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Chapter 1
Introduction

This guide is designed for Database Administrators and gives you the information
you need to use the Enterprise Manager.

Note. You should use this guide in conjunction with the Alphatax Installation
Guide.

Introduction 3
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Chapter 2
Managing databases and nodes

The chapter gives the Administrator the information required to:

* Create the Alphatax database (page 5). You must do this the first time
Enterprise has been installed

» Setting up the organisation/company nodes (page 10)
* Maintain the organisation/company nodes (page 13)

» Upgrading the database (page 14). You must do this for each subsequent
release of Enterprise

* Configuring Tax Warehouse (page 19)

* Importing company documents from Alphatax Professional (page 17)
* Purging deleted companies (page 18)

= Unlocking locked companies (page 21)

Creating the Alphatax database

The first time you install Enterprise for your organisation, you need to create the
Alphatax database. For each subsequent release of Enterprise, you will need to
update the database as described on page 15.

Once you have completed installation as described in the Installation Guide,
double-click the Alphatax Enterprise Manager icon.

The Alphatax Enterprise Manager window is displayed.

Note. The Contents tree of the Alphatax Enterprise Manager window will look
slightly different for Irish installations. The TCSLDB.INI item appears as
TCSLDBIE.INI and CTX files are referred to as ICX files.

Note. You may need to register a DLL used by the Alphatax Enterprise Manager
utility. If you receive an error message on launching the utility, you will need to
register this DLL manually as follows. At the command prompt, enter:
regsvr32 \path\msflxgrd.ocx where path is the folder where the
Alphatax program files are installed.

Enterprise Manager Administrator Guide
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EBIx

Alphatax Enterprise Manager

Ele Wew Window Help

[+ Configuration

[+-454 System Administration
[+ [ Alphatax Database (using tesldb.ini)

|

Ready

Creating the Alphatax database
Note. To do this, you must be a DBA with a database login id and password.

Open the System Administration item in the Contents list in the left hand
panel and then double-click to open Create Alphatax Database.
X]

1.

Connect to a database

Databaze twpe: ISQL Server LI
Databaze Server: IM}'SQLS ErveEr
— Login

i+ Use database Authentication

Idser name: Isa

Pazzword: Im

" Use 0/5 authentication

Cancel |

2. In the Database type field, select SQL Server or Oracle, as appropriate.
3. Type the name of the database server (SQL Server) as above or the Net

Service Name(Oracle) as below.
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Connect to a database
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3

D atabaze type:

| Oracle

Met Service Mame:

Login

f* |Jze databasze Authentication

Ilzer name:

Pazsward:

" Uze 045 authentication

|M_I,IEIrau:IeS BIvice

|$_I,Istem

EEE

Cancel

Specify your login details. This will be either Database or O/S authentication.

Note. O/S authentication operates only when a trust has been established
between this computer and the database server.

Click Connect to log into the database server.

Enterprise Manager Administrator Guide 7
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SQL Server
The following window is displayed.

Alphatax Enterprise Manager - [Create a New Alphatax Database (¥11.0]]
@ Fle ¥iew Window Help — | &l

Create database on server
v Configuration |MYSQLSBF\I'EF

= @ System Administration
@ Create Alphatax Database

@ Remove Alphatax Database Corporation Tax DB: |ALPHATAXCDHPDHATIDNTA><
&‘ Upgrade alphatax Database L .
= Alphatax Database {using tesldb.ini) Ueen ienfeaamiB: |ALF‘HATA><U5EHAUTHENTICATIDN

T Cieate Now | Save Cieate Script

| | 2|

Ready

The default Corporation Tax and User authentication database names are
displayed. You can change these if required.

Click Create Now for the Alphatax Enterprise Manager to create the new
database.

Choose Save Create Script if you would like to save the create script to a
specified location and then use Query Analyser to create the database.

As part of creating the database, Alphatax Enterprise Manager creates:

* An initial user with the logon details of the person who created the
database

= A top node called CHANGE THIS COMPANY which needs to be
changed as part of Setting up the Organisation/Company (page 10).
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Oracle
The Schema Name tab is displayed.

Alphatax Enterprise Manager - [Create a New ALPHATAX Database (v10.0)]
{® File Wew Wndow Help E

Customize

+ @ Configuration

=1 4 System Administration Schema Names | Index Tah\espacas] Data Tah\espacas] Bloh Tahlaspace]
@ Create Alphatax Database
ﬁ Remove Alphatax Database
g Upgrade Alphatax Database

[ Alphatax Database (using tesldb.ini) Alphatas Data Schema: Alphata
User Authentication Schema Aua

{Create Database‘; Save Create Script

Ready

The default Alphatax Data and User Authentication schemas are displayed. You
can change these if required.

1. Click Create Now to create the new database.

2. Choose Save Create Script if you would like to save the create script to a
specified location and then use SQL Plus to create the database.

3. A default set of tablespaces is created by the Alphatax Enterprise Manager. To
edit tablespaces, select the relevant Tablespaces tab.

