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Overview

Why Use This Program?

Manual due date systems, such as calendars, are not the most reliable way to monitor
due dates. The Due Date Reminder System provides you with an easy-to-use system
for tracking engagements, clients, and more! Y ou can track engagements and get
reports showing when they are due, what the status of the engagement is, and which
employees are responsible for completing it. In addition to this, you can:

Keep aclient databasewith address, phone numbers, tax ID numbers
and more.

Keep a database of the servicesyou provide.
Print mailing labels.
Export and import client information to and from other systems.

Create mail merge data files so you can create form-letters with your
word processor.

Please Read This!

The DTS- Due Date Reminder System has been designed to be easy-to-use and
understand; however, you should always follow these rules:

Always exit the Due Date Reminder System before turning off your computer.

Never turn off your computer without closing Windows first! Most Windows
systems use disk caching and other performance enhancing features. Because of
this, it isimportant to close Windows before turning off your machine. 1f you don't
do this, information that you have entered into any program, including this one, could
be lost or corrupted.

For the most up-to-date information on the Due Date Reminder System use Windows
Notepad or Wordpad to load the file README.TXT. Thisfile containsinformation
that is not included in the manual.
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Installing and Starting

System Requirements

Microsoft Windows 3.1x, Microsoft Windows 95/98, Microsoft WindowsNT.
8 MB of RAM. (16MB is recommended.)
6 MB of hard disk space.

Installation

Installing To A Single Machine

For the purpose of these instructions, we are assuming that your CD driveisdrive D,
if it isnot, please make the appropriate changes. To install the program to asingle
machine, use the following steps:

1. Click onthe Start button.

2. Click onthe Run menuitem.

3. TypeD:SETUP and press the ENTER key.
4

Follow theinstructionsin the installation program.

Installation for Networks

The following instructions explain how to install the Due Date Reminder System on a
network. Thiswill allow multiple-usersto access the same datafile from their
workstations. The suggested method for this, isto install the program on each
workstation and store the data file on a network server. This provides faster
response, and reduces problems with shared system files used in the Windows
operating environment.

Please use the following directionsto install the program:
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(N Install the program on asingle workstation. Note that the installation fileis
\WDD\SETUP.EXE on the CD. Y ou could copy that file to a shared folder on
the server to make it available for easier workstation installation.

2 Start the Due Date Reminder System:

€) In the First-Time setup, select ‘ Specify’ for the question “Would
you like to specify the location for the Data File or use the default
location?’

0] Select the network drive where you want the data located,
and enter the directory where you want the Data File
stored.

(i) Click OK.

(b) Indicate whether you need to import your DOS version data, if you
have the DOS version.

3 Install the program on the other workstations.
4 Start the program on the other workstations:

€) Select ‘ Specify’ again on each workstation, and locate the data
directory you created.

(b) Select ‘No’ for the DOS data question. (Thiswas converted during
the first workstation installation, if you selected it.)

(c) When the “ Create New Data File?’ screen appears, select ‘No'.
Thiswill make the system use the file that was already created by
the first workstation installation.

(5) If you ever need to move the Data File, you will have to modify each

workstation’sWDD.INI filethat isin the Due Date Reminder System
directory. Modify the‘DataFile Path’ lineinthe‘DataFiles section.

Getting Updates

Information about updates will be at http://www.denvertax.com/wdd.htm Also, if you
have given DTS your email address, we will notify you viaemail about any new

updates.

Due Date Reminder System for Windows®
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Starting The DTS - Due Date Reminder System

Theinstallation program will create a"Denver Tax Software" Program Manager
Group, if it doesn't already exist. The DTS - Due Date Reminder System will be placed
within this group. In Windows 95/98 you should also have a“ Denver Tax Software”
Start menu group.

To start the Due Date Reminder System, double-click on the Denver Tax Software
program group, then double-click on the Due Date Reminder System icon. Thiswill
load the Due Date Reminder System and you can begin work! In Windows 95/98 or
WindowsNT4.x you should click the Start button, find the Denver Tax Software
menu, and click on the Due Date Reminder System menu item.
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Getting Started

The Read Me File

If thisisthefirst time you veinstalled the Due Date Reminder System, or if you have
just installed an update you should view the read mefile. The readme file contains
information on updates, corrections, and new features. Thefileisnamed
README.TXT and islocated in the same directory that you installed the Due Date
Reminder Systemin. Y ou can use Notepad, Wordpad, or any other text editor to view
thisfile.

Start Up

When you start the Due Date Reminder System you will see the Splash Screen. The
Splash Screen will be visible until the program is ready to be used. When the
program isready, the Splash Screen will disappear, and the Main Screen will appear.

Entering Information

The Due Date Reminder System uses the standard input procedures that most
Windows programs use.

To move from one input to another you can either use the mouse to select the input
item you want, or pressthe TAB or ENTER key to moveto theitem.

To enter numeric information you may find it easier to use the numeric keypad. If you
do this, make sure the Num Lock key ison.

Getting Help

While you are using the Due Date Reminder System, you can load the program'’s help
file by using the Help | Contents... menu item. Y ou can also get help on any screen or
input you are working on by pressing the F1 key on your keyboard. If you have not
used Windows help before, select the Help | Help On Help... menuitem. Thiswill
load atutorial on how to use Windows help files.
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To get information about the Due Date Reminder System (such as the version
number), or information on Denver Tax Software, Inc. usethe Help | About... menu
item.

The Format Of This Manual

The Due Date Reminder System is broken down into 7 different areas. These are
Engagements, Clients, Services, Employees, Reports, Utilities, and Maintenance.
Having these separate areas makes the program easy to navigate and use.

This manual is divided into these same sections plus some other sections that cover
other aspects of the program. We suggest you read the chaptersin the order they are
presented. Thiswill help ensure you get everything set up the way you want it.

Y2K

This program has been designed to take dates with four digitsfor the year. If you
choose to put in only two digits for ayear, you are asking for trouble!
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Starting Up For The First Time

The First Time Setup Screen

Thefirst timeyou start the Due Date Reminder System you will be presented with the
following dialog:

First Time Setup -

If you want to tip out the Due Date Reminder

El | System before using it with your actual data you
can continue. When you are ready to use your
actual data. select the Options | Reset Data File
menu item.

The First Time Setup dialog will ask you a couple of questionsto help you get the
program setup the way you want it. Itissimpleto use, just click on the choice that
you want and a Continue button will appear. Click on the Continue button to go to
the next question.

Thefollowing isthelist of questions you will be asked, including additional advice
and information on each.

1. Would you liketo specify thelocation for the Data File or usethe default
location?

The Data Fileisafile that stores all of the information that you enter into the
system. In most cases you will want to use the default location; however, if you are
on a network and want to share the Data File with other users, you should select
specify. The programwill allow you to find the directory where the Data File
should be placed. (Ifit already exists, the programwill ask if you want to create a
new one or usethe current one. If someone else has already setup the program and
created the Data File, you should select to use the existing data location.)

2. If you havethe DOS version of the Due Date Reminder System and would liketo
import your Data, click Yes, otherwise click No.

If you do not own the DOS version of our Due Date Reminder System you should
click on the No button. If you have the DOS version and want to be able to use the
data you have entered in it, you should click Yes.
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If you click Yes, the programwill look for the DOSversion on the current drive. Ifit
can'tfind it, it will display information to assist you in locating it. Onceit knows
wherethe DOSversionis, it will import your data to the Windows version. (You
should verify the information to make sure it looks correct.)

After answering the questions and clicking the Finish button, you will seethe Main
Screen. Itisdiscussed in the next chapter.
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The Main Screen

The Main Screen looks like this:

= Due Date He i i i bl

-Erugram Work On Options Help

s &l Bl 71 2 S

Menus And Menu ltems

Thefollowing isalisting of the menus and their menu items, with a brief explanation
of each.

