File upload form completed by the client

The purpose of this task is to give the client the opportunity to provide any missing documents that they did not provide on their original form submission. We will require
these missing documents to begin the claim, add on to an existing claim or create a new deal if required for the relevant tax year.

Step-by-step guide — How to action file upload form completed by client tasks.
Go to:

SALES

TASKS

CLICK ON ALL TASKS TAB

ASSIGNEE — ME

Type the task name in the search bar on the left-hand side

To open each task, click on the client’s name in the ASSOCIATED CONTACT column.

VVVYVVYVYYVY

Once all steps above are complete - Any file uploads tasks that are assigned to you will appear as per the image below.



Select SALES and TASKS

CLICK ON ALL
TASKS TAB

% Tasks x + v —
<« C & apphubspot.com/tasks/586461 Q@ 2 %« » 0O 2 (Upme

}5 Contacts v Conversations v Marketing v Sales Service v Automation v Reports v Q B o . Swift Tax Refunds +

Tasks

All(50) « i CLAIMS DEPARTMENT il Existing client refund il SEND OUT 64-8 AND SA1 Due today Overdue Upcoming ilih Refer a friend More ~ + Add queue

Assign to

file upload form (1) Assignee ~ Task type = Due date ~ Queue ~ 3 More filters

m Edit columns

STATUS TITLE ASSIGNED TO ASSOCIATED DEAL ASSOCIATED CONTACT DUE DATE * LAST CONTACTED
File upload form completed by the dlient Teri Lavelle (teri@s. . @ otivia Bradbury 9 days ago
File upload form completed by the dlient Teri Lavelle (teri@s... 1 Glen Stringer 9 days ago
File upload form completed by the client Teri Lavelle (teri@s. . @ stephen Haggary 16 days ago
File upload form completed by the dlient Teri Lavelle (teri@s. . © 5tevon Patterson 10 days ago
File upload form completed by the dlient Teri Lavelle (teri@s... © tiandel Lawrence adayago
File upload form completed by the client Teri Lavelle (teri@s. . sky Andrew Johnson 17 days ago
Type task File upload form completed by the client Teri Lavelle (teri@s... @ Justin Philpore
name File upload form completed by the client Teri Lavelle (teri@s... @ shaun Rickenberg 16 days ago
File upload form completed by the client Teri Lavelle (teri@s... @ christopher Paterson 3 months ago
File upload form completed by the client Teri Lavelle (teri@s. . @ JraDancova 27 ¢ 8 days ago
File upload form completed by the dlient Teri Lavelle (teri@s. . © Danicl Laban 27 0:20 8 days ago
File upload form completed by the dlient Teri Lavelle (teri@s... © Fauisminn 27 0c 10:23 8 days ago
1 50 per page = @
@ 2 0H @ n B 5 @ & o)

This will then lead you to the client contact page which contains all client personal details and form submissions.

Click on the client’s
name in the
ASSOCIATED CONTACT
column

This specific task will always be allocated on the client contact page. You can locate the task by clicking on the TASKS section as shown below.




Vs Tasks X "4 Olivia Bradbury x +

C @ apphubspot.com/contacts/5864616/contact/13421801

Contacts

X

< Contacts Actions ~ Search activities  Q

Olivia Bradbury Activity Notes Emails Calls
Immunisation Nursw

olivie.bradbury@hotmail.com @

000000

~ Task assigned to Teri Lavelle

v About this contact (©) File upload form completed by the client

First name

Due dats Reminder
Clivia
B 26/10/2022 € 17:22

Lest name
Bradbury

Type Priarity Queue
Email
olivia.bradbury@hatmail.com To-do ~ None ~ ADMIN DEPARTMENT ~

Phone number

07715206123 Olivia Bradbury

olivia.bradbury@hotmail.com

Add comment

Contact owner

Swift Refunds ~

October 2022
Lead ststws

Now client = > Task assigned to Swift Refunds

@ Ergibity EStobothrguestions

Reason for closing leed

Reference Number
Swea1g1 > Task assigned to Samuel Lowe

@ Assess2622existingchientlaim

j =2 (@

To view the documents, the client has sent in via File upload, you will need to refer to the ACTIVITY section and click on the FILE UPLOAD

ONLY form submission.