Alphatax Enterprise Manager - [Create a New ALPHATAX Database (v11.0]] B |E|§|
=

@ File Wiew Window Help - x

x

Customize

+ g Configuration

=1 b System Administration Schema Names I Index Tablespaces Data Tablespaces I Elob Tablespace 1
i@ Create Alphatax Datahase
ﬁ Remove Alphatax Database
g‘ Upgrade Alphatax Database

# [l Alphatax Database {using tesldbieini) W Create  [ALA DATA | =l
¥ Creste  [ACT_DATA MED | =l
[~ Create  [ACT_DATA_LARGE OF ~|
ABC_DATAL
ABC_DATAM
ABC_IDX
ACT_BLOB

ACT_DATA_LARGE
ACT_DATA_MED

ACT_IDN

ATROLLBACK

Create Database slA DATA h

Ready
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Where a Create checkbox is ticked, the default Alphatax settings are used.

To edit the tablespaces, uncheck the relevant Create box and selected the
required value from the drop-down list.

As part of creating the database, Alphatax Enterprise Manager creates:

* An initial user with the login details of the person who created the
database

= A top node called CHANGE THIS COMPANY which needs to be
changed as part of Setting up the Organisation/Company (page 10).

Setting up the organisation/company nodes

Enterprise uses a hierarchical node structure for the organisation/company. At the
top level is the Firm/Company node. Below this are the Office/Sub-group nodes.
Users must be assigned to a node. Users can see the companies in their nodes and
any dependent nodes but cannot see data in parent nodes.

Open the Alphatax Database item in the Contents list in the left-hand panel and
then open Manage Organisation.

Nodes are shown in the top panel on the right. Initially there is only one node

mEH|

&

vy Configuration
3 System Administration
S hatas Datshase (usin

use
o @ Unlock Alphataz Companies
#-2=C EMail Motification
+-e7 Alphapack
B workflow

<]

- Assighed users.

Lagon ID | Ful Name \ Type | Flags
Adrinl | Adrmiristrator One Adrninistrator

Userl User One User

User2 User Two User

User3 User Thiee User

Userd User Four User

| ALpHATAXCT €3 aLeraTanA |8 CoURSER|SQLEXPRESS | SGLserver

Highlight the CHANGE THIS COMPANY node and choose Rename from the
right mouse-click menu.

Type the company or organisation name and press Enter.

Chapter 2



Adding nodes

1. Expand the node structure first, so that you can see where in the hierarchy you

want to add the new node.

Enterprise Manager Administrator Guide

Highlight the node to which the new sub-node will belong.

Choose New Child Node or New Sister Node from the right mouse click
menu, depending on where in the hierarchy you want the new node to be.

Type the name of the new node and choose Enter.

The new node is added to the hierarchy in the appropriate place.

= 2" Alphatax Campany

[x]|
*
7]
vy Configuration 2% Nods 1
[+ &2 System Admiristration ' 28 ode 1.0
=k Alphatax Database (using tesidb.ini) 3 pode 1.2
P Nade 1.2
22 Node 2
b i om = % Node 3
) Manags database registry 28 ode 3.1
- B Configure Tax Warehouse
@ Unlock Alphatax Companies
< EMail Notffication
7 Alphapack
T workflow
[~
- Assighed users...
Logon [D [Full Mame [Tvpe [Flags
Adnint Administrator One: Administratar
Userl | User One User
User2 User Two Usar
User3 | User Three User
Userd User Four User
€3 aLPHATAUA | B CoURSER|SQLERPRESS | Sisever Z

ALPHATARCT

Adding users to nodes

To add a user to a node:

1. Expand the node structure first, so that you can select the node where you
want to add the user.

2. At the right mouse click menu, choose Import Users From Domain or
Import Users from File.

Enterprise Manager Administrator Guide
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Importing users from the domain

Select Users

X

Server |'x'xh-1_uN TServer

[JAlberE [Albert Einstein]
[1DannyB [Danny Blanchflawer]
[CJElizabetts [Elizabeth Windzar]
[IFranks [Frank £appal
[JJame:C [James: Cagney]
[JiriH [Jirni Hendrix]

[IPallyH [Pally Harvey)

k. | Cancel

1. Check the user(s) to be added to a node and then choose OK. Users are added
to the selected node.

2. Details are shown in the bottom right panel.

Importing users via a text file

You can import users via a text file. This must be in the format:
<login id>tab<user name>tab<user type>

Example File Contents

Charlesw Charles windsor 1
MickeyMm Mickey Mouse 3
BobbycC Bobby charlton 2

For details on user type, see below.
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Defining the User Type
There are three types of user:

» 1=Administrator. Can use the Alphatax Enterprise Manager to add users from
a domain or file and can delete users. Can also add or delete nodes and can
assign a user with Administrator privileges.

= 2=Super User. Can use the Alphatax Enterprise Manager to add or delete any
user and can add nodes. However the Super User cannot change the user type
to Administrator or import users from a domain or file.

» 3=User. Cannot use the Alphatax Enterprise Manager. This is the default.

To amend the User Type, highlight the user in the bottom right panel, and double-
click in the Type column to choose the appropriate type from the drop down list.

; (=] ES
SE File View window Help )
x
Alphstas Company i~
+/-+7 Configuration 0 % Node 1 I
[+-&55 System Administration i 185 Node 1.1
= Alphatax Database (using tesldb.ini) B Node 12
& - Moda 1.3
L b 22 Node 2
8 =55 Node 3
M Manage databass registry B Node 31
- Configure Tax Warehouse
(@) Unlock Alphatax Companies
[# 2= EMail Motification
[ ¢ Alphapack
i 5 workflow
=
—Assigned users.
Logon 1D [ Full Wame | Tvpe | Flags
Adrinl Adrinistrator One Adrninistratar
Userl User One User
User2 User Two User
Usger2 User Three: User
Userd Uset Four User
ALPHATAXCT |03 ALPHATARUA | &) COLRSERISGLEXPRESS | GBiserver | y

Note. For Super Users, the Manage database registry and Configure Tax
Warehouse options are NOT available.

