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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

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.E. July 2019 SS into the July 2020 RCT 
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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).

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

them in the RCT document accordingly.

5. If you cannot find a client on the Portal, check to see if they are on MYOB and 

search using their TFN.  If still not coming up or “no access” fill column B and C in 

RCT with RED ( N N).
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If they are on Portal but have not lodged their most recent return, mark them as 

LIGHT BLUE ( N Y ).

If they are both on Portal AND lodged then mark as  ( Y Y )  and DARK BLUE.

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.

8. Once the above step is completed and all LIGHT BLUE ( 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 BLUE ( 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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