No reminder «

Collapse all = e

Meetings

Actions ~

Setto repeat

Assigned to

Teri Lavelle ~

View associated deals

1 association ~

Companies (0)

Deals (2)

Olivia Bradbury - 2022
Pipeline: PAYE Pipeline
Stage

Existing Client MANUAL gathering information ~

Deal type: Existing Business

Olivia Bradbury - 2021
Pipeline: PAYE Pipeline
efund Received ~

Deal type: New

Tickets (1)

REFER A FRIEND - Rhiannon Morrison
Open a year
Owner: Swift Refunds

Status: New ~

View associated tickets

Most Recent SMS/MMS (2)

+Add

See the businesses or organizations associated with this

+ Add

+ Add

10:38
04/11/20

TASKS
section

File upload
task now
visible




Client
Contact

page

FILE UPLOAD ONLY
FORM SUBMISSION

ACTIVITY section

[ HMRC services: sign in or regist= X | 75 Tasks X “J Oliia §radbury X 4 ~ = X
C' @ app.hubspot.com/contacts/5864616/contact/13421801 @ @ Y W O & (Update §

. Swift Tax Refunds

Contacts v Conversations v Marketing v Sales v Automation v Reports

< Contacts Actions ~ Search a Q Collapse all ~ v Companies(0) *Add
See the businesses or organizations associated with this D H
. g ) E ocument client has
OIIVIa Bradbu ry Activity Notes Emails Calls Tasks Meetings record
Immunisation Nursw uploaded
olivis.bradbury@hotmail.com @ Filter by: Filter activity (1/34) ~  Allusers =  All teams ~
~ Deals(2) +Add

October 2022
Olivia Bradbury - 2022

Pipeline: PAYE Pipeline

000009

~  About this contact

~ Form submission

Stage:
Olivia Bradbury submitted File upload only on Form (7 . Existing Cli

D

ANUAL gathering information ~

pe: Existing Business

First name Updated 2 properties
Olivia

Olivia Bradbury - 2021
Last name Last modified date 26 Oct 2022 17:22 Pipeline: PAYE Pipeline
Bradbury Stage: Refund Received ~
Email

olivia.bradbury@hotmail.com

Phone number

07715206123

Contact owner

Swift Refunds ~

Lead status

Now client =

Resson for closing |

Reference Num

SWB2181

Please upload your first proof of identity document
here

> Form submission

ePayslip-March-2021.pdf &2

Olivia Bradbury submitted Eligibility opt in or out email on Form &£ .

> Form submission

Olivia Bradbury submitted Existing client follow up form 2022 on Form &

> Form submission

Olivia Bradbury submitted Deal with 2022 self assessment 4 options on Form

et 18:59 GMT+1

22 5t 18:48 GMT+1

Deal type: New Business

View associated deals

~  Tickets (1) +Add

REFER A FRIEND - Rhiannon Morrison
Open 2 year
Owner: Swift Refunds

Status: New ~

View associated tickets

~ Most Recent SMS/MMS (2) @

1253
04711/20

Please open the document and view the information the client has provided. You will need to determine if the client has now provided all information required to

proceed for at least one tax year.



Has the client provided all information required to proceed with at least one tax year?

Please now refer to the client deal located on the right-hand side of the contact page. Please see the image below.

B HMRC s x

]

Actions =

Olivia Bradbury
Raa sation Nursw

olivia.bradbury@hotmailcom W

000009

~ Abaut this contact

&
)
&
| .

YES

ol x o

a

ift Tax Refunds

Collapseall ~ ¥ Companies (0) + Add

Ses the businessss or organizatio stad with this

Activity  Motwes  Emals  Calls  Tasks  Mestings S
—
Filterby: Filter activity (1/34) =  Allusers = All teams =
v Deals (2) + el
QOctober 2022
Qlivia Bradbury - 2022
ne: PAYE Pisline
v Form submission
Olivis Bradbury submitted File uplaad only on Form & Existing Cliant MANUAL gathering information =
s

Last modified date

2ad your aPayslip-March-2021,pdf (2
ere
View as:

v Tiekets (1) + Add

Form submission

Olivis Bradbury submitied Eligibility opt in or aut email on Form 2
REFER A FRIEND - Rhiannon Morrison

Form submission

Olivia Bradbury submitted Existing client follow up form 2022 on Form ¢

View associated tickets

Farm submission

v Most Recent SMS/MMS (2) a

B 125
w0

Oliviz Bradbury submired Deal with 2022 self assessment 4 options on Form (2

Client deal due to
be worked




In some cases, there may be more than one deal stage visible. You will need to determine what deal is awaiting the requested information.

