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PROCEDURE SUMMARY

Ensure the file you want to rename is open by accessing the SmartSync copy on your
PC. Using the Copy Components feature we will create a new file with the desired new
name and copy all the information from our current file into the newly named file.3

After the copy components procedure is completed select to Publish the newly created
FIl@ 10 the ClOUD. .eeiiiiieie e e e e e e e araeeeaeeeeas 6
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1. Ensure the file you want to rename is open by accessing the SmartSync copy on your
PC. Using the Copy Components feature we will create a new file with the desired
new name and copy all the information from our current file into the newly named
file.

a. Goto File / Copy Components

File Engagement Document
" Open

Ojren

Places
Clis
= @ Recent Files
Copy Components E‘ Computer
LI
Tracker 7\ Caseware Cloud

| S

S5ave Compressed ‘, SmartSync Server

b. Select Copy into A New File

Copy Components Wizard

Welcome to the Copy Components Wizard

This wizard allows you to copy all or sorme components from one client file to another.

Please select the type of copy you wish to perform:

Copy Into This File

Components from another client file will be copied into the currently open client file
(Test cloud 2023).

Copy Into A New File

A new client file will be created. Components from the currently open file (Test cloud
2023) will be copied into the new file.

Copy Into An Existing File

Components will be copied from the currently open file (Test cloud 2023) into an existing
file.

To continue, click Mext.

< Back Cancel Help
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c. Inthe Select New Destination File window: Enter the new File Name. Ensure the
location to save the new file is the default Cloud path. Select Next

Copy Components Wizard "
- Enter the new File Name
Select New Destination File ] - Ensure the location to save
Please choose the location and name of the new file. th file is the default Cloud
— e new Tile 1s e derau ou

] path
MNew File Name:
[ABCLtdnew € i |
Location: _‘_/—_
| C:\Program Files (x86)\CaseWare\Data ¥ | Browse |«

Select Next
4
< Back Cancel Help

d. Inthe Copy Components Wizard select “All Components”. Click Next

Copy Components Wizard *
Copy Components
Please select which components you want to copy to the destination file.
(® All Components
) The following components
Components Documents
|:|Dc.:cun.1r:nt:'-. . Docurnent Filter: All Documnents
[]Groupings/Mapping
EE:?: Name Clear
_ - ~ [] )l Financial statements ~
[CJRole Sets
[ Tickmarks I:lC"I. 10 Financial statements ]
[Jeurnal Types Olejot. 14 Informaticn store [
DLa.nguagEIDs |:|C"I.‘I:" Disclosure Checklist for Companies - Cap 113 |
[Trial Balancr:. [ 01.20 Minutes - non resident shareholders O
[Decument Filters iglot. 16 Financial statements preparation checklist ]
Elemplftr: Toolbar O 01.30 Detailed Income statement O
ayou
|:|Hi:'-tc:|“-' Settinas DB‘I 3 Balance sheet - draft
[QUser Defined Data [} B‘I. 4 Income statement - draft
[JCV External Data D@ AS Change request form
[ CaseView Repositary Files ~ ] Help files
[IMapping Purges I:laHELP Financial Staterments Help Files
v ]l 1 Tax returns v
£ >
Copy documents only (no folders) Select All Deselect All
Show empty folders
< Back | Cancel Help
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e. Click Next to continue. Do NOT select anything in Clearing Components.

Copy Components Wizard =
Clearing Components
Please select which components you wish to clear in the destination file. Only data that is being copied will be cleared. o
/

[J#ccount Balances
[[1Spreadsheet Analysis
[C1Program/Checklist

[CJFereign Exchange

[[JRole Completion

[C]Program Assertion
[JCommentary Text

[[1Document and Group/Map Number Tags
[[]Document Reference Annotations
[CIMote Annotations

[ Tickmark Annotations
[]CaseView Document References
[[]CaseView Motes

[JCaseView Tickmarks

< Back Cancel Help

f. Click Finish to complete the Copy Components wizard

Copy Components Wizard >

Copy Components Wizard Complete
Once you proceed, the following actions will occur:

Copy to C:\Program Files (x86)\CaseWare\Data\ABC Ltd new\ABC Ltd new.ac
Copy from C:\Program Files (x86)\CaseWare\Data\ABC Ltd old\ABC Ltd old.ac

All components will be copied

Tao proceed, click Finish,

< Back Cancel Help
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2. After the copy components procedure is completed select to Publish the newly

created file to the Cloud.

a. Goto Cloud / Publish

W @I R X+

ABC Ltd new - Caseware Working Papers - [Document Manager]

Home View Engagement Document Account Cloud Tools
- == -
[oee ] y
Create | Publish Properties Show  Show Clear Smartsync  Engagement Entity  Files
Sync Cop Versions Conflicts | Information Repair
Smartsync Document Delete Repair WView
Documents Issues Trial Balance  Adj, Entries  Other Entries Cloud C @
b. Ensure the correct Entity is selected, click OK
Publish to Server >
Server: Caseware Cloud (cy.casewarecloud.com) e
Entity: Test cloud (1234) e
|| OK | | Cancel Help

3. To remove the old file follow the procedure on How to delete local copies and

remove files from Cloud
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