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Gelting Started

TaxCalc Document Manager is powered by SmartVault as an integral
part of TaxCalc’s Practice Management toolkit that supports our
strategy to provide choice and control over the products a practice
needs to run efficiently.

With Document Manager and TaxCalc eSign Centre you can have the best of both worlds for
online secure document management and electronic approval.

A complete solution for managing client documents, Document Manager gives peace of mind
from onboarding a new client to maintaining tax returns or accounts, that all documents are
stored and shared securely all in one place.

For more information on Document Manager, please visit our website.

This guide will show you how to:

e Activate your account.

e Add additional users.

e Access onboarding materials and your 1-hour free training session.

e |nstall the SmartVault connected desktop for your Windows application.
¢ Authorise your Document Manager account.

® Open Document Manager.

e Enabling and disabling clients for Document Manager.

e Upload a document from TaxCalc.

e Use electronic approval via eSign Centre.

e | 0g any support queries.



https://www.taxcalc.com/

Step 1
Activating your Aceount

You will receive an email from SmartVault within 1-2 business days
inviting you to activate your Document Manager account sent from
notify@my.smartvault.com. Once activated, you’ll be ready to go!

Activation Email
(auto generates after account is provisioned)

SmartVault activation request e« & ©

motily@ ey smartvault eom «eot fy pmy smartlt come 1234 PM (B minutes sge) BT N
o e =

SmartVault [i

Dear

*Note, this email is
in design now getting

an update Your Semartvault Bccount is 1oady 1o ba setivated. Cliek the knk balow 1o activala your sccount.

Ditpsimy: 0 2stk TAEROniKWOENKBavmall BT N2 00 G TivadlbASueA G - Kk R EbihF X
If you cannot access e link dvectly, copy and paste mito the address bar of your browsar.

1 you did ot recently sign up for 8 SmarfVisult sccount, plaase contaet us ot gecuritllimartsmil com.
Best regards,
Tha Smartvaull Team

Meed Adelitional Help?
For additional help, contact our SmartYault Syppen Team.

If you do not receive the email please check your junk mail folder. If you still haven’t received the
activation email please contact TaxCalc Support on 0345 5190 882.



http://+443455190882

Step 2

Adding Additional Users

You can add additional users to your Document Manager account if required. When
you add a new employee, an email invitation is sent to the employee that allows them
to join Document Manager.

SmartVault } "™

SmartVault Test Account = WELCOME T RTVAULT READY TO SEMD

What's new at . ¢ Tax Returns
SmartVault :
Client
Fold o i Questionnaire
clders LEARN HOW TO CONFIGURE
ACCOUNT
Financial

Bulk Send Files
Add clients Statements

Add employees
New Experience
Set folder Loading...
Employees templates
Te make SmartVault more
Customize Email simple and easy to use for
templates baoth you and your clients,
we're upgrading your
Install desktop ) experience with a new look
app and feel,
SmartVault B Customize your In the coming menths, you'll

Hior ™ i portal start gaining access to areas
UK

that hoaws comelatod thaie

Click here for more information on how to add an employee to your account.



https://help.smartvault.com/hc/en-us/articles/360051278313-Adding-an-Employee-to-Your-SmartVault-Account

Step 3
Onboarding and Training

Once you have activated your account and logged in to Document Manager, you will
automatically be directed to the SmartVault home screen. From here you will receive
a welcome email with a handy link to the SmartVault Getting Started Guides which
include comprehensive tutorials and videos to get you up and running as quickly

as possible.

You will also be given a link where you can schedule your free 1-hour group webinar training
session, after which you will be emailed links to helpful knowledgebase articles and furthermore,
a 30 minute follow up to call with your dedicated Customer Success Manager to answer any
additional questions you may have.

For more information about SmartVault onboarding and training please contact
support@smartvault.com or call 01223 735906 and press 2 for Customer Success.

You will receive ongoing account management where you will be invited to any upcoming
webinars and informed of any useful features. You will also receive a health check before your
renewal date to ensure you’re getting the best out of Document Manager.



mailto:support%40smartvault.com?subject=Re%3A%20Getting%20started%20with%20document%20manager%20PDF
http://+441223735906

Step 4

Installing Connected Desktop

Install the SmartVault connected desktop client for your Windows application, which
provides a fully integrated connection between your computer and the SmartVault Portal
where you’ll perform all of your document management.