For some menu itemsthereis an accelerator key combination. Thisisacombination
of keysthat will activate the menu item automatically. To use an accelerator
combination, hold down the first key shown and press the second. If, for example, the
accelerator combination is Ctrl-M you would hold down the Control (Ctrl) key and
pressthe M key.

Program
Printer Setup...

Displaysthe standard Windows default printer dialog. This can be used to
change the printer or its settings.

Exit
Exitsthe Due Date Reminder System. (but why would you want to do that?)
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Work On

Engagements

Displays the Engagements Area. See “ The Engagements Area” on page 22.
Ctrl-E

Clients

Displaysthe Clients Area. See“The Clients Area” on page 16.

Ctrl-L

Services

Displaysthe Services Area. See “The Services Ared” on page 13.
Ctrl-S

Employees

Displaysthe Employees Area. See “ The Employees Area’ on page 19.
Ctrl-M

Reports

Displaysthe Reports Area. See“ The Reports Area” on page 27.
Cirl-R

Utilities

Displaysthe Utilities Area. See “ The Utilities Area’ on page 32.

Ctrl-U

M aintenance

Displaysthe Maintenance Area. See“ The Maintenance Area’ on page 36.
Ctrl-T

Options
Show Tool Bar

Togglesthe Tool Bar on and off. If there is acheckmark in front of this menu
item the Tool Bar is displayed.

Show Toal Tips

Toggles Tool Tipson and off. When Tool Tipsare on you can move the
mouse over a Tool Bar button and a short description of the button’s
purpose will be displayed. A checkmark in front of this menu item indicates
itisturned on.

Reset DataFile...

This menu item provides away to destroy your datafile and have the
program run the First Time Setup next time you start it. If you want to learn
the system and/or do the tutorial you can use this when you are doneto
destroy your sample data and start again. Thiswill destroy the data you
have entered.

Help

Due Date Reminder System for Windows® The Main Screen - 10



Contents...

Shows the Contents screen of the Due Date Reminder System’s helpfile.
Help On Hdp...

Shows the Windows Help on Help file.

About...

Shows the Due Date Reminder System’s About box. This screen displays
information about the program and Denver Tax Software, Inc. (If you click
around you might find something extra®© )

The Tool Bar

Thefollowing isalist of the Tool Bar buttons and what they do:

Activatesthe Work On | Engagements menu item.

Activatesthe Work On | Clients menu item.

Activatesthe Work On | Services menu item.

Activates the Work On | Employees menu item.

Activatesthe Work On | Reports menu item.

Activatesthe Work On | Utilities menu item.

Ngl [N 60 B 4 |

Activatesthe Work On | Maintenance menu item.

ﬂIActivatestheErogram | Exit menuitem.

The Start Up Area

The Start Up Areais displayed when you start the Due Date Reminder System. It
lookslikethis:
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The Due Date Reminder System waz last run on:

10/23/1996

Today's Date is:
[modify thiz if you wish to use a different date]

107231996

If you would like an Aged Incomplete Engagement report.
specify the report options. and select Yiew or Print.

Show Engagements due in the next days.

Style: |Detailed | E
Sort report on |Due Date | E
| [d] View | &5 Print

To continue. click on the menu item or button that you want.

Today’s Date

The current dateis displayed here. If, for any reason, you need the program to use a
date other than the current date, you can changeit here.

Start Up Report

The Start Up Area provides you with the ability to look at an Aged Incomplete
Engagement report before starting your work. The optionsfor thisreport are:

Days

Enter the number of days past Today’ s Date that you want to see
incompl ete engagements for.

Style

Select whether you want the Summary or Detailed report.

Sort

Select whether you want the report to sort on Due Date or Period End.

The Viewbutton will display the report on screen and the Print button will send it to
your printer.

To continue with your work , either select amenu item or Tool Bar button.
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The Services Area

Description

The Services Areaiswhere you add, modify, and delete the services that you or your
company provides. Inthetop left of thisareaisthe Service List. Thislistsall the

Servicesthat have been entered into the system. To theright are inputs for modifying
any of the information kept about each service.

The Services Arealookslikethis:

Service Code Description | MNew | | Delete I
#1040 U_5. Individual Income Tax Return

1040E5 U.5. Individual Estimated Vouchers Service Code:

1065 U_5_ Partnership Return [1040 |

1120 U.5. Corporate Income Tax Return Description:

11205 U.5. 5-Corporation Return —

940 U.S. Unemployment Tax Return |U_S_ Individual Income Tax Heti

941 U_5. Quarterly Payroll Tax Beturn Frequency:

ES Estimated Vouchers | | EI

MISC Mizcellaneous Services _

MO_BK Monthly Bookkeeping Months after Period End due:

PPT Personal Property Tax EI

PROJ Project Day of Month due:

W2 Wage and Tax Statement

A for annual After pear-end

M for Monthly

Q for Quarterly

C for annual during Current year
E for Estimated tax

0 for Other

Y ou can access the Services Areawith the Work On | Services menuitem or the

Tool Bar button.

Adding A Service

To add aservice, click on the Newbutton at the top of the area. Thiswill clear out the
inputs so you can enter the information on the new service. When you have entered

Due Date Reminder System for Windows®
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the information, click the OK button. If you decide that you don’t want to enter the
service, click the Cancel button.

Modifying A Service

Thefirst step in modifying a serviceisto select the service you wish to modify. Use
the scroll bar on the Service List to find the service. After doing so, click on the row
the serviceisin. The service information should appear in the inputsto the right.

Now you can modify the information by clicking in the input you wish to modify and
changing its contents. The Service Code and Description in the Service List can be
modified inthe List aswell asin the inputs on the right.

Deleting A Service

To delete aservice, locate the service in the Service List and click on therow itisin.
Y ou will see the service information in theinputs on theright. Now, click Delete to
remove the service from the system.

Note: If the serviceiscurrently being used for an engagement you can’t deleteit.

Service Inputs

Service Code

The Service Codeis aunique code that identifies the service. We suggest keeping
these short, but long enough to make the service clear. (For example, for Individual
Estimated vouchers we use 1040ES.) Service Codes are always displayed in upper
case.

Description
Thisisadescription of the Service. Y ou can enter the full service name here.
Frequency

The frequency indicates the number of occurrences of the service and the time of
year they occur. The available frequencies are:

annual After year end: occurs once per year, after theyear-end. An
example of this might be a 1040.

Monthly. occurs every month.
Quarterly: occursevery quarter.

annual during Current year : occurs once per year, during theyear. An
example of this might be a personal property report.

Egtimated Tax: occursfour times on the specified estimated tax due dates.

Other: occursonce ayear, with no set date. An example of this might be tax
planning or a special project.

Months...
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There are two types of entry for this, depending on the frequency. (Some frequencies
do not require thisinput):

Months after Period End Due: The number of months after the Period End
that the serviceisdue. For a1040, thiswould be a4 for April.

Monthsinto Current Year Due: The number of monthsinto the current year
that the service is due.

Day Of Month Due

Thisisthe day of the month that the service is due (some frequencies do not require
thisinput.) If you want the service to become due on the last day of the month you
should enter 40. If you want the service to be due on the same day as the Period End
you should enter 0.

Note: When entering an engagement, the program cal culates a due date using this
information and the Period End you enter. This default due date can be modified if
needed.
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The Clients Area

Description

The Clients Areais where you add, modify, and delete clients. In the top left of the
areaistheClient List. Thislistsall of the Clients that you have entered into the

system. To the right are inputs for modifying any of the information kept about each

client. Thisinformation includesthe name of the contact person, tax D numbers,
phone numbers, address, and more.