Enterprise Manager Administrator Guide
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Maintaining the organisation/company nodes
Highlight the node and click the right mouse button.

Renaming a node
Choose Rename to enter a new name for the node.

Users assigned to the old name will automatically be assigned to the new name.

Moving nodes

To move a node, drag the node item to the desired location in the hierarchy. Any
child nodes will be moved automatically.

Users assigned to the node and any company data stored in that node will also be
moved automatically.
Deleting nodes

You can only delete a node that contains no company data and no users.

Managing users

Click the Manage Users item in the Contents tree to see a list of existing users
and the node to which they are assigned.

You can add and delete users via the right mouse-click menu.

Alphatax Enterprise Manager - [User, Manager] |L”E|E‘
ﬂ File Wiew ‘Window Help - a8 x
* Logan 1D | Full Name | Type |Flags  [Mode
“'é Configuration User & Emma Doyle User Dublin
% Systenn Administration User 7 Johin Brovn Administrator D ublin
=1k Alphatax Database (using tesldb.iniy Userd Jane John Superuser Dublin

% Manage Users
B Manage Organisation
Produce out files from CTX
% Manage database registry
ﬂ‘ Configure Tax Warehouse
= @ Unlock Alphatax Companies

Ready [ ’_ ’_ ,_ Z
Ready [ ’_ ’_ ,_ Jj
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Updating the database

Whenever a new version of Alphatax is installed, you will need to upgrade the
Alphatax database.

Note. To do this, you must be a DBA with a database login id and password.

1. Double-click the System Administration item in the Contents tree

2. Double-click the Update Alphatax Database item.
The Connect to a database dialog is displayed.
In the Database type field, select either SQL Server or Oracle, as appropriate.

4. Type the name of the database server.
Specify your login details. This will be either Database or O/S authentication.
Note. O/S authentication operates only when a trust has been established
between this computer and the database server.

6. Click Connect to log into the database server.

M.,ham Enterprise Manager - [Upgrade Alphatax Database1] LEx

x

+-vg Corfiguration Current Yersions
=] @ System Administration

+ Alphatax Database (using kesldb.ini) Status:

@ Create Alphatax Datshase
W Remove Alphatax Database Database:
g‘ Upgrade Alphatax Database

|Version 11 [upgrade required)

Upgrade Mow ‘ Save Upagrade Script

Ready

The Database drop-down list is a list of all the Alphatax databases on the
selected server. The corresponding Status gives the version number of the
database.

Choose Upgrade Now for Alphatax Enterprise Manager to upgrade the
database. This may take some time, so please be patient.

Choose Save Upgrade Script if you would like to save the upgrade script to a
specified location to update the database using either Query Analyser or SQL
Plus as appropriate.

Enterprise Manager Administrator Guide 15
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SQL server users only

For MS SQL server users only, you will be prompted to back up the database if
you have not already done so.

The system will also prompt users to amend the tcsldb.ini file with the newly
created database details if required. Select Yes to automatically update the
tesldb.ini file.
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Importing company documents from Alphatax
Professional

We recommend that you copy the Alphatax Professional company files to your
local drive before importing. Importing files across a network may be a lengthy
process. In addition, make sure that you back up your current computation files
before importing them.

For large numbers of computations, we also recommend that you import the
computation files in folders. This is because of Windows limitations.

Note. For Alphatax UK, computations files have the suffice CTX. For Alphatax
Ireland computation files have the suffix ICX.

1. Within Enterprise Manager, double-click the Alphatax Database section of the
Contents tree.

Choose Manage Organisation.

Select the node to which you want to import the CTX/ICX GTX or OUT files.

Choose Import Professional Files from the right mouse-click menu.

woks wN

Select the file or files or the folder you wish to import and then choose Open.

During the import, the following status window is displayed.

Alphatax Enterprise Manager Import - Done

Impart Status

Curmrently Importing File:
Files Imparted:
Irnpart Failures:

Files Mot Found:

1T

Filez Remaining:

Enterprise Manager Administrator Guide 17
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Purging deleted companies

You can purge deleted companies for a selected node.

1.

A

Within Enterprise Manager, double-click the Alphatax Database section of the
Contents tree.

Choose Manage Organisation.

Select the node from which you wish to purge deleted companies.

Choose Purge Deleted Companies from the right mouse-click menu.
Choose:

= This Node Only to purge deleted companies for the selected node only; or

= Entire Branch to purge deleted companies for the entire branch (that is,
the selected node and any of its child nodes).
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Configuring Tax Warehouse

Tax Warehouse is available for users running Enterprise on both Oracle and MS
SQL Server. It is an area of the Alphatax database that stores user-configurable
data required for third party reporting tools.

It is possible for clients to specify which period level ddnames they wish to report
on. Once set up, Alphatax will maintain the Tax Warehouse with live information
as users save computations.

Note. At present it is not possible to report on trade level information or
duplicating rows such as expensive cars.

Open the Alphatax Database item in the Contents list in the left-hand panel and
then open Configure Tax Warehouse.

