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Presents

Smarter Work Planning
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WORK FLOW MANAGEMENT  

Create Master data of organization info, Group, 
Category, Branch, Designation master with Book or 
CD library, Holiday master, Work type and 
Employee Master.   

Facility to assign rights to employees to have 
access to different sub-modules available in system.

Create additional contacts other than assessees by 
providing their contact information. 

Define the Work proposal with work category 
estimated time and total cost.

Get It In WFM

Access Taxbase assesses information 

Maintain Inward and Outward registers. 
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WORK FLOW MANAGEMENT  

Facility for allocation of assignment received from 
customers to office staff

WFM- Daily view diary for employees to view the 
work assigned with work description and facility to 
change the status if work completed or pending or 
transferred to other employee..

Get It In WFM

Additional useful facilities of Call Back Request , 

Reminders and Notes. 
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Understanding WFM

WORK FLOW MANAGEMENT

Concept

Workflow Management Systems allow organizations to define and 
control the various activities associated with a business process.
The introduction of workflow management tools should be seen as 
an opportunity to improve both the underlying business process and 
the existing organizational structure. Many benefits can be accrued if 
the workflow management system is implemented as part of a 
broader business solution.

Who can use? Tax Professionals, CA Firms & Tax Consultants

What is 

required?

- Youshould be a Taxbase/ TaxbaseLAN user.
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WFM Dashboard
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Enterorganizationinformationwith customerIDandpassword

16/12/2014

Organization Information & Customer ID
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Master List

Master List Description

Group Master Add user to the specific group or 

create a new group.

Category Master Add user to the category or create new 

category with all the details. Rate per 

man hour for the user will be decided 

as per his category. 

Designation Master You can define the user designation 

from here.

Branch Master Here you can specify a branch of the 

user to which he belong.

Book/CD Library Book and CD library is provided .

Holiday Master List of all the holidays throughout the 

year.
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Hereyoucanenter work details,i.e. Typeof work andWorkdescription.

Work Type Master 
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Youcan define employeesby providingemployeeinformation and alsoaccess
rightscanbegivenaccordingly.
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Employee Master with User Access Rights
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WFMalsohasa facilityof maintainingInwardandOutwardregisters.
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Inward and Outward Register
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Hereyou cancreatecontactsof customersother than your taxbaseassessesby
providingtheir personalinformation.
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Other Contacts
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Taxbaseassesseeinformationcanbeseenfrom here.
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Taxbase Assessee 
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In ProposalHomeĄ you candefine the proposalwith work category,rate per
hour,estimatedtime andTotalCost.
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Proposals
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Youcankeeprecordof customerprofile whichcanhelpyou in assigningwork to
youremployees
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Work Assignment
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My Diary 

Thisis DailyDiaryfor employees,Hereemployercanassignwork by loginasa superuser,
He can also see the progressof the assignedwork and employee can see type of
assignedwork andthe work description. Employeecanchangethe statusof the work to

άŎƻƳǇƭŜǘŜŘέorέǇŜƴŘƛƴƎάby loginasemployee.
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Hereyou cansavethe documentscustomerwise by providingthe systempath.
E-mailingthe documentsto a customerisalsopossible.
.

Document Management