The Clients Arealookslike this:

Client Code New | [Delete |

} [YOUD1

General T Addrezz/Phone

Client Code: ['yOUM |

Mame: |Your Company

Sort Name: |Your Company

Contact Title: IEI

Contact Name:| Good Client

55N:|123-45-6789
FEIN:|98-7654321

Entity T_l,lpe:ll:ulpulatiun

Comment: | great clients!

Display Clients By: | Quick Search Modify Client data with the inputs on the right.
@ Client Code [ ] |Click ™Mew'to add a Client.
C'Client Hame Click ‘Delete’ to delete the current client.

CiSort Mame

Y ou can access the Clients Areawith the Work On | Clients menu item or the

Tool Bar button.

Adding A Client

To add aclient, click on the Newbutton at the top of the area. Thiswill clear out the

inputs so you can enter the information on the new client. When you have entered

Due Date Reminder System for Windows® The Clients Area -
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the information, click the OK button. If you decide that you don’t want to enter the
client, click the Cancel button.

Modifying A Client

Thefirst step in modifying a client isto select the client you wish to modify. Usethe
scroll bar onthe Client List to find the client. After doing so, click on the row the
clientisin. Theclient’sinformation should appear in the inputs to the right.

Now you can modify the information by clicking on the input you wish to modify and
changing its contents. The Client Codein the Client List can be modified in the List
aswell asin theinputs on the right.

Deleting A Client

To delete aclient you should locate the client in the Client List and click on the row it
isin. Youwill seethe client’sinformation in the inputs on the right. Now just click
Delete to remove the client from the system.

Note: A client can’t be deleted if he has any engagements that are incompl ete, or
haven’t been del eted.

Displaying Clients By Client Code, Name, Or Sort Name

The Client List has the capability of displaying the clients by either their Client Code,
Name, or Sort Name. The Display Clients By option box allows you to change this
by clicking on the option you want.

Quick Search For A Client

To quickly search the Client List for aclient, you can use the built inQuick Search
input. Thisinput islocated on the bottom half of thearea. Click in theinput and start
typing either the Client Code, Name, or Sort Name that you are looking for (depending
on the method used to display clientsin Display ClientsBy.) The programwill
search thelist asyou type.

Client Inputs

The Client inputs are divided onto two Tabs. To switch between tabs you should
click onthetab title. After filling out the Comment field on the first tab, pressing the
TAB or ENTER key will automatically switch tabs for you.

Client Code

The Client Code isaunique code that identifies the client. We suggest keeping these
short, but long enough that you can recognize the client by it. (We suggest using
thefirst 3to 6 letters of the client name followed by 2 digits (i.e. ‘ Denver Tax
Software’ would be DENOL.) Client Codes are aways displayed in upper case.

Name

Due Date Reminder System for Windows® The Clients Area - 17



Thisistheclient’sfull name.

Sort Name

Thisisthe sorting name for the client. Thisis used when sorting clientsfor reports.
If the client isa person, you can click on the Sort Name button, and it will fill inthe
Sort Name for you. If the client isnot a person, press the tab key and the program will
use the client’ s name for the sort name.

Contact Title

If the client has aparticular person that you use as a contact you should enter that
person’stitle here. Titlesareusualy Mr., Mrs,, Dr., etc. Thisisused with the
Contact Name input when printing mailing labels, and in other reports.

Contact Name

If the client has a particular person that you use as a contact you should enter that
person’s name here. Thiswill be used with the Contact Titleinput for mailing labels,
and other reports.

SSN

Thisistheclient’s Social Security Number, if the client isanindividual.
FEIN

Thisistheclient’s Federal Employer’s Identification Number.

Entity Type

Select the entity type of the client. Thiscould be Individual, Corporation,
Partnership, Fiduciary, or Other.

Comment

Thisfield is provided so you can keep any comments you have on the client. Enter
whatever you need here.

Addressinputs
These inputs are for the client’ s address, if you wish to keep it in the system.
Phone And Fax Numbers

Theseinputs are for the client’ s phone and fax numbers, if you wish to keep themin
the system.
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The Employees Area

Description

The Employees Areais where you add, modify, and delete employees. You can also
transfer all of an employee’ s engagements to another employee from here. Inthetop
left of the areaisthe Employees List. Thislistsall of the employeesthat you have
entered into the system. To theright are inputs for modifying any of the information
kept about each client. Thisinformation includesthe employee’s code and name.

Note: Employee entries are not required.

The Employees Arealooks like this:

Employee Code |Mame
) |DOEDT Pat Doe [ New | [ Delete |

| Transfer Engagements I

lick 'New' to add a new Employee.
Click 'Delete’ to delete an Employee
Click 'Transfer Engagements” to transfer an
Employee’s Engagements to another Employee. |
To modify an employee, click in the grid and modify. _ﬂ

[ [+

Y ou can access the Employees Areawith the Work On | Employees menu item or the

El Tool Bar button.
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Adding An Employee

To add an employee, click on the Newbutton at the top of the area. Thiswill clear out
the inputs so you can enter the information on the new employee. When you have
entered the information, click the OK button. If you decide that you don’t want to
enter the employee, click the Cancel button.

Modifying An Employee

Thefirst step in modifying an employee isto select the employee you wish to modify.
Usethe scroll bar on the Employee List to find the employee. After doing so, click on
therow the client isin. Because the employee information fits within the employee list
you will not see theinputs on theright. Y ou can just modify the employee
information right in the Employee List.

Deleting An Employee

To delete an employee, locate the employee in the Employee List and click on the row
he or sheisin. Now, click Delete to remove the employee from the system.

Note: An employee can't be deleted if sheisresponsible for any engagements.

Transferring An Employee’s Engagements To Another
Employee

Totransfer all of an employee’ s engagementsto another employee, click on the
Transfer Engagements button. The Transfer To and Transfer From inputs will
appear, aswell as, the OK and Cancel buttons. Y ou can either enter the employee
codes in the inputs or use the mouse to drag and drop the employee codes from the
Employee List to the appropriate inputs. When you are finished, click OK to make
the transfer, or Cancel to cancel the transfer.

How to drag and drop: Move the mouse over the item you want. Hold down the left
mouse button and (while holding it down) move the mouse over the input you want.
When you have the mouse over the correct input, release the left mouse button and
the item should appear in the input.

Employee Inputs

Employee Code

The Employee Code is a unique code that identifies the employee. We suggest
keeping these short, but long enough that you can recognize the employee by it.
(We suggest using thefirst 3 to 6 |etters of the employee name followed by 2 digits
(i.e. ‘Pat Doe’ would be DOEQO1.) Employee Codes are always displayed in upper
case.

Name
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Thisisthe employee’ sfull name.
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The Engagements Area

Description

The Engagements Areaiswhere you add, modify, and delete engagements. In the
top left of thisareaisthe Engagement List. Thislists the engagementsthat you have
entered into the system. To theright are inputs and displays for the information
about the selected engagement. Thisinformation is divided onto three tabs, General,
Status, and Assigned To. To switch tabsjust click on the tab title you want.

The Engagements Arealooks like this:

Mew Delete
Client Code Service Code Due Date ;
p |[DMEDT 1040 41571999 General ] Status | Assigned To
DTS01 1120 3/15/1999 Emp. Code |Name
p |DMK |David Kaufmann
4 4
Add Employee Remove Employee
[ Turn off 'No responsible employee’ warning.
Display: Select the engagements to locate, and click OK |
CAN on: E to dizplay them.
E—=
N Cr— J

Y ou can access the Engagements Areawith the Work On | Engagements menu item

or the Tool Bar button.
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Adding An Engagement

To add an engagement, click on the Newbutton at the top of the area. Thiswill clear
out the inputs so you can enter the information on the new engagement. First you will
fill out the General tab and then the Assigned To tab (if you want to assign an
employee.) When you have entered the information, click the OK button. If you
decide that you don’t want to enter the engagement, click the Cancel button.

