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Chapter 1

INTRODUCTION

CCH® ProSystem x® Workpaper Manager 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 Workpaper Manager system is the trial balance. You can use the Workpaper Manager
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 Workpaper Management module also provides powerful tools for organizing, reviewing, and
sharing workpapers.

Other Reference Material

The following guides or reference material may be found on the Workpaper Manager Customer
Support website.

®* Admin Guide for information on setting up the firm, staff groups, staff, teams and other
administrator tasks.

# |nstall Guide for information on installation and technical considerations, terminal servers, and
other tasks for installing or upgrading Workpaper Manager.

* |atest System Requirements.

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 sorted in a database. Because
the system has a centralized database, changes made to the trial balance are also applied through
the workpapers.
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Trial Balance Setup Features

You can set up a trial balance to meet the needs of any type of engagement. You can use one of the
provided trial balance templates for your type of engagement, or you can customize the trial balance
yourself.

The ways in which you can customize the trial balance are discussed in the following related topics.

Account Groupings

You can assign trial balance accounts to groups and subgroups for various purposes, such as
leadsheets, financial statement classifications, tax return line. CCH ProSystem fx

Workpaper Manager can use these groupings to generate reports and financial statements or to
export to tax preparation software.

The default CCH ProSystem fx Workpaper Manager 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.

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.

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 CCH ProSystem fx Workpaper Manager 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 CCH ProSystem fx Workpaper Manager, you can make temporary or permanent journal entries
to accounts grouped to CCH ProSystem fx tax 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.

Chapter 1: Introduction 2



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.

Sharing Trial Balance Data with Other Programs

CCH ProSystem fx Workpaper Manager 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.

Word and Excel® Workpapers

In CCH ProSystem fx Workpaper Manager, 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 Workpaper Manager features. You can create workpapers from your existing Excel® and Word
files or use the templates that come with Workpaper Manager. You can also create new templates by
saving Workpaper Manager 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 6: Managing Workpapers on page 284, for information on creating and using
workpapers.
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= Chapter 7: Using Microsoft® Excel® on page 357, for features specific to Excel®.
& Chapter 8: Using Microsoft® Word on page 380, for features specific to Word.

Organizing Client Information

With CCH ProSystem fx Workpaper Manager, 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.

Office Servers

Every office must create a main office server. This main server is created in the Administrator module.
The server 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 the Admin Guide on the Workpaper Manager Customer Support website 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. For creating central file
rooms in Workpaper Manager, refer to the Admin Guide on the Workpaper Manager Customer
Support website for more information.

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. For setting up Client Groups in Workpaper Manager, refer to the Admin Guide on the
Workpaper Manager Customer Support website.

Chapter 1: Introduction « 4


https://support.cch.com/productsupport/productSupport.aspx?id=5
https://support.cch.com/productsupport/productSupport.aspx?id=5
https://support.cch.com/productsupport/productSupport.aspx?id=5
https://support.cch.com/productsupport/productSupport.aspx?id=5

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.

Tools in the Workpaper Management Module

The main CCH ProSystem fx Workpaper Manager 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 CCH ProSystem fx
Workpaper Manager. 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 Microsoft® Windows® File 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.

s 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.
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You can also switch to the Workpaper Manager 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 3: Using
the File Room on page 38.

! Fle Edit View Tods Window Help
el e e e Al el S R ] 41 Ciert Groups :
Fi e 512345 - Jones (Local)
Bl & Admin, Default (K511} | Name D Type = Status Lead Partner  Year End PeriodEnd | DueDate | Doc Completion Date
[0 412345 - Semple C || fgiome Planning 999901 Audit  In Process 12/31/2011  1/342011  12/33/2011
QB Jores | N oiom Shefters 200802 Audit  In Process 12312011 12/31/2011  12/31/2011
€ >
CFR y List
= CFR (KS11W/50000107
5 | < 3
2 Bincer(s) [l [l car [nom | scre (B8 .

Workpaper Manager Today View

The Workpaper Manager Today view displays as an alternate view of the File Room window.
Workpaper Manager Today displays diagnostic information regarding binders in your local file room.
For more information, see Chapter 3: Using the File Room on page 38.

1
| Note: The Workpaper Manager Today view is not available if you are viewing a shared file room.

! Fle Edt View Tools Window Help
]

-

Workpaper Manager Today for Admin, Default

My L ] By Lea - g Tip of the Day

\#] B12345 Jones/9999-01 Home Plenning 03/31/2011 P None (3)

@ A12345 Sample Client/9999-01 Semple Binder Pop-Up Menus
03/31/2011

Most functions that pertain
to 2 selected item are

Z accessed by right clicking on
P Binders with checked out workpapers b Audit (3) the item.

b Bankruptcy (0)

b Business Valuation (0}
b Collateral Review (0)
P Compilation (0)

P Binders with open notes to me
P Binders not synchronized in a week

} Binders within 15 days of due date

b Past due binders } Correspondence (0}
P Binders within 15 days of doc completion date P Litigation (0)
b Binders past doc completion date b Other (0)

P Permanent (0)

P Review (D)

b TaxAccrual (0)

I” Display as the default view in the File Room b Tax Return (0) m m
l T e N |
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Binder Index Window

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

& Binder 1 [30/6/2011] {In Process)

: Shortc... | X

i Fle Edt Wew ool Trial Balance  Workpaper  Help

TR YN R NN N NN T T A N =N

Sample et

EI5X

Shortcuts

‘Workpapers

i

Binder
Snapshak

1l

Trial Balance
Snapshat

Guidance

\jzk Binder 1

2] Binder Index /(@ €2 [ |1, #] PepaedBy || ReviewedBy |J] 2ndReviewedBy | File Modiied Date | 7 Cuert Ec

| Unfiled Workpapers

@1 Conflicts

[l Published Workpapers
i Trash

| \ig] Binder Yier [ Motes Summary View |E Sign OFf Summary Yiew | §F Current Editor Yiew |

3 Subject

X

 Motes

75 | From To Date Created Cleared By

>

For Help, press F1

8 T3 T T T |

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
Workpaper Manager functions, CcCH® ProSystem x® Tax (if installed), and guidance options.

You can open multiple binders within CCH ProSystem fx Workpaper Manager. 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 4: Creating and Using Binders on

page 54.
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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 4:
Creating and Using Binders on page 54.

Sample Binder, 9999-01 [30/6/2011] (In Process)

Fle Edt Wew Tools

Trial Balance  Workpaper  Help

PN

e

Shortcuts =
- Binder Snapshot o admin, peraute [ Refresh |
workpapers My Workpapers Workpapers Count @'ITD of the Day
- E) 1105 Budget *|| Fled workpapers 65
b i 1205 Preiminary Analvtcal Review Unflled workpapers 1 Copyand Paste
Bnde Report Workpapers in Conflict section 0 To copy and paste
Snapshot &) 1210 Ratio Analysis - Adjusted Published warkpapers 1 information between
1215 Final A | Revi y : workpapers, you must
E ?ﬁ . Urtma nabytical Review Workpapers in Trash i] g:\;en boin Jvorkpapers
Tial B arce. = n{?_ifiqancial Statements - ¥|| Total Workpapers 57
Snapshat
Notes/ Rephes
Team notes/replies 1/1 | In process 67
Open item notes/replies 2/1 | Ready for review 0
Motes for next period/replies 0/0 | Reviewed 1]
2nd Reviewed a
Modified after reviewed a
Guidarcs [ Previous | Newt |
Done

\V|J_M|,;\.._J|_1|CAP\NUM|SCP.L|__;EI
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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.

4 Sample Binder 9999-01 [30/6/2011] {In Process) =13
Eile Edit Miew Tools Trial Balance ‘Workpaper Help
B RN N R RN, eI N NN NN e T RCY= A I |
: Shortc,., (1 X A12345 - Sampls Client
Shortcuts - ” 5
3 Trial Balance Snapshot [ refiesh | telp ]
H Click on 2 trial balance for related Grouping and Trial Balance Diagnostics: 1_05;_] @TID of the Day
‘\Warkpapers
ﬁJ [&] 2305 Trial Balance Multiple Date Link
1 To create a date link that
B'”dir contains multiple dates,
Sualle use Microsoft Excel's
concatenate formula
@ feature. To create the
Grouping Diagnostics | Trial Balance Diagnostic following link: “For the
Trial Balarice Br— Al T “=*% Years Ended 30 June,
Snapshok Grouping: |Financial Statements ~ Any current period Mo 2004 and 2003" use the
column out of balance? following formula:
Balnce: |Unadjusted Balance = | cE 0 =CONCATENATE("For the
Years Ended ", TEXT
Ungrouped accounts i AJE 3 (CYEDATE(),"mmmm dd,
i | : RIE 2 yyyy"),"and ", TEXT
Unclassified groups / subgroups: (PYEDATE(L)."yyyy"))-
Account classfication 1 group(s) / 1 subgroup(s) | 1TIE 2
Ratio classification 7 group(s) / 1 subaroup(s) | PJE 0
Azoete £658,807.00
Guidance Liahilities and Equity $(648,035.00) | v
2305 Trial Balance | T =t e e s
Binder Templates

CCH ProSystem fx Workpaper Manager 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 Workpaper Manager binder. Access rights are
assigned to staff groups in Workpaper Manager 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:
Administrator, for additional information.
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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.
CCH ProSystem fx Workpaper Manager automates your workpapers so the content of the
workpapers and financial statements reflect the date and balance information of the following
periods.

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 assignments. If you have automated your workpapers with
the tools CCH ProSystem fx Workpaper Manager provides, the content of the workpapers and
financial statements are rolled forward as well.

For more information about the Roll Forward capability, see Chapter 4: Creating and Using Binders
on page 54.

Reviewing Workpapers and Workpaper Tabs

CCH ProSystem fx Workpaper Manager 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, Workpaper Manager 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 or up to four levels of
reviewer.You can view a summary list, which is sorted by workpapers in process, ready for review,
reviewed, 2nd reviewed, 3rd reviewed and 4th reviewed. The number of levels of reviewer sign offs
from two to four can be defined in Firm Options of the Admin application.

Tabs, workpapers, and workpaper notes of binders in the CFR (central file room) pane of the File
Room can also be reviewed without having to synchronize the binder to the local file room. See
Viewing the Contents of a Binder in the CFR on page 104 for detailed information.

Sharing and Distribution Tools

Your workpapers can be electronically distributed to — and simultaneously shared by — all Workpaper
Manager 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 6: Managing Workpapers on
page 284.
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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, Workpaper Manager 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 Workpaper
Manager drop-down menu in Outlook to receive email binder package attachments directly into a
binder or to send messages and workpapers from a binder.

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 CCH ProSystem fx Workpaper Manager 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 107.

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.
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Documentation

Before using CCH ProSystem fx Workpaper Manager, 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 Support
website at http://support.cch.com/updates/WorkpaperManager.

Prerequisite Knowledge

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

To use CCH ProSystem fx Workpaper Manager, 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 _ = . Recording and using macros.
Basic editing and formatting.

Visual Basic for Applications and advanced
customization.

Basic data entry and formatting.
i g Creating sophisticated formulas.

Microsoft® o Recording and using macros.
® Inserting simple formulas. . ] o
Excel ) Visual Basic for Applications and advanced
Arranging worksheets and cells o
customization.

within worksheets.

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 CCH ProSystem fx Workpaper Manager
fields and formulas used in Excel® and Word.

You can view Help by doing any of the following:

* Press F1 at a dialog or menu command.

(7] = 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.

Chapter 1: Introduction ¢ 12



Tip of the Day

The Tip of the Day feature is viewable in Workpaper Manager 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: Administrator, 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 efficiently.

Tip
N 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.
Website

Visit http://support.cch.com/updates/WorkpaperManager for additional information. You can find
information about product announcements, support, and frequently asked questions (FAQs). You can
also go to the website directly from CCH ProSystem fx Workpaper Manager. Select Help >
Workpaper Manager Support on the Web.

Using the Workpaper Manager Toolbars

The CCH ProSystem fx Workpaper Manager toolbar buttons provide quick access to the most
frequently used functions in the Workpaper Manager 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.
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Workpaper Manager File Room Toolbar Commands

The Workpaper Manager 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 Workpaper Manager and Client Groups buttons:

Toolbar Command Description Menu Right-Click Access

Icon Menu Key
All t t

s New Client Jows users fo creatle W gie Yes Alt+F/C
clients.

4 0] the New Bind

= New Binder Wizard o e oW BINCer File Yes Alt+F/Z
Wizard.
All t ign staff

84 Assign Binder Staff /o LSO l0@SSINSIAN o No Alt+T/A
members to a binder.

= Open Opens or.expands the File Yes Alt+F/O or
selected item. Ctrl+O
Opens the trial balance in

B Open Trial Balance the binder or displays the File Yes Alt+F/T

Open Trial Balance dialog.

Cuts the selected binder to

\ AlR+E/T or
& Cut the Windows® Clipboard for Edit Yes Ctri+X
pasting to another location.
Copies th lected item t
. op|e§ e s%ec .e item to . AIt+E/C or
S| Copy the Windows™ Clipboard for Edit Yes Ctri+C
pasting later.
- Pastes the last copied item Alt+E/P or
Fe Paste predi Edit Yes
to the selected location. Ctri+V
oI5 Expand All Expands the entire tree. View No Alt+V/A
- Collapse All Collapses the entire tree. View No Alt+V/L
Displays th rties of
S Properties ISplays fhe properties o ke Yes Alt+F/P
the selected item.
Refreshes th tents of Alt+V/H
@ Refresh © r.es s the contents 0 View Yes or
the list. F5
5 Create Binder Allows ausertocreatea Tools Yes Alt+T/P
Package binder package.
i Receive Bind All t i
3 eceive Binder ows a user to receive a Tools Yes Alt+T/V

Package binder package.
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Toolbar Command Description Menu Right-Click Access
Icon Menu Key
Svnchronize Allows authorized users to
) Bi); der open the Synchronize Tools Yes Alt+T/S
Binder Wizard.
Allows authorized users to
& Express o
o launch the Synchronization Tools Yes Alt+T/E
Synchronization
Job Queue.
Allows a user to export trial
Tax Soft
[nE) ax Sortware balance data to tax Tools No Alt+T/X
Interface
software.
Allows a user to open the
é Finalize Bind Tool Y Alt+T/Z
Inalize Binder Finalize Binder Wizard. o01s ©s
Roll Forward Allows users to use the Roll
= Tool Y Alt+T/F
Binder Forward Binder Wizard. 00 es
All to toggle th
> Workpaper . ows u§ers o toggle the _
wg view to display Workpaper View No Alt+V/G/E
Manager Today
Manager Today.
Allows users to toggle the
screen to display the Local
& Client Index , spay iew  No Alt+V/G/]
File Room Client Index
view.
E Check In All Checks in aI.I ellglblo.a Tools Yes Alt+T/N
Workpapers workpapers in the binder.
hecks out all eligibl
Check OutAll  —hecks outall eligible
E Workpapers workpapers in the binder and Tools Yes Alt+T/A
pap synchronize the full binder.
Allows users to use a drop-
- d list to pick a client
Client Groups OWNTSttopickacient e No Alt+V/P

group to filter the client
folders in the file room.
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Workpaper Manager Binder Index Toolbar Commands

The Workpaper Manager 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 Workpaper Manager and Client Groups buttons:

Toolbar AllliE
lcon Command Description Menu Click Access Key
Menu
: Creat tabs i Alt+F/N/T
i New Tab .rea eshewtabsina File> New Yes o
binder. Ctri+T
+
Ij New Workpaper  Creates a new workpaper File > New Yes Alt+F/N/W or
from Template from a template. Ctrl+W
= +
= New Workpaper Creates a rle\.N wc?rkpaper File> New Yes Alt F/N./F or
from File from an existing file. Ctrl+Shift+W
- Alt+F/N/B or
Ty New Trial Balance Creates a new trial balance. File>New Yes Ctri+B
] New Manual Creates a new manual File> New Yes A+E/N/N
Workpaper workpaper.
Inserts a placeholder at the
B New Placeholder P . File>New Yes Alt+F/N/L
selected location.
Creates a new workpaper
New Work
B oW TYOTKPaPET ¢ om a TWAIN compliant  File> New Yes Alt+F/N/S
from Scanner
scanner.
e Open Opens the selected File No Alt+F/O or
workpaper. Ctrl+O
(0] the selected trial
o Open Trial Balance o o Seiectedinal gy No Alt+F/T
balance.
= Print Prints the selected File Yes Alt+F/P or
workpaper(s). Ctrl+P
Removes and places the
_ Alt+E/T or
& Cut selected binder to the Edit Yes
. ® A Ctrl+X
Windows™ Clipboard.
. Copies the selected item to Alt+E or
53 Edi Y
Copy the Clipboard. dit ©s Ctrl+C
P .
: astes the last item that - AIt+E/P or
Fe Paste was copied to the Edit Yes
] Ctr+V
Clipboard.
Displays th rties of
Ey Properties ISplays the properies of - Yes Alt+F/]

the selected item.
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Toolbar

lcon Command Description Access Key
4l Expand All Expands the entire tree. View No Alt+V/A
-k Collapse All Collapses the entiretree. ~ View No Alt+V/L
E Refresh Refreshes the content of View No Alt+V/E

the list.

Publishes the selected

Publish Workpaper Workpaper Yes Alt+K/P
pap workpaper(s). pap
- Locks the selected Excel®
) Lock Workpaper Workpaper Yes Alt+K/K
pap and Word workpaper(s). pap
Unlocks the selected
& Unlock Workpaper Excel® and Word Workpaper Yes Alt+K/N
workpaper(s).
Freezes Workpaper
c2 Freeze Links Manager links in the Workpaper Yes Alt+K/F
selected workpaper(s).
Unfreezes Workpaper
== Unfreeze Links Manager links in the Workpaper Yes Alt+K/U
selected workpaper(s).
3 Create Workpaper Creates a workpaper note Workpaper Yes Alt+K/C
Note for the selected workpaper.
Sign Off

Opens the Workpaper
Work Work Y Alt+
orkpaper Properties dialog. orkpaper Yes ©

N

Properties

@ Sign Off As Adds sign off initials in the Workpaper Yes Alt+G
Preparer Prepared by column.

m Slgn. Off As 1st Adds. sign off initials in the Workpaper Yes Alt+1
Reviewer Reviewed by column.
Sign Off As 2nd Adds sign off initials in the

o Work Y Alt+2
Reviewer 2nd Reviewed by column. orkpaper. Yes

¥ Sign Off As 3rd Adds sign off initials in the Work v Alt+3

u Reviewer 3rd Reviewed by column. Orkpaper Yes
Sign Off As 4th Adds sign off initials in the

£ Work Y Alt+4

J Reviewer 4th Reviewed by column. orkpaper. Yes

g Tax Software Opens the Tax Software Tools Yes Alt+T/X
Interface Interface dialog.
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Right-
Command Description Menu Click Access Key
Menu

Toolbar

Icon

Displays the contents of

iz Binder View , View No Alt+V/B
binders.
Displays all notes ina
Notes S
e Vi‘;;s UMMAY selected binderby note  View No Alt+V/U
type.
, Displays all workpapers for
Sign Off S
[ v:ga UMMAY 4 selected binder by the  View No Alt+V/O
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
Live Editor View  currently editing
& (Shared File workpapers in a shared file View No Alt+V/E
Room) room and the workpapers
they are editing.

Customizing the Workpaper Manager Interface

You can customize the Workpaper Manager 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. Ineither Binder Frame or File Room Frame, select Tools > Customize from the Workpaper
Manager menu. The Customize dialog displays.
2. Inthe Customize dialog, select a Visual Style.
= The 2003 style matches Microsoft® Office 2003.

®= (Classicis the standard Workpaper Manager style.
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Customizing Toolbars

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

* 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.

= [mage Only. Displays the graphical button only.
= |mage 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.

To customize a toolbar, do the following:

1. Select Tools > Customize from the Workpaper Manager 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 Workpaper Manager toolbar.

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

Customizing Button Appearance

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

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

2. 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.

= |[mage Only. Displays the graphical button only.
= |mage 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.
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Select Button Appearance from the pull-down menu to open the Button Appearance dialog.

Button Appearance EIPE

©image Oniy
() Image and Text
Teut

Images

BuskEadot@eSr wEHE
e d-Eorgsl=f@ERasr TEI
2 c@le@rad DX R ELF
SR HI&m0 SR @+ =R
mEET R E PEORY M T

< *

[ 0K 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

WORKPAPER MANAGEMENT

Overview

This chapter shows you how to configure the Workpaper Management module of CCH ProSystem fx
Workpaper Manager and describes tasks that you should perform on a periodic basis.

Before you begin, refer to Chapter 2: Installation, for system requirements and other related
information you need to set up CCH ProSystem fx Workpaper Manager. Also see the

CCH ProSystem fx Workpaper Manager Deployment Planning Guide for information that will help
administrators and managers identify the key factors that influence the performance, reliability, and
functionality of the CCH ProSystem fx Workpaper Manager application.

When you start CCH ProSystem fx Workpaper Manager, select a login option that indicates whether
or not you are connected to your server(s). Depending on your selection of Field, Office, or Shared
File Room, different items display in your local file room to allow you to collaborate with other team
members.

Starting CCH ProSystem fx Workpaper Manager

The initial login screen prompts you to define your home office server, which provides Workpaper
Manager license and staff rights information. You are also prompted to create a Location Profile for
your computer.

Logging In to Workpaper Manager

Only staff who are set up in the Administrator module can log in to CCH ProSystem fx
Workpaper Manager.

