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Tech Tips to Speed Up
Your Workday:
Automation & Time-
Saving Tricks for
Accountants
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Introduction

As an accountant, your time is valuable, and efficiency is key—especially during
tax season, audits, and financial reporting deadlines. The right automation
tools and tech shortcuts can help you reduce manual data entry, organize
financial records faster, and streamline client communications. Here are
some practical ways to save time and increase productivity in your daily work.
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1. Automate Data Entry &
Report Generation

Manual data entry is one of the
biggest time-wasters for accountants.
Automating repetitive financial
tasks can reduce errors and free up
time for higher-value work.

Tools & Automations for
Accountants:

QuickBooks & Xero Bank Feeds
— Automatically pull in bank
transactions instead of entering them
manually.

Microsoft Power Automate — Set
up workflows to sync Excel data with
your accounting software or auto-
generate reports.

Dext & Hubdoc - Scan and
upload receipts/invoices directly into
your accounting system.

2. Use Accounting-Specific
Keyboard Shortcuts

Speed up your workflow with
keyboard shortcuts tailored for
financial professionals.
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Essential Excel Shortcuts for
Accountants:

Ctrl + Shift + T — Apply a formula
to an entire column.

Alt + = — AutoSum selected
numbers.

Ctrl + Shift + L — Turn filters on/off
for sorting financial data.

F2 — Quickly edit a formula or cell
entry.

3. Leverage Al for Faster
Document Review & Analysis

Al-powered tools can analyze financial
documents, flag inconsistencies, and
even draft client emails.

Time-saving Al tools for
accountants:

Microsoft Copilot — Generate
financial summaries, analyze trends,
and create client reports faster.
Grammarly — Quickly proofread
emails, financial reports, and client
communications.

ChatGPT & Al Assistants -
Automate common client inquiries and
research tax law updates.
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Standardize Emails & Reports with
Templates

If you're frequently sending engagement letters, financial reports, or tax
filing reminders, using templates can save hours each month.

Where templates can help:

Client onboarding emails — Standardized welcome emails with
checklists.

Invoice reminders — Pre-written templates for late payment follow-ups.
Tax deadline notifications — Auto-schedule reminder emails for clients.

Automate Client Scheduling with Online
Booking Tools

Instead of emailing back and forth to set up meetings, use a scheduling tool
like Microsoft Bookings, Calendly, or Acuity Scheduling. These allow
clients to book appointments based on your availability, eliminating the
hassle of manual scheduling.

Syncs with your Outlook or Google Calendar.

Sends automatic reminders to reduce no-shows.

Allows clients to schedule tax season consultations or financial reviews on
their own time.

Streamline Financial Document Collaboration

Handling financial documents via email can lead to version control issues
and security risks. Instead, use cloud-based tools for real-time collaboration.

Best collaboration tools for accountants:

Microsoft OneDrive & SharePoint — Securely store and share financial
documents with clients.

Google Drive & Dropbox — Collaborate on spreadsheets and financial
reports.

DocuSign — Collect digital signatures on financial agreements quickly and
securely.
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07 Organize Your Inbox with Email Rules
& Filters

Accountants receive hundreds of client emails—many of which require sorting
and prioritization. Email automation tools can help keep your inbox under
control.

How to organize accounting emails:

Create automatic rules to sort client emails into folders by urgency, tax
year, or service type.

Use "Focused Inbox" in Outlook to separate important client messages
from newsletters.

Set up auto-replies during busy seasons to manage client expectations on
response times.

Final Thoughts: Take Control of
Your IT Security

A few simple tech upgrades can save accountants hours each week,
reducing stress and improving accuracy. By automating financial
workflows, using Al tools, and streamlining communication, you can
focus on what matters—helping clients and growing your practice.

Want to optimize your IT setup for maximum efficiency and security?
Contact us today to learn how we can help accountants
modernize their tech stack!
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Contact us today to get
expert help securing your
business!

Office :

190 Harwood Ave. S
Ajax, ON
L1S 2H6

Phone Number :

(905) 231-1303

Email :

info@durham-it.ca
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