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Chapter 1

INTRODUCTION

Overview

ProSystem fx Engagement provides powerful tools to help you prepare audit and tax workpapers
and reports in the programs that you use most: Microsoft Word and Excel. It extends the
capabilities of these Microsoft Office applications and provides powerful tools for organizing and
managing your engagement files electronically.

The core of the Engagement system is the trial balance. You can use the Engagement extensions in
Word and Excel to integrate trial balance data into your workpapers. Changes that you make to
the trial balance are updated in your workpapers.

The Engagement Administrator and Workpaper Management modules also provide powerful tools
for organizing, reviewing, and sharing workpapers.

This chapter describes the main elements in the ProSystem fx Engagement system and shows you
how they work. Instructions on setting up and using these functions are found in subsequent
chapters.

What's New for ProSystem fx Engagement Version 7.1

The following features and improvements are available in ProSystem fx Engagement 7.1:

Download Delivery Program

In an effort to provide faster access to software product updates, CCH will begin delivering all
ProSystem fx Suite products by electronic download in 2014. This delivery method will replace
DVDs and CDs. More information is available at https://support.cch.com/online-software-delivery.

Convert Excel and Word Workpapers to the Latest File Format

An option to convert Microsoft Office .xls and .doc workpapers to .xlsx or .docx is available when
creating a new binder from roll forward or from copying and pasting a binder. During roll forward,
the option is provided in the Verify Workpaper Roll Forward Settings screen of the wizard.
Workpapers with macros or that are protected with the Microsoft document level password
protection as well as trial balances, trial balance reports, KT, PPC, Miller, and M&P workpapers
are not eligible for conversion. The conversion process not only saves the workpapers in the newer
file format but also updates OLE link references for converted workpapers. If desired, one or more
workpapers can be selected to be excluded from the conversion.
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Updated Workpaper Templates, Sample Binder Templates and Sample Company Binder
Packages

Workpaper templates in the default ProSystem fx Engagement Workpapers and ProSystem fx Tax
Workpapers folders have been updated to the .xlsx and .docx file format. Workpaper templates
with the same name in the older .xls or .doc file format that are in these same folders will be
removed. As a result, if you desire to continue to use the older file format workpaper templates,
be sure to move them to another folder prior to installing the 7.1 release. The Sample Binder and
Sample Tax Binder templates as well as the Sample Audit and Sample Tax binder packages have
been updated such that the workpapers are in the newer file format and the tax account grouping
is updated to the 2013 tax year.

Improved Workflow with Synchronization Enhancements

You will now be able to restart the synchronization for a selected binder with a status of Stopped,
Failed, Partially Failed, Locked or Cancelled. The restart option will synchronize all workpapers
originally selected for synchronization. Also, the time it takes to synchronize over the WAN when
no changes made has been improved.

Three New Tickmarks

Three new tickmarks, each in a red, green and blue image, are available in the default tickmark
library for: Tax Return, Sum and Trial Balance. One or more of the tickmark images can manually
be added to the tickmark definition list if desired. The newly added tickmarks along with other
existing tickmarks can then be shared with other users by exporting and importing the tickmark
definition list.

Ultra Tax

The Tax Software Interface dialog inside ProSystem fx Engagement may be used to export trial
balance data, so that it can be imported directly into Ultra Tax. In the prior release, a separate
utility had to be used to export the data.

CCH Axcess Branding and Account Number

References to ProSystem fx Suite or any of the suite applications have been changed to the new
CCH Axcess branding. Also, the CCH Axcess Account Number in Staff Properties has been increased
to accommodate the number of characters available in the login dialog.

Knowledge Coach

Enhanced Stability of Knowledge Coach

The 2.1 release of Knowledge Coach addresses issues that have been experienced by some users in
order to provide a better experience for all workflows and improving data integrity.

B |f 3 user accesses a custom floatie and then closes the workpaper without saving it, the
custom item in the floatie will no longer be deleted from the workpaper (e.g. Custom
Benchmark in KBA-301 Materiality).
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& Improved KBA-301 Materiality to ensure all data is protected, specifically the information in
the benchmark table.

B |mproved experience for firms working with a large number of titles to ensure there is not a
timeout during the synchronization which in some rare cases led to incomplete workpapers.

Support for Commercial 2014 and Future Titles

The 2.1 release of Knowledge Coach will be required to install the Commercial 2014 title and
future titles. These titles will include changes necessary for compliance with the various
applicable standards (e.g. Generally Accepted Auditing Standards, Generally Accepted
Government Auditing Standards (Yellow Book), etc.)

Trial Balance Overview

The trial balance stores and manages all account balances , fund data, and journal entries for an
engagement. You can have several trial balances in an engagement.

The trial balance provides a centralized data source for all the workpapers in the engagement.
Although the trial balance displays as an Excel spreadsheet, data is stored in a database. Because
the system has a centralized database, changes made to the trial balance are also applied
throughout the workpapers.

For more information about trial balances, see Chapter 7: Using the Trial Balance on page 220.

Trial Balance Setup Features

Trial balance meets your needs for any type of engagement. When setting up a trial balance, you
can use one of the trial balance templates provided, or you can use a trial balance template as a
starting point and customize it to serve your needs.

Use the features described in this section to customize the trial balance.

Flexible Column Setup

You can select columns for calculating the variances between columns, add different types of
journal entries, display specific funds, and store actual and budgeted balances from current and
prior periods. Trial balance columns are divided among current and comparative headings.
Workpaper reference columns can be displayed to the left, to the right, or on both sides of any
amount column.

The available custom views contain current columns, comparative columns, or whatever
combination best serves your firm. All views can be configured to display variance information
based on any balance column within the view.

Account Groupings

You can assign trial balance accounts to groups and subgroups for various purposes, such as
leadsheets, financial statement classifications, or tax return lines. ProSystem fx Engagement can
use these groupings to generate reports and financial statements or to export to tax preparation
software.
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The default ProSystem fx Engagement grouping lists provide for most situations, and you may add
your own grouping lists if necessary. You can assign two types of classifications to groups and
subgroups: account classifications and ratio classifications.

Account classifications indicate the type of account used as an asset, liability, equity, etc. Ratio
classifications further define the account classification by providing a level of detail that is useful
for ratio calculations or other formulas.

Journal Entries

You can create journal entries from the Binder window, in the trial balance, and in Excel and
Word workpapers. The journal entry windows in ProSystem fx Engagement make it easy to assign
accounts to a journal entry and verify the debit and credit balances before you post them to the
trial balance. The journal entry windows also allow you to select the type of journal entry, which
trial balance you want the journal entry posted to, and if the journal entry recurs or reverses in
the next period. You can also enter proposed journal entries that do not affect balances in the
trial balance.

With ProSystem fx Engagement, you can make temporary or permanent journal entries to accounts
grouped to ProSystem fx C Corporation, S Corporation, or Partnership Grouping Lists that have
been selected for M-3 enhancement. These journal entries are transferred to the tax return as
either temporary (T) or permanent (P) differences in the appropriate column in the tax return.

Note: A Federal balance must be transferred for an M-3 enhanced grouping.

Trial Balance Snapshot

Important diagnostic information for all of the trial balances in a binder is available in the Trial
Balance Snapshot view. QuickView displays balance information broken down by assets, liabilities
and equity, revenue, expenses, and net (income) loss. Trial Balance Diagnostics displays detailed
information regarding out-of-balance columns in the trial balance. You can also open any of the
trial balances directly from the Trial Balance Snapshot.

Reports

Reports can be generated from the trial balance or from Excel workpapers. This feature gives you
flexibility in formatting reports and performing analysis.

Trial balance reports are based on account numbers; account groups and subgroups, and fund types
and subtypes you set up. For example, if you want to create leadsheets, you set up account
groupings for leadsheets categories. You can include any trial balance columns in a report and
create additional columns for showing percentage or dollar amount variances. You can choose to
report the information in summary or with detail.

Classified reports can be generated when groups and subgroups have been assigned to an account
classification. These reports define and organize assets, liabilities, equity, revenue expenses, and
net income for the trial balance.

Fund trial balance reports summarize fund trial balance information by fund types, fund subtypes,
and funds. For example, if you wanted to know which funds were assigned to the Government fund
type, you can create a Government report that shows details of the individual funds that are
included in that fund type. Reports can be summary or detailed.
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Sharing Trial Balance Data with Other Programs

ProSystem fx Engagement can easily import trial balance data files that are generated in
electronic format from most accounting systems, as well as convert trial balance data from other
trial balance software packages.

In addition, you can export a trial balance to several tax preparation programs. See Chapter 7:
Using the Trial Balance on page 220, for further information.

Excel and Word Workpapers

In ProSystem fx Engagement, you create workpapers using the tools you already know, Microsoft
Excel and Word. Workpapers can be linked to data in the trial balance and used with other
Engagement features. You can create workpapers from your existing Excel and Word files or use
the templates that come with Engagement. You can also create new templates by saving
Engagement workpapers as templates to use in future engagements.

Note: You can create workpapers from any type of file (for example, JPG, GIF, PDF).

For more information about workpapers, see the following chapters:

® Chapter 8: Managing Workpapers on page 370, for information on creating and using
workpapers.

® Chapter 9: Using Microsoft Excel on page 438, for features specific to Excel.
& Chapter 10: Using Microsoft Word on page 460, for features specific to Word.

Organizational Tools

With ProSystem fx Engagement, managing and organizing client information is easy. You can use
binder templates and the Roll Forward feature to save time in preparing new engagement files.

Levels of Organization

Information is organized into the following levels:

& Office Servers

Local and Central File Rooms
Client Folders

Binders

Workpaper Tabs

Workpapers
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Office Servers

Every office must create a main office server. This main server is the Administration module,
which stores staff, licensing, teams, client groups, etc. Secondary office servers are optional and
may be created as needed. If needed, a secondary office server can be promoted to be the main
office server.

An office server that does not have a connection to other office servers can be designated as
disabled for Admin synchronization. You can synchronize with this server by creating and
receiving an Admin package. See Chapter 3: Engagement Administrator on page 52, for more
information.

Local and Central File Rooms

Local file rooms allow multiple users working on the same or different engagements to work in the
office or out in the field independently of one another. You can store local copies of work done by
other users without conflicting with their work. Local file rooms can also be shared, allowing
multiple users to access and work with the same binder simultaneously.

While in the field, you can update engagement information among local file rooms so all users are
kept up to date. In the office, all local file rooms can synchronize their information to the central
file rooms. Office servers manage and organize all your client and engagement information. You
can create as many central file rooms as you like to organize your client data.

Client Folders

You can set up an unlimited number of clients to store your binders. You can enter and keep track
of client data in the Contact form. Within each client folder, you enter information about the
client, including name and entity type. Additionally, you can create Client Groups to organize and
filter client folders.

Binders

The New Binder Wizard guides you through the creation and setup of binders for each client
engagement. These binders go inside the client folders. For each binder you create, you can
specify the engagement type, period beginning and ending dates, and fiscal year end. This
information is then used in the trial balances and workpapers of that particular binder.

Workpaper Tabs

You can use workpaper tabs to organize workpapers inside the binder. You can also nest tabs
within tabs. These dividers typically mirror the dividers used in physical engagement files.

Workpapers

You can insert any electronic file into an engagement binder. These documents are referred to as
workpapers. They can be created from a template or from an existing file.

You can create workpapers from any type of file (for example, JPG, GIF, PDF). You can also insert
scanned images. This is helpful for electronically storing information obtained from the client or
third-party vendors.
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Tools in the Workpaper Management Module

The main ProSystem fx Engagement program contains the following windows that enable you to
access and use these different levels of workpaper organization.

File Room Window

The File Room is the first window that displays when you start ProSystem fx Engagement. It
contains the local file room, central file rooms, remote file rooms, client folders, and binders that
you have set up.

The File Room window is organized similarly to the Windows Explorer folder tree. The upper-left
pane of the Client Index displays your local file room and client folders while the pane on the right
displays the contents of the local file room or client binder. The lower-left pane is the Remote
File Room that contains up to three tabs, depending on whether you logged in to an Office or Field
location.

The three tabs are as follows:

& CFR. Displays central file room connections if your user login location is Office.
B Staff. Displays a list of all staff members if your user login location is Office or Field.

® Buddy list. Displays a custom list of staff members you select to use to expedite field
synchronization when your login location is Office or Field.

You can also switch to the Engagement Today view, which displays diagnostic information about
binders in the local file room.

An example of the File Room window is shown below. For more information, see Chapter 5: Using
the File Room on page 131.

File Edit View Tools Window Help
H Py = | | [ T e G [T | |--\§AIIE\|entGroups
Local File Room Client Index 1412345 - Spence
sa Admin, Default (KS11WS | Name ] Type Status Lead Partmer  Year End PeriodEnd  DueDate  Doc Completion
@_Mz}ﬁﬁpence \{#:lHome Planning 9993-01 Audit  In Process 12/31/2011  12/31f2011  2/17/2011
[ B12345 - Jones ] storm Shelters Audit  InProcess 12/31/2011  1/31/2011  13/31/2...
< >
cFR | Staff | Buddy List |
Primary CFR. (K5 11WS00001]
£ > < >
Far Help, press F1 S P = | NUM | | & |
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Engagement Today View

The Engagement Today view displays as an alternate view of the File Room window. Engagement
Today displays diagnostic information regarding binders in your local file room. For more
information, see Chapter 5: Using the File Room on page 131.

E Note: The Engagement Today view is not available if you are viewing a shared file room.
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Binder Index Window

When you open a binder from the File Room window, the Binder Index window displays.

4 Home Planning 9999-01 [03/31/2011] (In Process)
{ Fle Edit View Tools TralBalance \Workpaper Help

R O RS ITINE I TR INE NS =T T R - - R I e

i Shorte 0.2, Bla35dones
Shortcuts hiz Binder Index /@ ee 2| Ej Prepared By M Reviewed By
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= -
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Waorkpapers + l’ 2000 TEST OF CONTROLS
* [ 3000 REPORTING
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+] l’ 7000 INCOME STATEMENT
E ¥ 8000 TAK
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Trial Balance Igg Conflicts
Snapshot

{3 Published workpapers

.@ @ Trash
< >

Knowledge
Coach Web
Site
] 35 From To Date Created
Tax
Guidance 4
3 object(s) in this b | | = |

The Binder window contains the workpaper tabs and workpapers for a single binder. This window
allows you to open workpapers and contains a Shortcut bar that allows you to quickly access many
Engagement functions, ProSystem fx Tax (if installed), and guidance options.
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You can open multiple binders within ProSystem fx Engagement. These binders can be minimized,
restored, or maximized using the normal Windows commands. You can even copy a workpaper
from one binder to another by dragging it from one binder to another binder or by using the Copy
and Paste functions.

For more information about using this window, see Chapter 6: Creating and Using Binders on page
144,

Binder Snapshot

The Binder Snapshot view allows you to review key diagnostic information for binders in the
Binder view. The Binder Snapshot summary page provides important status information regarding
workpapers, workpaper counts, Notes, and Sign Off Status. For more information, see Chapter 6:
Creating and Using Binders on page 144.

& Sample Binder 9999-01 [03/31/2011] (In Process)

! Fle Edit ‘iew Tools TrialBalance ‘Workpaper Help
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Q = 1105 Budqet ~ | Unfiled workpapers 1 Refresh
; % 1205 Preliminary Analvtice Workpapers in Conflict o If the binder window
SBmd;' Review Report section does not reflact changes
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v i &
E ad u5ts?-d : Workpapers in Trash O the Refresh button on
4y 1215 Final Analvtical v the toolbar or select
Trial Balance < | = Total Workpapers 79 Refresh from the View
Snapshot 3 menu to refresh the
'@ Team notes/replies 1/1 | In process 79
Knol Open item notes/replies 2f1 | Ready for review 0
Coach Web Motes for next a/o Reviewed 0
Site x| Deriod/replies 2nd Reviewed 0
1 Modified after reviewed 0
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Trial Balance Snapshot

The Trial Balance Snapshot window displays a snapshot of the trial balances in the binder. The
Trial Balance Snapshot window includes a list of trial balances and the selected trial balance's
QuickView and diagnostics. TB Diagnostics displays detailed information regarding out-of-balance

columns in the trial balance.

& Sample Binder 9999-01 [03/31/2011] (In Process)

: Fle Edit ‘Miew Tools TrialBalance  Workpaper  Help
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Diagnostics: — -
Workpapers
. Future Dates
E- [T 2305 Trial Balance
To create future dates
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date link showing "2002
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Binder Templates
ProSystem fx Engagement provides binder templates that automate the setup process for first-year
engagements. Binder templates contain the tab structure, trial balance(s), and workpapers
typically used in your engagements.
You can also create an unlimited number of custom binder templates. You may want certain
templates for various engagement types for different industries. For example, each of your
engagements may have the same, or similar, tab structure, account groups and subgroups,

leadsheets and trial balance reports, journal entry summaries, and financial statements. You
would create a binder template with all of these items included and use that to automate each of

your subsequent first-year engagements.

Staff Member Assignments

You assign staff members or teams access to each Engagement binder. Access rights are assigned
to staff groups in Engagement Administrator. Then each staff member is assigned to a staff group
so you can manage and control the tasks they can perform. See Chapter 3: Engagement
Administrator on page 52, for additional information.

Roll Forward Capability

At the end of a period, you can roll forward a binder and use it as a template for the following
period. ProSystem fx Engagement automates your workpapers so the content of the workpapers
and financial statements reflect the date and balance information of the following periods.
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When you choose to roll forward a binder, the Roll Forward Binder Wizard walks you through the
process. During the roll forward, you can select which workpapers you want to roll forward,
unlock workpapers, and select which workpapers to replace with workpaper templates. You also
have the option of saving journal entries and team assighments. If you have automated your
workpapers with the tools ProSystem fx Engagement provides, the content of the workpapers and
financial statements are rolled forward as well.

For more information about the Roll Forward capability, see Chapter 6: Creating and Using
Binders on page 144.

Reviewing Workpapers and Workpaper Tabs

ProSystem fx Engagement provides all the tools you need to review an engagement electronically.
You can write, respond to, and clear notes for an individual workpaper or workpaper tab. You can
also view existing notes sorted by the note type, open/cleared status, dates, and other criteria.
Diagnostic tools (for example, Engagement Today, Binder Snapshot, and Trial Balance Snapshot)
provide detailed engagement summary information. To show that you agree with a workpaper's
contents and conclusions, you can sign off as preparer, reviewer, or second-level reviewer.
Multiple preparer and reviewer signatures are possible. You can view a summary list, which is
sorted by workpapers in process, ready for review, reviewed, and 2nd reviewed.

Sharing and Distribution Tools

Your workpapers can be electronically distributed to — and simultaneously shared by — all
Engagement staff members. Data integrity is ensured by maintaining a single definitive version of
each document for editing.