Modifying An Engagement

The only information on the General tab that can be modified is the Engagement
Description and the Comment. These can be modified asyou like. If you want to
modify the Status of the engagement, see “ Updating An Engagement’ s Status.” If
you want to add or remove responsible employees, see “ Adding And Removing
Responsible Employees.”

Deleting An Engagement

To delete an engagement you should locate the engagement in the Engagement List
and click ontherow itisin. Now click Delete to remove the engagement from the
system.

Note: If the engagement hasn’t been completed the programwill warn you before
deleting it.

Displaying Specific Groups Of Engagements

The Engagement List is capable of displaying all of the engagements you have
entered, or a specific group of those engagements. In some cases you may only want
to see a specific group, such as the engagements that are due today. The Display
options are in the bottom left of the area.

To display all of the engagementsthat are in the system, click on the All option
button.

Groups
To display agroup of engagements:
1. Click onthe Group option button.
2. Select what input to group on, in the on input.
3. Select thecriteriafor grouping, in the with input.
4. Click the OK button.

For example, if you wanted to display all of the engagements for the client YOUO0L,
you would select Client Code from the on input, and Y OUOL from the with input, then
click OK.
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Find Engagement

If you know any combination of Client, Service or Due Date, you might find the Find
Engagement screen useful. To start the Find Engagement screen, click on the Find
option button at the bottom left corner of the Engagement screen.

Find Engagement I
[ Find Client Name instead of Client Code

Client Eude:iwl
Service Code: E Close |

Due Date: |/ /

Find Client Name instead of Client Code

If you know the Client Code that you want, leave this box unchecked. If you do not
know the Client Code, check this box so you can search by Client Sort Names.

Client Code

If you know the Client Code, enter it. If you know the client’ s name, check Find Client
Name instead of Client Code. If you know neither the Client Code or the client’ s name,
leave this blank. Use the down arrow to help look for the Client Code.

Sort Name

If you know the client’s Sort Name, enter it; otherwise, leave it blank. Use the down
arrow to help look for the Sort Name.

Service Code

If you know the Service Code, enter it. If you don’t, just leave this blank. Use the
down arrow to help look for the Service Code.

Due Date

If you know the Due Date, enter it; otherwise, leave this blank.

Engagement Inputs

When entering an engagement the General and Assigned To tabs are available. For
information on entering the responsible employees, please see “Adding And
Removing Responsible Employees.”

The following are the inputs on the General tab.
Client Code

Enter or select the client code of the client you are entering an engagement for. The
display panel underneath, labeled Client Name, will display the client’ s name for
verification.

Service Code
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Enter or select the service code of the service this engagement isfor. The default
description of the service will be entered in the Description input below.

Description

This should contain the default service description for the service you selected in the
Service Code input. You can re-enter or modify thisinput.

Date Entered
Enter the date the engagement is entered into the system.
Period End

Enter the period end date for this client. Most 1040 clients have aperiod end of
December 31, so, if the engagement isa 1997 1040, the period end would be
12/31/1997.

Due Date

This should default to a due date created using the Period End input information and
the service' sinformation. If you need to, modify this due date to be correct.

Comment.

Enter any comments you have about this engagement. When you change the status
of the engagement, this comment will be updated to reflect the comments made with
the status change. Thisisagreat placeto document client caused delays.

Updating An Engagement’s Status

If you want the program to track the progress of an engagement, you will want to
update the status of the engagement. By updating the status, you can indicate when
interview forms were sent or received, when an engagement was extended or
completed, etc.

To update the status of an engagement you first need to go to the Status Tab. Click
onthetab’snameto switchtoit. At thetop of the Status Tab isthe StatusList. This
list showsthe history of the engagement. Underneath it are the Update Status and
Delete Entry buttons.

The Delete Entry button del etes the status entry on the current row in the Status List.

To update the status, click on the Update Status button. When you do this you will
get anew set of inputs for updating the status. They are:

New Status
Select or enter the new status code for the engagement.
Date Changed/Date Done

If you are entering the completion of the engagement (Status Code:DONE)
you should enter the date the engagement was completed. Otherwise, enter
the date the engagement status was changed.

New Due Date

Enter the new due date for the engagement, if it has changed. (Thisis not
availableif you are completing the engagement.)
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Comment

Enter any additional comments about the change of statuscode. Thisisa
great place to document client caused delays.

When you have finished entering the update, click OK to add it, or Cancel to cancel
the update.

Adding And Removing Responsible Employees

To add or remove responsible employees you need to use the Assigned To tab. Click
on thetab’snameto switch toit. At thetop of the Assigned To tab isthe
Responsible Employee List. Thisshowsall of the employees that are responsible for
the engagement. Underneath it are the Add Employee and Remove Employee buttons.

The Remove Employee button removes the employee in the current row of the
Responsible Employeelist.

To add aresponsible employee to the engagement, click the Add Employee button.
When you do thisyou will get the following input:

Employee Code
Enter or select the Employee Code of the employee you want to add.

Once you have the employee’ s code entered, click OK to add the employee, or
Cancel to cancel adding the employee.

Adding Estimated Tax Engagements

For estimated tax engagements, enter the Period End as the year - end date for the
estimated taxes. The program will calculate the Due Date for the fourth quarterly due
date. Completethe rest of the engagement information. After pressing the OK
button to add the new engagement, you will be given the chance to let the program
create new engagements for the first three estimated due dates.
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The Reports Area

Description

The Reports Areais divided into three tabs, each providing adifferent set of reports.
Thefirst tab has Engagement related reports, the second tab has the Client related
reports, and the third tab has all other reports. Y ou can switch between the tabs by
clicking on the tab’ s name.

Y ou can easily create the report you want just by reading the report description and
sel ecting the options you want from the combo boxes. The types of reportswill be
described in the following sections.

The Reports Arealookslike this:

E Due Date Reminder System - [Reports] _ (O] ]

ol 4| mg | Bl /1 2] 4

Engagement ] Client ] DOther

Client Order
Service Order
Employee Order
Aged Incomplete
Hiztory

Letter Attachment
Client Calendar

Please single
click on the
desired report.

Y ou can access the Reports Areawith the Work On | Reports menu item or the

Tool Bar button.
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Engagement Reports

The following types of engagement report are available:

Client Order

The Client Order report provides alisting of engagements grouped by the
Client. Thisreport issorted by the client’s Sort Name, either Due Date or
Period End depending on your selection, and then by the Service Code. You
can limit thisreport to oneclient.

Service Order

The Service Order report provides alisting of engagements grouped by
Service Code. Thisreport issorted by Service Code, then either Due Date or
Period End depending on your selection, and then the client’s Sort Name.
You can limit this report to one service.

Employee Order

The Employee Order report provides alisting of engagements grouped by
Employee Code. Thisreport is sorted by employee, either Due Date or
Period End depending on your selection and by service. Thisreport can be
limited to one employee and/or one service.

Aged Incomplete

The Aged Incomplete report provides alisting of incomplete engagements.
Thisreport is sorted by either Due Date or Period End depending on your
selection, then Service Code and then Sort Name. Thisreport can be limited
to one client and/or one service. Thisreport is perhapsthe most useful as
you can use it to see what engagements are due the soonest, or are past-
due.

Note: Thisreport can also be run fromthe Start Up formwhen you first
start the Due Date Reminder System.

History

The History report provides a history of the engagements you specify,
including all status code changes. Thisreport is sorted by the client’s Sort
Name, and then Period End or Due Date depending on your selection. This
report can be limited to oneclient.

Engagement Letter Attachment

The Letter Attachment report provides a schedule for each client listing
every engagement that the firm has for that client.
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Client Calendar

The Client Calendar report provides a schedule for each client listing every
engagement and due date the firm has for that client. This can be used for
promotional purposes, aswell as, due date management.

