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Procedure for updating files with new lead sheets

PROCEDURE SUMMARY

Backup CHIENT FIle ... 3
Year End Close the Client file ... 4
On Roll Forward old lead Sheets ShOW ... 5
4, Copy components from the Template into the client file.........cccooceeeeeiiiinnnnn, 6-9
Open the Information Store document (01.14) .......cccvviieeeee e i e 11
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Procedure for updating files with new lead sheets

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 for updating files with new lead sheets

2. Year End Close the client file

a. Select Engagement / Year End Close and proceed with the creation of new years file

_ H;JI:HE. View
Q C[T:T]:J @ i'[lj v I-E[; " E@cmmou

Engagement Document Account SmartSync Tools

HE

Engagement Consolidate History = Mapping Groupings Structures Tickmarks | Import Export | |Year End |Clean Lock Sign Save Send
Properties = = Close Up Drown Cut A5 To~
Engagement Setup Data Tanage Sign Out Save
Documents Issues Trial Balance  Adj. Entries  Other Entries » G ﬁ | L_g cwimanager ~ | Yearly

7 Filter: Mone =

Bl MName
*  Financial statements
.Q 01.10 Financial staterments
E] 01.14 Information store
.Q 01.15 Disclosure Checklist for Companies - Cap 113
l€lote Financial statements preparation checklist

After the engagement has been successfully rolled forward the user needs to decide, whether
to keep the existing lead sheets (Option 1) or to proceed and update them as per the new lead
sheets structure (Option 2).

Financial Statements Financial Statements
version 2018.09.02 old version 2018.12.01
Folder
5 Evidential Sections
Engagement working papers Applicable Updated to be in line
with the Audit
International Template
5C Balance Sheet (Old referencing) Applicable Deleted
5D Profit & Loss account (Old Applicable Deleted
referencing)
5E Profit & Loss account L/S (Based Applicable Deleted
on Map no)
5F Balance Sheet lead sheets (Based Applicable Deleted
on Mapping no)
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Procedure for updating files with new lead sheets

OPTION 1:

3. On Roll Forward the client file will have the following lead sheet structure (old)

ﬂ Mame
¥ || --- Engagement working papers ----
% | Lead sheets and Substantive tests
w . 20. Property, plant and equipment
,.‘HED. 20 Property, plant and equipment
|8 20.204 Property, plant and equipment
g8 20. 20. 01 Property, plant and equipment - Owned
g8 20. 20. 02 Property, plant and equipment - Leased

g8 20. 35 Depn and Impair - PPE
|8l 20, 36 Profit and loss on disposal of assets - PPE
] N 100 Fixed Assets Register
w . 21. Investment properties
,.j 21. 20 Investment property
|8 21.204 Investment properties
|@21.35 Depn and Impair - Inv Props
@21, 36 Profit and loss on disposal of assets - Inv Props
,.‘921. 37 Fair value adjustrments - Inv Props

If you want to proceed with the above lead sheet structure and leave everything
unchanged from last year then you should follow the procedure for “"Updating existing
Caseware Client files to the latest version of Financial Statements Template”
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Procedure for updating files with new lead sheets

OPTION 2:
4. Copy components from the Template into the client file

If you want to proceed and update the lead sheet structure to be in line with the Audit
International Template then follow the procedure in this step.

Using the Copy Components feature, update the client file with the necessary components from the

Template. Information Store and Mappings Structure.

a. Select the command File / Copy Components

Q 5

Home

View Engagement Document Account

= Open

Open Places

Close

,{FDI, Recent Files

N

Copy Components ‘ : Computer
£ coms

Tracker " SmartSync Server

b. Select Copy into This File. Click Next.

r = — — b
Copy Components Wizard Iﬂ

Welcome to the Copy Components Wizard

This wizard allows you to copy all or some compenents 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 cpen file (ABC Ltd 2011)
will be copied into the new file.

Copy Into An Existing File

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

To continue, click MNesxt.

| <Back | Next:\-%_l’ Cancel | | Help
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Procedure for updating files with new lead sheets

c. Choose the Financial Statements Template and click Next.

Please choose the file you wish te copy from.