Additional information about these features can be found in Chapter 8: Managing Workpapers on
page 370.

Sharing Workpapers

You can share workpapers in several ways. If you are on a network, a central file room is used to
automatically point you to the engagement binder with which you need to synchronize. If you are
on a network, you can also use the Buddy List to expedite the synchronization process. If you are
connected in a peer-to-peer network, you can synchronize directly to another team member's
local file room. In a peer-to-peer network you can also synchronize using the Shared File Room
feature, which allows multiple users to work directly on the same binder at the same time.

If you are not on a network, you share workpapers by packaging the entire binder, or specific
workpapers within the binder, into a single file. You can then send the binder package by saving it
to a floppy disk or another removable media device, or by attaching the file to an email message.

When you attach the file to an email, Engagement opens a new email message and adds the
package as an attachment. This feature requires a MAPI-compliant email system.

If Microsoft Outlook is installed and running on your local machine, you can use the Engagement
drop-down menu in Outlook to receive email binder package attachments directly into a binder or
to send messages and workpapers from a binder.
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You can also hand off workpapers to another team member by using the Assign To feature. The
Current Editor of the workpaper can assign the workpaper to another team member. The next time
you synchronize to the central file room, the workpaper shows the other team member as the
Current Editor. This eliminates the need to check a workpaper in or out.

Publishing Workpapers

Many of your ProSystem fx Engagement Word and Excel workpapers will have links to a trial
balance. To share these workpapers with someone who does not have access to the trial balance,
you must publish the workpaper to convert the links to values. After a copy of the original
workpaper is created in the Published Workpapers tab, you can distribute the copy as needed.

Creating Binder Portfolios

You can create a binder portfolio to send contents of a binder to a third party for review or
litigation. The binder portfolio includes an index similar to the binder index, PDF copies of all or
specific workpapers in the binder, and notes for the selected workpapers, if desired. For more
information, see Creating Binder Portfolios on page 197.

Protecting Document Integrity

To protect data integrity, a single copy of a workpaper is maintained as the definitive version for

editing. The staff member assigned as Current Editor of the workpaper can edit the workpaper. If

the workpaper is unassigned or assigned to another staff member, you have read-only rights to the
workpaper.

If the workpaper is in a shared local file room, and the file room Host is the Current Editor, then
anyone who logs in to the shared file room can open the workpaper and become the "Live Editor."
In a shared file room, only the Live Editor can edit a workpaper.

Documentation

Before using ProSystem fx Engagement, you should review this section to familiarize yourself with
the documentation provided. This documentation contains a number of features to help you learn
to use the product more efficiently. You can access additional information at the ProSystem fx
Web site at https://support.cch.com/engagement.
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Prerequisite Knowledge

This manual was written for accountants in public practice who have experience with Microsoft
Windows, Microsoft Word, and Microsoft Excel.

To use ProSystem fx Engagement, you should be familiar with at least the following basic features
of Word and Excel as displayed in the table. If you plan to customize templates, you may need
experience in additional areas.

Program Basic Operations Customization

Creating and managing styles and
templates.

Microsoft Word Basic editing and formatting. Recording and using macros.

Visual Basic for Applications and advanced
customization.

Basic data entry and
formatting.

Microsoft Excel Inserting simple formulas.

Arranging worksheets and
cells within worksheets.

Creating sophisticated formulas.
Recording and using macros.

Visual Basic for Applications and advanced
customization.

ProSystem fx Engagement Documentation

The table below lists the ProSystem fx Engagement documentation, with an explanation of what
each document contains and when to use it.

Document What It Includes When to Use It

Information for
Deployment identifying key factors in When planning your ProSystem fx Engagement
Planning Guide performance, reliability, installation.

and functionality.

Installation instructions.

User Guid Concepts and detailed When installing and setting up the product.
ser Guide
procedures for product When learning to use the product.

functions.

Installation Installation instructions.  When installing and setting up the product.

Guide
When becoming acquainted with broad
Descriptions of concepts concepts concerning various areas of the
Help and usage. program.

Summaries of procedures. When reminding yourself how to perform
common commands.

Suggestions for using the When using Engagement Today, TB Snapshot,

Tip of the Day program most efficiently. or Binder Snapshot.

Latest changes to the

Release Bulletin
product.

After you have installed the product.
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Document What It Includes When to Use It

Knowledge Concepts and procedures
Coach User for using ProSystem fx
Guide Knowledge Coach.

When learning to use ProSystem fx Knowledge
Coach.

Help

The Help file includes descriptions of dialogs and commands, and explanations of frequently used
procedures. You can use this information as a reminder when performing tasks or as a reference
when the user guide is unavailable. It also contains references to ProSystem fx Engagement fields
and formulas used in Excel and Word.

You can view Help by doing any of the following:

B Press F1 at a dialog or menu command.
Lol ® Select the Help icon on dialogs where it displays.

® Select Help Topics from the Help menu. You can then select the Contents, Index, or
Search tabs. A Favorites tab is also included so you can build a list of help items you review
on a regular basis.

Tip of the Day

The Tip of the Day feature is viewable in Engagement Today, Binder Snapshot, and TB Snapshot
views. If you do not want to display the Tip of the Day in these views, you have the option to hide
them for each view.

E Note: You can customize the Tip of the Day items to show tips that are specific to your firm's
operations. Select Tools/Tip of the Day in the Main Office Server Administrator module to add,
edit, and delete the Tip of the Day. Updated Tip of the Day items synchronize to Secondary
Office Servers and users' local machines. See Chapter 3: Engagement Administrator on page
52, for more details.

Notations Used in the Documentation

This section describes special notations and formatting used in the documentation. There are also
additional formats used in describing fields and formulas. You can see the following special
formats and notations:

Notation Description

A suggestion that can help you use the product more

Tip efficiently.
Note Additional information to help you understand a procedure or
step.
, Important information that can help prevent unintended or
Warning

invalid results or loss of data.
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Web Site

Visit https://support.cch.com/engagement for additional information. You can find information
about product announcements, support, and frequently asked questions (FAQs). You can also go to
the Web site directly from ProSystem fx Engagement. Select Help/Engagement Support on the

Web.

Using the Engagement Toolbars

The ProSystem fx Engagement toolbar buttons provide quick access to the most frequently used
functions in the Engagement program. You can turn the toolbar on and off from View/Toolbar.
You can also read a description of a toolbar button by positioning the mouse pointer over it.

Administrator Toolbar Commands

The ProSystem fx Engagement Administrator toolbar contains the most frequently used functions in
Administrator. You can select View/Toolbars to toggle the toolbar on or off.

The ProSystem fx Engagement Administrator Standard and Client Groups toolbars include the

following icons.

Toolbar

Command
Icon

Description

Opens a dialog that allows

Right-Click

Menu

Access Key

Central File Room, Client or
Binder).

I3 Client Groups an administrator to create  File Rooms No Alt+R/G

client groups.
. . Opens a dialog that allows
A /ésrsgﬁnSChents to clients to be assigned to File Rooms No Alt+R/A
P groups.

a4 Assign Binder Staff A\.OWS @ User to assign staff ¢ . Yes Alt+S/B
members to a binder.

"ot Teams Opens the Teams dialog for Staff No Alt+S/T
a selected team.

et Team Member Allows a user to assign staff

£ Assignment members to a team. Staff No Alt+S/M
Allows the creation of New

| ¥ New Staff Staff for a selected staff Staff Yes Alt+S/S
group.

5 New Staff Group ~ OPens the Create New Staff Yes Alt+S/G
Group dialog.
Displays properties for a
selected object (Staff

@' Properties Group, Staff, Office server, File Yes Alt+F/P
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Right-Click
Menu

Command Description

Access Key

Deletes a selected object

X Delete (Staff Group, Staff, Office Edit Yes Ctrl+D
server, Central File Room,
Client or Binder).
Cuts the selected item to
& Cut the Windows Clipboard for  Edit Yes AlL+E/T or
: . Ctrl+X
pasting to another location.
Pastes the selected item
- that was copied to the . Alt+E/P or
& Paste Clipboard to the selected Edit ves Ctrl+Vv
locations.
. . F5 or
@ Refresh Refreshes the Admin Frame. View No Alt+V/F
& Create Central File Opens the Cenf:ral flle File Rooms  Yes Alt+R/F
Room Room Properties dialog.
i3 New Client Opens the Create New File Rooms  Yes AlE+R/C
Client dialog.
on Archive Finalized Opens the Archive Finalized _,
&= Binder Binder dialog. File Rooms  Yes AlL+R/R
<3 Unarchive Binder Allov.vs you to open an File Rooms No Alt+R/N
archived binder.
& . . Allows you to unfinalize a .
Unfinalize Binder . File Rooms Yes Alt+R/U
binder.
Manual Launches the manual Admin
% Synchronization synchronization function. Tools No Alt+T/M
File

Opens the Inquiry Module of Rooms/

Client Inquiry ProSystem fx Practice, ']f ProSystem Yes Alt+R/1/1
you have installed version  fx
7.0 or higher. Practice
Interface
42 Expand All Expands the entire tree. View No Alt+V/A
- Collapse All Collapses the entire tree. View No Alt+V/L
(7] Help Topics Opens the Engagement Help Help No Alt+H/H

topics.
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Engagement File Room Toolbar Commands

The Engagement File Room toolbars contain the most frequently used functions in Workpaper
Management. You can select View/Toolbar to toggle the toolbars on or off.

The File Room toolbar includes the following Engagement and Client Groups buttons:

Command

Description

Right-Click

Menu

Access Key

Wizard.

3 New Client Allows users to create new ¢y, Yes Alt+F/C
clients.
5 New Binder Wizard OPENs the New Binder File Yes Alt+F/Z
Wizard.
a4 Assign Binder Staff A\OWS Userstoassignstaff o Alt+T/A
members to a binder.
- Opens or expands the . Alt+F/0 or
= Open selected item. File ves Ctrl+0
Opens the trial balance in
T Open Trial Balance the binder or displays the File Yes Alt+F/T
Open Trial Balance dialog.
Cuts the selected binder to
& Cut the Windows Clipboard for  Edit Yes ALL+E/T or
. . Ctrl+X
pasting to another location.
Copies the selected item to
=3 Copy the Windows Clipboard for  Edit Yes Alt+E/C or
. Ctrl+C
pasting later.
- Pastes the last copied item . Alt+E/P or
& Paste to the selected location. Edit ves Ctrl+Vv
+2 Expand All Expands the entire tree. View No Alt+V/A
- Collapse All Collapses the entire tree. View No Alt+V/L
@l’ Properties Displays the Propertles of File Yes Alt+F/P
the selected item.
@ Refresh Refrgshes the contents of View Yes Alt+V/H or
the list. F5
S Create Binder Allows a user to create a
w Package binder package. Tools Yes Alt+T/P
2 Receive Binder Allows a user to receive a
4 Package binder package. Tools Yes Al T/V
Allows authorized users to
i Synchronize Binder open the Synchronize Binder Tools Yes Alt+T/S
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Right-Click
Menu

Command Description

Access Key

Allows authorized users to

@ Express

. launch the Synchronization Tools Yes Alt+T/E
Synchronization
Job Queue.
Tax Software Allows a user to export trial
i balance data to tax Tools No Alt+T/X
Interface
software.

Allows a user to open the

Finalize Binder Finalize Binder Wizard. Tools Yes Alt+T/Z

_ Roll Forward Allows users to use the Roll

= Binder Forward Binder Wizard. Tools ves Al T/F
Opens the Inquiry Module of Tools/

ProSystem fx Practice, if ProSystem

Client Inquiry y . - fx Yes Alt+T/1/1
you have installed version .

. Practice
7.0 or higher.
Interface

- Allows users to toggle the

5 Engagement Today view to display Engagement View No Alt+V/G/E
Today.
Allows users to toggle the

= Client Index screen to display the Local No Alt+V/G/I
File Room Client Index

view.

Allows users to use a drop-

Al Clients ™| Client Groups down list to pick a cl'lent View No Alt+V/P
group to filter the client
folders in the file room.

Engagement Binder Index Toolbar Commands

The Engagement toolbars for the Binder Index contain the most frequently used functions. Select
View/View Toolbar to toggle the toolbars on or off. The Binder Index toolbar includes the
following Engagement and Client Groups buttons:

Right-
Command Description Click Access Key
Menu
e New Tab Creates new tabs in a File/New  Yes Alt+F/N/T or
binder. Ctrl+T
New Workpaper Creates a new workpaper . Alt+F/N/W or
o from Template from a template. File/New  Yes Ctrl+w
E: New Workpaper Creates a new workpaper . Alt+F/N/F or
= from File from an existing file. File/New  Yes Ctrl+Shift+W
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Toolbar
lcon

Command Description

Right-
Click Access Key
Menu

) New Trial Balance Creates a new trial File/New Yes Alt+F/N/B or
balance. Ctrl+B
) New Manual Creates a new manual File/New  Yes ALE+E/N/N
Workpaper workpaper.
LH) New Placeholder Inserts a placgholder at the File/New Yes Alt+F/N/L
selected location.
New Knowledae Inserts a new Knowledge
13' Coach Work f or Coach Workpaper (if File/New Yes Alt+F/N/O
pap installed)
New Workpaber Creates a new workpaper
@ from Scanr[?ef from a TWAIN compliant  File/New Yes Alt+F/N/S
scanner.
- Opens the selected . Alt+F/0 or
= Open workpaper. File No Ctrl+0
M Open Trial Opens the selected trial File No Al+F/T
Balance balance.
= Print Prints the selected File Yes Alt+F/P or
workpaper(s). Ctrl+P
Removes and places the
& Cut selected binder to the Edit Yes é,lctr:f)éT or
Windows Clipboard.
- Copies the selected itemto _ .
EE| Copy the Clipboard. Edit Yes Alt+E or Ctrl+C
Pastes the last item that
F e Paste was copied to the Edit Yes Alt+E/P or
. Ctrl+V
Clipboard.
@‘ Properties Displays the Propert1es of File Yes Alt+F/I
the selected item.
42 Expand All Expands the entire tree. View No Alt+V/A
= ollapse ollapses the entire tree. iew (o] t+
15 Collapse All Coll he enti Vi N Alt+V/L
| Refresh Refrgshes the content of View No Alt+V/F
the list.
iE| Publish Workpaper Publishes the selected Workpaper Yes Alt+K/P
workpaper(s).
; Locks the selected Excel
& Lock Workpaper and Word workpaper(s). Workpaper Yes Alt+K/K
(2 Unlock Workpaper Unlocks the selected Excel Workpaper Yes Alt+K/N

and Word workpaper(s).
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Toolbar K

Icon

Command Description Click Access Key
Menu

Freezes Engagement links

&2 Freeze Links in the selected workpaper Workpaper Yes Alt+K/F
(s).
Unfreezes Engagement
== Unfreeze Links links in the selected Workpaper Yes Alt+K/U
workpaper(s).
Creates a workpaper note
e ﬁgetzte Workpaper for the selected Workpaper Yes Alt+K/C
workpaper.
Sign Off
= Workpaper Opens the Wgrkpa per Workpaper Yes Alt+O
. Properties dialog.
Properties
o Sign Off As Adds sign off initials in the Workpaper Yes Alt+G
Preparer Prepared by column.
¥ S1gn‘ Off As 1st Add§ sign off initials in the Workpaper Yes Alt+1
Reviewer Reviewed by column.
Sign Off As 2nd Adds sign off initials in the
F Reviewer 2nd Reviewed by column. Workpaper Yes Alt+2
] Tax Software Opens the Tax Software Tools Yes Alt+T/X
Interface Interface dialog.
&l Binder View Displays the contents of ., | No Alt+V/B
binders.
Notes Summa Displays all notes in a
2 . Y selected binder by note View No Alt+V/U
View
type.
. Displays all workpapers for
I} Sl.gn Off Summary a selected binder by the View No Alt+V/0
View .
sign off status.
Displays staff members
Current Editor assigned to a binder and
% View (Non-Shared lists the workpapers for View No Alt+V/E
File Room) which they have current
editor rights.
Displays users who are
. . . currently editing
% Live Editor View workpapers in a shared file View No Alt+V/E

(Shared File Room) room and the workpapers

they are editing.
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Customizing the Engagement Interface

You can customize the Engagement graphical interface to your preferences and change the
universal appearance of the frames. In Binder Frame and File Room Frame, you can customize the
toolbars and the appearance of buttons within the toolbars. For all changes, you must access the
Customize dialog.

To change the universal appearance of the frames, do the following:

1. In either Binder Frame or File Room Frame, select Tools/Customize from the Engagement
menu. The Customize dialog displays.

2. In the Customize dialog, select a Visual Style.
¥ The 2003 style matches Microsoft Office 2003.
¥ Classic is the standard Engagement style.

Customizing Toolbars

In Binder Frame and File Room Frame, you can customize the toolbars by adding, deleting, or
modifying buttons in the following ways:

B Delete. Removes the selected button from the toolbar.

® Button Appearance. Opens the Button Appearance dialog, where you can customize the
images and/or text for the button. Alternately, you may also remove a button by dragging it
off the toolbar.

¥ Image Only. Displays the graphical button only.
¥ Image and Text. Displays the graphical button plus text to the right of it.

& Put Separator Before. Puts a line on the left side of the button, separating it from the
button on the left.

B Put Separator After. Puts a line on the right side of the button, separating it from the
button on the right.

To customize a toolbar, do the following:

1. Select Tools/Customize from the Engagement menu. In the Customize dialog, the directory
tree displays the current toolbar settings.

2. Leaving the Customize dialog open, right-click the button in the Engagement toolbar.

Note: With the exception of button appearance, changes are applied immediately.
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Customizing Button Appearance

In order to customize a button's appearance, do the following.

1.

No v A

From either the Binder Frame or the File Room Frame, select Tools/Customize from the
Engagement menu. After the dialog opens, you may move and resize it to make customizing
the toolbar easier.

Right-click the button you want to customize. Select one of the following options:
¥ Delete. Removes the selected button from the toolbar.

# Button Appearance. Opens the Button Appearance dialog, where you can customize
the images and text for the button. You may also remove a button by dragging it off
the toolbar.

¥ Image Only. Displays the graphical button only.

¥ Image and Text. Displays the graphical button plus text to the right of it.

¥ Put Separator Before. Puts a line on the left side of the button, separating it from
the button on the left.

# Put Separator After. Puts a line on the right side of the button, separating it from the
button on the right.

Select Button Appearance from the pull-down menu to open the Button Appearance dialog.

Button Appearance @@
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() Image and Text
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Images
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< *

[ Ok H Cancel ” Help l

In the Button Appearance dialog, choose whether to display /Image Only or Image and Text.
If you chose text, type the text into the Text field.

Select a button image from the Images box.