Alphatax Enterprise Manager - [Tax Warehouse Configuration] =0 5
ﬂ File Wiew Mindow Help - a8 x
* DDName | Data Type | String Length |Warehouse Calumn Mame
B +# Configuration el Humber 10 profit
Systemn Administration ce.el3.wr Date 10| cpwD ate
=1 [ Alphatax Database (using tesldb. ini) T | comstat Tert 10/ CompStatus
% Manage Users e Date 20/EndDate
“& Manage Organisation _ |pbd Date 20/ BeginDate
% Produce out files from CTi ias Test 10| COACCOUN
-# Manage database registry Text 10 Comph ame

. W Configure Tax Warehouse
6 Unlock Alphatax Companies

Save Changes I Create W arehouse Empty " arehouse. |

4| | B
Ready [ I [ él

In the right-hand panel, enter the ddnames to be reported on.
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For each ddname, enter:
« Data type. Select from the drop down list, a shown below
«  String length

= Name of the column in the Tax warechouse database

To add a new row, press the Tab key or select Add Warehouse column from the
right mouse click menu.

Alphatax Enterprise Manager - [Tax Warehouse Configuration]
B Fie view Window Help

X
® DDMame \ Data Type | Sting Length \Warahousa Column Name
# Configuration _lpli Murnber 0 profit
System Administration coname Text 300 clisnt
E% Alphatax Database (using tesldb.ini) T |abcd Text 56 sample
7 Manage Lsers Cunency 1]

Manage Organisation

. Produce out files from CTX
% Manage database reqistry

- B Configure Tax warchouse Single char
@ Unlock Alphatax Companies Tout

Save Changes | Create Warehouse Empty '/ arehouse |

< | B
Ready | ’7’7’7 él

While you are entering settings, you may see a red warning cross at the left of the
row. This cross will disappear when all the columns are correctly filled as
appropriate for the data type.
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Unlocking locked companies

Company computations may become locked erroneously. Reasons for this
typically include system crashes or users failing to close down Alphatax correctly
before leaving the office for extended periods such as holidays.

The option must be treated with care. It is mandatory for you to ensure there are
no users using the selected company documents at that time. Significant data
corruption may result if multiple updates of the data occur at the same time.

1. To unlock computations, within Enterprise Manager, double-click the
Alphatax Database section of the Contents tree.

2. Choose Unlock Alphatax Companies.

i Aphete EnterpricaWanapare (Upbek Gompanies)| H=1E3
@ File Yiow Window Help - & x
* | - Locked Companies
-+ Configuration
% <G System Achinistration Company Locked By Locked On
= 1§ Alphatax Database {using tesldb.ini) m]
% Manage Users [m}
Manage Organisation O
G Produce out files from CTx
Ml Manage datsbase registry
B Configure Tax Warehouse
& Unlock Alphatax Companies
& &' Portfolio Management
+ 2= EMail Notification
# P Alphapack
T workflow
Be very careful; Unlocking a company alrzady being worked on by & user could result
in data Ioss, and possibly comuption of the database.
¥ Checkal
[ ALPHATARCT €7 ALPHATAKUA [ COURSER|SQLEXPRESS G server

The dialog shows all locked companies, who they were locked by and the date on
which they were locked. Companies locked today are shown in grey. Companies
locked yesterday are shown in black. Companies locked before yesterday are
shown in red.

To unlock a company or companies, select the required companies (or choose
Check All to unlock all companies in the list).

Choose Unlock Companies. The companies you have selected are unlocked.
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Chapter 3
Managing User Portfolios

The User Portfolios options are available for organisations where users are
assigned to manage portfolios of companies. There are three options in the User
Portfolios section under the Alphatax Database heading in the Enterprise Manager
Contents tree. There are three options:

= Batch Create Portfolios. This option gives a Superuser or an Administrator
the ability to assign roles, add companies or remove companies from
Portfolios in bulk. Where there are more than a thousand portfolio companies
and/or users, companies and/or users can be filtered.

= Manage a User’s Portfolio. Individual user portfolios can be managed by
adding or deleting companies. Roles can also be assigned individually.

* Manage Company Access. Companies can be taken off and roles can be
changed via this section, where there are more than a thousand portfolio
companies and/or users, companies and/or users can be filtered.

1. To access User Portfolios, within Enterprise Manager, click the Alphatax
Database section of the Contents tree.

2. Choose User Portfolios.

Alphatax Enterprise Manager
File Wiew Window Help

Alphata:

&
% System Administr ation
=] {usir
Mar

* & Batch create Portfolic's
A&\ Manage a Users Partfolio

Manage Company Access

Ready
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Batch Create Portfolios

1. In the User Portfolios section, choose Batch Create Portfolios.

The Select Portfolios to Change window is displayed.

Jaldet Mopifo s Tu Cied=

Select the Users...

User Office

Adminiztrator One Alphatas Company
[ratabase Creator Alphatas Company
O User Four Alphatax Company
Uger One Alphatax Company
O User Thiee Alphatax Company
Usger Two Alphatas Company

| MNest » | Cancel

2. Highlight the users for whom you are creating portfolios.

3. Choose Next.

The Add Companies to User Portfolios dialog is displayed.
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pddCompamessl o Sers i oriolioss

Select the Companies...

Compangy Office Deleted
Company One Alphatax Company
Company Three Alphatax Company
Company Two Alphatax Company
Select their default role: Default Role j

< Back I Mext > | Cancel ‘

the users default role.
5. Choose Next.

Select the companies to add to the portfolios of the selected users and select

The Remove Companies from User Portfolios dialog is displayed.

Remove Companies From User's Portfolio..

Select the Companies. .