1. Double-click the CCH ProSystem fx Workpaper Manager icon on your desktop, or go to
Start > All Programs > CCH ProSystem fx Workpaper Manager > CCH ProSystem fx
Workpaper Manager.

The CCH ProSystem fx Workpaper Manager Login dialog displays.

2. Enter a valid login name. This is the login name that was set up in the CCH ProSystem fx

Workpaper Manager Administrator module.
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3. If a password has been set up by an Administrator or by you, enter the password.
4. Inthe Select location field, select one of the following options:
= Field. If you are in the field and connected to other computers with a peer-to-peer
network, this connection allows you to synchronize directly with other team members.
You can also use this option when you do not want to connect with a network or another
staff member.
= Office. If you are connected to the network in the office, this option allows you to
synchronize with the central file rooms set up in Administrator.
= Shared File Room. If shared file rooms are enabled in Administrator, this connection
allows you to connect directly to another user's local file room. See Using Shared Local
File Rooms on page 92 for more information.
5. Click OK.
6. If you are logging in for the first time, you are prompted by the Choose Office Server dialog to
define an office server. Do the following:

a. To select an office server to obtain licensing and staff rights information, enter a
computer name in the Computer Name field or click Browse to select a server.

Choose Office Server E

PraSwstem s wWarkpaper Manager could not locate your office zerver. In
order to log into PraSystem fx Workpaper Manager, icenzing and staff
rights infarmation must be obtained from your office zerer.

Pleasze indicate your office server computer name.

Computer Mane:

Browse. ..

Home Office Server

Cancel

1
[ Note: You cannot use an IP address for the computer name.
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If you select Browse, the Browse for Computer dialog displays.

Browse for Computer E]

Select the desired ProSyztem b \wWorkpaper b anager inztance from the
izt of computers ar type the computer name in the figld belaw:

LCamputer Mame:

TS 000010777

¢ KS11WwS0000M0777

Mate: Slower netwaorks may not return a complete lizt of computers. If
wou da nat zee the name in the list, yau rmight need ta type the name of
the computer in the "Computer Hame"' field above.

I Refrezh I [ 0k ] [ Cancel ] [ Help ]

Enter a valid office server computer name in the Computer Name field, or select an
office server from the list of available servers.

If a recently installed server is not available for selection, you may need to select
Refresh to update the list of servers. Click OK to close the Browse for Computer
dialog.

If you leave the Home office server box checked, the computer name is saved as the
home office server in the staff properties in the Admin module.

If you clear the check box, you must select a home office server again the next time you
login.

A message box displays asking if you would like to create a profile.

= |f you click Yes, the system prompts you to make this computer your default
profile. Click Yes to save the setting as the default location in the staff properties
in the Admin module.

= |f you click No, the message closes without creating a profile.

I
L

—
[ Note: Staff members who share a computer are prompted to create individual
Workpaper Manager profiles on the computer.

You are asked if you would like to create a sample binder at this time. Select Yes to
receive a binder package with the sample client binder and to have the binder set up for
you. Select No to cancel the sample binder installation.
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If you are logging in to a shared local file room, the Select Shared Profile dialog displays. Do
the following:
a. The Computer name field displays the computer that was previously selected, if any. If
no computer has been selected during a previous login, or if you need to connect to a
different computer, click Browse and select the appropriate computer.

b. Select the appropriate staff name from the Staff name drop-down list.

c. Click OK.
If your administrator has assigned a temporary password for you, or if your current password has
expired or does not meet your firm password rules, a Change Password dialog displays for you
to setup a new password. After entering the required information in the dialog, click OK to
continue the login.

}[fl Tip: In the Change Password dialog, click the icon that looks like an eye in the right-side of
any of the passwords fields to show the alphanumeric characters of the password you have
entered in the field.

If you are assigned to a binder with a document completion date that has passed oris
approaching, the Binders with Doc Completion Dates Approaching or Past Due warning
displays. This window provides information about each binder that is approaching or past its
completion date. One of the following icons appears beside the binder name:
= Document Completion Date Approaching. This icon displays if the completion date
is within the time period specified in Firm Options.
= Document Completion Date Past Due. This icon displays if the completion date has
already passed.
Click Export to Excel®to open an Excel® spreadsheet with the report data. Click Close to exit
the window and continue to CCH ProSystem fx Workpaper Manager.

For more information about document completion dates, see Viewing and Editing Binder
Properties on page 69.
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10. The Workpaper Manager module launches to display the File Room. The items that display

depend on the location you selected during login.

Filz Edit Wew Tools Wndow Help

s B4

e W T S NN =] e

<

Local File Room Client Index | 412345 - Sample Client.
= %, Admin, Default (K114 | Mame
=) A12345 - Sample ¢

1 5ample Binder

*

cFR |

Staff | Buddy List |

£

ﬂ CFR (K511WS00004

D

Type
Budit

Skatus Lead Part
In Process

Binder(s)

= Office. If you selected Office, your local file room and all the central file rooms set up in
CCH ProSystem fx Workpaper Manager Administrator display. In Office, you can

synchronize to the central file rooms.

Field. If you selected Field, your local file room and all staff members created in
Administrator display. You can synchronize directly with other team members to whom

you are connected in a peer-to-peer network.

Shared File Room. If you selected Shared File Room, the Host's local file room
displays. You can open any binder and work directly with any workpaper the Host has

Current Editor rights for.

See Chapter 4: Creating and Using Binders on page 54, for procedures on synchronizing Workpaper
Manager binders to central file rooms or directly to other staff members in a peer-to-peer
environment.

Subsequent Login

If you are logging in to Workpaper Manager on a computer you have already logged in to, you can
follow these steps:

1.

Double-click the CCH ProSystem fx Workpaper Manager shortcut icon on your desktop.

The Workpaper Manager Login dialog displays.

Enter your login name.

Enter your password.

Choose one of the following options:

= Office. Used if you are connected to the network in the office. This connection allows
you to synchronize with Central File Rooms set up in Workpaper Manager Administrator.
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When you log in, you will see your Local File Room, Workpaper Manager Today, or the
most recently used binder depending on the options you have selected in Tools >
Options. By clicking the CFR tab in the lower-left corner of the Remote File Rooms pane,
you can see all established Central File Rooms. You can also see the binders in the
Local File Rooms of people on your Buddy List and staff members with whom you are
connected.

= Field. Used if you are connected to other computers out in the field with a peer-to-peer
network. This connection allows you to synchronize directly with another staff member by
double-clicking their name. When you log in, you will see your Local File Room, all staff
members in the firm, and the members of your Buddy List.

= Shared File Room. Select Shared File Room if you are a member of a staff group
that can share file rooms, another user has set up his or her Local File Room for sharing,
and you need to access the Shared File Room. When you log in, you will see the host
user's Shared Local File Room.

Click OK.

If your administrator has assigned a temporary password for you, or if your current password has
expired or does not meet your firm password rules, a Change Password dialog displays for you
to setup a new password. After entering the required information in the dialog, click OK to
continue the login.

}'[fl Tip: In the Change Password dialog, click the icon that looks like an eye in the right-side of
any of the passwords fields to show the alphanumeric characters of the password you have
entered in the field.

If you are assigned to a binder with a document completion date that has passed or is
approaching, the Binders with Doc Completion Dates Approaching or Past Due warning will
display. This window provides information about each binder that is approaching or past its
completion date. One of the following icons will appear beside the binder name:
= Document Completion Date Approaching. This icon displays if the completion date
is within the time period specified in Firm Options.

= Document Completion Date Past Due. This icon displays if the completion date has
already passed.

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

The Workpaper Manager module launches to display the File Room. The items that display
depend on the location you selected during login.
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Notes:

= |f you are logging in to the office and have not yet chosen a home office server, the Choose
Office Server dialog displays after you click OK. Enter the name of the computer you wish to
use as an office server. If you do not wish to specify this computer as your home office server,
uncheck the Home office server box. You will need to select an office server again the next
time you log in to Workpaper Manager.

*= |f you have not logged in to this computer before, you will be asked if you would like to establish
a user profile on the computer. Click Yes to create the profile. If you click No, the program will
close. If you click Yes, a message will display asking if you would like to make this computer
profile the default profile. Click Yes to make this computer your default computer. Click No if
you wish to use another computer as your default computer.

Configuring CCH ProSystem fx Workpaper Manager

Once you have logged in to CCH ProSystem fx Workpaper Manager, you can customize several
options in the program before you begin to work.

Individual Workpaper Manager Profiles

Workpaper Manager creates a profile for each user who logs in to a computer. This allows more than
one user to use a single computer and maintain separate local file rooms (LFRs).

Each profile has its own binder record for each binder in the LFR. Only binder staff and binder prior
period records are shared across profiles. For example, User A and User B each has a profile on the
same computer, and both users have synchronized the same binder to their LFRs. If User A changes
a binder staff assignment or prior period information, User B sees the changes without having to
synchronize the binder. This automatic update of binder staff assignments and prior period
information only occurs when both users have the binder in their LFRs and are using the same
computer. It does not automatically update on other computers that have a copy of the binderin a
LFR.
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Changing and Viewing User Profile Information

To change your password, your default location (computer), or your home office server, do the
following:

1. Select Tools > User Profile. The Staff Properties dialog displays.

Staff Properties -

Staff Profile | Other Info

Account infomation

Login name:™ WD

Passwaord Dtange.l.’arss“wél. N

Confirm passwond:

Stafi information

Title Initials ~ DA

First name:* C Department: | Administratior

Middle name: Paosttion: A ristrat e

Las=t mame ™ hodmin Etwore-

Work &-mail Home e-mail:

Defsult location [ES1iLPSi9807vz]

Home office server, |AEGRESS-505

“Required fields

Ok || coce || Hebo

2. If the staff group to which you are assigned allows for staff members to change their password,
click Change Password if desired, to open a dialog for entering and confirming a new
password. You may use up to 128 characters.

® }iﬁ Tip: In the Change Password dialog, click the eye icon in any of the password fields to
show the alphanumeric characters of the password you have entered.

Important: If your password is over 16 characters and you subsequently choose to print a
PDF copy of a tax return in any CCH ProSystem fx Tax application directly to an Workpaper
Manager binder, the tax application login may allow only 16 characters to be entered.
However, you will be prompted again for the password in the Engagement Insert
Workpaper Wizard where up to 128 characters can be entered.

3. Optionally change the path of your Default location and/or the name of the your Home office
server computer.

4. Click OKto save changes.
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Removing a User Profile

To delete profiles from a computer, you must exit Workpaper Manager and go to the Utilities folder
located within the CCH ProSystem fx Workpaper Manager Start menu folder.

To remove a profile on a computer with CCH ProSystem fx Workpaper Manager installed, do the
following:

Exit CCH ProSystem fx Workpaper Manager.

2. From the Windows® Start menu, select All Programs > CCH ProSystem fx
Workpaper Manager > Utilities > CCH ProSystem fx Workpaper Manager Profile
Manager. The Profile Manager dialog displays.

3. Highlight the profile you want to remove and click Remove. A message informs you that
deleting the profile deletes the user's local file room data on this computer.

Click Yes to continue. Click No to cancel the process.

5. Either enter the password associated with the login name of the profile to be removed, or, if you
are an administrator, enter the login name and password.

6. Click OKto remove the profile and its local file room data from the computer.

Setting CCH ProSystem fx Workpaper Manager Options

The tabs on the CCH ProSystem fx Workpaper Manager Options dialog customize certain program
features, establish default paths for templates, data, and CCH, and set or change firm properties.
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Changing General Options

To change the CCH ProSystem fx Workpaper Manager options, do the following:

1.

General | Templates | Data | Practice Aids || Fim Properties

[ifuto express synchronize binder on open

[ Ao express synchronize binder on close

Auto refresh workpapers and trial balances

Auto refresh workpapers and trial balances before printing
Auto open |ast used binder

Double-click opens workpaper outside

Restore window positions

[ Launch separate instances of Excel {Dual monitors)
Launch separate instances of Adobe Acrobat (Dual monitors)
Display:

[ Workpaper Manager Today as default view in File Room
[] Binder Snapshot on binder open

[1 TE Snapshot on binder open

[¥] Mew Binder Wizard welcome screen

Prompt whenfor:

Insert Knowledge Tools workpaper

Document completion date waming

Maoving ttems to the Trash

Deleting tems from the Trash

OK ][ Cancel ][

Help

J

Select Tools > Options to open the Workpaper Manager Options dialog.

2. Make any necessary changes to the following options on the General tab:

= General. Check the applicable boxes to enable the options listed below. Clear the check

mark to disable the option.

= Auto express synchronize binder on open. After you have initially run the
Synchronize Binder Wizard for a binder, this option automatically synchronizes
changes from the local file room and central file room when you open a binder
without having to run the Synchronize Binder Wizard again.

= Auto express synchronize binder on close. After you have initially run the
Synchronize Binder Wizard for a binder, this option automatically synchronizes
changes from the local file room and central file room when you close a binder
without having to run the Synchronize Binder Wizard again.

= Auto refresh workpapers and trial balances. Automatically refreshes open
Excel® workpapers when changes are made to the trial balance. This also
refreshes the open trial balance if a change is made to a trial balance function
from within an open Excel® workpaper (for example, a journal entry is created
when viewing the Accounts Payable TB report). Open Word workpapers must be
manually refreshed when any changes are made to the trial balance.
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= Auto refresh workpapers and trial balances before printing. Automatically
refreshes workpapers and trial balances before they are printed so all changes are
incorporated.

= Auto open last used binder. Automatically opens the last binder used in
Workpaper Manager before Workpaper Manager was exited.

= Auto enable the Workpaper Manager ribbon. Automatically enables the
Workpaper Manager ribbon when logging in to the Workpaper Manager
Workpaper Management application if the ribbon has been disabled in error.

= Double-click opens workpaper outside. When a workpaper is double-clicked,
it opens in the file type's default application. If this option is disabled,
double-clicking a workpaper opens it in a Workpaper Management window. Note
that this does not apply to trial balances, which always open outside.

= Restore window positions. Opens windows to the size they were when
CCH ProSystem fx Workpaper Manager was exited.

= Launch Excel® as full screen. Allows you to open Excel® workpapers in full
screen mode.

= Launch separate instances of Excel® (Dual monitors). Allows you to open
multiple Excel® workpapers for viewing in two monitors.

= Launch separate instances of Adobe® Acrobat® (Dual monitors). Allows
you to open multiple PDF workpapers for viewing in two monitors.

= Display. Select the items you want to display by default.

= Workpaper Manager Today as default view in File Room. Displays the
Workpaper Manager Today window rather than the File Room window when you
open Workpaper Management. The Workpaper Manager Today window lets you
see your binders in three different panes: most recently worked on, lead partner
assignment, and engagement type. A fourth pane lists binders by other criteria,
such as past due status and binders with new notes addressed to the current user
or the entire team, etc.

= Binder Snapshot on binder open. Displays a snapshot of the last binder you
worked on when you open a binder. The binder snapshot is divided into four
panes that show workpapers assigned to you, workpaper counts, workpaper
notes, and sign off status.

= TB Snapshot on binder open. Displays a snapshot of the trial balances in the
binder most recently used when you open a binder. The Trial Balance Snapshot
window includes a list of trial balances and the selected trial balance's QuickView
and diagnostics. You can open a trial balance from the snapshot.

= Check the following options to open the Welcome dialog when starting the wizards
specified below:

= New Binder Wizard
= Roll Forward Wizard
= Synchronize Binder Wizard

= Finalize Binder Wizard
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= Prompt when/for. If you check the following options, the system prompts you for
confirmation before completing the specified action:

= Document completion date warning

= Moving items to the Trash

= Deleting items from the Trash

= Restoring items from the Trash

= Posting out-of-balance journal entry

= Locking workpapers upon Reviewer sign off

= Freezing Workpaper Manager links upon Reviewer sign off
= Workpaper will be saved when links are frozen or unfrozen
= Dynalink configuration confirmation

= Workpaper is read only

= Workpaper cannot be refreshed

= Auto refresh before printing is not selected

= TB Link formula contains over 540 characters

3. When you are finished, click OK. You can edit options at any time.

Changing Default Paths for Templates

Within the CCH ProSystem fx Workpaper Manager Options dialog, use the Templates tab to set
default paths for Workpaper Manager templates.

To set the default paths for CCH ProSystem fx Workpaper Manager templates, do the following:

1. Select Tools > Options.
2. Select the Templates tab.
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Gereral | Templates | Data | Practice Aids | Fim Properties

Binder Templates:
C\Pfx Engagement'WM'Binder Templates Browse

Trial Balance Templates:

C P Engagement VWM Tral Balance Templates Browse...
Workpaper Templates:
C:\Pfx Engagement W\ Workpaper Templates Erowse

Accourt Grouping Templates:
C:Pfx Engagement WM Account Grouping Template Browse. .

0] l [ Cancel ] [ Help

3. The following options are available in the Templates tab:

= Binder Templates. Indicates where your binder templates are located. The default path
is C:\Pfx Engagement\WM\Binder Templates, where C is the installation drive.

= Trial Balance Templates. Indicates where your trial balance templates are located.
The default path is C:\Pfx Engagement\WM\Trial Balance Templates, where C is the
installation drive.

= Workpaper Templates. Indicates where your workpaper templates are stored. The
default path is C:\Pfx Engagement\WM\Workpaper Templates, where C is the
installation drive.

= Account Grouping Templates. Indicates where your account grouping templates are
stored. The default path is C:\Pfx Engagement\WM\Account Grouping Templates,
where C is the installation drive.

};{ Tip: If you are in a network environment, you can share templates by configuring all team
members' paths to point to the same network directory.
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4. To change a default, click Browse next to its directory and select the appropriate folder on the
Select Folder dialog. When you are finished, click OK to apply the new settings.

5. You are returned to the CCH ProSystem fx Workpaper Manager Options dialog. When you
have finished changing the directories, click OK.
Changing Default Paths for Data

1. Select Tools > Options.
2. Select the Data tab.

| General I Templates | Data | Practice Aids I Firm Froperies |

Profile name:

|._I|:|nes. Mary |

Local file room location:
| “W12R2-AD2\Workpapers\{8ETECID E—?SDME-FE—55|

Home office server:

[12R2-AD2 v]

Print groups location:
|C:"-.P‘f'x Engagement WM"Print Groups | | Browse... |

Tickmarks location:
|C:"—-.Phr. Engagement\WM\ Tickmark | | Browse.. |

Create binder package location:
‘C:"-.P‘Fx Engagement WM Binder Packages ‘ | Erowse... |

Backup binder and restore binder location:

‘C:"-.F‘fx Engagement " WWM"Binder Backups ‘ | Erowse... |

Scheduled task document completion date report location:
"‘-."-.ENG}-".GEM ENT Admin Share ‘ | Browse. . |

OK || Cancel || Hep |

3. The following options are available on the Data tab:
= Profile name. Displays current user's profile name and the computer where the profile
exists.
= | ocalfile room location. Displays the location of the local data on your computer
(client folders, binders, and workpapers). This directory cannot be changed, as you need
the data on your local system. The default path is C:\Pfx
Engagement\WM\Workpapers\Staff Guide.

1
| Note: Please contact technical support at 858 123 4567 for assistance if you want to
change the local file room location.
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= Home office server. Displays the name of the office server where administrative data
for the current user (licensing, rights, staff groups, etc.) are stored.

= Print groups location. Displays the location of the pre-defined system print groups and
any print groups you create. You may share these print groups with other staff members.
The default path is C:\Pfx Engagement\WM\Print Groups, where C is the installation
drive.

= Tickmarks location. Displays the location where tickmark definitions are stored. The
default path is C:\Pfx Engagement\WM\Tickmark, where C is the installation drive.

= Create binder package location. Displays the drive and directory where binder
packages created for disabled central file rooms and remote local file rooms are stored.
The default path is C:\Pfx Engagement\WM\Binder Packages, where C is the installation
drive.

= Backup binder and restore binder location. Displays the location where binder
backups are stored. The default path is C:\Pfx Engagement\WM\Binder Backups, where
C is the installation drive.

= Scheduled task document completion date report location. This is the location
where document completion date reports are stored when run as a scheduled task. The
default is \\<servername>\Admin Share, where <servername> is the server where
CCH ProSystem fx Workpaper Manager Administrator is installed.

4. To change a default, click Browse next to the path you are changing and select the new folder.
When you are finished, click OK to apply the new settings.

5. When you are finished making changes, click OK. You can edit options at any time.
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Entering and Changing Firm Properties

To enter or change Firm Properties, do the following:

1. Select Tools > Options.
2. Select the Firm Properties tab.

| General | Templates | Data | Practice Aids | Fim Properties

FEim Name:* |ABC

|
Address 1 |123 Last Chance |
Address 2: | |
City: |Denver |
State: Zip Code:
Phone #:
-
URL: | |
* Reguired field Resat

| ok || cancel || hHep |

If firm information was entered in the Administrator module, it displays in this dialog. You can
make changes to information in this dialog, and the edits will not affect the information in the
Workpaper Manager Administrator module.

If, after editing Firm Properties, you want to restore the original information from the
Administrator module, click Reset.

3. When you are finished entering information, click OK.
The information entered here is available for linking to your Word and Excel® workpapers. See
Chapter 7: Using Microsoft® Excel® on page 357, and Chapter 8: Using Microsoft® Word on
page 380, for further information on linking these fields.

[
I

—
[+ Note: Any changes made on this dialog are not transferred to the Administrator module or to
other staff profiles. The changes remain local.
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Backing Up CCH ProSystem fx Workpaper Manager Binders

We recommend that you back up your CCH ProSystem fx Workpaper Manager binders frequently.
Backing up binders allows you to do the following:

® Preserve previous versions of binders so that you can restore them in case of a problem or an
error.

