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Managing E-Filing Users
Choose the Manage E-Filing Users option.
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sy
B Configure Tax Warehouse |
(@ Unlock Aiphatas Companies |
B} = PMsd Motifcation |
£ Alphipack |
(@ User Management |

W Unlock Alphapack
=W Workdiow |

|| Workfiow Strmarns
A Teams |
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@0 Manage E-fibng Users |

o ATLZ 5 vz
—_— —_— e

B w02 Lt

Select one, sever or all users and then choose Assign or Un-Assign as appropriate.
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Assigning and unassigning users Chapter 1

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

. =
Assign users to credentials s p— Iﬁ

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

LIsername |

[Juser1 This guide is designed for Database Administrators and gives you the information you

[Juser2 need to use the Enterprise Manager.

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

D Users

" select all © Deselect Al

Cancel

L

=

Select one, several or all users to assign them the selected credential(s).
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Adding or editing credentials

Choose Add to a new set of credentials.

Add E-Filing Credentials X]

Label;

Sender 10

Password:

Fe-enter password:

Sender role: | ﬂ

Senders e-mail; |

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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Editing credentials Cha pter 2
To set up or edit credentials, click on the Edit Credentials option. _ M a n ag i n g d ata bases a n d n Od es

Alphatax Enterprise Manager - [Edit Credentials]

" Fle Wiew Window Help -8 x
o gm‘:‘g“’:;'“” - Lahel Sender ID Sender role Senders e-mal [
i g nfh:tmax D’:‘g;;‘z'm tesldb. il [ oes4arretriadr dfsdfgfdy Indricl
Manage Users Ooxx % Individual
% Manage Organisation 019071 190711 Partnershin
Praduce out Files From CTX O 19071 Partnership abc@xyz.com
%‘ Manage datahase registry a a Agenk
B Configure Tax Warehouss O abedefghijkimnopqurstusms, .. 123456789415 Individual
(& Unlock Alphatax Companies Octuserios CTUsar 109 Agent andrew. hartley@taxcompute. ..
+- & Portfaio Management Oad dd Gowernment
+ Vail Matification 5 ureau . L3 3 . :
v o = e it The chapter gives the Administrator the information required to:
£l E Wﬂl;kﬂﬂw O vocations locationd_I0 Gowernment loc4@.co.uk
=B E-Fiing ondon sendei mployer email@email.com . . .
g o Donder, el P i = Create the Alphatax database (page 5). You must do this the first time Enterprise has
+t Manage E-Fiing Lsers O staines: sroline rust caroline@blargh.com .
= ot e been installed
= Setting up the organisation/company nodes (page 12)
= Maintain the organisation/company nodes (page 15)
= Upgrading the database (page 17). You must do this for each subsequent release of
Enterprise
Add f i | Delete AssignUsers | Un-Assign Users J - Conﬁgurlng Tax Warehouse (page 21)
ks LA ] L = Importing company documents from Alphatax Professional (page 19)

= Purging deleted companies (page 19)
= Unlocking locked companies (page 23)

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 17.

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.

52 Chapter 7 Enterprise Manager Administrator Guide



Enterprise Manager Administrator Guide

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.

Alphatax Enterprise Manager
File View Window Help

vy Configueation
- Syskem Administration
- Alphata: Database (using tesldbuini

Ready

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

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

6 Chapter 2

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
tesldb.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 Yiew ‘Window Help

[+ Configuration
- % Syskem Administration

=k Alphatax Database (using tesldb. ini)

-7 Manage Users

Manage Crganisation

-~ Produce out files from CTx
% Manage database registry

w Configure Tax Warehouse
@ Unlock Alphatax Companies

g’ Paortfolio Management

(-2 EMail Motification

- Alphapack

- workflow

=& E-Filing

g Edit Credentials
- B% Manage E-Filing Users

a1z €3 uarz B sparrowz | Gl server [ /J
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Manage Workflow Roles [z| Connect to a database E|
Role Id | Role Name | Role Rark. | Database bpe: |5|:!L G arver ﬂ
2 Role 0 1
1 User 1
-1 Role -1 1 Database Server |M}'5DL5 J—
Login

o |lze databasze Authentication

Iser name: |sa

Pazaword:

