. Inthe Description field, enter Cross streets.
4

In the Type field, select the field type from the drop-down list.
Available field types are checkbox, date, list, number, staff list, and
text. For this example, select Text.

5. Enter a numeral in the Length field to specify the maximum number
of characters you can enter in the text field (up to 4000).

6. Click the Enter button to save the custom field.
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The custom fields that you add are available in the Custom Fields tab of
the Offices, Staff, Activities, and Clients setup screens.

Note: For each of the core setup areas except Firm (Offices, Staff,
Activities, and Clients), you can set up an unlimited number of custom
fields.

Firm setup

Main tab

Use the Firm setup screen to enter information about your firm and to
enable features of the application that your firm will use. When you have
finished entering information on all tabs, click Enter to save your
changes.

»  To open the Firm setup screen, choose Setup > Firm.

On the Main tab, enter your firm’s name and SIN/BN.

(8] DT Practice - [DTSample2] - [Firm] fo e ==
File Edit View Actions Setup Tools Help
i GBack - & - D & LA ¥ - ® = ()Add | Quc

 Main 3| Cortact Ifo | Preferences | Biling and A/R | Netications |

Identification

Firm Name: Parnes, Velano, Martinez & Co.
Firm Name 2;

Firm Information
SIN/BN:

Currency Information

Symbol s

Navigation Pane

3
29

Current Login: CAT  Current Period: 4/1/2074 - 430/2014

For Help. press F1

Contact Info tab

On the Contact Info tab, enter information for your firm’s home office. If
you set up multiple offices for your firm, the information entered here will
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be shared with the office you designate as your home office. See
“Setting up offices” on page 46 for more information on setting up offices.

Categories
For more information on contact categories and setting them up in
DT Practice, see “Setting up groupings” on page 48.

Additional Contacts
You can set up an unlimited number of additional contacts for the firm.
For example, your firm may have business affiliates, such as the firm's
attorney, with which staff need to communicate frequently. You can set
up the affiliate as a firm additional contact so that their contact
information is available to anyone in the firm with the proper security.
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Associations
Use the Associations section to associate a contact with other clients,
staff, and offices in DT Practice. When you associate a contact with a
client, staff member, or office, that contact becomes and additional
contact for that entity. By creating associations between contacts, you
can access all additional contacts in one place, giving you the ability to
look up any contact to see which other clients, staff, or offices they are
associated with. You can also set up business associates (such as a law
firm or bank) just once in the application.

@ DT Practice - [DTSample2] - [Firm*] EI@
FEile Edit View Actigns Setup Iools Help
i@k -0 - & A DE X - 5()Ad - 29

[Main_| Contact Ifo | Preferences | Biling and A/R | Nolficstions

Name: Business (800) 366-8900

Tite: Firm Administrator Home

Company: Parnes, Velano, Martinez & Co. Fax [+

Salutation Mobile  []

File as: Parnes, Velano, Martinez & Co. Business i the primary phne number.
Addresses

Business [ | 280 Technology Drive

o
c
£
= City: Ann Arbor [z]] Prodincs: [mi [] PostslCode: [ 4g108 [}
-E County: [zl Gownirv (=]}
= This is the primary address This is the mailing address.
3
o
Z | intemet
E-mail Info@p.v.m ca.com E)
Display as: Parmes, Velano, Martinez & Co. (Info@p.v.m.co.com)
This is the primary e-mail addreas
iebsite: wnww.pumeo.com
Portal [=] Actions [+
To enabie File Transfers or DT Mobile for this Contect, assign a portal in DT Staff Portal here
Relationships | Links | Custom Felds
Categories
Additional Contacts
E— (]
Associations
This Contact is associated to the following Clients, Staff and/or Offices:
‘ Vichigan Cffce; Calfomia Office ]
c —————————
:
For Help, press F1 Current Login: CAT  Current Period: 4/112014 - 43012014

Preferences tab

Use the Preferences tab to activate the approval and posting process for
time and expense entry, billing, and receipts. You can enable firm
security by requiring a password to log into the application, and allow
staff to have the application remember their passwords. You can also
indicate whether the current firm database should be integrated with
other DT Professional Suite applications. If your firm is licensed for DT
Firm Portal,™ you can choose whether to automatically create DT Client
Portal™ or DT Staff Portal™ portals when adding new clients, prospects,
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or staff to DT Practice. Mark the checkbox next to each item you wish to
enable.

In the Staff setup options section, your firm can assign default layouts for
the Home, Firm, Staff, and Client dashboards.

{3 DT Practice - [DTSample2] - [Firm*]
Fle Edit View Actions Setup Tools Help
LQBack - O - FR 2 S s 8- S| Add -

[ Wain_[ Cortact Info [{ Prefereces }| Bling and A/R. | Notfications |

ApprovallPosting process Security options
[7] Required for Time & Expense Entry Enable Firm Security
Required for Billing [C] Allow Users to Remember Logons

[] Required for Receipt & Adjustment Entry
Integration options.

[C] Integrate this Firm with other solutions
Contact setup options

Default Phone Number Format: (i) - =
Client setup options

[C] Automatically ereate portals in DT Client Portal for the Billing Contact of new Clients

Navigation Pane

[Z] Automatically create portals in DT Client Portal for the Billing Contact of new Prospects

[ Automatically create DT Praclice folders in DT FileCabinet for new Clients

Zhinet Data Location
P55 setup options

[] Automatically creste portals in DT Staff Portal for new Staff

Default dashboard layouts for new Staff

/

Home Dashboard Our Home Dashboard =
Firm Dashboard Our Firm Dashboard =
: Staff Dashboard Our Staff Dashboard =
k Client Dashboard Our Client Dashboard
..ég Default User Preferences for new Staff
&
»

Z Enter Cancel
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For Help. press F1

Current Login: CAT Current Period: 4/1/2014 - 4/30/2014
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You can also click the

browse E button to
choose the default user
preferences for new
staff. These firm
preferences provide a
convenient way to
assign a specific setup
for new staff without
having to do so on an
individual basis.

Enabling firm security

@User Preferences @

{Gystem ]| Time & Expense Ertry I Billing I Receipt & Adjustrent Entry

Use Enter key to move between fields

‘When selected, this option will present all lisks with alternating backgrounds,

Favorite screen: Staff Dashboard E|

Reset the "Don't show this message again” checkbox For all messages

Reset to new Staff defaults for Firm Ok Cancel

1. On the Preferences tab of the Firm setup screen, mark the Enable
Firm Security checkbox.

2. Click the Enter button.

3. The application will prompt you to log in as ADMIN and assign all
staff to security groups. Click Yes.

DT Practice

Enabling Firm security will require that each Staff be assigned to security groups.
You will need to login as Staff ADMIN and assign the Security Groups in Setup |
Staff. Are you sure you want to enable Firm security?

4. From the File menu, choose Close Firm.
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Creating the firm password
1. From the File menu, choose Open Firm.

2. Inthe login dialog, enter ADMIN in the Staff ID field and click OK.

DT PRACTICE"

part of the DT PROFESSIONAL SUITE

QOpen Firm: Sample E
Staff ID: ADMIN|
Password:

i % THOMSON REUTERS
Version 2014 v

e Jmro

3. Because this is the first time you have logged in since you enabled
firm security for the Sample firm, the application will prompt you to
create a password. For this exercise, enter password (all lower
case) in the New Password field. Enter password again in the
Confirm New Password field.
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Notes

Passwords are firm-specific. Changing the password for the
ADMIN account in the Sample database will not affect the
password for your firm’s database.

You should choose a “strong” password for your firm database’s
ADMIN account — something that is not easily guessed and
contains a combination of numerals and upper- and lower-case
letters. Any password you create should be something that you
can easily remember.

Setting up security levels will be discussed further beginning on page

50.

4. Click OK.

Change Password

This is the first time you have logged on to Practice CS oryour password has been reset. Please
entera password forfuture logans.

Mew Password: sesnense

Confirm New Password: | ssssssss

[o]'4 ] ’ Cancel

DT Practice Getting Started
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Billing and A/R tab

42

Use the Billing and A/R tab to set firm defaults for invoices, statements,
and service charges. You can also enter up to five different dunning
messages corresponding to the number of periods a balance is
outstanding, and enter text that describes your firm’s accounts receivable
terms.

[} DT Practice - [DTSzmple] - [Firm] =S o <
File Edit View Actions Setup Tools Help

iQBack - O - & FH BN o0y S0 A - o
Firm 2| Firm

Actions

Main_| Contact Info | Freferences Benefts | Notiications |

¥ Dashboard
— Billing options
53 Frint Reports

Default invoice format for new clients: Engagement Invoice Format ] Use separate invoice numbering sequence for zero amounts
4 Print Labels & Letiers
» Number of days unil invoice is due: of=] [¥] Automstically Relieve Nonbillble WIF
T8 Change Periods o o
L ] Enable defaultinvoice reference number: (] [¥] Enable printing invoices to DT Client Portal
Setup
Invice e-mail message =
o AR options
fices Defaut statement format for new clients: All Open ltems Statement Format [=]
fiice Custom Fields Statement e-mail message =
epartments [¥] Assess Senvice Charges. use rate Service Charge 18% =]

§ Bank Accounis
- Dunning messages:
&y secuity Groups

> 1 Period old Your balance is past due - plessa remit payment
& bctvities
4 2 Periods old Your balance is past due - plesse remit payment

3| Actiity Categories

=2 3 Periods old Your balancs is past due - plesse call our ofios 1o iscuss payment arrangements.
% | Activity Custom Fields

2> v 4 Pericds old Your balance is past due - please call our office to discuss payment arrangemens.
| Contact Categories
5 Periods or older four belance is past due - please call ur office to discuss payment arrangemets.

= = Your bal due- pl Il our office to d
=] sonderd Text

= AR Terms

[ Custom Formats
I CPE Course Sponsars
| Mote Custom Ficlds =

& Staff
hy clients

Invoices are due upon receipt. Your prompt payment is appreciated. All balances over 30 days will be assessed a service charge of 18%.

= Enter Cancel

For Help, press F1 Current Login: CAT - Current Period: 4/1/2014 - 4302014

In the Default invoice format and Default statement format fields, choose
the formats that you added previously in “Choosing default invoice and
statement formats” on page 31. These formats will be added by default
to all new client records you create, though you can override the default
selection. The value you enter for number of days until the invoice is due
will also be the default for new client records.

If your firm assesses service charges, mark the Assess Service Charges,
use rate checkbox and choose a default service charge from the
accompanying drop-down list, which will be the default value added to
new client records. Then enter dunning messages and A/R terms in the
appropriate fields.
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Benefits tab

If your firm is licensed for the add-on Staff Management module, a
Benefits tab appears on the Firm setup screen.

Notifications tab

If you are licensed for the Project Management, Client Management, or
Staff Management modules, the Firm setup screen will also have a
Notifications tab. Please see “Setting up notifications” page 77 for more
information.

Setting up taxes

DT Practice includes two tax-related items for you to set up: taxing
authorities and tax areas. Taxes that you set up in DT Practice can be
applied to your firm’s invoices quickly and easily.

Setting up taxing authorities
Use the Taxing Authorities setup screen to set up various provincial and
local sales and service taxes to be applied to your firm’s invoices. You
may need to set up different taxes depending on where your firm or client
does business, whether there are provincial and/or local sales taxes, and
whether there are applicable service taxes.

Taxing authorities are a subcomponent of tax areas, and must be set up
first. Multiple tax authorities can be combined into tax areas that are
assigned to clients and consist of all the taxes your firm must charge to
clients for a specific location or type of work.

1. Choose Setup > Taxes > Taxing Authorities.
2. Click the Add button.

3. Enter a unique description for the taxing authority in the Description
field.

4. Enter the tax rate in the Rate field.
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5. Inthe Type field, indicate whether the tax is a sales or service tax.

[} DT Practice - [DTSample2] - [Taxing Authorities*] =l E e
File Edit View Actions Setup Iools Help
iQBack DSOS S5 P ® D)o 2 8-

2 | Taxing Authorities

Search

Description

State of Michigan 1 Description: | Detroit City Tax
Rate 10.0000 %[ =]
Toe

GL Account:

Navigation Pane

4y

For Help, press F1 Current Login: ADMIN - Current Peried: 4/1/2014 - 413012014

6. Click Enter to save.

Note: You can add, edit, or delete taxing authorities on the fly by right-
clicking in a related field elsewhere in the application and choosing the
desired action from the context menu.

Setting up tax areas
Use tax areas to group all of the taxing authorities for a given area,
enabling you to select a single tax area rather than multiple taxing
authorities when applying taxes to your fees.

You may set up a tax area using only one taxing authority, but you have
the flexibility to set up a tax area that combines an unlimited number of
taxing authorities, such as provincial sales and service taxes with county
sales taxes.

1. Choose Setup > Taxes > Tax Areas.
2. Click the Add button.

3. Enter a unique description for the tax area in the Description field.
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4. Using the drop-down lists in the Taxing Authorities column of the
Taxing Authority information grid, choose one or more taxing
authorities to combine for the tax area. Note that Rate, Type, and GL
Account are read-only fields.

[&} DT Practice - [DTSample2] - [Tax Areas*] el 2=
File Edit View Actions Setup Tools Help
i QBack - - @ AT A B e - ® 5] (Jadd -] Q-
| Tax Areas
Search
Identification
Description
Michigan Sales Tax Description: | Detroit
o | - s rrmatn
& Taxing Autherities Rate Type GL Account
= *
5 Detroit City T:
oit City Tax
B State of Michigans
=
-
o
F

For Help, press F1 Current Login: ADMIN | Current Period: 4/1/2014 - 4/30/2014

Note: You can add, edit, or delete tax areas on the fly by right-clicking in
a related field elsewhere in the application and choosing the desired
action from the context menu.

Office setup

If your firm has more than one office, you can create separate office
records for each one. You then can assign staff and client records to
specific offices, enabling you to filter staff and client data by office.

Setting up custom fields for offices
Before you set up office records for your firm, you first may want to set
up custom fields for your offices, as described in “Setting up custom
fields” on page 34.
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Setting up offices

Use the Offices setup screen to designate a home office and to enter
information for your firm’s additional offices.

1. To open the Offices setup screen, choose Setup > Offices.

2. Click Add to add another office, or Edit to edit an existing office
record.

3. Inthe Main tab, enter an ID and description for the office. If this office
is to be the firm’s home office, mark the This is the home Office

checkbox.
[&! DT Practice - [DTSample2] - [Offices] [l ==
File Edit View Actions Setup Tools Help
PBack - - B T 205 2o B - ® =) Add -] Qo
=]
o] Deseriptien "Main | Coriact Info | Cusiom Figlds)
CALIFORN | California Office
MICHIGAN | Michigan Office Identification
2 cemimmmamEy
= G o NETORK
QE Description: | New York Office]
% | This is the home Office
o
5
@
o

For Help. press F1 Current Login: ADMIN Current Period: 4/1/2014 - 4/30/2014

4. In the Contact Info tab, add the contact information for the office.

You can also use the Contact Info tab to assign contacts to contact
categories. For more information on contact categories and setting
them up in DT Practice, see “Setting up groupings” on page 48.
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Notes

= If your firm has a single office, you can enter and update the
Home Office information in the Contact Info tab of the Firm setup
screen. Information you enter there will also update the Home
Office information in the Offices setup screen.

= If your firm has multiple offices, the information for the office you
designate as the Home Office in the Offices setup screen (Setup
> Offices) appears in the Contact Info tab of the Firm setup
screen. You can add additional offices in the Offices setup
screen.

5. Inthe Custom Fields tab, enter information in any fields that appear.

Note: You can add custom fields for this and other screens by
choosing Setup > Custom Fields, then the name of the screen where
you want the custom fields to appear. For more information, see
“Setting up links” on page 33.

Staff setup

Before you set up individual staff records, you should set up other
information that you will use during staff setup, such as staff department
and staff level groupings, staff rate descriptions, security groups (if your
firm will use the security features in DT Practice), and custom fields.

If your firm is licensed for the add-on Staff Management module, you will
also want to set up staff skill areas and skill ratings.

Staff levels are descriptive labels for staff, such as partner, manager, and
associate. You should set up the staff level groupings to mirror your
firm’s structure.

Groupings such as these are useful for filtering lists and creating reports.
For example, by associating each employee with a specific department,
you can run a monthly report for all staff in a department, or a report for
all staff broken down by department. Similarly, by assigning each
employee to a staff level, you can generate reports with data grouped by
partners, managers, associates, or any other titles used by your firm.
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Setting up groupings
For the example below, we will create a staff department grouping, but
the process for creating other groupings in other core areas of the
application is the same. Other groupings include staff levels, activity
categories, client entities, client engagement categories, and contact
categories.