= Copy an entire set of CCH ProSystem fx Workpaper Manager databases so that you can restore
them on another system.

You can use your backup software to back up the binders in your data folder. The default location is
C:\Pfx Engagement\WM\Binder Backup, where C is the installation drive. You may also manually
copy this folder to another location for a backup.

Backing Up a Binder in a Local File Room

Note: If you assigned workpapers to other staff members, the Current Editor change takes place
when the backup is created. Workpaper assignments made by other users are not affected.

Highlight the binder and select Tools > Backup Binder. The Backup Binder dialog displays.

2. Select the location to which you want to save the binder in the Save in field. The default path is
C:\Pfx Engagement\WM\Binder Backups.

3. Type a name for the binder in the File name field. The default name of the backup package is
the client ID and name, binder name, binder ID, binder current period end date, and system
date with a BZP file extension.

4. The Save as field defaults to BZP and cannot be changed. File names cannot contain these
characters: /: *?\"<>|.

Click Backup to create the backup file.

6. Click OK on the message telling you the backup was successful.

Note: See Chapter 4: Creating and Using Binders on page 54, for procedures on backing up
individual engagement binders.
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Chapter 3

USING THE FILE ROOM

Overview

The CCH ProSystem fx Workpaper Manager File Room is similar to your paper-based file room. It
provides a means to organize client folders and their engagement binders. It allows you to switch
between the Local File Room Client Index and Workpaper Manager Today views.

This chapter shows you how to set up and use the File Room and how to set up clients.

Using the File Room

The Client Index view allows you to organize client folders and their engagement binders in your local
file room and remote rooms. See Using the Client Index View on the next page for more details.

An alternate view to the Client Index view is the Workpaper Manager Today view, which allows you to

sort and summarize key local file room binder information. The Workpaper Manager Today view may

'wg be accessed by selecting View > Go To > Workpaper Manager Today or clicking the Workpaper
Manager Today toolbar icon.

See Using the Workpaper Manager Today View on page 43 for more details.

E Note: If staff members must share a computer, each staff member must have a separate
Workpaper Manager profile on the computer. Computer profiles are created when you use the
Office login location, or when you use the Field login location if a Local Administrator has been
established. If you log in to a computer on which you have not set up a profile, a message box
informs you that you do not have a Workpaper Manager Profile on the computer and asks if you
would like to create one. Select Yes to create the Workpaper Manager profile.

Shared File Rooms

Shared local file rooms allow multiple Workpaper Manager users to work directly with workpapers in
the same binder without synchronizsing with a central file room, checking out workpapers, or
assigning workpapers.
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To work with shared file rooms, the option must be enabled for your firm in Administrator, and you
must belong to a staff group that allows sharing of local file rooms.

A Host selects to share his or her local file room, and then other users can log in to the shared file
room. Users can open any workpaper in the Host’s file room if the Host is the Current Editor.

Sharing a Local File Room

To share a file room, do the following:

1. Log into Workpaper Manager as either Office or Field.
2. Right-click within the file room frame.

3. Select Share File Room.
To stop sharing a file room, do the following:

1. Log into Workpaper Manager as either Office or Field.
2. Right-click within the file room frame.

3. Select Stop Sharing File Room.

Editing Workpapers in a Shared File Room

Working with workpapers in a shared file room is similar to working in your own local file room. When
you open a binder in the Host’s local file room, the Binder View displays.

The Live Editor column displays the current status of each workpaper. The following statuses are
displayed:

= (User Name). The user whose name displays is currently the Live Editor of the workpaper. You
can view a read-only copy of the workpaper until the Live Editor closes it.

*= <Available>. The local file room’s Host is the Current Editor of the workpaper, and no other
users are currently working on the workpaper. These workpapers are available for you to open
and edit.

#= <Unavailable>. The Host is not Current Editor of the workpaper.

Click on any workpaper with <Available> displayed in the Live Editor column to edit the workpaper.
Close the workpaper when you finish editing it. There is no synchronization or check-in required.

Using the Client Index View

The Client Index view is organized like Windows® File Explorer, with expanding and collapsing client
folders in the left pane of the window and the contents of the selected file room or client folder in the
right pane. The Client Index view comprises the local file room, central file rooms, remote staff file
rooms, client folders, and binders.
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Binder Icons

The following icons are used to represent binders. Each icon represents a binder that meets certain
criteria.

[efo]] Name/Description

Standard Binder. The user is not the Current Editor of any workpapers in the

e
binder, and the document completion date is not approaching or past due.

| Current Editor. The user is the Current Editor of at least one workpaper in the
binder, and the document completion date is not approaching or past due.

Document Completion Date Approaching. The user is not the Current Editor of
@.l any workpapers in the binder, and the document completion date is within the
specified number of days (that is, 45 or 60 days) from the current date.

Document Completion Date Approaching and Current Editor. The user is the

E Current Editor of at least one workpaper in the binder, and the document completion
date is within the specified number of days (that is, 45 or 60 days) from the current
date.

Document Completion Date Past Due. The user is not the Current Editor of any
%.l workpapers in the binder, and the document completion date set for the binder is
past due, so all changes made to the binder must be documented.

Document Completion Date Past Due and Current Editor. The user is the

qm Current Editor of at least one workpaper in the binder, and the document completion
date set for the binder is past due, so all changes made to the binder must be
documented.

Finalized Binder. The binder has been finalized.

Finalized Binder Partially Synchronized. The binder has been finalized but errors
occurred during synchronization, or the binder synchronization was stopped by the
user and is only partially synchronized.

Client Index View Panes

There are three panes in the Client Index view.

= ClientIndex pane. The upper left side of the window displays the file room and client folders in
your local file room.

= Remote File Room pane. The bottom left pane has up to three tabs, depending on the type of
login connection. The pane displays the following tabs:

= CFR. This tab displays a list of central file room (CFR) connections and can display a list
of binders for each CFR that can be selected for synchronization to your local file room
when you log in from the office. You can optionally choose to open the CFR binder to
view the tabs, workpapers, and workpaper notes, as well as add new workpapers to the
binder without synchronizing it to your local file room. See Adding a Workpaperina CFR
Binder on page 297 for detailed information.
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= Staff. This tab displays a list of all active staff members. When you connect to a remote
staff member's file room, you can view all clients and binders in that file room.

= Buddy List. This tab displays a custom list of staff members you select to expedite field
synchronization.

= Content pane. Depending on what is selected on the left side, the right side of the window
displays either the client folders in the local file room, the client folders in the Central or Remote
File Room, or the binders in the client folders to which you have access.

Switching Between Panes

Press F6 to move between the panes in the File Room Client Index window. If you selected an item in
a previous pane, it is highlighted when you switch back to that pane.

Refreshing the Window

Refresh the Workpaper Manager Today options by selecting the Refresh button on the top-right
corner of the Workpaper Manager Today window.

Sorting with Client Groups

The Client Groups drop-down list on the toolbar allows you to organize processing for your firm by
sorting clients using client groups. Clients can be assigned to client groups that are created within the
administrator module on the main office server. See Adding a Client Group and Assigning Clients to
Client Groups for detailed information.

Sorting Client Index Contents

You can sort the information in the Contents pane by any of the columns in ascending or descending
order.

If you are viewing client folders, you can sort them by the following criteria:

* Name

= D

* Entity Type
* |ndustry type

If you are viewing binders, you can sort them by the following criteria:

* Name

= D

* Type

®= Status
Lead Partner
* Year End
Period End
®* Due Date
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# Document Completion Date

Finalized by

Finalized Date
Retention Period End Date

To use the sort option, do the following:

1. Click the local file room or client folder. For Central or Remote File Rooms, double-click the
CFR or staff name.

2. Select View > Sort By. A menu displays listing the columns you can sort by. The list changes
depending on the items you are viewing. A check displays next to the current sort.

3. Inthe Contents pane, click the gray column bar to sort by that column. Click the gray column bar
again to toggle between ascending and descending order.

Finding Clients and Binders

You can use the Find command to search for client folders and binders in the File Room window. You
can then open the client or binder from the Find dialog.

Note: The Find command works differently in a Binder window than it does in the File Room
window. When a Binder window is active, the Find command searches for workpapers in the
binder. See Chapter 6: Managing Workpapers on page 284, for an explanation. If the Find
command does not work as demonstrated in the following section, make sure you are in the File
Room window and not the Binder window.

To perform a search in the local file room, do the following:

1. Open the Find dialog by doing one of the following:
= Select Edit > Find.
= Right-click the local file room and select Find from the pop-up menu.
= Press Ctrl+F.

2. Inthe Name field, type the name of the client or binder. You can type a complete or partial
name. The program matches all the items with names that contain the text you type. For
example, if you type "eng" in the Name field, the program could find all of the following:

= Engagement
= Pacific Engineering

= Avenger Products

Note: The search is not case sensitive.

3. Inthe Type section, select the type of items you are searching for. If you select Find Binders
for Client, select the client folder where you want to search.
4. Click Find Now. The search results are displayed in the lower half of the dialog.

5. To select the client folder you were looking for in the local file room window, or to open the
binder you were looking for, double-click the client folder or binder.
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Managing the Buddy List

The Buddy List tab in the Remote pane allows you to maintain a custom list of staff members to
quickly initiate field synchronization in the local file room.

1. To open the Manage Buddy List dialog, use one of the following options:
= Select Tools > Manage Buddy List.
= Use the right-click menu and select Manage Buddy List.
The Manage Buddy List dialog displays the following information:
= Available staff. Lists all firm staff members not assigned to the Buddy List.
= Buddy list. Lists all firm staff members assigned to the Buddy List.
2. To assign/unassign staff to the Buddy List, you can do one of the following:

= Select staff member(s) from the Available staff list, then click the Assign button to add
the staff to the Buddy List.

= Select the staff member(s) from the Buddy List, then click the Unassign button to
remove staff from the Buddy List.

= Click the Assign All button to add all staff members to the Buddy List.
= Click the Unassign All button to remove all staff members from the Buddy List.

3. Click OKto save settings and close.

Using the Workpaper Manager Today View

The Workpaper Manager Today view displays user-level diagnostic information that summarizes key
statistics regarding the binders in your local file room. The Workpaper Manager Today view also
displays the Tip of the Day.

To switch to the Workpaper Manager Today view, select View > Go To > Workpaper Manager
i’ Today or click the Workpaper Manager Today icon.

Note: Workpaper Manager Today View is not available when working in a shared local file room.

The Workpaper Manager Today Panes
The following panes display in Workpaper Manager Today:

= My Recent Binders. Displays links to the last four binders used.

= By Lead Partner. Displays a list of binder links sorted by lead partner from the binder
properties.
= QOther Highlights. Displays a list of binder links sorted by the following categories:
® Binders with checked out workpapers
® Binders with open notes to me
= Binders not synchronized in a week
®= Past due binders
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= Binders within X days of due date (where X represents the number of days specified in
Firm Options

®= Binders within X days of document completion date (where X represents the number of
days specified in Firm Options)

= Binders past completion date

Note: Finalized binders are not listed in these categories.

* By Engagement Type. Displays a list of binder links sorted by one of the following
Engagement types:
®=  Audit
= Bankruptcy
®= Business Valuation
= Collateral Review
& Compilation
®= Litigation
= Other
®* Permanent
®* Review
= Tax Accrual
®* Tax Return

Note: Clicking the triangle next to a topic in the Lead Partner, Other Highlights, or
Engagement Type pane causes a list of binders that have the selected topic incorporated to
display. Clicking a binder link opens the binder in Binder view.

= Tip of the Day. Displays suggestions for using the program more efficiently. You can hide the
Tip of the Day by clicking Hide Tips. The Previous and Next buttons allow you to navigate the
tips. To restart Tip of the Day, select Show Tips.

Note: You can customize the Tip of the Day items to show tips that are specific to your
firm's operations. See Managing the Tip of the Day for more details.

Refreshing the Window

Refresh the Workpaper Manager Today options by selecting the Refresh button on the top-right
corner of the Workpaper Manager Today window.

Displaying Workpaper Manager Today as the Default Window

To display Workpaper Manager Today as the default window, select one of the following options:

= Select the Display as the default view in the File Room box on the Workpaper Manager
Today window.
= Select Tools > Options and Workpaper Manager Today as default view in File Room.
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Adding and Editing Client Folders

You can create an unlimited number of client folders. The folders are located in the local file room.

For each client folder, you enter information about the client, including the client's name and company
entity type. You then create engagement binders inside each client folder.

You can create new client folders in the following ways:

* By entering and saving the client's company information in a new folder.
* By copying an existing folder.

When you name client folders, you must use a unique client ID and name combination.

This section describes how to set up client folders using methods listed above. Once you have set up
folders, see Chapter 4: Creating and Using Binders on page 54, to create the binders that go into the
client folders.

Entering Client Profile Information

1. Inthe Client Index view, click the local file room to place the new folder at its root.
2. Do one of the following:
= Select File > New Client.
= Right-click the Local File Room icon and select New Client.
3 = Click the New Client toolbar button.
The Create New Client dialog displays.

Create New Client EJ

Profile | Group | Contacts

Client 1D: Entity type: | Comporation -
Cliert name 1:°

Cliert name 2:

Address 1:

Address 2:

City:

State: Zip Code:
Country:

Phone #: Fax H:
URL:

Primary email:

Secondary email:

Industry type: <Mong: w

Federal ID: State 1D:
* Required field

I OK H Cancel ][ Help

3. Select the Profile tab.
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4. Enterthe name of the client in the Client name 1 field (Last name field if you select Individual
as the Entity type). This is a required field.

5. The remaining fields on this tab are optional. However, all of the information entered is
available for linking to your Word and Excel® workpapers. See Chapter 7: Using Microsoft®
Excel® on page 357, and Chapter 8: Using Microsoft® Word on page 380, for information on
linking these fields.

Note: The Entity Type you choose in this dialog does not impact how you export to your tax
software. Also, it does not impact the conversion of tax grouping codes from other software.
See Chapter 5: Using the Trial Balance on page 127, for more information on interfacing
with tax software and converting from other software packages.

Adding New Clients to Client Groups

1. Inthe Client Index view, click Local File Room to place the new folder at its root.
2. Perform one of the following actions to display the Create New Client dialog:
= Select File > New Client.
= Right-click the Local File Room icon and select New Client.
3 = Click the New Client toolbar button.
3. Enterinformation on the Profile tab, if necessary.

Select the Group tab. The Group tab displays existing client groups so that you can add the
client to one or more groups. Clients in the File Room can be filtered by client group. There is no
limit to the number of groups to which a client can belong.

5. Toadd a client to a client group, check the box next to the client group. To remove a client from
a group, remove the check from the group box.

See Managing Client Binders for more details regarding Client Groups.

Entering Contacts for the Client

1. Inthe Client Index view, click the Local File Room to place the new folder at its root.
2. Perform one of the following actions to display the Create New Client dialog:
= Select File > New Client.
= Right-click the Local File Room icon and select New Client.
= Click the New Client toolbar button.
3. Enterinformation on the Profile tab. The Last Name field is required before entering contacts.
4. Select the Contacts tab.
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5. Click New. The fields on the Contacts tab become available for data entry.

Create New Client gj

Profile | Group | Cortacts
Title:
Last Name:™

First Name:

Position:

Depatment:

Phone #: BExtension:
Fax #:

Email Address:

Birthday:

Spouse:

Mema:

* Required field

[ QK ][ Cancel ][ Help ]

6. Type the information for the contact. The Last Name field is required. Once the Last Name
field is completed, the Save button becomes enabled. The other fields are optional.

7. Click Save. Once you have saved a contact, you can do any of the following:
= Click New to enter information for another contact.

= Review the contacts you have created for the client by clicking the left arrow (<) and
right arrow (>) buttons next to the Last Name field. You can scroll through the contact
list in last name order.

= Select a contact by last name by clicking the drop-down arrow next to the Last Name
field.

= Change a contact's information by selecting the contact and then positioning your cursor
in the field to be changed. The Save button becomes enabled once you make a change.

= Delete a contact by selecting the contact and clicking Delete. You are prompted to
confirm the delete.

Saving Client Information

When you have entered all the client information, click OK to create a new client folder in the local file
room.
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Creating a New Client Folder by Copying

You can also create a new client folder by making a copy of another client folder. Use this method if a
new client folder has information similar to that in an existing client folder or if you are creating a
number of similar companies with similar information, such as subsidiaries of a parent company.
Copying a client folder copies only the client folder. Workpapers and binders are not copied.

To create a new client folder by copying, do the following:

1. Right-click the folder you want to copy and select Copy from the pop-up menu.

2. Right-click the Local File Room icon and select Paste from the pop-up menu. A new client
folder is created with the same ID and name as the original with the words Copy of appended at
the beginning. Follow the instructions in the next section to change the name and related
properties of the new folder.

Note: Avoid using duplicate IDs and client names, as this creates problems when binders are
archived.

Changing and Viewing Client Properties

You can view and change client information on the Client Properties dialog. To open the Client
Properties dialog, click the client folder and do one of the following:

*= Select File > Properties.

= Right-click the client name from the Client Index pane and select Properties from the pop-up
menu.

Iﬁ. = Click the Properties toolbar button.

You can edit or view client information on the Profile tab, client group assignments on the Group tab,
and contact information on the Contacts tab.

Deleting Clients

- Important: Deleting a client is irreversible if the client is removed from the central file room and
all local file rooms. Once you delete a client from all file rooms, you cannot retrieve that
information, including any CCH ProSystem fx Workpaper Manager binders associated with the
deleted client. We recommend that you verify that all binders associated with the client have been
synchronized to the central file room prior to deleting the client from your local file room.

To delete a client, do the following:

1. Select the client from the Client Index view.
2. Do one of the following:
= Select Edit > Delete.
= Press Del.
= Right-click and select Delete from the pop-up menu.

3. On the confirmation prompt, click Yes to complete the delete or No to cancel the deletion.
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Checking In All Workpapers

If you are working from your Local File Room, you can check in all workpapers into the central file
room. This is a one-click option that allows you to quickly check in all available workpapers.
Workpapers not eligible for check in are those in the Conflicts, Incompatible Workpapers, Published
Workpapers, or Trash folders. If you want to select specific workpapers to check in, then use either the
Synchronize Binder Wizard or the Check In Workpaper features. When you check in all workpapers,
your Current Editor rights are removed from those workpapers.

This option will synchronize changes from both locations (local file room and central file room)
simultaneously. Changes made in the local file room are synchronized to the central file room and
changes made in the central file room are synchronized to the local file room, if the workpaper
already exists in the local file room.

Note: You must be logged in to the Office location, assigned to the binder, and close all
workpapers within the binder. You cannot check in all workpapers if you are working in another
user's Shared File Room.

Open the Local File Room.
Select the binder with the workpapers to check in.

= 3. Clickthe Check In All Workpapers button on the toolbar, or right-click the selected binder and
select Check In All Workpapers, or select Tools > Check In All Workpapers. The

Synchronization Job Queue dialog displays the progress bar for checking in all of the
workpapers.

Note: If the Synchronization Job Queue dialog does not display, then there are no eligible
workpapers available to check in.

Checking Out All Workpapers

If you are working from your Local File Room, you can check out all workpapers from the central file
room. This is a one-click option that allows you to quickly check out all available workpapers and
synchronize the full binder. Workpapers not eligible for check out are those checked out by others orin
the Conflicts, Published Workpapers, or Trash folders. If you want to select specific workpapers to
check out, then use either the Synchronize Binder Wizard or the Check Out Workpaper features.
When you check out all workpapers, you gain Current Editor rights for the workpapers.

This option will synchronize changes from both locations (local file room and central file room)
simultaneously. If the binder already exists in the local file room, then changes made in the local file
room are synchronized to the central file room.

Note: You must be logged in to the Office location, assigned to the binder, and close all
workpapers within the binder. You cannot check out all workpapers if you are working in another
user's Shared File Room.

1. Open the Central File Room or the Local File Room.

2. Select the binder with the workpapers to check out.
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% 3. Clickthe Check Out All Workpapers button on the toolbar, or right-click the selected binder
and select Check Out All Workpapers, or select Tools > Check Out All Workpapers. The
Synchronization Job Queue dialog displays the progress bar for checking out all of the
workpapers.

Note: If the Synchronization Job Queue dialog does not display, then there are no eligible
workpapers available to check out.

CCH Axcess Portal Interface

Exporting a Client List to CCH Axcess Portal

You can export a client list from CCH ProSystem fx Workpaper Manager and use that list to
permanently link Workpaper Manager clients to clients in CCH Axcess™ Portal. This will make
sending files from an Workpaper Manager binder to CCH Axcess Portal more efficient since the
client's portal will be preselected.

Linking to a client's portal is available for both the standalone version of CCH Axcess Portal and the
version that integrates with CCH® ProSystem x® Document. See the CCH Axcess Portal help for
instructions on linking clients using the exported client list.

To export a client list to send to CCH Axcess Portal, do the following:

1. Select a central file room.

2. Select File Rooms > Export Client List for CCH Axcess Portal. The Export Client List
dialog displays.

3. Select a location for the export file.

Note: Do not change the file type. The export must be saved as a comma separated value
(CSV)file.

4. Click Save.

Sending Files from CCH Axcess Portal to Workpaper Manager

You can move or copy workpapers from CCH Axcess Portal to CCH ProSystem fx Workpaper
Manager. When you move or copy a workpaper, Portal adds an entry to the file's history so you have a
record of what occurred for future reference. Files must be checked in and unlocked before they can
be sent to Workpaper Manager.