Download SmartVault for Microsoft
Windows

English

Click here for more information on how to install the desktop client for Windows.



https://help.smartvault.com/hc/en-us/articles/360051278353-Installing-the-SmartVault-Desktop-Software

Step 5
Authorising your Document
Manager Account

Document Manager Details allows you to enter your credentials for sending documents
to document manager. This way you’ll automatically log into Document Manager without
having to re-enter your details each time.

From the TaxCalc homescreen, select Admin Centre.

Select Users > New/Edit User > Document Manager Details.

Enter the User Email Address and click Authorise Email to display the Document Manager
Authorisation dialog. Please see KB3107 — Authorising TaxCalc to Connect to SmartVault for
more details.

Alternatively, click Change Email to enter a different email address.

Select the Document Manager account to be used from the Default Account

dropdown list.

Click Finish and Finish and Save to save the updates.

= taxcalc
#

Hub Adminkstrator v Document Manager Details

IntFodECtion The s il wlcm Lanry £ acomms Dixiamead Marges ucaigh TaaCec
Abc e Uses Fiease e e it S0 Tl i Lo e s D Do, Mssage ons e e Ao Gl
§ — For byt ileratior ves oo Liislecgs e it
Chent Restriction
Ciskin: Rathermes

Office and Contacts Detad:
= ST e ] | e |

Docuenint Manager Dutais

Crvdinve Fling Seltngy vt et [Tl et e (e D) ¥

Working Hours and Rate e pir TN SO0 SO B0t 1T D T B I ITETOR el i (T TR P BT 3 DO M SO
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https://kb.taxcalc.com/index.php?View=entry&EntryID=3107

Step 6
Launching Document Manager

From the TaxCalc homescreen, select Document Manager.

ale
iew Viindows Settings Help

Practice Management & Compliance Communications HMRC and Taxation

Practice Manager Tax Return Production
Creato and manage clents, adminiirate Communications Centre ‘Conate and work oa your cllenis’ tax returms.
tacks o Jobs, porforen Ml Morges
T Create etters or emails for chents.
S g Automate and schedule emads for key
v,
eSign Centre
Credte, Manage ad Send E5IIN eNVERDES Business Filer
BERLSE Sox Create, work and submit your dients’ trading
and propety businass oblgacan pariads for

MTD for ITSA.
GDPR Centre Document Manager

Haintain GOPR registers ond rocord clent saannge your e shoring portsi o securcly
SaRs. store o send documents 1o youn chents.

VAT Filer

Import VAT dota, 504 sdpustments, crests
and fle VAT Returns and EC soles lsts.

AML Centre

HMRC Forms
Mo nternal Conurol, BESes risks to ‘Creaue adatonal HMRC forms such
‘your firm and perform du diigence on SA33, OWFL, VATL, VAT?, VATES
your cents. VATABA
Admin Centre Batch Filer
et up your software for use within your Queve up Self Assasimant tax raturms for
precoce. oatch flng 2t a later date,

The Document Manager SmartVault launcher is displayed.

Sign In
Sigm in 1o your Smarniech acoount balew

Email Addiass

Fasswosd

i Sign In

Can't sign I

Financial Reporting

Accounts Production

Crenta and wark on your cherits' financial
antemonts.

Company Secretarial

Company Incorporator

Incorporate Limited Compaaies and
Limited Likiley Partnerships.

Companies House

Forms
Companies House Forme,

Enter your Email Address and Password and click Sign In to view the Dashboard.

From here you can manage all your documents.




Step 7

Enabling and Disabling Clients
for Document Manager

TaxCalc allows you to establish a link between the client record in TaxCalc and the
client record in Document Manager, therefore, you only need to create the client once.
You can also enable the link between existing clients in TaxCalc with existing clients in
Document Manager to ensure you don’t have duplicate records. If the client no longer
needs to be linked you can choose to disable it.

Enabling Existing Clients for Document Manager:

Within the client record select Document Manager from the left-hand menu.
Click Enable Client for Document Manager.

The Enable Client for Document Manager dialog is displayed.

Select Choose client from list.

Highlight the client you’d like to enable or enter the client name in the search bar.
Click Enable Client.

Enabling New Clients for Document Manager:

Within the client record select Document Manager from the left-hand menu.

Click Enable Client for Document Manager.

The Enable Client for Document Manager dialog is displayed.

Select Create new client.

Click Email to include the email address for the client held in the TaxCalc Client Information
page in the client record.

Ensure the client details are correct and click Create client.

Disabling Clients for Document Manager:

Within the client record select Document Manager from the left-hand menu.

Click Disable Client for Document Manager.