This is often quickly determined if one of the deal stages is set at:

NEW CLAIM NOT ASSESSED

MANUAL GATHERING INFORMATION

EXISTING CLIENT GATHERING INFORMATION

EXISTING CLIENT MANUAL GATHERING INFORMATION

SALES — NEW CLAIM NOT ASSESSED

SALES - MANUAL GATHERING INFORMATION - NO P60

SALES — EXISTING CLIENT MANUAL GATHERING INFORMATION - NO 60

YVVVYVVYYVYYVY

The above deal stages EXCLUDING NEW CLAIM NOT ACCESSED, EXISTING CLIENT GATHERING INFORMATION & SALES — NEW CLAIM NOT ASSESSED all indicate the claim
has previously been assigned to an administrator but unfortunately had missing information to process the claim. The client will have been contacted by telephone, email
and text message informing them their claim will be on hold until the missing information is provided.

Once the above is evaluated and recognised, the task is now ready to be actioned.

You now need to ensure the claim will enter back into the current claims queue waiting to be assigned to an administrator to be worked.



STEP ONE

e Change the deal stage back to NEW CLAIM NOT ASSESSED (if not already assigned to this deal stage) — please see the example below.

[ HMRC senvices signin or registe X | 5 Tasks X

C & apphubspot.com/contacts/5864616/contact/13421801

Contactsv  Conversations v Marketingv  Sales v

< Contacts Actions ~

Olivia Bradbury

Immunisation Nursw

olivia.bradbury@hotmail.com @

00000¢Q

v About this contact

First name
Olivia
Lest name
Bradbury
Emal

alivia.bradbury@hotmail.com

Phane number

07715206123
Industry Sector
Health =
Contact owner
Swift Refunds +

Lesd status

Now client ¥
Reason for dlosing lead

Reference Number

SWB2181

HIPOﬁ%GHE"?_Ei

Y

S

Olivia Bradbury X+

Senvicev  Automationv  Reports v

earc

Activity Notes Emails Calls Tasks Meetings

Filter by: Filter activity (1/34) +  Allusers ~  Allteams ~

October 2022

>

~

~

~

Se

~

~

Form submission

Olivia Bradbury submitted File upload only on Form [,

Form submission

Clivia Bradbury submitted Eligibility opt in or out email on Form &',

Form submission

Qlivia Bradbury submitted Existing client follow up form 2022 on Form .

Form submission

Olivia Bradbury submitted Deal with 2022 self assessment 4 options on Form (£

ptember 2021

Form submission

Qlivia Bradbury submitted BD capture on BD capture & .

Form submission

Collapse all =

22 g1 18:59 GMT+1

22 gt 18:48 GMT+1

17 Sep 2021 et 10:59 GMT+1

Qlivia Bradbury submitted Health sector follow up form 2021 on Health Sector Your Tax Refund Information - Swift

v Companies (0) +Add

See the businasses or organizations associated with this

record.

v Deals (2) +Add

Preview  More

Olivia Bradbury - 2022

Pipeline: PAYE Pipeline

Stage:

Existing Client MANUAL gathering information ~

Deal p=~

New

Deal| Sales - New claim not assess...
New clzim not assessed

Sales manual gathering info...

v Tid +Add

Manual gathering all inform...

REFEn AT

Open ayear
Qwner: Swift Refunds

Status: New ~

View associated tickets

Mot Recent SMS/MMS (2) @

14id4
0471172022

Select New claim
not assessed

Once you have selected the NEW CLAIM NOT ASSESSED deal stage, a pop-up question will appear as follows: in which you are to select YES and SAVE as shown below.
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[ HMRC services: sign in or registe X | "3 Tasks X " Olivia Bradbury x [ v - X

C @ apphubspot.com/contacts/5864616/contact/13421801 @ © % #* O & (Update :

Move deal

Please select
YES and SAVE

Before you can move Olivia Bradbury - 2022 to New

claim not assessed you will need to update this proparty

Back to gathering all info and documents email

unenroll *

Yes

® 2 0 &5 € w B & [ & %

04/11/202;

The purpose of this is to opt the client out of any automated emails that are in place. These emails are usually generated when deal stages are changed.