The primary difference between moving and copying a file is how Portal handles the file after it is
added to Workpaper Manager. If you move a file, Portal sends its copy of the file to the Recycle Bin. If
you copy a file to Workpaper Manager, Portal retains its copy of the file.

To send a file to Workpaper Manager, do the following:

1. Inyourlogged in Portal, use any of the following methods to locate the file to be sent to
Workpaper Manager:
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®= Quick Search allows you to search for the text in the file name, orin the name of the
portal or folder where the file is stored.

i. Inthe Search box in the top right corner of the Portal window, enter the text to
search for.

ii. Press Enter, or click Search.

};{ Tip: To enter text for more than one parameter in the same Quick Search, separate
the search criteria with colons. For example, enter filename:foldername or
portalname:foldername:filename.

= Basic Search gives you the ability to search for a file by text in the file's contents, as well
as by the portal or file name.

i. Click Search in the top right corner of the Portal window.
ii. Enterthe text to search for in the boxes in the Search Options area.

Field Description

Enter all or part of the portal name. As you type, the system

Portal ) .

Name displays portal names that are potential matches. Select the
correct portal name when it displays.

File Enter all or part of the file name. As you type, the system displays

Name file names that are potential matches. Select the correct file name
when it displays.
Enter a word that is included in the file's contents. You can also

Metadata . )

p include all or part of the file name or portal name.
an
Word Note: Click Excluded Words to display a list of common words,

letters, and numbers that are ignored by the search function.

ii. Click the Search button in the Search Options section.

= Advanced Search provides additional metadata search options. Among other criteria,
you can specify a file's status, when it was last modified, and keywords assigned to the
file.

i. Click Search in the top right corner of the Portal window.
ii. Click Advanced Search.
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iii. Enter search criteria in the Search Options section to narrow your search results.

Field Description

Enter all or part of the portal name. As you type, the system
displays portal names that are potential matches. Select the
correct portal name when it displays.

Portal
Name

Enter all or part of the file name. As you type, the system displays
File Name file names that are potential matches. Select the correct file name
when it displays.

Click the lookup button 'frﬂi and select a folder template from the

Folder folders in the selected portal.
Templates Note: This search option is available only if you enter a portal
name.
Enter the email address of a user who modified the file.
User .
o Note: You must enter the complete email address of the user.
Modified

Partial matches will not work for this search parameter.

File Status Select a file status from the list.

Enter a word that is included in the file's contents. You can also
Metadata include all or part of the file name or portal name.
and Word Note: Click Excluded Words to display a list of common words,
letters, and numbers that are ignored by the search function.

Specify when the file you are searching for was last modified.
Select a qualifier from the list, and then select a date from the

calendar.
Date = |s. Indicates the file was modified on the selected date.
Modified = |s before. Indicates the file was modified before the

selected date.

= |s after. Indicates the file was modified after the selected
date.

Specify when the file you are searching for is set to expire, Select
a qualifier from the list, and then select a date from the calendar.

. = |s. Indicates the file expires on the selected date.
Expiration

Date - |s before. Indicates the file expired before the selected

date.

- |s after. Indicates the file will expire after the selected
date.

Keyword Enter a keyword associated with the file.

iv. Click the Search button in the Search Options section.
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?ﬁ Tip: Click the Save button ':i in the top right corner of the Search Options window

to save your search criteria for future use. Filters and column modifications in the
search results grid are not included as part of saved searches.

2. Right-click the file you are sending to Workpaper Manager, and then select one of the following
to launch the Insert Workpaper Wizard:
» Send to Workpaper Manager > Move. If you select this option, the file is moved to
the Portal Recycle Bin after it is added to Workpaper Manager.
= Send to Workpaper Manager > Copy. If you select this option, the original file
remains in Portal after the file is added to Workpaper Manager.

Note: To select multiple files, press and hold Ctrl while selecting files. After all the needed
files are selected, right-click the group of files and select the appropriate option.

3. Select the necessary options for the file in the Insert Workpaper Wizard, clicking the Next and
Back buttons as needed to move through the wizard windows. For assistance with a window,
click the Help button.

4. Click Finish to complete the process, or click Cancel to exit the wizard without moving or
copying the file to Workpaper Manager.
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Chapter 4

CREATING AND USING BINDERS

Overview

You can create as many binders for a client as you need. Like paper-based engagement binders,
CCH ProSystem fx Workpaper Manager binders store and organize client workpapers for any type of
engagement, such as a tax return or an audit. Because binders are electronic, each staff member
assigned to an engagement can have his or her own copy.

Binders are created using the New Binder Wizard. Items within your binders can have the same name
if the index numbers of the items are different.

The Binder Snapshot view allows you to review key diagnostic information in binders. The Binder
Snapshot Summary page provides important status information regarding workpapers, workpaper
counts, notes, and sign-off status. The Binder Snapshot also displays the Tip of the Day. See Using
the Binder Snapshot on page 86 for detailed information.

The Binder Contents View allows you to view the tabs, workpapers, and workpaper notes of a binder
in the CFR pane of the File Room. You can optionally add workpapers to the binder without
synchronizing it to your local file room. See Adding a Workpaper in a CFR Binder on page 297 for
detailed information.

This chapter shows you how to create and use binders, including how to share and distribute binders,
view the workpapers inside a binder, and change information about a binder.

Sources for Creating Binders

You can use one the following options when creating binders in the New Binder Wizard:

* Create binders from templates
# Create blank binders
* Create binders from an existing binder in your local file room
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These options are described in the following sections.

Notes:

®* When you roll forward a binder to the next period, a new binder is created during the process.
See Rolling Forward Binders on page 116 for more information.

* Binders can only be created in the local file room. You can synchronize the binder to a central

file room, as needed. See Office Network Environment - Central File Room on page 93 for
more information.

Creating a Binder from a Template

You can use the CCH ProSystem fx Workpaper Manager Sample Binder template to create binders
for your clients. The Sample Binder template contains a trial balance, workpapers, and the tab
structure for different types of engagements.

In addition, you have the ability to create your own binder templates from the binders you already
have. You can create as many templates as you need.

Creating a Binder from a Blank Binder

This option creates an empty binder without workpapers and tabs. Use this option to create a new
binder from scratch or if you need a custom binder that does not conform to any of the templates or
existing binders.

You may want to start with a blank binder when creating templates for the various engagements you
perform. See Saving Binders as Templates on page 66 for instructions.

Creating a Binder from an Existing Binder

You can create a new binder based on an existing binder. This option is useful when the contents and
organization of an existing binder closely match that of the one to be created. If you use the chart of
accounts or journal entries options, the account IDs and descriptions are maintained, but balances are
cleared. If you choose to clear the chart of accounts when working in a fund trial balance, fund types
and fund subtypes are maintained but funds and fund mask settings are cleared.

Notes:

* Do not use this feature if you need to maintain account balances. Instead, use the Copy option.

* Do not use this feature to create a binder for a new fiscal year for the same client. Instead, use
the roll forward feature that automatically rolls the dates forward and moves the balances to the
prior periods. See Rolling Forward Binders on page 116.
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Using the New Binder Wizard

Using the New Binder Wizard to create a new binder is a three-step process. The steps include the

following:

* Creating a new binder
* Defining binder properties
* Assigning staff to binders

These steps are described in more detail in the sections that follow.

Creating a New Binder
Creating a new binder is the first step in the New Binder Wizard process.
To create a new binder, do the following:
1. Select the local file room user name or client folder and do one of the following:

= Select File > New Binder Wizard.
%@ = Click the New Binder Wizard toolbar button.

Note: If you do not want to show the Welcome dialog the next time you use the New

Binder Wizard, check the Do not show this welcome page again box. You can also
select Tools > Options and uncheck the New Binder Wizard - Welcome screen box in the

Display section.
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2. Click Next to open the New Binder Wizard - Select Client folder dialog.
Hew Binder Wizard

Select Client Folder
Each binder must be associated with a client falder.

Which client folder zhould thiz new binder be aszociated with?
- 2= Local File Room
Smith and B armey
([ 412345 - Sample Client
D Megalraf - MegalGraphics
[_7) Orikaric - Orkario Meats
@ Tarrancel MIGGEINGT OMN=F)

< Back | Mext » | Cancel Help

3. Select the client folder where the binder will be added.

= Select from a local file room if the client folder is in your local file room. The new binder is
created and placed in the client folder.

= Select from a central file room if you are using the Office login and the client folderisin a
central file room. A client folder is automatically created in the local file room and the
new binder is created and placed in the client folder in the local file room.
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4. Click Next. The New Binder Wizard - Designate a Central File Room dialog displays.

1

[+ Note: The new binder is created in the local file room, not in the central file room. You can
synchronize the binder from the local file room to a central file room afterwards. See Office
Network Environment - Central File Room on page 93.

New Binder Wizard §|

Designate a central file room
Designate a central file room for synchronization purposes.

You muzt designate a central file room to be used for office synchronization. Once you select a central
file room and synchronize, you will not be able to modify your selection,

wihich central file room should thiz binder be zynchronized with?

LCentral File Room : Primary CFR [K.511%50007C0

Mate: Selecting the central file room will not automatically spnchronize the binder with zelected central
file raom; you will need to perfarm synchronization at a later time.

[ < Back ” Nest > l [ Cancel ] [ Help ]

5. Use the drop-down list to select the central file room you want to synchronize the binder to when
performing the initial binder synchronization.

Chapter 4: Creating and Using Binders * 58



6. Click Next. The New Binder Wizard - Select Source for the Binder dialog displays.

Mew Binder Wizard @

Select Source for the Binder
You can create a binder from a template, create a blank binder or create a binder

fram an existing binder.

(%) Create binder from template Ea
() Create blank binder
() Create binder from existing binder in your local file room

General

(oot ) (5

7. Select one of the following methods for creating the binder:

= Create binder from template. Select Create binder from template and then select
the appropriate tab to use the CCH ProSystem fx Workpaper Manager Sample Binder
template, or any binder templates you have created. See Saving Binders as Templates
on page 66 for instructions on creating binder templates. The Sample Binder template
contains a trial balance, workpapers, and the tab structure for different types of
engagements.

= Create blank binder. The blank binder is created with no workpapers or tabs. Use a
blank binder to create a new binder from scratch.

= Create binder from existing binder in your Local File Room. Use this option to
create a binder based on an existing binder. Open the client folder containing the binder
you want to use and highlight the binder. You can use or clear the chart of accounts in
the new binder. If you use the chart of accounts from the existing binder, the account IDs
and descriptions are maintained; account balances are cleared. If you choose to clear
the chart of accounts when working in a fund trial balance, fund types and fund subtypes
are maintained but funds and fund mask settings are cleared. You can also save journal
entries from the existing binder. Journal entry amounts are not saved.

8. Open the folders in your Local File Room and select the binder you wish to use to create the
new binder.
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Notes:
®= To maintain account balances, create a new binder by duplicating the binder using the
Copy feature.

= To create a binder for a client for a new period, see Rolling Forward Binders on
page 116.

= |f you select to use the chart of accounts, only the account IDs and descriptions are
maintained. The account balances are cleared.

= |f you choose to clear the chart of accounts when working in a fund trial balance, fund
types and fund subtypes are maintained but funds and fund mask settings are cleared.

9. Click Next to continue to the next page of the New Binder Wizard.

Defining Binder Properties

After creating a new binder (see Creating a New Binder on page 56) define the new binder
properties. Defining binder properties is the second step in the process of creating binders with the
New Binder Wizard.

Note: The binder Name, Binder ID, Year-end date, and period number must be a unique
combination within the client folder.

To define binder properties, do the following:

1. Inthe New Binder Wizard - General Properties dialog, complete the information as follows:

= The Name field is required. Type the name of the binder. The name can be up to 64
characters. The ID can be up to ten characters.

= The Due Date field is required. The default date is either 12/31/YYYY of the current year
or the due date of the binder that the new binder is being created from.
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The remaining fields are optional.

New Binder Wizard

General Properties
Provide the following information for the new binder.

Mame:" |House of Cards

Binder ID: |

Description: |

Type: | fwacit =l
Due date:* | 12/31 /2004 ]
Chaige code: |

Lead parther: | <nanes j

* Required Field

| Mext » | Finish | Cancel | Help |

1
[ Note: The Name, ID, Type, and Lead Partner fields can be used to sort binders in the
File Room Window.

2. Click Next. The New Binder Wizard - Enter Period Information dialog displays. You can define
beginning and ending dates for the current and prior periods.

New Binder Wizard rz|
Enter Period Information
Select Period Sequence and related dates.
Year-end date: 12/431/20m “w
Period zequence: Annually v

Current period

FPeriod: 1 v
Beginning date: 14 12201 v
Ending date: 12/31720m v

If the year-end date iz other than a calendar month end date or if prior period dates need to be other
than a calendar month end date, select the Prior Periods button to modify the prior period dates.

< Back ” Mest » ] [ Finizh ][ Cancel ] [ Help
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= Year-end date. Enter the year-end date or select the date from the drop-down
calendar.

Note: If you enter a year-end date other than a calendar month-end date, you may
need to select the prior periods button to modify the prior periods dates.

= Period sequence. The length of the engagement. If you change the period sequence
after changing a default date on the Prior Periods dialog, you may need to edit the prior
period dates.

= Period. The period number as defined by the period sequence of the current period. If
you change the period after changing any of the default dates on the Prior Periods
dialog, you may need to make changes to the prior periods.

= Beginning date. Beginning date of the current period. Must be on or before the
year-end date.

= Ending date. Ending date of the current period. Must be on or after the current period
beginning date and on or before the year-end date.

3. Click Prior Periods to modify prior period dates if the year-end date is other than a calendar
month-end date or if you need to define prior periods other than calendar month-end dates.
For example, if you are doing a review for the quarter ending September 30, 2009, for a fiscal
year ending June 30, 2010, you complete the fields as follows:

® Year-end date: 6/30/10

®= Period sequence: Quarterly
®= Period: 1

®= Beginning date: 7/1/09

= Ending date: 9/30/09

To enter a date, you can either type the date in the date format shown in the field or click the
arrow at the end of the field and select the date from the calendar.

Prior Periods @

The date information for the 36 prior periods appears below. You may change these
dates to reflect the actual beginning and ending dates for each period. These dates are
uzed in the tnal balance, trial balance reports, and date links.

Vear | Period # Beginning Date Ending Date j
PP1 2011 1 0/mM 12/31M
PP-2 2010 1 0/mA0 12/310
PP-3 2009 1 01/0m./09 12/31/09
PP-4 2008 1 01,/01./08 12/31/08
PP-5 2007 1 0/m/o7 12/3.07
PP-E 2008 1 01,/01./06 12/31/06
PP-7 2005 1 01,/01./05 12/31/05
PP-8 2004 1 01./01./04 12/31,/04 j

Cancel Help |
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The example in this step displays the prior period information (36 periods for 36 years) for an
annual client with a current period ending date of 12/31/2010.

The Beginning Date and Ending Date fields, which initially display dates calculated by the
system based on the current period dates, can be changed. To change the dates, either type the
date in the date format shown in the fields or click the date field and use the arrow at the end of
a field to open a calendar. Then select the date from the calendar.

The Beginning Date and Ending Date cannot overlap in one or more periods. In addition, the
Beginning Date cannot occur after the Ending Date in the same period.

Click OK to save the new period information and exit the Prior Periods dialog.

1
| Note: If you change the year-end date, period sequence, or period after saving the
information, you may need to change the prior period dates.

Click Finish to accept the current settings and create the binder or click Next to assign staff
members to the binder.

Assigning Staff to Binders

After defining the binder properties, assign staff to the new binder.

To assign staff to the new binder, do the following:

1. Click Next and the New Binder Wizard - Veerify Binder Staff Assignment dialog displays. To
open an engagement binder, you must be assigned to that binder.

New Binder Wizard

Yerify Binder 5taff Azzignment

Available teams or staff

ﬁ tanager, Mary
ﬁ Partner, Joe
ﬁ Staff, Greg

2 |- |+ [®

Select the staff members that will be granted access to this binder.

Agzigned binder teams and staff

X

B

Mame Mame /| Group
o3 ) Firm Staff” [#] Adrmin, Default Admin

[

Finizh

l [ Cancel ] [

Help ]
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2. The Available teams or staff box displays a list of staff members or teams available for
assignment to the new binder. The user who creates the binder is automatically assigned to the
binder. Use the following View radio buttons to modify how teams and staff display.

= All. Displays a list of all teams and staff members set up in the Admin module.
= By team. Displays a list of staff teams set up in the Admin module.
= By staff. Displays a list of available staff members set up in the Admin module.

3. To assign staff members in the New Binder Wizard, select the applicable staff members or team
and click the Assign arrow that points to the right. You can select multiple teams or staff
members by holding down the Shift or Ctrl keys.

To assign all teams or staff members to the binder, click the Assign All double arrows that
point to the right.

Note: If the Firm option in the Admin module is set to automatically assign the team to new
binders, the team is assigned to the binder.

4. The Assigned binder teams and staff box displays staff members assigned to the binder.
= To unassign a team or staff member, select the staff member and then click the left
arrow.
= To unassign all teams and staff members, click the left-pointing double arrows.

Note: When you unassign all teams and staff members, you receive the following
message: "At least one staff member must be assigned to the binder. Therefore, you will
not be unassigned from the binder staff."

5. If a staff member is assigned to an alternate staff group in the Administrator module, the staff
group assignment can be changed for this binder. Click the staff member in the Assigned binder
teams and staff box, then click Change Group. The Change Group dialog displays.

Change Group @

Y'ou may change the group that a staff member belongs to for this particular binder,

By changing the group, the staff will inkherit all the security rights of the new group,
except for those related ta Client, Binder Package and Binder Backup rights. The
stalf will keep his ar her default group rights in these areas.

Staff name: Strong. Charles M.
Default group: Partner
Graup far this binder: |F'altner j

0K | Cancel | Help |

Chapter 4: Creating and Using Binders * 64



6. Select a group in the Group for this binder drop-down list and click OK.

Note: The staff member inherits the security rights of the new group, except for those
related to clients, binder packages, and binder backup/restore. The staff member retains
the defaults for those rights.

7. Toreview the properties of staff members and teams, use one of the following options:

= Select the staff member and click Properties. The Staff Properties dialog displays the
following information:

= Account Information

= Staff information

= Staff groups

= Accounting Research Manager (ARM) login information
To change staff properties, see Chapter 3: Administrator.

= Select the team name and click Properties. The Team Properties dialog displays the
following information:

= Team name
= Team description
= Team members
= Whether to assign the team to new binders
To change Team information, see Chapter 3: Administrator.
8. Click Finish. The Completing the New Binder Wizard dialog displays.

The dialog summarizes the properties of the new binder. It contains the New Binder Summary
Report, which displays the following information:

= General Properties. Displays the following items:
= Client folder name and File Room location
= Source type and template or existing binder, if any
= Binder name
= BinderID
= Description
= Type
= Due date
= Charge code
= Lead partner
= Period Properties. Displays the following items:
= Year-end date
= Period sequence
= Period
= Beginning date
= Ending date
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= Binder Staff. Displays staff assigned to the binder.

= Additional Settings. Displays selections for Include Journal Entries and Clear Account
Details, for a binder created from an existing binder only.

9. The following options can be selected on the Completing the New Binder Wizard dialog:
= Print. Prints the New Binder Summary report.

= Save As. Allows you to save the report to a file in a user-specified location. The file
extension is HTM.

= Open the binder automatically when this wizard closes. When this item is checked,
the new binder automatically opens when the wizard closes.

10. Click Create to save the settings and create the new binder.

Note: Once the required information has been entered on the General Properties dialog of
the Wizard, the Finish button becomes available. You can select Finish on any page to
accept the default information without displaying subsequent dialogs of the Wizard.

Saving Binders as Templates

You can save a binder as a template if you have created a binder that you want to use again for a
similar engagement. Binder templates are generic starting points for subsequent engagements. The
binder template does not include workpaper sign offs, notes, published workpapers, trash items, and
workpaper history information.

Note: To organize your binder templates (for example, by industry or entity type) use Windows®
File Explorer to create folders within the Pfx Engagement\WM\Binder Templates path. Save your
binders within the appropriate folders. When new binder templates are stored in this manner, the
folder names display as tabs on the Save Binder as Template dialog.

To save a binder as a template, do the following:

Verify that the binder is closed.

2. Inthe local file room's right pane, click the binder that you want to save as a template and do
one of the following:

= Select File > Save Binder as Template.
= Right-click and select Save Binder as Template from the pop-up menu.
The Save Binder As Template dialog displays.

The file name defaults to the name of the binder from which the template was created. To
change the default name, type a new name. Do not include the extension. It is added
automatically.

The default path of the binder template depends on the type of binder, as follows:
®= All other binder templates default to Pfx Engagement\WM\Binder Templates.
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3. To clear the chart of accounts in the binder, check the Clear chart of accounts box.

Notes:

= |f you choose to use the chart of accounts, only the account IDs and descriptions are
maintained. The account balances are cleared.

= |f you choose to clear the chart of accounts when working in a fund trial balance, fund
types and fund subtypes are maintained but funds and fund mask settings are cleared.

4. To unlock any workpapers that may be locked, check the Unlock all locked workpapers in
the binder template.

Note: If any workpapers contain frozen links, the links remain frozen in the binder template
and in any resulting new binder created from the template. You can select Workpaper >
Unfreeze Workpaper Manager links to unfreeze the links in workpapers created in the
new binders.

