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client
tracker



RETURN CLIENT TRACKER

Return Client Trackers (RCT) are used to organise the contact information of clients from
previous years that have not removed themselves from our portal and are still yet to
lodge their most recent ITR. It allows us to make them aware of our current locations

and prices.

1. Locate client tracker template under Ezytax(T:) / Location Eg. Cairns /

Administration / Client Management / Template RCT Current Year Lodgements

» ThisPC » Ezytax(T:) » Cairns » Administration * Client Management

-

N Name Date modified Type Size
2017 File folder
2018 24/ File folder
2019 File folder
2020 File folder
| DS Store DS_STORE File TKE
E| Template RCT 2020 Lodgements OpenDocument 5., 52KB

2. Copy the 'name' column directly from the relevant Station Sheet. MAKE SURE
YOU ARE COPYING FROM THE SAME MONTH THAT YOU ARE CHECKING
I.LE. July 2019 SS into the July 2020 RCT

RMSTRONG, Christy =ZOEWWTO:
LAIR, Yasmine SZDEWWTO: CLIENT NAME LODGED 2019 CLIENT OH PORTAL
lcaHILL, Rebecca SZOEWVWTC: JARNSTRONG, Christy
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3. Once you have entered all clients for the respective month as above you must
then search for each client via the Portal — If you can find the client then use the
LODGMENTS drop-down and enter the INCOME TAX (the income tax is a second

check).
TEMN N WPN EIN or n;
! Australian Government TFN, ABN, WPN, EIN or name x Q
“X*  Australian Taxation Office View client list Advanced search
i My practice Reports and forms Communication
v N N
MCCUTCHEON, KERRY TN Add to
N 488 293 768 favourites ﬁ
Summary Profile Accounts and payments Lodgments Super Business
N v ~ N N

Activity statements

For actione

Non-lodgment advice

¥ Lodgments are up to date. Taxable payments annual
report

¥ Payments are up io date. Client reports
Client forms

4. If they are still on our Portal and have lodged their most recent ITR then label

them in the RCT document accordingly.

Summary Profile Accounts and payments Lodgments Super Business
v v v v v

Income tax

Not lodged History

No tax returns are due at this time.

B | E L

LODGED 2013

CLIENT NAME CLEENT ON PORTAL

5. If you cannot find a client on the Portal, check to see if they are on MYOB and
search using their TEN. If still not coming up or “no access” fill column B and C in
RCT with RED (ININ).
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If they are on Portal but have not lodged their most recent return, mark them as
LIGHT BLUE (NY).
If they are both on Portal AND lodged then mark as ( §i¥) and DARK BLUE.

LODGED 2020 CLIENT ON PORTAL

= == == === = = = = === =
= = =g = =] =] =} = =) =) =) = e =) =) =

6. To sort clients by colour, highlight the client name and go to DATA > Sort > enter
D, E and F. This will group all the clients together making it easier to put into SMS

ready spreadsheet later.
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7. Once you have marked all of the entries as above, begin entering their contact
info. Search for each LIGHT BLUE client and copy their EMAIL, MOBILE NO.
and their TAX FILE NUMBER. This can be done via MYOB, Client Details on ATO

or by searching for their CIF that was scanned and uploaded in previous years.
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8. Once the above step is completed and all LIGHT BELUE (N Y ) have had their
contact information imported, it is time to prepare the SMS lists. Unlike the RCT
trackers, SMS lists are not broken down by month, only by location and year. The
SMS ready templates can be found at: Ezytax(T:) / Location Eg. Cairns /
Administration / Client Management / Template RCT

At this stage, all of the clients that will receive ;marketing materials i.e. LIGHT BELUE (N

Y ) should be completed and sorted as seen below. Simply copy and paste all clients
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along with their contact info into the SMS ready list making sure to include all clients from

that location — check all sheets on the RCT document.
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| A | B | ¢ |D|E|F| G | H | | s < |
1
2 CLIENT NAME LODGED 2019  CLIENT ON PORTAL EMAIL ADDRESS PHONE HUMBER TFN EMAIL SENT | SMS5 SENT
3 JAH-WOHNG, Solomon N Y n. 1 R 0482556305 MIA
4 JAKUILA, Samuela N Y n. Ll SAMARUILAZDT 1 @GMAIL. COWDATTS04554 352 741102
5 |ARIEL, Asher N Y [1] [ s MAIL COM [0432570195 187 354331
5 [BALL, Anna H Y IENF= " CHO_CHICKENS4@HOTMA|0420715058 402 614 243
7 |BERI, Vikas N Y n. NIA 0488750848 328 417 668
2 |CAREY, Brodie N Y n.nBJCAREY]’ll'ﬁGMAIL.COM 0424047117 773 807 088
3 |CRIDGE, Ashlee N Y n. a_cridge@outlock.com 0455470805 081131328
10 |CURRAN, Mark N Y n. markcurran080@gmail.com 0421552112 313 815 537
11 |ERIKSSON, Gregory N ¥ HEE = 0458721285 127 832 476
12 |FLOOD, Sharyn [l Y HEE=focd@yTmail.com 0412777010 587701884
13 |FLOOD, Thomas N Y KBl focds3@yahoo.com 0415505882 562354606
14 |[HEYSTRATEN, Peter N Y n. PETERHEY STRATEM@ Y AHOONMIA, 451 171 285
15 |KRUGER, Brooke N ¥ (1 [ 0437062540 872705286
16 [REUBEN, Jennifer H Y I T TFER ARFUBEN @GMATL | 0435002052 347 584 877
17 |RUSSELL, Taleithya N Y [1] [1] ! 0439283600 504 585 662
12 |[THOMSON, Anne N Y n. THOMSONANNE@HOTMAIL.CiHO405122845 118 707 528
:qTOLLAN. Jaclyne [l Y ElEN) A VERCOS@HOTMAIL.COM  |0478023038 510026 237
20 _|TRAINOR, John N Y n. lambofged37@hotmail.com 0438070070 340237379
21 | URNER, Glen N Y n. (GLENNTURNER 1961 @GMAIL. (0457584738 672 588 109
22 WOOD. Zac N Y ENIEERZNWOOD1@GMAIL COM 0435820141 824 862 832
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