Once you set up groupings, you can select them on the setup screens to
which they pertain.

To create a staff department grouping, follow these steps.
1. From the Setup menu, choose Groupings > Staff > Departments.

2. Inthe Staff Departments screen, click the Add button.

[@. DT Practice - [DTSample2] - [Staff Departments] o=
File Edit View Actions Setup Tools Help
[ QBack =D - AR E S5 M ® 50 Add 2] W7
= | Staff Departments
Search
Identification
D Description
ACCOUNTDEPT | Accounting Depart 1D: |
ATTESTDEPT | Attestation Depart Description:
TAXDEPT Tax Department
¢ | I
(=
o
WE
c
o
=
o
i)
=
o
z

For Help. press F1 Current Login: ADMIN - Current Period: 4/1/2014 - 4/30/2014

3. Enter a name for the grouping in the ID field.
4. Enter a description for the grouping in the Description field.

5. Click the Enter button to save the new department, which is now
available for selection in the Staff setup screen.
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Setting up staff skill areas and skill ratings

If your firm is licensed for the add-on Staff Management module, you
should also set up skill areas and skill ratings for your staff. Choose
Setup > Staff Skill Areas to set up skill areas, which represent the types
of work done by your staff. Choose Setup > Staff Skill Ratings to set up
skill ratings, which establish a scale of competency (sample ratings might
be novice, average, expert, and so on). You will use skill areas and skill
ratings later during staff setup when you create skill sets for each staff
member.

Setting up staff rate descriptions

Staff rate descriptions provide a way for your firm to distinguish between
various billing rates. For example, if your firm bills for audit, consulting,
and tax services at different rates, you can add separate rate
descriptions for them. These descriptions are then available in the Rates
tab of the Staff setup screen, where you can set up hourly rates for each
employee to match your firm’s rate descriptions. These rates can then be
applied to your clients’ engagements (Setup > Clients > Engagements
tab) and/or activities (Setup > Activities > Main tab), and they appear
during time entry.

You can set up an unlimited number of staff rate descriptions.
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1. Choose Setup > Staff Rate Descriptions.

[©) DT Practice - [DTSample2] - [Staff Rate Descriptions] =i e e
Eile Edit View Actions Setup Iools Help
iQBack - - &AL E S i M- ® 50) Add -] L 9

> | Staff Rate Descriptions

Search
Identification
Description

Accounting Rate Deseription: ||
Budit Rate
Business Tax Rate
Compilation Rate
Consulting Rate
Individual Tax Rate
Payroll Rate
Review Rate

Tax Audit Rate

Navigation Pane

™
i = [ e | [ Concel |
For Help, press F1 Current Login: ADMIN  Current Period: 4/1/2014 - 430/2014

2. Click the Add button to enter a new record.

3. Enter a description of the rate in the Description field, such as
“Discount Rate” or “Premium Rate.”

4. Click the Enter button to save the record.

Setting up security groups
If your firm decides to use the security features in DT Practice, your firm
administrator can use the Security Groups screen to set up application
security for the firm. Using security groups, the firm administrator can
assign staff various levels of security permissions for application access,
protect the product’s features, and secure your firm’s database.

Once you have established security groups for your firm, you can assign
each staff member to one or more groups via the Security tab in the Staff
setup screen. For more information, refer to the Staff screen > Security
tab step beginning on page 56.
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Note: Before you can set up security groups, you need to enable firm
security. See “Enabling firm security” on page 39. You must then exit the
application and log in again using the ADMIN account.

To create, modify, or delete a security group, follow these steps.
1. From the Setup menu, choose Security Groups.

In the Security Groups screen, the selection list shows the
descriptions of security groups that have already been set up. In this
screen you can create, modify, and delete security groups, and
review permissions assigned to security groups.

[ DT Practice - [DTSample2] == e e

File Edit View Actions Setup Tools Help
PQBack - O -2 AR DK 0o & 2] Add o 3 @ -

2 | Security Groups

Search
Identification

Description
Add New Clients Description: | Billing

Administrator Security Group information

Privileges changed:

Billing Invoice Approval
Office Administrator & HR
Partner

Project Manager

Receipt and Adjustment Entry
Staff Manager

I

Navigation Pane

Time Entry Production
Collection
illing
7] Billed Tax Summary
(] Billing Analysis
Billing Worksheet
Imvoice Journal

Gl [] Reconciliation

[ Frint Labels & Letters
/-] Print Invoices & Statements

[ Delete Firm
5 [ Backup
a [] Restore.
L] [E]DT Connect
g" © ew Ment:
Actions Menu o
For Help. press F1 Current Login: ADMIN  Current Period: 4/1/2014 - 4/30/2014

2. To create a security group, click the Add button and enter a name in
the Description field. In the Privilege Selection tree, click the # button
to expand the list, and mark the checkboxes next to the permissions
you want to assign to the security group.

3. To edit a security group, click the description in the Security Groups
selection list, click the Edit button, and mark the checkboxes next to
the permissions you want to add or remove from the group.

Each time you make a change in the Privilege Selection pane, the
results of that change are displayed in the Privileges changed pane.
For example, if you change the Billing security group by marking the
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5.
6.

52

Edit Prior Period Invoices checkbox, the Privileges changed pane
shows you which areas of the application are affected by that
change.

[ DT Practice - [DTSample2] - [1] (= =]
Elle Edit View Actions Setup Isols Help
i@k - - @AM S 3% & 5l Ad -] A8z

| Security Groups

Search
Identification

Description
Add New Clients Description: | Billing
T Security Group information

Privilege Selection Frivileges changed

Billing Invoice Approval

Office Administrator & HR

2

S
o || Project Manager u

2 |[ Receipt and Adjustment Emry b

& Staff Manager DJW‘S Venu

§ Time Entry [F] Activity Data

] Bank Account Data

Client Data
[7] Contact Data
7] CPE Course Data
[] Custom Field Data
& [7] Custom Format Data
7] Custom Portlet Data
File Transfers Data
). [7] Firm Data

] Grouping Data
Invoice Data
View
Bill

T Invoice Number

Edit Prior Period Invoices

&
grﬂmm

Links -

For Help. press F1 Current Login: ADMIN  Current Period: 4/1/2014 - 4/3012014

4y

Note: The Privileges changed pane only shows the results of your
most recent change.

For more information about the relationship among security
privileges, see the topic More about security privileges in the
DT Practice Help & How-To Center.

Click the Delete button to delete a selected security group. Note that
you cannot change or delete the Administrator security group. The
Administrator group has all security privileges. All firms must assign
at least one staff member to the Administrator group to ensure that
all areas of the application can be accessed.

When finished, click the Enter button.

Choose File > Close Firm to log out of DT Practice as staff ADMIN.
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Note: If a staff member belongs to multiple security groups that have
different settings for a security privilege, the staff member will be granted
the privilege. For example, if one assigned group allows a staff member
Add privileges for Access Other Staff and the other group does not allow
that privilege, the staff member will be granted Add privileges.

Setting up custom fields for staff

The process for creating custom fields for staff records is similar to that
for creating custom fields for office records. See “Setting up custom
fields” on page 34.

Setting up staff records

Use the Staff setup screen to enter employee data such as personal
address and contact information and staff billing rates. For this example,
we will use the Sample database to set up a staff member.

1. Choose File > Open Firm to log back in to DT Practice.
2. Onthe login screen, enter CAT in the Staff ID field.
3. Leave the Password field blank.

4. Click OK.
5

Because this is the first time you have logged in as CAT since you
enabled security, you will be prompted to set up a password. Enter
password in the New Password and Confirm New Password fields,
and click OK.

Change Password

This is the first time you have logged on to Practice C5 or your password
has been reset. Please enter a password for Future logons.

Mew Password: LTI

Confirm Mew Password: sessenes

[ (a4 l | Cancel

6. From the Setup menu, choose Staff.

7. Click the Add button to add a new employee record, or Edit to make
changes to an existing record.
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8.

On the Main tab, record information for the employee such as staff
name, date hired or left, and educational requirements.

You can also assign the employee to groupings, which are useful for
filtering the staff list and for creating reports to analyze staff activities.
To learn more about groupings and setting them up in DT Practice,
see “Setting up groupings” on page 48.

[& DT Practice - [DTSample2] - [Staff] = el
File Edit View Actions Setup Tools Help
EQBack - D - D L 55 s o & S Add L 8-

=

[} Description Main | Contact Info | Rates | Securty | Custom Fields | Notes |
ADMIN | Administrator
Identification CPA Information
dha | Anderson. Justin
o . D fAT] Education Met | {none)
S || Pw rfilson, Jeff :l [a]
o || RS Smith, Jennifer 1 Description: | Turner, Cindy Experience Met. | {none) [=]
c Iy
i Johnson. Kimberly First: Cindy Exam Passed: | (none) [=]
B || MR Rogers, Melissa
2 |lsam Miller, Steve Middle: A Date Certified: | (none) [=]
=
i}
3 Last Turner Certification #
Staff information Groupings
SIN Office: California Office [=]
Hired 112011 [#]  Department Accounting Department [+]
Left: (none) [=]  Superviser Tuner, Cindy [~
Status: Active [=] Level Pariner [=]
N User preferences
r&@ﬂ- Setup User Preferences [ _ |
@
»

Add Ed Delete Edit multiple Staff Enter Cancel

For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014
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Note: If you have security permission, you can open any of the
Groupings drop-down lists and right-click to add, edit, or delete an
item “on the fly.”

Groupings
Dffice: Michigan Dffice [+ ]
Department: inting Departmen E
1] Description
Supervisor ACCOUNTDEPT  Accounting Department
Lo ATTESTD! Add Department
ervel
TADEPT Edit Department Ly
Delete Department

Use the Contact Info tab to record a staff member’s name, address,
phone, fax, and email information.

[, 0T Practice - [DTSample2] - [Staff] felbe s
File Edit View Actions Setup Teols Help
PGBk -@ - A A S -8 =0 Ad -] S @
&
D Bencriplon Rates | Securty | Custom Ficlds
ADMIN | Administrator
Core Phres
JAL Anderson, Justin Name: Cindy Tumer Business (] | (800) 962-8300 5785
P Viison, Jeff e -
JRS Smith, Jennifer
o Johnsan, Kimbery Company: Parnes, Velano, Martinez & Co. Mobile () [ (734 658-9658
MHR Rogers. Melissa Salutation: Home  [2]
A LD Fileas Tumer, Cindy Business || is the primary phone number.
e Business (] [ 1235 Main Strest
&
a
é City: ‘Ann Arbor Ei Province: M| [] Postal Code: 43108 Ei
= County Vashtenan [z]] Cowi  [usa &
= §
a
£
Internet
E-mail &
Display s
ebsite:
Portal [=] [ Find Actions ||
Ta enable File Transfers or DT Mokilefor this Contact, assion 2 partal in DT Staff Portal here.
Reltionsfips [ Links | Custom Felds
Additional Contacts
2 Associations
fufea “This Contactis associated to the following Clients. Staf andior Offces:
pors Tuer Crcy =
% st mutie Saf EEE)
For Help. press F1 Current Login: CAT  Current Period: 41112014 - 4302014

You can also use this tab to assign employees to contact categories,
which enable you to sort contacts according to groupings that you
define. The contact categories you create can be used with all of
your contacts, whether they are your own staff or external contacts
such as clients. For more information on contact categories and
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10.

11.

56

setting them up in DT Practice, see “Setting up groupings” on page
48.

Use the Rates tab to specify the employee’s cost rate and billing
rates.

The Rates tab displays rate descriptions you entered in the Rate
Descriptions setup screen. For more information on entering rate
descriptions in DT Practice, see “Setting up staff rate descriptions”
on page 49.

{3} DT Practice - [DTSample2] - [Steff] felle- ==
File Edit View Actions Setup Tools Help
PQBack - O -2 A2 N 78 - ® o) Ad - [E=T
B
L Deseription Wain_| Contact Info | Rates | Securty [ Custom Fieids [ Notes |
ADMIN | Administrater |
I N[ Effective Date <
| Idenification
JAA Anderson, Justin |
- i Effective Date: | 1/1/2014
o |[9Pw Wilson, Jeff Lzl o ]
& |[9Rs | Smith, Jennifer T W2 | Costrate s70.00[]
[ Johnson, Kimberly Tzt 5
= ling rates
S ||MAR | Rogers. Melissa |
= |l T Description Hourly Rate
i3 » | Accounting Rate 125.00
B Audit Rate 2500
< Business Tax Rate 25000
Compilation Rate 20000
Consulling Rate 35000
Individual Tax Rate 2500
Payroll Rate 5000
Review Rats 20000
Tax Audt Rate 20000
*
B
@
» - -
= [ Edi Delels Edit multiple Staff
For Help, press F1 Current Login: CAT Current Period: 4/1/2014 - 47302014

Note: Each rate table has an effective date. When you select an
effective date from the list on the left, this tab shows the cost and
billing rates for that effective date.

Use the Security tab to assign an employee to one or more security
groups. The Privileges tree on the right shows all areas of the
application to which each security group has access. To add a staff
member to a security group, mark the checkbox for that group.
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The Security tab displays security profiles you entered in the Security
Groups setup screen. For more information on setting up security
groups in DT Practice, see “Setting up security groups” on page 50.

[B DT Practice - [DTSample2] - [Staff] (===
File Edit Miew Actions Setup Tools Help
POBack -0 -2 ) IG5 Ll =] A S ) g
» | Staff
[BEZ
D Descripiog Main_| Contact Info | Rates |} Sscurty || Custom Fieids | Notes |
ADMIN | Adminisirzior
AN Anderson, Justin prem——
I Wiilson, Jeff (e Pomruost
" JRS Smith, Jennifer Member of groups: Privileges:
S [l Johnson, Kimberly [¥] Add New Clients = DT Practice -
= | TEn
I EX Miller, Sieve B =) File Menu
= [v] Billing = New
= ] Billing Inveice Approval Firm
H ] Office Administrator & HR Remote Entry
i) - & Import
z ] Pasinec Conversion Data
[@ Project Manager Custom Formats
V| Receipt and Adiustment Entry o Remote Entry Data
= port
[#] Staff Manager Journal Entries to CS Accounting
] Time Eniry Clients
Staff
Contacts to Outlock®
Custom Formats
Remote Entry Data
&1 Print Reparts
&l Lists
) Aciities
m Activity Categories
— Client Groupings
oo ClientEngagement
Clients -
: Edit mltiple Siaff Enter Cancel

For Help, press F1

* Curment Login: CAT  Current Perioc: 4112014~ 43012014

Notes

There is no limit to the number of groups a staff member can
belong to.

If firm security is enabled and staff members do not have any
security groups selected, they will not be able to log in to the
program.

If a staff member belongs to multiple security groups that have
different settings for a security privilege (for example, one

security group has add / edit / delete permission and the other
group does not), the staff member will be granted the privilege.
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12. On the Custom Fields tab, enter applicable information for any
available fields.

[B! DT Practice - [DTSample2] - [Staff] [folie =
File Edit View Actions Setup Tools Help
P @Bk - O - & ) Y B - ® =)l Add -] .
=]
D, Description Main_| Contact Info | Rates | Securty | Custom Fields | Notes
ADMIN | Adminisireior
Emergency Gontact PersonPhone: | Car Cross (74) 5553310
Iy Andersan. Justin Eirth Month 02- February
I Wiilson, Jeff
o |7 Smith, Jennifer
5 KMJ Johnsen, Kimberly
o || MHR Rogers, Melissa
| EX Miller. Steve
=
@
D
=
o
z
5]
Bl 2o Ede Dekte Edit muliple Siaff Enter Cancel
For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014.

13. In the Notes tab, enter any information you would like to track about
a staff member.

@DTPmdi(E—EDTSampIrZ]—[ShIF} .
File Edit View Actigns Setup Tools Help

i Back D - T TP 8- o) Add Q@

=]

1Dt Description | Main_| Contact Info | Rates | Security | Custom Fields | Netes
ADMIN | Administrator

[ Annual salary review scheduled for Apri =

JAN Anderson. Justin
o [P iilson, Jeff
S [[rs Smith, Jenniter
o | Johnson, Kimberly
S |[mr Rogers. Melissa
s |[sam Miller, Steve
S5
S
i}
7

B
: Edit multiple Staff Enter Cancel

Add Edit D
For Help, press F1 Current Login: CAT ~ Current Period: 4/1/2014 - 41302014

i
a
L
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Setting up staff management tools

The separately licensed Staff Management module enables you to
assess staff performance relative to targets set for them, to facilitate staff
work assignments by defining qualifications and adding items to work
gueues, and to track benefits such as comp time, and more. To take
advantage of these features, you should perform some initial setup
tasks.