Template

Financial
Statemen...

Select Financial statement
template from the installed
template files

Click Next to continue

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"

| and tick "Documents" box

() All Components

(®) The following components

Document Filter: |AI.I. Documents

P
[(lssues Name

Tags
ERolge Sets 4 [m] || Financial statements

:

[ Tickmarks [¢10110 Financial staternents
[[Nlournal Types U‘I 14 Information store I
[T]Language IDs : Thsclosure CheckNist for Companies - Cap 113
[ Trial Ealance [} 01.16 Financial statements preparation checklist
E ?}ecurlty Fil O @01 .20 Minutes - non resident shareholders
ocument Filters

DE‘I. 3 Balance sheet - draft
E bai:t‘:::; Settings 1.4 Income statement - draft
[JUser Defined Data D@AQ Change request form
[C]CV External Data b [] 1 Help files
[[]CaseView Repository Files =[] 1 Tax returns
[[IMapping Purges > [] 1) 2 ENGAGEMENT ACCEPTANCE

b 4[] || 3 GATHERING OF INFORMATION

£ >

[ O

Click "Deselect All" and select

"01.14 Information store” document | =Tess Teeomentesmy tmo-fotder ;
opy Hecums T Soeamr—|  Desclect Al ||

[ ] Show empty folders
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Procedure for updating files with new lead sheets

- Make sure that “Copy Documents only (no folders)” box is not selected

() All Components

(®) The fellowing components

Components Documents
- .
Gns.."Mapping Document Filter: All Docurments "
[Jlssues Name Clear
[Tags
[JRole Sets ~ [H] || Financial statements ~
[Tickmarks O L(ﬂ'[ﬂ. 10 Financial statements O
[Journal Types L(_ﬂ'D'I. 14 Information store O
anguage |Ds c|01. isclosure Checklist for Companies - Ca
L D el 1s Discl Checklist for Compani Cap 113 O
|01, inancial staternents preparation checklist
[] Mak e el 1s Fi ial preparati heckli O
O Dofugﬂgﬁtrgonlopﬂxr{m O L(ﬂ{ﬂ. 20 Minutes - non resident shareholders O
E folders} s un‘{icked DL@{TI.ECI Detailed Income statement O
0 DL,Q1 3 Balance sheet - draft
- ; 1. ncome statement - dra
[History Settings Ol 4 I draft
[]User Defined Data (&) a9 Change request form
[]CV External Data v [] | Help files
[JCaseView Repaository Files D“HELP Financial Staternents Help Files
[Mapping Purges v [ |1 Tax returns ]
.'L( >
I:‘Cop}r Documents only (no folders) celect Al Deselect Al
[IShow empty folders
< Back Mext » Cancel Help

e. Inthe same Copy Components Wizard, update the mapping structure from the
latest Template.

Tick the Grouping / Mapping box. Tick all Boxes.

i Copy Components r‘?;

Please select which components you want to copy to the destination file,

- Tick the Groupings / Mapping box

(0 All Components Tick all boxes
@ The following components

Components apping /

[CDocuments

Groupings/Mapping Mapping /
FlTags @us over [uss ~] [ options.. |

[[ITags

E_Rl__m: Setsk Group 2 over [Group 2 V] Options...
ickmarks

[“Journal Types Group 3 over [Group 3 V] COptions...

[[]Trial Balance [¥] Group 4 over [Group4 V] Options...

—

[ Security

[T]Document Filters Group 5 aver [Group 5 V] Options...

E'Il:empltate Toelbar Group 9 over [Group 9 V] Options...
ayou

[T|History Settings Group 10 over [Group 10 V] [ Options... ]

[]User Defined Data

[T]CV External Data
[T]CaseView Repository Files
[T]Mapping Purges

<Back || Ned» | | cancel | [ Help
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Procedure for updating files with new lead sheets

f. Select Options

. :
e R

Copy Components
Please select which components you want to copy to the destination file.

