ATOM Software Video Library

Getting Started

If you're new to ATOM Software, these videos provide details on how to upload your client files, and give you the basics
to help get you started using ATOM Software.

1. Explanation of URL Links (Self-Check-in, Client Portal, etc.) Video
2. Upload your Client Files and your Company Logo Video
3. Login to your ATOM Software

- With No Restrictions

o Normal Login Video
- With Restrictions
o User Login Video
o Login based on Work Schedule Video
- Login Reports Video
4. Update your Company and Office(s) profile Video
5. Add a User (Employee)
- User’s Personal Information Video
- User’s Tax/Reporting Information Video
6. Add a Client Video
7. Add an Account Year
- With a Single Business Type (Tax Preparation) Video
- With Multiple Business Types Video

ATOM Workflow Demonstrations

These videos provide a general overview of how ATOM Software can work in your tax and/or bookkeeping office.

Tax Preparation Office Video
- Process On-line payments in-house Video
Bookkeeping Office Video

How to Create a Workflow (8 Steps)

ATOM comes with several workflows already preset in the software (i.e. Tax Preparation, Bookkeeping, etc.). However,
it you'd like to customized these existing workflows, or create NEW workflows, watch the following eight videos.

Step 1. Create Business Types Video
Step 2. Create Office Events Video
Step 3. Create Office Event Pre-defined Notes Video
Step 4. Create Office Event Check Lists Video
Step 5. Create Transaction Types Video
Step 6. Create Task Types Video
Step 7. Create Task Type Pre-defined Notes Video

Step 8. Create/Edit Upload Types Video



https://youtu.be/us1u-LUzwAs
http://youtu.be/Zc_2ubPPDfA
https://youtu.be/JvHGVugeex8
https://youtu.be/1EeahgxoJKw
https://youtu.be/eUIo3wmIkpo
https://youtu.be/gM5FkKuaUvI
http://youtu.be/ZjQcksufe2o
https://www.youtube.com/watch?v=1dRX7XJH2KI&index=2&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D
https://www.youtube.com/watch?v=36AIGr8oWHs&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D&index=23
http://youtu.be/2pk3LICWA7g
http://youtu.be/MAhhQefeFyY
https://www.youtube.com/watch?v=pvunIyGUlKM&index=5&list=PLkb2VCkoM7UFWIH2ZAVdal7s_rH8tKmhD
https://www.youtube.com/watch?v=-hnqcUaHmwU&list=PLkb2VCkoM7UFWIH2ZAVdal7s_rH8tKmhD&index=8
http://youtu.be/ZTDn-W_ZgHg
https://www.youtube.com/watch?v=e1skxWJ1uz8&list=PLkb2VCkoM7UFWIH2ZAVdal7s_rH8tKmhD&index=9
https://www.youtube.com/watch?v=qk_T_buDUfg&list=PLkb2VCkoM7UFWIH2ZAVdal7s_rH8tKmhD&index=7
https://www.youtube.com/watch?v=7IdTpaFSZSE&list=PLkb2VCkoM7UFWIH2ZAVdal7s_rH8tKmhD&index=1
https://www.youtube.com/watch?v=78dMBwayY3c&feature=youtu.be
https://www.youtube.com/watch?v=1Fj_Gq7R1bU&feature=youtu.be
https://www.youtube.com/watch?v=zy9EksQz5Dk&list=PLkb2VCkoM7UFWIH2ZAVdal7s_rH8tKmhD&index=2
https://www.youtube.com/watch?v=93KCe90Hs70&list=PLkb2VCkoM7UFWIH2ZAVdal7s_rH8tKmhD&index=4
http://youtu.be/ii9mAytMcws
https://www.youtube.com/watch?v=8AGhgVrTlJE&list=PLkb2VCkoM7UFWIH2ZAVdal7s_rH8tKmhD&index=3

Billing Your Clients

There are four different reports you can use for billing purposes depending on your needs.