EEE

" Uze 0/5 authentication

Cancel |

2. In the Database type field, select SQL Server or Oracle, as appropriate.
&dd Role

3. Type the name of the database server (SQL Server) as above or the Net Service
Name(Oracle) as below.

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.
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-

Connect to a database E' VIO DWW AT E O a%
Database type: |EIrau:Ie ﬂ Flease select user(s) to add to the selected teamns,
Met Service Mame: i - Adminl
|M_I,IEIrau:IeS ervice il
[JUserz
Login [JUser3
- [Users
(v se database Authentication
Izer narne: |$_I,Istem
Paszword: o
" Use 045 authentication
Caticel
] ] ] o ] o Select role: |R.:.Ie 1] ﬂ
4. 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 ezl PrzselEEE ]
this computer and the database server.
) ) Ok | Cancel |
5. Click Connect to log into the database server.

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.

8 Chapter 2 Enterprise Manager Administrator Guide 49
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Add or Update team

Flease enker wour beam name

Team Mame | Alphapack

Ik | Cancel

x)

Enter the name of the team and choose OK.

The Edit Workflow users dialog is displayed.

48 Chapter 6

SQL Server

The following window is displayed.
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Alphatax Enterprise Manager - [Create a New Alphatax Database (v11.0]] E”’ENZ‘

@ File Yiew MWindow Help

-8 x

+-+#y Configuration
=] @ Systern Administration
{@ Create Alphatax Databhase
@ Remove Alphatax Dakabase
g‘ Upgrade Alphatasx Database
+- | Alphatax Database {using tesldb.ini}

Ready

Create database on server:

Corparation Tax DB

User authentication DE

T CreateNow

[MySOLServer

|ALF‘HATA><CDHF‘D RATIOMNT A

|ALPHATA><USEHAUTHENTICATIDN

Save Create Script

<

| Bl

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:

*  Aninitial 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 12).

Enterprise Manager Administrator Guide 9
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Oracle

The Schema Name tab is displayed.

Alphatax Enterprise Manager - [Create a New ALPHATAX Database (v10.0)]
@ File View ‘Window Help L

Custamize

+ »% Zonfiguration

= @ Systemn Administration
@ Create Alphatax Datahase
W Remove Alphatax Database
é}i Upgrade Alphatax Database

Schema Names | Index Tablespaces | Data Tablespaces 1 Blab T ablespace 1

* Alphatax Database (using tesidb.ini) Alphatax Data Schema Alphatax
User Authentication & chema: ALa

{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.

Chapter 2

Managing Workflow teams
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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.

i Fle Wew window Help

x

i+ Configuration
= % Syskem Administration

% Manage Users
Manage Organisation
% Produce aut files from CTx
Ml Manage database registry
ﬂ‘ Configure Tax Warehouse
& Unlock Alphatax Companies
=& Partfolia Management
Bulk Portfolio Management.
Manage a User's PortFolio
Manage Company ACCess
#)- 2= EMail Motificstion
+-w8" Alphapack
= B wiorkflow
| WorkFlow Streams
i Teams

Alphatax Database (using tesldb.ini)

i AMlphataxEnterprise Wanager o Shovteams |

[ ALPHATAXCT

€ ALPHATANA

- [B]x]

-8 x

Warkflow Teams Tl

Team |[ Username [ User Roles

[=[reamt 3| Admint Role 0
Userl Rolen
Userz Role 0
User3 )
Users Role 0

Delete Rename Team |  Add Users | Delete Users | Assign Roles | Edit Roles .

=l

(] COLRSERISQLENPRESS

Adding a new team

To add a new team, choose New Team.