5. Click Save to create the binder template.

Copying a Binder

You can copy a binder if you are assigned to the binder and belong to a staff group with rights to
create a new binder. You can copy binders only to client folders within your local file room. When you
copy a binder to a new client folder, all workpapers and tabs are copied, but the synchronization
history is not. Workpapers in the new binder keep a record of the last modification made to
workpapers in the copied binder.

To copy a binder to a different folder, do the following:
1. Click a binder in the List pane of the local file room to select it. To copy multiple binders, use
Ctrl or Shift.
53 2. Click the Copy button on the toolbar.

Select the client folder to which you want to copy the binder.

be 4. Click the Paste button. The Paste Binder Options dialog displays for each binder you are
copying to another folder.

5. Onthe General tab, choose from the following:
= Trash content. The contents of the trash folder are copied to the new binder.
= Binder History. The report date, report release date, calculation and/or override for the
document completion date, and end of retention period are copied.

= Staff assignment. Select to copy any of all of the following settings: workpaper notes,
sign off information, and Current Editor status information. You have Current Editor
rights; however, any workpapers owned by another staff member are assigned to that
person.
6. If Microsoft® Excel® or Word workpapers exist in the 2003 or earlier XLS or DOC format, select
Convert Microsoft® Office XLS and DOC workpapers to the XLSX or DOCX format to
take advantage of the 2007 or later Microsoft® Office file format functionality. If any eligible XLS

Chapter 4: Creating and Using Binders « 67



or DOC workpapers should be excluded from the conversion, go to step 7. See the Notes below
for a list of the ineligible workpapers.

Notes:
®= The following XLS and DOC workpapers are not eligible for conversion: non-fund trial

balances; trial balance and journal entry reports; PPC; Miller; and M&P.

= Workpapers with macros and workpapers protected with the Microsoft® document-level
password protection will not convert.

= |f any workpapers are unable to be converted, they will be copied to the new binder in
their original XLS or DOC format. You can use the Microsoft® Save As command to
attempt to manually convert the workpapers to the XLSX or DOCX format if desired.

= On rare occasions, a Microsoft® Excel® or Word message box may open behind the
Workpaper Manager Binder and File Room windows when converting certain
workpapers. If it seems the conversion is taking a very long period of time, open the
Windows® Task Manager dialog to determine if there might be a message box open in
the background. If so, respond to the message and the conversion will continue to
process as expected.

= Review the workpapers after conversion to be sure there are no formatting or style
issues, and to be sure links between workpapers (OLE links) behave as expected.

7. Click the Exclude Selected Workpapers button to display a dialog for selecting the
workpapers to exclude.

8. Onthe Trial balance tab, choose from the following:
= Chart of accounts. The chart of accounts is copied to the new binder.
Note: If you choose to clear the chart of accounts when working in a fund trial

balance, fund types and fund subtypes are maintained but funds and fund mask
settings are cleared.

= Journal entries. Journal entries are copied to the new binder.
Notes:

* You cannot copy a binder to another staff member's local file room.

# |f the binder is currently being used by another staff member or if it is locked in the Administrator
module, you cannot copy it.

* The system records when the binder was copied and who copied it.
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Viewing and Editing Binder Properties

To view and edit the properties of a binder, click the binder you want to change, then do one of the
following:

#= Select File > Properties.
#= Right-click the binder and select Properties from the pop-up menu.
Iﬁl‘ ® Click the Properties toolbar button.

The Binder Properties dialog displays with the following tabs:

* General

* Periods

®# Dates

® |nformation
®* Binder Staff
* History

These tabs are described in more detail in the following sections.

General Tab

The General tab displays general information about the binder. If the binder is selected from a central
file room on a secondary office server, finalized, archived, or in transition, the information is read-only.

Fields on this tab include the following:

= Name. Displays the name assigned to the binder. You can change the name, which can be up
to 64 characters in length. This field is required.

= Binder ID. Displays the ID assigned to the binder. You can change or enter an identification for
the binder. This can be any character combination of up to 10 characters based on your ID
scheme.

= Description. Displays the binder description. If a description has not been entered, enter an
identifying description for the binder of up to 32 characters.

= Type. Displays the type selected for the binder. Either keep the default (based on the template
or existing binder) or use the drop-down list to select a type. The following types are available by
default:

®=  Audit

= Bankruptcy

®= Business Valuation
®= Collateral Review
= Compilation

= Correspondence
= |itigation

&= Other

® Permanent
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= Review
= Tax Accrual
= Tax Return

Due date. Displays the due date assigned to the binder. This field is required. The default is
12/31/yyyy or the due date of the binder template that this binder is being created from. Enter a
due date or use the drop-down arrow to select a date from the calendar.

Charge code. Displays the charge code assigned to the binder. Change the charge code, or if
no code was assigned, enter a code of up to 50 characters. You can also leave the code blank.

Lead partner. Displays the name of the lead partner assigned to the binder, if applicable.
Leave the field blank, or select a lead partner from the drop-down list. To find the lead partner
you want, type the first few letters of the name, and the system takes you directly to that spot in
the list. You must type rapidly for the string of letters to be seen as one unit. For example, if you
type "ATL" within half a second, the system advances to the first "ATL" in the list. If you take
more than half a second to type "ATL." the system advances to the first "A," then to the first "T,"
and then to the first "L" in the list. This field can be used to sort binders in the File Room
window.

Periods Tab

The Periods tab allows you to customize the settings for the binder's periods. If the binder is
selected from a central file room on a secondary office server or is finalized, archived, orin
transition, the information is read-only. Otherwise, you can change the information in the following
fields.

Year-end date. Displays the year-end date. You can enter another date, or use the drop-down
arrow to select a date from the calendar.

Period sequence. The length of the engagement period, including the following:
®*  Annually
®= Semi-Annually
= Quarterly
= Monthly
Period. You can choose the period from the drop-down list.

Beginning date. You can change the beginning date of the engagement period. The beginning
date must be before the year-end date and the current period ending date.

Ending date. You can change the ending date of the engagement period. The year-end date
must be on or after the current period ending date.

Prior Periods. Click to modify the prior period dates.
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Dates Tab

The Dates tab allows you to edit the settings for the document completion period and the binder
retention period. If the binder is selected from a central file room on a secondary office server or is
finalized, archived, or in transition, the information is read-only. The following fields appear on the
Dates tab:

= Date of report. Click the down arrow to choose the report date.
*= Reportrelease date. Click the down arrow to choose the report release date.
* Document completion period section

= Start date. This field is filled automatically according to the settings of the binder type
selected on the General tab. If you change the binder type on the General tab, click
Refresh at the top of the Dates tab. The Start Date field then reflects the new binder
type settings.

= Duration. This field is filled automatically according to the settings of the binder type
selected on the General tab. If you change the binder type on the General tab, click
Refresh at the top of the Dates tab. The Duration field then reflects the new binder
type settings.

= Document completion date. This field is calculated automatically when the Date of
report or Report release date field is completed, according to the binder type settings.

Click Override to choose a document completion date independent of the binder type settings.
Click Reset to return the field to the automatically calculated document completion date.

# Binder retention period section

= Start date. This field is filled automatically according to the settings of the binder type
selected on the General tab. If you change the binder type on the General tab, click
Refresh at the top of the Dates tab. The Start Date field then reflects the new binder
type settings.
= Duration. This field is filled automatically according to the settings of the binder type
selected on the General tab. If you change the binder type on the General tab, click
Refresh at the top of the Dates tab. The Duration field then reflects the new binder
type settings.
= End of retention period. This field is calculated automatically when the Date of report,
Report release date, or Document Completion Date field is completed, according to
the binder type settings.
Click Override to choose a retention period independent of the binder type settings. Click
Reset to return the field to the automatically calculated retention period.

Note: In Admin a clear button is available to clear the Date of report and Report release
date. The dates previously entered will be deleted and the respective calculations will be
cleared. If the calculation has been overridden it will not be cleared. The user will have to
reset the calculation.
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Information Tab

The Information tab displays information about the creation and location of the binder, including
information from the following fields:

®= Status

* Created by

®* Date created

* Finalized by (if applicable)
* Date finalized (if applicable)
* Workpaper path

* File size

# Central file room

If custom statuses have been added in Administrator and the binder status is not Finalized or
Archived, the Status field is enabled. Click the arrow and select a new status from the drop-down list,
if necessary.

Click the View Synchronization History button on the Information tab to display the
Synchronization History dialog, which records each time the binder is synchronized with the central
file room or with another team member and whether the synchronization was successful.

Click View Details to open a more detailed synchronization log. Click Save As to save the
synchronization history as a text document. Click Print to print the synchronization history.

Binder Staff Tab

The Binder Staff tab lists the staff members assigned to the binder in the Current binder staff box
and the binder sign off date for each staff member, when applicable. The following buttons are
available:

*= Assign. Select to view personnel by staff or by team and to assign/unassign staff members to
the binder.

= Sign Off Binder. Select your user name from the Current binder staff box and click Sign Off
Binder to sign off the binder. Once you sign off the binder, the current date displays in the Sign
Off Date column. If you have already signed off on the binder, the Remove Sign Off button
replaces the Sign Off Binder button.

History Tab

The History tab displays a log of critical activities that have occurred within the binder. The activity, a
date/time stamp, and the user's name are recorded when any of the following actions occur:

®* Finalize binder

# Unfinalize binder

® Override Document Completion Date
* Reset Document Completion Date

® QOverride Binder Retention Period
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Reset Binder Retention Period
Change Binder Type
Change Binder Status

Using the Document Completion Date Report

&
&

The Document Completion Date Report displays all binders with document completion dates that fall
within the date range you specify. This section explains how to use the Document Completion Date
Report from Workpaper Manager Workpaper Management. For instructions on using the Document
Completion Date Report from Workpaper Manager Administrator, see Using the Document
Completion Date Report.

The Document Completion Date Report displays the following items:

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

In addition, one of the following icons may appear if applicable:

Document Completion Date Approaching. This icon displays if the completion date is within
the time period specified in Firm Options.

Document Completion Date Past Due. This icon displays if the completion date has already
passed.
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To use the Document Completion Date Report, do the following:

1.

From the File Room in Workpaper Management, select Tools > Reports > Document
Completion Date Report. The Document Completion Date Report window displays.
Select Run local file room report to run a new report on your local file room, or select View
central file room report to view the most recent central file room report run by an
administrator.

If you selected Run local 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.

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

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.

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

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

Click Close to exit the report.

Deleting Binders

Important: If you delete a binder for which you have workpapers checked out, there is the
potential for data loss. Be sure to check in all workpapers and synchronize the binder with the
central file room prior to deleting the binder from your local file room.

To delete a binder from the local file room, do the following:

1.

Click the binder you want to delete.

2. Do one of the following:

= Select Edit > Delete.
= Right-click the binder and select Delete from the pop-up menu.

®* PressDel.

3. A message box prompts you to confirm the binder deletion. To delete the binder, click Yes. To

cancel the deletion, click No.
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Using Client Folders and Binders

Once you have set up a binder, you can view and access its contents. This section describes how to
use the features of the Binder window, which is a separate window that enables you to view and edit a
binder's tabs, workpapers, notes, sign offs, diagnostic information, etc. in the local file room.

This section also describes how to view the contents of a binder in the central file room.

Viewing Binders for a Client

In the Workpaper Management File Room window, the local file room pane contains the binders you
created or currently have checked out from the central file room. In the left pane, click the client folder
you want to open. The binders for that client appear in the right pane of the local file room window.

You can also connect to a central file room in the CFR pane to view the clients and their binders.

Viewing the Contents of a Binder in the LFR

To open a local file room binder in a separate window, do one of the following:

# Double-click the binder.
= Click the binder and select File > Open.
s Right-click the binder and select Open from the pop-up menu.

P * Click the Open icon on the toolbar.

The Binder window displays.
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The Binder window can be displayed in four views: Binder View, Notes Summary View, Sign Off
Summary View, and Current Editor View (Live Editor View if you are viewing a shared local file room).
These views are described in the sections that follow.

If you select to open a binder that is being synchronized, the binder opens. You can continue to work
with your binder while it is synchronizing. Once the synchronization is complete the binder refreshes
and displays the updated information.

If you select to open a finalized binder that is still synchronizing and it did not previously exist in your
Local File Room, it will appear as an in-process binder until the synchronization is complete and you
will receive a message indicating this upon open.

Binder Index View
Binder View shows the binder contents and the status of the workpapers in the binder.
To select Binder View, do one of the following:
= (Click the Binder View tab at the bottom of the Binder window.

*= Select View > Binder View from the Menu bar.
Lz} = Click the Binder View icon on the toolbar.

Binder content and status information includes the following:

* Tabs organize workpapers in the binder. You can name tabs according to your individual needs,
and you can nest tabs within other tabs.

= Workpapers are Microsoft® Word and Excel® files created within or outside of
CCH ProSystem fx Workpaper Manager, other file formats created outside of Workpaper
Manager, scanned images, etc. The workpaper information displays in columns across the top
of the Binder View window. A brief description of these settings is described below. For more
information on using these features, see Chapter 6: Managing Workpapers on page 284.
= Binder Index. The alphanumeric index number is optional. It is a unique workpaper

identifier used to reference the workpaper and the related workpapers. The workpaper
name describes the content inside the workpaper.

¥ = |ocked. If the workpaper is locked, a padlock icon displays in this column. A locked
workpaper is read-only.

Note: If the Workpaper Manager links are not frozen in a locked workpaper, the links
are updated when changes are made to the trial balance and/or the name and date
properties. This allows you to prevent formatting changes to the workpaper while
maintaining current trial balance, name, and date link information.

&2 = Frozen. If the workpaper's Workpaper Manager links are frozen, a broken link icon
displays in this column. In a frozen workpaper, changes to the trial balance and/or name
and date properties are not carried to documents or reports.

2 = Note. If a note has been created for a workpaper, a note icon displays. Select the
workpaper with a note attached and view the note information in the Notes Pane at the
bottom of the Binder window.
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= Modified after Reviewer Sign Off. If a workpaper has been modified after a reviewer
has signed off the workpaper, then a Modified icon displays in this column. If the
workpaper is subsequently reviewed again, then the Modified icon is removed.

Notes:

= |f the option to flag workpapers that were modified after sign off is not selected in
Administrator, the icon will not appear.

= |f you view a reviewed workpaper without making any changes, we recommend
that you do not save the workpaper when you close it. If the option to flag
workpapers modified after sign off is selected in Administrator and you save the
workpaper, the modified icon will display even though you did not make changes.

= The time may be inaccurate in a Shared File Room unless the time settings on
the computers are synchronized.

Diagnostics. For trial balances in the binder, the Diagnostics icon displays in this
column if any of the current period columns are out of balance or if a consolidated trial
balance needs to be re-consolidated.

Prepared By. When a preparer signs off a workpaper, the preparer's initials display. If
more than one preparer signs off on the workpaper, the most recent preparer's initials are
displayed. To view all sign offs, use the Sign Off Summary View.

Reviewed By. When a workpaper is signed off by a reviewer, the reviewer's initials
display. If more than one reviewer signs off on the workpaper, the most recent reviewer's
initials display. To view all of the sign offs, use the Sign Off Summary view.

2nd Reviewed By. When a workpaper is signed off by a second reviewer, the reviewer's
initials display. If more than one second reviewer signs off on the workpaper, the most
recent second reviewer's initials display. To view all of the sign offs, use the Sign Off
Summary view.

3rd Reviewed By. When a workpaper is signed off by a third reviewer, the reviewer's
initials display. If more than one third reviewer signs off on the workpaper, the most
recent third reviewer's initials display. To view all of the sign offs, use the Sign Off
Summary view. This only displays if the number of reviewer sign offs selected in Firm
Options is three or four.

4th Reviewed By. When a workpaper is signed off by a fourth reviewer, the reviewer's
initials display. If more than one fourth reviewer signs off on the workpaper, the most
recent fourth reviewer's initials display. To view all of the sign offs, use the Sign Off
Summary view. This only displays if the number of reviewer sign offs selected in Firm
Options is four.
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= File Modified Date. The date and time the workpaper was last saved.

Notes:

= Do not save a workpaper if you have not modified it.

= Select View > Refresh to see the date the workpaper was last modified since
the last time you opened or refreshed the Binder window.

= The time is inaccurate in a Shared File Room unless the time settings on the
computers are synchronized.

= Current Editor (Non-Shared Local File Room). The name of the binder staff who
currently has the workpaper checked out displays in this column. The Current Editor can
make changes to the workpaper. All other binder staff can only view the workpaper.

= Live Editor (Shared Local File Room). The name of the user who is currently editing the
workpaper displays in this column. The Live Editor can make changes to the workpaper.
All other users can only view the workpaper.

= Assigned To (Non-Shared Local File Room). When the Current Editor assigns a
workpaper to another staff member, that person's name displays in this column. The
next time you synchronize, the workpaper shows the other staff member as the Current
Editor. This eliminates the step of checking in or checking out the workpaper.

Note: This column does not display when viewing a shared local file room.
Workpaper assignments are unnecessary when working with shared file rooms.

= Unfiled Workpapers. This folder stores workpapers that have not been filed.

CCH ProSystem fx Workpaper Manager reports display here when they are generated. You can
then move each report to the desired workpaper tab section.

= Conflicts. This folder stores workpapers in conflict after synchronization or from binder
packages that have been received. This allows you to view the workpaper before filing it. You
can compare this workpaper to the local copy of the workpaper in your binder. You can then
decide which copy of the workpaper to retain in the binder.

*= Published Workpapers. This folder stores workpapers that have been published. A published
workpaper is a copy of a workpaper in which the Workpaper Manager links have been
automatically converted from formulas (for example, trial balance links) to values. This allows
you to share the workpaper with people who do not have access to CCH ProSystem fx
Workpaper Manager or the trial balance database.

# Trash. This folder contains deleted workpapers and tabs. If you delete a workpaper by mistake,
you can restore it to the appropriate tab.

Note: You cannot delete or move a workpaper or a tab containing a workpaper if you are
not the Current Editor or Live Editor.

For more information about Current Editor rights, please see Chapter 6: Managing Workpapers on
page 284.
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Notes Summary View

The Notes Summary View displays all notes that exist in the open binder. To select Notes Summary
View, select one of the following:

= Click the Notes Summary View tab at the bottom of the Binder.
* Select View > Notes Summary View.

e = Select the Notes Summary View icon on the toolbar.

The Notes Summary View displays.
This view divides the notes and displays the responses nested under each note.

There are three types of notes:

= Team Note. Ateam note can be addressed to all staff members assigned to the binder or to a
specific staff member.

= Open Items. These workpaper notes are intended to communicate questions or comments.

= Notes for Next Period. These notes are not cleared and are carried forward to the next
period's binder during the roll forward process. After the roll forward, the note becomes an open
item note.

The following status information for each note displays, if applicable:

= Status. Open or Cleared.

= From. Author of the note.

= To. Staff member to whom the note is directed.

*= Date created. The date and time the note or response was created.
* Cleared By. The staff member who cleared the note.

= Date Cleared. The date and time the note was cleared.

= f# of Responses. The number of responses recorded for each note.

= Workpaper. The workpaper that this note was created for.

The notes can be sorted by status to show open, cleared, or all notes. This is done by right-clicking the
Status column header and selecting the status to display.

For more information about adding and responding to notes, see Chapter 6: Managing Workpapers
on page 284.

Sign Off Summary View

The Sign Off Summary View displays a list of all the workpapers in the open binder and their sign-off
status. To select the Sign Off Summary View, select one of the following:

= Click the Sign Off Summary View tab at the bottom of the Binder window.

# Select the View > Sign Off Summary View from the menu.

Ef * Clickthe Sign Off Summary View icon on the toolbar.
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The Binder Window - Sign Off Summary View window displays.

Each workpaper can be assigned one of four statuses:

In Process. All workpapers that have not yet been signed off.

Ready for Review. All workpapers that have been signed off by a preparer only.

Reviewed. All workpapers that have been signed off by both a preparer and a reviewer.

2nd Reviewed. All workpapers that have been signed off by the 2nd Reviewer.

3rd Reviewed. All workpapers that have been signed off by the 3rd Reviewer. This only
displays if the number of reviewer sign offs selected in Firm Options is three or four.

4th Reviewed. All workpapers that have been signed ff by the 4th Reviewer. This only displays
if the number of reviewer sign offs selected in Firm Options is four.

Under each workpaper, the staff member that signed off is listed with the sign off date. If multiple
staff members signed off on the same workpaper, all names are shown in chronological order. The
following status information displays for each workpaper, if applicable:

Locked. The locked icon indicates the workpaper is locked. A locked workpaper is read-only.

Frozen. If the workpaper's Workpaper Manager links are frozen, a broken link icon displays in
this column. In a frozen workpaper, changes to the trial balance and the name and date
properties are not carried to the documents or reports.

Workpaper Note. The note icon indicates that notes are attached to this workpaper.

Modified after Reviewer Sign Off. A modified icon displays if the workpaper has been
modified after a reviewer has signed off.

Notes:

= |f the option to flag workpapers that were modified after sign off is not selected in
Administrator, this column displays but the icon will not appear.

= |f you view a reviewed workpaper without making a change, we recommend that you do
not save the workpaper when you close it. If the option to flag workpapers modified after
sign off is selected in Administrator and you save an unchanged workpaper, the modified
icon will display even though you did not make changes.

®= The time may be inaccurate in a Shared File Room unless the time settings on the
computers are synchronized.

Diagnostics. For trial balances in the binder, the Diagnostics icon displays in this column if any
of the current period columns are out of balance or if a consolidated trial balance needs to be re-
consolidated.