In this case, we do not want the client to receive any update until we have processed their claim.




STEP TWO

e On the client contact page — please scroll down the left hand on the FAST TRACK/ADMIN TRACKING section
e On this section you will see a WORKED ON BY ADMIN statement marked currently as YES
e Now you are required to mark this field as BLANK which it would have been originated prior to being worked on by an administrator.

Please see the image below

HMRC senvices: sign in or registe X % Tasks x % Olivia Bradbury x4+ v - x

C @ app.hubspot.com/contac

Contacts S: S wift Tax Refunds

Olivia Bradbury ~  Companies (0) +Add

¢ Contact: ivities -
ontacts Immunisation Nursw vites Q Collapse all
[ See the businesses or organizations associted with this
Activity Notes  Emails Calls  Tasks Meetings o

—

Bank Sort Code
Filter by: Filter activity (1/34) v  Allusers =  All teams ~

v Deals(2) +Add

Bank Account Number

Olivia Bradbury - 2022
Pipeline: PAYE Pipeline

UTR number

2051861946

5t 17:21 GMT+1

~

Form submission .
Stage: New claim not assessed ~

Olivie Bradbury submitted File upload only on Form (. Deal type: Existing Business

iv  FASTTRACK/ADMIN TRACKING

Olivia Bradbury - 2021
Pipeline: PAYE Pipeline
Olivia Bradbury submitted Eligibility opt in or out email on Form 2 Stage: Refund Received -

v

Form submission
Do you wish to Fast Track you refund?

No ~

Deal type: New Business

Do you understand and accept the sdditionsl cost of an e

~

Form submission .
View associated deals

Plasee confim that you accept aur fee of 22% « VAT Olivia Bradbury submitted Existing client follow up form 2022 on Form 2.

.
v Tickets (1) +Add

Form submission

v

Worked on by Admin
Yes ¥ Olivia Bradbury submitted Deal with 2022 self assessment 4 options on Form (£ REFER A FRIEND - Rhiannon Morrison

Ope

a year

Owner: Swift Refunds

September 2021 Status: New

View associated tickets

~

Form submission

Olivia Bradbury submitted BD capture on BD capture 7
¥ Most Recent SMS/MMS (2)

Message to Olivia @

submitted Health sector follow up form 2021 on Health Sector Your Tax Refund Information - Swift —

Form submission

livia Bradbury
15:03
04/11/20¢

. s) S (o) =y




Please select the BLANK option and SAVE

Once the two steps are complete the client will now re-enter the claims queue via the original form submission date often being allocated to the top of the queue.

You are now ready to close the file upload form completed by client task.

> Refer to and click on the TASKS tab
> Click on the RED CIRCLE ICON
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B} HMRC services sign in or registe X | 5 Tasks X V5 Olwia Bradbury x  + v o = X

C @ apphubspot.com/contacts/5864616/contact/13421801 @ & M O & (Updete §

Contacts v Conversations v Marketingv  Salesv  Servicev  Automationv  Reports v

Olivia Bradbury
< Contacts Search

v Companies (0) +Add
Immunisation Nursw Q "

Collapse all

N See the businesses or organizations associated with this

Activity Notes Emails Calls Tasks Meetings

record,

TASKS tab

v Deals(2) +Add

Bank Account Number -

nk Account Numbe Upcoming More »
— Olivia Bradbury - 2022

number
2051861946 v Task assigned to Teri Lavelle Actions ~  Overdus: 2 at17:22 GMT+1 Pipeline: PAYE Pipeline
tage: New claim not assessed ~
(O File upload form completed by the clisnt Deal type: Existing Business

v FASTTRACK/ADMIN TRACKING Due dste Reminder

Olivia Bradbury - 2021
Pipeline: PAYE Pipeline
Stage: Refund Received

B 26/10/2022 ® 17:22 Setto repeat

Do you wish to Fast Track you refund?
No =

Deal type: New Business
Type Priority Queue Assigned to

Do you understsnd snd accept the additionsl cost of an extr Todo ~ None ~ ADMIN DEPARTMENT ~ Tori Lavelle + ———