Enterprise Manager Administrator Guide
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Alphatax Enterprise Manager - [Create a New ALPHATAX Database (v11.0)] E@E

PI"eVieWing a WOrkﬂOW @ Fle view ‘Window Help -8 x

x
Customize

To preview a stream click Preview. 0% Confguiation
SR %st;m ”‘td";'lﬂ';t’tatmg - Schema Names} Index Tablespaces Data Tablespaces I Elob Tablaspaca}
. . . . reate alphatax Database
A graphical presentation of the workflow is displayed. @ Remove Alphatsx Database
&' Upgrade Alphatax Database
+1- kil Alphatax Database {using tesldhie.ini) [# Create ‘AUA_DATA

¥ Create  [ACT_DATA_MED

[~ Create |ACT_DATA_LARGE

Generate pack

ABC_DATAL

@—v ABC_DATAM
ABC_IDX
Generate pack ACT BLOB
ACT DATA LARGE

ACT_DATA _MED

ALCT_IDX

ATROLLBACK

Create D atabase AlUA DATA hd

Prepare
Ready

@—v Where a Create checkbox is ticked, the default Alphatax settings are used.
Guhlish to u:IierD Glear pau:D

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 12).

'
'
'
'
'
'
'
'
'
'
'
'

¥

Accounts user receipt

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

I [

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

To refresh the display, choose Refresh.

46 Chapter 6 Enterprise Manager Administrator Guide 1
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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 called
CHANGE THIS COMPANY.

J= o)
x
= B Alphatax Company
- Configuration 28 yoded
-2 System Administration B 28 o 11
=] Alphatax Database (using tesldb.ini) i T Node 1.2
; S8 Node 1.3
- it i P - Node 2
My P =% Node 3
Ml Manage database registry T8 Node 31
- Configure Tax Warehouse
&) Unlock Alphatax Compariies
[+ 2= EMail Matification
F Alphapack.
1 B Wrarkflow
V]
—Assigned users..
Logon D | Full Name [ Tyge [ Flags
Admin Adrministrator One: Admiristrator
User! User One User
User2 User Two User
Userd User Thiee User
Userd Lser Four User
ALPHATAXCT €3 aLpraTazLs |5 COURSER|SQLEKPRESS | & server | 4

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

Importing workflows
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To import a new stream, choose Import and navigate to the folders where the Alphatax

Workflow file (*.wfm).

e s )
HaW oy owal EmplateNlesoRmpori;

2]x]]

Look in; | =3 Templates

-l e @k E

_2 l Templatel s
Template2. wim
My Recent

Documents

Desktop

tdy Documents

QL

My Computer

Object name: |Template‘l 3.wafrm

Pl
Sk [ Open as read-only

Ay W etwark Objects of type: |."-".||:lhataH “Workflow files [, wim)

= o]
_vJ Cancel I

Select the file(s) required and choose Open to the import the files to Alphatax.

Enterprise Manager Administrator Guide 45
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Managing Workflow streams Adding nodes

Workflow streams are created externally and saved with the .WEM file suffix. 1. Expand the node structure first, so that you can see where in the hierarchy you want
to add the new node.

To make these available for use in your organisation, these streams must be imported to 2. Highlight the node to which the new sub-node will belong.

the Alphatax database.

3. Choose New Child Node or New Sister Node from the right mouse click menu,

1. Double-click the Alphatax Database section of the Contents tree and then double- . . .
depending on where in the hierarchy you want the new node to be.

click the Workflow section.

2 Choose Workflow streams. 4. Type the name of the new node and choose Enter.

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

Any existing streams are listed.