1. Returns with Balance Due — list your client’s outstanding balance Video
2. Print Transaction History — print an individual Client Invoice or Statement Video
3. Balance Due Invoicing — print Batch Invoices for all Clients Video
4. Balance Due Statement — print Batch Statements for all Clients Video

Document Management
Get organized by storing all your paper files in ATOM. Whether it is client records, employee records, or company

records, ATOM has a place so you’ll never spend more than 15 seconds finding them again.

Permanent Documents Video
Account Documents

- Upload Documents Video

- Moving Documents Video

- E-Signature Documents Video

Company Uploads Video

User Uploads Video

How to PDF a Tax Return & Upload into ATOM Video
Scheduling (3 Steps)

Scheduling client appointments is a 3 Step process if you need to track employee availability and employee work
schedules. If tracking these schedules is not critical to your office you can skip steps 1 and 2; however, you need to
watch video 1 to see how to disable these schedules.

Step 1. Add/Edit/Copy Employee Availability Schedules Video
Step 2. Add/Edit/Copy Employee Work Schedules Video
Step 3. Add/Edit/Copy Client Appointments
- Schedule Existing Clients Video
- Schedule New Clients Video
- Schedule Appointments w/Multiple Business Types Video
- Edit and Copy Appointments Video
Reports (3 Reports) Video

- Pre-Scheduled Appointments
- Client Appointments — Post Cards Mailings
- Clients Visiting your office by the Hour



https://www.youtube.com/watch?v=OIPL7bCJ5Fc&index=1&list=PLkb2VCkoM7UHKRHbViremn6N6b-kJCNB8
https://www.youtube.com/watch?v=GaWLl89ej8Y&feature=youtu.be
https://www.youtube.com/watch?v=5Yhx_yo2RBY
https://youtu.be/AKeIae6ucYo
https://youtu.be/1pUDVmByCOo
https://youtu.be/L8uEDJydIvA
https://youtu.be/iPQnMnZhfzk
https://youtu.be/ZwmPfgWeHs8
https://www.youtube.com/watch?v=XX3ylYTPsdU&list=PLkb2VCkoM7UEb-HvtJNVKAj1Zk-ogLu27&index=1
https://www.youtube.com/watch?v=8H8vVOC_hzo&index=2&list=PLkb2VCkoM7UEb-HvtJNVKAj1Zk-ogLu27
https://www.youtube.com/watch?v=OFnx2qNkCNo&list=UUSUWfUxmYnoLvSyzu3yrLVA
https://www.youtube.com/watch?v=u4lDyRbn5eo&list=PLkb2VCkoM7UH0gTuc2hahq9UIN8nxJuXk&index=3
https://www.youtube.com/watch?v=oE0_DNqFkaw&index=2&list=PLkb2VCkoM7UH0gTuc2hahq9UIN8nxJuXk
https://youtu.be/dyueiNapEho
https://youtu.be/YGeDLyWB8Xs
https://www.youtube.com/watch?v=_zP62xXB89Q
https://youtu.be/pVfS40xhc6A
https://www.youtube.com/watch?v=XD-Ih3GbSzI&list=PLkb2VCkoM7UH0gTuc2hahq9UIN8nxJuXk&index=1

Punch Clock
ATOM’s Punch Clock will help you better track your employee hours and Client billable hours.

Punch-In / Punch-Out Video
Edit Employee Hours Video
In/Out Board Video
Log Billable Hours Video
Reports (3 Reports)
- Employee Hours by Date Range Video
- Billable Hours by Client Video
- Billable Hours by User (Employee) Video

Home Page Overview

The Home Page provides a quick snapshot of your office as a whole using the Office Events, User Overview and Office
Overview.

Home Page Overview Video
Office Events Overview Video

User Overview
The User Overview is where the User (employee) manages their assigned tasks, internal messages, client appointments,
and work schedules.

My Assigned Tasks Video
- Report — Employee Assigned Tasks Video
My Message Center
- Managing My Messages Video
- How to Compose a System Message Video
My Appointments Video
My Work Schedule Video

Office Overview

The Office Overview is where Portal Messages and Prospect Messages are managed. Please refer to the Office Portal
and Prospect Portal sections below for video training. Watch the video on Web Service Data Import to understand how
to import your EF Data from Drake and Crosslink.