File Modified Date. Displays the date and time the workpaper was last saved.
Notes:

= Select View > Refresh to see the date the workpaper was most recently modified since
the last time you opened or refreshed the Binder window.

®= The time may be inaccurate in a Shared File Room unless the time settings on the
computers are synchronized.
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= Current Editor (Non-Shared Local File Room). Displays the name of the staff member who has
Current Editor rights.

= Live Editor (Shared Local File Room). Displays the name of the user who is currently editing
the workpaper.

= Assighed To (Non-shared Local File Room). Displays the name of the staff member to whom
the workpaper will be assigned during the next synchronization.

Note: This column does not display when viewing a shared local file room. Workpaper
assignments are unnecessary when working with shared file rooms.

For more information about signing off and modifying workpapers after sign off, please see Chapter
6: Managing Workpapers on page 284.

Current Editor View (Non-Shared Local File Rooms Only)

The Current Editor View shows all staff members assigned to the binder. Under each staff member's
name, the workpapers they have Current Editor rights to are listed. To select the Current Editor View,
do one of the following:

* Click the Current Editor View tab at the bottom of the Binder window.
*= Select View > Current Editor View from the menu.

@ #= Click the Current Editor View icon on the toolbar.

The Binder Window - Current Editor View window displays.

Any workpaper not assigned to a staff member appears in the Unassigned section. The following
status information for each workpaper displays, if applicable.

) *= | ocked. The locked icon indicates a workpaper is locked. A locked workpaper cannot be edited.

== * Frozen. If the workpaper's Workpaper Manager links are frozen, a broken link icon displays in
this column. In a frozen workpaper, changes to the trial balance and the name and date
properties are not carried to the documents or reports.

= Workpaper Note. The note icon indicates if any notes are attached to this workpaper.

b i

Modified after Reviewer Sign Off. A modified icon displays if the workpaper has been
modified after a reviewer has signed off.

Notes:

= |f the option to flag workpapers that were modified after sign off is not selected in
Administrator, this column displays but the icon will not appear.

= |f you view a reviewed workpaper without making a change to it, do not save the
workpaper when you close it. If the option to flag workpapers modified after sign off is
selected in Administrator and you save an unchanged workpaper, the Modified icon
displays.

®= The time is inaccurate in a Shared File Room unless the time on the computers are
synchronized.
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= Prepared By. When a workpaper is signed off by a preparer, the preparer's initials display. If
more than one preparer signs off on the workpaper, the most recent preparer's initials display.

= Reviewed By. When a workpaper is signed off by a reviewer, the reviewer's initials display. If
more than one reviewer signs off on the workpaper, then the most recent reviewer's initials
display.

= 2nd Reviewed By. When a workpaper is signed off by a second reviewer, the reviewer's initials
display. If more than one second reviewer signs off on the workpaper, then the most recent
second reviewer's initials display.

= 3rd Reviewed By. When a workpaper is signed off by a third reviewer, the reviewer's initials
display. If more than one third reviewer signs off on the workpaper, then the most recent third
reviewer's initials display. This only displays if the number of reviewer sign offs selected in Firm
Options is three or four.

= 4th Reviewed By. When a workpaper is signed off by a fourth reviewer, the reviewer's initials
display. If more than one fourth reviewer signs off on the workpaper, then the most recent fourth
reviewer's initials display. This only displays if the number of reviewer sign offs selected in Firm
Options is four.

= File Modified Date. The date and time the workpaper was last saved.
Notes:
= Select View > Refresh to see the date a workpapers was most recently modified since

the last time you opened or refreshed the Binder window.

®= The time is inaccurate in a Shared File Room unless the time on the computers are
synchronized.

= |ocation. If a staff member has a Workpaper Manager profile on more than one computer,
then the computer name where the staff member has the Current Editor copy of the workpaper
displays here.

= Assigned To. The name of the staff member to whom the workpaper will be assigned during
the next synchronization.

For more information about signing off and modifying workpapers after sign off, please see Chapter
6: Managing Workpapers on page 284.

Live Editor View (Shared File Rooms Only)
The Live Editor View shows all users who are currently editing a workpaper in a shared binder, and the

workpapers they are editing. To select the Live Editor View, do one of the following:

#= (Click the Live Editor View tab at the bottom of the Binder window.
*= Select Vieiw > Live Editor View from the menu.
@ * (Click the Live Editor View icon on the toolbar.
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The Binder Window - Live Editor View window displays.

Any workpaper not being edited by a staff member appears in the Available section if the Host is the
Current Editor, or in the Unavailable section if the Host is not the Current Editor. The following status
information for each workpaper displays, if applicable.

Locked. The locked icon indicates a workpaper is locked. A locked workpaper cannot be edited.

Frozen. If the workpaper's Workpaper Manager links are frozen, a broken link icon displays in
this column. In a frozen workpaper, changes to the trial balance and the name and date
properties are not carried to the documents or reports.

Workpaper Note. The note icon indicates if any notes are attached to this workpaper.

Modified after Reviewer Sign Off. A modified icon displays if the workpaper has been
modified after a reviewer has signed off.

Notes:

= |f the option to flag workpapers that were modified after sign off is not selected in
Administrator, this column displays but the indicator flag does not.

= |f you view a reviewed workpaper without making any changes, we recommend that you
do not save the workpaper when you close it. If the option to flag workpapers modified
after sign off is selected in Administrator and you save an unchanged workpaper, the
modified icon will display even though you did not make changes.

Prepared By. When a workpaper is signed off by a preparer, the preparer's initials display. If
more than one preparer signs off on the workpaper, the most recent preparer's initials display.

Reviewed By. When a workpaper is signed off by a reviewer, the reviewer's initials display. If
more than one reviewer signs off on the workpaper, then the most recent reviewer's initials
display.

2nd Reviewed By. When a workpaper is signed off by a second reviewer, the reviewer's initials
display. If more than one second reviewer signs off on the workpaper, then the most recent
second reviewer's initials display.

3rd Reviewed By. When a workpaper is signed off by a third reviewer, the reviewer's initials
display. If more than one third reviewer signs off on the workpaper, then the most recent third
reviewer's initials display. This only displays if the number of reviewer sign offs selected in Firm
Options is three or four.

4th Reviewed By. When a workpaper is signed off by a fourth reviewer, the reviewer's initials
display. If more than one fourth reviewer signs off on the workpaper, then the most recent fourth
reviewer's initials display. This only displays if the number of reviewer sign offs selected in Firm
Options is four.
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* File Modified Date. The date and time the workpaper was last saved.
Notes:

= Select View > Refresh to see the date a workpaper was most recently modified since
the last time you opened or refreshed the Binder window.

®= The time is inaccurate in a Shared File Room unless the time on the computers are
synchronized.

= | ocation. If a staff member has a Workpaper Manager profile on more than one computer,
then the computer name where the staff member has the current copy of the workpaper displays
here.

Diagnostics Pane

The Diagnostics Pane displays below the Binder Pane. The Diagnostics Pane is dockable, so you can
click and drag it to any location on your screen.

When a trial balance with a diagnostic is selected in the Binder Pane, the diagnostic information
displays in the Diagnostics Pane. This information includes the following:
= Diagnostic Type. The type of diagnostic associated with the selected workpaper.

*= Diagnostic Description. The description of the diagnostic associated with the selected
workpaper.

Notes Pane

B2

Below the Binder Pane is the Notes Pane. The Notes Pane is dockable, so you can click and drag it to
any location on your screen.

When a workpaper with a note is selected in the Binder pane, the note's information displays in the
Notes Pane. Responses are nested below the note. This note information includes the following:

= Note Type. The note icon that displays varies depending on the note type. The three note
types are as follows:

= Two people on top (Team Note)
®= An exclamation point on top (Open Item)
= A clock on top (Note for Next Period)
s Subject. The short description of the note.
= Number of Responses. The number of responses recorded for each note.
= From. Author of the note.
= To. Staff member to whom the note is directed.
# Date Created. The date and time the note or response was created.
= Cleared By. The staff member who cleared the note.
*= Date Cleared. The date and time the note was cleared.

You can double-click a note to open the Workpaper Note Detail dialog. From this dialog you read,
respond to, and clear the note. See Chapter 6: Managing Workpapers on page 284, for more
information on this dialog.
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Shortcut Bar

The Shortcut Bar provides quick access to many Workpaper Manager functions. The Shortcut Bar
displays to the left of the selected view in the Binder pane.

Shortcuts

Workpapers
Binder
Snapshot

B

Tral Balance
Snapshot

@.

Knowledge
Coach Web
Site

(J

Capital
Confirmation

.
"
ProSystern fx

Suite
Dashboard

Tax
uidance

The Shortcut Bar displays by default. It can be re-sized, minimized, or closed. If the Shortcut bar is
closed, you can open it by selecting View > Shortcut Bar.

Shortcuts Pane

The Shortcuts pane displays shortcuts to commonly used Workpaper Manager features.

= Workpapers. Displays the Binder window where you can select the Binder View, Notes
Summary View, Sign Off Summary View, or Current Editor View.
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= Binder Snapshot. Displays diagnostic information for the binder. The Tip of the Day also
displays in this view. See the next section, Using the Binder Snapshot, for additional
information.

= Trial Balance Snapshot. Displays a diagnostic summary of all the trial balances in a binder.
The Tip of the Day also displays in this view. See Using the Trial Balance Snapshot on
page 131 for additional information.

Tax Pane

If CCH ProSystem fx Tax s installed, the Tax pane allows you to launch up to five installed versions
of Tax directly from the Shortcut bar.

Note: If CCH ProSystem fx Tax is not installed, the Tax pane does not display.

Guidance Pane

The Guidance pane displays links to useful resources on the internet.

» CCH® IntelliConnect®. Links to the IntelliConnect tax research platform, which gives you
unprecedented access to the industry's best content.

= CCH Accounting Research Manager. Links to online analytical accounting, auditing, and
SEC information databases.

= FAQs. Links to Frequently Asked Questions about using Workpaper Manager.

Using the Binder Snapshot

The Binder Snapshot allows you to view diagnostic information for binders. The Tip of the Day also
displays in this view. To switch to the Binder Snapshot view, select one of the following:

#= Click the Binder Snapshot icon on the Shortcuts bar.
= Select View > Binder Snapshot.

The Binder Snapshot view displays the following panes:

= My Workpapers. Lists workpaper links which display alongside workpaper icons, the index,
and the name of workpapers of which the user is the Current Editor. You can also use the links
to open the workpapers.
= Workpapers Count. Displays the number of workpapers in the categories below. You can
select the category links to display the particular section of the workpapers in the Binder view.
* Filed workpapers
= Unfiled workpapers
= Workpapers in Conflict section
® Published workpapers
®* Workpapers in Trash
®= Total Workpapers
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= Notes/Replies. Displays the number of workpaper notes/replies in each category listed below.
You can select the category links to display the particular section of the Notes Summary View in
the Binder window.

®= Team notes/replies

®# Open item notes/replies

= Notes for next period/replies

= Sign off Status. Displays the number of workpapers in each category listed below. You can

select the category links to display the particular section of the Sign Off Summary View of the
Binderwindow.

®* |n process

®= Ready for review

®= Reviewed

= 2nd Reviewed

= 3rd Reviewed (if the number of reviewer sign offs in Firm Options is three or four)

® 4th Reviewed (if the number of reviewer sign offs in Firm Options is four)

®= Modified after reviewed

Note: If the option to flag workpapers that were modified after sign off is not selected in
Administrator, Modified after reviewed does not display.

= Tip of the Day. Displays suggestions for using the program more efficiently. The Previous and
Next buttons allow you to navigate the tips. You can hide the Tip of the Day by clicking Hide
Tips. To show the tips again, click Show Tips.

Note: You can customize the Tip of the Day items to show tips that are specific to your
firm's operations. See Managing the Tip of the Day for more details.

Refreshing the Binder Snapshot Window

You can refresh the Binder Snapshot panes by clicking the Refresh button on the upper-right corner
of the Binder Snapshot window.

Displaying Binder Snapshot as the Default Window

To display the Binder Snapshot as the default window when a binder is opened, select Tools >
Options and then, on the General tab, check the Binder Snapshot on binder open box.

Opening Workpapers Inside/Outside

When you open a workpaper inside CCH ProSystem fx Workpaper Manager, the workpaper displays
either under or to the right of the Binder window. To set the location, select View > Workpaper
Preview. You cannot make changes to a workpaper you are viewing inside. This feature is for online
review only.

You can view and edit a workpaper in the application used to create it. This is referred to as viewing
the workpaper outside CCH ProSystem fx Workpaper Manager. For information about opening
workpapers inside and outside, see Chapter 6: Managing Workpapers on page 284.
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Refreshing the Window

Changes you make to the contents of the binder should be reflected in the Binder window as you
make them. If you do not see changes you have made, you can refresh the window by doing the
following:

*= Select View > Refresh.

* PressF5.
.';i'] #= (Click the Refresh button on the toolbar.
Opening Multiple Binders

You can open multiple binders. After you have opened one binder, select CCH ProSystem fx
Workpaper Manager > File Room from the Workpaper menu. Find and open the other binder. You
can switch between binders or back to the File Room from the Workpaper menu. The menus and
toolbars may change depending on the active binder.

! Important: Do not drag Trial Balance (TB) Reports or Journal Entry (JE) Reports to other binders,
as these types of files are specific to the trial balance.

Note: When you have multiple binders open and you open more than one Excel® workpaper
created from a rolled forward binder or the same binder template, you can edit only the first
workpaper opened. The other copies are read-only.

}5 Tip: Clicking the Restore Down button on the active window sizes the window so it does not fill
the entire screen. You can drag a workpaper from one binder to another.

Accessing Trial Balance Functions

In the Binder Index window, use the trial balance command on the menu bar to access any of the
following trial balance functions:

* TB Column Setup

®* Import Conversion Wizard
®* Consolidate TB

*# Funds Setup

* Paste Funds Import

* Paste TB Import

* Classifications

*  Account Groupings

® Chart of Accounts

* QuickView

®* Quiklink/Desktop Updates Status
# Journal Entry Summary

* Add Journal Entry

*  Write Up Journal Entry
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For more information on these functions, see Chapter 5: Using the Trial Balance on page 127.

Creating and Modifying Workpaper Tabs

Workpaper tabs allow you to group related workpapers in a binder. An index system allows you to
assign page numbers to workpapers and tabs. These two tools are designed to reflect the way you
organize workpapers in the physical engagement binders you currently use. The following sections
describe the procedures associated with workpaper tabs.

Adding Workpaper Tabs

To add a new tab to a binder, do the following:

1. Inthe Binder Index, click where you want to add the new tab.
2. Do one of the following:

= Select File > New > Tab.

= Right-click the item and select New Tab from the pop-up menu.
! = Click the New Tab button on the toolbar.

The New Tab dialog displays.

Index #: |

RET=n |

“Required field Ok, | Cancel

3. Complete the New Tab dialog as follows:
= |nthe Index # field, type the index number to assign to the tab. This field is optional.
= |nthe Name field, type the name for the tab. This field is required.

[
L

—
[ Note: The index number and name combination must be unique within the binder.

4. Click OK. The new tab displays in the Binder Index.

Changing and Viewing Workpaper Tab Properties

To change the name or index number of a tab or to view information about it, do the following:

1. Inthe Binder Index, click the pertinent tab.
2. Todisplay the Tab Properties dialog, do one of the following:
= Select File > Properties.
= Right-click the tab you selected and select Properties from the pop-up menu.

= = Click the Properties button on the toolbar.
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3. Change the name or index number, if needed. You can also view these tab statistics:
= The number of tabs and workpapers stored in the selected tab.
®= The name of the person who created the tab.
®= The date and time the tab was created.
®= The name of the person who last modified the properties and when.
4. Once finished, click OK.

Creating Workpaper Tab Notes

CCH ProSystem fx Workpaper Manager provides a platform to create, respond to, and manage your
notes. You can create three types of notes for workpapers and binder tabs: Team Notes, Open Items,
and Notes for Next Period. For more information, see Workpaper and Workpaper Tab Notes on
page 342.

Copying Tabs Between Binders

You can copy tabs to another binder by dragging them or by using the Copy and Paste commands.
When you copy tabs, the workpapers and tabs within that tab are also copied. To copy individual
workpapers, see Chapter 6: Managing Workpapers on page 284.

Note: You cannot move items from one binder to another.

To copy workpaper tabs, do the following:

Open the binder with the tab you want to copy.

2. Open the binder where you want to place the tab. For instructions on opening multiple binder
windows, see Opening Multiple Binders on page 88.

3. Select the tab you want to copy, then do one of the following:
= Select Edit > Copy.
®= Drag the tab to the destination.
= Right-click the tab and select Copy from the pop-up menu.
4. Inthe binder window where you want to place the tab, do the following:

®= To place the tab in the first level, drag or paste the tab to the binder icon at the top of the
Binder Index.

= To place the tab within another tab, drag or paste the tab to the icon of the tab where you
want to put it.
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Notes:

= If you copy a tab into a binder, the name of the new tab and workpaper begin with
the words Copy of if that same tab or workpaper exists in the binder. You can
rename the tab or workpaper using the Properties dialog.

= Copying a tab between binders may cause the links within the workpapers and
reports to fail because the links are pointing to a specific trial balance. Trial
balance and journal entry reports should not be copied to another binder, as they
will not refresh properly.

The Selected Workpapers Properties dialog displays options for every workpaper in the tab.

5. Repeat this procedure for each tab you want to copy.

Deleting Workpapers and Workpaper Tabs

You can delete any tab, except the Unfiled Workpapers, Conflicts, Published Workpapers, and
Trash tabs. Deleted items remain in the Trash until you empty it. You can recover items from the
trash as needed. When the Trash is emptied, any workpapers and tabs in it are deleted permanently.

You can send a workpaper to the trash folder by selecting it and then doing one of following:
* Press the Delete key.

= Select Edit > Delete.
#= Right-click and select Delete from the pop-up menu.

) ® Drag it to the Trash icon.

Notes:
®= You cannot delete or restore a workpaper if you are not the Current Editor.
®* You cannot delete a tab that contains a workpaper for which you are not Current Editor.

= |f you delete a workpaper and other staff members have a copy of it, the next time you
synchronize binders with the staff members, their copies of the workpaper are moved to
the Trash folder.

When you delete a workpaper, it goes into the Trash section of the binder. You can recover a deleted
workpaper by performing one of the following actions:

= Highlight the workpaper and select Workpaper > Restore from Trash.
= Right-click the workpaper and select Restore from Trash from the pop-up menu.

You can restore all workpapers to their original locations by right-clicking the Trash icon and selecting
Restore All, or by selecting File > Restore All.

Note: You can restore workpapers only if you are the Current Editor or have been granted rights
to restore other staff members' workpapers.
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Sharing and Distributing Binders

Because CCH ProSystem fx Workpaper Manager binders are electronic, they can be easily shared
and distributed. There are three methods you can use to share binders. The method you choose
depends on whether you are using a network (in the office), on a peer-to-peer network (out in the
field), or neither.

This section describes how you can manage your workpaper flow through your main office server,
using the Packaging feature, and by synchronizing binders.

Using Shared Local File Rooms

Shared local file rooms allow multiple Workpaper Manager users to work directly with workpapers in
the same binder without synchronizing with a central file room, checking out workpapers, or assigning
workpapers. To work with shared file rooms, the option must be enabled for your firm in Administrator,
and you must belong to a staff group that allows sharing of local file rooms.

A Host selects to share his or her local file room, and then other users can log in to the shared file
room, see Logging In to Workpaper Manager on page 21. Users can open any workpaper in the
Host's file room. If the Host is not Current Editor of a workpaper, the workpaper is read-only to all
users. If the Host is Current Editor of a workpaper, then the first user to open it becomes the "Live
Editor" and is able to edit and save it. Other users can view a read-only copy of the workpaper until the
Live Editor closes it.

Notes:

* Workpaper Manager does not support sharing local file rooms between different locales (for
example, US and Australia).

* Workpaper Manager does not support the same user simultaneously logging in to a shared file
room from multiple computers.

Sharing a Local File Room

To share your local file room as a host, file room sharing must be enabled in Administrator. Also, you
must belong to a staff group that allows sharing of local file rooms.

To share a file room, do the following:

1. Log into Workpaper Manager as either Office or Field.
2. Do one of the following:

®= Right-click the Local File Room icon or anywhere in the file room frame and select
Share File Room.

= Select Tools > Share File Room.

3. Click OK on the message stating that the file room has been successfully shared.
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To stop sharing a file room, do the following:

1. Log into Workpaper Manager as either Office or Field.
2. Do one of the following:

= Right-click the Local File Room icon or anywhere in the file room frame and select Stop
Sharing File Room.

= Select Tools > Stop Sharing File Room.

3. Click OK on the message stating that sharing of the file room has been successfully stopped.

Note: You cannot stop sharing your local file room if another user is currently logged in.

Editing Workpapers in a Shared File Room

Working with workpapers in a shared file room is similar to working in your own local file room. When
you open a binder in the Host's local file room, the Binder View displays.

The Live Editor column displays the current status of each workpaper. The following statuses are
displayed:

= (User Name). The user whose name displays is currently the Live Editor of the workpaper. You
can view a read-only copy of the workpaper until the Live Editor closes it.

* <Available>. The local file room's Host is the Current Editor of the workpaper, and no other
users are currently working on the workpaper. These workpapers are available for you to open
and edit.

#= <Unavailable>. The Host is not Current Editor of the workpaper.