e ; e = - [5[x]|
Alphatax Enterprise Manager - [Manage Workflow Templates] |l”E|rg‘ L Fie view Window Help EES
— = 4
"1 Ele view Window Help -8 e 1= é;\gham Company @
x =% Nods 1
. . ; Wiorkflow Templates 3 System Administration :ude 11
+v Configuration = | #lphatax Database (using tesldb.ini) Nods1.2
¥ Syshem Administration Activity Stream Live ‘Workflow Count % Manage Lisers Node 1.3
- Alphatax Database (using kesldb.ini) AlphaPack APStream103 12 Manage Organisation 2 Node 2
% Manage Users AlphaPack APStreamCOTESTA, 4 % ;'Dduw;u: Fg‘es frant thx = 3 Node 3
ing Caroline i anage database registry B8 fode 3.1
Manage Drganisation EFiing EFStieami] 0 ¥ Configure Tax Warehouse ¥ -
% Produce out files from CT EFiing EFSuean g @ Uniock Alphatas Companies —‘
Manage database reqistry EFiing EFStreant 01 ] -3 EMail Motification
B Configure Tax Warshouse EFiling EFStreamCLO 41 " Alphapack
6 Unlock Alphatax Companies EFiling EFStieamCLO1 i} = B workflow
& Partfolio Management EFiling EFStieamco2 2
A 3¢ EMail Notification EFiling EFStreamiwF-EF 0
7" Alphapack EE':'”Q ¥ES:2 g =
= iling sl
i W°'$'°Wm o TasPack TPStreamCOl 3 g
» OrTIam SErEams TaxPack, TPStreamCOTESTT 3 —
Teans TaxPack TPSTREAMCOTESTT 1 S
#- (B E-Fiing TanPack TPSTREAMCOTESTT2 1 ssigned users..
TaxPack TPSTRE&MCOTESTTA i] Logon D [Full Hame [Tope [Flags
Admin Administiator Ore Admiristratar
Userl User One User
User2 User Two User
User2 User Thiee User
Userd User Four User
Impart Preview Delete Refresh
3 aLPHaTARLA | B COURSER|SQLEXPRESS | %Qlserver
aTiZ i uaiz 3 sparranz 4G server

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.

44 Chapter 6 Enterprise Manager Administrator Guide 13
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Importing users from the domain

Select Users

X)

Server |"'."~MyNTSewer

[(AlberE [Albert Einstein)
[(10annyg [Danny Blanchflower)
[CIElizabeth [E lizabeth ‘windzor]
[CIFrankz [Frank Zappal
[(1JamesC [James Cagrey]

[ JirmiH [Jirni Hendrix]

[(IPolvH [Polly 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
BobbyC Bobby Charlton 2

For details on user type, see below.

Chapter 2

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
teslbase.ini file. There are two options in the Workflow section under the Alphatax
Database heading in the Enterprise Manager Contents tree:

= Workflow streams

= Teams

Managing Workflow
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nien Lpi E @‘
3 Ele View Window Help NICE
* || Locked Alphapacks

#-+fly Configuration
-4 System Administration  Company | Alphapack | Locked By | Hostname
=] Alphatax Database (using tesldb.ini) O Compary Ore Company One-Alphapackl  userl @email com

E Manage Users Company Two Company TwoAlphapack]  user2@email. com

L Manage Organisation

G Produce out files fram CTX

B Manage database registry

B configure Tax Warshouse
(&) Unlock Alphatax Companies
> EMail Matification
7 Alphapack
% User Management
%4 Unlock Alphapack
1 5 workflow
@] | B
Be very careful Unlocking an Alphapack already being worked on by a user could
result in data loss, and possibly comuption of the stored file or databaze.
Unlock slphapacks

ALPHATAXCT @3 ALPHATARUA \E COURSER|SOLEXPRESS | i 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.

Chapter 5
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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.

£
7 Fle View Window Help _
s =Y g G
% System Administration B 85 Nods 1.1
= Alphatas Database (using tesldb.ini) i Node 1.2
i %Mﬂ”ﬂ Use 3P Hode 1.3
T i -3 Nods 2
Gy Produce out files from T2 8 o 3
%’( Manage database registry - Node 3.1
- B Configure Tax warehouse = =
i @ Unlock Alphatax Companies
&3 EMail Notfication
[ 7 Alphapack
1+ B Workflow
~]
~ Assigned users...
Lagon ID | Full N ame | Tupe \ Flags
| Admint | Administiator One Adminishator
— |Usent User One User
_ |Use2 | User Two User
— |usen |User Thies User
Userd User Four User
ALPHATARCT ;fj ALPHATARUA | B} COLRSER|SOLEXPRESS | 53isever | 4
Note. For Super Users, the Manage database registry and Configure Tax Warehouse
options are NOT available.
Enterprise Manager Administrator Guide 15
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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.

Chapter 2

Enterprise Manager Administrator Guide

Alphapack User §|

Email Address | |

Passward |

Confirm Passwiord |

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.