Office Portal Messages See Client Portal Videos
Office Prospect Messages See Prosp Portal Videos
Drake / Crosslink Web Service Electronic Filing Data Import Video



https://www.youtube.com/watch?v=Cz-Qv0y86zE&index=3&list=PLkb2VCkoM7UGr0SURXyzskIB41OOl79Wq
https://www.youtube.com/watch?v=S0LOOyueD-E&index=2&list=PLkb2VCkoM7UGr0SURXyzskIB41OOl79Wq
https://www.youtube.com/watch?v=QlSMI7KZzmM&list=PLkb2VCkoM7UGr0SURXyzskIB41OOl79Wq&index=7
https://www.youtube.com/watch?v=ToYLmkU6lV0
https://www.youtube.com/watch?v=EnktWjFIPdM&list=PLkb2VCkoM7UGr0SURXyzskIB41OOl79Wq&index=6
https://www.youtube.com/watch?v=2xFjCRcSZ7U&index=5&list=PLkb2VCkoM7UGr0SURXyzskIB41OOl79Wq
https://www.youtube.com/watch?v=PC0to4Vp5Jw&index=4&list=PLkb2VCkoM7UGr0SURXyzskIB41OOl79Wq
https://youtu.be/Oyr6hRKx0KA
https://youtu.be/vqOORKPeMV8
https://youtu.be/O-IwkkQFYaw
https://youtu.be/t3p92YmJyAQ
https://youtu.be/7itKFCLPcWQ
https://youtu.be/junHux2EUA0
https://www.youtube.com/watch?v=JL7ZaWnpIRY&index=3&list=PLkb2VCkoM7UFqu_G38mcHTEPMCjjknnlg
https://youtu.be/XeDWyhzlKGc
https://www.youtube.com/watch?v=qgT2_IBvzEo

Client Portal
These videos explain how your clients can use the Client Portal (Client View) and how your employees can manage the
Client Portal (User View) from within ATOM Software.

Client View Video
- Login Instructions Video
- Portal Main Menu Video
- Check the Status of My Tax Return Video
- Get a Copy of My Tax Return and Documents Video
- Upload Documents Video
- Electronic Signatures Video
- Add Questions/Notes/ to My File Video
- Schedule My Appointment Video
- Request My Appointment Video
- Get a Copy of My Invoice and Receipt Video
- Make on-line Payments Video
- Update Contact Information Video
- Client Referrals Video
- Office Events Tracking Video

User View (Employee View)

- Assign Client Portal Passwords Video
- Manage Incoming Messages Video
- Manage Incoming Documents Video
- Manage Incoming E-Signature Documents Video
- Manage Appointment Requests Video
- Sending Messages and Documents to the Client Video
Reports (2 Reports) Video

- Login Log (Identify which clients are using your portal)
- Client Count (how many clients are using your portal)

Prospect Portal

Managing prospect leads has always been a problem so we developed the Prospect Portal to streamline the process.
Now all prospect leads will be funneled straight into ATOM so tracking and managing these leads will be quick and easy.
These videos explain how your potential clients (prospects) will use ATOM’s “Landing Page” to ask questions, request
appointments, and schedule appointments. The videos also demonstrate how your employees can manage the
Prospect Portal from within ATOM Software.

Prospect View

- Landing Page Video

- New Clients Requesting Appointments Video

- New Clients Scheduling Appointments Video
User View (Employee View)