X

Company Office Deleted
Oo4 Bristal
Oos Bristol
Oos Bristal
Oor Bristol
Oos Brigtal
Oos Bristol
O Briztol
O Bristal
12 Bristol
[ Rk] Bristal
14 Bristol
15 Brigtal
Ois Bristol
[mRK Briztol

< Back | Mewt > | Cancel

Enterprise Manager Administrator Guide
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6. Where required, select the companies to delete from the users’ portfolios.

7. Choose Next.

The Confirm Portfolio Changes dialog is displayed.

’ Copfiind Harfulla QiEig=s a

The following companies will be azsigned/removed to/from the selected
uzers Portfolios.

IF pou wish to proceed select Azsign or correct the selections.

Uszers

Administrator One
[Database Creator
User One
Iser Two

Companies
Add- Remave

Compary One
Compary Three
Company Two

< Back | Finizh | Cancel |

8. Click Finish if these settings are correct. Otherwise, use the Back button to
return to previous screens and correct the entries.

Maintain a User’s Portfolio

1. In the User Portfolios section, choose Manage a User’s Portfolio.

The Manage User Portfolio dialog is displayed.
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il

~ Uzers
|1zer | Role | Action
Adminiztrator One Default Role
[ratabaze Creatar Default Rale
Uszer One Default Role
Uszer Two Default Role

< Back I Firngh | Cancel

2. Select the user whose portfolio you wish to manage.

Choose Next.

The Manage XXX’s Portfolio dialog is shown, where XXX is the name of the

uscer.

Enterprise Manager Administrator Guide
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X

Manage Paul ’s Portfolio

The Companies...

To change a role, select one or more companies and press the right mousge button to select a
role from the pop up menu.

Company Fale Deleted Action

04 Diefault Role

05 Partner Change Fale
08 Diefault Role

o7 Default Role

03 Diefault Role

09 Default Role

10 Default Role

11 Default Role

(] Default Role Fiemowe from Portfolio
13 Default Role

14 Default Role

15 Default Role

16 Default Role

17 Default Role

< Back | Finish | Cancel |

4. Select a company or companies and use the right mouse button to select
another role if required.

5. Choose Finish.

Maintain Company Access

1. Inthe User Portfolios section, choose Manage Company Access.

The Manage Company Access dialog is displayed.
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()

Manage Company Access

Select a Company

Cornpary | Office Deleted
04 Brigtal
05 Biriztal
113 Briztal
Biristal

0s Briztal

09 Brigtal
10 Brigtol
1 Briztal
12 Biristal
13 Briztal
14 Brigtal
15 Brigtol
16 Briztal
17 Biristal

| Hewut » | Cancel

2. Highlight the required company and choose Next.

The Manage Portfolio Access to Company dialog is displayed for the
currently-selected company.
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~ Uzers
|1zer | Role | Action
Adminiztrator One Default Role
[ratabaze Creatar Default Rale
Uszer One Default Role
Uszer Two Default Role

< Back I Firngh | Cancel

3. Amend users details as required and then choose Finish.

30 Chapter 3



Chapter 4
Email Notification Settings

The Compliance Cycle Management window View menu in Alphatax enables
users to receive Email notifications from Enterprise at regular intervals. The
Emails list urgent compliance progress items that have not been cleared. This
chapter covers:

= Mail setup
«  Setting up the Notification content
« Sending emails

To access Email Notification, within Enterprise Manager, click the Alphatax
Database section of the Contents tree and choose Email Notification.

Alphatax Enterprise Manager
File Wiew Window Help

[+ Configuration
System Administration
% Alphatax Database {using tesldb.ini)

Manage Users
“f’ Manage Organisakion

Produce out files fram CTx
% Manage database registry
H‘ Configure Tax Warehouse
@ Unlack Alphatax Companies
&3 Portfolio Management
SRR E il Notification

AT10 €% uato |8 sparrawz | 58l server | A

Email Notification Settings
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Mail setup
1. Double-click Email Notification and choose Mail Setup.

Alphatax Enterprise Manager - [[E-mail Notification Setup]

Ef? Fle Yew ‘Window Help -8 x
B .
Mail Setup
#-+gh Configuration
+ System Administration ¥ Enable EMail Matification
= Alphatax Database {using tesldb.ini)
Eﬁ Manage Users - —
.,f, Manage Organisation ‘who can setup EMall Motifications: |Adm|n|stratnrs Only ﬂ
Produce out Files from CTx )
Manage database registry ‘What EMail method should be used: |SMTF’ ﬂ
ﬂ‘ Corfigure Tax Warehouse .
6 Urlack Alphatax Companies Use this Mail Server: |Automatic
+ g’ Portfolio Management
=l EMail Notification The Mail Servers Domain: |Autnmatid
C_‘_P Mail Setup
Hlz MotiFication Content W Use HTML [recommended)
Test
EMail &ddiess:
| | B
ATI0 3 uato B sparronz SGLserver

2. Check the Email Notification box.

3. Specify who can access email notification settings. This can be:

« Anyone. Any user will be enabled to administer settings for Email
notifications

« Administrators Only. Only administrators will be enabled to administer
settings for Email notifications

« Administrators and Super User. Only administrators and super users
will be enabled to administer settings for Email notifications

4. Specify which Email method should be used.

For SQL Server users, this can be: SQL Mail, Database Mail (MS SQL 2005
upwards) or SMTP.

