Guide to Inheriting existing checklist into
WorksManager

This guide provides step-by-step instructions on how to add a checklist into
WorksManager. By following these steps, users can create and customize checklists
for their clients, making it easier to manage and ensure all necessary steps are
completed to streamline their workflow and improve efficiency in Quality.

Login to WorksManager

Login WorksManager :
http://172.16.29.11/HomeNew.aspx
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2 Enter Email and Password here.
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3 Click here to Login.
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4  Enter your PAN Number here.

Works Manager Security Question
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What is your PAN.Number?

5 Click here




6  Your screen will look like this...
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Navigating to Checklist Master Update Link

7 Use the below link to add checklist master to WM for your client
http://172.16.29.11/checklistmaster.aspx

8  Select your client and vertical of service here

Home Job Management ~ Client Management ~ Time Management ~ Reports ~ Admin ~ Quality Management ~ COE ~ Timesheet Finalization ~ RPA

Client Check List Master Setup Admin Panel

Step:2
Select Vertical®

s v | i | v | v




9 Select the relevant Financial Year here

uality Management - COE ~ Timesheet Finalization - RPA

Step:3
Select Financial Year®

ESS SERVICES BOOKKEEPING 2023 b
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10 Choose Financial Year from the list.
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2014
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11  Choose the Type of User>> Whether it is Processor or Reviewer?

Client Check List Master Setup Admin Panel

Step:1
Select Client”

Allworths - Chartered Accountant

Step:2
Select Vertical®

FINANCIAL PLANNING BUSINESS SERVICES ‘

Step:4
Select User Type®

Existing checklist of Business services :

12 Choose the Process Type >> Whether it is Accounts or ITR?

Client Check List Master Setup Admin Panel

Step:1
Select Client”

Allworths - Chartered Accountant

Step:2
Select Vertical®

FINANCIAL PLAMNING BUSINESS SERVICES BOOKKEEP|

Step:4
Select User Type®

Step:5
Select Process™

Existing checklist of Business services :




13  Choose the Sub Process >> after selecting the Process Type here.

select Client” Select Vertical®

Step:4 Step:5

Select User Type® Select Process™
=

Step:6

Select Sub-Process™

Existing checklist of Business services :

14 Choose the checklist from here >>

PROCESSOR REVIEWER ‘ ‘ ACCOUNT

Step:6
Select Sub Process*

ACCOUNT

Step:7 (Inherit Checklist from Global Master/other client Checklist or Create new Checklist)

Choose Checklist* - Description™
Select v Give brief desc
Existing checklist of Account




Select the relevant master checklist >> You want to Modify or Click Create New

15 , . , " ) L
checklist per your needs. In this case we are inheriting existing checklist is
selected.

Auste_BS_2023_Proc_ITR_ITR E

Comme_BS_2023_Proc_ITR_ITR
Super_BS5_2023_Proc_ITR_ITR
Sa Salt _BS_2023_Proc_ITR_ITR
Sel  wDF P_BS_2023_Proc_ITR_ITR
Theod_BS_2023_Proc_ITR_ITR
Hall _BS_2023_Proc_ITR_ITR
Piper_B5_2023_Proc_ITR_ITR
Grims_BS_2023_Proc_ITR_ITR
RCB A_BS_2023_Proc_ITR_ITR
Obero_BS_2023_Proc_ITRE_ITR
Rober_BS_2023_Proc_ITR_ITR
Ruth _BS_2023_Proc_ITR_ITR
LINCO_BS_2023_Proc_ITR_ITR
LINCO_BS_2023_Proc_ITR.ITR
Ruth _BS_2023_Proc_ITR_ITR
Grims_BS_2023_Proc_ITR_ITR - Description™
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Existing checklist of ITR

16  Add a description of the checklist>> Hit create once done
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Step:2 Step:3
Select Vertical® Select Financial Year™
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Select Process*

3lobal Master/other client Checklist or Create new Checklist)
Deseription®

= Give brief description of the checklist

Acco

Reerrd

o
e



17  Once you click >> "Create" >>> Checklist will be added to your client

CheckList Added successfully

18 Click here>>> to Edit any questions required to personalize per client requirement.
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19  Click here to go into details of ITR Checklist.

_B5_2023_Proc_ITR_ITR VERSION : Ver_2023_12_001

SUB PROCESS : ITR

oscoerion e
ITR @ | -@—

20 You will be able to see all checkpoint here>> Add or delete any question as
necessary for your client needs.>>> Once you are done with questions>>> Click
Close.

3 Loss Infermaticn - Link to last year return Vital [y f @-
4 Please mark a5 complete for tax retum in JXPM before sending to intemal review vital [ I ﬁf
5 Tax Return-please let’s keep in consistent by going the first word in capital and the second letter in small letter - i.e. Accountacy fees, Bank fees, Rates & taxes, etc in the tax return. vital [ I @r
6 Select "es” to print pay instalments payable in the tax return to get instalment page in tax retum. vital I: | @.
7 Check Non Commercial Losses from prior year included Vital [ ,@
8 If there is a business income then you need to check personal Services Income provision. Vital l: |@
9 PAYG (1) entered in Tax Return - Individual or Company. Vital [ |@
10 Have you compared previous tax return vith the current year tax return Vital [ ,@
" Check your time sheet comectly updated in the XPil, we need to update time sheet on job vise. Vital Eyl @
12 Check XM Job and merge it , don't create a duplicate. Vital [ | @-
13 Check for the Medicare Levy Surcharge - if income is more than 0K for individual and 180K for family, they will come under Medicare levy surcharge. Vital [ I @-
14 Check OneDrive source Doucments. Vital [j I ﬁf
15 Check time taken and compared with budgted time, vital I: I @-
e
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21  After ensuring all questions are added to checklist >> Click" View and Publish"

Modify Checklist
T
CLIENT NAME :

USER TYPE : Processor PROCESS : ITR

CHECKLIST NAME

To effect the changes on the checklist you need to finally publish the same

N S =

1 ITR ITR

View and Publish

22  Your Checklist is now ready for Team to use against all jobs.
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