() All Components

Groupings/Mapping

Mapping Options...
L/s aver [US M| Options...
Group 2 ower [GIOI.IP 2 - ] Options...
Group 3 over [Gloup 3 - ] Options...

i Group 4 over |Groupd - Options...
Document Filters P [ B ] Pt

Layout Group 3 over [GIOI.IP 9 - ] Options...
History Settings Group 10 owver [GIOI.IP 10 V] [ Options... ]

User Defined Data

CV External Data Setas Defaull
CaseView Repository Files

<Back | MNed» | [ Cancel | [ Help

g. Tick the box “Autofill account properties using mapping properties”. Choose

to perform Mapping Copy Options.

Copy Components
Please select which components you want to copy to the destination file.

et Mapping Copy Options
(®) The following compon:

-punem: Select mapping update option for destination file
Replace with source file's mapping structure
B pping
() Merge source file's mapping structure (new numbers are added) Options...

T Options... A "

ERZIQ:SEI:S [ For map numbers that are the same in both files, Remap | D—| Tick the box "Autofill account
o g q 5

[ Tickmarks preserve the following properties: prions prOPETtleS using magping

] 1T Options.., es"
Dlmmort: D : propertes
DTnalgEalgance [JExtended Description Select All
Clsecurity []Behavior Click OK
[]Document Filters D'Sr.‘;ps Select Mone,
[JLayout Dcllgn /
[“History Settings EL-’ZJJ s .
["]User Defined Data oo
[]CV External Data i i
[ CaseView Repository After updating the mapping structure:
[_IMapping Purges | [#] Autofill account properties using mapping properties
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Procedure for updating files with new lead sheets

h. Click Next

e

Copy Components
Please select which components you want te copy to the destination file.

=)

() All Components

@ The following components

Groupings/Mapping

Role Sets L/s aver ’US v] Options...

[CI Tickmarks Group 2 over [GIOI.IP 2 - ] Options...

[] Trial Balance Group 3 over [Gmup 3 - ] Options...
Docul;nent Filters Group 4 over [GIO"P 4 - ] [M
Layout Group 3 over ’GIOI.IP 9 - ] Options...

[ s e Bt Wicrouplo  over [Group10 <] [ opions.. |
v Exl:.ernal Data. .
CaseView Repository Files

<Back | Nea> Cancel | [ Help

oo T

Clearing Components

Please select which components you wish to clear in the destination file. Only data that is being copied will be cleared.

[S=X=)

Spreadsheet Analysis

Program/Checklist

Foreign Exchange

Role Completion

Program Assertion

Commentary Text

Document and Group/Map Number Tags
Document Reference Annotations
MNote Annotations

[T Tickmark Annotations

CaseView Document References
CaseView MNotes

CaseView Tickmarks

<Back |

Help

th‘J[ Cancel | |
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Procedure for updating files with new lead sheets

i. Click Finish to complete the Copy Components wizard.

Copy Components Wizard

Copy Components Wizard Complete
Once you proceed the following copy actions will be peformed:

Copy to C\Users\christina.psatha.CMS\ Desktop\ABC Ltd\ABC Ltd.ac
Copy from C:\Program Files (x86)\ CaseWare\Template\Financial Statements Template\Format.ac

= Compeonents will be copied
Documents
Groupings/Mapping

To proceed, click Finish,

< Back ” Finishhj[ e ][ Help

5. Open the Information Store document (01.14)

a. Inthe document manager select to open the 01.14 Information Store.

@ E&=Z A X+

Home View Engagement Drocument Account SmartSync Tools
& Cut I ] i 1 @ Find e =] - W o
e | ER EHER G 4 B T4t
Properties Insert Delete Tags Drocument From Folder Automatic Case
< Delete Line Line Issue Library = Dacument
Clipboard Edit Tags Issues |
Documents Issues Trial Balance  Adj. Entries Other Entries i, G ﬁ ,__ﬂ [l
T Filter: Mone -
g Marne
* | Fimancial statements
[€lo1.10 Financial statements
le]o1.14 Information store
le] o115 Disclosure Checklist for' Companies - Cap 113
.g] 01.16 Financial staternents preparation checklist
I\E‘][IH.ED Minutes - non resident shareholders
,_._ﬂ1.3 Balance sheet - draft
,_._21.4 Income statement - draft
Bag Change request form
. Help files
. 1 Tax returns
. 2 ENGAGEMENT ACCEPTANCE
. 3 GATHERING OF INFORMATION
. 5 EVIDENTIAL SECTIONS
. CC Nominal Ledger, ETE and Journals
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Procedure for updating files with new lead sheets

b. Select button to DELETE OLD LS

Library path:  C:'Program Files (x88)\CaseWare'Library Browse
BACKUP VALUES TO FILE SELECT FILE : C:\Program Files (x86)\CaseWare\InformationStoreDefaults, TXT