Click OK to finalize your changes.
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Chapter 2

INSTALLATION

Overview

This chapter provides step-by-step instructions for installing the ProSystem fx Engagement
Administrator and Workpaper Management modules. Also included is information for installing
Knowledge Coach. The minimum and recommended system requirements are also provided.

Before you begin, refer to the following documents:

® The License Agreement for information and restrictions on installation.
® The ProSystem fx Engagement Release Bulletin for new product features.

Two ProSystem fx Engagement modules must be installed in order for the application to function.
These modules are the Administrator module and the Workpaper Management module.

The Administrator module is an organizational tool designed to provide security and control rights
for different staff levels, as well as organize and maintain your office servers and central file
rooms.

The Workpaper Management module relies on the Administrator module to provide login
information, central storage, and secured access to all your client data.

Knowledge Coach is an audit planning and workflow tool that streamlines audit processes through
the use of intelligent engagement tailoring, dynamic linking of risks to audit programs, extensive
diagnostics, and automated flow of information across workpapers.

Engagement 7.1 Requirements

The following two tables detail the requirements for the Engagement Administrator and Workpaper
Management modules.
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Administrator Module

System

Requirements

Recommended

Minimum

Microprocessor

64-bit multi-core processor

32-bit:
64-bit:

Pentium 4 processor, 2 GHz

Pentium 4 processor, 3.2 GHz,
or any multi-core processor

& AMD Athlon 64, Intel Pentium 4
with Intel EM 64T support
B Microsoft Windows Server 2008
(64-bit), SP2 | Microsoft Windows Server
B Microsoft Windows Server 2008 2003, SP2
R2, SP2 ® Windows 7, SP 1
® Microsoft Windows Server 2012 ® Windows 8, 32-bit and 64-bit
(64-bit) ® Windows 8.1
& Microsoft Windows Server 2012 ® Windows Vista, SP2

R2

Supported
Operating Important!
Systems B Microsoft Small Business Server, Windows Server Essentials, and Windows
Server Foundation are not supported.
B |nstalling Engagement on a server that is also a Domain Controller is not
supported.
B |nstalling Engagement on a server that is also the firm's Exchange Server
is not supported.
B Linux is supported for workpaper storage only.
® Windows 8 Pro and Enterprise Editions are supported. Windows 8 Home
Editions are not supported.
32-bit: 2 GB RAM
4 to 8 GB RAM .
64-bit: 4 GB RAM
System Notes:
Memory
® Additional memory improves performance and may be required to run
additional applications simultaneously.
B Memory consumption varies based on usage of Microsoft SQL Server.
Administrator requires approximately 375 MB of drive space when installed with
Drive Space the CD image files, 500 MB of drive space in the Temp folder, and additional

space required for data.
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SR Recommended Minimum

Requirements

Super VGA at 32-bit color quality with a resolution of 1024 x 768.
Video

ProSystem fx Engagement does not support large fonts.

Network Environment

Microsoft Client for Microsoft Networks and Microsoft TCP/IP.
Other Software
SQL Server 2012

m SQL Server 2012 Standard
Edition

B SQL Server 2012 Business
Intelligence Edition SQL Server 2008

® SQL Server 2012 Enterprise ® SQL Server 2008 Standard
Edition Edition (32-bit and 64-bit)

® SQL Server 2008 Enterprise
Edition (32-bit and 64-bit)
® SQL Server 2008 R2 Standard ® SQL Server 2008 Express
Edition (32-bit and 64-bit) (32-bit and 64-bit)
® SQL Server 2008 R2 Enterprise
Edition (32-bit and 64-bit)
& SQL Server 2008 R2 Express
sqQL (32-bit and 64-bit)

SQL Server 2008 R2

Notes:

® ProSystem fx Engagement includes installers for SQL Server 2008 R2

Express and SQL Server 2012 Express. If you need to install any of the
following editions of SQL Server, see Appendix A: Installing SQL Server
2008 or 2008 R2 on page 474 and Appendix B: Installing SQL Server 2012
on page 492:

% 64-bit editions of SQL Server

# Standard Editions of SQL Server

% Enterprise Editions of SQL Server

% SQL Server 2008

These sections describe how to set up SQL with Engagement manually.

® Depending on usage, Standard, Business Intelligence, or Enterprise
Edition of Microsoft SQL Server may be necessary.
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SR Recommended Minimum

Requirements

The following items are installed automatically with Engagement:

& Microsoft Jet Database Engine 4.0 with Service Pack 6

Soap Toolkit 3.0

MSXML 4.0, SP 2 parser

SQLXML 3.0, SP 3

Microsoft Visual C++ 2008 Redistributable x86 9.0.30729.17

® Microsoft Visual C++ 2008 Redistributable x86 9.0.30729.4148

The following items are installed automatically with ProSystem fx Engagement:

® SQL 2012 CLR (x86 for both 32 and 64-bit), Admin only

® SQL Server 2012 Management Objects Service Pack 1 (SMO) (x86 for both
32-bit and 64-bit), Admin only

& SQL Native Client 2008 (x86 for 32-bit; x64 for 64-bit)

Data Access
Components

Windows Installer 4.5 is required by SQL Server 2008 Express.
Microsoft .NET Framework 4.0 Full is required by Engagement.
Adobe Reader 9.0, 10.0, or 11.0.

Note: Adobe Reader 10 and 11 are supported, but Engagement workpapers must
be opened with Reader's Protected Mode turned off. For more information, see
Note Regarding Adobe Reader 9, 10 and 11 on page 33.

Web Browser Internet Explorer 8.0 or higher.

Microsoft Mail, Microsoft Exchange,
Internet SMTP/POP3, or other MAPI
compliant messaging software to use
network or Internet email

Other Hardware

Internal or

External DVD Any internal or external DVD compatible drive, if applicable for reading the
drive, if installation media.

applicable

Email None
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Workpaper Management Module

System

. Recommended Minimum
Requirements

32-bit: Pentium 4 processor, 2 GHz
64-bit:

Microprocessor  Multi-core processor ® Pentium 4 processor, 3.2 GHz
(or any multi-core processor)
& AMD Athlon 64, Intel Pentium 4
with Intel EM 64T support

Microsoft Windows 7, SP 1

Microsoft Windows 8, 32-bit and 64-bit B Windows Vista, SP2
Supported
Systems
Note: Windows 8 Pro and Enterprise Editions are supported. Windows 8 Home
Editions are not supported.
32-bit: 2 GB RAM 32-bit: 2 GB RAM
64-bit: 4 GB RAM 64-bit: 4 GB RAM
System Notes:
Memory

® Additional memory improves performance and may be required to run
additional applications simultaneously.

& Memory consumption varies based on usage of Microsoft SQL Server.

Workpaper Management requires approximately 525 MB of drive space, 500 MB
Drive Space of free space for the Temp folder during installation, and additional space
required for data.

Super VGA at 32-bit color quality with a resolution of 1024 x 768.
Note: ProSystem fx Engagement does not support large fonts.

Video
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System
Requirements

Recommended Minimum

Other Software

® Office 365 - Desktop version & QOffice 2007, SP3
& Office 2013
& Office 2010, SP1

Notes:
Microsoft ® Only Professional editions of
Office Microsoft Office are supported.
& Only 32-bit versions are

supported.

& The Microsoft Office 365
Online version is not
supported.

B Microsoft SQL Server 2012

Express Microsoft SQL Server 2008 Express
B Microsoft SQL Server 2008 R2

Express

Note: ProSystem fx Engagement includes installers for SQL Server 2008 R2
Express and SQL Server 2012 Express. If you need to install any of the following

sqQL editions of SQL Server, see Appendix A: Installing SQL Server 2008 or 2008 R2 on
page 474 or Appendix B: Installing SQL Server 2012 on page 492:

B 64-bit editions of SQL Server

® Standard Editions of SQL Server
® Enterprise Editions of SQL Server
& SQL Server 2008

These sections describe how to set up SQL with Engagement manually.

The following items are installed automatically with ProSystem fx Engagement:

& Microsoft Jet Database Engine 4.0 with Service Pack 6
Soap Toolkit 3.0

MSXML 4.0, SP 2 parser

SQLXML 3.0, SP 3

SQLXML 4.0, SP 1 will be installed with Workpaper Management and
Terminal Services Database

B Microsoft Visual C++ 2008 Redistributable x86 9.0.30729.17
B Microsoft Visual C++ 2008 Redistributable x86 9.0.30729.4148

Data Access
Components

The following items are installed automatically with ProSystem fx Engagement:

& SQL 2012 CLR (x86 for both 32 and 64-bit), Admin only
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SR Recommended Minimum

Requirements

& SQL Server 2012 Management Objects (SMO) (x86 for both 32-bit and
64-bit), Admin only

B SQL Native Client 2008 (x86 for 32-bit; x64 for 64-bit)

Windows Installer 4.5 is required by SQL Server 2008 Express.

Microsoft .NET Framework 4.0 is required by Workpaper Management and
Knowledge Coach.

If Office 2013 is installed, the following items are installed automatically:

® Visual Studio Tools for the Office System 4.0 Runtime
& Visual Studio Tools for the Office System 3.0 Runtime
® Visual Studio Tools for the Office System 3.0 Runtime, SP 1
® Visual Studio 2005 Tools for Office Second Edition Runtime

If Office 2010 is installed, the following items are installed automatically:

B Microsoft Office 2010 Primary Interop Assemblies (PIA)
Visual Studio Tools for the Office System 4.0 Runtime

® Visual Studio Tools for the Office System 3.0 Runtime

& Visual Studio Tools for the Office System 3.0 Runtime, SP 1
® Visual Studio 2005 Tools for Office Second Edition Runtime

If Office 2007 is installed, the following items are installed automatically:

Microsoft Office 2007 Primary Interop Assemblies (PIA)

& Visual Studio Tools for the Office System 4.0 Runtime

® Visual Studio Tools for the Office System 3.0 Runtime

B Visual Studio Tools for the Office System 3.0 Runtime, SP 1
® Visual Studio 2005 Tools for Office Second Edition Runtime

Visual Studio Tools for Office (VSTO) is required for Knowledge Coach.
Adobe Reader 9.0, 10.0, or 11.0.
Note: Adobe Reader 10 and 11 are supported, but Engagement workpapers must

be opened with Reader's Protected Mode turned off. For more information, see
Note Regarding Adobe Reader 9, 10 and 11 on page 33.

Web Browser Internet Explorer 8.0 or higher.

Microsoft Mail, Microsoft Exchange,
Internet SMTP/POP3, or other MAPI
compliant messaging software to use
network or Internet email

Email None

Chapter 2: Installation « 29



AL
Requirements

Recommended Minimum

Other Hardware

Internal or

External DVD Any internal or external DVD compatible drive, if applicable for reading the
drive, if installation media.

applicable

Terminal Services Client Module

SPREL Recommended Minimum

Requirements

Number of Peak

Users Varies based on hardware; maximum is 20 users per server.

Processor 64-bit multi-core processor

B Microsoft Windows Server 2008
(64-bit)

B Microsoft Windows Server 2008  Microsoft Windows Server 2003,
R2, SP2 SP2

B Microsoft Windows Server 2012
R2

Supported Important!
Operating Systems ) ) ) )
® Microsoft Small Business Server, Windows Server Essentials, and

Windows Server Foundation are not supported.

B |nstalling Engagement on a server that is also a Domain Controller is
not supported.

B |nstalling Engagement on a server that is also the firm's Exchange
Server is not supported.

® Linux is supported for workpaper storage only.

8 GB RAM or more

Memory Note: Memory consumption varies based on usage. More memory may be
necessary for improved performance.
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SYAET Recommended Minimum

Requirements

& Office 365 - Desktop version ® Office 2007, SP3
& Office 2013
& Office 2010, SP1

Notes:

Microsoft Office L] Oply Professignal editions of
Microsoft Office are supported.
® Only 32-bit versions are
supported.
® The Microsoft Office 365
Online version is not
supported.

Citrix Presentation Server 4.5
Citrix XenApp 6.5 Feature Pack 2

Citrix

Terminal Services Database Module

SUEEE Recommended Minimum

Requirements

Processor 64-bit multi-core processor

B Microsoft Windows Server
2008 (64-bit)

— .
B Microsoft Windows Server IIEERITE ITREE EEr

2008 R2, SP2 2003, SP2
& Windows Server 2012 R2
Supported Important!
Operating Systems B Microsoft Small Business Server, Windows Server Essentials, and

Windows Server Foundation are not supported.

B |nstalling Engagement on a server that is also a Domain Controller is
not supported.

B |nstalling Engagement on a server that is also the firm's Exchange
Server is not supported.

® |inux is supported for workpaper storage only.

4 GB RAM or more

Memory Note: Memory consumption varies based on usage. More memory may be
necessary for improved performance.
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SR Recommended Minimum

Requirements

B Microsoft SQL Server 2012

Express
B Microsoft SQL Server 2012 .
(Standard or Enterprise) B Microsoft SQL Server 2008 R2
SQL Express

B Microsoft SQL Server 2008

R2 (Standard or Enterprise) ® Microsoft SQL Server 2008

(Standard, Enterprise, or
Express)

Additional Requirements for Knowledge Coach

S)(stem Recommended Minimum
Requirements
& Windows 8.1
& Windows 8, (32-bit and 64-bit)

® Windows 7, SP1, (Professional, Enterprise, and Ultimate: 32-bit and
64-bit)
Supported ® Windows Vista, SP2 (32-bit and 64-bit)
‘S)P‘irat‘“g ® Windows Server 2008, SP2 (32-bit and 64-bit)
ystems ® Windows Server 2012, 64-bit
® Windows Server 2012 R2
Important! Windows 8 Pro and Enterprise Editions are supported. Windows 8
Home Editions are not supported.
Office 2007, SP3; Office 2010, SP1; Office 2013; or Office 365 - Desktop Version
Microsoft Notes:
Office

® Only Professional editions of Microsoft Office are supported.
B The Microsoft Office 365 Online version is not supported.
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SR Recommended Minimum

Requirements

B Microsoft SQL Server 2012
Express Microsoft SQL Server 2008 Express

B Microsoft SQL Server 2008 R2
Express

Notes:

& SQL Server 2008 Express has a database limitation with the number of KC
titles; therefore, SQL Server 2008 R2 or SQL Server 2012 is
recommended.

®  ProSystem fx Engagement includes installers for SQL Server 2008 R2
Express and SQL Server 2012 Express. If you need to install any of the
following editions of SQL Server, see Appendix A: Installing SQL Server
2008 or 2008 R2 on page 474 or Appendix B: Installing SQL Server 2012
on page 492:

SQL

64-bit editions of SQL Server

Standard Editions of SQL Server

Enterprise Editions of SQL Server

SQL Server 2008

These sections describe how to set up SQL with Engagement manually.

L B

Other Visual Studio Tools for Office (VSTO)
Software Microsoft .NET Framework 4.0

Note Regarding Adobe Reader 9, 10 and 11
ProSystem fx Engagement 7.1 supports Adobe Reader 9, 10 and 11.

By default, Adobe Reader 10 and 11 open with "Protected Mode" turned on. When a PDF is opened
in Reader 10 or 11 from within ProSystem fx Engagement, Engagement detects if Protected Mode
is turned on. If so, you are asked whether Engagement should turn off Protected Mode.

® |f you choose Yes, Protected Mode is turned off and the workpaper is opened, allowing you
to use ProSystem fx Engagement functionality such as tickmark definitions, workpaper notes
and workpaper references.

& |f you choose No, the workpaper will open, but all ProSystem fx Engagement functionality
will be disabled.

To set Adobe 10 or 11 to always open with Protected Mode turned off, do the following:

1. Open Adobe Reader 10 or 11.
2. Select Edit/Preferences/General.
3. Clear the Enable Protected Mode at startup option.
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4. Click OK.
5. Restart Adobe Reader 10 or 11.

Installation Considerations

We recommend that you update your video card driver to the latest driver available and install
Microsoft Direct X 9.x or higher.

Deployment Planning

Before installing ProSystem fx Engagement, it is important to understand how to properly set up
and maintain the environment. The ProSystem fx Engagement Deployment Planning Guide,
located in the Documents folder of the installation DVD (Install Media), helps administrators and
managers identify the key factors that influence the performance, reliability, and functionality of
the ProSystem fx Engagement application. The Deployment Planning Guide can help you make key
decisions regarding your necessary hardware capacity, data distribution, Terminal Services,

SQL servers, and other issues.

Compressed Drives and/or Partitions

ProSystem fx Engagement does not support the storage of workpapers or databases on compressed
drives, volumes, or partitions. ProSystem fx Engagement uses SQL Server databases, and Microsoft
has determined that having SQL Server databases on compressed volumes may cause performance
and database recovery issues. Additionally, storing Engagement databases and/or workpapers on
compressed volumes may cause installation failures, synchronization issues and data loss.

For Workpaper Management and/or Admin Module/Workpaper Management installations, the
ProSystem fx Engagement 7.1 installer will now automatically decompress any compressed files
found in Admin\Data, WM\Data, TB\Data, or Knowledge Coach\Data folders at the beginning of the
upgrade process.

Note: The automatic decompression of compressed files only occurs if there is enough space
on the drive to allow for decompression, which is typically a minimum of 100 MB.

Alternatively, any compressed files in a user-specified bin location at the time of upgrade, which
are not in the locations previously mentioned, will also be checked. A log file will be written to
X:\Pfx Engagement\Common\PfxEngCompressedFiles.log (where X represents the drive where
Engagement is installed) listing the name and size of any compressed files found. For all other
installs, such as TSDatabase or stand-alone Admin), a log will be written to
PfxEngCompressedFiles.log naming any compressed files found. Due to potential size and time
constraints, these files will need to be manually decompressed using the ProSystem fx Engagement
Detect Compressed Database Utility.

In addition, the ProSystem fx Engagement SQL 2008 R2 Instance Installer or ProSystem fx
Engagement SQL 2012 Instance Installer will perform the same decompression process described
above when updating from SQL 2005 or SQL 2008.

For new installations of Engagement, please refer to the ProSystem fx Engagement Detect
Compressed Database Utility to identify compressed database files prior to installation.
Additionally the utility will detect a Microsoft SQL Server start-up parameter that will prevent the
SQL upgrade. This utility is located in the Utilities folder on the ProSystem fx Engagement
installation DVD (Install Media).
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For more information on compressed drives, please see the following Microsoft Knowledge Base
article ID 231347:

http://support.microsoft.com/kb/231347/en-us.