Engagement Report Options

When you select an Engagement report, you will see ascreen that looksalot like this:

Client Order Engagement Report

[ Detailed report instead of a summary

" For Engagements:
@® Incomplete AND Completed
O Completed Engagements Only
O Incomplete Engagements Only

[% Sort by Due Date instead of Year End

- Time Frame: —
@® All Dates
C Range DOf Due Dates
C) Bange Of Year End Dates

oK | Cancel |

Detailed report instead of a summary

Y ou can choose whether you want alot of detail in the report or asummary. The
Detail report typically uses quite a bit of paper if you arein alargefirm.

For Engagements

These inputs give you the option of whether you want to display all Incomplete AND
Completed engagements, Completed Engagements Only or Incomplete Engagements
Only.

Sort by Due Date instead of Year End

This gives you the choice whether the report will be sorted in Due Date order or Y ear
End order. For some reports, the date might not be a primary sort item, but it might be
a secondary sort key for those reports.

Time Frame

Y ou can limit the report to aparticular time frame. For example, you might want all
engagements due on 4/15/2000. Y ou can choose All Dates to not limit the report by
any dates. Y ou can choose to limit the report to a Range Of Due Dates or a Range Of
Y ear End Dates. The“Y ear End” could be a period end for that matter.
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Limit report to 1 client

Some reports et you limit the report to one client.

Limit report to 1 service code

Some reports let you limit the report to one service code.

Limit report to 1 employee

Some reports let you limit the report to one responsible employee.

Client Reports

Thefollowing types of client report are available:

Client Listing

The Client Listing report provides alisting of clients sorted by Sort Name,
with the Client Code, Sort Name, and Contact Person.

Client Address

The Client Address report provides alisting of clients sorted by Sort Name,
with the Client Code, Sort Name, and address.

Client Data

The Client Datareport provides alisting of clients sorted by Sort Name, with
all information on each client.

Phone & FAX

The Phone & FAX report provides alisting of clients sorted by Sort Name,
with their phone and FAX numbers.
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Other Reports

Thefollowing types of other reports are available:

Service Listing

The Service Listing report provides alisting of all services sorted by Service
Code, with all information on the service.

Employee Listing

The Employee Listing report provides alisting of all employees and their
Employee Codes.

Status Code Listing

The Status Code Listing report provides alisting of Status Codes and their
descriptions.
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The Utllities Area

Description

The Utilities Area contains two tabs. Thefirst isthe Mailing Labels tab, the second
isthe Export/Import/Mail Mergetab. Y ou can switch between them by clicking on
thetab’s name. Because the two tabs|ook very different, pictures are provided in the
following sections.

Y ou can access the Utilities Areawith the Work On | Utilities menu item or the

_Ij Tool Bar button.

Mailing Labels

The Mailing Labelstab looks like this:

Mailing Labels T Export/Import/Mail Merge

Print labels for |5ingle Client
with Client Code |[ANTO1 [2]

Label Type: |Avery 5261 | E 2 across. 10 down.
Page: fmehsst | Labed fmoheal
Top Margin: Width:
Bottom Margin: Height:
Left Margin: Horizontal Gap:
Right Margin: Yertical Gap:

Y ou can print mailing labelsfor al clients, clients who have a specific service due, or
for asingle client.
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Follow these stepsto print mailing labels:

1. Select whether you want All Clients, clients with a specific Service
Code, or aSingle Client.

2. If you selected either Service Code or Single Client, then select the
service code or client code you want.

3. Select thetype of label you areusing. If thelabel typeyou areusingis
not listed then select User Defined and enter the page and label
information below.

4. If thelabel isUser Defined, enter the margins between the edge of the
|abel sheet and the labels. These measurements should be entered in
inches.

5. If thelabel isUser Defined, enter the width and height of asingle |abel,
and the gaps between the labels. These measurements should be
entered in inches.

Use the following diagram to determine Page and L abel measurements:

1

— Top Margin

( er (Crmrans)

Horizontal Gap

( ) ( )

Left Margin " Yertical Gap
( |_ Label Width ) (
3 Bottom Margin Right Margin

When you have entered the information, click on the Print Labels button to begin
printing.

If you are using a User Defined label and are getting too many labels printed across
the page you should increase the Right Margin until the correct number of labels
print. 1f you are getting too many labels down each page you should increase the
Bottom Margin until you get the correct number to print.

What is Exporting?

Exporting isaway of taking information from one system and converting it into a
format that can be used by another system. In the case of the Due Date Reminder
System, exporting will take your client information (or some of it) and convertittoa
format that can be read by other programs. There are two types of formats that the
Due Date Reminder System can export to. They are fixed field, and delimited.
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Fixed field takes your client information and putsit into an ASCI| (text) file where
each client is placed on a separate line and each piece of informationisstoredin a
fixed number of places. A fixed field file would look similar to this:

ANTO1 Ant hony, John 125 E. Sander St.
W LS02 W | son, Sarah 3546 Madi son St.

Delimited takes your client information and putsit into an ASCI| (text) file where each
client is placed on a separate line and each piece of information is enclosed in double
guotes and separated with commas. The sameinformation in adelimited file would
look similar to this:

“ANTO1”,” Ant hony, John”,”125 E. Sander St.”
“WLS02”,”W | son, Sarah”,”3546 Madison St.”

What is Importing?

Importing isaway of taking information from another system (that isin the correct
format) and making it part of the current system. In the case of the Due Date
Reminder System, importing will take client information that you have exported from
another system, and make it part of the Due Date Reminder System. For thisto work,
the information you want to import must be in either afixed field, or delimited format
(for descriptions of these, see “What is Exporting” above.)

What is a Mail Merge?

Mail Merge refers to atechnique for combining aword-processor letter and alist of
information to create a copy of the letter for each record in thelist. Inthe case of the
Due Date Reminder System you would use amail merge to create aform-letter that
you could send out to all of your clients. For moreinformation on mail merges, please
see the documentation that came with your word processor.

We have provided an example of a Microsoft Word mail merge letter (MMLTR.DOC),
mail merge header file (MMHEAD.DOC), and mail merge datafile (MM.TXT). These
arelocated in the same directory that the Due Date Reminder System wasinstalled to.

How To Use Export, Import, And Mail Merge

The Export/Import/Mail Merge tab looks like this;
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Mailing Labels T E xport/Import/Mail Merge
E t
||:r.|:mr—| E Check the fields to include:
[An Crients B8
[ Client Code to
- . [® Chient Name to
[ASCIl (Fixed Field) | [2] format [ Sort Name "
file named: [~ Contact Title to
|CATMPACLIENTS. TXT | | [ Contact Hame to
[ Streetl to
[X Street2 to
] Run [x City to
[ State to
Exporting is used to transfer your Clients’ + [% Zip Code to
information to a disk file so that it can be 0 [~ Work Phone to
imported inte another program. = [~ Other Phone to
Importing is used to transfer Client [ FAX% ta
information from a digk file to the Due Date [CSSN to
Heminder System. [ FEIN to
Mail Merge will create a data file for doing .
mail merges with M5 Word, and other word [ Entity Type to
pPrOCessors. 3 [~ Comment to

Follow these steps to run an export, import, or mail merge:

1
2

Select whether you want to Export, Import, or Mail Merge.

If you are doing an export or mail merge, select whether you want All
Clients, clients with a specific Service Code, or aSingle Client.

If you are doing an export or Mail Merge and you selected either
Service Code or Single Client, then select the service code or client code
you want.

If you are doing an Export or import select the format of thefile, either
ASCII (Fixed Field), or ASCII (Delimited).

Enter the name of thefile, or click the Br owsebutton to locate thefile.