BACKUP TO SELECTED FILE Browse
+ Instructions : RETRIEVE FROM SELECTED FILE Browse

Update Document properties and scripts

Uise this button to manuai

W ipdate all documents properties and scripts, If these were not coi
using the p

55 of Copy Components to copy the new Information Store to yo

DELETEOLD LS

]

Uise this button to manualy delete all old [ ead sheet documents

O

- When procedure is completed you will get the following message. Click OK.

Meszage x

Deleted Folders:27 Failed Folders:0
Fenamed files: 5 Rename Failed:0

6. Repeat step 4 and copy lead sheets from the template

Copy Components Wizard *

Copy Components
Please select which components you want to copy to the destination file.

(D All Components

(®) The following components

Components Documents
.

GnsMapping Document Filter: All Documents v
[issues
[Tags Name Clear
[JRole Sets [1l3oe14n Eive yvear simmarny - Profit and loss account ~
[ Tickmarks hd /5 EVIDENTIAL SECTIONS
[ournal Types A . --- Engagement working papers ----
[JLanguage IDs hd / Lead sheets and Substantive tests
E;’rial B;lance T Assets

scun v [] . Property. Plant And Equipment
[CJDocument Filters & p1rt_\r P 4 PI + and equi £ - Cost
[JTemplste Toolbar 1. roperty, plant and equipment - Cosf
[Layout (1. 2 Property, plant and equipment - Depreciation

i i | ixed Assets Register
[CIHistory Settings N100 Fized A Regi O
[JUser Defined Data v . Investment Property
[C]CV External Data E'E Investment property - Cost
[[]CaseView Repository Files M lds. 2 Investment property - depreciation and impairme
[IMapping Purges v | Intangible Assets 4

< >
[] Copy Documents only (no folders) Select Al Deselect Al
[ Show empty folders
< Back Mext > Cancel Help
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Procedure for updating files with new lead sheets

New lead sheets structure

¥ . --- Engagement working papers ----
* | Lead sheets and Substantive tests
v | Assets
*~ . Property, Plant And Equipment
[t 1 Property, plant and equipment - Cost
L._§1. 2 Property, plant and equipment - Depreciation
| 100 Fixed Assets Register
* | Investment Property
,_._g 501 Investment property - Cost
|5 2 Investment property - depreciation and impairment
* . Intangible Assets
|10, 1 Intangible assets - Cost
L._gm. 2 Intangible assets - Amortisation and impairment
|10, 3 Goodwill - Cost
|10, 4 Goodwill - Amortisation and impairment
. Biological assets
|15, 1 Biological assets leadsheet - cost
L._§15. 2 Biclogical assets leadsheet - depreciation and impairment
* | Investments
g8 20. 1 Investments in subsidiaries
,_._HED. 2 Investments in associates

IMPORTANT NOTE: Last year’s case view documents are transferred at the bottom of the
document manager

Fixed Assets Register

Group company confirmation request
Directors / shareholders confirmation request
Financial support confirmation

Bank confirmation request

agrONE

* . --- Engagement working papers ----
* || Lead sheets and Substantive tests
w . 20. Property, plant and equipment

] oLDo Fixed Assets Register_OLD
.E:I oLm Group company confirmation request_OLD
w . 25. Other financial assets
lcJoLp2 Director's / shareholder's confirmation request_OLD
] oLD3 Financial support confirmation_OLD
* . 32. Cash and cash equivalents (Incl. Overdrafts)
|c] OLD4 Bank confirmation request_OLD

. CC Nominal Ledger, ETB and Journals
| Chart of Accounts and Mapping
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