Click on any workpaper with <Available> displayed in the Live Editor column to edit the workpaper.
Close the workpaper when you finish editing it. There is no synchronization or check-in required.

Note: In a Shared File Room, workpapers that have not been opened by any user will appear in
bold font. Once any user opens a workpaper, that workpaper will not appear bold the next time
users access the Shared File Room.

Office Network Environment - Central File Room

When a Workpaper Manager staff member is attached to a network, the central file rooms can be
used to share and distribute binders with anyone on the network. The central file rooms are set up in
the Administrator module by the person responsible for the implementation of CCH ProSystem fx
Workpaper Manager.

For information on setting up the central file room, see Chapter 3: Administrator.

When you log in to CCH ProSystem fx Workpaper Manager connected to the Office, the program
displays the central file rooms that have been set up. When you double-click the central file room or
right-click and select Connect, CCH ProSystem fx Workpaper Manager checks to see if you are
connected to the server. If you are not connected, that central file room displays with a red X mark.
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Initial Synchronizing to the Central File Room

The synchronization feature copies a binder from the local file room to the central file room or from
the central file room to the local file room.

—l
|- Note: Before using the Synchronize Binder Wizard or Express Synchronization, you must close all
workpapers within the binder. A closed binder selected for synchronization can be opened.

When synchronizing a binder to the central file room for the first time, do the following:
1. Select the binder in the local file room and do one of the following to open the Synchronize
Binder Wizard:
= Select Tools > Synchronize Binder.
= Right-click the binder and select Synchronize Binder from the pop-up menu.
= Click the Synchronize Binder toolbar button.
2. Click Next on the Welcome dialog to open the Select a Synchronization Target dialog.

Synchronize Binder Wizard Ej

Select a Synchronization Target
“You can chooge either the Local File Room of a Binder Staff or
a Buddy, or a Central File Room [CFR).

Staff | Buddy List Central File Rooms l

_Central File Room | Remote Machine
23 Torancel WIGGINGTONRP

Select a central file room and click Mest to continue.

< Back | Mext » | Finish | Cancel | Help |

[
I

—
[ Note: If you do not want to display the Welcome dialog again, check the Do not show
this Welcome page again box on the Welcome dialog.

Select the central file room with which to synchronize.
Click Next. The Synchronize Entire Binder or Selected Workpapers screen displays.
5. Select one of the following:
= Synchronize entire binder. Synchronizes the entire binder, including all workpapers.

= Synchronize only selected workpapers. Synchronizes only the workpapers you
select for synchronization.
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10.

11.

Click Next. The Check In Workpapers dialog displays.
Select the workpapers you would like to check in to the central file room. When you check the
workpaper in, you no longer have Current Editor rights to this workpaper in the local file room.
To select workpapers, click the Plus sign (+) to expand the view, and then do one of the
following:

= Select all the workpapers by checking the box next to the binder.

®= Select all the workpapers in a section by checking the box next to the workpaper tab.

= Select specific workpapers by checking the box next to the workpapers.
If you are synchronizing the entire binder, continue to step 10. If you are synchronizing only
selected workpapers, click Next. The Synchronize Workpapers from your LOCAL file room
dialog displays.
Click the plus sign to expand the view, and then select workpapers to synchronize with the
central file room by doing one of the following:

= Select all the workpapers by checking the box next to the binder.

®= Select all the workpapers in a section by checking the box next to the workpaper tab.

= Select specific workpapers by checking the box next to the workpapers.
Click Next. The Completing the Synchronization Wizard dialog displays. This dialog displays a

summary of your selections. If you check the box at the bottom of the window, the copy of the
binder in your local file room automatically opens after the synchronization is finished.

Click Synchronize. The Synchronization Job Queue dialog displays.

Synchronization Job Queue @

Current Synchronization Jobs:

Binder Mame Clignt Marme Statuz Progress Estimated Time Left Desti
' Audit Binder - .. ABC Ltd. Completed CFR
# Binder 3 AfterCentddmBa..  Completed CFR
W Binder 1_Wal.. ‘wWalmart Completed CFR
»* Audit Binder - ... ABC Lid. Partially Failed CFR
@ Audit Binder - ... ABC Ltd, Completed 0 zeconds CFR
|2 Binder 1_w/al.. “walmart Running e | 1 he 1 min CFR
|k | Tax Binder SEC Ltd, Running | 1 hr. 1 min CFR
B Audit Binde ...

4 [ 1 o r

Wieww Details. .. Stop ] [ Stop all

Synchronization Result

Preparing document for synchronization -

|Clear Finished| | Hide |

The Synchronization Job Queue shows the progress and estimated time left of the
synchronization. You may click Hide to close the dialog. The synchronization process continues.
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The synchronization steps copy the binder from the local file room to the selected central file room.
The same steps can be taken to copy the binder from the central file room to the local file room.

If errors occur during synchronization, workpapers that were successfully transferred prior to the error
will not be rolled back. This will save time on the next synchronization.

Subsequent Synchronizing to the Central File Room

After a binder has been synchronized to the central file room, there are multiple methods for
subsequent synchronization.

Synchronize Binder Wizard. When using the Synchronize Binder Wizard as described above
for subsequent synchronization, you can also check out workpapers.
Synchronize selected workpapers. You can select specific workpapers to synchronize
without synchronizing the entire binder. Within an open binder, select the workpapers to
synchronize and then select Workpapers > Synchronize, or right-click the workpapers and
select Synchronize Workpaper. You can also select Check In or Check Out to transfer the
Current Editor rights to or from the central file room while in the open binder.
Express Synchronization. Automatically synchronizes the binder in the local file room and the
central file room, without opening the wizard. You do not have the option to check workpapers in
or out.
Select the binder in the local file room and do one of the following:

= Select Tools > Express Synchronization.

= Right-click the binder and select Express Synchronization.

= Click the Express Synchronization toolbar button.

Auto express synchronize binder on open. Select Tools > Options. On the General tab,
you can select to automatically synchronize a binder upon opening it.

Auto express synchronize binder on close. Select Tools > Options. On the General tab,
you can select to automatically synchronize a binder upon closing it

Check Out All Workpapers (Non-Shared Local File Rooms). With one click you can check
out all available workpapers and synchronize the full binder with the Central File Room.
Workpapers not eligible for check out are those checked out by others or in the Conflicts,
Published Workpapers, or Trash folders. Select a binder in either the Local File Room or the
Central File Room, and then click the Check Out All Workpapers button on the toolbar, or
right-click the selected binder and select Check Out All Workpapers, or select Tools >
Check Out All Workpapers.

Check In All Workpapers (Non-Shared Local File Rooms). If you are working from your
Local File Room, you can check in all available workpapers into the central file room.
Workpapers not eligible for check in are those in the Conflicts, Incompatible Workpapers,
Published Workpapers, or Trash folders. Select the binder with the workpapers to check in, and
then click the Check In All Workpapers button on the toolbar, or right-click the selected binder
and select Check In All Workpapers, or select Tools > Check In All Workpapers.
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All of these methods, except Check In All Workpapers, will synchronize changes from both locations
(local file room and central file room) simultaneously. Changes made in the local file room are
synchronized to the central file room and changes made in the central file room are synchronized to
the local file room. With Check In All Workpapers, changes made in the central file room will
synchronize to the local file room if the workpaper already exists in the local file room

If errors occur during synchronization, workpapers that were successfully transferred prior to the error
will not be rolled back. This will save time on the next synchronization.

Synchronizing a Binder from the Central File Room

The Synchronization feature also allows staff members assigned to a binder to copy or check out from
the central file room a binder that is not currently in their local file room.

The binder will synchronize first and will display in the Local File Room within a few seconds. It can
then be opened while the workpapers are still synchronizing. If you select to open a finalized binder
that is synchronizing, it will appear as in process until synchronizing is complete.

Once the synchronization of an open binder completes the binder will refresh and you will see the
updated information.

To check out a binder from the central file room, do the following:
1. Select the binder in the central file room and do one of the following:

= Select Tools > Synchronize Binder.
= Right-click the binder and select Synchronize Binder from the pop-up menu.

& = Click the Synchronize Binder button on the toolbar.

The Synchronize Binder Wizard dialog displays.
2. Click Next on the Welcome to the Synchronization Binder dialog. The Synchronize Entire
Binder or Selected Workpapers dialog displays.
3. Select one of the following:
= Synchronize entire binder. Synchronizes the entire binder, including all workpapers.

= Synchronize only selected workpapers. Synchronizes only the workpapers you
select for synchronization.

Click Next. The Check OUT Workpapers (Receive Current Editor Rights) screen displays.
5. Click the plus sign (+) to expand the view, and then select workpapers to check out to your local
file room by doing one of the following:
= Select all workpapers by checking the box next to the binder.
= Select all workpapers in a section by checking the box next to the workpaper tab.
® Select specific workpapers by checking the box next to the workpaper.

6. If you are synchronizing the entire binder, go to step 8. If you are synchronizing only selected
workpapers, click Next. The Synchronize Workpapers (REMOTE File Room) dialog displays.
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7. Click the plus sign (+) to expand the view and then select workpapers to synchronize by doing
one of the following:

= Select all workpapers by checking the box next to the binder.
= Select all workpapers in a section by checking the box next to the workpaper tab.
= Select specific workpapers by checking the box next to the workpaper.

8. Click Next. The Completing the Synchronization Wizard dialog displays a summary of your
selections. If you check the box at the bottom of the dialog, the binder automatically opens after
the synchronization is finished.

9. Click Synchronize to copy the binder from the central file room to your local file room. If the
client folder does not already exist in your local file room, it is also copied. The Synchronization
Job Queue dialog displays, showing the status and estimated time left of the synchronization.

10. You can click Hide to close the dialog. The synchronization process continues even if the dialog
is hidden.

If errors occur during synchronization, workpapers that were successfully transferred prior to the error
will not be rolled back. This will save time on the next synchronization.

Peer-to-Peer Network Environment - Direct Synchronization

Workpaper Manager staff members who are assigned to the same binders can share and distribute
binders directly with one another when they are connected on a peer-to-peer network. When a binder
staff member logs in using the Office or Field location, the program displays the name of each staff
member who is set up and active in the Administrator module in the Staff tab of the File Room.

In addition, you can synchronize binders with staff members displayed on the Buddy List tab. When
you double-click a staff member's name, Workpaper Manager tries to connect to the staff member. If
it cannot connect, you receive a message stating that the program was unable to connect to the
computer.

Synchronization to Another User's Local File Room

When you are logged in to CCH ProSystem fx Workpaper Manager in the Field location, the
synchronization feature copies a binder from one user's local file room to another user's local file
room.

Before using the Synchronize Binder Wizard or Express Synchronization, you must close all
workpapers within the binder. A closed binder selected for synchronization can be opened.

To synchronize a binder with another user, do the following:
1. Select the binder in the local file room, and do one of the following:

= Select Tools > Synchronize Binder.
= Right-click the binder and select Synchronize Binder from the pop-up menu.

] = Click the Synchronize Binder toolbar button.

The Synchronize Binder Wizard displays.
2. Click Next on the Welcome dialog. The Select a Synchronization Target screen displays.
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3. Select the staff member to synchronize with from either the Staff or Buddy List tab. If the
EXxisting Location field is grayed out, browse to the user's alternate location. A staff member
can have a Workpaper Manager profile on multiple computers, and you can select from any
existing location or an alternate location when synchronizing the binder with the staff member.

4. Click Next. If the staff member is not assigned to the binder and you have the staff group right
to modify binder properties, you are given the option of assigning the staff member to the
binder. Click Yes to assign the staff member.

5. Select one of the following from the Synchronize Entire Binder or Selected Workpapers
screen:

= Synchronize entire binder. Synchronizes the entire binder, including all workpapers.

= Synchronize only selected workpapers. Synchronizes only the workpapers you
select for synchronization.

6. Click Next. If you are the Current Editor of the binder, the Assign Workpapers screen displays.
Select the workpapers to assign to the staff member by clicking the plus sign (+) to expand the
view and do one of the following:

= Select all the workpapers by checking the box next to the binder.
®= Select all the workpapers in a tab by checking the box next to the tab.
= Select specific workpapers by checking the box next to the workpapers.

7. Click Next. If you are synchronizing the entire binder, continue to step 8. If you are
synchronizing only selected workpapers, the Synchronize Workpapers (LOCAL File Room)
dialog displays. Select the workpapers to synchronize. Click the plus sign (+) to expand the
view and then select workpapers by doing one of the following:

®= Select all workpapers by checking the box next to the binder.
= Select all workpapers in a section by checking the box next to the workpaper tab.
= Select specific workpapers by checking the box next to the workpaper.

8. Click Next. A summary of your selections displays. If you check the box at the bottom of the
dialog, the copy of the binder in your local file room opens automatically after the
synchronization is finished.

9. Click Synchronize. The synchronization steps copy the binder from one local file room to
another local file room.

Notes:
= After synchronization is completed, you no longer have Current Editor rights to the

workpapers you assigned to another staff member.

® You can alternatively assign workpapers to another staff member before
synchronization. Current editor rights are transferred automatically upon a subsequent
synchronization.

The Synchronization Job Queue dialog displays, showing the status and estimated time left of
the synchronization.

10. You can click Hide to close the dialog. Synchronization continues.

If errors occur during synchronization, workpapers that were successfully transferred prior to the error
will not be rolled back. This will save time on the next synchronization.
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Resolving Synchronization Conflicts

The Synchronization Conflicts dialog allows you to resolve workpaper conflicts you may encounter
when synchronizing or receiving a binder that has had a workpaper or trial balance restored or had its
Current Editor changed.

Choose from the following options:

*= | ocal wins. Choosing this option retains the local file room copy and replaces the remote
location's copy with a copy from the local file room.

= <Computer Name> wins. Choosing this option causes the local workpaper to be replaced by
the copy from the selected computer. The local copy of the workpaper is permanently removed.

*= Undecided. Choosing this option causes the copy from the other computer to be filed on the
Conflict tab and the local copy to remain filed in its current tab. .

The Conflicts dialog has an option allowing you to decide on an individual basis the action to be
taken on a workpaper. You can also decide globally on an action for all workpapers. You have an
option to view details for both workpapers in conflict, but the workpapers cannot be edited.

Opening Workpapers in the Conflicts Tab

After synchronization finishes, you can open workpapers on the Conflicts tab for resolution. The titles
of Workpapers with conflicts are preceded by (C), and these workpapers are read-only.

Note: Workpapers that have a matching conflict workpaper in the Conflicts tab cannot be
assigned until the conflict is resolved.

You can right-click the item in the Conflicts tab and select one of the following actions from the
pop-up menu.

* Open the workpaper in a read-only state (view outside).

# Delete the conflicting workpaper.

* File the selected workpaper, which opens the Conflicts dialog for resolution of the workpaper's
conflict.

* View workpaper properties.

View Synchronization History

The Synchronization History option allows you to easily access detailed information about the
Synchronization History from within Workpaper Manager. You can review, print, or save the
Synchronization History using the following options:

* For a local file room binder, you can access the history from the Information tab in Binder
Properties in the Workpaper Management module.

# For a central file room binder, you can access the history from the Information tab in Binder
Properties in the Workpaper Management module or the Administrator module.
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An entry is made to the history table every time a binder synchronizes with a central file room or with
another staff member, every time a binder package is created or received, and every time a packaged
binder is backed up or restored. The entry includes whether or not a synchronization was successful or

not.

Non-Network Environment - Binder Packages

If you are not on a network or need to email a binder to a binder staff member, create a binder
package. Do not synchronize to a central file room or to another staff member's local file room.

Creating a Binder Package

The following procedure creates a binder package that you can save as a file or send as an
attachment to an email message. Close the binder before you create the binder package.

To create a binder package, do the following:

1.

In the local file room window, select the binder you want to distribute.

2. Do one of the following:

= Select Tools > Create Binder Package.
= Right-click the binder and select Create Binder Package.
= Click the Create Binder Package toolbar button.
= Select Send To on the File menu.
The Create Binder Package dialog displays.

Create Binder Package E

Birder package contents
& Include all workpapers

" Include selected workpapers

Birwder Contents ¢ Current Editar Azzigned Ta i‘ QK. |
=¥ 12§ Smith and Barney
; Cancel
=W [ 1000 Planning
[ lJ 1100 Planning Help
W@ 1105 Budget Strong, Charles M.

= [v |’ 1200 Analytical Procedures
W@ 1205 Preliminary &nalytical Review Fep Strong, Charles M.
W@ 1210 Ratin Analyziz - Adjusted Strong. Charles M.
W@ 1215 Final Analytical Review Report  Strong, Charles M.
v lJ 1300 Risk Aszessment & Audit Flan

; Expand &l
- W § 2000 Reporting
= |’ 2100 Draft Financial Statements Callapze Al
W@ 2105 Financial Statements Strong, Charles k.
2 200 Miates & DNisclnsures Al
4| | ’
* Save package to a file " Send package via emnail
File rarme; |E:'\F'h-: Erngagement' W Binder PackageshSmith and Barmey S Browsze...
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3. The Create Binder Package dialog displays the following options:

= |nclude all workpapers. Preselects all of the workpapers, including those that are in
the Trash. This option also includes all newly created workpapers when local file rooms
receive the binder package. This is the default selection.

= Include selected workpapers. Allows you to select specific workpapers, except items
in the Trash folder. This option does not include newly created workpapers.

4. |If you select the Include selected workpapers option, select the workpapers to include in the
binder package. Click the Plus sign (+) to expand the view and select workpapers using one of
these methods:

= Select all the workpapers by checking the box next to the binder.
= Select all the workpapers in a tab by checking the box next to the tab.
= Select specific workpapers by checking the box next to the workpapers.

5. Select how you want to distribute the binder package.

= |f you want to save the binder package as a file, select the Save package to a file
option. Verify the path, file name, and file size of the binder file. You can change the
path by clicking Browse.

= |f you want to send the binder package as an email attachment, select the Send
package via email option. The system uses a default file name for the attachment.

Note: To use email features, you need a MAPI-compliant email system. These systems
include Microsoft® Exchange, Microsoft® Mail, and Internet SMTP/POP3.

6. Click OK. If you are saving the binder package, the file is created according to the path you
specified. If you are sending the binder package through email, a new email message displays
with the binder package file as an attachment.

Receiving a Binder Package

After a binder package has been created, other binder staff members can receive the file. When you
are not in a network /environment or synchronization is not enabled for the central file room, this is
how you share binders with other binder staff members.

Notes:

= When you receive a binder, a signature change may occur, which causes the binder's Dynalink
to be broken. To reconfigure the Dynalink, see Chapter 5: Using the Trial Balance on
page 127.

® |f you are using a flash drive or USB drive, copy the binder package to the hard drive of the
computer before receiving it.

To receive a binder package, do the following:

1. Do one of the following to open the Receive Binder Package dialog:
= Select Tools > Receive Binder Package.
= Right-click a binder and select Receive Binder Package from the pop-up menu.
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= Click the Receive Binder Package toolbar button.

' Receive Binder, Package @

Look. ir |,___; Binder Packages j £ B3

WOntario-Ontario Meats Ontario Meats Ontario 12_31_2011,AZF

oK

File: name:

Files of type: | Binder Package Files [F.AZF) ﬂ Cancel

Help

i

IMPORTAMT: When you receive this binder package, pour Local File Room will be
updated with the changes in the binder package. and the package will be updated
with the changes in your Local File Boonn,

I pow do not want the binder package to be updated, please cancel thiz process
and make a copy of the package to store az a backup.

Browse to the location of the binder package. The binder package file extension is AZP.
Click OK to receive the package.

4. If you are receiving a binder package that was created in a version of Workpaper Manager prior
to the one you are using, a message displays stating that the binder package must be converted
before it can be received. Click Yes to convert the binder package.

5. If you are receiving a binder package from another firm, a message displays stating that the
Firm and Central File Room information on the binder will change. Click Yes to continue.

6. A message displays when the binder is successfully received. Click View Log to open the
Synchronization History Log which you can print or save to a file. Click OK to exit the message
dialog.

When you receive a binder, the following occurs:

*= |f the binder does not exist in the local file room, CCH ProSystem fx Workpaper Manager finds
the client folder and attempts to insert the binder into the client folder. If you do not have this
client folder, the program automatically creates it.

*# |f the binder exists in the local file room, Workpaper Manager checks the binder you are
receiving and the binder you already have to determine if there are any conflicts.

I
|

—
|-~ Note: We recommend using binder packages as a secondary method of backing up your binders.
For the primary backup method, you should synchronize to Administrator every day, and the
Database Backup and Restore Utility should be run on a nightly basis.
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Using Outlook® to Receive Binder Packages

Workpaper Manager users who have Microsoft® Outlook® on their local computers can use the
Workpaper Manager interface option, Workpaper Manager > Receive Binder Package, in Outlook® to
receive a binder package directly into a Workpaper Manager binder.

—l

| Note: If you are not using Outlook® and you receive a binder package file as an email
attachment, save the file to your computer's hard drive first. Then follow the instructions under
Receiving a Binder Package on page 102.

Viewing the Contents of a Binder in the CFR

To open a central file room binder in a separate window, do one of the following:

®# Double-click the binder.

Click the binder and select File > Open.

Right-click the binder and select Open from the pop-up menu.
= = Click the Open icon on the toolbar.

A dialog displays asking you to select the action you want to perform related to the binder in the
central file room.

o Select the action you would lke to perform in reltion to the binder.
Actian:
@ Synchronize, then Open: Synchronize the binder and then open the local file room copy of the binder,

Open LFR Binder: Open the local file rocm copy of the binder if it exists. The binder wil not be
syndwonized unkess you have ssected to auto express synchronize binder on open.