Technical Considerations

For in-depth networking instructions and technical considerations, please see the following
appendices:

& Appendix D: Technical Considerations on page 508
® Appendix E: ProSystem fx Engagement Configuration Utility on page 516

These appendices cover the following network issues:

& Windows and Linux servers

LAN, WAN, and VPN topologies

Port configuration

Information on SQL services and memory usage
Communication across networks and subnets

Static versus dynamic IP addresses on office servers

These appendices also address the following topics in detail:

B ProSystem fx Engagement allows users to store their workpapers on a different server than
where the binder database is located (Office Server). In these cases, the ProSystem fx
Engagement Synchronization service needs to be configured to run under an account with
rights to the location where the workpapers are being stored. The workpapers can reside on a
non-Windows server. For more information, see Appendix C: Installing Engagement with
Active Directory on page 504.

B Time synchronization plays an important part in ProSystem fx Engagement. All servers and
workstations running Engagement (in the office and in the field) should maintain time clock
synchronization to ensure that you do not lose data and to ensure that the latest changes to
data and server are properly synchronized. For more information, see Time Synchronization
on page 513.

® Changing workstation or server names is not supported after ProSystem fx Engagement has
been installed. This is due to the installation of SQL. See Appendix D: Technical
Considerations on page 508.

For additional information or for the latest update on any of these items, please contact
ProSystem fx Technical Support at 1-800-739-9998.
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ProSystem fx Engagement Administrator Considerations

The ProSystem fx Engagement Administrator module should be installed and configured on a
Windows server or a dedicated computer with a Windows operating system, as noted above. If you
plan to maintain multiple office servers, the Administrator module should be installed and
configured on a Windows server or a dedicated computer for each office. For more information on
office servers, please refer to Setting up the Administrator Environment on page 75.

Administrator must be installed to a location accessible by all computers running ProSystem fx
Engagement Workpaper Management. Administrator installation must be performed at the console
of the Windows server or the dedicated computer. It cannot be installed by pushing the install
from another computer to the Windows server or dedicated computer.

The ProSystem fx Engagement Deployment Planning Guide, located in the Documents folder of
the installation DVD (Install Media), helps administrators and managers identify the key factors
that influence the performance, reliability, and functionality of the ProSystem fx Engagement
application.

The Administrator Workstation setup allows you to remotely access the Administrator module. The
Administrator Workstation can be installed to any workstation that needs to remotely access the
Administrator module.

Notes:

& Engagement Administrator should not be installed on every computer in your firm.
® Administrative rights are required to install the application to the local machine.

I Important! Installing Engagement Administrator on a domain controller, Microsoft Small
Business Server, Windows Server Essentials, Windows Server Foundation, or Exchange Server
are not supported.

Knowledge Coach Considerations

If Knowledge Coach is licensed, it should be installed on any computer where Workpaper
Management or Terminal Services Client is installed and the Knowledge Coach features are
desired.

1 Important! Microsoft Office 2007 or higher must be installed prior to installing Knowledge
Coach.

Pre-Installation Checklist
Before beginning the installation, verify that all of the following tasks are completed:

® |f you are upgrading to ProSystem fx Engagement 7.1 from a prior version, do the following:

¥ Back up the central databases. Perform a full back up of all central admin and bin
databases prior to upgrading. For detailed instructions on using the backup restore
utility, see Appendix F: Database Backup and Restore on page 524.
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¥ Back up the workpapers. Back up all workpapers before upgrading. To ensure that
this backup contains the latest versions of all files, users should synchronize all binders
to the Central File Room prior to the backup.

Note: The Database Backup and Restore utility does not back-up the workpapers.
You will need to use your own, third party, utility to back up your workpapers.

¥ Back up templates. Back up all centrally located templates prior to upgrading to
allow for a full rollback if necessary.

¥ Upgrade the main office server. We recommend that you upgrade the main office
server first, then upgrade the workstations in order of priority to begin using the
software.

1 Important! All machines running Engagement in a network environment must be
upgraded to version 7.1 in order for users to access the software. It is not possible to
run different versions of Engagement within the same office.

Close Microsoft Word, Excel, and Outlook.
We strongly recommend that you close any additional programs.
Disable virus-checking programs.

If you are installing on a computer that currently has another application using SQL, stop
that instance.

Note: Do not stop instances of SQL Server (PROFXENGAGEMENT).

When installing ProSystem fx Engagement for the first time to a server that is running
Microsoft SQL Server 2008, SQL Server 2008 R2, or SQL Server 2012, Enterprise or Standard
Edition, we recommend that you use the SQL Server 2008, SQL Server 2008 R2, or SQL Server
2012 Enterprise or Standard Edition instead of SQL Express 2008. This allows ProSystem fx
Engagement to run optimally.

I Important! This is only necessary if you are performing a new installation. If you are
upgrading from a prior version of Engagement to 7.0, this step will not be necessary
since SQL is already installed.

If you use the Standard or Enterprise Editions, you must do the following:

¥ Configure a named instance of SQL Server for ProSystem fx Engagement prior to
installation. See Appendix A: Installing SQL Server 2008 or 2008 R2 on page 474, or
Appendix B: Installing SQL Server 2012 on page 492.

¥ Have appropriate licensing on the SQL server.

Ensure that the operating system, Microsoft Internet Explorer, and Microsoft Office are all
installed with the required service packs. See Engagement 7.1 Requirements on page 23 for
details.

If you are installing Knowledge Coach, ensure that Microsoft Office 2007 or higher is
installed.

Chapter 2: Installation « 37



Installation Instructions

This section provides standard procedures for installing or upgrading the Engagement
Administrator module and Workpaper Management module. It also includes instructions for

installing Knowledge Coach.

Note to Citrix Users: If you are installing to a Citrix or Windows Terminal Server
environment, refer to Terminal Services Installation on page 46.

Warning! Publishing installation Group Policy Objects through Active Directory is not
recommended due to possible conflicts among versions (for example, Canadian CCH
Engagement Administrator and United States Engagement Workpaper Management on the same

workstation).

Installing Engagement for the First Time
To install ProSystem fx Engagement for the first time, do the following:

1. Complete all tasks in Pre-Installation Checklist on page 36.

Note: Administrative rights are required to install the application to the local machine.

2. Insert the Engagement DVD. If you are installing directly from the downloaded install files,
then please follow the instructions provided on that Web site. If autorun is enabled, the
ProSystem fx Engagement Installation screen displays. If autorun is not enabled, select
Start/Run. In the Open field, enter X:\launchscreen.exe, where X represents your DVD

drive letter, and click OK.
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ProSystem fx Engagement Installation

Welcome to the ProSystem fx Engagement Installation

An instance of 20l must be installed prior to installing Engagement. Alternately, you may choose to
upgrade your current version of S0OL. Click on a help link below for guidance with installation.

SOL Express 2008 R2 5P2

If not already installed, install the desired release of SOL Express prior to installing Engagement

SQL Express 2012 5P

If not already installed, install the desired release of SOL Express prior to installing Engagement

‘y ry

X
v/

Engagement
Install Prosystem fx Engagement

Engagement with Knowledge Coach
Install Prosystem fx Engagement with Enowledge Coach

Installation Guide

“Wieww the Installation Guide for guidance on installing ProSystem fx Engagement

Technical Support Web Site
Browse the Technical SupportWeb site for more help with ProSystern fx Engagement

@ HJd @

Browse Install Media
.
9@ Browese the ProSystem fx Engagement install media

i:_-:i Wolters Kluwer

CCH

The following options are available from the launch screen:

# SQL Express 2008 R2 SP2. Installs the Engagement SQL database instance using SQL
Express 2008 R2. This option should be selected only if an Engagement SQL database
instance does not already exist and you want to install the 2008 R2 release of SQL
Express.

# SQL Express 2012 SP1. Installs the Engagement SQL database instance using SQL
Express 2012. This option should be selected only if an Engagement SQL database
instance does not already exist and you want to install the 2012 release of SQL
Express.

¥ Engagement. Installs Engagement. Select this option if you want to install
Engagement without also installing Knowledge Coach.

¥ Engagement with Knowledge Coach. Installs Engagement and Knowledge Coach.

¥ Installation Guide. Opens the ProSystem fx Engagement Installation Guide PDF.

¥ Technical Support Web Site. Launches the ProSystem fx Engagement Support Web
site.

# Browse Install Media. Displays the contents of the install media in Windows Explorer.

|
|/ Notes:

= When launching the installation from the contents of the install media, it is
imperative that PfxEngSetup.exe is selected with Windows Vista, Windows 7,
Windows 8, Windows 8.1, and Server 2008. PfxEngSetup.exe provides elevated
privileges for installations on these operating systems.
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= You need Adobe Reader to view the Installation Guide or Release Bulletin. You
also need Adobe Reader to view the ProSystem fx Engagement User Guide via
Help/User Guide. Click Yes to continue installing ProSystem fx Engagement
without Adobe Reader. Click No to cancel the installation and install a
supported version of Adobe Reader. Adobe Reader 11.0 is included on the
Engagement Installation Disk.

= The Install ProSystem fx Engagement launch screen uses an .ini file to
customize which buttons are displayed. To remove a button from the launch
screen, edit the "product.ini” file, which is located at the root of the
installation disc. Remove any section from the product.ini file to remove the
corresponding button from the launch screen.

If an Engagement SQL Instance already exists on the computer, skip to step 7.

If an Engagement SQL Instance does not already exist on the computer, click Install SQL
Express 2008 R2 or Install SQL Express 2012 on the launch screen. The Welcome screen
displays.

Note: Choose only one of the installers. You do not need to install SQL Express 2008 R2
and SQL Express 2012.

Click Next. The Ready to Install the Program page displays.

Click Install. The Installing ProSystem fx SQL Instance Installer dialog displays. When the
installation is complete, the InstallShield Wizard Completed dialog displays.

Click Finish. The Install ProSystem fx Engagement launch screen displays.

Click Install Engagement to install Engagement without Knowledge Coach. Click Install
Engagement with Knowledge Coach to install both Engagement and Knowledge Coach. The
Welcome screen displays.

Click Next. The License Agreement dialog displays.

Read the license agreement. If you agree to the terms, select | accept the terms in the
license agreement and click Next.
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10. Click Next. The Custom Setup page displays.

i ProSystem fx Engagement - InstallShield Wizard

Custom Setup

Select the program features boinskall,

Click. on an icon in the list belove to change how a Feature is installed.

Feature Descripkion
Installs ProSystem Fx

Wit kpaper Management

= AEHinisErakor Engagement Workpaper
¥ - | Administrakar Workskakion Management.
+ ¥ - | Terminal Services Clienk
¥ - | Terminal Services Database
¥ - | Tukarial This Feature requires 133ME an

vour hard drive, Ithas 1 of 3
subfeatures selected, The
subfeatures require OKE on waur
hard drive.

Installation Path:

C:1Pfx Engagement),

[ Help ] [ = Back ][ Mext = ] [ Cancel ]

11. Select the module or modules to install. Click the appropriate icon and select This feature
will be installed on local hard drive to install the module or This feature, and all
subfeatures, will be installed on local hard drive to install the module and all subfeatures
(for example, Engagement CD Image for Administrator, or Templates and Sample Binder for
Workpaper Management).

¥ Workpaper Management. Workpaper Management should be installed on computers
that will be accessed by Engagement staff members.

E Note: If you would like to change the installation path, click the Browse button
and navigate to the desired location.

E Note Regarding Knowledge Coach: If the Install Engagement with Knowledge
Coach button was selected on the Launch screen, Knowledge Coach will be
selected by default. However, if an unsupported version of Microsoft Office is
detected, the option to install Knowledge Coach will not be displayed. Microsoft
Office 2007 or higher is required to install ProSystem fx Engagement Knowledge
Coach.

¥ Administrator. The Administrator module should be installed on a dedicated computer
that is designated as the main office server. Computers with the Workpaper
Management module installed need access to this main office server computer.
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Notes:

= |f you plan to create a secondary office server or servers, install the
ProSystem fx Engagement Administrator module on a separate dedicated
computer. When more than one office server exists, workstations with
Workpaper Management installed do not necessarily need a network connection
to both office servers. Some can connect to the main office server while others
connect to a secondary office server.

= |t is not mandatory to have a network connection between the main and
secondary office servers. Data can be passed between the two using Create and
Receive Admin Packages. For more information, see Creating an Admin
Package on page 78 and Receiving an Admin Package on page 79.

¥ Administrator Workstation. The Administrator Workstation setup allows you to
access the Administrator module remotely.

12. If you selected Administrator in step 12 (with or without Workpaper Management) the
Administrator Bin Database Path dialog displays. The system creates the database in the
default folder on your local computer unless you click Browse and specify a different
location.

13. Click Next. The Ready to Install dialog displays.
Notes:

¥ If you attempt to install conflicting applications, such as Administrator and
Administrator Workstation, InstallShield displays a conflict message specifying the
conflicting applications. Click Back to make the necessary changes.

¥ If your system does not meet the requirements for the application you are installing,
InstallShield displays a message listing the missing components. Click Cancel to install
the necessary components. Click Back to install a different application. For detailed
information about the new bin structure of the Engagement database, see Managing
Bins on page 109.

14. Click Install. InstallShield displays the progress screen as the necessary programs and
features are installed.

15. If you are installing Administrator, read the information on the Backup Information dialog
and select | have read the above warning, then click Next. The InstallShield Wizard
Completed dialog displays.

16. Click Finish, then complete any applicable tasks in the Post-Installation Checklist on page
44,

Upgrading an Existing Version of Engagement to Engagement 7.1

To upgrade a previous Engagement version to Engagement 7.1, do the following:

Note: Upgrades are supported for Engagement versions 6.5 and higher.

1. Complete all tasks in the Pre-Installation Checklist on page 36.

2. Insert the Engagement DVD. If you are installing directly from the downloaded install files,
then please follow the instructions provided on that Web site.
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10.

11.

If Autorun is enabled, the Install ProSystem fx Engagement screen displays.

If Autorun is not enabled, the Run dialog displays. In the Open field, enter X:\ProSystem fx
Engagement.exe, where X represents your DVD drive letter, and click OK. The Install
ProSystem fx Engagement screen displays.

Notes:

¥ When upgrading, you do not need to install SQL Server 2008 R2 if you already have
SQL Server 2008 Express or higher installed because Engagement is already installed
and the Engagement SQL database instance should already exist.

¥ The Install ProSystem fx Engagement launch screen uses an .ini file to customize
which buttons are displayed. To remove a button from the launch screen, edit the
"product.ini” file, which is located at the root of the installation disc. Remove any
section from the product.ini file to remove the corresponding button from the launch
screen.

Click Install Engagement to upgrade the currently installed features for the Engagement
installation. If the currently installed features include additional features such as Knowledge
Coach, these features will be upgraded. This will not give the option to install additional
features.

Click Install Engagement with Knowledge Coach to add the Knowledge Coach feature to an
installation that does not already have Knowledge Coach installed, or to upgrade an existing
installation of Knowledge Coach. If you want Knowledge Coach but are unsure if it is
currently installed, select this button. The Welcome screen displays.

Click Next. The License Agreement dialog displays.

Read the license agreement. If you agree to the terms, select | accept the terms in the
license agreement and click Next.

Click Next. The Upgrade to ProSystem fx Engagement 7.1 page displays.

If you have read the warning message and have created a backup then select that option and
click Next. The Ready to Install dialog displays.

Note: If your system does not meet the requirements for the application you are
installing, InstallShield displays a message listing the missing components. Click Cancel
to install the necessary components. Click Back to install a different application. For
detailed information about the new bin structure of the Engagement database, see
Managing Bins on page 109.

Click Install. InstallShield displays the Progress screen as the necessary programs and
features are upgraded.

If Administrator is being upgraded, read the information on the Backup Information dialog,
select | have read the above warning, and then click Next. The InstallShield Wizard
Completed dialog displays.

Click Finish, then complete any applicable tasks in the Post-Installation Checklist on page
44,
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Post-Installation Checklist

After completing the installation, you should perform the following tasks, as applicable:

® |f you have upgraded to ProSystem fx Engagement 7.1 from a prior version, perform a full
back up of all central admin and bin databases after installation. For detailed instructions on
using the backup restore utility, see Appendix F: Database Backup and Restore on page 524.

B Verify that all administrative users have full access to the Admin Share folder on the office
server. This folder, which is created during the installation, is shared by default, but the
network administrator needs to ensure that all Engagement administrative users have full
rights to that location. For additional information, see Appendix D: Technical Considerations
on page 508.

B The installation process sets the Engagement folder permissions automatically. These rights
are needed for Engagement to function optimally. The installation gives the “Users” group
all rights except Full Control. These rights are inherited by all child objects so that all
folders and subfolders within Engagement receive these same rights. For additional
information, see Appendix D: Technical Considerations on page 508.

Altering a Current Install of Engagement

ProSystem fx Engagement Program Maintenance allows you to modify, repair, or remove the
current installation.

Modifying a Current Install

To add new program features or remove currently installed features, do the following:

1. Close all programs on your computer.

2. Select Add or Remove Programs (or Programs and Features in Windows 8.1, Windows 8,
Windows 7, Windows Vista, Windows Server 2008, Windows Server 2012, and Windows Server
2012 R2) from your computer's Control Panel.

Note: Some modifications will require elevated privileges. For best results, use the
executable on the DVD (Install Media) or ProSystem fx Engagement image.

3. Select ProSystem fx Engagement from the list and click Change to open the Welcome
dialog.
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4. Click Next to display the Program Maintenance dialog.

i ProSystem fx Engagement - InstallShield Wizard @
Program Maintenance
Madify, repair, or remove the program,

@ Change which program Features are installed, This option displawys the

Custom Setup page in which you can change the way features are
inskalled,

() Repair

Repair installakion errors in the program, This opkion fixes missing ar
corrupt files, shortcuks, and registry entries,

C)Remove

@ Remove Pro3ystem Fx Engagement From wour compuker,
-l

l < Back “ Mext = l [ Zancel ]

5. Select Modify and then click Next. The Custom Setup dialog displays.

6. Select applications to install and deselect applications to remove. Click the plus sign (+),
where available, to select individual options to install or remove. The Custom Setup dialog
displays the amount of space required for installation.

7. Click Next to display the Ready to Modify dialog.

8. Click Install to begin the update process. The InstallShield Wizard Completed dialog displays
when the process is finished.

9. Click Finish to exit the installation.

Repairing a Current Install

To repair program features from a previous installation, do the following:

1. Close all programs on your computer.

2. Select Add or Remove Programs (or Programs and Features in Windows 8.1, Windows 8,
Windows 7, Windows Vista, Windows Server 2008, Windows Server 2012, and Windows Server
2012 R2) from your computer's Control Panel.

Note: Some repairs will require elevated privileges. For best results, use the executable
on the DVD (Install Media) or ProSystem fx Engagement image.

3. Select ProSystem fx Engagement from the list and click Change to open the Welcome
dialog.
Click Next. The Program Maintenance dialog displays.

5. Select Repair and then click Next. The Ready to Repair dialog displays.

6. Click Install. The Installing ProSystem fx Engagement status bar displays while InstallShield
repairs the installation(s). Once the repair process is finished, the InstallShield Wizard
Completed dialog displays.

