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I\/I any accounting firms are finding

themselves caught in an endless loop of missed
deadlines, disorganized files, and frustrated
clients. The demands on accounting firms
continue to grow, with clients expecting more
transparency, faster communication, and
flawless accuracy. But how can you deliver all
this while managing multiple clients, complying
with regulations, and staying competitive?

This ebook will guide you through practical
strategies that make the regular chaos of
workflow and client communication and bring
some much-needed order to your firm. By
implementing proven principles and leveraging
the right tools, you can go from managing daily
chaos to operating a streamlined, efficient, and
client-centered firm. Along the way, we’ll
showcase ways Canopy can help you achieve

these goals and how we’ve empowered other

firms to focus on what matters most:
serving clients effectively.

Are you ready to transform your firm?
Let’s get started.



https://www.getcanopy.com/workflow
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From Chaos to Order:

How to Improve Workflow and Client
Communication

In 2023, 63% of accounting firms identified
workflow management as their primary

challenge. Workflow chaos stems from a lack
of structure and processes.
Common symptoms include: O

* A pileup of incomplete or overdue tasks.

+ Documents scattered across multiple OF ACCOUNTING
platforms or even in physical file cabinets. FIRMS IDENTIFIED

* Lack of accountability among
team members. WORKFLOW
» Bottlenecks caused by manual, MANAGMENT

repetitive processes. AS THEIR PRIMARY
CHALLENGE

Workflow inefficiencies don’t just make
your workday harder — they impact your
bottom line:

* Time Loss: Hours spent searching for

files or following up on incomplete S
tasks. N
* Financial Impact: Errors from rushed <)
or missed deadlines can lead to ( % : p
penalties and client dissatisfaction. - \‘t\”‘\._, A
* Reputation Damage: Unhappy clients T \
won’t hesitate to seek a more <=f S - W\
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https://financial-cents.com/resources/articles/2024-report-state-of-accounting-workflow-automation/?utm_source=chatgpt.com

Real-Life Example:

TaxBee & Co.

After doing their research, TaxBee & Co., a firm

based out of Pearland, Texas, chose Canopy —

a firm-wide operating system that consolidates
document management, client communication, task
tracking, and billing into one single tool.

Since implementing Canopy, TaxBee & Co. has:
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CAPACITY HAPPY CLIENTS

. TURNAROUND Increased client
Doubled their tax satisfaction with HOURS SAVED
return capacity Reduced client on-demand access
to serve more turnaround time to information Saved employees

20 hours per week
by streamlining
operations

clients from 14 days to
near-immediate

How Canopy Helps:

Canopy provides an intuitive platform to centralize task management, assign
responsibilities, and set clear deadlines. With automated reminders and status

tracking, every team member knows what needs to be done and when.



https://www.getcanopy.com/blog/taxbee-co-how-employees-save-20-hours-a-week-using-canopy

The Cost of Poor Client
Communication

Why Client Communication Fails

Approximately 27% of accounting

professionals identify communication
breakdowns as a major challenge in their
client interactions. Many accounting firms
unintentionally fall short in communication
because they rely on outdated or
inefficient methods:

* Email threads that get lost
or misinterpreted.

* Lengthy wait times for responses to
client inquiries.

» Difficulty securely sharing
sensitive documents.

The Client Perspective

Consider this scenario: A business owner
submits their tax documents but hears
nothing for weeks.

Uncertainty grows, and they wonder if their
accountant has everything they need. This

lack of communication leads to frustration
and mistrust.



https://obsbusiness.com/dealing-with-communication-breakdowns-insights-for-handling-unresponsive-clients-in-accounting/?utm_source=chatgpt.com
https://obsbusiness.com/dealing-with-communication-breakdowns-insights-for-handling-unresponsive-clients-in-accounting/?utm_source=chatgpt.com

The Risks of Poor Communication

* Decreased Client Satisfaction: Clients expect
proactive updates and clarity.

Increased Errors: Miscommunication often leads to
mistakes or misunderstandings.

Lost Opportunities: Dissatisfied clients are less
likely to refer your firm or stay long-term.

Canopy offers a secure client portal where clients can upload documents,

check the status of their projects, and receive automated updates. Real-time
messaging ensures clarity and reduces back-and-forth emails.