Mail server and Domain are filled automatically by the system.
Where Oracle is used, SMTP is in the only Email method available.

You must complete the Mail Server and Mail Servers Domain fields manually.

5. Check the Use HTML (recommended) box to ensure that the notifications are

sent in HTML format.

6. Enter a valid email address for test purposes and then click the Send Test E-

mail button. The system sends a test email to the address you specify. Check
that you receive it and are happy with the notification.

7. When you are happy, choose the Save changes button.
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Setting up the Notification content

1. Double-click Email Notification and choose Notification Content.

Alphatax Enterprise Manager - [EMail Notification Heading Config]

Hlo Eile Wiew Window Help _ a8 x
-

+-rh Configuration W amning,

* % System Administration If the Headings in the database differ from the toslctprg or toslot.dit files. the EMail report will not

= Alphatax Database {using tesldb.ini) conespond with the CCM in Alphatas.
% Manage Users
Manage Crganisation
% Produce out files fram CTX Natification ltems
" !g;;gsr:a:::i::r’:ﬁi: Tl Defaul Matches PRG Fle | &
& Unlock Alphatax Companies Ce . e N/A
- #&! Portfalio Management Notice F1
=3 EMail Motification P10
& Mail Setup [ Aot P2
Rlz Matification Content CTEO0 3}
ORevDocs RevDocs N/&
Fieceipt P4
PS5
F& -

The values from P1-P10 can only be changed by imparting a teslet.prg file.

Only checked items will be included in Mail Matifications.

Users
Title Key Matches DFT File
O Parrer respl
M anager respd
Staff 1 respd
Staff 22 respd
Audit Manager resph
Only users with the checked responsibilities will be included on the: report
Import PRG File: Import Responsibility Titles J
=
AT10 2 ualo 5 sparrawz §GL5erver

Note. Where headings in the database do not match entries in the tcslct.prg or
teslet. dft files, the content of any email notifications sent out will not match the
columns in the Alphatax Compliance Cycle Management window.

The Notification Content window shows a tick when headings match and a cross
when they differ.

2. Use the respective Import PRG or Import Responsibility Titles button to
ensure that the database has the latest tcslct.prg and teslet.dft file.

Notification items

In the Notification items section, check the headings to be included in the
notification email.

Note. The values from PI to P10 can only be changed by importing a new version
of the tcslct.prg file.

Users

In the Users section, check the Titles to be included in the notification email.
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Sending the emails

Once you have defined notification content and email settings, you should
configure a new job to run the stored procedure ‘ATEmailNotification’ at an
appropriate time. Typically this will be overnight.

A sample email (in HTML format) is shown below.

This is an automated report generated from Alphatax

The following companies to which you are allocated have urgent deadlines ocutstanding for the indicated tasks.

Company Name Period End Urgent Tasks 2nd reviewer 1st Reviewer Preparer
Acme Widgets 31/12/2008 MNotice, Receipt Mickey Mouse Donald Duck  Goofy
Internaticnal Exports 31/12/2008 MNotice, Receipt James Bond Unassigned Unassigned
Movels R Us 31/12/2008 Motice Emily Bronte George Orwell Charles Dickens
1966 And All That Ltd. 31/12/2008 MNotice Robert Moore  Geoffrey Hurst Gordon Banks

Jolly Japes & Jokes 31/12/2008 MNotice, Receipt Thomas Cooper Ronald Barker Anthony Hancock
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Chapter 5
Managing Alphapack

The Alphapack options are available for organisations where Alphapack is
enabled via the CreateAlphapackEnable setting in the [SYSTEM] section of the
teslbase.ini file. There are two options in the Alphapack section under the
Alphatax Database heading in the Enterprise Manager Contents tree:

User Management
Unlock Alphapack
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User Management

Select User Management in the Alphapack section of the Contents tree.

Manapephapaclisers ai
Email Address | Clignt Mame J Lisabled ]
user L@email.com User One
userZ@email.com User Two

Any existing users are listed.

Select Add User from the right mouse-click menu.
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X

Alphapack User,

Email Address | |

Passward |

Confirm Password |

Client Mame |

| Cancel

Complete required details and choose Create to save the new user details.

You can also disable/enable users, update their details and reset passwords using
options from the right mouse-click menu for existing user(s).

If you select the right mouse-click menu from a blank area of the screen, only the
Add User and Reset Passwords options are available.
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Unlocking locked Alphapacks

Alphapack files may become locked erroneously. Reasons for this typically
include system crashes or users failing to close down Alphapack correctly before
leaving the office for extended periods such as holidays.

The option must be treated with care. It is mandatory for you to ensure there are
no users using the selected Alphapacks at that time. Significant data corruption
may result if multiple updates of the data occur at the same time.

1. To unlock an Alphapack, within Enterprise Manager, double-click the
Alphatax Database section of the Contents tree and then double-click the
Alphapack section.