If you are doing an export, check the fields that you want to export. 1f
you are doing an import, check the fields that are included in the file you
areimporting from. (Thefieldsin adelimited file being imported must be
in the same order as the check boxes.)

If you are doing an import from afixed field file, enter the starting and
ending columns for each field that isin thefile.

Verify your inputs and click the Run button to start the export, import,
or mail merge.
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The Maintenance Area

Description

The Maintenance Area contains four tabs. They are the Delete Engagements, Status
Codes, Backup/Restore, and Compress/Repair tabs. Y ou can switch between them by
clicking on the tab’s name

Y ou can access the Maintenance Areawith the Work On | Maintenance menu item

or the Tool Bar button.

Delete Engagements Tab

Thistab is used to delete groups of completed engagements. Y ou can delete all of
the compl eted engagements, or only those that are older than a certain number of
months and days.

Use the following steps to delete groups of completed engagements.

1. Select whether you want to delete All Completed Engagements, or
Completed Engagementsolder than a specified number of months and
days.

2. If you selected to delete completed engagements ol der than a specified
number of months and days, enter the number of months and the
number of days.

3. Click the Delete button to have the completed engagements del eted.

We recommend compressing the Data File after using this feature.

Status Codes Tab

The Status Codes tab is used to add, modify, and del ete status codes. It lookslike
this:
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Delete Engagements T SlatusEndes T Backup/Resztore T Compress/Bepair
Code Description | New | [ Delete |
p |BILL Billing +
COMT Comment Only
DELIV Delivered
DOME Completed
ENTD Entered into System
EXTHD Extended
INFOLT Late Information Received
INFOPHD Information Pending
INFORCY Information Received
INTRCY Interview Forms Received
INTSNHT Interview Forms Sent
MGRREY Manager Review
PREP Preparation *
Click 'Mew' to add a new Status Code. %
Click 'Delete’ to delete the cumment Code.
Click in the grid to modify a Status Code.
+

Adding A Status Code

To add a status code you should click on the Newbutton at the top of the
area. Thiswill display theinputs so you can enter the information on the
new status code. When you have entered the information, click the OK
button. If you decide that you don’t want to enter the status code, click the
Cancel button.

Modifying A Status Code

To modify astatus code, locate it in the Status Code List, click in the cell
you want to modify, and make the modification.

Deleting A Status Code

To delete a status code, locate the status code in the Status Code List. Click
on therow that has the status code and then click the Delete button. Some
status codes such as DONE and ENTD can’t be deleted because they are
required for entering and completing engagements.

Status Code Inputs
Status Code

The Status Code is a unique code that identifies the status of an
engagement. We suggest keeping these short, but long enough that you
can recognize the status by it. (For example, we use INFOPND for
Information Pending.) Status Codes are always displayed in upper case.

Description

Enter the complete description of the status.
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Backup/Restore Tab

The Backup/Restore tab provides you with a means to create backups of your datato
protect you from unexpected data corruption or dataloss. Thiscan occur if power to
your computer is unexpectedly shut-off, or in the event of other problems with your
computer. We advise that you make backups regularly, especially after making a
lot of changes.

To Backup your data, click on the Backup Data File button. Y ou will be presented
with drive and directory inputs. Use these to select the location that you want the
backup stored in. Once you have selected the location, click the OK button to make
the backup, or the Cancel button to cancel the backup. The backup datafile will be
placed in the location you selected, with aname of “WDD_BKUP.MDB”. Y ou should
make a note of the location in case you need to restore fromiit.

To Restore adatafile, click on the Restore Data File button. Y ou will be presented
with the same drive and directory inputs as you were when you backed up your data
file. Usetheseto select the location of the data file and then click the OK button to
restore, or the Cancel button to cancel the restore. Remember! When you restore,
all of your current data will be replaced with the data from your backup.

In addition to using the backup routine that is part of this program, we encourage
you to frequently back up your entire system.

Compress/Repair Tab

The Compress/Repair tab has two purposes.

Thefirst iscompressing your data. Compressing a datafile will make it smaller, and
thusit will useless of your hard drive space. In making the file smaller the Due Date
Reminder System can also access thefile at faster speeds, and that saves you time.
We suggest compressing the data file after deleting large amounts of completed
engagements, and in general about once amonth. To compress the datafile, click the
Compress button.

The second purposeisrepairing the datafile. Thisis probably something you won’t
ever need to do, however it ispossible. In the event you need to repair the datafile,
the program will inform you. To repair the datafile, click the Repair button.

Both Compressing and Repairing the data file can take along timeif your datafileis
large enough. Thisissomething you may wish to do while you are out to lunch, or
when you leave work in the evening (or the morning?)
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Tutorial

Overview

This chapter provides an opportunity to learn how the Due Date Reminder System
works. This example will show you how to do some of the basic operations, such as
adding an employee, aclient, and an engagement. After completing the tutorial you
should understand the system well enough to continue on your own.

Try This!

In this example, when you are asked to ‘click’ on an item you should either click on
that item with your mouse or use the equivalent keyboard commands to activateit. If
you are unfamiliar with using the Windows operating environment we suggest you
either read your Windows manual, use Windows Help or have someone teach you.

Any button or input you need to click on will beinBold, and any information you
need to enter will bein" bold type surrounded by quotes’. Do not enter the quotes,
only the text within the quotes.

Enter information exactly as presented, because in some cases you will learn how to
modify the information. Also when you see TAB it refersto the Tab key on your
keyboard. If you see aname followed by tab, it refersto asingle tab on aform.

In Windows3.1x, double-click on the Denver Tax Software Program
Manager Group. In Windows 95/98 click on the Start button, and find
the Denver Tax Software menu.

In Windows3.1x, double-click on the Due Date Reminder Systemicon
i |

BE s . InWindows 95/98, click on the Due Date Reminder System
menu item.

Y ou should soon see the Startup Screen, and when the program is ready, the Main
Screen. When the Main Screen and Start Up area are visible and the mousepointer is
no longer an hourglass, we can begin.

First wewill add an employee:

Click the Employees @l button on the Tool Bar, or select the Work
On | Employees menu item.
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The Employees Area should appear in the Main Screen.
Click the Newbutton.
Enter “WORKO01” in the Employee Code input, then pressENTER.
Enter “Ima Slacker” in the Name input, then pressENTER.
Click the OK button, or pressENTER.

Y ou have now entered an employee. That was simple enough, but now let’ sfix the
employee’ s name.

Highlight the name, “ Slacker,” by moving the cursor across “ Slacker,”
while the left mouse button is kept down.

Enter “Worker”.
Pressthe ENTER key.

Y ou have now modified the employee’ sname. Next we'll add aclient:

Click the Clients
Clients menu item.

button on the Tool Bar or select the Work On |

Click the Newbutton.
Enter “CLIENTOL" for the Client Code input, then press ENTER.
Enter “A. Client” for the Name input, then pressENTER.

Press ENTER and the computer will calculate the person’s Sort Name.
(If you are entering a business you should pressTAB.)

We don’t need to change the Sort Name, so press ENTER.

Enter “Mrs.” for the Contact Title input, and press ENTER.

Enter “Anne Client” for the Contact Title input, and pressENTER.
We will skip some inputs, so pressENTER twice.

Click the down arrow button at the right of the Entity Type input, or
pressthe Ctrl key. (You can click on the option you want, or use the
arrow keys and ENTER to select the option you want.) Choose
Individual for this example.

Pressthe ENTER key.

Enter “A. Client isatutorial example!” , and pressENTER. (Notice
how the tab automatically switches.)

We won't enter any of the address or phone information, so click the
OK button.

Y ou have now entered aclient into the system. Y ou can modify the client’s
information by clicking in the grid or in the input you want. If we wanted to now
enter A. Client’s SSN, we would need to go to the General tab.

Click on the General tab.