Plesse confirm thet you sccept our fe= of 22% + VAT

- Olivia Bradbury

. ) v Tickets(1)
olivia.bradbury@hotmail.com

Worked on by Admin

Please click on

Yes ~ Add comment 1 association = REFER A FRIEND - Rhiannon Morrison B
R icon
Amobile worker is anyone who either has no fixed workplace or Open z year
Yes v QOwner: Sv
October 2022
Hos cach location you heve worked at been for 2 years ar less for
Ye - 9 . .
= > Task assigned to Swift Refunds 70 G View associated tickets
menusl gethering contacred 5 imss or not interestad confin Q Sty ¥EStobotramestons

¥ Most Recent SMS/MMS (2)

Message to Olivia

- @ Assess2622-existing chentclaim - JER—

1516
! i 04/11/202

forother tex y > Task assigned to Samuel Lowe B

PEC)

s

» The task will now appear as complete as shown below

11



¥s Tasks * “¥5 Olivia Bradbury x

(& & app.hubspot.com/contacts/5864616/contact/13421801

Contacts v Conversations

Marketing ~  Sales v

i

Service v Automation v

< Contacts

Olivia Bradbury
Immunisstion Nursw

alivia.bradbury@hotmail.com @

Q00000

~  About this contact

Actions -

First name
Olivia
Last name
Bradbury
Emasil

olivia.bradbury@hotmail.com

Phone number

07715206123
Industry Sector
Hesalth «

Contact owner

Swift Refunds

Lead status

Now client =

Reason for closing lesd

Reference Number

SWB2181

W o o B € w B T % @

October 2022

» Task assigned to Swift Refunds B 26 Oct 2022 a1 17:40 GMT+1

@ Ergibitity ¥EStobothg

~ Task assigned to Teri Lavelle Actions ~ 26 Oct 2022 st 17:22 GMT+1

Qﬁevawm\

Due dste Reminder

B 26/10/2022 ® 17:22 No reminder ~ Setto repeat
Type Priority Queus Assigned 10
To-do ~ None - ADMIN DEPARTMENT ~ Teri Lavelle ~

Olivia Bradbury

olivia.bradbury@hotmail.com

Add comment 1 association -~

> Task assigned to Samuel Lowe B 10 Oct 2022 5t 18:48 GMT+1

(] —stime et

February 2022

> Task assigned to Rosie Jones B 4 Feb 2022 at 16:00 GMT

N O S S B M T WY - Yot

In some cases, the deal stage may be moved on further than expected. Please see below for different possible claim stages.

If the deal stage is at:

» SA1 & 64-8 SENT TO HMRC

12

Client CONTACT page

The task will
show a line
through the task
name. Tick the
icon and SAVE




This may be the case because the client has now provided a missing document. We will now be able to add the documents to the client folder and create a sub-folder
within the original client folder and name the subfolder the tax year in question.

You can only do this if the client has opted into the tax year in question on the original form submission.

You now are required to manually create a separate deal to support the additional documents being provided.

Please follow the steps to create a separate deal.

STEPS

o Refer to the CONTACT page details on the left-hand side.
e Go to the FAST TRACK/ADMIN TRACKING section
e Mark the tick box named CREATE DEAL FOR OTHER TAX YEARS and SAVE

Please see the example below

13



" Olivia Bradbury X+

c 8 app.hubspot.com/contacts/5864616/contact/13421801

Contacts v Conversations v

Marketing v

Sales v

Service v Automationv  Reports v

Olivia Bradbury
¢ Contacts
Immunisation Nursw

v FASTTRACK/ADMIN TRACKING

Do you wish o Fass Track you refund?

No =

Do you understand and accept the edditions| cost of an extra

Please confirm that you accept our fee of 22
lacceptthefea X | w

Worked on by Admin

Yes ¥

Amobile worker is anyone who either has no fixed workplace or
Yes ¥

Has each location you have worked st been for 2 years o lsss for

Yes ¥
manuel gathering contacted 5 times or not interested confirmeati...
creste deal for other tax years

Croatse deal X | =

Create deal

Do you keep receipts for your employment expenses?