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.
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User Management

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

Email Address | Client Mame | Disabled |
user 1@email.com User Cne
user2@email ,com ser Twio

Enterprise Manager Administrator Guide

Alphatax Enterprise Manager - [User Manager] X
ﬁ; File ¥iew Window Help -8 x
* Logon I | Type | Flags | Mode
v Configuration User 6 User Dublin
[#-{g System Administr ation User 7 Administrator Dublin
=~k Alphatax Database {using tesdb,iniy Userd Superuser Dublin

Manage Users
= Manage Organisation
- % Produce out files from CTX
- W Manage database registry
= ﬂ Configure Tax Warehause
= @ Unlack Alphatax: Companies

Ready

C

Ready

Any existing users are listed.

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

3. In the Database type field, select either SQL Server or Oracle, as appropriate.

4. Type the name of the database server.

5. 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.

Enterprise Manager Administrator Guide 17
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Alphatax Enterprise Manager - [Upgrade Alphatax Database1]

ﬁiﬁwle Wiew Help

=

|
x

+-+# Configuration
= 4G System Administration
@ (Create Alphatax Database
ﬁ Remove Alphatax Database
&‘ Upgrade Alphatax Database
] Alphatax Database {using tesldb.ini)

Current Yersions

Database:

Alphatascorponationtas

Status: |\u"e|si0n 11 [upgrade required]

Upgrade Mow | Save Upgrade 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.

7. Choose Upgrade Now for Alphatax Enterprise Manager to upgrade the database.

This may take some time, so please be patient.

8. 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.

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 tcsldb.ini file.

Chapter 2

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 tcslbase.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

Managing Alphapack
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Note. Where headings in the database do not match entries in the tcsict.prg or teslct.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 teslct.dft file.

Notification items

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

Note. The values from P1 to P10 can only be changed by importing a new version of the
teslet.prg file.

Users

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

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 outstanding forthe 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
International Exports 31/12/2008 Motice, Receipt James Bond Unassigned Unassigned
Movels R Us 31/12/2008 MNotice Emily Bronte George Orwell Charles Dickens
1966 And All That Ltd. 31/12/2008 Motice Robert Moore  Geoffrey Hurst Gordon Banks
Jolly Japes & Jokes 31/12/2008 MNotice, Receipt Thomas Cooper Ronald Barker Anthony Hancock
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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.

2. Choose Manage Organisation.

3. Select the node to which you want to import the CTX/ICX GTX or OUT files.
4. Choose Import Professional Files from the right mouse-click menu.

5. 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

Import Status

Currently [mporting File:
Files Imparted:
Irmport Failures:

Files Mot Found:

LI

Filez Remaining:

Purging deleted companies

You can purge deleted companies for a selected node.

Enterprise Manager Administrator Guide
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1. Within Enterprise Manager, double-click the Alphatax Database section of the

Contents tree.

2. Choose Manage Organisation.

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

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

5. 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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Where Oracle is used, SMTP is in the only Email method available.

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

in HTML format.

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

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.

Setting up the Notification content

1. Double-click Email Notification and choose Notification Content.
Alphatax Enterprise Manager, - [EMail Notification Heading Config] (X
Flz File Wew Window Help -8 %
+1 gy Configuration T
* % System Administr ation IF the Headings in the database differ from the tslct prg or toslct dft files, the EMail report will not
- Alphata: Database (using tesldb. ini) comespond with the CCh in Alphatax.
i.j Manage Users
“’f Manage Organisation .
% Praduce out files Fram CTX Motification ltems
- '“C"a“r“e da;abavff ’EhD‘St"f Tite Defaul Malches P Fie | &
onfigure Tax Warehouse
@ Unlock Alphatax Companies £E - CE N
+ g‘ Portfolio Management: Nolice P1
=13 EMal Notification P10
@ Mail Setup [Aacets Fz
Rlz Matification Cantent CTe00 P3
OrevDocs RevDocs N2
[ Receipt P4
F5
PE ~
The values from P1-P10 can only be changed by importing a teslet prg file
Only checked items will be included in Mail Motifications.
Users
Title Key Matches DFT File
O Partner tespl
M anager esp2
Staff1 1ezpd
Gtaff 22 tespd
Audit Manager egpd
Only ugers with the checked responsibilties will be included on the report.
Impart PR File Import Responsibility Titles J
-
AT10 3 uaio 8 sparrowz 5 5erver
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Mail setup