7. Click Finish.
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Removing ProSystem fx Engagement
To remove all installed features, do the following:

1. Close all programs on your computer.

2. Select Add or Remove Programs (or Programs and Features in Windows 8.1, Windows 8,
Windows 7, Windows Vista, Windows Server 2008, Windows Server 2012, and Windows Server
2012 R2) from your computer’s Control Panel.

3. Select ProSystem fx Engagement from the list and click Remove to display the Welcome
dialog.

4. Click Yes on the confirmation dialog. Windows removes all ProSystem fx Engagement
applications.

Knowledge Coach Content

For instructions on downloading and installing Knowledge Coach content, please refer to the
Knowledge Coach User Guide found on the Engagement Help menu.

Terminal Services Installation

The installation of Engagement can vary based on the Terminal Services and Citrix software setup.
For this reason, we strongly suggest that you consult with your network administrator prior to
installing Engagement.

For detailed information on setting up Terminal Services, see the ProSystem fx Engagement
Deployment Planning Guide in the Documents folder of the installation DVD (Install Media). We
also advise contacting Technical Support prior to installation to address any questions you may
encounter with the installation.

1 Important!

B The Terminal Services Database and Terminal Services Client should not be installed on the
same computer.

& The following instructions outline the preferred steps for installing ProSystem fx Engagement
Terminal Services Client; however, your configuration may require additional or alternate
steps. For additional assistance, please contact Technical Support at 1-800-739-9998.

& |nstalling Terminal Services on a domain controller, Microsoft Small Business Server,
Windows Server Essentials, Windows Server Foundation, or Exchange Server are not
supported.

The following section contains instructions for installing the ProSystem fx Engagement Terminal
Services Client (Workpaper Management for Terminal Services), ProSystem fx Engagement
Terminal Services Database, and ProSystem fx Engagement Administrator Workstation.
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Terminal Services Database Installation

This section provides installation instructions for ProSystem fx Engagement Terminal Services
Database on a Windows Terminal Services enabled server.

Keep the following in mind when installing Terminal Services Database:

B The Terminal Services Database should be installed to a static location that is accessible for
all of the load balanced servers. This location should be a dedicated Windows 2003 or 2008
server with enough space to store data being created in the Terminal Services Client module.

® The recommended location is the main office server where the ProSystem fx Engagement
Administrator is installed. The Terminal Services Database installation must be performed at
the server console of the computer it is to reside on.

® For robust environments (for example, more than 40 users), SQL Standard Edition or
SQL Enterprise Edition are recommended. For more information on choosing a SQL server,
see the ProSystem fx Engagement Deployment Planning Guide, located in the Documents
folder of your installation DVD (Install Media).

To install Terminal Services Database, do the following:

1. Complete all tasks in the Pre-Installation Checklist on page 36.

2. Insert the ProSystem fx Engagement DVD. If you are installing directly from the downloaded
install files, then please follow the instructions provided on that Web site.

3. Open Control Panel and select Add/Remove Programs\Add New Programs on Server 2003
or Programs and Features on Server 2008 and 2012.

4. Browse to the DVD and then click Next. The Install Program from Floppy Disk or CD-ROM
dialog displays.

5. Click Next. The Run Installation Program dialog displays.
If an Engagement SQL Instance is already installed, skip to step 15.
If an Engagement SQL Instance is not already installed, do one of the following:

¥ Install Microsoft SQL Server 2008 or 2012 Standard or Enterprise edition as explained in
Appendix A: Installing SQL Server 2008 or 2008 R2 on page 474 and Appendix B:
Installing SQL Server 2012 on page 492 and then skip to step 15.

¥ Install Microsoft SQL Express 2008 or Microsoft SQL Express 2012, which are included
on the Engagement disc. To install SQL Express 2008 or 2012 continue to step 8.

Note: For optimal performance, we recommend you install Microsoft SQL Server 2008
R2 or 2012, either the Standard, Business Intelligence, or Enterprise edition. For more
information and guidance on choosing a SQL edition, see the ProSystem fx Engagement
Deployment Guide in the Documents folder of your installation DVD (Install Media).

7. Click Browse and locate either the ProSystem fx SQL 2008 R2 Instance Installer.msi or
ProSystem fx SQL 2012 Instance Installer.msi (Windows 8.1, Windows 8, Windows 7, Vista,
Server 2008, Server 2012, or Windows Server 2012 R2 users locate ProSystem fx SQL 2008
R2 Instance Installer.exe or ProSystem fx SQL 2012 Instance Installer.exe).

Note: Choose only one of the installers. You do not need to install both ProSystem fx
SQL 2008 and ProSystem fx SQL 2012.

8. Click Finish. The SQL 2008 R2 or SQL 2012 Instance Installer wizard displays.
9. Click Next. The Ready to Install the Program page displays.
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10. Click Install. Several status screens display as the SQL Instance is installed.

11. Click Finish.

12. Click CD or Floppy, and then click Next. The Install Program from Floppy Disk or CD-ROM
dialog displays.

13. Click Next. The Run Installation Program dialog displays.

14. Click Browse and locate the PfxEngSetup.exe file.

15. Click Finish. The Welcome dialog displays.

Note: You need Adobe Reader to view the Installation Guide or Release Bulletin. You
also need Adobe Reader to view the ProSystem fx Engagement User Guide via
Help/User Guide. Click Yes to continue installing ProSystem fx Engagement without
Adobe Reader. Click No to cancel the installation and install a supported version of
Adobe Reader. Adobe Reader 11.0 is included on the Engagement Installation Disk.

16. Click Next. The License Agreement dialog displays.

17. Read the license agreement. If you agree to the terms, select | accept the terms in the
license agreement and click Next.

18. Click Next. The Custom Setup dialog displays.

19. Select Terminal Services Database. Click the plus sign (+) to select or deselect subfeatures
to install, or choose This feature, and all subfeatures, will be installed on local hard drive.
Deselect Workpaper Management, which is selected by default.

20. Click Next. The Ready to Install screen displays.
Notes:

* If you attempt to install conflicting applications, InstallShield displays a message
specifying the conflicting applications. Click Back to make the necessary changes.

¥ If your system does not meet the requirements for the application you are installing,
InstallShield displays the Requirements dialog, listing the necessary components. Click
Cancel to install the necessary components, or click Back to change the application
to install.

21. Click Install. The Installing ProSystem fx Engagement status bar displays as InstallShield
completes the installation. The InstallShield Wizard Completed dialog displays.

22. Click Finish, then complete any applicable tasks in the Post-Installation Checklist on page
44,

Terminal Services Client Installation

This section provides installation instructions for ProSystem fx Engagement Terminal Services
Client on a Windows Terminal Services enabled server.

1. Complete all tasks in the Pre-Installation Checklist on page 36.
Determine that no one is accessing the Terminal Services server.

3. Insert the ProSystem fx Engagement DVD. If you are installing directly from the downloaded
install files, then please follow the instructions provided on that Web site.

4. Open Control Panel and select Add/Remove Programs\Add New Programs on Server 2003
or Programs and Features on Server 2008 and 2012.
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5. Browse to the DVD, and then click Next. The Install Program from Floppy Disk or CD-ROM
dialog displays.

6. Click Next. The Run Installation Program dialog displays.

7. Click Browse and locate the PfxEngSetup.exe file.

8. Click Finish. The Welcome dialog displays.

Note: You need Adobe Reader to view the Installation Guide or Release Bulletin. You
also need Adobe Reader to view the ProSystem fx Engagement User Guide via
Help/User Guide. Click Yes to continue installing ProSystem fx Engagement without
Adobe Reader. Click No to cancel the installation and install a supported version of
Adobe Reader. Adobe Reader 11.0 is included on the Engagement Installation Disk.

9. Click Next. The License Agreement dialog displays.

10. Read the license agreement. If you agree to the terms, select | accept the terms in the
license agreement and click Next.

11. Click Next. The Custom Setup dialog displays.

12. Select the program feature to install: Terminal Services Client or Administrator Workstation.
Click the plus sign (+) to select or deselect subfeatures to install, or choose This feature,
and all subfeatures, will be installed on local hard drive. Deselect Workpaper Management,
which is selected by default.

Note Regarding Knowledge Coach: If an unsupported version of Microsoft Office is
detected, the option to install ProSystem fx Knowledge Coach will not be displayed.
Microsoft Office 2007 or higher is required to install ProSystem fx Knowledge Coach.

13. Click Next to display the Terminal Services Database Location dialog. Enter the name of the
server where the database is installed.

14. Click Next. The Ready to Install screen displays.
Notes:

# If you attempt to install conflicting applications, InstallShield displays a message
specifying the conflicting applications. Click Back to make the necessary changes.

¥ If your system does not meet the requirements for the application you are installing,
InstallShield displays the Requirements dialog, listing the necessary components. Click
Cancel to install the necessary components, or click Back to change the application
to install.

15. Click Install. The Installing ProSystem fx Engagement status bar displays as InstallShield
completes the installation. The InstallShield Wizard Completed dialog displays.

16. Click Finish, then complete any applicable tasks in the Post-Installation Checklist on page
44,

Using the ProSystem fx Engagement Administrator

A From the Windows Start menu, select the program group where you installed the ProSystem fx
E’él Engagement Administrator. Select ProSystem fx Engagement Administrator, or double-click the
Administrator icon on your desktop. The ProSystem fx Engagement Admin Login dialog displays.
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Initial Login to the Engagement Administrator

Only staff assigned to the Administrator Staff Group can log in to the Administrator. The program
provides one default staff member in the Administrator Staff Group. You can modify the password
and staff information for the default user, but you cannot change the Login Name or delete this
staff member. There is no limit to the number of licensed staff you can assign as administrators.

Note: If you want other workstations to access the Administrator module, install Administrator
Workstation to those workstations. See Installation Instructions on page 38.

The first time you log in, do the following:

1. Start Engagement Administrator by doing one of the following:
¥ Double-click the Engagement Admin icon on your desktop.

¥ Select Start/Programs/ProSystem fx Engagement/ProSystem fx Engagement
Admin.

The Engagement Admin Login displays.
In the Login Name field, enter ADMIN. Leave the Password field blank.

3. Click OK. The ProSystem fx Engagement Administrator program detects that a main office
server has not been set up and displays a message that the computer must be configured as
an office server before you can log in.

Click Yes. The Provide Office Server Information dialog displays.

5. Enter a label of up to 32 characters for the main office server in the Label field. The label is
required and is used as the office server's name.

6. The Server name field defaults to the name of the computer to which you are logged in.

7. Enter a description for the server of up to 60 characters in the Description field. The
description is optional.

8. Click Next. The Determine the office server designation dialog displays.
9. Select Main office server to establish this as the main office server.

10. If the Firm has more than one office server and this office server does not have a physical
connection with the other office server(s), check the Disable Admin Synchronization check
box.

11. Click OK. The Firm Properties dialog displays.
12. Enter the firm information and click Next. The Configure Office Server Summary Report
displays.
13. Do any of the following:
¥ Click Print to print the summary report.
¥ Click Save As to save the report as an HTML file.
# Click Back to make changes to your settings.
# Click Cancel to discard your work and exit the Configure Office Server Wizard.
# Click Finish to save your settings and open Engagement Administrator.
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Once you are in the program, you can change the administrator's password and add more staff to
the Admin group, if needed. See Adding New Staff Members on page 63.

1 Important! The ProSystem fx Engagement Backup and Restore Utility should be used on a
nightly basis. See Appendix F: Database Backup and Restore on page 524.

Note: For instructions on creating a secondary server, refer to Setting up the Administrator
Environment on page 75.
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Chapter 3

ENGAGEMENT ADMINISTRATOR

Overview

This chapter shows you how to set up the ProSystem fx Engagement Administrator module. When
accessing the Administrator module for the first time, the administrator must designate a main
office server. The main office server manages firm, licensing, staff, and central file room
information. An optional secondary office server can be created and promoted to main office
server in the event an administrator at the secondary office server needs to perform functions
limited to the main office server.

Secondary office servers can be configured and connected to the main office server or maintained
as disabled for synchronization. The secondary office server shares pertinent staff, firm, and
central file room information with the main office server. Firm, team, client group, and staff
information can be viewed, but not changed, from a secondary office server.

You must use the Administrator module to set up staff members in your firm before they can begin
to use the ProSystem fx Engagement program.

Each staff member is assigned to a staff group. Each group is given specific group rights to various
functions within ProSystem fx Engagement. You can also create staff teams to streamline the
binder assignment process. This allows you to control and manage the electronic engagement
process.

[ 1 | Important! The ProSystem fx Engagement Backup and Restore Utility should be used on a
nightly basis. See Appendix F: Database Backup and Restore on page 524.

In the Administrator module, you can do the following:

B Add licenses for ProSystem fx Engagement - Workpaper Management, ProSystem fx
Engagement - Trial Balance, Knowledge Coach, Knowledge Coach Titles and Financial
Statement Disclosure Examples (CCH Footnotes)

Add staff groups and assign the appropriate rights to those groups
Add staff members and assign them to staff groups

Manage staff profiles

Assign staff members to a home office server

Assign licenses to staff members

Add teams and assign staff members to teams

Add clients to be used in the ProSystem fx Engagement program
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Add client groups and assign clients to the groups

Assign staff members and teams to client engagement binders
Archive binders that have been finalized

Unarchive and unfinalize binders

Create a main office server to store firm, staff, licensing, team, client group, and central
file room information

Create secondary office servers to store additional central file rooms with client and binder
information, if applicable

Create central file rooms to store and organize binders
Synchronize main and secondary office server information

Move binders from one central file room to another

Edit Binder properties in a central file room

Create, edit, and delete custom binder types and binder statuses
Import staff and staff groups

Import staff via Active Directory

Manage Binder database information by storing binders in bins

Edit ProSystem fx Practice projects and clients, and launch the ProSystem fx Practice Client
Inquiry module

Manage Tip of the Day

Using the ProSystem fx Engagement Administrator

. From the Windows Start menu, select the program group where you installed the ProSystem fx
@ Engagement Administrator. Select ProSystem fx Engagement Administrator, or double-click the
Administrator icon on your desktop. The ProSystem fx Engagement Admin Login dialog displays.

Initial Login to the Engagement Administrator

Only staff assigned to the Administrator Staff Group can log in to the Administrator. The program
provides one default staff member in the Administrator Staff Group. You can modify the password
and staff information for the default user, but you cannot change the Login Name or delete this
staff member. There is no limit to the number of licensed staff you can assign as administrators.

Notes:

B |f you want other workstations to access the Administrator module, install Administrator
Workstation to those workstations. See Chapter 2: Installation on page 23 for details.

B After any install, repair, upgrade or modify involving the officer server, it is recommended
that you log in and out of the office server one time before accessing it remotely using
Administrator Workstation.

The first time you log in, do the following:

1. Start Engagement Administrator by doing one of the following:
¥ Double-click the Engagement Admin icon on your desktop.

¥ Select Start/All Programs/ProSystem fx Engagement/ProSystem fx Engagement
Admin.
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The Engagement Admin Login displays.
In the Login Name field, enter ADMIN. Leave the Password field blank.

3. Click OK. The ProSystem fx Engagement Administrator program detects that a main office
server has not been set up and displays a message that the computer must be configured as
an office server before you can log in.

Click Yes. The Provide Office Server Information dialog displays.

5. Enter a label of up to 32 characters for the main office server in the Label field. The label is
required and is used as the office server's name.

6. The Server name field defaults to the name of the computer to which you are logged in.

7. Enter a description for the server of up to 60 characters in the Description field. The
description is optional.

8. Click Next. The Determine the office server designation dialog displays.
9. Select Main office server to establish this as the main office server.

10. If the Firm has more than one office server and this office server does not have a physical
connection with the other office server(s), check the Disable Admin Synchronization check
box.

11. Click OK. The Firm Properties dialog displays.
12. Enter the firm information and click Next. The Configure Office Server Summary Report
displays.
13. Do any of the following:
# Click Print to print the summary report.
# Click Save As to save the report as an HTML file.
# Click Back to make changes to your settings.
# Click Cancel to discard your work and exit the Configure Office Server Wizard.
¥ Click Finish to save your settings and open Engagement Administrator.

Once you are in the program, you can change the administrator's password and add more staff to
the Admin group, if needed. See Adding New Staff Members on page 63.

Note: For instructions on creating a secondary server, see Setting up the Administrator
Environment on page 75.

Entering Information About Your Firm

fa} The upper-most icon in the left pane represents your firm. Using this feature, you can change the
properties of the firm and enter your firm name and information.

To change firm information, click the icon and perform one of the following actions:

® Select File/Properties.
B Right-click and select Properties from the pop-up menu.
=y ® Click the Properties button on the toolbar.
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The Firm Properties dialog displays.

Firm Properties

Firrn M ame:* |M_|,| Firrn

Addiess 1. [21250 Hawthome Elvd

E

Cancel |

Addrezs 2 |Suite R0

City: |T orance

State: |E.-'.‘-.

Zip Coder {90503

Country: ||_|5,.f_-.,

Phone #: |310-543-8080

Help

Fax it |310-542-9090
LRL: |www.myfirm.cnﬂ
*Required field

Complete the information in the dialog. When you are finished, click OK. The caption for the File
Room icon changes to the name entered in the mandatory Firm Name field. You can use the
Properties command to change firm information. The information entered in this dialog is
available for linking to your Word and Excel workpapers. See Chapter 9: Using Microsoft Excel on
page 438 and Chapter 10: Using Microsoft Word on page 460 for further information.

Using Your Active Directory in ProSystem fx Engagement

Administrators can leverage the time and effort spent building up the Active Directory on the

firm's network.

ProSystem fx Engagement allows administrators to import and map existing users in the
ProSystem fx Engagement staff table. This can be done manually or scheduled via Scheduled Tasks

to be done during off hours.

Mapping Your Active Directory to Engagement Staff

Use this procedure to map existing users in your Active Directory to existing users in the

ProSystem fx Engagement staff.
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From the ProSystem fx Engagement Administrator main menu, select Staff/Import from
Active Directory/Configure Mapping. The Domain Login dialog displays.

Provide login details for the domain where the Active Directory data is located.

Domain | ey gL

v Save domain as default

Jzer information

0 Usze cument Windows authentication

" Provide different authentication details

Lzer name:

Pazzword:

ok | Cancel | Help ‘

Log in to the domain. The Configure Mapping dialog displays.

Configure Mapping -

Users | Property Fields

Active Directory group from which o import: E"'EI-EEIF"'E"I'- N
Engagement group that new stalf created during import should be azzigned to: Shaff &
Users
Unmapped &ctive Directory users: Engagement staff:
Last Marne First Mame Middle Hame £ Default Admin

=
G|

Auto-map L sers I Show only unmapped staff

ak | Cancel | Help |

Select the Users tab.

