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1. Introduction to Client Portal: Have things your way

Why use the client portal?
The QXAS Client Portal is a one-stop shop for creating jobs, 
tracking and monitoring them. It enables our clients to get 
access to information they need 24/7 on their workstations and 
mobile devices. Backed up with some responsive functionality, 
the portal gives relentless support to our clients using real-time 
accessibility, faster communication and powerful analytics to 
forecast for the future.

The Mobile Counterpart: 
The QXAS Tracker App
The QXAS Tracker app lets you use all the functions 
of the client portal while you’re on-the-go. You can 
monitor the status of your outsourced tasks from your 
smartphone – raise queries about jobs, search the 
dashboard, and filter jobs by job code, name, status and 
dates the jobs were received.
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Login
Keep your credentials handy and saved for a 
quick login into all your outsourced business.

Your Account
This is your space for updating passwords, 
usernames, contact details and other login 
credentials

Dashboard
It gives you a broad overview of your current 
status of jobs, profits margins and the forecasts 
for future endeavors. 

New Jobs
This is your space to create new jobs on-the-go 
with a few clicks to convey your preferences.

Jobs
From the hopping on to a quick conversation 
with your outsourced team to updating new 
instructions for your job requirements – this 
is your one-stop shop for tracking all your 
outsourced work. 

2. The Client Portal: An Overview
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3. Login to Get Access Anywhere, Everywhere
3.1 Use Your Client Credentials

You can login into client portal using your client credentials. Keep your client on-boarding email handy— it consists 
of your login user ID and a one-time password to log in to the portal.
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3.2 Forgot Your Password? Get it back right away.
Just enter your registered email address and we’ll send your password right away on your email.
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3.3 Change Your Password – With One You Can Remember
Sometimes, it’s easier to remember a password you came up with yourself. Update your password with just a 
few clicks and confirm it over email – you will be all set to login with your new password.
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Status updates on-the-go 
Get notified as your job gets processed through all the key stages

4. Features to Make You Quicker
Explore the powerful features of the client portal for greater clarity, focus and vision for your business. Let’s navigate through them 
to help you monitor your progress, track jobs and forecast profits for your business.
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Seeking support on-the-go 
Find answers quickly by raising queries with our support agents right from the client portal on your PC or 
from the QX tracker app on phone.
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Creating, tracking and monitoring job on-the-go 
Assign new tasks to your India team with just a few clicks. Choose the 
type of assignment and fill out the standard checklist on the app – your 
job will be uploaded, processed and done, before you know it.
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Powerful analytics for your business on-the-go 
Weigh decision based on data from across your outsourced 
work: from monthly job summary, job turnaround time and a 
detail margin report. Interactive dashboards provide in-depth 
impact analysis of every potential outsourced project.
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5. Dashboard
The interactive dashboard provides in-depth analysis of your outsourced projects including – a margin report, a monthly report 
and the turnaround time of the jobs delegated to your India team.

There are five section in the dashboard.

5.1 Today’s completed jobs
Here you can view the list of jobs which has been completed on that day.
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5.2 Job Status
Here you are able to view the progress of the jobs through these key stages:

• Live/Current Jobs: These are jobs that are currently in progress.

•  On hold jobs: There jobs that are kept on-hold due to unresolved queries raised by your outsourced accountants. Shoot
them an email, call or reach out to them through the client portal to resolve the queries.

•  Completed jobs: All you completed projects are displayed here. You can review them, raise queries or look at other
analytics concerning the completed jobs.

Get more insights on to these stages of your job by clicking on any key stage. You will be redirected to the sections for 
reviewing more details about the progress and handling of your job.
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5.3 Your Monthly jobs
Here you are able to see list of a report on all current and completed jobs on monthly intervals. The 
interactive dashboards on month-wise jobs is a power tool to take a deeper look into the volume of 
completed, on-hold or current jobs.

It gives you insights into how to prepare better when delegating tasks or what other tasks you can 
outsource in the future based on the efficiency of work.



GUIDE TO CLIENT PORTAL: A SPACE FOR YOU

15

qxas.co.uk

5.4 Your Job’s Turn-Around-Time
Here you can view the average Turn-Around-Time for all completed jobs on a monthly basis.
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5.5 Your Margin Report (%)
Here you can view the average marginal profits in percentage for each month. It also shows your spending, 
billing and requested turnaround time against the number of hours spent. 