2. Choose Unlock Alphapack.
w Alphataxknterprisesanagers| Unlochfiphapacks)) _.J J 63

4 Ele Wew Window Help i
3 Locked Alphapacks

+-vi& Configuration
&3 System Administration Company Alphapack Locked By Hostname
= %’ Alphatax Database {using tesldb.ini) O Compary One Company One-dlphapack]  userl Gemail com
% Manage Users Company Two Company Twoedlphapack]  user2@email.com
Manage Organisation
G, Produce out files from CTx
8l Manage database registry
B Configure Tax Warehouse
ﬁ Unlock Alphatax Companies
2= EMail Notification
= «p' Alphapack
{# User Management
"0 Unlock Alphapack.
= B warkflow

Be very careful: Unlocking an Alphapack alieady being worked on by a user could
tesult in data loss, and possibly cormuption of the stored file or database

Unlock Alphapacks

14 ALPHATARCT 7 ALPHATAXUA ] COURSER|SQLEXPRESS 1 server

The dialog shows all locked Alphapacks, who they were locked by and the date on
which they were locked. Alphapacks locked today are shown in grey. Alphapacks
locked yesterday are shown in black. Alphapacks locked before yesterday are
shown in red.

Select the required Alphapack(s).
Choose Unlock Alphapacks. The Alphapack(s) you have selected are unlocked.
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Chapter 6
Managing Workflow

The Workflow options are available for organisations where Work flow processes
have been enabled via the CreateWorkflowEnable setting in the [SYSTEM]
section of the tcslbase.ini file. There are two options in the Workflow section
under the Alphatax Database heading in the Enterprise Manager Contents tree:

Workflow streams

Teams
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Managing Workflow streams

Workflow streams are created externally and saved with the .WFM file suffix.

To make these available for use in your organisation, these streams must be
imported to the Alphatax database.

1. Double-click the Alphatax Database section of the Contents tree and then
double-click the Workflow section.

2. Choose Workflow streams.

Any existing streams are listed.

Alphatax Enterprise Manager - [Manage Workflow Templates]

" Hle view Window Help

x

+-+# Configuration
+ % Ststem Administration

% Manage Users
Manage Organisation
Praduce aut files From CTX
% Manage database registry
W Configure Tax Warehouse
@ Unlock alphatax Companies
+ g‘ Portfolio Management
+- 2 EMail Mokification
+-p" Alphapack
- B warkflow
. ‘Workflow Streams
i Teams

+ (& E-Filing

Alphatax Database {using tesldb.ini)

aT1Z 0 uaz

“Wiorkflow Templates

Activity Steam Live ‘Wworkflow Count
AlphaPack APStream103 13
AlphaPack. APStreamCOTESTA 4
LCaroline I
EFiling EFStream0r 1]
EFiling EFStream? 1]
EFiling EFStream10l 1]
EFiling EFStreamCLO 41
EFiling EFStreamCLO1 1]
EFiling EFStreamcod 2
EFiling EFStreamw/FEF 1]
EFiling Test o
EFiling Test2 o
TaxPack TPSteamC01 a0
TaxPack TPSheamCOTESTT 3
TanPack TPSTREAMCOTESTT1 1
TanPack TPSTREAMCOTESTT2 1
TanPack TPSTREAMCOTESTTS 0
Import Preview Delete Refresh
8 sparrowz SO Server
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Importing workflows

To import a new stream, choose Import and navigate to the folders where the
Alphatax Workflow file (*.wfm) is located.

o ok £l - P T o g ia = 1
S B SO O e et Sy | B S O T il d@
Look, in; |1j Templates j (= |‘_"“F v
; z. Templatel.wim
My Recent
Documents
=
L
Dezktop

-~

My Documents

=
=
w4
=] [} |
(Ee'» 3%;
L pm}
=
a

Object name: ]Templahﬂ 3.wifm L] Open |
ky Metwork, Ohjects of ype: ]Alphata:-: Wwharkflow files [* wfm) LJ Cancel

Places [~ Open as read-only

Select the file(s) required and choose Open to import the files to Alphatax.
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Previewing a workflow
To preview a stream click Preview.

A graphical presentation of the workflow is displayed.

Generate pack

: Generate pack

Prepare

: Guhlish to u:IierD Glear pau:D

.
¥
Accounts user receipt

I @Iient started wnrD @Iient signed DTD @Iear pau:D

v +

Deleting a refreshing streams
To delete a stream, check the appropriate box and choose Delete.

To refresh the display, choose Refresh.

Managing Workflow teams
You need to set up Workflow teams to control access to workflow processes.

1. Double-click the Alphatax Database section of the Contents tree and then
double-click the Workflow section.

2. Choose Teams.

Any existing teams are listed.
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Ju File Wiew Window Help

i

ienpriseManaeers slow teans|) j LB %‘
x
dd |

+/-+ Configuration wiorkflow Teams

[+ &2 System Administration Team | Username | User Roles
Alphatax Database (using tesldb.ini) Adrinl Role 0

Manage Users O Teamz User1 Role 0
Manage Organisation User2 Role 0

Froduce out flles from CTx User3 Role 0
% Manage database registry Userd Rale 0
B Configure Tax Warehouse
@ Unlock Alphatax Companies
=& Portfolin Managsment
Bulk Portfolio Management
Manage a User's Portfolio
Manage Company Access
> EMail Notification
P Alphapack
=% workflow
. wéorkflow Streams

&i Teams

J belete | RenzmeTeam | addUsers ] Delete Users | AssianRoles | Edt Roles 1]

[ aLPHaTARCT |3 aLpraTaLA | & courserisqLEPRESS [ Eatseer

Adding a new team

To add a new team, choose New Team.

Add or Update feam

X

Please enter wour team name

Team Mame | Alphapack

K, | Cancel

Enter the name of the team and choose OK.

The Edit Workflow users dialog is displayed.
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NIRRT DAL GE TS a*

Please select user(s) ko add to the selected teams,

§ | Adminl
[JU=erl
[JUs=erz
[JUs=er3
[JU=erd

Seleck role: |R|:|Ie 1] j

" Select &l " Deselect &l

Ik | Cancel |

Select the users to be added to the new team. You can select all users.

