TimeValue Software -

FileInTime

Due Date Tracking and Task Management Software

Easily and efficiently track all due dates and manage every task in your office

Keeping track of all the time-sensitive jobs, staff workloads, and filing dates in your office can be
overwhelming to manage. Index cards, calendars, tax software, and spreadsheets all eventually fall short.

TimeValue Software™ File In Time™ due date tracking and task management software is guaranteed to
make your task tracking easier and help your firm run smoother. You’ll easily see the progress of your

office workflow and be assured that no deadlines will slip through the cracks.

Save Time and Increase Staff Efficiency
e Filter tasks by due date or status to show only the

relevant jobs
e Assign tasks and due dates to various staff levels

e Automatically keep a record of the progress made on
each task (e.g., date received and date mailed)

e Generate highly targeted management reports

What Can File In Time Due Date Tracking and
Task Management Software Do For You?

File In Time due date management software is perfect for
CPA firms, tax practices, or any business with extensive
filing requirements. It is the easy way to track all your
filings and projects. You will always stay on top of your
workload and due dates.
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The Workload Management Standard

File In Time due date tracking and task management software gives you a custom view of your workload.
Tasks can be quickly filtered and sorted for a quick glance or a detailed picture of your due dates. As your
workflow progresses, you can instantly roll-forward completed tasks or extend tasks which have fallen behind.
Print quick workload reports at any time to keep you and your staff on schedule.

Time Saving Features

e Over 25 standard reports automatically updated each * Create and change multiple tasks in batches
time you print e Print instant extension forms for last minute needs
¢ Instantly roll-forward completed tasks to create your * Print quick workload reports directly from your main
due date list for the next period/year window or generate formatted pre-defined reports
e Accurately extend tasks to built-in extension dates e Set-up an auto reminder for tasks due today, this week,
e Easily filter clients and tasks by multiple criteria or this month
e Create custom, recurring or one-time services such as ¢ Give special permissions to specific users as needed
audit requirements, sales tax, financials, meetings,
and more

System Requirements:
e Supports Windows 7, Vista, XP, 2000,
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Get Started Quickly and Easily with File In Time
Due Date Tracking and Task Management Software

A. Clients: Import client information from other software to accelerate setup.

B. Services: Dates for nearly 200 federal and state income and franchise tax
returns are built in. Also, create your own custom services.

C. Setup: Choose the columns you need to display for targeted information.
Generate quick workload reports directly from this view.
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