No »

October 2022

ask assigned to Swift Refunds

~ Task assigned to Teri Lavelle

Due dete
B 26/10/2022 € 17:22
Type Friority Queue
To-do ~ None ~ ADMIN DEPARTMENT ~
Olivia Bradbury

olivia.bradbury@hotmail.com

Add comment

> Task assigned
Q Aesess 2022 existimgchientefaim

February 2022

Reminder

No reminder ~

Q@2 v » 02
. wift Tax Refunds +
~__Companies (0) +Add
See the businesses or organizations associated with this
ord.
e v Deals(2) +Add

Olivia Bradbury - 2022

line: PAYE Pipeline

Actions ~ 26 B
Stage: New claim notas

Deal type: Existing Business

Olivia Bradbury . 2021
Setto repeat Pipeline: PAYE Pipeline

Stage: Refund Received ~

Assigned to

Teri Lavelle = View associated deals

+Add

v Tickets (1)

- REFER A FRIEND - Rhiannon Morrison
1 association ~

Owner: Swift Refunds

Status: New ~

22 at 18:48 GMT+1

View associated tickets

v~ Most Recent SMS/MMS (2)

Client CONTACT page

FAST TRACK/ADMIN
TRACKING SECTION

CREATE DEAL FOR
OTHER TAX YEARS TICK
BOX

14

B &

‘ You've changed 1 property

09:35
08/11/20

SAVE




Now a separate deal is created, this will generate a deal on the right-hand side. The DEAL TYPE will automatically register as an EXISTING BUSINESS.

Please see the example below

“Ys Olivia Bradbury x +

C & apphubspot.com/contacts/5864616/contact/13421801

Contacts

< Contacts Actions ~ Q Collapse all =

Activity Notes Emails Calls Tasks Mestings

Olivia Bradbury

Immunisation Nursw

olivia.bradbury@hotmail.com @ Filter by: Filter activity (1/34) »  All users = All teams ~

00000®

> Form submission

v About this contact Olivia Bradbury submitted File upload enly on Form (.

Firstname

Olivia > Form submission 2 8t 18:59 GMT+1
Lest name Olivia Bradbury submitted Eligibility opt in or out email on Form (21

Bradbury

Email

> Form submission

olivia.bradbury@hotmail.com

Olivia Bradbury submitted Existing client follow up form 2022 on Form
Phone number

07715206123

> Form submission

Health + Qlivia Bradbury submitted Deal with 2022 self assessment 4 options on Form

Contact owner

Swift Refunds ~ September 2021
Lead status
Now client « > Form submission 17 Sep 2021 81 10:50 GMT=1

) Olivia Bradbury submitted BD capture on BD capture &
Resson for closing lead

Reference Number

SWB2181

> Form submission

Qlivia Bradbury submitted Health sector follow up form 2021 on Health Sector Your Tax Refund Information - Swift

. 2 o =

15

v Companies (0) +Add

See the businesses or organizations associated with this

record.

v Deals(3)

Preview Mere =

Olivia Bradbury
Pipeline: PAYE Pipeline
Stage: New ~

Deal type: Existing Business

Olivia Bradbury - 2022
Pipeline: PAYE Pipsline
Stags: New claim not assessed ~

Deal type: Existing Business

Olivia Bradbury - 2021
Pipeline: PAYE Pipeline
Stags: Refund Received ~

Deal type: New Businsss

View associated deals

v Tickets (1) +Add

REFER A FRIEND - Rhiannon Morrison
Open a year

Qwner: Swift Refunds

Status: New ~ @

View associated tickets

10:10
08/11/2022

NEW DEAL — EXISTING
BUSINESS




The deal will also generate a task named DOCUMENTS NOW PROVIDED along with instructions in the task notes to action. These tasks will then be distributed out during
claims hours.

If the deal stage is at:

» EXISTING CLIENT MANUAL GATHERING INFORMATION

This indicates the existing deal has been previously worked and the Access 2022 existing client claim task will now be marked as complete in the tasks section on the client
contact page.

After you have determined if the client has now provided the correct document on the file upload to proceed, you will be required to re-enter the Access 2022 existing
client claim task back into the queue to be assigned out once again.