It will help you determine the outcomes of your outsourced jobs and find certainty in future outsourcing 
decisions.
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6. New Job
This is your one-stop-shop for creating and assigning jobs. You just have to fill out some general information such as assignment 
type, attach the required documents and fill the checklist accordingly. 

6.1 Select the Job Type 
» Year-end accounts

»  Bookkeeping/VAT

»  Tax return
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6.2 Secondary fields for Job Types
When you select a Job Type, you will see additional fields to complete 
depending on what you have chosen. For example, if you choose 
Assignment Type > Year-end accounts, you will see:

Record Type: Here you may choose between two kinds of record types :

Manual Records: You can choose this option if you’ve gathered your 
client’s records in manual formats like sales invoices, bank statements, 
purchase invoices etc.

Software Working: You can choose this option if your client’s 
bookkeeping has already been uploaded in an accounting software.

Name of the client : Here enter your client’s name (individual or business).

Contact Person: Enter you designated contact person’s name for that 
particular task. It could be you, your manager or someone that your India 
team can be in touch with while the job gets processed. 

Email Address: Enter your contact’s email address

Year End: Enter the year for which you’d like your accounts to be prepared

Budgeted Hours: Enter the estimated number of hours you are delegating 
the job for

Accountancy Fees (Net): Enter the accounting fees that you are charging to 
your end clients.

Selecting Attachments and Comments: And lastly, upload the necessary 
documents – required to process the job. Refer to your checklist on the right 
to know what documents you have checked off and upload them here.
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6.3 The Job Checklist
When you select a Job Type, you will see a 
job checklist to complete depending on what 
type of job assignment you’ve selected. For 
example, if you choose Year-end Accounts 
Assignment type, you will see: 

Nature of Business: Here you can enter 
comments on the nature of clients  business. 
For example, whether they are a confectionary 
shop or a self-employed individual with an 
online baked goods selling business.

Manual Records/ Software Records: In case 
you selected software working , enter your 
software’s login credentials here.

Documents: This is where all the documents 
that are required for processing your client’s 
year-end accounts is listed. 

 » Check off all the documents that you will 
be sending over to you India team.

 » Once you’ve gone through the checklist, 
upload the documents you’ve checked in 
the attachments section on the far left of 
the page. 
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6.4 VAT Records: 
» Here you can select your client’s VAT

scheme > Flat, Standard or Special

» You can also select their VAT
computation method > Accrual or Cash

» You can also add additional comments on
your client’s VAT returns and working

7. Jobs
Jobs section gives you insights into all your 
outsourced business. Here are the four 
main tabs to look into all your live, on-hold, 
completed or drafted jobs. 

Live Jobs: All jobs which are currently work in 
progress will be displayed in the live/current 
job section 

On hold jobs: All jobs which are currently on 
hold are displayed in the on-hold job section 

Completed jobs: All completed jobs are 
displayed here

Draft jobs: All jobs which are submitted but not 
assigned to a user will be displayed in the draft 
job section
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View job details: Here you can view all the details and 
logs on the assigned jobs.

Send Query: Here you can raise queries about the job. 
Your outsourced team member will get back to you 
within a few hours of submitting your queries.

Job data: Here you can preview the jobs created by 
you or your India team. .

7.1 Navigating Job Functions 
Explore the different functions for navigating through your jobs area to track the progress of your jobs and develop a seamless 
connection with your India Team.
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Let’s grow 
your practice, 
together
Email qxas@qxglobalgroup.com, or 

call 0845 838 2452 for a instant 

support.

Castle Chambers

Off Mill Bridge, Skipton

North Yorkshire BD23 1NJ

Still Need Help?
Contact your operations manager or write to us at 
qxas@qxglobalgroup.com for instant support on the 
client portal, your outsourced jobs or any outsourcing 
related queries.

Give us your feedback
Our client portal was designed to give a premium 
outsourcing experience to our clients. Let us know your 
thoughts on your client portal experience and the ways 
we can do better at servicing you. 

Write to us at team@qxas.co.uk.

Share your Client Portal Experience 
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