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Procedure to Year End Close a file

1. Backup client file

a. Open client file and make a Backup. Tick the Include Sub Folders option.

D T E A X s

Engagement Drocument Account

Mews O p E' n

(]
SEE Places

Clos .
SHESE CI—) Recent Files

Copy Components E‘ Computer
L

Tracker "- SmartSync Server

Save Compressed
Back Up
Licensing
Revoke License

Help

Crptions

Exit

Back Up >

Back Up Location:

| ChUsersymyuser.\Documents Browse...

[+] Include Sub Folders

OK Cancel Help

NOTE: You can use the backup in case something goes wrong in the procedure or as a
fall back in case the procedure outcome is not the desired one.
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Procedure to Year End Close a file

2. Year End Close the client file

a. Select Engagement/ Year End Close

Home View _Engagement Document Account SmartSync Tools

Z 5 O F & B v ¥

Engagement Consolidate History  Mapping Groupings Structures Tickmarks = Import Export

.‘ L;‘T) B check Out E\l

Year End |Clean Lock Sign Save Send

Properties Up Drown Cut A5 To~
Engagement Setup Data lanage Sign Out Save
Documents Issues Trial Balance  Adj. Entries  Other Entries [ ] G ﬁ | B cwirmanager ~ | Yearly

T Filter: Mone =

£l Mame

~ . Financial statements

01.10 Financial staterments
@01.14 Information store
01.15 Disclosure Checklist for Companies - Cap 113
01.16 Financial statements preparation checklist

b. Click on the black triangle in order to specify the location you will create the new
year’s file.

View Engagement Document Account SmartSync Tools
O HEH v HEELE 3 EE -
it Hist: M G s Struct Tickl ke I i :Eﬂ: e End_ClI Lock Si - ;\ S Print, Click on the bbthriang‘e
ate History apping Groupings Structures Tickmarks | Impo Do ear En ean Lo ian ave  Sen rin |
7 | Year End Close and Roll Ferward x| in Ordertopave ey

at Setup 1 options

File to be Used for Next Year
sues Trial Balance  Adj. Entries  Other Entries >

File Path: | C\Pregram Files (xB5)\CaseWare\Data\

File Neme: | Browse.. |~
atements Roll Forward Options Browse for File...

Financial statements ] Compress prior year file Include BAK Browse for Folder...

Information store
Disclosure Checklist for Companies - Cap 113

Update prior year balance data

Financial statements preparation checklist [ Update next year's opening balance data with: Consclidated
Minutes - non resident shareholders R/E Account Number: 2330 Multiple...
Balance sheet - draft

Income statement - draft 1 Roll forward Forecasts Update current year Budgets with Forecast
Change request form Update CaseView Roll Forward Cells [ Rell forward Budgets

. . [ Roll forward all Custom Balances
Financial Statements Help Files

c. Browse for the folder and click “Select Folder”.

(@) Select Folder X
Browse forthe Data

“ S << Program Files (x86) » CaseWare » w | folder and click

"Select Folder"
COrganise ~ Mew folder
. ~ Mame . Type
[ This PC e
I Desktop Checkout File folder
Documents Data 22/07/2016 09:54 File folder
| Dictionaries 09/02/2016 File folder
; Downloads
Document Library /02/2016 & File folder
J‘! Music - e .
Groups 09/02/2016 0%:16 File folder
=] Pictures Library 18/07/2016 File folder
B videos locales 09/02/2016 File folder
“am Local Disk (C:) pdfinst 09/02/2076 File folder
== Software (\\CMS Script 16/12/2015 File folder
Script: File fold
== Documents (\\C crpts fle tolder
= Data (WCMSSRY Styles File fold
Ternplate File fofder w
¥ Metwork v £ >
Folder: | Data ‘

Select Folder | Cancel
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Procedure to Year End Close a file

d. Enter desired name for the new client file. In the Roll Forward Options make sure
Update prior year balance data and Update CaseView Roll Forward Cells are

selected. Click OK.

Year End Close and Roll Forward

File to be Used for Next Year

File Path: I C:\Program Files (x86)\CaseWare\Data\

File Name: | ABC LTD|

Browse.. |~

Roll Forward Options
[[] Compress prior year file

\’ Insert the new File Name I

Update prior year balance data

R/E Account Number:

[CJRoll forward Forecasts Update curre

Y
Updamﬁorward Cells =

Consolidated

Tick the 2 boxes

Click OK

[JRoll forward all Custom Balances

Include in Next Year's File

[[] Spreadsheet Analysis Data Annotations

[] Foreign Exchange
= 3 [ Tickmarks

[[JProgram Assertion Info [JNotes

[]Program/Checklist Completion

[] Document References

[[] CaseView Document References

[] Commentary Text [C] CaseView Tickmarks
[[] CaseView Notes
[[] Outstanding Transactions
Account Number: Multiple...

The procedure of Year End Close is now completed.
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