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

Alphatax Enterprise Manager - [E-mail Notification Setup]

Q:‘P File Wiew Window Help -
x
Mail Setup
+-v'fy Configuration
+ Syskem Administration [¥ Enable EMail Matification
= Alphatax Database {using tesldb.ini)
i.f Manage Users . e .~
Manage Orgarisation “who can setup EMail Notifications: |Adm|nlslralnrs Only j
Produce out files From CTi .
Manage database registry “W'hat EMail method should be uged: |SMTP j
H‘ Configure Tax Warehouse L
@ Unlack &lphatax Companies Use this Mail Server |Aulomatic
+ g Portfolio Management
=I- =< EMail Notification The Mail Servers Domain; |Aulnmatid
(_‘_P Mail Setup
Rlz Matification Conkent ¥ Use HTML (recommended)
Test
EMail Address:
. | B
AT10 2 uato B sparrowz S server

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.
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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]
w File View ‘Window Help

DDMame | Data Type | String Length |Warehnuse Calumn Marme

+1-vi Configuration _|pli Mumber 10 profit
+ Systemn Adrinistration _ |ceeBwr Date 10| epurD ate:
- Alphatax Database {using tesldb. iniy corm, skat Texrt 10 CompStatus

Manage Users ped Date 20/ EndDate

1] . —

f; Manage Organisation __ |pbd Drate 20/ BeginDate

% Produce out Files From CTX ias Text 10 COACCOUN

Manage database registry coname Text 10| CompName

W Configure Tax Warshouse
@ Unlock Alphatax Companies

Create Warehause ‘

1 | ]

Ready

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 warehouse 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 File view window Help =
* DDName | Data Type \ String Length |W’alehuuse Column Mame
v Configuration _|pli Humber 0| profit
(#-& System Administration caname Text 300 client
B% Alphatax Database (using kesldb.ini) " |abcd Text 56 sample
Manage Users b Ffew

Curency 0
‘f’ Manage COrganisation =

. % Produce out files From CTX
: Manage database registry MNumber

- B Configure Tax Warehouse Single char
@ Unlock, Alphatax Companies Text

Save Changes | Create 'Warehouse: Empty tarehouse |

< | |
Ready [ [ T JJ

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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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 Yiew ‘Window Help

# Configuration
% System Administration

- Alphatax Database {using tesldb.ini)
Manage Users
2 Manage Organisation

Produce out files from CTx
% Manage database regiskry
W Configure Tax Warghouse
@ Unlock alphatax Companies
& Partfalio Management

AT10 €3 uato |5 sparrowz | Salserver |
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The Manage Portfolio Access to Company dialog is displayed for the currently-
selected company. Unlocking locked companies

ﬂ1 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.

ManaEE S DT DA CEE S O L E

Jzers
The option must be treated with care. It is mandatory for you to ensure there are no users
s B0k 3l using the selected company documents at that time. Significant data corruption may
Administrator One Default Role result if multiple updates of the data occur at the same time.
[Databagze Creator Default Role
User One Default Role 1. To unlock computations, within Enterprise Manager, double-click the Alphatax
User Twa Default Role Database section of the Contents tree.

2. Choose Unlock Alphatax Companies.
Br(in{neicCompanies|| A=

CaRIphataaEnterprite)
@ File Yiew Window Help

* | - Locked Comparies

g Configuration
- &gn System Administration
= % Alphatax Database (using tesldb.ini) m]
% Manags Users O
Manage Orgarisation [m]
G Produce out files from CTx
W Manage database registry
B configure Tax Warehouse
& Unlock Alphatax Companies

Compary Locked By Lacked On

- & Portfolio Management
2= EMail Notification
-7 Alphapack

T workflow

Be very carchl: Unlacking a company already being worked an by a user cauld result
in dat loss, and possibly ormuption of the database

" Check &l

[ ALPHATAXCT 7 ALPHATARUA ) COURSERISQLEXPRESS S0l 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
IW' [ R yesterday are shown in black. Companies locked before yesterday are shown in red.