Now you know how to switch tabs. Now that we have an employee and aclient, let’s
enter an engagement for the client, with our employee responsible for it.
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Click the Engagements button
Engagements menu item.

, or select theWork On |

Click the Newbutton.

Click the down arrow button to the right of the Client Code input, or
pressthe Ctrl key.

Either click on CLIENTOL in the drop-down list, or use the arrow keys
to moveto it, and then pressENTER.

Press ENTER.

For the service code input we'll just enter the code. Enter “ 1040” for
the Service Code input, and pressENTER.

Y ou could now modify the Description if you wanted to. Wewon’t, so
press ENTER.

Press ENTER to |eave the Date Entered as today.
Enter “ 12/31/1998" for the Period End input, and pressENTER.

The Due Date input should now have a date of 4/15/1999. If you
wanted to change this you could do it now. Wedon't, so press
ENTER.

Enter “Thisisatutorial example!” for the Comment input, and press
ENTER.

Click the Add Employee button, or pressENTER to activateit.

Click onthe down arrowto the right of the employeeinput or pressCtrl.
Either click on WORKO0L1, or moveto it with the arrow keys and press
ENTER.

Click the OK button (the one on the tab that has no checkmark on it) or
press ENTER and then ENTER. (Y ou’ ve now added aresponsible
employee.)

Click the OK button (with the checkmark.)

Y ou have now entered an engagement. Now we'll extend this engagement to August:

Click on the Status tab.

Click on the Update Status button, or press ENTER until a border
appears around it and pressENTER.

Select EXTND from thelist by clicking on the down arrowto the right of
the input or pressing Ctrl, then click on EXTND or moveto it with the
arrow keys and press ENTER.

Press ENTER.

We'll use the default date (today) for Date Changed, so pressENTER.
Enter “ 08/15/1999” for the New Due Date, and press ENTER.

Enter “tutorial extension” , and press ENTER.

Click OK or pressENTER.

When a dialog box pops up to ask whether you want to create the same
engagement for next period, uncheck the box.
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Click on the General tab.

Y ou have now updated the status of the engagement. Y ou should be getting good at
working with the system now. We'll finish the tutorial by running an Aged
Incomplete Engagement report. Some of the inputs may already be set with the
option we want, you can just skip those inputs.

Click the Reports button @ , or select the Work On | Reports
menu item.

If it is not on the Engagement tab, then click on the Engagement tab.

Thefollowing inputs are all combo-boxes. Y ou will use the same method you used to
select the Client Code on the Engagements form, to select the options for the report.

Select Aged Incomplete for the report.

Click on the check box to the left of Detailed report instead of a
summary.

Click on the check box to the left of Sort by Due Dateinstead of Year
End.

Click on the option button to the left of All Dates.
Click the OK button.

Soon you will have an Aged Incomplete Engagement report on your screen. You
should now understand the Due Date Reminder System well enough to be able to use
al of the areas. Just remember you can pressthe F1 key at any timefor help. If you
want to delete the tutorial examples from the system, first del ete the engagement, then
the client and employee.

Good Luck!
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License Agreement

DUE DATE REMINDER SYSTEM

by
Denver Tax Software, Inc.

DENVER TAX SOFTWARE LICENSE AGREEMENT

Thisisalegal and binding contract between you, the end user, and Denver
Tax Software, Inc. By retaining this programon your computer you agree

to be bound by the terms of this agreement. If you do not agree with the

terms of this agreement, you should remove the program from your computer(s)

and return the disk(s).

DENVER TAX SOFTWARE LICENSE

1. Theenclosed Denver Tax Software, Inc. Due Date Reminder System will
be referred to as "the SOFTWARE."

2. Yourrights. Denver Tax Software grantsyou therightstoinstall as
many copies on as many computers that are located at the user's single
street address where the program isto be used. The use of the program
isrestricted to the company that purchased the rightsto use the
program. Thus, if the end user has 10 computersat 1 Main St. and 5
computers at EIm Street and the program was purchased for 1 Main St.,
the program can beinstalled on all 10 computersat 1 Main St. and none
a2 ElmSt.
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3. Copyright. The SOFTWARE isowned by Denver Tax Software, Inc.
and is protected by United States copyright laws and international
treaty provisions.

4. Other restrictions. Y ou may not rent or |ease the SOFTWARE.

5. Your obligation. Y ou must understand the calculation that the
SOFTWARE is performing to be able to tell whether the calculations
appear reasonable.

30 DAY MONEY-BACK GUARANTEE

Unless stated otherwise in writing, Denver Tax Software products have a 30
day unconditional money-back guarantee. If the product was purchased
directly from Denver Tax Software, simply return the product and the
documentation in resal eabl e condition within 30 days of purchase for a

full refund.

LIMITED WARRANTY

The diskette(s) and manual that make up this software product are
warranted by Denver Tax Software, Inc. to be free from defectsin
materials or workmanship for a period of 30 days from the date

you purchased this product. If you notify Denver Tax Software within
the warranty period of such defectsin materials or workmanship,

Denver Tax Software will replace the defective diskette(s).

The sole remedy for breach of thiswarranty islimited to replacement
of defective materials and/or refund of purchase price and does not

include any other kind of damage.

Apart from the foregoing limited warranty, the software programs are
provided "ASIS," without warranty of any kind, either expressed or

implied. The entirerisk asto the performance of the programsiswith
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the purchaser. Denver Tax Software, Inc. does not warrant that the
operation of the programswill be uninterrupted or error-free.

Denver Tax Software, Inc. assumes no responsibility or liability of any
kind for errorsin the programs or documentation of/for the consequences

of any such errors.

This Agreement is governed by the laws of the State of Colorado.

Should you have any questions concerning this Agreement, or if you wish
to contact Denver Tax Software for any reason, please write:

Denver Tax Software Customer Service, PO Box 5308, Denver,

Colorado 80217-5308, or call 1-800-326-6686 (voice.)
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Glossary of Terms

Accelerator Key

Accelerator keys are combinations of keys that activate menu items. Thereisan
accelerator key combination to get to each area of the Due Date Reminder System
areas.

ASCII

ASCII isastandardized method for representing text.

Combo Box

A combo box isan input that also has alist of items attached toit. To accessthelist
you can click on the down button to the right of the input, or pressthe Ctrl key. To
select an item you just click on it, or moveto it with the arrow keys and press ENTER.

Data File

The DataFileisadisk file that contains all of the information you enter into the Due
Date Reminder System.

Default Printer Dialog

The default printer dialog allows you to change the default Windows printer. It's
important to remember that this changes the default printer for all Windows
applications (Microsoft designed it thisway.)

Drag and Drop

Drag and Drop involves dragging something to another location. To drag something
you move the mouse over the item, hold down the left mouse button and move the
mouse to where you want to drop it. Oncethere, release the left mouse button to
drop the item.
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Engagement

An engagement is a service that has been scheduled for aclient.

Export

Exporting isaway of converting the datain the Due Date Reminder System into a
format that can be used by other programs.

Help File

A helpfileisan on-line manual. Y ou can accessit by pressing F1 or through the Help
menu.

Import

Importing isaway of taking information from another system (that isin the correct
format) and adding it to the data in the Due Date Reminder System.

Mail Merge

Mail Merge refersto aprocess where aform-letter is merged with adatafile to
produce a group of lettersthat areindividualized for each person in the datafile. See
your word processor's manual for more information.

Tabs

Tabs are used to divide information into groups. They look similar to manilafolders
that arelying flat. To switch to adifferent tab you just click on the tab name.

Tool Bar

The Tool Bar isthe bar at the top of the Main Screen just under the menus. It
contains buttons that can be used to quickly access menu items.