To do this, you must complete the following steps:

e Reopen the Access 2022 existing client claim task by clicking on the task name and SAVE

e Make notes on the task informing the client has now provided the document for the tax year in question
e Assign the task to SWIFT REFUNDS

e C(Click on SAVE

Please see below
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radbury X -+

CONTACT
PAGE

@ app.hubspot.com/contacts/5864616/contact/13421801

Contacts v Conversations v Marketing v Sales v Service v Automationv  Reports v

< Contacts Actions ~ Search activities  Q

Olivia Bradbury Activity Notes Emails Calls Tasks
Immunisation Nursw

olivia.bradbury@hotmail.com @

00000O

v About this contact

Upcoming

~ Task assigned to Swift Refunds

(O Assess 2022 existing client claim

First name

Due date Reminder

Olivia
8 10/10/2022 @ 1848 No reminder ~

Last neme
Bradbury

Tyoe Priority Queus Assig
Email
olivia.bradbury@hotmail.com To-do ~ None ~ -

Phone number

07715206123 DOCUMENT FOR 2022 NOW ON FILE UPLOAD|

Industry Sector
Health ~
Contact owner

Swift Refunds ~

Lead status B I U T More~v & & E

Now client +
Resson for closing lesd

Reference Number

SWB2181

P el e

SAVE

Setto repeat

Swift Refunds ~

o
B8
Fol
®
¢
El
@
g
5
§
&

ompanies (0) +Add

See the businesses or organizations associzted with this

record.

v Deals(2)

T Bradbury - 2022
Fipeline: PAYE Pipeline
Stage:

2 ot 18:48 GMT+1

Existing Client MANUAL gathering information =

\

Deal type: Existing Business

Olivia Bradbury - 2021
Pipeline: PAYE Pipeline
Stage: Refund Received ~

Deal type: New Business

View associated deals

+Add

REFER A FRIEND - Rhiannon Marrt

® Open & year

Owner: Swift Refunds

Status: New ~

View associated tickets

TASKS
SECTION

ACCESS 2022
EXISITING CLIENT
CLAIM TASK

EXISITING CLIENT
MANUAL
GATHERING
INFORMATION
CLAIM STAGE

ASSIGN TO SWIFT
REFUNDS

1 association =
~  Most Recent SMS/MM

© Overdue

2 a1 17:22 GMT+1 h
09:2
2/

NOTES IN TASKS ADVISING
REQUIRED DOCUMENTS ARE
NOW PROVIDED ON THE FILE

UPLOAD

Please note, for existing deals the WORKED ON BY ADMIN stage is not required to be amended.

You may now mark your file upload task as complete and move on.
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If the deal stage is at:

» EXISTING CLIENT GATHERING INFORMATION

This means the Access 2022 existing client claim task has not previously been assigned out and worked. The Access 2022 existing client claim task we show as open and
due to be assigned out. If the document has document has been provided for the tax year in question, please make a note in the access 2022 task informing the document
is in the file upload. Please ensure you click SAVE on the task once you have added your notes.

Please note, for existing deals the WORKED ON BY ADMIN stage is not required to be amended.

You may now mark your file upload task as complete and move on.

In some RARE cases, the deal stage may be moved on further than expected. Please see below for different possible claim stages.

If one deal is at the claim stage below

UTR RECEIVED — AUTHORISATION REQUESTED
UTR RECEIVED

PREPARING JOB

CLAIM FILED

REFUND RECEIVED

CLOSED LOST

CLOSED WON

VVVVYVYYVYY
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These have most likely already been actioned. Please open the file upload to determine if the documents are still required.

e If the documents are required - please follow the necessary steps above to action accordingly.
e |[f they are not, please mark the task as complete and move on.

Has the client provided all information required to proceed with at least one tax year?

NO

|

Often clients do not provide the correct documents that are required. In this case, you must do the following to inform the client the documents they have provided are not
sufficient for the tax years in question.

Please contact the client via:

> TELEPHONE
» EMAIL
» TEXT MESSAGE — (AVAILABLE ON CLIENT CONTACT PAGE ONLY)

You must attempt to contact the client via all contact methods. Ensure to log calls, pin necessary emails, and make notes of the action you took on the DEAL page in the
NOTES section.