Setting up staff skill sets
Skill sets are comprised of skill areas, which are categories of work that
your firm performs, and skill ratings, which denote the level of a staff
member’s expertise. For example, a staff member may be highly skilled
at preparing individual tax returns. You could assign that staff member a
rating of “expert” for an “AUDIT” skill area.

Define skill areas by choosing Setup > Staff Skill Areas, and define skill
ratings by choosing Setup > Staff Skill Ratings. Once skill areas and skill
ratings are defined, you can create skill sets for each staff member on
the Staff setup screen (choose Setup > Staff > Skill Set tab).

Setting up qualifications filters
With staff skill sets established, you will want to set up staff qualifications
filters that can be applied to your firm’s work. For example, if your firm is
also licensed for the Project Management module and you want to
restrict the assignment of certain projects to staff with high levels of
expertise in a skill area, you can create a filter for such staff and attach it
to the relevant projects.

To set up a filter and apply it to a project, choose Setup > Manage
Projects, double-click a project to open the Project dialog, and click the

L| button next to the Staff qualifications field in the Assigned section to
open the Staff Filters dialog. Click the Add button and define a filter for
the desired skill sets. When the filter is complete, click Enter, click Done,
and choose the filter in the Staff qualifications field.

You can then either assign the project to a qualified staff member, or add
it to the firm’s work queue, where a qualified staff member can select it.

You can also set qualifications for project and task templates, so that
new projects and tasks have qualifications defined by default.

For more information on setting up filters, see “Filtering your data” on
page 93.
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Setting

Setting

staff target hours

To set target hours for a staff member, choose Setup > Staff > Targets
tab. On this tab you can define targets for different times of year,
entering target work hours for each day of the week and specifying a
percentage of hours that should be billable. DT Practice calculates the
weekly work hours and billable hours. Choose a billing rate for each time
period to have DT Practice calculate a target billable amount.

With target hours entered for your staff, you can monitor staff
performance using the Targets tab of the Manage Staff screen.

up staff benefits
To track staff benefits using the Staff Management module, you need to
perform the following setup tasks:

=  Specify the current benefit year and enter firm holidays on the Firm
setup screen. Choose Setup > Firm > Benefits tab.

= Enable comp time, if applicable, by marking the checkbox on the
Benefits tab of the Firm setup screen.

= Add activities with a class of Administrative and an administrative
type of Accruable Benefit, then set up accrual rates and carryovers.
Choose Setup > Activities. For more information on setting up
activities, see “Activity setup” on page 65.

= Activate accruable benefits and comp time for staff and enter
effective dates and beginning balances, as applicable.

= If your firm uses the security features in DT Practice, allow access to
schedule items. Choose Setup > Security Groups, and for the
applicable security groups, mark the checkbox for Schedule Items
under Setup Menu. This enables your staff to view schedule
information and submit benefits requests, such as vacation requests.

For more information on setting up security, see “Setting up security
groups” on page 50.

Editing multiple staff records

60

The Edit Multiple Staff dialog provides a quick way to edit information for
multiple staff members at one time, or to copy staff billing rates from one
staff member to one or more others.

b  To open the Edit Multiple Staff dialog, click the Edit multiple Staff
link at the bottom of the Staff setup screen.
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Editing information for multiple staff members
To change information for multiple staff members simultaneously, follow
these steps.

1. Inthe Edit Multiple Staff dialog, click the Change Staff information
option and click Next.

5 Edit Multiple Staff ==
Choose how you would like 1o edit your Staff

@ Change Staff information
*) Copy Staff Rates

1 Add Security Groups

Back Next Firish Cancel |

Note: If your firm is licensed for Staff Management, this dialog
includes Change Staff Benefits, Copy Staff Targets, and Add Staff
Skills as additional options.
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2. Inthe left pane, select the staff members whose records you want to
change and click the Select button to move them to the right pane.
When finished with your selections, click Next.

[&, Edit Muttiple Staff e

Select the Staff you would like to change information for:

B
ID Description D Description
ADMIN Administrator
SAM Miller, Steve
< Bemove
<Badk | [ Nes» ][ Fnsn | [ Caneel

Note: To select multiple staff, hold down the CTRL key as you make
your selections.

3. Inthe first field, select the field that you want to change for the
selected staff members.

4. In the next field, enter or select the new value for the field.

[ Edit Selected Staff
Select the fields you would like to update and enter the values you would like to update them to.
Il C
Selected Staff
Staff ID Description Office
» MHR Rogers, Melis | California Offi
JPW Wilson, Jeff Michigan Offic
CAT Turner, Cindy | California Offi
Hext > Eneh
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5. If you want to change additional fields, click the [*J button and repeat
steps 3 and 4 above.

6. When finished selecting fields and new values, click Finish.

7. Click Yes to confirm the changes.

Practice C5 &3

&% Vou are about to make changes to multiple Staff entries,
W' Are you sure you want to continue?

Copying staff billing rates
The following procedure enables you to copy the billing rates used for
one staff member to the records of one or more other staff members.

1. Inthe Edit Multiple Staff dialog, click the Copy Staff Rates option and
click Next.

@) Edit Multiple Staff =
Choose how wou would like to edit your Staff:

~) Change Staff information
@ Copy Staff Rates

7 Add Secuity Groups

Back | [ Mea ][ Frisn | [ Cancel ]

2. Inthe left pane, select the staff members to copy staff rates to and
click the Select button to move them to the right pane. When finished

with your selections, click Next.

Note: To select multiple staff, hold down the CTRL key as you make
your selections.
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Exporting staff records to DT FileCabinet

64

3. Inthe first field, select the staff member whose rates you want to
copy to the other staff members’ records.

In the second field, select the effective date for the set of rates you

want to copy. For example, if you want to copy the rates from when
the staff member was hired, select the hire date or earliest date. You
can verify the rates to be copied in the grid below the fields.

@) Edit Multiple Staff

Staff: CAT

Accounting Rate
Audit Rate
Business Tax Rate
Compilation Rate
Consulting Rate
Individual Tax Rate
Payroll Rate
Review Rate

Tax Audit Rate

Effective Date: | [EEEME]

Description

Select the Staff and Effective date for the Rates you would like to add to the selected Staff. You will only be allowed to add Rates for effective dates
that the selected Staff does not already have.

125.00
325.00
250.00
200.00
350,00
22500
50.00

200.00
200.00

==

Rate

5. Click Finish.

6. Click Yes to confirm the changes.

If your firm is licensed for DT FileCabinet, you can export staff from

DT Practice to DT FileCabinet. This process creates a drawer for each
exported staff member in DT FileCabinet, eliminating the need to set up
drawers manually. You can also choose to create a DT Practice folder
for each new drawer.

1. Choose File > Export > Staff.

2. On the Export Staff screen, mark the DT FileCabinet checkbox.
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3. If you want to create a DT Practice folder in each new staff drawer,
mark the Create a DT Practice folder in DT FileCabinet Clients

checkbox.

@DTPramca-[DTSamp!al]-[EzportStaﬁ] Eﬂ@
File Edit View Actions Setup Tools Help

[ GuBack 2D - @A RGBS =0 Add o] M

= | Export Staff

Create 3 DT Practice folder in DT

Export to: 7] DT FilsCabinet] |CoWinCSI\FCabData v e L
Other
! EE
5 X D Description First Name Last Mame E-mail
o ADMIN Administrator
5 MHR Rogers. Melissa | Melissa Rogers Melissa Rogers@
e JAA Anderson, Justin | Justin Anderson Justin Anderson
2 SAM Miller, Steve Steve Miller Steve Miller@p.v.
3 JPw Viilson, Jeff Jeff Vhlson Jeffvflson@p.v.
z KMJ Johnson, Kimberl | Kimberly Johnson Kimberly Johnson
cAT Tumer, Cindy | Cindy Turmer cindy.turmer@p.y.
JRS Smith, Jennifer | Jennifer Smith Jennifer Smith@p.

k=1
&

«

For Help, press F1 Current Login: CAT = Current Period: 4/1/2014 - 4/30/2014

4. Select the staff you want to export by marking the checkboxes for
each. You can filter the staff list to narrow your selection.

5. When your selections are complete, click the Export Selected button.
DT Practice exports the selected staff members to DT FileCabinet
and creates drawers for each of them.

Note: To export staff to an XML file, mark the Other checkbox, click

the E] button and navigate to the folder where you want to save the
file.

Activity setup

When your firm performs services for clients, these services can be
broken down into various types of activities, for which there may also be
associated expenses. In DT Practice, activities represent both the
services the firm performs and the associated expenses. When you enter
time and expenses in DT Practice, you are required to select an activity
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that represents the service or the expenses associated with that service.
Because much of the billing and reporting in DT Practice is based on
activity codes, it is important that firm partners and administrators plan
the structure of their activity codes very carefully.

Before you set up firm activities, you should first set up information that
will be used during activity setup, including activity categories and
custom fields.

About activities and engagements

66

One of the most important decisions you will make while setting up

DT Practice is how to structure your activities and engagements in the
application to describe the services you provide to your clients. The
activities that you set up in DT Practice represent work that your staff
performs, but how do you set up that work in a way that makes sense for
your firm and that enables you to generate the kinds of reports you will
need to see?

DT Practice provides a multiple-tier structure that is flexible enough to
accommodate large and small firms, with just a few specialties or a wide
range of client services. These tiers consist of activities and activity
categories along with engagements and engagement categories.

During time entry, your employees choose a client, engagement, and
activity for each transaction. Thoughtful setup of your firm's
engagements and activities will increase staff efficiency and maximize
the information you can extract from your DT Practice database.

The most general tier of the structure is engagement categories. At this
level, you may wish to subdivide your firm'’s services into just a few major
areas, such as tax, accounting, and consulting services.

For each engagement category, you can then set up engagement
templates, which describe general tasks performed for clients. For
example, under a “Tax Services” engagement category, you might add
engagement templates for Corporate Tax Services and Individual Tax
Services. These templates can be used to add engagements to your
client records quickly and efficiently. The engagements can then be
edited on a client-by-client basis to tailor them to a client’s unique
circumstances.

Beyond engagements, activities typically provide more detailed
descriptions of the work your staff performs. The activities themselves
can be grouped by activity categories that you define.
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If you have defined a “Tax Services” engagement category and separate
engagement templates for “Corporate Tax Services” and “Individual Tax
Services,” you can use activity categories to create another tier in the
engagement/activity structure. For example, you can add activity
categories for various corporate tax entities.

The most detailed level of this structure is activities. Assuming you set
up engagement categories and templates as described above, and
created activity categories for the various tax entities, you could then
create activity codes for the specific tax-related tasks that your staff
performs, such as preparing a return, reviewing a return, and so on.

The structure described in this section is just one way you could set up
these items in DT Practice. You may decide that your firm’s processes
require a different setup strategy. DT Practice is designed to be flexible
enough to accommodate the optimal structure for your firm, whatever
you decide it should be. We strongly encourage you to think very
carefully about this aspect of application setup, because how you
implement your engagement and activity structure will determine how
useful the data provided by DT Practice will be for your firm. You should
also strive to implement your firm’s optimal structure from the beginning,
as it will be difficult to reconfigure that structure after you have begun
using DT Practice to process data.

Setting up activity categories
Use activity categories to create separate classifications, or groupings, of
staff activities. These categories are then available for selection in the
Main tab of the Activity setup screen. Examples of activity categories
might include “Audit work,” “Employee expenses,” “Vacation/sick time,”
“Tax return preparation,” or any other appropriate designation.

Bear in mind that within each activity category, you can create an
unlimited number of individual activities. For a “Benefits” activity
category, therefore, you could create separate activities for “vacation”
and “sick,” enabling you to differentiate between the two. Before setting
up activity categories, be sure to read “About activities and
engagements” beginning on page 66.

Activity categories resemble other groupings in DT Practice, and the
process for creating them is also similar. Choose Setup > Groupings >
Activity Categories to access the Activity Categories setup screen. For
more information on creating groupings, see “Setting up groupings” on
page 48.
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Setting up custom fields for activity records

The process for creating custom fields for activity records is similar to
that for creating custom fields for other records. See “Setting up custom
fields” on page 34.

Setting up activities
Activities are the most detailed level of staff work tracked by DT Practice.

Before you set up activity records, be sure to read “About activities and
engagements” beginning on page 66.

To set up an activity in the application, follow these steps.
1. From the Setup menu, choose Activities.

2. Inthe Activities screen, click the Add button.

3. Enter a unique ID for the activity.
4

Enter a brief description in the Description field. This is a description
for internal use that will appear on reports.

5. You can enter a longer, more detailed description in the Invoice
Description field. This is the description that will appear on invoices.

6. Inthe Type field, select either Time or Expense.

7. Inthe Class field, select Billable, Nonbillable, or Administrative for
the activity.

Note: Administrative activities can only be selected for clients
designated as Administrative on the Client setup screen.

= If you selected Administrative in the Class field, you must then
make a selection in the Administrative type field — either
Accruable Benefit, CPD, or General. This designation is
important if your firm is licensed for the Staff Management
module.
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= Ifyour firm is licensed for Staff Management and you selected

Accruable Benefit in the Administrative type field, click the L'
button and set up the rate of accrual and carryover information in
the Accruable Benefit dialog.

@ Accruable Benefit* EI@
Accrual information
Accrues: Annuzlly |z|
@ Every January |z| 15

On the last weekday of DecemberE
On the Staff employment anniversary
Allowance information
Fixed Annual Hours: ED.DDIZ‘
@ Based on months of employment: |:|
Based on Staff Level:
Carryaver information
V| Allow annual carryover

V| Maximum allowed JE.EEE

[ Grel |

8. Inthe Status field, select Active. If an activity is marked Inactive, it is
not available for use in time and expense entry.

9. Enter any additional information for the activity in the appropriate
fields. Other available setup options include assigning the activity to
an activity category grouping for reporting purposes; calculating a
surcharge, service tax, or sales tax on the activity; and assigning a
staff rate or fixed rate to the activity.

10. On the Custom Fields tab, enter applicable information in any
custom fields.

See “Setting up custom fields” on page 34 for more information on
creating your own custom fields.

Client setup

Before you create records for your firm’s clients, you should first set up
information that you will use during client setup, including client entities,
contact categories, engagement categories, custom fields, recurring bill
descriptions, and engagement templates.
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Setting up client entities

Client entities might include “CORP,” “EXEMPT,” “INDIV,” or any other
designations that describe the various types of clients you serve. Choose
Setup > Groupings > Clients > Entities to open the Client Entities setup
screen.

Setting up contact categories

Use contact categories to group contacts together according to certain
criteria. For example, you may wish to send certain letters only to your
tax clients, or send important announcements to contacts for selected
clients. The categories you establish can be used for any type of contact
within DT Practice, including your firm, staff, and clients.

Contact categories resemble other groupings in DT Practice, and the
process for creating them is also similar. Choose Setup > Groupings >
Contact Categories to access the Contact Category setup screen. For
more information, see “Setting up groupings” on page 48.

Setting up recurring bill descriptions

70

Your firm may use many varieties of recurring bills for different clients
and engagements. DT Practice enables you to describe these varieties
using recurring bill descriptions. You can then select these descriptions
when you are setting up an engagement for a client for work that you bill
on a recurring basis.

Follow these steps to add a recurring bill description.

1. From the Setup menu, choose Recurring Bill Descriptions.
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2. Click the Add button.

[8) DT Practice - [DTSample2] - [Recurring Bill Descriptions] =N R
File Edit View Actions Setup Tools Help
PQBack - -2 A SR (8- O[F Add - Quc
&> | Recurring Bill Descriptions
Search
Identification
Description
Menthly Accounting Description: ||
Morthly Payrall
Quarterly Accounting
o
c |
o
a
c
o
2
m
=
H
i)
4
m
2
For Help, press F1 Current Login: CAT | Current Period: 41112014 - 473072014

3. Inthe Description field, enter a name that describes the type of
recurring bill.

Example: If you have a client for whom you perform monthly write-
up work, enter Monthly Write-up.

4. Click the Enter button to save the description.

Setting up engagement categories
Engagement categories are high-level groupings describing the work

performed by your staff. Before creating engagement categories, be sure
to read “About activities and engagements” beginning on page 66.

Engagement categories might include “ADMIN,” “AUDIT,” “BOOKKEEP,”
“TAX,” or any other designations that describe the sort of services your
firm provides to its clients.