Select the appropriate directory from the Active Directory from which to import field. The
default is Engagement. Once you make this selection, the Users section is populated with
Active Directory users and Engagement staff. (If the Active Directory group from which to
import field is not editable, configure the Active Directory group first, then return to this
task.)
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5. Click Auto-map Users to automatically map Active Directory users to Engagement staff via
name-matching. The mapping displays in the Engagement staff section, showing the Active
Directory user nested under the Engagement staff.

6. Check the Show only unmapped staff box to display unmapped Engagement staff members.
7. Manually map unmapped staff, if necessary, by first highlighting the correlating names in the
Active Directory and the Engagement staff. Then either click the right arrow to map the
person from the Active Directory to the Engagement staff or click the left arrow to unmap

the person from the Engagement staff to the Active Directory.

8. Click OK to finalize the mapping and exit the Configure Mapping dialog.

Manually Updating Staff

You can run a manual import from Active Directory to the main office server but not to a
secondary office server. This is because you can modify staff properties on the main office server
only.

To manually update staff, do the following:

1. Select Active Directory/Manual Import/Update/Staff/Import. If you have not logged in to a
domain yet, the Domain Login dialog displays. Once you are logged in, the Import/Update
Staff Progress dialog displays throughout the import process. When import is complete, if
any errors have occurred, the Errors tab displays.

2. Click the Tasks tab to see a list of all the attempted tasks and whether their status is
Completed or Failed.

3. Click View Import Log to see the cumulative diagnostic report for all imports. The most
recent import inserts at the top of the report.

¥ You can print the import log from your Internet browser.

¥ An electronic copy is stored at X:\Pfx Engagement\Admin\Admin Share directory
(where X represents the drive where Engagement Administrator is installed).

‘r'[{l Tip: Schedule nightly updates, even if you routinely do manual updates after every staff
change. See Scheduling an Import from Active Directory on page 58.

Viewing the Active Directory Import Log

The Active Directory Import Log keeps a history of all imports from Active Directory for the firm,
with the most recent import inserted at the top of the document. The log opens in your Internet
browser as a printable HTM file. The log is stored in the X:\Pfx Engagement\Admin\Admin Share
directory (where X represents the drive where Engagement Administrator is installed).

Use one of the following methods to view the Active Directory import log:

& Select Staff/Import from Active Directory/View Import Log from the main menu.

® |nitiate a manual update by selecting Staff/Import from Active Directory/Manual
Import/Update. When the update is completed, click View Import Log in the
Import/Update Staff Progress dialog.
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Scheduling an Import from Active Directory

You can schedule the import from Active Directory to take place automatically on the date and
time you select. You can review the schedule, retry if an import fails, and view the import log of
the office servers involved in the import.

You can schedule an import from Active Directory to the main office server but not to a secondary
office server. This is because you can modify staff properties on the main office server only.

To schedule an import of staff information from Active Directory, do the following:

1. Select Tools/Scheduled Tasks from the ProSystem fx Engagement Administrator main menu.
The Scheduled Tasks dialog displays.

Highlight a scheduled tazk and select T agk Properties to enable/dizable the tazk and
rmodify ather settings, such as the date and time the tazk will wn,

;L;l] b ain office zerver synchronization with secondary office servers
]E Import staff information from Active Directony
ﬂtﬂ Generate Dacument Completion D ate repart

2. Select Import staff information from Active Directory and click Edit. The Scheduled Tasks
opens, displaying Admin Active Directory Import in its title bar.

3. Select the Task tab.

In the Run field on the Task tab, the path to the import defaults to X:\Pfx
Engagement\ADImport.exe (where X represents the drive where the ProSystem fx
Engagement Administrator program was installed). You can also browse to another location.

5. The Run as field should display the Windows user name of the person logged on to the
computer. Click Set Password to enter and confirm the user's Windows password. The
scheduled task will not run without this information. Click OK to exit the Set Password
dialog.

6. Check the Enabled (scheduled task runs at specified time) box.

7. Click the Schedule tab and select how often the task is to be run from the Schedule Task
drop-down list.

8. Use the arrows to specify the time that the synchronization is to start. You may also click
Advanced to specify start and end dates and details on when to repeat the task. Click OK to
exit the Advanced Schedule Options dialog.

9. Use the Every field in the Schedule Task Daily section to specify if you want to repeat the
import every day, every two days, etc.

10. Check the Show multiple schedules box to change or delete schedules. Click the New
button to create a new schedule for the task, which will run after the last schedule is
completed. Click Delete to delete a highlighted schedule.
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11. Click the Settings tab to specify the following:
¥ Whether to delete the task if it is not scheduled to run again.
¥ Whether to stop the task if it runs beyond a time you specify.

¥ To start the task only if the computer has been idle for a specified time or to stop the
task if the computer becomes active.
¥  Whether to start the task if the computer is running on batteries, stop the task if
battery mode starts, and wake the computer to run the task.
12. Click OK to save your schedule and exit Scheduled Tasks.
13. Click Close to exit the Scheduled Tasks dialog.

Note: The first time the scheduler is run, you must input the password for the current Windows
user.

Setting Up Staff Groups and Staff

In the ProSystem fx Engagement Administrator module, you add the staff members that you want
to access ProSystem fx Engagement. You assign each staff member to a staff group. Staff groups
are assigned rights to various functions within the program, and these rights transfer to the staff
members that you assign to the group. This allows you to control and manage the electronic
engagement process.

Staff Groups

You can customize staff groups to represent the different levels and roles of your firm's staff. At
each staff group level, you select which rights in the ProSystem fx Engagement program you want
to enable. Once staff members are assigned to the appropriate staff group, they receive the rights
of that staff group when they log in to the program.

Default Staff Groups

The Administrator module provides five default staff groups:

& Admin
® Manager
& Partner
& Senior
& Staff

You may customize staff groups by adding, deleting, or modifying groups.

One staff member, Default Admin, has already been added to the Admin staff group. This staff
person cannot be deleted, but you can modify the staff information with the Staff Properties
dialog. For example, you may want to change the password to prevent others from accessing the
ProSystem fx Engagement Administrator module. You can also add additional staff members to the
Admin group.
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Adding a New Staff Group

To add a new staff group, do the following:
1. Click the Staff Groups icon in the left pane of the Administrator screen and do one of the
following:
¥ Select Staff/New Staff Group.
# Right-click the Staff Groups icon and select New Staff Group.
sy ¥ Click the New Staff Group button on the toolbar.
The Create New Staff Group dialog displays.

Create New Staff Group EI
Mame
Name:* | Select All
Description: [ Ungelect Al

LFR Client || Binder | Workpaper || Notes | Sign Cff

[] Enable Local File Room sharing

* Required field [ 0K ] [ Cancel ] [ Help ]

2. Complete the Name and Description fields. The Name field is required.
The rights available to a staff group are found on the following tabs:
¥ LFR
¥ Client
¥ Binder
¥ Workpaper
¥ Notes
¥ Sign Off
These rights are discussed in more detail in the next section, Assigning Staff Group Rights.
3. Click OK to close the dialog.
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Assigning Staff Group Rights

To assign or modify staff group rights, do the following:

1. Select from the tabs listed below on the Create New Staff Group dialog:
¥ LFR. This tab allows you to select whether sharing of local file rooms is allowed.

¥ Client. These rights are associated with the tasks involved with creating, modifying,
and deleting clients.

¥ Binder. These rights allow staff members to create binders, modify binder properties
and staff assignments, override document completion dates, override binder retention
periods, roll forward, finalize, synchronize, back up, and restore binders.

You can also allow staff members to create, modify, and delete binder tabs, empty all
workpapers from the trash, empty Current Editor workpapers from the trash, interface
with tax software, create and receive binder packages, create binder portfolios, and
save binders as templates.

Note: Override document completion date and Override binder retention period
are inactive until Modify binder properties/staff assignment is selected.

¥ Workpaper. The Workpaper tab contains rights associated with workpapers within
the engagement binders. These rights include creating, deleting/restoring, moving,
taking over, and assigning/unassigning workpapers, as well as deleting workpapers
after the document completion date. This tab also establishes rights for saving
workpapers as templates, locking workpapers, unlocking workpapers, freezing and
unfreezing engagement links, publishing workpapers, and printing workpapers.

In the Trial Balance section of the Workpaper tab, you can also grant rights to create
new trial balances, and save trial balances as templates on this tab.

¥ Roll forward. These rights allow staff members to select how workpapers are handled
when the binder is rolled over.

In the All Workpaper section, you can grant group members the right to determine
whether a workpaper should or should not be included when the binder is rolled
forward.

In the Knowledge Coach section of the Roll forward tab, you can grant group members
the right to override the roll forward settings that have been applied to individual
responses, and to accept/reject changes to the Knowledge Coach content. This
section displays only if Knowledge Coach is licensed.

¥ Notes/Diagnostics. Notes rights include creating/clearing notes, deleting the staff
member's own notes, deleting cleared notes belonging to other members, deleting
uncleared notes belonging to other members, clearing other staff members' notes, and
printing a notes report.

Diagnostics rights allow users to delete Knowledge Coach diagnostics.
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¥ Sign Off. The rights on the Sign Off tab include signing off as preparer, signing off as
a first or second reviewer, adjusting sign off dates, and changing the password. You
can also grant rights to retain program step sign off when a workpaper is created from
an existing workpaper, and you can also grant rights to delete another user's program
step sign off.

Note: Sign Off as Reviewer is dependent on Sign Off as Preparer. In order to be
able to sign off as reviewer, you must first be able to sign off as preparer.

¥ Content. Displays if Knowledge Coach is licensed. These rights include adding and
removing Knowledge Coach titles, releasing titles to staff, and inserting Knowledge
Coach workpapers from unreleased titles.

2. For existing staff groups, select the applicable group and do one of the following:
¥ Select File/Properties.
¥ Right-click and select Properties from the pop-up menu.
¥ Select the Properties button.

Note: The Admin group defaults to all rights selected. This cannot be modified.

3. When you are finished, click OK. The staff group caption is taken from the Name field. You
can use the Properties command to change staff group information, if required.

Note: Modifications to the rights of a user do not take effect until the user logs in to or
synchronizes to the office server.

Deleting a Staff Group

To delete a staff group, click the staff group in the left pane and perform one of the following
actions:

B Select Edit/Delete.

® Right-click the staff group icon and select Delete Staff Group.
p ® Click the Delete button on the toolbar.

You cannot delete the Admin staff group. This group is required for access to the ProSystem fx
Engagement Administrator module. Also, you cannot delete staff groups with staff members
assigned. You must delete or move the staff before deleting the staff group.

Adding Staff Members

After the trial period for using ProSystem fx Engagement expires, you are required to have a
license for each staff member set up in the Administrator module. See Licensing on page 71 for
information on adding license.

1 Important! Verify that you have the required number of licenses before creating users.
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Adding New Staff Members

1. Click the staff group to which you want to assign the staff member in the left pane and
perform one of the following actions:

¥ Select Staff/New Staff.
# Right-click the staff group icon and select New Staff.
¥ ¥ Click the New Staff button on the toolbar.
The Staff Properties dialog displays with the Staff Profile tab selected.

Staff Properties @

Staf Profile | Otrer Info |

Account information

Login name:” || 7 Inactive

Paszword: |

Confirm pazsword: |

Staff information

Title: I -
Fistrame:® | Department m
Midderame: | 0 Puosiion Im
Last name:* l— Phone: l—
wéhark E-rnail: l— Hame E-mail: l—

Default location: | Browse...

Home Office Server: |<n0ne> ﬂ

“Required fieldz

| Cloze | Help

2. In the Account information section, enter a Login name of up to 16 characters. This field is
required.

3. Enter a Password of up to 16 characters in the Password field, and then enter it a second
time in the Confirm password field.

4. If necessary, check the Inactive box to mark the staff member as inactive.

;’___| Note: An inactive staff member cannot log in to the Workpaper Management or
Administrator modules. In addition, binder synchronization cannot be performed with the
inactive staff member. Marking a staff member as inactive removes any license
assignment you have made for the staff member.

5. In the Staff information section, enter the First name, Initials, and Last name. These fields
are required.

6. In the Default location field, enter the name of the computer the staff member uses when
accessing Engagement, or click Browse to choose the computer associated with this staff
member. This is the default computer associated with this staff member for peer-to-peer
synchronization.
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7. From the Home Office Server drop-down list, select the default office server that contains
the central file rooms and client folders the staff member would normally use. You can
change the home office server and default computer location when logging in to Workpaper
Management.

8. Select the Other Info tab. You can use the drop-down list to assign a staff member to an
alternate staff group. When assigning a staff member to a binder, you are able to choose
between the default or alternate staff group assignment. The staff member acquires the
rights of either the default or alternate staff group for that binder assignment.

Staff Properties 121
Staff Profile | COther Info
Staff graups
Drefault ztaff group: bd anager
Alternate staff group: <Mones -

Online rezearch or other application login information
Enter the lagin infarmation far the fallowing applications, if applicable.

Accounting Research Manager [ARM)
ser 1D
Pagswaond:

CCH Axcess Portal
Jszer 1D:

Fazgword:

CCH Axcess

Account number:
zer |D:

Fazgword:

Mew | Save | | Cloze J | Help |

9. In the Online research or other application login information section, under Accounting
Research Manager (ARM), enter the user's ARM user ID and password in the appropriate fields
if the staff member has access to Accounting Research Manager. This will allow the staff to
access ARM from the Help/Accounting Research Manager on the Web command or from the
Accounting Research Manager Shortcut in the Binder window without having to enter the
ARM user 1D and password.
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10. In the Online research or other application login information section, under CCH Axcess
Portal, enter the user's CCH Axcess Portal user ID and password in the appropriate fields if the
staff member has access to CCH Axcess Portal. This will allow the user to send a workpaper
from the Engagement binder to the standalone CCH Axcess Portal application without
entering their user ID and password.

11. In the Online research or other application login information section, under CCH Axcess,
enter the user's CCH Axcess account number, user ID, and password in the appropriate fields
if the staff member has access to CCH Axcess. This will allow the staff to send a workpaper
or binder to CCH Axcess Workstream without having to enter the Workstream user ID and
password.

12. When you have finished entering information for a staff member, you can do one of the
following:

¥ Click Save and then New to save the new staff and create another staff member.

# C(Click Save and Close to create the new staff member and exit the dialog.

¥ Click Close to exit the dialog. If you have entered any information, you are asked if
you want to save it. Select Yes to create the new staff member or No to close the
dialog without creating the new staff.

Notes:

= |f you want to reassign a staff member's role in your firm, drag the staff
member from one staff group to another.

= The All Firm Staff team automatically updates to include the new staff
created. Binders with the All Firm Staff team assigned are also updated. If the
All Firm Staff team is assigned to several binders, the processing time to update
may be lengthy. To avoid delays, import the staff prior to adding the All Firm
Staff team to existing binders.

Modifying Staff Properties

Use the Properties command in the Admin module to change staff information. Highlight the
staff member and select File/Properties or right-click and select Properties. Staff members can
change their passwords by selecting Tools/User Profile in the Engagement File Room.

If you must delete a staff member instead of making them inactive, follow these steps:

1. In the Firm and Staff pane, click the staff group to which the staff member belongs.
2. Do one of the following in the Staff Members pane:

¥ Highlight the staff member and select Edit/Delete.

# Highlight the staff member and click the Delete icon on the toolbar.

¥ Right-click the staff member and select Delete Staff from the pop-up menu.
3. Click Yes to confirm deletion.

Notes:

® You cannot delete the Admin Default or the user that is logged in to Administrator.

& The All Firm Staff team automatically updates when staff are deleted. Binders with the All
Firm Staff team assigned are also updated. If the All Firm Staff team is assigned to several
binders, the processing time to update may be lengthy.
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Using the Global Profile Manager

The Global Profile Manager in Engagement Administrator allows you to manage all staff profiles
across all of your office servers. You can view summary information about staff members, disable
staff profiles, and scan selected staff to view checked out and assigned workpapers.

Viewing Profile Information

To view summarized profile information, do the following:

1. In Engagement Administrator, select Staff/Profiles. The Global Profile Manager window
displays.

% Global Profile Manager @

Below is a list of all profiles that exist across all office servers. Choose a tab to display active profiles or disabled profiles. Select Scan to
check whether there are workpapers checked out/assigned to the selected profilefs).

#ctive Frofies | Disabled Profiles
Staff Name Staff Initials ~ Login Mame  Staff Status  Machine Name Home Office Server  Profile ID Staff ID
[ |Admin, Defaul D& ADMIN KS11wWS0001C.. KS11WSO0D1C0808  72004044- . 420437F0-7933-110
[/ 5taff GS GSTAFF KS11wS50001C.. KS11wWSs0001C0908  SABBA7FDS. |1FEB5E31-BEI3-436
MMANAGER K511 K5 O001CO308 |EF _ |SBE122FF-F103-4D

£ >

[ Scan ] [Q\sabls F'ruh\e...] [Saveﬁepurl...] [ LCloze } [ Help ]

2. The Active Profiles tab is selected by default. The following information is provided:
¥ Staff Name
# Staff Initials
¥ Login Name
¥ Staff Status
¥ Machine Name
# Home Office Server
¥ Profile ID
¥ Staff ID

3. Select the Disabled Profiles tab to view profiles that have been disabled. The following
information is provided:

# Staff Name

# Staff Initials

¥ Login Name

# Staff Status

¥ Machine Name

¥ Home Office Server
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* Profile ID
% Staff ID

4. Click Save Report to save a report of the active tab. The Save Report as a CSV file dialog
opens. Enter a file name and click Save.

Scanning Active Profiles for Workpapers

To scan selected Active Profiles for checked out and assigned workpapers, do the following:

1. In Engagement Administrator, select Staff/Profiles. The Global Profile Manager window
displays.

Select the staff member(s) to scan by checking the check box(es) on the left.

3. Click Scan. The Scan for Workpapers Disclaimer notification displays, informing you that the
scan applies only to the current server.

4. Click OK. The Checked Out/Assigned Workpapers dialog displays. Any workpapers checked
out by or assigned to the selected staff member(s) display, organized by Profile, Office
Server, File Room, Client, and Binder. Click the minus sign (-) to collapse any of these
levels.

#® Checked QutfAssigned Workpapers

“Workpapers checked out/azzigned by selected profile(z):

“Workpaper Wwiorkpaper GUID
= Profile: Manager, Mary at K.511wWS50001C0908
—I0ffice Server: K.5711%W/50001C0308
—IFile Boom: Frimary CFR
- Client: Yoyodyne
—IBinder: lnventory [CEOBCOZC-330D-4325-9638-4231 3D FFAS..

=Binder: Main Binder [A432F513-2550-48E4-BE81-430747270 ..
tonthly Tnal Balance - 2 Year BECABBES-CDBE-4750-825..
Anrual Trial Balance - 2 vear E7443E20-F1A3-4EED-942 .