These claims will be required to remain at the already allocated deal stage and if the WORKED ON BY ADMIN section is already marked as YES, you must not alter this. The
reason for this is, we do not want claims that are not ready to be worked on by an administrator re-entering the claims queue to be assigned out.
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Please see the image below

Client DEAL page

% Olivia Bradbury - 2022 X+

< C @ apphubspot.com/contacts/5864616/deal/10516277835

’Y) Contactsv  Conversations v Marketingv  Salesv  Servicev  Auiomationv  Reports v
LOG CALLS

< Deals Actions ~ Search activities  Q

Olivia Bradbury

Olivia Bradbury - 2022 Activity ~ Notes  Emails

Immunisation Nursw

olivia.bradbury@hotmail.com @
07715206123

View associated contacts

Amount: -
Close Date: | 6 07/02/2023
Stage: New claim not assessed ~

Pipeline: PAYE Pipeline ~

v Tickets (0)

v About this deal

th this record

Track the customer requests associated w

EMAIL CLIENT

v Attachments Add ~

files attached to your activities or uploaded to this

Desliype

Existing Business ~

o claim a tax refund for.
> Line items (0)

v Quotes (0)

Make notes of all action you took to
inform client the documents you

s do you want to claim on going back up to 4 years v Revenue attribution prOVided are nOt SUffiCient Or relevant to
' . ' @ what we are outstanding.

Track the sales documents associated with this record.

10:38
08/11/20;

To TEXT MESSAGE the client — please refer to the client CONTACT page, down the right-hand side, in the section named MOST RECENT SMS/MMS

Please see the example below
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% Olivia Bradbury x4 vo- X

&« C @ apphubspotcom/co @ =2 % » 0O 2
Automation Reports
< Contacts Actions ~ Collapse all =
Olivia Bradbury Activity Notes Emails Calls Tasks Mestings
—
mmunisation Nursw
slivia.bradbury@hotmail.com @ Filter by: Filter activity (1/34) =+  Allusers =  All teams ~ View associated tickets
October 2022

~  Most Recent SMS/MMS (2)

» Form submission

22 8t 17:21 GMT+1
Message to Olivia
v About this contact Qlivia Bradbury submitted File upload only on Form £ .

Status:
First name Date: er 2022
. Hi Olivia ACTION J m
Olivia 5 Form submission Message: Hi Olivia ACTION REQUIRED Important
email sent today regarding your 2022 tax return
Lestname Olivia Bradbury submitted Eligibility opt in or out email on Form £

Pleass

and do notignore this =

radbury@hotmail.com > Form submission

22 st 18:48 GMT+1

Message to Olivia

Olivia Bradbury submitted Existing client follow up form 2022 on Form (.
Phone number

07715206123

> Form submission
Indus tor please click this link or read the ema
Health + Olivia Bradbury submitted Deal with 2022 self assessment 4 options on Form & . hetpsi/ /st o/ ACHUELL Regards, Swift

Contact owner

Swift Refunds = September 2021

Send or
Lead status
Now client + > Form submission 21 61 10:59 GMT=1

) Olivia Bradbury submitted BD capture on BD capture & A0\ Powered by SMS for HubSpot
Resson for closing lead

Reference Number
» Form submission AT+1 v
SwB2187 Attachments Ad

QOlivia Bradbury submitted Health sector follow up form 2021 on Health Sector Your Tax Refund Information - Swift e =

1tron@aBE=8 A &

08/11/2022

There are various templates available to text the client for documents, eligibility, signable or bank details for example.

Please select the relevant template or compose a personal text message to the client and select SEND NOW.
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Click on the SEND OR
REPLY box to compose a
text message and sent to

client




Please see the below image.

“% Olivia Bradbury X+

& C @ apphubspot.com/contacts/5864616/contact/1 3421801 Q4 02

SMS for HubSpot - Send or reply

Message content ACCOUNT_DEFAULT

Select the delivery method and define the content of your message. You
can use personalised fields to improve the engagement from your
recipients.

Text message (SMS)

=] TempiaM

Admin - are you still interested

Admin - Documents request TEXT MESSAG E
Admin - no answer templates

Admin - SA code request

Admin - Signable request
Admin - Welcome call no answer

Bank details request +  Message ®

Cash only call back request

Send Now

Select SEND NOW

10:51

= 2 0 fF @ n B 7 & @& o

Once you have completed all actions above, please mark the task as complete.
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