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PROCEDURE SUMMARY

1. Open Caseware CHENT File ... 3
2. Select t0 BACK UP Fill@ . i 3
3. Copy information store from the Template into the client file .........ccoooiiiis 4
4, Select to open 01.14 INfOrmation STOIE ......uuuiiiieeiii i 7

VERSION 1.00 Page 2 of 8 CMS Systems Solutions Ltd ©2022



Procedure for updating prepared IR4 return

1. Open Caseware Client File

a. Open Caseware Working Papers and either select your file form the Recent
files list (if this has been recently opened) or click Computer to select the file
from your computer or server.

Select "Computer”
OR

open from "Recent Files"

>

New O p en
Open .
Places Recent Files
Sign In/Cut " b 9
Sig @ Recent Files Q\ Format Client Name Year End: 31/12/2017 N
C:\Program Files [xB6)\CaseWare\Data\TEMPORARV\TEMPORARY
Copy Components Etl Computer .+ Format Client Name Year End: 31/12/2016 o
— @ C\Program Files [x86)\CaseWare\Data‘\template latest - o .

2. Select to Back Up file

a. Select File/Back Up

File i Engagement Document

e w Open

0 en

Clos -
' @ Recent Files
Cipy Components E:| Computer

Tricker

Swve Compressed

Back Up

Licensing

Revoke License

Help

NOTE: CLOSE ALL DOCUMENTS BEFORE PROCEEDING
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3. Copy information store from the Template into the client file

Using the Copy Components feature, update the client file with Information Store.

a. Select the command File / Copy Components

Engagement Document Account

Mew 0 p e n

¥
=S Places

Close @ Recent Files

Copy Components D Computer

Tracker ‘, SmartSync Server

Save Compressed
Back Up
Licensing

Revoke License

Help

Ciptions

Exit
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b. Select Copy into This File. Click Next.

s —— .
Copy Components Wizard Iﬁ

% Welcome to the Copy Components Wizard
This wizard allows you to copy all or some 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 cpen client file
(ABC Ltd 2011).

Copy Into A New File

A new client file will be created. Components from the currently open file (ABC Ltd 2011)
will be copied into the new file.

Copy Into An Existing File

Components will be copied from the currently cpen file (ABC Ltd 2011) into an existing
file.

To continue, click MNesxt.

. <Back | Next%J[ Cancel | [ Help

c. Choose the Financial Statements Template and click Next.

Note make sure that the Financial Statements template is the most update one. If not then
follow the procedure to download and then to install the Financial Statements Template.

& il

Select Source

Please choose the file you wish to copy from. | -
Py

| File | Recent Template
e

-y

Financial
Statemen...

Select Financial statement
template from the installed
template files

Click Next to continue

Cancel ] [ Help
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d. Choose “The following components” and tick the Documents box.
Click “Deselect All” and then select document “01.14 Information store”.

Copy Components
Please select which components you want te copy to the destination file. Select "The following components”

___.....-----""""""""m..I and tick "Documents" box

() All Components

(%) The following components

Document Filter: |AII Documents

:

P
[(lssues

Nai
[Tags ne

[]Role Sets 4 [m] || Financial statements

DTickmarks Einancial statements .

[[Nlournal Types - Information store I

[[Language IDs : Dizclosure Checkhet for Companies - Cap 113
[[]Trial Balance . Financial statements preparation checklist
[ Security ) . Minutes - non resident shareholders
[[]Document Filters Balance sheet - draft

L t
E Hai::t‘:::lj'y Settings Income statement - draft

[]User Defined Data Change request form
[C]CV External Data > [] 1 Help files
[[]CaseView Repository Files &[] 1. 1 Tax returns
[[1Mapping Purges &[] . 2 ENGAGEMENT ACCEPTANCE
o 4[] || 3 GATHERING OF INFORMATION
< >

oogdod

Click "Deselect All" and select

"01.14 Information store” document | =Tess Teeomentesmy tmorfotder ;
vt T Seedmr—|  Desclect Al ||

|| Show empty folders

e. On Copy Components Wizard choose Next to continue

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.

[CIBpreadsheet Analysis
[JProgram/Checklist

[JForeign Exchange

[CJRele Completion

[JProgram Assertion
[JCoemmentary Text

[]Decument and Group/Map Mumber Tags
[]Decument Reference Annotations
[JMote Annotations

[ Tickmark Annotations

[[] CaseView Document References
[[]CaseView Motes

[[]CaseView Tickmarks

< Back Mext = I | Cancel | | Help
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f. Click Finish to complete the Copy Components wizard.

Copy Components Wizard

Copy Components Wizard Complete
Onece you proceed the following copy actions will be peformed:
Copy to C:\Program Files (x86)\CaseWare\Data\template 2017.0%\template 2017.09.ac

Copy from C:\Program Files (x36)\CaseWare\Template\Financial 5tatements Template\Format.ac

= Components will be copied
Documents

To proceed, click Finish,

< Back | Cancel Help

4. Select to open 01.14 Information store

T Filter: None -
£l Mame

hd Financial statements

,(:LI 01.10 Financial statements

| c]01.14 Infermation store
lc]01.15 Disclosure Checklist for Companies - Cap 113
] 01.16 Financial staternents preparation checklist
(_I 01.20 Minutes - non resident shareholders
a1 2N L e B T e e

a. Check if your Library path is correct.

PATHS

Library path:  C:\Program Files (x86)\CaseWare'\Library

Browse
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b. In UPDATES TO DOCUMENTS section select return e.g. IR4 2016
document. Click on the button to UPDATE IR4 2016

- UPDATES TO DOCUMENTS
UPDATE CARRY FORWARD, HEADERS AND FOOTERS

UPDATE IR4 2016

Select Document ; IR4 2015 - IR4 2016 IR4 2016 Companies

‘ This option will perform an update of the IR 4 Document in one step. The process will SAVE any INPUT values, update the
document from the latest library { induding heades) and then RETRIEVE your INPUT values, all in one step
|

‘ 2 Click to UPDATE

1.Select document IR4

2016 IR4 2016

c. Selectto SAVE document

d omsEp-~-Re
Home View Document Tools

Cut
Tahoma

Copy -
Paste Editing Lock/Unlock B [ U

IMPORTAND NOTE: This option will perform an update of the specified
document in one step. The process will SAVE any INPUT values, update
the document from the latest library and then RETRIEVE your INPUT

values, all in one step.

The file is now ready with the updated IR4 return
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