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Welcome to Session on

Work and time management for office 
with technology

Connect with me on Or Email me

priya@madrecha.com

Pleaseaskyourquestions All
questions arewelcome
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priyamadrecha
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Disclaimer

All logos are copyright of respective companies

Recommendations about any software is a personal opinion

Consider this as “Editors Choice”
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Inthis session

Wayof thinking

DecisionMaking

Practical Solution

Tips&Tricks
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Process

People Oriented System Oriented
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Gettingthere
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What’s the count of TDS Payment/GSTR3B to be
filed on a Monthly basis /Current month?
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How confident you are to quickly lookup the  
count or list of those clients?

Ask three teammembers, if each answers something
different, then they arenot referring to same source.



First levelmaturity

Data Set Update Report
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Second levelmaturity

Birds Eye View Audit Log
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Dashboard for Birds eye view of all Recurring Services
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Report filtering to ensure every team member can make use of Dashboard
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All due dates of Task, Reminders & Hearings on single Calendar Plan overtime / team priority
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Third levelmaturity

Target DateStages
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Fourth levelmaturity

Pinpointed  

Question
Analytics
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Progressor loggingbehind?
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Due date pressure
Task allocation basis selected due dates
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Managed Sharing Bird’s Eye View
Single Source 

of Truth

Team 
Collaboration

Transparent  
Actionables

Efficiency  
Tracking

Deadline  
Chasing

Progress  
Tracking

SystemFeatures
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Themostdifficult  
part
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HumanAngle
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Task tracking

✓ Every client work to be tracked

✓ Unique Identifier for each Task

✓ Dissect into smaller actions, if required
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ClientMaster
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Timesheet

✓ Charge hours to the task

✓ Every team member must follow this

✓ Waste of efforts without Analysis
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Compare Time Charged
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Excel like Pivot

Present
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Avg In Time



EngagementLetter

✓ Signed engagement letter for every work

✓ Legal protection

✓ Scope control
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Howtodecide fees?

✓ Time estimate

✓ Previous period time invested

✓ fiecovery rate
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Compare Time Charged
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Task profitability based on time charged on task Know whether the task was completed in estimated time
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Feecollection tips

✓ Classify clients: Monthly, Quarterly

✓ Classify services: Periodic, On completion, 

Advance

✓ Billing activity - Weekly
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Automatetaxnotice tracking

portal.jamku.app

Uses fiPA to automate

notice tracking across

all tax portals
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Communication

✓ Mixes personal & office work

✓ Not suited for office communication

✓ Large Groups lead to loss of focus
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Communication

Other Options

✓ Created for team communication

✓ Permission management (Sensitive chats)

✓ Focus groups (called channel)

✓ Amazing search functionality

✓ Can completely replace team emails
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Commonemail forOffice?
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Connect with me on Or Email me

Thank You
For being an Awesome Audience

Priya Madrecha
CA, CS, BCOM

Or WhatsApp Me

priya@madrecha.com
CA Priya Madrecha

mailto:priya@madrecha.com
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