Set up these groupings by choosing Setup > Groupings > Clients >
Engagement Categories. For more information, see “Setting up
groupings” on page 48.
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Setting up engagement templates

72

Engagement templates make it easier to set up new engagements for a
client, by providing standard templates for engagements that can be
copied to a client record and then edited to suit the actual engagement.
You can also designate a template as the default engagement for new
clients. Every client must have at least one engagement assigned in the
application.

Note: Items you select from the drop-down lists in this screen come from
entries you have made via the Setup menu (for example, Setup > Taxes
> Tax Areas). If you have security permission, you can also right-click in

any of these drop-down lists to add, edit, or delete items in the list.

[B} DT Practice - [DTSample2] - [Engagement Templates] (=N EoR =

File Edit View Actigns Setup Tools Help

i@k D - DM A% ® S0 A -] R
Engagement Templates
Search: | SR Identification
D Description
D Jzomin] Default Engagement for new Clients
ACCOUNTING | Accounting Service
m Description: Administrative Services
AuDIT Auiit Services Administrative Services - [[m)
BUSINESSTAX | Business Tax Servi| ™eice Description 5
) o e i
= COMPILATION _ | Compilaion Servic || ¢ ment information Groupings
& || CONSULTING | Consuling Service .
c |[mowTax Individusl Tax Sery | TS Active [¥] ofice  [¥] | Michigan Office [=]
& |[PAYROLL Fayrall Services GL Account: Category: | Administrative [=]
2 || review Review Servi —
H S | TaxAves =] s [v) =]
T || TAxauDT Tax Audit Services =
z Reviewer: [ =
Manzger: [w] [=]
Rates | Recuring Bils | Surcharges | Links | Custom Fields
No Rate
Staff Rate, =]
© Fixed Rate: sn.00[+]
Markupldown factor 1.0000[=
> Emer || Cancel
For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 43012014

The following steps will walk you through the process of creating a new
engagement template.

1. From the Setup menu, choose Templates > Engagements.
2. Click the Add button.

3. Inthe ID field, enter an ID for the engagement that will make it easily
identifiable for your staff.
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Note: This is a required field. The ID will be saved in upper case
letters regardless of how it is entered.

4. In the Description field, enter a description for the engagement. An
example might be “Annual year-end audit.”

5. Because all clients must be assigned at least one engagement in the
application, it is necessary to have a default engagement. If you
wanted to designate this engagement template as the default for all
new clients, you would mark the Default Engagement for new Clients
checkbox.

6. Make selections in the following fields as appropriate:

= Office
= Category
= Biller

= Reviewer
= Manager
7. Onthe Rates tab, click a rate option.

= No Engagement Rate: This is the default rate for a new
engagement.

= Staff Rate: Select a staff billing rate from the drop-down list. This
causes the engagement to be billed by the rate category you
select. When employees enter time for the engagement, the rate
is drawn from the corresponding entries in their staff records.

= Fixed Rate: Enter a fixed rate amount for the engagement.

8. If this is a recurring engagement, click the Recurring Bills tab and
enter a description, method, amount, and other information as
necessary.

9. If this engagement involves surcharges, click the Surcharges tab and
click the appropriate option. The default option is No Surcharge.

10. If you want to link this engagement with a document, folder, web
page, interaction, or DT FileCabinet document, click the Links tab
and add the link. For information on adding links, see “Setting up
links” on page 33.
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11. If your firm has added custom fields for engagements, click the
Custom Fields tab and enter the information.

12. Click the Enter button to save the engagement template.

The engagement template is now available for selection when setting up
a new client.

Setting up custom fields for client records

The process for creating custom fields for client records is similar to that
for creating custom fields for other records. See “Setting up custom
fields” on page 34.

Setting up project management tools

The separately licensed Project Management module enables you to
track the work your firm performs for its clients by breaking it down into
projects that represent specific instances of an engagement, and then by
individual tasks within those projects. Use projects and tasks for status
reporting, project tracking, and streamlining your workflow through
features such as notifications. For more information on notifications, see
“Setting up notifications” on page 77.

Setting up tracking descriptions
If you are licensed for the Project Management module, you should set
up tracking descriptions to help track the progress of projects within the
application. These descriptions may include items such as “Started,” “Not
Started,” “Cancelled,” “Completed,” and so on, based on the various
stages of projects that you want to be able to track.

To set up tracking descriptions, choose Setup > Tracking Descriptions.

Setting up project and task templates
If you are licensed for the Project Management module, you will want to
set up project templates to simplify the creation of projects in
DT Practice. Depending on how your firm handles projects, you may also
want to set up various tasks for each project template you create.

You can associate both project and task templates with software
solutions you will use to work on them, such as Microsoft Word.®

P To set up project and task templates, choose Setup > Templates >
Projects.
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Setting up project templates
Project templates contain key project information, such as date
calculations, recurrence patterns, project tasks, budget information, and
assignments. When you add a project to a client record, you select a
project template, and project information — including date calculations
and future project creation — is filled in from that template.

{3, DT Practice - [DTSample?] - [Project Templates] (=R ==
File Edit View Actions Setup Tools Help
(QBack - - D QB2 & =) Add A @
Search: [T Main | Tasks | Links | Custom Filds |
[ Deseription || identification
706 Estate Tax Return o =
- ST Enpioers S Description Gift Tax Return
o TR T o I Preparation of U.S. Gt Tax Retum for the year ended [Date Fomat(Report Date Periad Endi-1), "MHMMM d, )]
1040 Individual Income Tax
i 1040 Estimated Tax Pa | =/ | Project information Groupings
TosoBT 1040 Extension Engagement: Business Tax Services =] Responsible: |~ | | Client Partner
040NOTICE | Individual Tax Notice
2 || 1040SIMPLE | indivicual ncome Tax Prierity: Hermal = Department: |+ | | Tax Depariment [=]
& || T04OTAPA | indivicual Tax Flanring Tracking: Not Storted B
5 | 10eox Amended Individual Inc Enilies
S o
5 |[7oa Estete and Trust Tax R
2 |oes Parinership Tax Retu Asseciated Enlties: 8]
3 || 1= 038 Budget information Assigned
1120 Corporate Tax Retun Staft: [~ | [Engagement Mansger
11205 S Corporate Tax Return iy
1200 1120 Estimated Tax Fa
ACCTSYSCO | Aocounting System Co Hours oof-]
ANNSALESU | Anrual Sales & Use Ta Amount: s000[=]
ANNUALCOM | Annual Campilation Genersiion Solution
APRWRITEL | April Wiiteup
i T Select solution: | Other [=]
AUDITZ Audiz Pattern:  Due an every April 15 Solution path
AUGWRITEU | August Vriteup
BIWEEKPAYR | Bi-Weekly Payrol
BUSAMENDT | Business Amended Tax Extensicns
ST | B T Eeeie Extend the original due date by:
5‘3 BUSTAXNOTI | Business Tax Nefice - Extension Number Month(s) Day(s)
|| BUSTAXPLAN | Eusiness Tax Flanning
& || CONSULTING | Consuiting
DECWRITFLL_| Devember Writein =
K Import Default Project Templates Enter Cancel
For Help, press F1 Current Login: CAT  Current Period: 41112014 - 473072014

Use the Associated Entities field to specify the entity types for which this
project should always be created. When you add one of those entities to
a client record, you will be prompted to add the associated project(s) as
well.

Project generation
On the Main tab, you can specify when the next project should be
generated for a client, and choose information from the current project
upon which to base the next generated project. If you want to generate
future projects so that they are available before the current one is
completed, choose a date prior to the due date. You can also have
projects generated automatically at a fixed period of time before they will
be due by entering the number of months and/or days that will provide
you with the desired project generation date. This option can help
simplify your project planning by showing you only the projects that are
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currently relevant. You can also choose to manually create new projects.
For more information on the available project generation options, please
see the topic Setting up project recurrence and generation options.

If you anticipate needing extensions for a type of project, those
extensions should be set up at the template level. Click the Dates tab
and add one or more extensions by specifying the number of months and
days by which to extend the due date.

Importing default project templates

To assist you with setup, DT Practice comes with more than 400
common default project templates that you can import and use to set up
your own projects. Click the Import Default Project Templates link at
the bottom of the screen to open the Import Default Project Templates
screen. Here you can import all of the default templates, or select the
ones that are most relevant to your firm.

[& import Default Project Templates = ===
I =[]
o D Description Recurs Due Date Imported 2
» [/ 990FED Annual Info Rin for Exmpt Orgs Annually Due on every fifth month after FYE on day 15 No
]| 10408 U S Ind. Income T Rin (10404) Annually Dus on every April 15 No
]| 1040ES Fed Ind. Est Tax Periodic April 15, June 15, September 15, January 15 [
| 10402 U S Ind. Income T Rin 1040EZ Annually Due on every April 15 No
]| 1040FED U S Ind. Income Tax Return Annually Due on every April 15 Mo
][ 1041FED U'S Income T Rin - Est &Trsts Aonuzlly Due on every fourth month after FYE an day 15 [
7| 1085FED U S Part. Return of Income Annually Due on every fourth month after FYE on day 15 No
] 11208 U S Corp Sht-Frm Income Tx Rin Annually Due on every third month after FYE on day 15 No
]| 11200 U'S Corporation Income Tx Rtn Aonually Due on every third month after FYE on day 15 [
| 11200 U 5 Life Insurance Corp Return Annually Due on every third month after FYE on day 15 No
]| 1120PC Prop & Casualty Ins Co Fed Rin Annually Due on every third month after FYE on day 15 Mo
]| 1120RET Real Estate Invstmnt Trust Rin Aonuzlly Due on every third month after FYE on day 15 [
| 112081 Reg Investment Company Return Annually Due on every third month after FYE on day 15 No
] 11208 U S Income T Rin for S Corp. Annually Due on every third month after FYE on day 15 No
]| 2688FED Ind. Additionz| Ext Request Aonually Due on every August 15 [
]| 4888FED Ind. Extension Request Annually Due on every April 15 No
]| 7004FED Corp. Extension Request Annually Due on every third month after FYE on day 15 Mo
]/ 8109 U'S Corporation Estimated Tax Periodic April 15, June 15, September 15, December 15 after FYE | No.
7| e736FED 1065, REMIC & 1041 Ext Request Annually Due on every April 15 No
] B200FED 1065 REMIC & 1041 Add Ext Rast Annually Due on every July 15 No
] 50221 Foreign Bank Account Aonually Due on every sixth month after FYE on day 20 Mo
]| Akodsi1 AK Corp. Income Tax Annually Due on every fourth month after FYE on day 15 No -
port Selected Cancel ]
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Setting up task templates
Task templates provide a way of breaking down projects into individual
components, or tasks. Though tasks can help any firm track project
status, they are especially useful if your firm divides projects among
multiple employees. Task templates contain key information for individual
tasks that make up the project. Click the Tasks tab to add new tasks.

@ Task Template @

|dentification Target dates
Order: 2 Start: 0| month(s) 05| day(s) | After received date |z|
Activity: Preparation |z| Complete: 0151 month(s) 65| day(s)  After received date |z|
Description: Preparation

Task Information Assigned
Tracking description: | Mot Started |z| Staff: E] E]

Budget information Solution

Calculate amount automatically Select solution: |z|
Hours D.DD'zl Completion event: | Freparation Complete |z|
Amount s0.00[=]

Notes

If you use tasks, you can mark the Base on Tasks checkbox on the Main
tab of the Project Templates setup screen to base a project’s budget
information on the information entered for its tasks, or leave the
checkbox unmarked and enter your own project-level budget information.

You can also use links and custom fields for tasks.

For more information on project or task templates, choose Help > Help &
How-To, and enter project templates or task templates in the search
field for a list of relevant topics. You may also want to open the Sample
database and look at the projects that have been set up there.

Setting up notifications
When certain changes are made to a project or task, DT Practice can
provide notifications about those changes to relevant staff members, via
dashboard portlets and/or pop-up notifications. To set up notifications for
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your firm, choose Firm from the Setup menu and then click the

Notifications tab.

Note: If your firm has enabled security profiles in DT Practice, you must
have security privileges to make changes to the Notifications tab.

In the Notifications tab, mark checkboxes for each monitored event that
should trigger notifications, and indicate which staff members should
receive those notifications. You can choose the Responsible and
Assigned staff and choose an additional staff member from a staff list.

Main | Contact Info I Preferences | Biling and FVRI Benefrlsl Notifications ‘

Client
Monitored Event
The AR Limit was exceeded
The WP Limit was excesded
Project Management
Menitored Event
[] The Assigned on a Project changed
[] The due date on a Project changed
[] The received date on a Project was entered

[] A Project was extended

[] A Project Task Staff changed
Motify the Staff assigned to a Task that it is ready to be worked on
Client Management
Monitored Event
Motify Staff when a Phone Message is taken for them
[] Motify Staff when & new Partal is registered
[] Notify Staff when a File Transfer is completed
[] Motify Staff when files provided by a Contact are ready to download
Motify Staff when & file in & File Transfer is electroniczlly signed or rejected
[F] Motify Staff when a file in a File Transfer is downloaded
Staff Management
Menitored Event
[] Benefit time was lost due to the carryover maximum
[] Benefit time was used
[F] Comp time earned was entered
& Scheduled Benefit request was entered
Status changed on a Scheduled Benefit
[] The Target Start Date on a Schedule ltem changed
[] The Target Complete Date on a Schedule ltem changed
[] A Schedule ltem has been completed

Notify

Notify

Netify

Notify

M

FEEEE H HEEE

HEEEEEER

Partner Manager Motify by E-mail
] ]
] ]

Responsible Assigned Notify by E-mail

=] =] ]

] ] ]

] ] ]

] ] ]

Staff

=] ]
]

Partner Manager Motify by E-mail

i e s

Supervisor  Assigned Nofify by E-mail

OOoOOoOoEODOO
OooE
Oo@oooo@oa@

To aid your firm’s workflow, mark the Notify the Staff assigned to a Task
that it is ready to be worked on checkbox. Each time a project task is
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completed, the staff member assigned to the subsequent task is notified
that the task is ready to be worked on. You can also mark the Notify by
E-mail checkbox to send the appropriate staff member a message about
monitored events.

Notes

= Individual staff members can enable desktop natifications by
choosing Setup > User Preferences and marking the Enable desktop
notifications for monitored events checkbox on the System tab.

= If your firm is licensed for the Staff Management module, the
monitored events in the Staff Management section are available.

Setting up client records

DT Practice enables you to enter all the information your firm needs to
track and bill the services you perform for your clients. In the Clients
setup screen you can enter client identification information, manage
contact information, specify billing options, set up engagements for the
client, and, if licensed for the Project Management module, manage
projects for the client. You can also select client groupings for use in
reporting and analysis.

To set up client information, follow these steps.

1. From the Setup menu, choose Clients.

2. Click the Add button.

3. Onthe Main tab, you can enter the following client information:
= Name, ID, and tax information
= Client status (active or inactive)

= Dates such as when you began performing services for the client
and the client’s fiscal year end date

= WIP limit and A/R limit
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You can also assign the client to groupings, which are useful for
filtering the client list and for creating reports to analyze performance
and efficiency of the services provided for the client. To learn more
about groupings and setting them up in DT Practice, see “Setting up
groupings” on page 48.

[} DT Practice - [DTSample2] - [Clients] (E=REEm==
File Edit View Actions Setup Tools Help
iQGBack - D - DA REH 2P -8 2| JAdd ] L @~
=
D Description Wain | Contact Info | Engagements | Preiects | Bilng and A/R | Links | Custom Fields | Nates [ History|
(AC AbvarcedhdveriingCons |
ABCP ABC Parinership Identfication
ACEADVER | Ace Advertising D AC SINEN: 973876543
Clil o ook Description: | Advanced Advertising Consultan
ANDERSO | Anderson, Joe & Kim
o || i Sl 67 Name 1: Advanced Advertsing Consultants
[E“ BENTON Benton, Stephanie Name 2:
Qo || BNGS Bing. Sally First Name: Last Name:
c A A
S | emen Bing, Ted & Angela Individuat
= || BROVINS | Brown, Jerald & Elizabein
S || cRaWFOR | Craudors Spouse:
i= v rauford’s Stesk House:
% || GOLDEN | Golden, Michoel & Meredith Spouse SIN
Z || Hanna Hanna, Jasen Client information Groupings
JONESRJ | Jones, Ron & Jenny.
cl Off i
MANSFIEL | Mansfeld, Edward & Sylvia o Client [zl o Bt O =]
PROTO | Prototype Desion Status: Active [=]  Parner Miller, Steve =HE
PN Pames, Velano, Martinez & Start 92712010 [=]  Manager =
GBL Collins, Brown & Lewis Adv Left {rone) o] Assccise =
GUINN_ | Guinn, Brian & Michelle e ot
R e 3 December [z] Entty. S-Corporation Enity [=]
WILSON | Wilson, Dan & Jeanne WIP Limit 000[=]  Industry Code:
ez
AR Limit: -
> imi 000[=]
iR Client retention information
o) Referral type: | Staff Referredby: | Miller, Steve =
=3 o date: 82772010 [z] onreason: | Reputation ]
& Lostto Lostreason =
-
2L aas J[ e J[ oot | | EdtmuioloCiow = G
For Help. press F1 Current Login: CAT  Current Period: 4/1/2014 - 43022014

Note: The Client retention information section of the Main tab is
available only if you are licensed for the Client Management add-on
module. This module enables you to track information on how and
why your firm attracts or loses clients, using retention descriptions
that you set up. For more information, see the topic Setting up client
retention descriptions.
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4. Use the Contact Info tab to set up the client's main contact
information. You can set up additional contacts (for example, the
client’'s employees) with whom you need to communicate to provide
services for the client. You can also set up associations to link other
contacts to your clients. For example, you can link this client with the
attorney that they use.