- Manage Incoming Messages Video

- Manage Appointment Requests (New Clients) Video



https://www.youtube.com/watch?v=fAO2CV8asHI&list=PLkb2VCkoM7UHkM5GxhrHec13ZKO80zaEV&index=2
https://youtu.be/19Gc-u3iz2A
https://youtu.be/QBjI1dfFmE8
https://youtu.be/NGo4JRbDa_Q
https://youtu.be/2CD5yiOUijI
https://youtu.be/prf5HANlTxA
https://youtu.be/tAw-tUjEI9w
https://youtu.be/ActgjxNooY4
https://youtu.be/QYhhFx4PROQ
https://youtu.be/hbG9aI38ObE
https://youtu.be/s-aCEzdLnRg
http://youtu.be/BtI-bF-9-8s
https://youtu.be/oDdadKX3lu0
https://youtu.be/DTgj4w0vVAQ
https://youtu.be/IrSt9t0cQnk
https://youtu.be/_9yRu1ErvTM
https://youtu.be/jG-QjtHzS_8
https://youtu.be/OoGloFxoSBc
https://youtu.be/68FczIisFqA
https://youtu.be/vkrmk3sAeec
http://youtu.be/xeyIUY-0vfI
https://www.youtube.com/watch?v=JEelS33b-fw&list=PLkb2VCkoM7UHkM5GxhrHec13ZKO80zaEV&index=1
https://youtu.be/2oTjNe2Gy3I
http://youtu.be/_wB46zNqUg4
https://youtu.be/lsmFCPXjIfc
https://youtu.be/4SsvrNcCXWc
https://youtu.be/6-jZlvimiT8

Refer-A-Friend Processing (4 Steps)

Tracking and mailing referral payments is a four step process. Be sure to complete the steps in order otherwise you will

find yourself doing more work than is needed.

Step 1. Run the Refer-A-Friend Report to see who needs to be paid

Step 2. Print Mailing Labels (you can skip this step if using # 9 window envelopes)

Step 3. Print RAF Letter
Step 4. Record Date Paid in the RAF Pop-up Box

How to Use ATOM for Bookkeeping for YOUR Office

Video
Video’s (2 - 4)

You can use ATOM to track all your income and expenses similar to QuickBooks. And you can use ATOM to organize and

store all your receipts. It doesn’t contain all the “bells and whistles” of QuickBooks but it is a basic journal entry system

that can be used for your office.

Activate the Bookkeeping My Office Business Type
Setup Vendors or Account Types
Setup Opening Account Balances
Record Journal Entries & Upload Receipts
Record Year End Closing Journal Entries
Reports (7)

- Balance Sheet

- Balance Sheet Monthly

- Client Balance

- Profit and Loss Statement

- Transaction Entries

- Transaction Types

- Transaction Types Summary

Admin Setup

Video
Video
Video
Video
Video
Video

These videos walk you through the set-up process for all 29 ADMIN pages. Most ADMIN pages have already been preset

and there is nothing more needed unless you’d like to make customization changes to the software. We recommend

you first watch the videos above, and then based on your needs, watch the applicable ADMIN videos to help customize

your software.

Account Types
Additional Link Types
Adjustment Types
Batch Messages
Billable Task Types
Business Types
Cell Phone Providers
Check In Message
Clean Uploaded Documents
Client Portal Links

- Schedule My Appointments
Company
Difficulty
Email / TXT Templates

Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video



https://www.youtube.com/watch?v=pC-3Kge0HAE&list=PLkb2VCkoM7UEcLgfdgpJOwSu7Y-ZryCeB&index=2
https://www.youtube.com/watch?v=_2xSIt7m3xg&list=PLkb2VCkoM7UEcLgfdgpJOwSu7Y-ZryCeB&index=1
https://www.youtube.com/watch?v=vai1EkumlyM&list=PLkb2VCkoM7UF-1varrnhjXlKFOp9qFbly&index=6
https://www.youtube.com/watch?v=WHyUNysQ0hI&index=4&list=PLkb2VCkoM7UF-1varrnhjXlKFOp9qFbly
https://www.youtube.com/watch?v=H085vr_1P0w&index=5&list=PLkb2VCkoM7UF-1varrnhjXlKFOp9qFbly
https://www.youtube.com/watch?v=0wxlQH5nGmk&index=3&list=PLkb2VCkoM7UF-1varrnhjXlKFOp9qFbly
https://www.youtube.com/watch?v=pTDLrqR1bd8&index=2&list=PLkb2VCkoM7UF-1varrnhjXlKFOp9qFbly
https://www.youtube.com/watch?v=vJbirNa2Qwk&list=PLkb2VCkoM7UF-1varrnhjXlKFOp9qFbly&index=1
https://www.youtube.com/watch?v=-gXf0kZtToc&list=UUSUWfUxmYnoLvSyzu3yrLVA
https://www.youtube.com/watch?v=oopKuEzWXlc&index=68&list=UUSUWfUxmYnoLvSyzu3yrLVA
https://www.youtube.com/watch?v=x9aiMEKrLQc&index=69&list=UUSUWfUxmYnoLvSyzu3yrLVA
https://www.youtube.com/watch?v=jA-ij4oMUcY&feature=youtu.be
https://www.youtube.com/watch?v=aAO6ebhSR_Q&feature=youtu.be
https://youtu.be/LlYsB9CBDhA
https://www.youtube.com/watch?v=qYXr2l_AGNg&feature=youtu.be
https://youtu.be/cAsCxKCt6wQ
https://youtu.be/zclSqYCwICA
https://www.youtube.com/watch?v=yYCfRABpYCQ&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D&index=17
https://www.youtube.com/watch?v=A4tlTc5oouM
https://youtu.be/9CXCxuXo0-g
https://www.youtube.com/watch?v=tuHESwgPX8g&index=25&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D
https://youtu.be/jxtMEE2o2nU