REAL-TIME MESSAGING
ENSURES CLARITY

AND REDUCES
BACK-AND-FORTH EMAILS.
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https://www.getcanopy.com/accounting-client-portal

Building an Organized Workilow

Analyze Your Current Workflow

Take a deep dive into your processes. Where are tasks delayed?
What causes the most stress? According to Liz Scott from

Accounting Lifeline, the top 5 biggest workflow challenges are:

1. Lack of Structure
Team Communication
Time Management
Lack of Tools
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Keeping Workflow Current

Create Clear Roles and Responsibilities

One of the biggest challenges in workflow management is ensuring that
everyone on your team knows exactly what they’re responsible for and
when their tasks are due. Without clear accountability, work can get
duplicated, delayed, or even forgotten. With Canopy's task management
system, you can assign tasks to specific team members, set deadlines,
and track progress in real time. Each team member gets a clear view of
their responsibilities, eliminating confusion and ensuring that everyone
stays on top of their workload. Automated notifications and status
updates keep the team aligned, reducing the need for constant
check-ins.


https://www.getcanopy.com/blog/struggling-with-workflow-chaos-discover-how-identifying-your-offerings-changes-everything
https://www.getcanopy.com/blog/struggling-with-workflow-chaos-discover-how-identifying-your-offerings-changes-everything

omate Where Possible

Automation is the key to eliminating repetitive tasks, reducing human
error, and freeing up valuable time for more strategic work.

Many accounting firms struggle with inefficient, manual processes that
slow them down—chasing clients for documents, sending reminder emails,
and tracking deadlines across spreadsheets. These tasks, while essential,
don’t need to be done manually.

Leverage tools to automate repetitive tasks such as:

+ Sending client reminders.
* Generating invoices.
* Organizing documents into pre-defined folders.

tralize Your Systems _

Using multiple disconnected tools for task /
management, client communication, and document [

storage creates inefficiencies and confusion. \

A centralized system eliminates the need to toggle N
between platforms, reducing errors and saving time. ~

How Canopy Helps:

Canopy combines task management, document storage, and automation in one
easy-to-use platform. You can assign tasks, track progress, and ensure all documents
are organized in one place.



https://www.getcanopy.com/document-management
https://www.getcanopy.com/document-management

Elevating Client Communication

Principles for Better Communication:

1. Be Proactive: Update clients on progress before they ask.

2. Simplify Complexities: Break down technical jargon into digestible
explanations.

3. Stay Accessible: Make it easy for clients to reach you or check on their /

project status. /

Technology-Driven
Communication

Modern clients expect seamless, /
technology-enabled communication. |
Tools like client portals and automated |
notifications not only meet these \
expectations but also save time for \
your team N

With Canopy, you can use secure messaging to communicate with clients directly
in the portal. Notifications let clients know when a task is complete, reducing the

need for follow-ups. Plus, the ability to send and receive documents securely

builds client trust.



https://www.getcanopy.com/blog/how-to-be-a-communication-expert-the-accountant-version
https://www.getcanopy.com/communication-and-collaboration

Suceess Stories

ACCOUNTABILITY SERVICES
Moving from 14 pieces of tech to 5.

Before integrating with Canopy, Accountability Services faced significant

challenges with their tech stack. The firm used multiple disconnected
applications, which required manual data entry across different platforms.
This lack of integration led to inefficiencies, such as duplicate client records,
time-consuming data verification, and challenges in maintaining consistency
across systems. Communication with clients also suffered, especially during
critical periods like tax season, when delays and manual processes

led to client dissatisfaction.

Canopy provided a comprehensive solution to the firm's challenges. The firm was
able to reduce its tech stack from 14 key pieces of technology to just five,
including Canopy, which became the central hub for all their operations.

APPLETREE BUSINESS SERVICES
Reducing Data Collection Time by 2-3 Weeks

Since implementing Canopy, Appletree Business Services has expanded its team
from 12 to 33 members, reduced data collection times by 2-3 weeks, and comple-
tely transformed their operations by consolidating client management, billing, and
communication into a single platform. This integration saved staff valuable time,
allowing them to focus on higher-value tasks and client relationships, supporting
the firm’s nationwide growth.


https://www.getcanopy.com/blog/accountability-services-modern-excellence-in-accounting-with-canopy

| he journey from chaos to order requires
intentionality and the right tools.

By implementing the strategies outlined in this
ebook, you can streamline your workflows, improve
client communication, and create a more productive
and client-centric firm.

Canopy is here to support you every step of the way.

From task management to secure client
communication, our platform is designed to help
accountants and firm owners succeed.

Ready to take the next step?
Let’s transform your practice today.
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