3. Amend users details as required and then choose Finish.
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To unlock a company or companies, select the required companies (or choose Check All Maintain Company Access

to unlock all companies in the list). ) )
1. In the User Portfolios section, choose Manage Company Access.
Choose Unlock Companies. The companies you have selected are unlocked.

The Manage Company Access dialog is displayed.

(%)

Manage Company Access

Select a Company

Company | Office | Deleted |
04 Biristol
1] Briztal
13 Brigtal
av Briztol
Briztal
03 Biristol
10 Briztal
1 Brigtal
12 Brigtol
13 Briztal
14 Biristol
15 Briztal
16 Brigtal
17 Brigtol

| Hest » | Cancel

2. Highlight the required company and choose Next.
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3.

Choose Next.

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

Manage Paul ‘s Portfolio

The Companies...

To change & role, select one or more companies and prezs the right mouse button to select a

role from the pop up menw.

3

Company Ruols Deleted Action

04 Default Role

05 Partner Change Role
06 Default Role

07 Default Role

0g Default Role

09 Default Role

10 Default Role

11 Default Role

01z Default Role Remaove from Portfolio
13 Default Role

14 Default Role

15 Default Role

16 Default Role

17 Default Role

< Back | Finizh |

Cancel |

4.

5.

Select a company or companies and use the right mouse button to select another role

if required.

Choose Finish.

Chapter 3

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.

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

Choose User Portfolios.

Managing User Portfolios
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Alphatax Enterprise Manager,
Fle View Window Help

3
#1453 System Administration
=] % lphatax Dakabase (using kesidb.ini)
: % i ~ Users
-3 Manage Organisation
i % Praduce out Files fram CTH
) Manoge dasbesmregstry ser | Fole | T
B Configure Tax Warshouse
H Unlock Alphatasx C .-
& 23 e Administrator Dne Default Fols
- Batch create Portfolic’s
Manage aUsers Portialio D atabase Creatar Default Role
Manage Company Access U I:I D f |t H |
zer One efault Role
User Two Diefault Fole

Ready

Batch Create Portfolios

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

The Select Portfolios to Change window is displayed.

< Back I Firnzh Cancel

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

oyl Hurefully @iEig-s0

The following companies will be assigned/removed todfrom the selected

users Portfolios.

IF you wish to proceed select Azsign or corect the selections.

X]

Administrator Ore
Database Creator
Iser One
ser Two

Companies
Add-

Remove

Compary One
Compary Three
Comparny Two

< Back I Finish |

Cancel

Enterprise Manager Administrator Guide

8.

Maintain a User’s Portfolio
1.

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

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

The Manage User Portfolio dialog is displayed.

Chapter 3

Jalder Hupfullos T Tu S dE

Select the Users...

Uszer

Office

O Uszer Four
|Jser One
O User Thiee
User Two

Administrator One
Database Creator

Alphatax Compary
Alphatas Carmpaty
Alphatax Compary
Alphatax Compary
Alphatax Company
Alphatax Compary

[x]

Cancel

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

3.

Choose Next.

The Add Companies to User Portfolios dialog is displayed.

Enterprise Manager Administrator Guide
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s diCompamessl o sers o olioss Q

Select the Companies. ..

Compary ] Office | Deleted
Company One Alphatax Company
Company Three Alphatax Company
Company Two Alphatax Compary
Select their default role: Default Rale j

< Back I MNest » | Cancel ‘

Remove Companies From User's Portfolio..

Select the Companies...

Enterprise Manager Administrator Guide
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4. Select the companies to add to the portfolios of the selected users and select the

users default role.

5. Choose Next.

The Remove Companies from User Portfolios dialog is displayed.

Chapter 3

Company Office Deleted
Ona Briztol
Oos Bristol
Oos Briztol
Oor Briztal
Ooa BEristol
Ona Briztol
Oio Bristol
On Eristal
12 Bristol
a1z Briztol
O Briztol
15 Bristol
O1s Eristal
a1z Bristol

< Back Mext > | Cancel ‘

6. Where required, select the companies to delete from the users’ portfolios.

7. Choose Next.

The Confirm Portfolio Changes dialog is displayed.
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