Tool Tips

Tool Tipsare small text captions that appear when you leave the mouse over a Tool
Bar button for asecond or so. Thistext caption tells you what the button does.
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About box, 11

About..., 11

accelerator key, 9

Adding A Client, 16
Adding A Service, 13
Adding A Status Code, 37
Adding An Employee, 20, 39
Adding An Engagement, 23

Adding And Removing Responsible Employees, 23, 24,

26
Adding Estimated Tax Engagements, 26
All Dates, 29
annual After year end, 14
annual during Current year, 14

ASCII, 34-35
—B—
Backup DataFile, 38
Backup/Restore Tab, 38
—C—

Client Code, 24

client database, 1

Client Inputs, 17
Addressinputs, 18
Client Code, 17, 4042
Comment, 18
Contact Name, 18
Contact Title, 18, 40
Entity Type, 18, 40
FEIN, 18
Name, 17
Phone And Fax Numbers, 18
Sort Name, 18, 40
SSN, 18, 40

Client List, 16

Client Reports, 30
Client Address, 30
Client Data, 30

Client Listing, 30

Employee Listing, 31

Phone & FAX, 30

Status CodeListing, 31
Clients, 1, 6, 10-11, 16-18, 16-18, 40

Adding, 16

Deleting, 17

Displaying Order, 17

Modifying, 17

Quick Search, 17
Clients Area, 10, 16
Completed Engagements Only, 29
Compress button, 38
Compress/Repair Tab, 38
compressing your data, 38
Contents..., 11
Corporation, 18
current date, 12

—D—

Days (Start Up Report), 12

Delete Engagements Tab, 36

Delete Entry button, 25

Deleting A Client, 17

Deleting A Service, 14

Deleting A Status Code, 37

Deleting An Employee, 20

Deleting An Engagement, 23

delimited, 33-35

Denver Tax Software, 4-6, 11, 39, 43-45

Detailed report instead of a summary, 29

disk caching, 1

disk space, 2

Display Clients By, 17

Displaying Clients By Client Code, Name, Or Sort
Name, 17

Displaying Specific Groups Of Engagements, 23

drag and drop, 20

DueDate, 1, 7, 15, 24, 25, 26, 39

—E—

Employee Inputs, 20
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Employee Code, 20, 40
Name, 20
Employess, 1, 6, 10-11, 19, 31, 39
Adding, 20, 39
Deleting, 20
M odifying, 20
Transferring Engagements, 20
Employees Area, 10, 19, 40
Engagement | nputs, 24
Client Code, 24
Comment, 23-26, 41
Date Entered, 25, 41
Description, 22-25, 41
Due Date, 25, 39, 4143
Period End, 25, 41
Responsible Employee Inputs
Employee Code, 26
Service Code, 24-25, 41
Update Status I nputs
Comment, 23-26
Date Changed/Date Done, 25
New Due Date, 25, 41
New Status, 25
Engagement List, 22
Engagement Reports, 28
Aged Incomplete, 12, 28, 42
Client Calendar, 29
Client Order|, 28

Employee Order, 28
History, 28

Letter Attachment, 28
Service Order, 28

Engagements, 1, 6, 10-12, 22-23, 17, 19-20, 22-23, 22, 41—

42

Adding, 23

Adding And Removing Responsible Employees, 23,

24, 26

Deleting, 23

Displaying Groups, 23

M adifying, 23

Updating The Status, 23, 25
Engagements Area, 10, 22
Entering Information, 5
Estimated Tax, 14
Estimated Tax Engagements, 26
Exit, 1,9, 11
Exporting

Description, 33

How To, 34

F1key, 5, 42

Fiduciary, 18

Find Client Name instead of Client Code, 24
Find Engagement, 24

First Time Setup Screen, 7

fixed field, 33-35

For Engagements, 29

—G—
Getting Help, 5
Getting Started, 5
Getting Updates, 3
—H—

Help, 5-7, 5, 10-11, 39, 42
About..., 11
Contents..., 11
Help On Help..., 11
Help On Help..., 11
How To Use Export, Import, And Mail Merge, 34

icon, 4, 39
Importing
Description, 34
How To, 34
Incomplete AND Completed, 29
Incomplete Engagements Only, 29
Individual, 14, 18
Installation, 2
Installing, 2
on Networks, 2
Installing To A Single Machine, 2

—L—

Limit report to 1 client, 30
Limit report to 1 employee, 30
Limit report to 1 service code, 30

—M—

Mail Merge
Description, 34
How To, 34
Mailing Labels, 1, 18, 32
Main Screen, 5, 39-40
Maintenance, 6, 10-11, 10, 36
Backup/Restore Tab, 38
Compress/Repair Tab, 38
Delete Engagements Tab, 36
Status Codes Tab, 36
Maintenance Area, 10, 36
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Menu Items, 9

Menus, 9

MM.TXT, 34
MMHEAD.DOC, 34
MMLTR.DOC, 34
Modifying A Client, 17
Modifying A Service, 14
Modifying A Status Code, 37
Modifying An Employee, 20
Modifying An Engagement, 23
Monthly, 14

— N—

Network Installation, 2

—O—

Options, 10
Reset DataFile..., 10
Show Tool Bar, 10
Show Tool Tips, 10
Other, 14, 27
Other Reports, 18, 31
ServiceListing, 31
Overview Of System, 1

—P—

Partnership, 18
Period End, 26
Please Read This!, 1
Print button, 12
Program, 11-12, 17, 43
Exit, 9, 11
Printer Setup..., 9
ProgramManagerGroup, 4, 39

Quarterly, 14
Quick Search For A Client, 17

— R—

RAM, 2

Range Of Due Dates, 29

Range Of Y ear End Dates, 29

Read Me, 5

Repair button, 38

repairing the datafile, 38

Reports, 1, 6, 10-11, 27-31, 18, 27-31, 42
Reports Area, 10, 27

Reset DataFile..., 10

Restore Data File, 38

S

Service Code, 24
Servicelnputs, 14
Day Of Month Due, 15
Description, 14
Frequency, 14-15
Months after Period End Due, 15
Monthsinto Current Y ear Due, 15
Service Code, 14
Service List, 13
Services, 1, 6, 10-11, 10, 13
Adding, 13
Deleting, 14
Inputs, 14
Modifying, 14
Services Area, 10, 13
Show Tool Bar, 10
Show Tool Tips, 10
Sort (Start Up Report), 12
Sort by Due Date instead of Y ear End, 29
Sort Name, 24
Sort Name button, 18
Splash Screen, 5
Start Up (program), 5
Start Up Area, 11-12
Start Up Report, 12
Starting, 24,7
Starting Up For TheFirst Time, 7
Status Code I nputs, 37
Status Codes
Adding, 37
Deleting, 37
M odifying, 37
Status Codes Tab, 36
Style (Start Up Report), 12
System Requirements, 2

—T—

Time Frame, 29

Today’s Date, 12

Tool Bar, 10-12, 39

Tool Bar buttons, 11

Transfer Engagements button, 20

Transferring An Employee’s Engagements To Another

Employee, 20
Try This!, 39
turning off your computer, 1
Tutorial, 5, 39

—U—

Update Status button, 25, 41
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Updates, 3 WindowsNT, 2

Updating An Engagement’s Status, 25 Work On, 10-11
Updating An Engagements Status, 23 Clients, 10-11, 16-18, 16-18, 40
Utilities, 6, 10-11, 10, 32 Employees, 10-11, 31, 39
Utilities Area, 10, 32 Engagements, 10-12, 22-23, 22-23, 41-42
Maintenance, 10-11, 10, 36
—\/— Reports, 10-11, 27-31, 27-31, 42
Services, 10-11, 10, 13
View button, 12 Utilities, 10-11, 10, 32
—W— —Y—
Windows 3.1x, 2 Y2K, 6

Windows 95/98, 39
Windows95, 2—4
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