[ Save Report.. ] [ Cloze ]

5. Click Save Report to open the Save Report as a CSV file dialog. The default location for
reports is X:\Pfx Engagement\Admin\Archive (where X represents the drive where
ProSystem fx Engagement is installed). Keep the default location or select a different
location. The extension must be CSV. Enter a file name and click Save.

6. Click Close to close the Checked Out/Assigned Workpapers dialog.

Disabling a Profile

If a computer or server becomes unavailable, the Global Profile Manager can be used to disable
profiles on that machine. Any workpapers or other information associated with that profile remain
on the machine.
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Note: Once a profile has been disabled, it cannot be reactivated from the Global Profile
Manager. If the computer or server becomes available once again, the user can log in to
Workpaper Management on that machine and establish the profile again.

To disable a profile, do the following:

1. In Engagement Administrator, select Staff/Profiles. The Global Profile Manager window
displays.

Select the staff member(s) to disable by checking the box(es) on the left.
3. Click Disable Profile. The Disable Profile Confirmation dialog displays.

#® Disable Profile Confirmation

£ scan iz recommended for workpapers that may be checked out or aszigned to a profile
before dizabling it. To run a scan, select Scan.

Do vou wish to proceed with dizabling the following 1 profile(s]?

Frofile information
Staff Mame Machine Mame Prafile 10

4. Click Scan to scan for checked out or assigned workpapers before disabling the profile. The
Scan for Workpapers Disclaimer notification displays, informing you that the scan applies
only to the current server.

5. Click OK. The Checked Out/Assigned Workpapers dialog displays. Any workpapers checked
out by or assigned to the selected staff member(s) display, organized by Profile, Office
Server, File Room, Client, and Binder. Click the minus sign (-) to collapse any of these
levels.

6. Click Save Report to open the Save Report as a CSV file dialog. The default location for
reports is X:\Pfx Engagement\Admin\Archive (where X represents the drive where
ProSystem fx Engagement is installed). Keep the default location or select a different
location. The extension must be CSV. Enter a file name and click Save.

7. Click Close to return to the Disable Profile Confirmation dialog.

8. Click Yes to disable the profile. The profile is removed from the Active Profiles tab.

Setting Up Teams

Teams provide a quick and easy way to organize staff members for assignment to ProSystem fx
Engagement binders. Teams are set up so that multiple staff members can be added to a binder at
the same time. The staff members added to or removed from the team in the Administrator
module are added to or removed from the binder team. A staff member can be assigned to more
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than one team, and a team may have many members. To create a new team or edit staff teams,
the administrator must be logged in to the main office server.

Note: The system defined All Firm Staff team can be used to automatically assign all staff
members to binders.

Managing Teams

The Teams dialog displays the names and descriptions of existing teams on the main office server
and allows you to assign the teams to new binders. It allows you to create new teams or edit and
delete existing teams. This option is a view-only feature on a secondary office server.

To set up a team, do the following:
1. Do one of the following to open the Teams dialog:

# Select Staff/Teams.
¥ Select the Teams icon on the Toolbar.

-
-
L

g

2. The following options are available on the main office server only.

¥ New. Creates a new team. Enter a unique name of up to 50 characters in the Name
field on the New Team dialog. The Name field is required. Enter a description for the
team. There is an option to automatically assign the team to binders created in the
New Binder and Roll Forward wizards.

# Edit. Allows you to edit the highlighted team's name and description on the Edit Team
dialog. The option to automatically assign the team to binders created in the New
Binder and Roll Forward wizard can also be edited.

Note: The team name for the system-defined All Firm Staff team cannot be
edited.

¥ Delete. Deletes the highlighted team.

Note: The system-defined All Firm Staff team cannot be deleted.
3. Click OK.

Note: Changes made to existing teams do not affect team assignments. Deleted staff members
are automatically unassigned. See the following section, Assigning Staff to a Team, for
additional instructions.

Assigning Staff to a Team

The Team Member Assignment dialog allows you to assign staff members to teams. To assign staff
members to a team, follow the steps below:

1. Do one of the following:
¥ Select Staff/Team Member Assignment.

¥ Select the Team Member Assignment icon on the toolbar.
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The Team Member Assignment dialog displays.

Team Member Assignment (Main Office Server]

Tearn properties
Tean: Drescription:
“&)1 Firmn Staff* [5) |.-’-‘«II active and inactive firn staff.
-
Axailable ztaff Azzighed team members
Staff Mame | Group Staff Mame | Group
Adrmin, Default Admin
— tanager, Mary bl arnager
Fartner, Joe Partner
Senior, Steve Senior
Staff, Greg Staff
€ > £ >
Q. | Cancel | | Help |

Select a team from the drop-down list. The description provided for the selected team
displays in the Description field. If this team is automatically assigned in the New Binder and
Roll Forward wizards, this option is checked. To change this option, go to Staff/Teams,
select the team, and click Edit.

E Note: The staff assigned to the All Firm Staff team cannot be modified. This team
always includes all active and inactive staff of the firm.

All existing staff members not already assigned to the selected team display in the Available
Staff list.

To filter the list of staff, you can enter a name or partial name, the asterisk wild card (*), or
the placeholder (?) in the field above Staff Name. To change the way the staff is sorted,
click the Staff Name column header.
To assign staff members to a team, do either of the following:
¥ Click the Assign All button to move all staff members to the Assigned team members
box.
¥ Highlight specific staff members and click the Assign button to move the selected
staff to the Assigned team members box.
The Assigned team members box displays staff members assigned to the team. To change the
way the team members are sorted, click the Staff Name column header.

To filter the list of staff, enter a name or partial name, the asterisk wild card (*), or the
placeholder (?) in the field above Staff Name.
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To remove team members from a team, do either of the following:
¥ Click the Unassign All button to move all team members to the Available staff box.

¥ Highlight specific team members and click the Unassign button to move the selected
team members to the Available staff box.

7. Click one of the following when you have finished assigning staff members to teams:
¥ Click OK to save staff selections and close the dialog.
# Click Cancel to close the dialog without saving your changes.
¥ Click Apply to save staff selections for the selected team and select another team.

Notes:

& |f your firm has more than one office server, an Admin Synchronization should be performed
on all office servers to update the servers with the changes made to the teams. See Manually
Running an Admin Synchronization on page 82.

& When you exit the Team Member Assignment dialog, binders where teams were modified are
updated. If the teams that were modified are assigned to numerous binders, there may be a
lengthy processing time.

Licensing

You can purchase licenses for the following:

& ProSystem fx Engagement - Workpaper Management

® ProSystem fx Engagement - Trial Balance

& ProSystem fx Knowledge Coach Titles

® Financial Statement Disclosure Examples (CCH Footnotes)

Once you have set up your staff members, assign the license information for each specific staff
member so that they can access the programs. See Setting Up Staff Groups and Staff on page 59.

Adding Licenses

Your license key information unlocks the number of licenses purchased for each program. Once
you have purchased your licenses, you can either download the permission key files or receive a
CD-ROM with the files.

Notes:

B A license for ProSystem fx Engagement Workpaper Management is required for every active
staff member. If there are more active staff members than available licenses, a dialog
displays prompting the administrator to make applicable staff members inactive. Staff
members can be set to inactive status on the Staff Properties dialog.

& |f the number of licenses for any other module added is less than the number of licenses
currently assigned, a message displays in Workpaper Management indicating that the
administrator must unassign licenses.
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Internet Download

To download your Engagement permission key files, do the following:

1. Select Staff/Add/Update License. The Add/Update License dialog displays. Internet
Download is selected by default.

Click OK. The Global fx Login screen displays.

3. Enter your User ID and Password to log in to Configure Staff. Based on your account
information, the application automatically downloads the appropriate permission key and
installs the licenses. A message displays when the licenses have been added successfully.

4. Click OK.

CD-ROM

To add or update your licenses using a permission key from a CD-ROM, do the following:

1. Insert your permission CD-ROM and select Staff/Add/Update License. The Add/Update
License dialog displays.

Select the Permission key disk drive path radio button.

Click Browse to select the drive and folder where the perm key files reside.

Click OK. A message displays stating that the licenses have been added to the application.
Click OK.

g N W N

Assigning Licenses

After the license information has been added, you must assign licenses to staff members who
access the programs. You can assign, unassign, and review staff license assignments using one of
the following views:

B View by Staff, which is the default, displays available product licenses and the number of
licenses available for assignment. The Available staff box on the right displays staff groups
and staff members and their license assignments.

& View by Product displays the Available staff box on the left, which displays the staff
members and their group assignments. The Available licenses box displays a list of products,
the number of available licenses, and current staff assigned to the product.

Note: Be sure you have enough licenses for the number of people who will be using the
program. If you purchase fewer licenses than the number of staff you create during your trial
period, the unlicensed staff members are inactive. Also, if you used the default staff members
provided with the trial program, they are no longer available.
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Assigning Licenses Using View by Staff
To assign license information using the Staff view, do the following:

1. Select Staff/Assign License. The License Assignment dialog displays.

Wiew By S1aif | View By Product |
Aysileble feernses: Avatabie stalf & ﬂl . |
Products | Total | Avalable ~ e Admin (0)
"5 Engagement Krowiesdge Coach LU | =Gl Manager (1]
Engagement Tiid Balsnce S00 490 ] ﬁ M anages, May
(3 Engagement Workpaper Management 500 490 4 Engapemert Trial Balance

adils of Commmaie,, 0 _ 23 Ergagemert ‘wWoikpaper Management
(& EnowledzgeBaced budits of Constucti. 10 1 & Patiner (0}
|§ ¥novledge-Bazed Audits of Employes .. 10 1 |II &2 Slmm 0]
'3 Enowledge-Bazed fudits of Francal | 15 B GRSt (3]
-"‘3 Enowledge-Bazed Muditz of Govemme._. 10 1 j
'31' Enowledge-Based Sudits of Healheer. 10 1
-& Ernowledge-Baced fudits of Internation... 100 51
'3 Enovledge-Bared Audits of Nob-borFio... 10 1
'3 Enowledge-Bazed itz of Public Co i) 11
@ Enowledge-Bazed Mudits of Real Edtat_. 10 1

< | j:J

ok | cenet | Hen |

On the left side of the dialog, the Available licenses box displays the following information:

¥ Products. A description of the application and the CCH Integrated Engagement Guide
purchased.

¥ Total. The total number of licenses purchased for the product.
¥ Available. The number of licenses available for staff assignment.
On the right side of the dialog, the Available staff box displays the following information:
# Staff Groups. Lists the established staff groups.
# Staff Members. The people to whom you are assigning licenses. Click the plus sign
beside a staff group to display the staff members belonging to the group.

Note: Admin Default does not display beneath the Admin group because you
cannot assign licenses to the Admin Default.

¥ Licensed Products. Assigned products are listed under the user's name. Once a
license is assigned, the staff member can access the product.

2. You can assign the licenses available on the left side of the dialog to the appropriate staff
member listed on the right side of the dialog by doing one of the following:

# Click the product on the left, click the staff member on the right, and then click the
Assign button pointing to the right.

¥ Click the product on the left and drag it to the target staff on the right.

¥ Right-click a staff member and click the Transfer Licenses option. Highlight an
unlicensed staff member to which you want to transfer the licenses and click Paste
Licenses. All licenses except the Workpaper Management license are removed from
the first staff member and assigned to the second staff member.

# Right-click the staff member that has the licenses you want to copy and click the
Copy Licenses option. Click the unlicensed staff member to which you want the

licenses copied and click Paste Licenses. The second staff member now has the same
licenses as the first staff member.
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Note: You must have licenses available in order to copy and paste from one staff
member to another.

As you match licenses to staff members, the number of available licenses decreases. You do
not have to assign all the available products at one time. You can return to this dialog and
assign licenses at a later time.

Note: When licenses are added and a new staff member is added to a staff group, the
Workpaper Management license is automatically assigned to the staff member. You
must have a Workpaper Management license to log in to Engagement.

3. Click OK to save settings and close the dialog.

Assigning Licenses Using View by Product

To assign licenses using the product view, do the following:

1. Select Staff/Assign License. The License Assignment dialog displays.
2. Select the View by Product tab.

View By Stalf View By Product |

i L ol s

Ergagerment Knowledge Cosch [31] j

Aovadable staft &
Stalf Giroup
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Fremhedige B ated Audis of Commercisl Enhes
KrwdedgeB ased Audis of Construction Enbiie:
Eriowdedge-B ased dudis of Employes Benafit P1
KrowdedgeB ased Audts of Financial | ratiution:
Krowdedge-B ared Audds of Govemmantal Enbits
Kriowdedge-B ssed Audits of Hesthcare Enbities |
KrwdedgeB ased dudis of Intemationsl Entie:
Eriowdedge-B ated Audis of Mot-for-Profit Enblie:
Kriowdedga-B ased Audis of Public Companiss [1
Krowdedge-B ased Audits of Real Estate Entibes
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On the left side of the dialog, the Available staff box displays the following information:
¥ Staff. Lists all staff members available for license assignments.
¥ Group. Lists the group to which the staff members are assigned.
On the right side of the dialog, the Available licenses box displays the following information:

¥ Available Licenses. Lists all available products. The total number of licenses
available for assignment displays in brackets next to each product.

# Staff Members Assigned. Clicking the plus sign beside a product displays staff
members who have been assigned a license for this product. Once a license is
assigned, the staff member can access the product.
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3. You can modify or assign the licenses available on the right side of the dialog to the
appropriate staff members listed on the left side of the dialog by doing one of the following:

¥ Click the staff member on the left, click the product on the right, and then click the
Assign arrow pointing to the right.

¥ Drag the staff member's name from the left column to the appropriate product on the
right.

¥ Right-click a staff member and click the Transfer Licenses button. Highlight an
unlicensed staff member to which you want to transfer the licenses and click Paste
Licenses. All licenses except the Workpaper Management license are removed from
the first staff member and assigned to the second staff member.

# Right-click the staff member that has the licenses you want to copy, and click the
Copy Licenses button. Click the unlicensed staff member to which you want the
licenses copied to and click Paste Licenses. The second staff member now has the
same licenses as the first staff member.

As you match up staff members to licenses, the number of licenses in the Available licenses
column on the right decreases.

Note: When licenses are added and a new staff member is added to a staff group, the
Workpaper Management license is automatically assigned to the staff member because
you must have the Workpaper Management license to log in to Engagement.

You do not have to assign all the available products at one time. You can return to this
dialog and assign licenses at a later time.

4. Click OK to save and close the dialog.

Setting up the Administrator Environment

This section provides instructions on setting up office servers that can manage one or more central
file rooms and your client engagement work. You can create multiple office servers. One office
server must be designated as the main office server upon the initial log in to Administrator. For
more details on configuring the main office server, see Initial Login to the Engagement
Administrator on page 53.

The main office server contains firm, licensing, staff, staff group, team, client, client group, and
central file room information.

You may want to create one or more secondary office servers if you have more than one office or
more than one network server.

If you have to take the main office server offline or you want the administrator at the secondary
office server to perform functions limited to the main office server, you can designate a
secondary office server as the main office server.

You can create secondary office servers that are disabled for Admin synchronization and send
Admin Packages created on the main office server to synchronize the admin information.

Secondary office servers and the main office server should be synchronized either manually or
automatically on a regular basis to ensure that information on all servers remains current.

Client folders may be set up in the central file rooms in the Engagement Administrator or in
Workpaper Management. When staff members log in to the servers in the office, they can
synchronize client engagement binders with central file rooms.
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This facilitates the collaboration of multiple staff members working on the same electronic
engagement binder simultaneously and from remote sites. The client engagement binders must be
created in the local file room and then synchronized to the central file room. You cannot create a
client engagement binder in the central file room.

You may want only your firm's administrator to set up client folders so you can control the
process. Or you may permit some or all of the staff to set up client folders in the Engagement
program by utilizing the Staff Group rights in Administrator.

Note: If the administrator sets up the client folder in the Administrator module, the New
Binder Wizard must be used to create a binder for the client in ProSystem fx Engagement. See
Chapter 6: Creating and Using Binders on page 144, for information on the New Binder
Wizard.

Creating a Secondary Office Server

You can create secondary office servers, which are optional, to organize your central file rooms
and client information. During the creation process, the main office server information (such as
server properties, staff properties, central file room properties, client properties, and client group
data) is passed to the secondary office server.

Secondary office servers also can be configured and then connected to the main office server.
Firm, team, client group, and staff information can be viewed, but not changed, from a secondary
office server. Data on main and secondary office servers should be synchronized frequently. You
can set up an automatic synchronization schedule or manually synchronize the servers.

We recommend that you close all dialogs on the main office server when creating a secondary
office server. If a dialog is open, it is possible that the main office server will not recognize the
secondary office server after it has been created.

An office server can be disabled for Admin Synchronization. This office server does not have a
connection with other office servers. In this case, an Admin Package needs to be created on the
main office server and received on the secondary server to transfer Admin data.

If it becomes necessary to disable the main office server or the administrator of a secondary
office server needs to perform functions limited to the main office server, you can promote a
secondary office server to be the main office server by passing the main office server token to the
secondary server. See Changing the Main Office Server on page 78 for instructions.

If you are setting up a secondary server with synchronization disabled, create an Admin Package
on the main office server before beginning this process, because you need to receive the Admin
Package as part of setup. See Creating an Admin Package on page 78 for detailed instructions.

Note: In a multi-office server environment, all office servers need to be installed on computers
that have static IP addresses.

To set up a secondary server, do the following:

1. Log in to ProSystem fx Engagement Administrator on a computer that has Administrator
installed but does not have an office server associated with it. The Configure Office Server
dialog displays.

Click Next. The Provide office server information dialog displays.
3. Enter a label of up to 64 characters for the secondary office server in the Label field.
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4. The Server name field defaults to the name of the computer you are logged in to. This field
cannot be edited.

5. Enter a description for the server of up to 64 characters in the Description field. The
description is optional.

6. Click Next. The Determine the office server designation dialog displays.

7. Select Secondary office server to establish this as the secondary office server. The Connect
to main office server field becomes active.

8. Enter the name of the computer where the main office server is located, or click Browse to
select the computer name from a list.

9. Check the Disable Admin synchronization box, if applicable.

10. On the Browse for Admin Package dialog, click the Browse button and choose the location
of the Admin Package (file extension AZA).

11. Click OK. The Admin Package is received on the secondary office server.

Disabling/Enabling Admin Synchronization for an Office Server
To disable or enable Admin Synchronization for an office server, do the following:

1. In the Central File Rooms pane, click the Office Servers icon.
Right-click the office server in the List pane.
3. Select Properties from the pop-up menu. The Office Server Properties dialog displays.