Employee Positions
Event Message Types
Event Status
- Check List
- Pre-defined Notes
- Client Notifications

o Event Creation Notifications
o Event Notification on Start Date
o Event Notification X Days From Start Date and Instant Notification

Payment Methods
Prospect Message Subject
Referral Types
Rejection Codes
Report Permissions
- Customized Text
Rollover Accounts
Scheduler Properties
Scheduling Types
Security Group Permissions
Sites
Stations
Task Types
- Pre-defined Notes
Transaction Types
- Pre-defined Notes
Upload Types
Users
- Personal Information
- Security Information
- Task/Notes Information
- Tax/Reporting Information

Video
Video
Video
Video
Video

Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video
Video

Video
Video
Video
Video



https://www.youtube.com/watch?v=PQLRixl_K8I&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D&index=14
https://www.youtube.com/watch?v=3zQOFpm5hkE&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D&index=15
https://www.youtube.com/watch?v=9FoVoODgEW8&feature=youtu.be
https://www.youtube.com/watch?v=1Fj_Gq7R1bU&feature=youtu.be
https://www.youtube.com/watch?v=78dMBwayY3c&feature=youtu.be
https://youtu.be/JIqLD2Sl6Rg
https://youtu.be/HxGCXLOWjog
https://youtu.be/LycxbPvN9Ms
https://www.youtube.com/watch?v=-vBTV7FwDdA&index=13&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D
https://www.youtube.com/watch?v=c6EfYh5RYUY&feature=youtu.be
https://youtu.be/KzznIdWVezo
https://www.youtube.com/watch?v=96A9IDnLTm0&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D&index=11
https://www.youtube.com/watch?v=SeoILttJqGs&index=10&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D
https://www.youtube.com/watch?v=VU1TaNHQGrk
http://youtu.be/sLlCJyI23Ts
https://www.youtube.com/watch?v=_Y3rVYjTe_E&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D&index=9
https://www.youtube.com/watch?v=8NY35zlvZPI&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D&index=8
http://youtu.be/usIaHJrQQvo
https://www.youtube.com/watch?v=cUJ2bxUiBts&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D&index=6
https://www.youtube.com/watch?v=x7cg3peLXVM&index=5&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D
https://www.youtube.com/watch?v=Kwm_iTqsURQ&index=4&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D
http://youtu.be/ii9mAytMcws
https://www.youtube.com/watch?v=SgaHcmeXbaM&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D&index=28
https://youtu.be/158EUcEsQ-0
https://www.youtube.com/watch?v=yKUybzAANAw&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D&index=22
https://www.youtube.com/watch?v=1dRX7XJH2KI&index=2&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D
https://youtu.be/cb9hwPg7-xs
https://www.youtube.com/watch?v=amp-nb9M3Bs&index=24&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D
https://www.youtube.com/watch?v=36AIGr8oWHs&list=PLkb2VCkoM7UEgyBvNvuH3yM1Lxkx4y98D&index=23