Choose a role from the Select role drop-down list.

Editing roles
At the Teams window, click the Edit Role button.

The Manage Workflow Roles window is displayed.
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Manage Workflow Roles E|
Role Id | Role Mamne | Role Rank |
z Raole 0 1
1 User 1
-1 Role -1 1
Add Rale | |

Each role has an ID, a rank and a name.

Use the buttons at the foot of the window to add, delete or edit roles.

Enterprise Manager Administrator Guide 45



Enterprise Manager Administrator Guide

46 Chapter 6



Chapter 7
Managing E-Filing Credentials

The E-Filing credentials options provides a mechanism for large organisations to
control and manage Government Gateway User IDs and passwords centrally
where the use of separate pmg files would be impracticable. The E-Filing
credentials options are enabled via the ENABLE_EF _CREDENTIALS setting
in the G2 registry section of the tcsldb.ini file. There are two options:

« Edit Credentials
« Manage E-Filing Users

To access the E-Filing credentials options, within Enterprise Manager, click the
Alphatax Database section of the Contents tree and choose E-Filing.

Alphatax Enterprise Manager,
File Wiew Window Help

#-» Configuration
[+ System Administration
= Alphatax Database (using kesldb.ini)

Manage Users
Manage Organisation

- % Produce out files from CTX
: Manage database registry
- J Corfigure Tax Warshouse
@ Unlock Alphatax Companies
- g‘ Portfolio Management
(-2 EMail Motification

[P alphapack

B workflow

= & E-Fiing

[l Edit Credentials
' B Manage E-Filing Users

a1z €3 LAtz B sparrowz | Sl server /J

Managing E-Filing Credentials
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Editing credentials

To set up or edit credentials, click on the Edit Credentials option.

Alphatax Enterprise Manager - [Edit Credentials]

"] Fle Wiew Window Help

EEX

-+ Configuration
) & System Administration
= g Alphatas Database (using tesldb.ini)
% Manage Users
Manage Organisation
%x Praduce out Files from CT2
Manage database registry
B Configure Tax warshouss
(&) Unlock Alphatax Comparies
£ Partfolio Management
> EMail Notfication
#-cF Alphapack
=B workFlow
=g E-Fiing

Edit Credertisls
% Manage E-Filing Users

Label
O o4sasrretrigdifg

Ocruserioa
Oad

Or+
Ovaeer

O Locations
OLondon
Stainest
O stainesz

AT1Z 5 ua12

8 sparrowz

a
[ abedefahijmnopawrstuv. .

O oonoooocsoonomis.

Sender 1D
dfscfafdg

x
190711
19071

a
123456763415
CTUser 108

dd

fsffg

sebderidl
lacation4_ID:
senderidl
CTuser10s
Caroline:

o

Sender role
Individual
Individual
Partnetship
Partrership
igent
Individual
Agent
Government
Bursau
Employer
Government
Employer
Agent

Trust

Agent

Assign Users

Senders e-mai

abexyz.com

andrew. hartley@taxcompute. .

loc4@4.co.uk
email@emai. com

andrew. hartley@tazcompute. .
carcline@blargh.com

Un-Assign Users

Adding or editing credentials

Choose Add to a new set of credentials.

Add E-Filing Credentials

Label:

Sender 10
Password:

Fe-enter password:

Sender role:

Senders e-mail;

Zancel |

Enter ID and password for the set of credentials, together with the Sender role and

email address. The Sender role is selected from a drop-down list.

To edit a set of credentials, check the box for that item and then choose Edit.
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Assigning and unassigning users

You can also choose to assign or unassign users to or from a selected item or
items via the Assign Users or Un-Assign Users buttons.

r =
Aszsign users to credentials P o Iﬁ

Please select user(s) to assign to selected credential(s)

Lisername |

D Userl
D ser2
D User3
D Userd
D Users

(" Select All T Deselect Al

oK Cancel |

...................................

A
T

Select one, several or all users to assign them the selected credential(s).
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Managing E-Filing Users
Choose the Manage E-Filing Users option.

" - ~ - - — T e — e e — B
W b e ey ire o o o e =
51 file Yoew Window Hep

Manage EFineg users
User Label
Cusert

iy Comhguratron
=4 System Administration
5 | Alphastes Database (using teshdb.in Do
7 Manage Users Dlusers
TP Manage Oogprinstion Cltsert Sasines, Mancheates, Sough, Staes Hgh Sheet
Gy Produce et files from CTX Dlusers
W Manage database regissry
B Configure Tax Warehouse
& Unlock Alphatax Companies
B3 Thsd Nastification
B Mlphapack
@ User Management
U Unleck Alphapack
=W Workdiow
| Wrkficw Strmsrns
A Teams
B e E-Filing
[l £dnt Coedentiaty
J0 Manage E-Filng Users

[Coman | _omasr |

o ATLZ [ LTV [ w0281 B e
—_— —_ S — . - -

Select one, sever or all users and then choose Assign or Un-Assign as
appropriate.

[— : EE s Py
Assign credentials to users M

Please select credential(s) to assian to selected user(s)

Label |
[[]London

[ Manchester

[ slough

D Staines

[ staines High Street

" Select All ¢ Deselect Al

i Cancel |

Assign credential(s) to the user(s) as appropriate.
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