The following message is displayed, ‘Disable client? Are you sure you want to disable
client for Document Manager?’

Click Disable client to disable to the link between the TaxCalc client record and the
Document Manager client record.




Step 8
Uploading a Document

Once you’ve had your training and you’re all setup, you can easily upload your TaxCalc
documents to Document Manager for secure online documentation storage and file
sharing.

Login to the SmartVault Connected Desktop.

Email I

Password ’
[[] Remember email

SignIn  Forgot Password?

Within the appropriate TaxCalc module, generate the required files, for example,
Accounts, Tax Return, Company Secretarial, etc.

Select Send to Document Manager from the TaxCalc modules

Check and Finish menu.

The Send to Document Manager dialog is displayed.

£ Send to Document Manager

Send to Document Manager

Select Documents

Tax Return | ] 54302 Summary

[ ] Tax Payment/Repayment Summary [ ] TaxCalc Summary

[ ] Data Entered [ ] Memorandum Report

D Pension Savings Tax Charge |: HMRC Tax Calculstion Summary

l:‘ Tax Tips and Planning

Mame : ‘Mr Jonathon Adams , Tax Return, Tax Year Ending 5 April 2019




Select the documents to be uploaded.

If required, amend the Name of the document.
Click Send.

The Upload File to SmartVault dialog is displayed.

n Upload File - SmartVault
Upload File to SmartVault

- PDF-10198B
08 September 2020
Upload to SmartVault

Connected Desktop

Send to Test C "in folder 'Cor

(or select a different folder in the Connected
Desktop)

Inbox
Send to the SmartVault Inbox

Auto-Filer
Tag and automatically send document to a client
engagement

Select one of the following options:

¢ Connected Desktop - this is the simplest method for filing. From here you can select
the client and folder you want to send the document to.

¢ Inbox - to send the file to the Document Manager inbox.

e Auto-Filer - to tag and automatically send the file to the appropriate Document Manager

folder.

The client details as well as the folder the document will be sent to are displayed.
Alternatively, you can select a different client and folder if required. Selecting the Connected
Desktop option automatically sends the document to the folder on the cloud.

There are other methods to upload documents to Document Manager, for more information
please see KB3095 — How can | send documents to Document Manager?



https://kb.taxcalc.com/index.php?View=entry&EntryID=3095

Step 9
Electronic Approval
via eSign Cenlre

When you need formal approval from your client, simply use TaxCalc eSign Centre to
pack your documents into an eSign envelope and send for signature. Once the signing
process is complete, upload your signed document to Document Manager.

Please note: You will need an eSign Centre licence to use this functionality.
Ensure you are logged in to the SmartVault Connected Desktop.

Login to TaxCalc and launch eSign Centre.
Select the eSign Envelope and click Open Envelope.

Click Check and Finish then select Send to Document Manager.




Send Envelope

@ Erveisoe Compleed - 09-10-2018 09224351

= (o] i |

The Send to Document Manager dialog is displayed where you can change the name of
the document if required.

t‘. Send te Document Manager

Send to Document Manager

Please review the filename of the document and select confirm to send to Document Manager

¥|f Jonathon Adams, Year ending with 5 Ap




Click Confirm to open the Upload File to SmartVault dialog and choose one of the
following options:

e Connected Desktop - this is the simplest method for filing. From here you can select
the client and folder you want to send the document to.

¢ Inbox — to send the file to the SmartVault Inbox.

¢ Auto-Filer — to tag and automatically send the file to the appropriate SmartVault folder.

n Upload File - SmartVault

Upload File to SmartVault

Document Properties

Name: Document 2 pdf
Type - Size: PDF-1019B
Created: 08 September 2020
Location:  Upload to SmartVault

Connected Desktop

Send to Test Company’ in folder 'Correspondence’
(or select a different folder in the Connected
Desktop)

Inbox
Send to the SmarfVault Inbox

Auto-Filer
Tag and automatically send document to a client
engagement

Cancel Help

The client details as well as the folder the document will be sent to are displayed.
Alternatively, you can select a different client and folder if required.

Selecting the Connected Desktop option automatically sends the document to the folder
on the cloud.




Step 10

Support

For any queries please visit the SmartVault Support website or contact SmartVault Support
and select | have a SmartVault account for Live Chat and Email Support.

Alternatively, you can call SmartVault Support on 01223 735906 where lines are open
Monday — Friday, 9am — 11pm.



https://support.smartvault.com/
https://www.smartvault.com/contact/
http://+441223735906
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