[5 07 Practice - [DTSample2] - (Clients] [E=S Hem =)
File Edit View Actions Setup Tools Help
PQBxk - Q- GO L M- ® o)l JAdo] Q.8
=)
12 [Rescdkon Man_|[Coriact o || Engagements | Projects | Biling and A/R [ Links | Custom ields | Notes [ History |
T Advertising Cons ([ Evammrpr Primary Contact
ABCP ABC Partnership
ACEADVER | Ace Adveriising Primary Contact Contect Phenes 2
3 Advanced Adverining Cl|| 2T Business (215) 656-565
dersor Advanced Advertsing Consul| | Tite: Home (3]
ANIMAL _| Aimal Shelter 101 Preferred Contact | ~ || Company Advanced Advertsing Consulants | Fax =
BENTON | Benton, Stepharie -
o [[BNGS | Bing Sy W welte, Pl Salutation vebile  [v]
2 tr Vells
§ || orom s oot fogei Marager File 25 Advanced Adverising Consultan Business [ s the primary phone rumber.
T || 2ROV TErown, Jerald & Bizabe ||| gyanoed Acvertising Gansul] | Adéresses
S || CRAWFOR | Crawfords Sieak House .
! BillingContsct | - ||| Business 8425 Main Street
% || GOLDEN | Golden, Micheel & Meredith o &
2 || Hana | Hamna, Joson ) Wells. Peter Suite C
3 Peter Wells — .
s :AOV:‘E;IREJL ::m( F‘«’.‘nnEL‘Jenrw&S : o City: Abany E§ Frovince: [Ny [] PostalCode:  [12205 EE £
T rsfld, Ebvard 8Syiin ||| canmi]| Coty Aoy | comm: [Usa =
PROTO | Prototype Design - -
S Farnes, Velaro, Marines & Additionsl Contact This is the primary address. [7] This is the m
QB Callins, Brown & Lewis Adv
GUINN__ | Quinn, Brian & ichelle Intemet
SMITH Smith, Tom & Kathleen Emal (3] [os.atvancedad@gmeilcom &
WILSON | Wilson, Dan & Joanne Display as Advanced Advertising Consultan (s advancedad@g.mail om)
This s the primary e-meil address.
Website: www AdvancedAdvertisingConsultants com
Portal
To enzble File Transfers or DT Client Porta Inveices forthis Contact, assign 2 portal in DT Client
ortal here
R s [ Links | Custom Ficlds
K Ecit multple Clients Ener Cancel

For Help, press F Current Login: CAT  Current Period: 4/1/2014 - 41302014

On this tab, you can also designate contacts as the primary,
preferred, and billing contacts for the client.

The primary contact is the main entry for the client, and may be
either a company or a person.

The preferred contact is the person who represents the client in its
relationship with your firm. By default, the primary contact is also
designated as the preferred contact, but you can designate any
contact (including internal staff or office contacts) as the preferred
contact for a client.

The billing contact is the person to whom billing communications
for the client (such as invoices) are addressed. By default, the
primary contact is also designated as the billing contact, but you can
designate any contact (including internal staff or office contacts) as
the billing contact for a client.
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You can also add additional contacts, who can be other employees
of the client or other contacts associated with the client (such as an
attorney).

On the Contact Info tab you can also assign contacts to contact
categories, which enable you to sort contacts according to groupings
that you define. The contact categories you create can be used with
all of your contacts, whether they are your own staff or external

contacts such as clients. Click the \_| button next to the Categories
field and select from existing categories.

On the Engagements tab, you can assign an unlimited number of
engagements to a client. To add an engagement to a client, click the
Edit button at the bottom of the Clients screen (if necessary). Then
click the Add button at the bottom of the Engagements tab and select
an engagement from the drop-down list in the ID field.

Engagements available in the drop-down list are set up in the
Engagement Templates screen (Setup > Engagement Templates).
For details, see “Setting up engagement templates” on page 72.
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You can add this client’s engagements to groupings for filtering and
reporting purposes. In addition, you can enter an engagement rate
and / or markup factor; set up the engagement as a recurring bill
(such as a monthly write-up); and apply a surcharge to the
engagement.

[} DT Practice - [DTSample2] - [Clients] (=% en ==

File Edit View Actions Setup Tools Help
PQBack - -2 M B D M- ® 2] J Add Qua-

=¥

D Description Main_| Cortact Info | Engagemerts | Frojects | Biing and A/R | Links_| Custom Fields | Notes | History

Ermoeres
ABcP ABC Partrership
ACEADVER | Ace Advertising BUSINESSTAX o AT =
ALPHA | Alpha Promotions
ANDERSO | Anderson Joe & Kim Description Audit Services
ANIMAL | Animal Shefier 101
BENTON | Benton, Stephanie Invoice Description:
BINGS Bing, Sally
BNGTA | Bing, Ted & Angela Engagement information Groupings
BROWNJ | Brown, Jerald & Elizabeth
CRAVFOR | Crawford's Steak House
GOLDEN | Goiden_ Michadl & Mieredh GL Account 470 Category: | Attestation
HANNA | Hanna, Jason
JONESRJ | Jones, Ron &Jenny
MANSFIEL | Mansfield, Edward & Sylvia Reviewer
PROTO | Prototype Design
PUM Pames, Velana, Martinez &
QBL Collins, Brown & Lewis Adv
QUINN Quinn, Brian & Michelle: NoRate
SMITH Siith, Tom & Kathleen

P VALSON. | wilson, Dan & Joanne

\dentfication

Audit Services

Stetus Active [z] office | Michigan Office

Navigation Pane

Tax Area [=] ik

ajajajcal

Manager: | Wiilson, Jeff

Rates | Recuming Bils | Surcharges [ Links [ Custom Fields |

© Staff Rate: Pudit Rate [=]
Fixed Rate: $0.00

Markup/down factor: 1.0000[=]

T
(8

=]

& ‘
T Edtliple Clints

For Help. press F1

~

Current Login: CAT  Current Period: 411/2014 - 4130/2014

6. On the Projects tab, you can manage project items for the client (if
your firm is licensed for the Project Management module). For more
information on the Project Management module, choose Help > Help
& How-To, enter projects in the search field, and click any of the
entries that appear in the search results.

7. On the Billing and A/R tab you can indicate whether the client is part
of a client family that should be billed to another client, select default
invoice and statement formats, and specify the number of days until
an invoice is due.

Note: The number of days until invoices are due is set at the firm

level, but you can override the days to due date here on a per-client
basis.
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You can set up the client to be assessed service charges at a rate
you determine, and also enter internal billing instructions for the
client that will appear during billing.

[3! DT Practice - [DTSample2] - [Clients]
Hle Edit View Actions Setup Tools Help
[QBack =D - & A B2 S

¥

P73 P5 - ® 2| J Add -]

[E=R{Ech >

2 -

Main_| Cortact Ifo | Engagements | Projscts | Biing =1d A/R { Liks | Custom Fields | Netes | History

Billing options
Subsidiary Clientin Client family
Bill o parent Client
Default invoice format Project Invoice Format
Number of days until inveice is due:

Billing instructions

AR opticns

Default statement format Al Open ltems Statement Format
[¥] Assess Service Charges. userate | Service Charge 18%
DT Fayment Manage Client sccounts
Invoice and Stetement Delivery

Additional E-mail sddresses:

HE &

EjEy

For Help, press F1

D Description

W Aivawod ovonenaGors |
HECP AEC Partrership
ACEADVER | Ace Advertsing
ALPHA ‘Alpha Promotions
ANDERSO | Anderson, Joe & Kim

@ ANIMAL Animal Shelter 101

S || BENTON | Benton, Stephanie

o |fenGs Bing, Sally

S |IBNGTA | Bing, Ted 8 Angeln

% || BROWNI | Brown. Jereld & Elizabeth

|| CRAWFOR | Crawdord' Sieak House

o GOLDEN Golden, Michael & Meredith

= HANNA Hanna, Jason
JONESRJ | Jones, Ron & Jenny
MANSFIEL | Mansfield, Edward & Sylvia
PROTO | Pratotype Design
M Pormes. Velano, Martinez &
GEL Callins, Brown & Lewis Adv
QUINN | Guinn, Brian & Michelle
SMITH Smith, Tom & Kathleen

jzzem | \WILSON ‘Wilson, Dan & Joanne
)
&

Edit multiple Clients

[ _Eser ][ cancel

Current Login: CAT _ Current Period: 411/2014 - 4730:2014

For more information on setting up the service charge rate you
choose on this tab, see “Setting up service charges” on page 32.

8. Onthe Links tab, add any applicable links to files, folders, web
pages, DT Practice interactions, or DT FileCabinet documents.

Note: Adding links to interactions is available only if you are licensed
for the Client Management module.

For more information on links, see “Setting up links” on page 33.

9. On the Custom Fields tab, enter applicable information in any
custom fields.

See “Setting up custom fields” on page 34 for more information on
creating your own custom fields.

10. On the Notes tab, enter any additional information you want to track
for the client. If you have enabled data sharing by setting a file
location for DT FileCabinet, notes will be shared with that application.

84

DT Practice Getting Started




Setting Up DT Practice

Copying client information

To facilitate client setup, you can create a copy of an existing client when
adding a new client, and then modify the new client’s information as
needed. You can also copy selected client information from an existing
client to a new client. For details, see the topic Setting up clients.

Editing multiple client records

The Clients setup screen includes an Edit multiple Clients link at the
bottom of the screen. Click this link if you want to add one or more
engagements or projects to multiple client records at once, or if you want
to change client information for multiple clients. You can also merge
information for one client with that for another client.

Note: To add projects, you must be licensed for the Project Management
module.

1. Inthe Edit Multiple Clients dialog, click one of the available options.
In this example, click the Change Client information option.

[} Edit Multiple Clients - Change Client infarmatian =

Choose how you would lke to edit your Clients:

Add Engagements
@ Change Client information
Change Engagement information

erge Clients

Back Next Fiish | [ Cancsl

2. Click Next.
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3. Onthe next screen, select the clients that you want to work with.

[ Edit Multiple Clients - Change Client infarmatian =5
Select the Clients you would ke to change Client information for:
B

1o} Sort = I Sart =
BENTON Benton, Stephanie BAC Advanced Adverising Consultan
BINGS Bing. Sally ABCP ABC Partnership
BINGTA Bing, Ted & Angela ACEADVERT Ace Advertising
BROWN. Brown, Jerald & Elizabeth ALPHA Alpha Promotions
CRAWFORD Crawford's Steak House Select » AMDERSON Anderson, Joe & Kim
GOLDEM Golden, Michael & Meredith A m
HANNA Hanna, Jason =
JOMESRJ Jones, Ron & Jenny
MANGFIELD | Manshield, Edward & Sylvia
PROTO Protolype Design
Fihd Parnes, Velano, Martinez & Co
OBL Calling, Brown & Lewis Ady
QUINN Quinn, Brian & Michelle =
SMITH Smith, Tom & Kathleen
WILSON “wiilson, Dan & Joarine B i

4. Click Next.

5. Choose which items to add or change for those clients. In this
example, change the assigned Office of the selected clients. Select
Office from the first drop-down list and select an office from the
second drop-down list.

@ Edit Multiple Clients - Change Client information | =

Select the fields you would like to update and enter the values you would like to update them to.

i — EHO®
=1 (&)

D Description
| CALIFORN | California Office

MICHIGAN | Michigan Office
| NEWYORK | New York Office s

Selected Clients 6 Clients will be edited
D Description Tfiice = &
» ALPHA Alpha Prometions | California Office |
|
ACEADVERT Ace Advertising - Michigan Office ig
ANIMAL Animal Shelter 10 | Michigan Office i
ANDERSOM Anderson, Joe & : Michigan Office L4
AAC Advanced Adverti | Michigan Office
ABCP ABC Partnershio : Michioan Office =
< Back ] Next > Finish ] [ Cancel ]

Note: Items in the lists change depending on which option you
initially select, and on what type of information you are changing.
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6. Click the Finish button to complete your changes.

7. Atthe prompt, click Yes to confirm.

8. The changes are reflected in the Clients setup screen.

(8 DT Practice - [DTSample2] - [Clients]

===
File Edit View Actions Setup Tools Help
i QBack D -2 GG XD 3% ® 5|0 Ak - 3 @~
v
D Description Main | Cortact Info | Engagements | Biing and A/R | Links | Custom Fickds | Notes | History |
AAC Advanced Advertising Cons
=3 ABC Parnership dentification
ACEADVER | Ace Advertising D [ SINEN: 379876543
ALPHA Alphz Promoti
Ol £0) Description: | Advanced Advertising Consultan
ANDERSO | Anderson, Joe & Kim
o || BN | Rnimol Shefer 07 Name 1| Advanced Adveriising Consultants
S || BENTON | Benton. Stephanie Name 2
o |l BinGs Bing, Sally First Name: Last Name:
= 7y A
§ || emen Bing, Ted & Angela Incividul
% | BROVNI | Brown, Jerald & Elizabeth
2 || CRAWFOR | Crawford's Steak House Spouse
; GOLDEN | Golden, Michacl & Meredith Spouse SIN
HANNA Hanna, Jason Client information Grougipos
JONESRJ | Jones, Ron & Jenny
cl Off
MANSFIEL | Mansfield, Edward & Sylvia o Cllert Fa o Michigan Office ]
PROTO | Prototype Desian Status Active N Perer Miller, Steve =HE
20 Parnes. Velano, Nartinez & Start 272010 [=] [+]
@B Callins, Brown & Lewis Adv Lett rone) [o]  ssocise =
QUINN Quinn, Brian & Michelle FYE E
T Srith, Tom & Kathisen December [+ nity: S-Corporation Entity [=]
WILSON | Wiilsom, Dan & Jeanne WP Limit: 000[w]  Indusiry Code: =
AR Limit
g imi 0.00[=]
2
=l A Ecit muliple Clients
For Help, press F1 Current Login: CAT = Current Period: 4/1/2014 - 4/30/2014

Exporting clients to DT FileCabinet

If your firm is licensed for DT FileCabinet, you can export clients from

DT Practice. This process creates a drawer for each exported client in
DT FileCabinet. You can also choose to create a DT Practice folder for
each new drawer.

1. Choose File > Export > Clients.

2. On the Export Clients screen, mark the DT FileCabinet checkbox.
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Notes

= Ifyou wantto create a DT Practice folder in each new client
drawer, mark the Create a DT Practice folder in FileCabinet
Clients checkbox.

= If multiple data locations exist for DT FileCabinet, you can select
the desired location from a drop-down list.