Office Server Properties @

Label *
Server name: = |K511WS0001C0908

Description:

Server type *
[] Disable &dmin sprchronization ’Eiew Sphchronization History]
* Required feld ok J[ conce |[ Hep ]

4. Check the Disable Admin synchronization box to disable admin synchronization. Clear the
check box to enable admin synchronization. If an office server is disabled and later enabled,
synchronize it with the main office server.

Note: If an office server is disabled because maintenance work is needed, disable the
local file room to central file room synchronization in the central file room properties
of the central file rooms on the office server. Once maintenance is complete, modify
both the office server and CFR properties to allow for synchronization.
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Changing the Main Office Server

Designating a secondary office server as the main office server can be accomplished by passing
the main office server token to a secondary office server. If synchronization is disabled on the
secondary office server, the system creates an Admin Package as part of the process of changing
servers.

To change the main office server, do the following:

1. Log in to the main office server.

2. Select Tools/Pass Main Office Server Token to open the Select New Main Office Server
dialog.

3. Use the drop-down list to select the secondary office server you want to make the new main
office server and click OK.

4. A message confirming the change of the main office server appears. Click Yes to continue.

5. If the secondary office server has disabled synchronization, continue with step 6. If the
secondary office server is enabled for synchronization, the Manual Admin Sync dialog
displays as the system activates the secondary office server as the main office server. The
office server's icon changes to that of the main office server.

Note: Be sure to perform an Admin synchronization between the new main office
server and all other secondary office servers to notify them of the change in main
office server.

6. If the secondary office server is disabled for synchronization, the Create Admin Package
dialog displays when you select Yes to continue. Choose Save package to a file or Send
package via email. See the following section on Creating an Admin Package.

7. Follow the directions under Receiving an Admin Package on page 79. After the Admin
Package is received, the system activates the secondary office server as the main office
server. The office server's icon changes to that of the main office server.

Note: Be sure to exchange an Admin Package from the new main office server to any
secondary office servers to notify them of the new main office server.

Creating an Admin Package

The Create Admin Package function creates a package containing office server information that
can be used to synchronize data between any two office servers.

Create Admin Package can be used to pass information to and from office servers that are disabled
for synchronization. It is also used to pass main office server information to a secondary office
server that is going to be disabled for synchronization. The following information is included in an
Admin Package: staff, licensing, teams, staff groups, client groups, office server properties,
central file room properties, and client and binder properties.

When you create an Admin Package file, you can save the file to the hard disk or attach the file to
an email.

After you create the file, it can be applied to the other office server using the Receive Admin
Package function.
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Saving the Admin Package to a Hard Drive

1. Select Tools/Create Admin Package.
Choose Save package to a file.

3. Either enter a drive, directory, and file name, or click the Browse button and select a drive,
directory, and file name in the Save As dialog and then click Save. The file extension is AZA.
The drive and directory default to X:\Pfx Engagement\ADMIN\Admin Packages\<office server
name> (where X represents the drive where the Administrator module is installed).

4. Click OK to create the file and store it in the location specified.
Notes:

¥ You can use only alphanumeric characters (letters and numbers) in the Admin Package
file name.

¥ If you have already saved an Admin Package file with the same name to the specified
location, you are given the option of overwriting the existing file or changing the file
name.

Attaching the Admin Package to an E-mail

Select Tools/Create Admin Package.

Enter a file name for the package in the file name field. The file extension must be AZA.
Choose Send package via e-mail.

Click OK to create the file.

Your email application opens with the file attached so you can send the package to the
appropriate person.
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Note: You cannot use the following characters in the Admin Package file name:
[ F? <> |\

Receiving an Admin Package

Admin Packages are created on the main office server or any secondary office server and are used
to download and synchronize data between office servers when at least one of the office servers is
disabled for Synchronization.

To receive an Admin Package, do the following:

1. Log in to the office server that is going to receive the Admin Package.
2. Select Tools/Receive Admin Package.
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3. Select the appropriate folder on the Receive Admin Package dialog.

Receive Admin Packape E]@
Look jre ) Admin Packages v ¥ = E-
)
2
My Recent
Documerits

Desktop

ty Documents

9
My Camputer
Fie name = v
‘- ) Files of type: Admin Package Files[424) A Cancel
—
My Metwork. Help

IMPORTAMT: “when you receive this admin package, pour office server will be
updated with the changes in the admin package, and the package will be updated
with the changes in pour office server

4. Select the AZA Admin Package file.
5. Click OK.

Scheduling Admin Synchronization
Admin Synchronization can be scheduled and run only from the main office server.

Synchronization needs to be maintained between the main office server and secondary office
servers so that updated information on the main office server regarding staff, licensing, teams,
staff groups, and client groups is passed to the secondary office servers. Also, synchronization
ensures that changes to office server properties, central file room properties, client folder
properties, and binder properties are updated on every server.

A secondary office server must be set up and visible on the main office server before the
Scheduled Task option becomes available. If the secondary office server is not recognized by the
main office server, you need to run a manual admin synchronization on the secondary office
server. See Manually Running an Admin Synchronization on page 82.

Both servers must be enabled for synchronization for an automatic Admin Synchronization to take
place. If a secondary office server is disabled, an Admin Package must be created on the main
office server and received on the secondary office server. See Creating an Admin Package on page
78 and Receiving an Admin Package on page 79 for instructions.

You can schedule synchronization to take place automatically on the date and time you select.
During synchronization a progress marker displays. You can view the schedule, retry if a
synchronization fails, and view the synchronization history of the office servers involved in the
synchronization.

Note: The first time the scheduler is run, you need to enter the user name and password for the
user who will be logged in to Windows at the time the synchronization takes place.
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To schedule Admin Synchronization, do the following:

1. Log in to the main office server.

2. Select Tools/Scheduled Tasks.

3. Select Main office server synchronization with secondary office servers and click Edit.
4

In the Run field on the Task tab, the path to the synchronization EXE file defaults to X:\Pfx
Engagement\ADMIN\CFRSynch.exe (where X represents the drive where the Administrator
program was installed).

5. The Run as field should show the Windows user name of the user logged into the computer.
Click Set Password to enter and confirm that user's Windows password. The scheduled task
does not run without this information.

Note: The user name should be the user who will be logged in to the computer when the
task is run.

6. Click the Enabled (Scheduled task runs at specified time) box. The synchronization does
not run if Enabled is not checked.

Note: Only a Windows administrator can successfully launch the scheduled task.

7. Click the Schedule tab and select how often the task is to be run from the Schedule Task
drop-down list.

8. Use the arrows to specify the time the synchronization is to start. You can click Advanced to
specify start and end dates and details on when to repeat the task. Click OK to exit the
Advanced Schedule Options dialog.

9. Use the Every field in the Schedule Task Daily section to specify if you want to repeat the
synchronization every day, every two days, etc.

10. Check the Show multiple schedules box to change or delete schedules. Click New to create
a new schedule for the task that will run after the last schedule is completed. Click Delete
to delete a highlighted schedule.

11. Click the Settings tab to specify the following:

¥ To delete the task if it is not scheduled to run again. This option is not recommended,
as you would have to recreate the task.

¥ To stop the task if it runs beyond a time you specify.

¥ To start the task only if the computer has been idle for a specified time or to stop the
task if the computer stops being idle.

¥ To start the task if the computer is running on batteries, stop the task if battery mode
starts, or wake the computer to run the task.

12. Click Apply to save your schedule and then OK to exit the scheduler.
13. Click Close to exit the Scheduled Task dialog.
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Manually Running an Admin Synchronization

The time required for the manual Admin Synchronization depends on the office servers involved.
You can run a manual Admin Synchronization from either a main or a secondary office server.

Note: Run a manual Admin Synchronization if the main office server does not recognize a
secondary office server. In this case, run the synchronization from the secondary office server.

To run a manual Admin Synchronization, do the following:

1. Log in to the appropriate office server.
Select Tools/Manual Admin Synchronization.

3. The system starts the synchronization either from the main office server or the secondary
office server, depending on the server you are logged in to.

4. The Admin Synchronization Status dialog displays during the synchronization process. You
can perform the following procedures on this dialog:

¥ Click Retry to have the system attempt the synchronization again if an office server
has a status of failed.

# Click View Synchronization History to view the synchronization record for the server
you are logged in to.

¥ Click View Schedule to view the schedule for the synchronization.

Viewing Admin Synchronization History

Admin Synchronization needs to be maintained between the main office server and secondary
office servers. You can view an office server's synchronization history to resolve synchronization
issues and provide detailed data to Technical Support personnel, if required.

A synchronization history displays the following information:

® Person currently logged in to the computer

Computer name

Operating system

ProSystem fx Engagement version number

Office server name and whether it is a main or secondary server
Office server ID

The synchronization history also displays a list of all synchronization for the server.

To view synchronization history, do the following:
Log in to the office server.
Select the office server in the Central File Room pane.

1.

2.

3. Select File/Properties.

4. Click View Synchronization History. You can save or print the log.

Viewing the Admin Activity Log

The Admin Activity Log records actions taken within the ProSystem fx Engagement Administrator
module. This log file lists the date, action taken, result, user, computer, office server, and, if
necessary, the reason an activity fails.
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To view the log file, follow these steps:

1. Select Tools/View Admin Activity Log. The View Admin Activity Log dialog displays.

Admin Activity Log @

Action Result User Computer

B /8420 Add Dffice Serv Success ADMIN
6/8/2 Add Firrm: [y Firm] Success ADMIM WIGGIMG
BAB/2011 0218 Add Team: [Audit] Success ADMIN WIGGEIMNG
B/8/2011 0218, Add Team: [Tax] Success ADMIN WIGGING
B/8/2011 0218, Update Team Properties: .. Success ADMIM WIGGING
B/8/2011 02:34:.  Create Admin Package: [C:...  Success ADMIM WIGGING
< »

Details. . | Frint. .. | Sawve As. | Clear | Cloze | Help

2. Click one of the following options:
# Details. Displays detail of a log entry.
# Print. Prints the Admin Activity log.
# Save as. Saves the Admin Activity log to a file.
¥ Clear. Deletes the contents of the log.
3. Click Close when you are finished viewing the file.

Setting Firm Options
The Firm Options feature in Administrator allows you to set firm-wide administrative options.

To set firm options, do the following:

1. Select Tools/Firm Options to open the Firm Options dialog.

2. Select the applicable options as described below. Firm options can be set only on the main
office server and are firm-wide. They are synchronized to local file rooms.
General tab

# Shared Local File Room. Select this option to allow users to collaborate on binders
through directly accessing shared local file rooms.

# Trash. When a binder is closed, Engagement will keep the items in the trash, prompt
the user to empty the trash, or automatically empty the trash, depending on your
selection here.

¥ Prompt when/for. By default, a warning message displays when a binder that is set
to monitor the Document Completion Date is opened during the assembly period. If
you clear this check box, the warning message does not display.
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Sign off tab
¥ Sign off options

= Skip Binder Staff Sign Off Analysis page in Finalize Binder Wizard. In the
Finalize Binder Wizard, a page with analysis of staff sign off for the binder
displays by default. Checking this box prevents this page from displaying during
the finalizing process.

= Skip Clear Workpaper Sign Off Dates and Times page in Finalize Binder
Wizard. In the Finalize Binder Wizard, a page can display that gives you the
opportunity to clear the workpaper sign off dates and times. By default,
ProSystem fx Engagement skips this step. If you want to be able to clear the
workpaper sign off dates and times, then uncheck this item.
= Retain workpaper sign off history upon binder finalization. Select this
option to retain all workpaper sign off information after binder finalization.
When this option is selected, the option Skip Clear Workpaper Sign Off Dates
and Times page in Finalize Binder Wizard is automatically checked and cannot
be deselected. If this option is not selected, only the final sign off for preparer
and the final sign off for reviewer are retained.
= Display indicator when workpapers are modified after reviewed. Select
this option if you want the Modified After Review icon to display for
workpapers that have been modified after review. If you clear this box, the
icon does not display.
= Clear Modified After Review icon when either 1st or 2nd Reviewer signs
off. Select this option if you want the sign off of either the 1st Reviewer or the
2nd Reviewer to remove the Modified After Review icon.
= If you do not select this option and there is only one reviewer, then
either the 1st Reviewer or 2nd Reviewer sign off will remove the icon.
= If you do not select this option and there is both a 1st Reviewer and a
2nd Reviewer, then only the 2nd Reviewer sign off will remove the
Modified After Review icon. The 1st Reviewer sign off will not remove
the icon.

¥ Knowledge Coach Program step sign off options
= When program step is marked as N/A show. Select either Initials or Current
Date to display when the program step is marked as N/A.
Engagement Today tab
Engagement Today will display binders in the diagnostics area based on your selections:

¥ Document completion date is past due or within <X> days of current date.
Binders will display in Engagement Today diagnostics if the document completion date
is past due or within the specified number of days from the current date. Enter a
number or use the spin boxes to select a number of days. The default is 15.

¥ Due date is within <X> days of current date. Binders will display in Engagement
Today diagnostics if the due date is within the specified number of days from the
current date. Enter a number or use the spin boxes to select a number of days. The
default is 15.

3. Click OK to exit the dialog.
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Setting Admin Synch Options

1. Select Tools/Admin Synch Options to display the Admin Synch Options dialog.

2. If a secondary office server has been created, then when Engagement Administrator is
closed, a message asks if you want immediate synchronization. This message does not appear
if you select either of the two following options:

# Automatically synchronize when closing. Any changes to the main office server
information are automatically synchronized to existing secondary office servers, when
the Administrator is closed. Any changes made to a secondary office server
automatically synchronize to the main office server when the secondary Administrator
is closed.

¥ Don't prompt me regarding synchronize when closing. Changes are not
automatically synchronized and the message regarding synchronization does not
display.

3. Click OK to exit the dialog.

Using the Document Completion Date Report (Admin)

The Document Completion Date Report displays all binders with document completion dates that
fall within the date range you specify. This report provides the following information about each
binder:

Office Server

CFR (Central File Room)
Binder Name

Binder ID

Client Name

Client ID

Binder Type

Binder Status

Lead Partner

Client Group

Period End Date
Report Date

Report Release Date
Doc Completion Date
Finalized Date
Retention Period End

To use the Document Completion Date Report, do the following:

1. Select Tools/Doc Completion Date Report. The Document Completion Date Report dialog
displays.

2. Select Run central file room report to update the central file room report. Select View
report from last scheduled task to view the most recent report.
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3. If you selected Run central file room report, do the following:

a. Select Include only binder types set to monitor document completion date to
include only binder types that have been set to be monitored for the document
completion date.

b. Select Include finalized binders to include finalized binders in the report.

c. You can filter your results to binders that have a Document Completion Date, Year
End, Period End, or Retention Period within a certain date range. Select the criterion
from the Date range drop-down list, or select No Date Range.

d. Select the appropriate beginning date in the Start field. Either enter the date or click
the down arrow to use the calendar. The default setting is the current date.

e. Select the final date for the report range in the End field. Either enter the date or
click the down arrow to use the calendar. The default setting is two months from the
current date.

4. Click Update Report. The report displays the binders that fall within the range you selected.
Click a column heading to sort by that heading. Drag column headings to reorder the
columns.

5. Click Export to Excel to open an Excel spreadsheet of the report data.

6. Click Close to exit the report.

Scheduling the Document Completion Date Report

You can schedule a Document Completion Date report to be generated automatically on a
specified date and time. You can schedule the Generate Document Completion Date Report task
on either the main office server or a secondary office server.

To schedule the Document Completion Date Report to run as a scheduled task, do the following:

1. From the ProSystem fx Engagement Administrator main menu, select Tools/Scheduled
Tasks. The Scheduled Tasks dialog displays.

2. Select Document Completion Date Report and click Task Properties. The Windows
scheduler opens, displaying the name of the task in the title bar.

3. Select the Task tab if it is not already selected.
In the Run field on the Task tab, the path to the import defaults to X:\Pfx
Engagement\Admin\DCDScheduledReport.exe (where X is the drive where the Administrator
program was installed). You can also browse to another location if that is necessary.

5. The Run as field should show the Windows user name of the person logged on to the
computer. Click Set Password to enter and confirm that user's Windows password. The
scheduled task will not run without this information. Click OK to exit the Set Password
dialog.

6. Check the Enabled (scheduled task runs at specified time) box.

7. Click the Schedule tab and select how often the task is to be run from the Schedule Task
drop-down list.

8. Use the arrows to specify the time the report should run.

W Tip: We recommend that you schedule the Generate Document Completion Date Report
task to run after the Admin Synch task. This will help to ensure that the Document
Completion Date report is as accurate as possible.
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9. Click Advanced to specify start and end dates and when to repeat the task.

Note: The Document Completion Date report can be generated only once every 24
hours.

10. Click OK to exit the Advanced Schedule Options dialog.

11. Use the Every field in the Schedule Task Daily section to specify if you want to repeat the
task every day, every two days, etc.

12. Check the Show multiple schedules box to change or delete schedules. Click the New
button to create a new schedule for the task, which will run after the last schedule is
completed. Click Delete to delete a highlighted schedule.

13. Click the Settings tab to specify the following:
¥ Whether to delete the task if it is not scheduled to run again
¥ Whether to stop the task if it runs beyond a time you specify

¥ To only start the task if the computer has been idle for a specified time or to stop the
task if the computer becomes active

¥  Whether to start the task if the computer is running on batteries, stop the task if
battery mode starts, and wake the computer to run the task

14. Click OK to save your schedule and exit the Windows scheduler.

15. Click Settings to display the Document Completion Date Report dialog and select the
appropriate settings.

16. Click Close to exit the Scheduled Tasks dialog.

Creating a Central File Room

You can create central file rooms on the main office server or a secondary office server,
depending on the server you are logged in to. A central file room is used to store client folders,
which can be created in the Administrator module or in Workpaper Management. A client’s binders
can only be created in the client folder in a local file room in Workpaper Management and must be
synchronized with the central file room to copy the binder information to the central file room.

Note: If a secondary office server has been disabled for synchronization, an Admin Package
needs to be created on the main office server and then received by the secondary office
server for the central file room to display in the secondary office server.

You can create as many central file rooms as you need.

To create a central file room, do the following:

1. In the Central File Rooms pane, select the office server where you want to create the central
file room. If you are logged in to the main office server, you can select it or any secondary
office server. If you are logged in to a secondary office server, you can create central file
rooms only on that server.

2. In the lower left pane, do one of the following to open the Central File Room Properties
dialog:
¥ Select File Rooms/Create Central File Room.
# Right-click an office server and then select Create Central File Room.
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¥ (Click the Create Central File Room button on the toolbar.

Central File Room Properties @

Central File Room detailz
Mame:*

Primary CFR

Dezcrnption;

Office Server detals

Office Server:  |KS171WS0001C0908

Location of Central File Room work papers:*

Browse. ..

[CFR name will be appended to workpapers path.]