{8 DT Practice - [DTSample2] - [Export Clients] (=N ch =)
File Edit View Actigns Setup Tools Help
I QBack - O -2 @ A K - ® 5]/ Add - Quic
Export to: [T FileCabinet: | CaWinCSINCabData D= Createa DT Practoefolderin DT
[ Other
2]
X D Description Name 1 Individual Last Name  Individual First Name E-mail
1] M Parnes, Velano, | Parmes. Velano.
o | (O Collins, Brown & | Callins, Brown & Callins Brown@m
© []| BROWNJ Brown, Jerald & E | Jerald & Elizabeth | Brown Jerald brown jerald@g.
% [ ALPA Hpha Promations | Alpha Promotions | Brown Jerdld s alphapromotio
S [7]| ACEADVERT Ace Advertising | Ace Advertising C | info@ace advertis |
S | [C[swmH Smith, Tom & Kat | Tom & Kalfleen | Smith Tom cstomsmith@g.m
=1 [ ANIMAL Animal Shelter 10 | Animal Shelter 10 info@Animal Shel
ERNSIEES Bing. Ted & Angel | Ted &AngelaBin | Bing Ted TedBing@co met
[ HANNA Hanna, Jason Jason Hanna Hanna Jason JasonHanna@s a
| BINGS Bing. Sally Sally Bing Bing Sally sally bing11@ya
[ | CRAWFORD Crawford's Steak | Crawford's Steak information@cra
| ANDERSON Anderson. Joe & | Joe & Kim Anders | Anderson Joe joenkim@g mail.c
]| BenTon Benton, Stephani | Stephanie Benton | Benion Stephanie sbenton1@g.mail
| PROTO Frototype Design | Prototype Desion Info@Prototype.D
S Advanced Adverti | Advanced Advert cs.advancedad®
]| QUINN Quinn, Brian & Mi | Brizn & Michelle | Quinn Brian quinnbrm@ya.ho
| AecP ABC Partnership | ABC Partnership info@ABCPariner
\,11] []| GOLDEN Golden, Michael | Michael & Meredit | Golden Michael mmgolden1@g.m
| |0 MANSFIELD | Mansficld, Edwar | Edwerd & Sylvia | Mansficld Edward ensmanshicld@ya |
m [] WILSON | ‘Wilson, Dan & Jo | Dan & Joanne Wil | Wilson Dan jowilsond@g mail |
E [ JONESR Jones, Ron & Jen | Ron &Jenny Jon | Jones Ron jenjones @com.c
For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4/30/2014

Select the clients you want to export by marking the checkboxes for
each. You can filter the client list to narrow your selection.

When your selections are complete, click the Export Selected button.
DT Practice exports the selected clients to DT FileCabinet.

Note: You can also export clients to a standalone XML file. Mark the

Other checkbox on the Export Clients screen, then click the [:] button
and navigate to the folder where you want the XML file to be saved.
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Pre-processing setup

In addition to the setup of the core components of DT Practice, there are
other setup tasks that you will want to perform before using the
application to process your firm's data.

Setting up bank accounts

By setting up bank account records in DT Practice, you can associate
cash receipts with the accounts to which you deposit them, and group
receipts by bank account for reporting.

To create records for your firm’s bank accounts, follow these steps.

1.

2
3.
4

5.

Choose Setup > Bank Accounts.
Click the Add button at the bottom of the screen.
Enter a brief identifier in the ID field, such as “ACME” for Acme Bank.

Enter a description (up to 30 characters) in the Description field,
such as “Checking at Acme Bank.”

I3} DT Practice - [DTSample2] - [Bank Accounts*] (B e =5

Eile Edit View Actions Setup Tools Help
LQBack oD - D MG XK 08 20 A - Q. g~
&> | Bank Accounts

Search:

D Description
ADJUSTMENTS | Adjustments 1D ACME

CHASE Chase Bank Description: | Checking at Acme Bank|

Navigation Pane

G

add Edt Delete

For Help, press F1 Current Login: CAT - Current Period: 4/1/2014 - 4302014

Click Enter to save the record.
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The records you create on this screen are available as selections for the
Bank Account field in receipt and adjustment entry.

Setting up standard text

90

Standard text items are reusable blocks of text that you can set up to
save time during data entry. These blocks of text can be selected to
appear on invoices or statements.

To create standard text items, perform the following steps.

1. Choose Setup > Standard Text to open the Standard Text setup

screen.
[} DT Practice - [DTSample2] - [Standard Text*] Foli-a- ==
Eile Edit View Actions Setup Tools Help
i QBack - O -2 A2 K - & 20 Add - Quc

o | Standard Text

Search:

Identification
D Description

| aupm Annual Audit for ye 1D: 1040

| CONSULTING | Consulting service i
. Description:
£ || WEEKLYPAYRL | Preparatian of payr
© Preparation and review of the Individual Income Tax Retum for the year ended December 31st. including the
€
o
(=]
=
m
=
=
o
z

a
&l [ A Edp Delste Check Sgeling
For Help, press F1 Current Login: CAT  Current Period: 412014 - 430/2014

2. Click the Add button to add a new standard text item.

3. Enter a brief ID that will be easy for you and your staff to remember.
For example, you may want to identify text describing preparation of
individual tax returns as “T1.”

4. In the Description field, enter appropriate text.
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5.

Note: The buttons above the Description field E] @ enable you to
include variable dates in standard text, along with text prompts that
instruct your staff to enter information to complete the standard text
item. For more information on these features, see the topic Standard
Text overview.

Click Enter to save the item.

The standard text entries you enter here are available in comment fields
during time and expense entry, receipt and adjustment entry, and billing.

Customizing invoice and statement formats

In DT Practice, you can create customized invoices and statements to
best suit your firm’s needs.

Note: You can also create custom reports, labels, and letters.

1.

Choose Setup > Custom Formats to open the Custom Formats setup
screen.

In the Custom Formats pane, right-click and choose a command
from the context menu, such as Add Invoice.

[} DT Practice - [DTSample2] - [Custom Formats] [ E e
File Edit View Actions Format Setup Tools Help

i@Back - O - DA 2 X PG ® 5[] Add -] Q@
ile ablB5. A o &L | o o eIy

e = MNP S N I N i O SN = i I s e - |

[][Custom Formats )

EX#] Invoices|
1) Activities by Activity Type
[E] Activity by Engagement
) Activity Invoice Format
) Engagement Invoice Form
[2) Entry Detail by Engageme
) Proiect Invoice Format
[2) Projectw/Time Entry Com
[5) Project with Details Invoic

= Statements

[Z) Al Open ftems State

d Imvoice...

d Statement...

A
A
Add Report.
A

1 Production

1 Billing d Label/Letter... upe:m
7 Collection B2
11 Reconciliation
abels & Letters

] Address Labels

7 File Folder Labels
- Letters

Navigation Pane

For Help. press F1 Current Login: CAT  Current Period: 41/2014 - 4/30/2014
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A format wizard opens to guide you through the process of creating

your invoice or statement.

On the Main tab, enter a description for the custom format and click

Next to continue.

@ Invoice Format Wizard

==l

Main |Headmg\nfulmat\un Billing Information | A/F Information | Pay Stub Information

Parmen, ¥elmeo, Martines & Co., CPA

ey

This wizard helps pou create invoice fomats. Visit each tab and select the
infarmation pou would ke to include. You can click Finish at any time to
complete the wizard. After the wizard is complete, your invoice layout wil
be displayed and you can modify the fomat as neede:

Enter a description for this format.

Back

Mext ] I Finish ] I Cancel ]

4. On each of the other tabs, mark checkboxes for the information you

want to include and clear checkboxes for the information you want to
exclude from the invoice or statement. For invoices, you can use the
Billing Information tab to group data and select individual entry detail

fields for inclusion.

Click Finish. DT Practice displays your invoice or statement in a
format designer pane, where you further customize the document.

You can edit existing formats by right-clicking them in the Custom
Formats pane and choosing Edit from the context menu. You can also

add custom charts to invoices and statements.

For more information on customizing invoices and statements, click the

help button within the Custom Formats setup screen.
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Filtering your data

DT Practice provides the ability to create filters for much of the data you
set up throughout the application (such as client, staff, or office lists).
Filters let you reduce the size of lists of data to make them more
manageable. For example, your firm may have hundreds of clients and
multiple offices, and you might want to see only the clients for your office.
Filtering the list saves time by making it easier to find the data you are
looking for.

Note: You can also apply a quick filter for the screen you are viewing.
Instead of following the steps below to add a new custom filter, select an
item from the Filter field and complete the filter by choosing a method
and the desired filter, range, or individual items. The filter you apply to a
screen will be remembered and applied when you next return to the
screen. If the quick filter options do not meet your needs, use the steps
below to create more complex filters.

The following exercise shows how to create and use a filter. You will
create a filter so that the staff list shows only the staff for the tax
department.

1. Choose Setup > Staff to open the Staff setup screen.

2. Click the button to display the Filter field.

3. Click the B button next to the Filter field to open the Staff Filters
dialog.
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4,
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In the Staff Filters dialog, click the Add button to create a new filter.
The left pane of the dialog contains the names of any Staff filters that
have already been set up.

[B) Staff Fitters [ = ]

Staff Filters Criteria
Sl Identiication
Acministral

rnisatan Fiter Name
Ind Tas Prep Expert
Ind Tax Prep Inteimediate Crteria Infarmation
Ind Ta Prep Moy Filter by: Method: Selected:
Ind Tz Review Expert
Ind Tax Review Intemediate
Ind Tax Review Novice
Michigan Difice Staff

Logic

In the Filter Name field, enter Tax Department Staff.

In the Criteria Information section, you can select multiple criteria for
your filter from the drop-down lists. In the first row, make the
following selections.

= Filter by: Department Name

= Method: is

=  Selected: Tax Department

In the second row, make the following selections.
=  Filter by: Office Name

= Method: is

= Selected: Michigan Office
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8. The options in the Logic section let you specify whether items in the
list must meet any or all of the criteria. Click the Must match all
criteria option so that the filter includes only tax department staff
belonging to the Michigan office.

[B, Staff Filters™ [ =]
Staff Filters Criteria
Search: Identiication
g
Fiter Name: | Tax Department Staff
Ined Tax Prep Expert
Ind Ta Prep Intemediate | ciera
Ind Tax Prep Novice Filter by Method: Selected:
1nd T2 Review Expert Depattment Na| = | is [+]| TaxDepartmenl v |
Ind Tax Review Intemediate Dffice Mame  [=] | is [+] | Michigan Office[ ]

Indl Tax Feview Novice &
Michigan Office Staft ]
Legic
@ {Must match all ertenia,
) Must match one or more criteria
Add Edit Delete Enter | [ Cancel || Done

9. Click the Enter button to save the filter.
10. Click the Done button to exit the Staff Filters dialog

11. In the Filter field of the Staff setup screen, select the Tax
Department Staff filter from the drop-down list. DT Practice applies
the filter automatically.

[+]
| (=]

Dezcription

Sas

Ind T ax Prep Expert

Ind T ax Prep Intermediate
Ind Tax Prep Movice

Ind T ax Feview Expert

Ind T ax Review Intermediate
Ind T ax Feview Movice
Michigan Office Staff

Tax Department Staff

12. The Staff list now shows only the tax department staff belonging to
the Michigan office.
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Result limits
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Notes

= When you create a filter for a setup item, that filter will be available
throughout the application. For example, if you create a filter for staff,
that filter will be available wherever you can filter by staff.

. £ ) .

= If you click the button to collapse the search and filter area while
a filter is active, DT Practice will display the filter criteria next to the
Search field.

[Filkered: Tax Department Staff]

= Toremove a filter and return to a comprehensive view, click the &
button in the Filter field.

In certain DT Practice screens, performance can be significantly affected
after substantial amounts of historical data are present in the database.
To improve performance in DT Practice wherever large lists of items are
displayed, results are limited to a pre-determined maximum size. When a
screen displays results that are limited, the message Results Limited
appears above the list.

'ﬂ' Resulks Limited

If the data you are looking for is not included in the limited results, refine
your sort order, search criteria, and/or filter to narrow down the data
displayed in the list. The Results Limited message will appear until all
results from your filter and / or search criteria can be displayed.

If the data you are looking for is not included in the list, refine your sort
order, search criteria, and/or filter to narrow down the data displayed in
the list. To display more items in the list, click the Get More Items button.

Get kMare [kems
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See the topics Filtering your data and Using the search feature in the
DT Practice Help & How-To Center for more information on creating your
own filters and using the search feature.

User-specific setup

Staff members can customize portions of DT Practice to suit their
personal preferences. These setup tasks can be performed at any time,
and personal settings can be modified without affecting firm data or the
settings of other users.

Staff Dashboard
DT Practice provides a Staff Dashboard that can be customized with
various portlets that display information for quick access and viewing.
For more information on adding portlets and customizing the staff
dashboard layout, see “Dashboards” on page 19.
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User preferences

98

Some settings in DT Practice can be customized by each staff member
to speed data entry and increase efficiency. Preferences are unique for
each staff member. Choose Setup > User Preferences to access these
settings.

[5: User Preferences™
| system | Time & Expense Entry | Biling | Receit & Adjustment Entry

Settings and field defailts—

Entry Field Default skip
| Control Date Today's Date
o

Hide Description

djustment Bank Account | Adjustments |

Automatically apply receiptsto oldestfirst

Automatically display appliedamounts
[ Automatically display Links entry

[] Automatically display Custom Fields entry
Implied decimal on amounts

[[] automatically check spelling
DHE @Y BREEIRGE -+ ooss oo

Display hash totals
Start-up tab: Entry ﬂ

Reset to new Staff defaults for Firm e

Note: If you want to restore all of your user preferences to the default
settings for your firm, click the Reset to new Staff defaults for Firm link.
Firm defaults are specified in Setup > Firm > Preferences tab. See
“Preferences tab” on page 37 for more information on firm preferences.

System tab
The System tab provides checkboxes for toggling an alternating
background color in lists and using the Enter key to move between fields.
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In the Favorite screen field, you can specify the screen that appears first
each time you start DT Practice. If you are licensed for the Project
Management, Client Management, or Staff Management modules, this
dialog provides checkboxes for enabling desktop notifications for
monitored events and showing desktop notifications until closed. You
can also reset the Don't show this message again checkboxes for all

messages, enabling you to once again view messages that you
previously turned off.

Time & Expense Entry tab
The Time & Expense Entry tab provides options to help you speed up
time entry by specifying field defaults and skipping or hiding certain
fields. This tab also provides various rounding options, data entry and
display settings, and checkboxes for working with the timers. By marking
checkboxes in the Description column, you can choose to display the
descriptions for the Client, Engagement, Project, and/or Activity fields in
Time & Expense Entry.

Billing tab
On the Billing tab, you can select default settings for client billing,
including whether to bill by clients, engagements, or projects; to show
WIP when selecting clients to bill; default start-up tab and invoice date
settings; and rounding options. You can also choose to automatically
apply open credits during billing, and to automatically select subsidiary
clients when selecting parent clients. Under Time & Expense
Descriptions, mark or clear the checkboxes to choose which fields to
display or hide in billing grids.

Receipt & Adjustment Entry tab
The Receipt & Adjustment Entry tab provides options for skipping or
hiding fields during receipt entry, and various entry and display settings.
By marking checkboxes in the Description column, you can choose to

display the descriptions for the Bank Account, Client, and/or Type fields
in Receipt & Adjustment Entry.

Before you begin processing
These final steps should be performed after you have completed

application setup, and before you begin using the application to process
your firm's data.
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Entering beginning balances

Enter balances into the application as of the end of the period prior to the
one in which you will begin using DT Practice for processing. For more
information on this process, see the topic Entering beginning balances.

Changing processing periods
When your firm begins to use DT Practice, you will need to set the
current year and processing period within the application.

1. Choose Actions > Change Periods to open the Change Periods
dialog.

2. With the Create new period option selected, enter appropriate dates
for the processing period.

[5: Change Periods

(@ Create new period, begins 512014 |Z| ends | 53172014

() Edit cument period, begins 4/1/2014 |Z| ends | 4/30/2014

=
[
©) Reopen period, begins 412014 [x] ends 4302014 [x]
[=]
[=]

current year, begins 1172014 |Z| ends | 12/31/2014

[ ok ][ coned ]

3. If necessary, click the Edit current period option and change the year
designation to reflect your firm’s fiscal year.

4. Click OK.

Return to this dialog each time you need to move forward to a new
processing period. You can also re-open a previous period by clicking
the Reopen period option and choosing the appropriate date.
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@ Processing Overview

This chapter describes several of the key tasks you can perform in

DT Practice, including tracking time and expenses, billing your clients,
entering receipts and adjustments, assessing service charges, printing
reports, and backing up your firm database.

Tracking time and expenses

DT Practice lets you track time, costs, and expenses incurred while
providing services to clients. Time and expense entry is designed so that
you can track time and expenses according to which staff member
performs the work and what type of work it is so that you can bill
accordingly. You can enter time and expenses one staff member at a
time or for multiple staff. Your firm can also choose to review and
approve timesheets before posting them.

Setting time and expense entry preferences

DT Practice allows you to select both individual preferences to
streamline time and expense entry, and firm-wide preferences to control
how time and expenses are approved and posted.

User preferences allow individual users to choose how certain controls
and areas of the application function to customize the application for their
own needs. Choose Setup > User Preferences > Time & Expense Entry
tab to specify default values for certain time entry fields, choose settings
for displaying time entries, skip or hide fields during data entry, round off
time recorded using the Timer, and more.

Firm preferences allow your firm to require that time and expenses be
approved before posting. Choose Setup > Firm > Preferences tab, and
mark the Required for Time & Expense Entry checkbox under
Approval/Posting process.
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Entering time and expenses

In the Time & Expense Entry screen, individual staff members can enter
their own time and expenses, or administrative staff can enter time and
expenses for multiple staff members.

= The Entry tab is designed for staff who enter their own time and
expenses. There are separate subtabs for entering time and
expenses.

= The Overview tab is intended mainly for firms that have staff who
enter time and expenses for other employees. You can use this tab
to view and enter time for multiple staff members at one time, and to
enter both time and expenses in the same grid.

= If your firm has an approval process for time entry, use the Review
tab to review and approve time and expense entries before they are
posted.

Note: If your firm setup does not have the approval / posting process
selected for time entry, the Review tab is not available.

Entering time and expenses remotely

DT Practice includes a remote entry feature that enables staff members
to enter time using their laptops while they are out in the field. Your staff
can transmit their entries back to the office over an internet connection
for immediate review and billing. Staff without internet access can make
their entries available for review immediately after returning to the office
and connecting to your network.

If you have staff who are off-site for prolonged periods, you can export
updated remote entry setup data to an XML file and send it to them via
email or other means.

Managing projects

102

If you are licensed for the Project Management module, you can take
advantage of the powerful project and task tracking features in
DT Practice. With the Project Management module, your firm can:

= Manage and track projects and tasks

=  Monitor staff assignments and deadlines
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= Set up automatic notifications for project changes and deadlines

= Launch other applications to complete projects from within
DT Practice, and time your work automatically

= Bill clients by project
= Generate project-based reports

The Manage Projects screen provides a central location where you can
view, filter, and update projects and tasks for all of your clients.

[} DT Practice - [DTSample2] - [Manage Projects]
File Edit Miew Actions Setup Tools Help
Back = O - & A B £ B g

Manage Projects
Projects | Tasks

E(&)

HE Open Projects only
Drag a column header here io group by that column.
&  ClientlDd  Client Description Parent Client Project Project Description Engagement  Due  Responsible  Assigned Office  Extension ls =
520 | BENTON Benton, Stephanie | BENTON 1040 Individual Income INDIVTAX 4715720 | Miller, Steve | Rogers. Meliss | MICHIGAN
[ 521 [ BINGTA Bing. Ted & Angel | BINGTA 1040 " [ Individual Income "INDIVTAX 41520 | Miller, Steve Rogers. Meliss | MICHIGAN | |
527 | BROWNJ | Brown, Jersld & Eli | BROWNJ | 1040 Individual Income INDIVTAX | 411520 | Miller. Steve | Rogers. Meliss | MICHIGAN | 1
3 524 | GOLDEN | Golden, Michael & | GOLDEN 1040 Individual Income INDIVTAX 15120 | Rogers, Melissa | Rogers, Meliss | MICHIGAN £
& 525 | QUINN Quinn, Brian & Mic | QUINN 1040 Individual Income INDIVTAX 4115120 | Rogers, Melissa | Rogers, Meliss | MICHIGAN 1
= 526 | SMITH ‘Srmith, Tom & Kath | SMITH 1040 Individual Income INDIVTAX 415120 | Turner, Cindy | Rogers, Meliss | MICHIGAN
= | Crawfords Steak | | Individual Income |
o 566 | BROWNJ | Brown, Jerald & Eli | BROWNJ 040ES 1040 Estimated Ta | | INDIVTAX. 41520 | Miller, Steve | Rogers. Meliss | MICHIGAN
3 |52 HANNA — [Hems.Jsson | HANNA | 104ONOTICE | Individusl Tax Noti | | INDIVTAX | #7201  Rogers, Melisss | Rogers. Meliss | MICHIGAN ||
z 535 | BROWNJ | Brown, Jerald & Eli | BROWIN 040ES 1040 Estimated Ta | | INDIVTAX. 61620 | Miller, Steve | Rogers. Meliss | MICHIGAN
|'560 | ACEADVERT | Ace Advertising | ACEADVERT | MARWRITEUP | March Writeup | | ACCOUNTING | 4/30/20 | Rogers. Melissa | Tumer. Cindy | CALIFORNIA |
563 | ACEADVERT | Ace Adveriising | ACEADVERT | MONTHPAYRO | Monthiy Payroll PAYROLL 430120 | Rogers, Melissa | Tumer, Cindy | MICHIGAN
564 | ACEADVERT | Ace Advertising | ACEADVERT | QTRSALESUS | Quarterly Sales & PATROLL 421120 | Rogers, Melissa | Tumer, Cindy | MICHIGAN -
af . ] 3
Tasks | History|
Project 527, 1040 - Individual Income Tax Return
Order Description Activity Assigned  InWork Queve  Staff Qualifications  Target Start  Target Complete  Tracking Started  Completed
» 1 Client Meetings & | CLENTMEET | Rogers, Melissa Not Started
2 Information ISz | INFOINSCAN | Rogers, Melissa Not Started
3 Preparation PREPARATION | Rogers. Melissa Not Started
1 Review REVIEW Wilson, Jeff Not Started
5 Clear Review Ca | CLEARREVIEW | Miller, Steve Not Started
) 5 | Final Review | FINALREVIEW | Rogers. Melissa | B B " Not Started
3 |7 | Cliemt Copy Pack | CLIENTCOPY | Rogers, Melissa B B B Not Started
e B E-File Authorizati | ELFAUTHORIZ | Rogers, Melissa Not Started
& 3 E-File Assembly | ELFASSEMELY | Rogers, Melissa Not Started
“““;’ 0 EFile Transmite | ELFTRANSMIT | Rogers, Melissa Not Started
For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4302014

For details on specific features, click the button and refer to the

application’s help.

Note: See “Setting up project management tools” on page 74 for
information on setup tasks you should complete before using this
module.
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Managing clients
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If you are licensed for the Client Management module, you can use

DT Practice to facilitate and strengthen your firm’s relationships with your
clients, business affiliates, and contacts; track referral sources for clients;
and quickly locate information about contact interactions such as phone
calls and emails.

You can enter client retention information in the Clients Setup screen to
keep track of when and how your firm gains or loses a client.

[5; DT Practice - [DTSample2] - [Clients] [E=RiE=n ===
File Edit View Actions Setup Tools Help
PQBack - - & A E D g P& =) A - Q@
Cl(=
1D Description Main | Contact Info | Projects | Biling and A/R. [ Licks [ Custom Fields | Notes [ History |
Advanced Advertising Cons
ABCP ABC Parinership dentification
ACEADVER | Ace Advertising D m SINEN. 379876543
ALPHA | Aipha Promations
Description: | Advanced Advertising Cansultzn
ANDERSO | Anderson, Joe & Kim
ANMAL | Animal Shelter 101 Hame 1 Advanced Advertising Consultants
2 || BENTON | Benton, Siephanic Neme 2
P | ELES Bing, Sally First Name: Last Name:
BINGTA | Bing, Ted & Angela .
c Individual
S |I'BRoWMS | Brown Jerald & Elizabeth
O || CRAWFOR | Cravford's Steak House Spauss:
'S || GOLDEN | Golden. Michael & Mereith Spouse SIN
] ANNE 7
Z ||HANNA | Hamna Jason Client information Groupings
JONESRJ | Jones, Ron & Jenny
cl Ofi
MANSFIEL | Mansheld, Edward & Sylvia ses Client =] e Michigzn Office =]
FROTO | Frototype Desion Stehs Active [z]  Parrer Miller, Steve =&
P Pames, Velano, Martinez & Start: 9272010 [=]  Manager
QBL Collins, Brown & Lewis Adv Lkt oone) E] Associe =
QUINN | Quinn, Brian & Michelle e it
ST A December [=] Entity S-Corporation Entity [=]
WILSON | Wiilson, Dan & Joanne VAP Limit: ) =
)’/ (e
Client retention information
Referral type: | Staff [z] Referedby: | uiller Steve =
rlon dte: 912772010 [z] ‘onresson: [ Reputation =]
Lmne\ E' Lost reason
B Edt Delete Edit multiple Clients Enter
For Help, press F1 Current Login: CAT Current Period: 4/1/2014 - 4/30/2014

The Manage Clients screen provides a central location where you can
track interactions with your clients such as phone calls, messages, and
emails.

= The Clients tab enables you to see all of the firm’s clients, the clients’
contacts, and a list of interactions with the selected client.

= The Contacts tab lets you quickly locate all of your firm’'s contacts
(whether or not they are associated with your clients) and add
interaction information for selected contacts.
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= The Interactions tab provides a list of all of the firm’s interactions,
which you can sort and filter to quickly find the interactions you are
looking for.

[E] DT Practice - [DTSample2] - [Manage Clients] (=R |
Ele Edit View Actions Setup Tools Help
POk - Q- S A& s ® =) Add 3 @
Manage Clients
Clienis | Contacts | Interactions | File Transfers
&
Drag a column header here fo group by that column
Associate ID ClientID Extension Primary Phone _ Primary E-mail _ Primary Contact Client Manager ID Office ID Fartner D
AaC | (215) 658-9588 cs.agdvancedad@ | Advanced Adverti | Advanced Adverti MICHIGAN Sam ‘
ABCP | (800) 656-8548 | info@ABCPartner | ABC Partnership | ABC Partnership MICHIGAN ['sam =
o |||BF ACEADVERT (734) 765-0000  info@ace.advertis Ace Adverlising  Ace Advertsing MICHIGAN MHR
Z L4
© 5] Type File 2s Name Title Company Primary Phone Exension Primary E-mail
n:' Client & | Ace Advertising Ace Advertising | (734) 766-0000 | info@ace.advertis
s Standalone ©| Gemer, Julie | Julie Gemer Manager Ace Advertising | (734) 766-0000 | 679 juliegemer@ace.
> Associate ID Client ID Exension Primary Phone  Primary E-mail _ Primary Contact Client Manager D Office ID Pariner D
= ALPHA | (858) 996-8741 | cs.alphapromotio | Alpha Promations | Alpha Promations CALIFORNIA | MHR
z ANDERSON | (248)517-5858 | joenkim@g mail.c | Anderson, Joe & | Anderson. Joe & MICHIGAN | MHR
ANIMAL | (734) 2486212 | info@Animal Shel | Animal Shelter 10 | Animal Shelter 10 MICHIGAN [car =

< ] (e

Show last 30 days only

Client Interactions: Ace Advertising

Drag a solumn header here to group by that calumn

B ContactList DateTime  Action Of List Staff List Subject Type
8
Gemer Jule | 5192014428 | Nole | Ace Advertising | Tumer, Cindy | 2014 clientmeeti | |
For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 47302014

If your firm is licensed for the Client Management module and uses
Microsoft Outlook® as its email client, you can synchronize contacts in
DT Practice with those in a selected Outlook contacts folder, enabling
you to keep your contact information up to date and consistent between
the two applications. You can do this manually, or set up DT Practice to
synchronize automatically.

If your firm is also licensed for DT Firm Portal, you can take advantage of
the file transfers feature to exchange files securely with contacts using
DT Client Portal and DT Staff Portal.

For details on specific features, click the button and refer to the
application’s help.
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If your firm is licensed for the Staff Management module, you can use
DT Practice to set target hours for your staff, assign work according to
staff qualifications and availability, track benefits such as comp time,
assess staff performance based on predetermined targets for billable
hours, and more.

To realize maximum benefits from the Staff Management module, your
firm should define skill sets for its staff and set targets for billable hours
and amounts, which enable you to take full advantage of the powerful
scheduling and assessment features.

If your firm sets up administrative activities designated as accruable
benefits such as vacation time, staff can submit vacation and other
requests via DT Practice, and supervisors can approve requests quickly
from a dashboard portlet.

For more information on Staff Management module setup, see “Setting
up staff management tools” on page 59.

Staff can use dashboard portlets to select work items for which they are
qualified from a queue and to view benefits balances.
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The Manage Staff screen provides a central location where partners and
other administrators can easily assign work items to staff based on
qualifications, view information about accruable staff benefits, and
compare staff productivity with targets.

{8} DT Practice - [DTSample2] - [Manage Staff] = e =
File Edit View Actions Setup Tools Help
P @Back - - @ M H 2 M % - & 9| S Add - 3 | Today | ) Day [E] Work Week [F] Week [33 Month [ Timeline ||

age

Assignments | Schedules | Schedule ltems | Benefit | Targets

Calendar Options - 8 SelectStaff | Available hours are for the Week of 4/7/2014 (Range: 4/6/2014 - 4/12/2014) Interval: 1
4 April 2014 3 i 04 >
SMTWTFS 7am | saw | sam [ 1o | Tiaw] 1zeu | 2w [ 3w | 2w | sem | oew | 7em
03112345 — = - -
6[7 8 9101112 131 1_Ace Advertising: MARWRITEUP {_| | _Brown, Jersld & Elizabe |
1314 15 16 17 18 19 Turner, Cindy: 0.00
2021223242526
o 2728290 1 2 3
= 45678910 =
g Y 1] |_Crawford's Steak House: MARWR | _ Prototype Design: QTRWRIT |
= wilson. Jeff 0.00
S
2
@
E‘ Displayed ltems “ == 5
g [7] Outlock® Appointments Turner, Cindy T
7] Outlock® Tesks
[7] Frojects Week of < | [47r2m4
[¥] Tasks Schedule liems £, Urgent (36)
[7] Meetings
ToDes Urgent User Preferences [ .|

Scheduled Phone Calls

R ARSI R e e e DR SOR TR R e e |
column header here to group by that column g&%xﬁh;%%&:\%&&%%m‘i& }ii\f \\i\\\j \\i’j\\\& ]

Scheduled Benefits

CPE Courses Client Client Description. Description Rembrs ScheduledHrs  Unscheduled Hrs  TargetStart  Tar =
[[]| ACEADVER | Ace Advertising Monthly Payroll 400 000 400
]| ACEADVER | Ace Advertising 941 Employer's Quarter | 100 000 1.00 L
I ALFHA ‘Alpha Promotions Review 200 000 200 4BE01 | 44E 5
(4 ALPHA | Alpha Promotions Final Review | 1w 000 1004201 | 42
@ BINGTA | Bing.Ted&Angela | Preparstion ] 200 362014
(4 BINGTA | Bing.Ted&Angela | Clear Review Comment | 100 000 100332014 | 34
(1] BROWNI | Brown, Jersld & Elizabe | 841 Employers Quarier | 200 000 300,
[ BROWNS | Brown, Jersld & Elizabe | Bi-Weekly Payral 300 000 300[ 4201 | 44 -
i ] ] v
Far Help. press F1 ‘Gurrent Login: CAT _Current Period: 41,2014 - 4302014

For details on specific features, click the button and refer to the
application’s help.

Billing your clients

DT Practice provides the flexibility and versatility needed for a wide
variety of billing methods and invoice formatting requirements. Whether
your firm bills at an hourly staff rate or fixed rate, periodically or on an as-
needed basis, DT Practice can accommodate different methods based
on your firm’s arrangements with individual clients.
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Setting billing preferences
As with time and expense entry, you can select both individual and firm-
wide preferences for billing. For individual user preferences, choose

Setup > User Preferences > Billing tab.

@ User Preferences @
Default invoice date: Today's date |Z|
Default WIP through: Invoice date IZ| (none) |Z|
[[] Automatically apply open credits
Automatically display Apply Open Credits dialog
Implied decimal on amounts
Mark zero invoices as printed
section—m—0 ——4—————
Bill by: Clients IZ|
Show WIP when selecting Clients to bill
Automatically select subsidiary Clients when selecting parent Clients
Detail Bllllng ...............................................................
Start-up tab: summary |Z|
Automatically check spelling
B|” atstandard rounding ................................................................................
) No rounding
) Standard rounding
@ Always round up
Rounding increment: 1 dollar
Time & Expense DescripiongQ—m ——— — ——————
[] client [ staff Comment
[] Engagement [ Activity Biller Note
[ Project
Reset to new Staff defaults for Firm [ QK ] [ Cancel ]

To enable the approval process for billing, select Setup > Firm >
Preferences tab, and mark the Required for Billing checkbox under

Approval/Posting process.

Billing your clients
To bill your clients, use the Billing screen. To open the Billing screen, you
can choose Actions > Billing, select Billing from the Clients navigation
pane, or press CTRL+B. In the Billing screen you can perform the
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following activities.

DT Practice Getting Started



Processing Overview

= Select the clients or engagements to bill.

Note: If you are licensed for the Project Management module, you
can also bill by project.

= Select the WIP you want to bill.

= Edit WIP entries, if necessary.

=  Enter the amounts to bill, including write-ups and write-downs.
= Compose and preview invoices.

= Approve, print, and post invoices.

For details on specific features, click the button and refer to the
application’s help.

Entering receipts and adjustments

DT Practice helps you track your accounts receivable and payments.
Use the Receipt & Adjustment Entry screen to enter payments received
from clients for your firm’s services, and to make adjustments to client
balances. With DT Practice, you can also assess service charges and
print statements to provide clients with the status of their accounts.

Note: Before entering receipts and adjustments, your firm administrator
should set up bank account records. For more information, see “Setting
up bank accounts” on page 89.

Setting up receipt and adjustment entry preferences

As with time entry and billing, you should also set up user preferences
and firm preferences for receipt and adjustment entry before you begin.
You can choose certain data entry defaults to speed up receipt entry,
and you can enable the approval process at the firm level.
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Entering receipts and adjustments

The Receipt & Adjustment Entry screen provides two ways to enter
payments. The Entry tab allows you enter receipts and adjustments in
batches on separate subtabs, for a single control date.

[&. DT Practice - [DTSample2] - [Receipt & Adjustment Entry] =N =R
File Edit View Actions Setup Iools Help
iQ@Back -0 - D A DA S % -8 2 ] Add -] A @ -
Receipt & Adjustment Entry
Ertry | Qverview | Imegrated Receipts
Control Date: | 41412014 =]
Receipts | Adustments
Bank Account Date ClientID  Client Descripti  Type Referer Amount Applied Amoun Comments ! ]
= ‘CHASE |4.-‘1442014 |ACEADVERT Ace Advertisin | CHK |5mu | 2.DDDUU|B| 2,000.00 |B‘B‘
o i
[ Reference Description Date Original Amount  Applied
o 2014-MICHIGAN- | Inveice #234 2282014 975,00 975.00
= 2014 MICHIGAN- | Invoice #340 3312014 75,00 75.00
® 2014-MICHIGAN- | Inveice #245 3312014 450000 5000
o
'lS“ Bank Account Date Client D Client Descripti Type Reference Amount Applied Amoun  Comments & ]
= CHASE 441412014 AAC Advanced Adv | CHK 289 3,500.00 | 3.500.00 ==
. | CHASE 41412014 ANIMAL Animal Shelter | CHK 29885 700.00 e
B [-] a8
o 0 0 {6.200.00)] 620000
r=Y
$ Entry Information
-
»| | Client: AR balance:
For Help, press F1 Current Login: CAT | Current Period: 41112014 - 413012014
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In the Overview tab, you can enter both receipts and adjustments at the
same time, across multiple control dates.

[&) DT Practice - [DTSample2] - [Receipt & Adjustment Entry] =R EoE )
Eile Edit View Actions Setup Tools Help
PQBack - - M B R R o8- B o] S Add - Q @
| Ovenvien | Integreted Recsipts|
] D [F] Unaccepted DT Fayment entries only
Drag a column header here to greup by that column
Control Date ¥ Bank Accoun Date Client D Client Descri Type Reference Amount Applied Amo  Comments 0 -
o |l® 471472014 | CHASE 41472014 | ACEADVER | Ace Advertis | CHK 91110 200000 ] EIE
& Reference Description Date Original Amount  Applied
= 2014-MICHIGAN- | Invoice 5334 272872014 $75.00 975.00
.g 2014-MICHIGAN- | Invoice 2340 3312014 975.00 975.00
= 2014 MICHIGAN- | Invoice #345 32014 450000 50.00
= .
@ Control Date ¥ Bank Accoun  Date Client|D  Client Descri  Type  Reference  Amount Applied Amo Comments < ]
z =1 41472014 CHASE 4142014 AaC Advanced & | CHK 283 3,500.00 G DD
Reference Description Date Original Amount Applied
2014-MICHIGAN- | Invoice 3337 22872014 55.296.00 350000
Control Date ¥ Bank Accoun Date ClientID  Client Descri Type Reference Amount Applied Amo  Comments o ]
@ | 47142004 | CHASE 41472014 | ANIMAL | Animal Sheh | CHIC 29985 70000 =I5
=} 373172014 CHASE 373172014 ABCP ABC Partner | CHK 248 14,100.00 B DB
) 33172014 CHASE 3312014 CRAWFOR | Crawford's S | CHK 5548 1.025.00 D DD
| 312004 | CHASE 332014 | SMITH Smith, Tom | CHK 843 25000 B
[ ] 33172014 CHASE 33172014 PROTO Prototype D | CHK 11248 541843 G DB
] f | 3312014 [ CHASE 3312014 | QBL Collins, Bro | CHK 9442 3.00000(_] mm -
3 Entry Information
= Client: | Prototype Design AR balance: $4.880.76
For Help, press F1 Current Login: CAT  Current Period: 4/1/2014 - 4302014

Assessing service charges

Before you can assess service charges for past due invoices, your firm
administrator must set up one or more service charge profiles for your
firm, and then designate clients for whom your firm assesses service
charges. For details on setting up service charges, see “Setting up
service charges” on page 32. For more information about designating
service charge rates for clients, see “Setting up client records” on page
79.

For details on specific features, click the button and refer to the
application’s help.

Reporting

DT Practice reports give you access to the decision-making information
you need to manage your firm effectively and to analyze your data for
performance and profitability. To access the reports, choose File > Print
Reports.
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DT Practice provides the following categories of reports:
= Lists

= Production

= Billing

= Collection

= Reconciliation

If your firm is licensed for the Project Management, Client Management,
and Staff Management add-on modules, you will also have access to
reports related to those modules.

DT Practice enables you to create custom report formats (Setup >
Custom Formats) with custom charts. You can also import custom report
formats from the Library portlet, if none of the standard reports meets
your needs.

[, DT Practice - [DTSample2] - [Home Dashboard] = |

Hle Edit View Actions Setup Tecls Help
i QBack -0 - @ A B2 X 5 0% ® =) S Add -] e 4, @ -
> | Home Dashboard Wednesday, June 04, 2014

DT Practice Add View Select Portlets Select Layout

| Pracice CS Library 2| News & Links 'ﬂ Help_How To Center ﬁ CS Home Page ﬂ The ARNE Community ﬂ System Information (3|

| DT Practice tibrary @]

PRACTICE CS® LIBRARY

Welcome Custom Formats Formulas Help Videos & PDFs Suggestions
New! Subscribe to Custom Format Updates! ¥
o
c
g Custom Formatting Service ¥
{ o
] . iy ¥
= Contribute to the User Community
o
'?ﬂ Custom Format graphics available here!
z
Filter Custom Formats by keyword: L]
Type Title Source Hotes Import Updated Version
Billing Billing Analysis with Discount 2 % 12/17/12  2013.2.2
Billing Workshest (No Cost) a £ 12/17/13  2013.2.2
Biling Worksheet (Portrait Separate - 5
frs/Units) a 5 12/17/13  2013.2.2
gilling worksheet (Portrait) 2 & 03/24/14  2013.2.2
Biling Worksheet (Portrait) Alternate 1 a % 12/17/13  2013.2.2
Billing Workshest (Separate Hrs/Units) 2 % 12/17/13  2013.2.2
b Detail Worksheet a & 12/17/13  2013.2.2
A Excel Export of Invoice Datail a 1 11/06/12  2012.1.3
) Firm Monthly Billing Recap 3 il % 12/17/12  2013.2.2
& Invoice Journal (Separate Columns) 2 £ 05/30/08  2009.1.3
Invoice Journal with Paid/Open Amount 2 21 02/26/09  2009.1.3
» Invoice Journal with WIP Adjustments a % 12/17/13  2013.2.2 .
For Help, press F1 Current Login: CAT ~ Current Period: 4/1/2014 - £730/2014
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To learn more about DT Practice reports, choose Help > Help & How-To,
and then click Printing and reporting in the Browse subjects for
DT Practice topic for a list of topics about reports.

Backing up a firm database

When you want to make a backup of your firm's database, use the
Backup command (File > Backup). The backup is performed on the firm
database you currently have open. If you want to back up a different
database, choose File > Open Firm and select the database you want to
back up.

Note: Third-party backup software will not back up Microsoft SQL Server
Desktop Engine (MSDE) data while the SQL Server Service is running.
For this reason, the data cannot be backed up automatically from outside
MSDE. Therefore, you must use the DT Practice backup procedure
before running the third-party backup procedure.

1. From the File menu, choose Backup.

2. Inthe Backup file field, enter the path and file name for the backup
file, and click OK. You can also browse to the backup location by

clicking the |_| button next to the field.

Note: The backup file will be created on the computer where the
data resides. The path specified here must be a valid path on that
computer.

E)j Backup Firm @

Please enter the path and file name for your Firm database backup file.

Backup file: | C:\Program Files {«86) \Microsoft SQL Server\MSSQL10_50.CREATIVESOLUTION\MS D

Schedule a recurring backup

ok |[ Cancal |
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3. When prompted that the backup is complete, click OK.
Practice C3 @

IOI The backup is complete,

4. If necessary, copy the backup file from the location specified in the
backup dialog to another computer, backup tape, removable hard
drive, or other storage media, or to a location that will be backed up
by your third-party backup software.

Note: When you make a backup of a database, the application does not
overwrite any existing backups. Each backup file name includes a date /
time stamp. Backup files stay on the computer until you manually delete
them in Windows Explorer.

Scheduling arecurring backup of your firm
database

If you want to schedule a regular backup of your firm’s database, use the
Scheduled Backup dialog. To schedule a backup of your database,
follow these steps.

1. From the File menu, choose Backup.

2. Click the Schedule a recurring backup link in the Backup Firm
dialog.

E)j Backup Firm @

Please enter the path and file name for your Firm database backup file.

Backup file: | C:\Progmzm Eileg

EElMicrosoft SQL Server'\MSSQL10_S0.CREATIVESOLUTIONMS D

Schedule a recurring backup

[ ok [ coneal |

3. Inthe Scheduled Backup dialog, mark the Schedule backups to
occur checkbox.
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4. Select a frequency from the drop-down list. You can select Daily, or
select a specific day of the week.

5. Click the "= buttons to select a time of day for the backup.

6. Enter a path for the backup file location, or click the l:] button to
navigate to the location. This backup path must be a valid backup
path on the SQL server.

7. Inthe User name and Password fields, enter a Windows account
user name and password that have rights on the SQL server to
create Windows Scheduled Tasks.

8. Click OK to save your scheduled backup information.

[@ 5cheduled Backup ==
V| Schedule backups to occur | every day |E| 1200 AM |5

Please enter a destination path for your Firm backup files.
|\Backups" | |

Tao create scheduled backups, DT Practice uses the Scheduled Tasks
available in Windows. In order for DT Practice to create a Windows
Scheduled Task, it must use a windows account user name and password.
Please enter a Windows user name and password:

User name:  PVMNCAT

e————

Password:

oK || Cancel
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Notes

DT Practice will keep up to 11 scheduled backup files. The most
recent backup file is called Backup.BDF. The next oldest will be
named BackupArchive001.BDF, then BackupArchive002.BDF, and
so on, through BackupArchive010.BDF, which is the oldest. The
oldest of the 11 backup files is deleted whenever the newest one is
created.

If your firm has multiple databases, you should not specify the same
backup file destination for both scheduled backups. Doing so will
limit the number of archived backups of each database retained, if
they are scheduled for different times. If they are scheduled to be
backed up at the same time with the same destination, only one
database will be backed up successfully.
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DT Connect

DT Connect is an electronic communications utility that works between
your DT Professional Suite software and our data centers. It is installed
automatically when you install DT Practice, and it provides you with a
convenient and economical way to:

= Download initial and updated licenses. For more information, see
“Obtaining and installing licenses via DT Connect” on page 10.

= Download application updates and user bulletins via the internet so
you can electronically update your DT Practice application.

Note: Our data centers are scheduled to be available for DT Connect
calls during all hours of the week. In the rare event that system
maintenance is required, we will perform it between 3:00 a.m. to 6:00
a.m. eastern time.

The primary documentation for DT Connect is provided in the
comprehensive help, which is accessible from the DT Practice Help &
How-To Center.

This chapter describes:

= the basic features of DT Connect,

= the equipment you will need to use DT Connect,
= how to set up DT Connect, and

= tips for troubleshooting connection issues and error messages you
may receive while using DT Connect.

DT Connect features

With DT Connect, you can perform the following tasks.
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Download initial and updated licenses. For more information, see
“Obtaining and installing licenses via DT Connect” on page 10.

Download selected updates for your DT Practice application using
DT Connect, as significant changes are made to the products
throughout the year between releases.

Download user bulletins and other documents via DT Connect to
learn timely information and, when appropriate, helpful user tips.

Update the credit card information on your DT Professional Suite
account.

Connect to the data center using a modem or an internet service
provider.

Make your calls in “unattended” mode. This allows you to schedule a
time for DT Connect to automatically call the data center.

Apply the software updates downloaded from the data center to
DT Practice on the same computer or network to which they have
been downloaded.

Notes

There is no charge for using DT Connect to download and install
licenses and software updates. For these routine activities you pay
only for the telephone calls (for modem users) or for your internet
service.

DT Connect encrypts all sensitive transactions involving monetary
funds or client information using an industry-standard encryption
system, thus keeping your data safe as it travels over the internet.
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Equipment and other requirements

If your computer supports DT Practice, it also supports DT Connect. You
do not need to purchase any additional communications software.
However, you will need a persistent internet connection or a v.90
Standard 56K (or faster) modem to use DT Connect.

You have two options for connecting to the data centers with
DT Connect.

= Use an Internet Service Provider (ISP): By default, DT Connect is
configured to use a standard internet connection. This allows you to
use your own ISP rather than connecting to the data centers’
modems, thus saving long-distance charges. If your system is
already set up to access the internet via your ISP, you probably do
not have to complete any additional setup tasks to use DT Connect.
However, you should confirm all settings, as described in “Setting up
the communication configuration” below.

= Use a modem: Use this option to connect directly to the data centers
using a modem rather than using your own ISP.

DT Connect is designed to work with a wide range of modems
supported by Windows Dial-Up Networking, including the following:

= v.90 Standard 56K modems

= Any other standard internet connection (DSL, cable modem, T1,
and so on)

Note: If you use a modem to connect directly to our data centers,
you may incur long-distance charges.

Setting up the communication configuration

This section explains how to configure the communication settings in
DT Connect, which is installed automatically when you install

DT Practice. This is a one-time setup procedure and should be
performed on each Windows workstation you intend to use for

DT Connect.
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Notes

If you used DT Connect to obtain and install licenses on this
computer or to obtain software updates for any DT Professional
Suite application, then your computer is already correctly configured
for DT Connect.

We recommend that you perform your first DT Connect call as soon
as possible after receiving the application to ensure that you can
communicate with our data centers before you need to receive
licenses or software updates.

Note that DT Practice must be installed on your computer before you
perform the following procedure.

1.
2.

Start DT Practice.
From the File menu, choose DT Connect.

In the DT Connect dialog, click the Connect Setup button to open the
Connect - Communications Setup dialog. Use this dialog to verify or
select the various communications settings applicable to your system
so that you can communicate with our data centers.

DT Connect — Communications Setup @

Connect via:

@ Direct [LAN] connection ta intermet | Broxy Seftings...

V|internet connection iz always online

Dialup using my 15P's connection

| Test Connection | [ ak ] | Cancel |

= Direct (LAN) connection to internet — Click this option if your
computer is connected to a network that has a direct internet
connection.
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= Proxy Settings — If your local area network uses a proxy
server, click this button to open the Proxy Setup dialog. This
dialog allows you to enter the necessary information for
DT Connect to connect to our data centers.

= Internet connection is always online — Mark this checkbox if
your computer is always connected to the internet.

= Dialup to modems (normal long distance charges apply) — Click
this option if you do not have an internet service provider or a
LAN connection, and you want to connect directly to our data
centers via a modem. Note that you may incur long distance
charges if you choose this option.

= Dialup using my ISP’s connection — If you will connect to our
data centers using an internet service provider, click this option.

= Connection — If you will use an internet service provider to
connect to our data centers, choose the name of your
internet service provider from the drop-down list.

= User name and Password — Enter the user name and
password for the internet connection you specified.

Troubleshooting connection issues

For information about troubleshooting connection issues and error
messages, choose Help > Help & How-To, and use the search field to
search on troubleshooting DT Connect.
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