View Binder Contents: \View the tabs, workpapers and notes in the binder and optionaly add
waorkpapers, The binder will not be syndhronized and the tabs, workpapers and notes are not
editable.

Cancel

Select View Binder Contents to open a window that displays the tabs, workpapers and workpaper
notes in the binder. You can also optionally choose to add workpapers to the CFR binder.
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View Binder Contents

(=]

The view of a binder in a central file room has limited functionality as compared to working with the

contents of the same binder in a local file room. The tab, workpaper, and workpaper note content of
the CFR binder cannot be opened or edited. However, new workpapers can be added to the central

file room binder as described in Adding a Workpaper in a CFR Binder on page 297.

Binder content and status information includes the following:

*= Tabs. Set up to organize workpapers in the binder including the Unfiled Workpapers tab. The
Conflicts, Incompatible Workpapers, Published Workpapers and Trash folders are not shown in
the view of a central file room binder.

= Workpapers. Such as Microsoft® Word and Excel® files created within or outside of
CCH ProSystem fx Workpaper Manager, other file formats created outside of Workpaper
Manager, scanned images, etc. The workpaper information displays in columns across the top
of the window. Some workpaper information as displayed in the Binder window for a local file
room binder are not available to be viewed in this window of a central file room binder. A brief
description of the workpaper information columns for the CFR binder is described below:

* |ndex. The alphanumeric index of the tabs and workpapers in the binder.
= Name. The workpaper name describes the content inside the workpaper.
* Locked. If the workpaper is locked, a padlock icon displays in this column.

= Frozen. If the workpaper's Workpaper Manager links are frozen, a broken link icon
displays in this column.
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2 = Note. If a note has been created for a workpaper, a note icon displays. Select the

workpaper with a note attached and view the note information in the Notes Section at
the bottom of the window.

Note: If a note exists for any tabs in the binder, the note must be viewed
in the local file room copy of the binder.

£ * Modified after Reviewer Sign Off. If a workpaper has been modified after a reviewer
has signed off the workpaper, then a Modified icon displays in this column. If the
workpaper is subsequently reviewed again, then the Modified icon is removed.

Note: If the option to flag workpapers that were modified after sign off is
not selected in Administrator, the icon will not appear.

Ej * Prepared By. When a preparer signs off a workpaper, the preparer's initials display. If
more than one preparer signs off on the workpaper, the most recent preparer's initials
display.

Iﬂ * Reviewed By. When a workpaper is signed off by a reviewer, the reviewer's initials

display. If more than one reviewer signs off on the workpaper, the most recent
reviewer's initials display.

il * 2nd Reviewed By. When a workpaper is signed off by a second reviewer, the
reviewer's initials display. If more than one second reviewer signs off on the workpaper,
the most recent second reviewer's initials display.

k4 * 3rd Reviewed By. When a workpaper is signed off by a third reviewer, the reviewer's
initials display. If more than one third reviewer signs off on the workpaper, then the
most recent third reviewer's initials display. This only displays if the number of reviewer
sign offs selected in Firm Options is three or four.

g » 4th Reviewed By. When a workpaper is signed off by a fourth reviewer, the reviewer's
initials display. If more than one fourth reviewer signs off on the workpaper, then the
most recent fourth reviewer's initials display. This only displays if the number of
reviewer sign offs selected in Firm Options is four.

* File Modified Date. The date and time the workpaper was last saved.

= Current Editor. The name of the binder staff who currently has the workpaper checked
out displays in this column.

Notes Section

At the bottom of the Binder Contents View of a central file room binder is a sizable Notes section.
You can change the size of the Notes section by using your mouse to move the splitter bar just above
the Notes section up or down.

When a workpaper with a note is selected, the note's information displays in the Notes section.
Responses are nested below the note. This note information includes the following:

= Note Type. The note icon that displays varies depending on the note type. The three note
types are as follows:
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* Two people on top (Team Note)
® An exclamation point on top (Open Item)
®= Aclock on top (Note for Next Period)
= Subject. The short description of the note.
= Number of Responses. The number of responses recorded for each note.
= Created By. Author of the note.
= To. Staff member to whom the note is directed.
= Date Created. The date the note or response was created.
» Cleared By. The staff member who cleared the note.
= Date Cleared. The date the note was cleared.

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.

Notes:

* Binder portfolios cannot be synchronized.

®* You cannot create a binder portfolio from a shared file room or if you are not assigned to the
binder.
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To create a binder portfolio, do the following:

1. Select Tools > Create Binder Portfolio in your local file room to open the Create Binder
Portfolio Wizard.

gl Create Binder Portfolio @

Binder Index Wiew Options ._') Wolters Kluwer
CCH

Select the binder index view colurnns to include: Iw Select.sll [ Deselect Al

[T Locked

[T] Frozen

[C] Mate

[ Madified &fter Reviewer Sign Off
[] Prepared By Sign Off

[ Reviewed By Sign Off

[] 2nd Reviewred By Sign Off

[C] File Modified Date

[T] Editor Status Columns

< Back [ Mext » ][ Cancel ]

2. Select the binder index view columns to include. Click Select All to include all available
columns. The options are as follows:

®= | ocked
®= Frozen
* Note
®= Modified After Reviewer Sign Off
* Prepared By Sign Off
®= Reviewed By Sign Off
= 2nd Reviewed By Sign Off
®= 3rd Reviewed By Sign Off (if the number of reviewers in Firm Options is three or four)
= 4th Reviewed By Sign Off (if the number of reviewers in Firm Options is four)
®= File Modified Date
= Editor Status Columns
3. Click Next. The Select Workpapers window displays.
4. Select the workpapers to include in the binder portfolio.
= Select Include all workpapers if you want to send all workpapers.

= Select Include selected workpapers to manually select which workpapers to include.

Note: Trash and conflicts sections are not available to be included in the portfolio.

5. Click Next. The Workpaper and Binder Portfolio Options window displays.
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6. Select from the following workpaper options:

= Refresh workpapers and trial balances before creating the portfolio. Select this
option to make sure your binder portfolio includes the latest version of all workpapers and
trial balances.

1
[ Note: This option is unavailable for finalized binders.

= |nclude tickmark sheets for trial balance reports. Select this option and tickmark
sheets are included in the binder portfolio.

= |nclude custom sheets for trial balance reports. Select this option and custom
sheets are included in the binder portfolio.

7. Accept the default file location or click Browse to open a Save As dialog to select a drive,
directory, and file name, and then click Save.

8. If desired, enter a password for the binder portfolio. The password must be no more than 18
characters.

9. Click Next to open the Binder Portfolio Summary window.

4% Create Binder Portfolio =] =
Binder Portfolio Summary @. Wolters Kluwer
CCH
é'p' Print... H Save As..
Binder Portfolio Summary Report
Client and Binder Information
Client|D: 8345-98
Clientname: XYZ Company
Binder name: ABC, Inc
Binder|D: 44960-4898
Binder current period end: 1213112
Date PDF binder package created: 472312
Binder Index View Options
Binderindex columns: Locked
Frozen
MNotes
’ Back ] | Create | ’ Cancel ]
b A

10. Review the summary report. You have the option to do either of the following:
= Select Print to print the summary report.
= Select Save As to save the summary report to your local drive.

11. Select Create to create the portfolio. A warning message displays stating that it may take an
extended amount of time to convert the selected workpapers to PDF and create the binder
portfolio.
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12. Click Yes to create the binder portfolio, or click No to exit the wizard and cancel the binder
portfolio creation. A message will display stating whether the binder portfolio creation was
successful.

13. Click OKto close the message.

After you have created the binder portfolio, you can send the ZIP file to a client or other third-party
individual. You may want to share the following instructions on how to work with the binder portfolio.

Opening the Binder Portfolio

Once you have created the binder portfolio and sent it to a client or other third-party individual, you
may want to share the following instructions with him or her.

Do the following to open the binder portfolio:
1. Save the ZIP file to your computer's Desktop or other location that is easily remembered.

Note: This procedure will reference using your Desktop; however, your location may vary.

2. Do one of the following:
= Right-click the ZIP file on your Desktop and select to extract the files to your Desktop.
= QOpen a ZIP file management software, open the ZIP file, and extract the files to your
Desktop.

Note: If the portfolio was password protected:

= You will be prompted to enter a password. Enter the password and click OK to continue.

* Do not use Microsoft® Windows'® default extraction program. If you are not prompted for
a password, you may need to use a different ZIP file management software.

3. Locate and open the PfxBinderPortfolio folder.

4. Open the binder portfolio HTML file. The file will open in your web browser. This is the binder
index. Each workpaper included in the portfolio is listed in the appropriate binder tab. Expand
each tab to locate the workpaper links.

®= Enable add-ins to enable full functionality, if necessary.

®= There are two subfolders in the PfxBinderPortfolio folder. The Workpapers folder
contains PDF copies of the workpapers. The Images folder contains icons used in the
binder index.

I Warning! Do not alter these folders or files as this may cause errors.
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Working with Files in the Binder Portfolio
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After opening the binder portfolio, do any of the following:

# Click any workpaper link to open the workpaper in the Web browser.
®= Depending on your browser settings, the workpaper may open in a new tab orin a new
window. You can also right-click the workpaper and select to open in a new tab or a new
window.
= You can also update your Adobe® Acrobat® or Reader® settings to automatically open
the workpapers there instead of your web browser. Opening the PDF in Adobe®
Acrobat® allows you to edit or markup the documents. To change the setting, open
Adobe® Acrobat® or Reader®, select Edit > Preferences and select the internet
options. For more information, review the Adobe® Acrobat® or Reader® help content.
®# Review the workpaper information, such as who prepared or reviewed the workpaper. This
information is available if the option was selected when the binder portfolio was created.
® Select a workpaper that has notes and review the notes in the notes pane at the bottom of the

binder index.

Backing Up and Restoring a Binder

We recommend that a regular backup policy be implemented, preferably daily. You can use the
backup and restore options on the Tools menu in your local file room both to back up and to restore

the binder to its original state.

1
[ Note: When you back up a binder, it can be restored only on the computer where it was backed

up.
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Backing Up CCH ProSystem fx Workpaper Manager Binders

We recommend that you back up your CCH ProSystem fx Workpaper Manager binders frequently.
Backing up binders allows you to do the following:

® Preserve previous versions of binders so that you can restore them in case of a problem or an
error.

= Copy an entire set of CCH ProSystem fx Workpaper Manager databases so that you can restore
them on another system.

You can use your backup software to back up the binders in your data folder. The default location is
C:\Pfx Engagement\WM\Binder Backup, where C is the installation drive. You may also manually
copy this folder to another location for a backup.

Backing Up a Binder in a Local File Room

Note: If you assigned workpapers to other staff members, the Current Editor change takes place
when the backup is created. Workpaper assignments made by other users are not affected.

Highlight the binder and select Tools > Backup Binder. The Backup Binder dialog displays.

2. Select the location to which you want to save the binder in the Save in field. The default path is
C:\Pfx Engagement\WM\Binder Backups.

3. Type a name for the binder in the File name field. The default name of the backup package is
the client ID and name, binder name, binder ID, binder current period end date, and system
date with a BZP file extension.

4. The Save as field defaults to BZP and cannot be changed. File names cannot contain these
characters: /: *?\"<>|.

Click Backup to create the backup file.

6. Click OK on the message telling you the backup was successful.

Note: See Chapter 4: Creating and Using Binders on page 54, for procedures on backing up
individual engagement binders.
Restoring a Binder

1. Select Tools > Restore Binder. The Restore Binder dialog displays.
2. If necessary, select the directory where the binder is stored in the Look In field.
3. Highlight the binder to be restored and click Restore.
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Notes:

* When you restore a binder, a signature change may occur, which causes the binder's Dynalink to
be broken. To reconfigure the Dynalink, see Chapter 5: Using the Trial Balance on page 127.

® |f the binder already exists in the local file room, a warning message prompts you that the binder
will be overwritten. Select OK to continue or Cancel to stop.

® You will no longer be the Current Editor of workpapers you assigned to other users at the time of
backup. Workpaper assignments made by other users are not affected.

Binder Sign Off

Binder sign off allows staff members to sign off on a binder when they have completed their work.
This provides a quick way to see which staff members have completed their work on the selected
binder.

Signing Off on a Binder

Once staff members have signed off on all assigned workpapers, they can sign off the binder,
indicating that their work is complete.

1. From the File Room window, do one of the following to open the Binder Properties dialog.
= Right-click the binder and select Properties.
= Select File > Properties.

I_ffll = Highlight the binder and click the Properties toolbar button.

Click the Binder Staff tab in the Binder Properties dialog.

Highlight your name as the staff member signing off on the binder.

Click the Sign Off Binder button. A dialog displays, asking you to confirm the sign off.
Click Yes.

If you have notes that have not been cleared, you are asked if you want to continue with the
binder sign off. Click Yes to continue, or click No to cancel.

o g M 0D

7. If you have workpapers assigned that you have not signed off, a message states that there are
workpapers that have not been signed off and asks if you want to continue. Click Yes to sign off
the binder, or click No to cancel.

8. The date and time display next to the name of the user who signed off in the Binder Properties
dialog.
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Removing a Sign Off on a Binder

If staff members need to do more work on a binder after they have signed off, they should remove
their sign off on the binder until they complete their work.

To remove a binder sign off, do the following:
1. From the File Room, do one of the following to open the Binder Properties dialog.

= Right-click the binder and select Properties.
= Select File > Properties.

Ifll = Highlight the binder and select Properties from the toolbar.
2. Click the Binder Staff tab in the Binder Properties dialog.

Highlight your name as the staff member who is removing sign off.

Click the Remove Sign Off button. A dialog displays, asking you to confirm the sign off
removal.

5. Click Yes. The sign-off date and time are removed from the Properties dialog.

Finalizing Binders

When the work in the current engagement binder is complete, you can choose to finalize the binder.
The Finalize Binder feature guides you through a wizard that analyzes the status of the workpapers,
notes, and sign offs. The wizard ensures that all open binder items are completed. Using the Finalize
Binder feature is optional.

1. Tofinalize a binder, click the binder and do one of the following:
= Select Tools > Finalize Binder.
= Right-click the binder and select Finalize Binder from the pop-up menu.

r% = (Click the Finalize Binder toolbar button.

2. Aprompt reminds you to synchronize the binder with its central file room to ensure that the
binder's contents reflect the latest changes. Click OK to continue with the Synchronization, or
click Cancel to exit the wizard.

3. The Finalize Binder Welcome dialog displays. You can click the View Diagnostic Report link
to view the results of the finalization analysis. You can also click the Do not show this
Welcome page again to stop the Welcome dialog from appearing when you start the Finalize
Binder Wizard.

4. If anitem conflicts between the binder in the local file room and the binder in the central file
room, the Synchronization Conflicts dialog appears.

You may check the Resolve all conflicts with the local copy of the workpaper box to

continue or, to resolve the conflict with the remote copy of the workpaper, click Cancel and
resolve the conflict within the binder.
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5.

6.

The Finalize Binder Wizard displays. The wizard guides you through the binder finalization
process. The wizard analyzes the binder and prompts you in the following situations:
= Workpapers exist in the Trash. To continue, check the Delete all workpapers in
the Trash box and click Next. The workpapers are permanently deleted when the
Finalize Binder process completes.
= Workpapers exist in the Confilicts section . To continue, you must resolve all
workpaper conflicts. Click the Local Wins button for each workpaper and click Next, or
select Cancel to exit the wizard.
= Current Editor Analysis. You must be the Current Editor of all the workpapers to
continue. To continue, check the Take over all workpapers box and click Next.
= Workpapers do not have a preparer sign off. To continue, check the Continue
without assigning Preparer sign off box and click Next.
= Workpapers do not have at least one reviewer sign off. To continue, check the
Continue without assigning a Reviewer sign off box and click Next.
= Workpapers have been modified after being signed off by a reviewer. To
continue, check the Continue with workpapers modified after reviewed box and
click Next.

Note: This page displays only if the option to display the file modified flag is
selected in Administrator.

= Uncleared Notes Analysis. To continue, check the Clear all team and open item
notes for the listed workpapers box and click Next.

= Placeholder Analysis. To continue, check the Continue without clearing
placeholders box and click Next.

= Binder Staff Sign Off Analysis. To continue, check the Continue without requiring
all binder staff to sign off on the binder box and click Next.

If you do not want to continue with any of these open items, select Cancel and resolve the open
items.

Note: In the Administrator module, there is an option in Tools > Options to skip the
Binder Staff Sign Off Analysis page.

The last page of the wizard displays a summary report, which you can print or save to a file.
Click Back to modify your selections, or click Finalize to complete the finalization.

When you finalize a binder, the following occurs:

The binder in the local file room automatically synchronizes with the binder in the central file
room.

The icon for the binder changes from an open position to a closed position to indicate the binder
is finalized.

If you open the finalized binder, the binder window displays (Finalized) at the top, and the
workpapers are read-only.

All Team and Open Item notes are deleted.
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Binders can be unfinalized in Administrator. See Un a Binder.

Note: If errors occur during synchronization when finalizing a binder, the binder in the Central
File Room will not be marked as finalized until the user completes a successful synchronization
even though some of the workpapers from the finalized binder in the Local File Room may have
transferred successfully.

Rolling Forward Binders

When you roll forward a binder, you prepare it to be used as the next period's Workpaper Manager
binder. The roll forward process enables you to create a new binder for each new period. This process
also enables you to retain the prior period's information for analysis. This section explains what
information is rolled forward and how to perform the roll forward function.

Effects of Rolling Forward on a Binder

When you roll forward a binder, the index and structure of the binder are preserved. You have the
following options with workpapers:

Workpaper Roll Forward Options

For most Workpaper Manager workpapers, you have the following roll forward options:

* |nclude the workpaper in the roll forward. The workpaper will be included in the binder when
a new binder is created for the next period. If the workpaper uses links to Date functions or links
to the trial balance, the formulas will be updated with the next period's information.

* Do notinclude the workpaper in the roll forward. The workpaper will not be included in the
binder when a new binder is created for the next period. You would choose this option if the
workpaper is specific to this period and does not apply to the next. This option is not available
for Trial Balance workpapers, which are automatically rolled forward to maintain trial balance
links and reports.

= Replace in the roll forward with placeholder. A placeholder appears in the new binder for
the new period. You can replace the placeholder with a file or scanned document later. You
might use this option for workpapers that you receive from clients later in the period. The
placeholder maintains the name and index for the workpaper until you can add it.

= Replace the workpaper in the roll forward with a designated file. You can use this option
for audit programs and checklists that are updated periodically.

* Save or delete existing journal entries in the binder.

Notes:

* |f you choose to replace the workpaper with another workpaper, the roll forward option for the
new workpaper is set to replace the workpaper.

* |temsin the Trash file are not carried over to the new binder.
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During the roll forward process, the following occurs:

& A new binder is created for the new period. If changes are made to workpaper roll forward
settings or to journal entry roll forward or recurring settings, these changes are reflected in the
original binder.

®* The new binder does not contain sign off information.

= The new binder does not contain the workpaper notes from the original binder, except for Notes
for Next Period. These notes are brought forward into the new binder as Open ltem notes.

* All trial balance data is moved to the prior period and your current period data is initially blank.

#= All date and account balance fields linked in your workpapers reflect the next period's date and
account balance. For example, with comparative financial statements, the dollar amount
columns automatically roll forward or last year's current period becomes the prior period and
current period balances are zero. In addition, all dates in the financials roll forward.

* |f the option to convert XLS and DOC workpapers was selected, eligible workpapers that were
not specifically selected to be excluded from the conversion will be copied to the new binder in
the XLSX and DOCX format.

Rolling Forward a Binder

During the roll forward process, the Binder window must be closed. If it is open, you receive a
message prompting you to close the window.

To roll forward a binder, do the following:

1. Click the binder you want to roll forward.
2. Do one of the following:

= Select Tools > Roll Forward Binder.

= Right-click the binder and select Roll Forward Binder from the pop-up menu.
= = Click the Roll Forward Binder toolbar button.

The Roll Forward Binder Wizard Welcome dialog displays. You can click the Do not show this
Welcome page again if you do not want to view the Roll Forward Binder Wizard Welcome
dialog again.
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3. Click Next. The Roll Forward Binder Wizard - Verify General Properties dialog displays.

Roll Forward Binder Wizard F§|

Yerify General Properties
The suggested general properties for the new binder are showva below.
“'ou can keep or change any of the binder general properties.
Binder narne:™ Sample Binder
Binder |O: 3333-01
Description:
Type:” Audit w
Due date: 124314201 w
Charge cade:
Lead partner: <nohe w
Client names: Sample Client
* Required Field
[ < Back ” Ment > l [ Einizh ] [ Caticel ] ’ Help ]

4. The binder properties from the original binder are displayed by default for the new binder. All
fields are editable, with the exception of Client Name.
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5. Click Next. The Roll Forward Binder Wizard - Verify Period Properties dialog displays.

Roll Forwand Binder Wizard |

Yenfy Penod Properties
The period properties calculated for the new binder are shown below,

‘Year-end date: 12431201 “

Period sequence:

Mest Current Period

Period:

Beainning date: 14 120N v

Ending date: 124312201 w

l < Back ” Hext > l [ Finizh ]l Cancel ] [ Help ]

6. The period dates and sequence information are updated to reflect the next period. The current
period dates become the first prior period dates for the new binder.
Verify that the dates are correct for the new binder. If they are incorrect, enter the date in the
date format shown or click the arrow button to select the date from a calendar.

1
| Note: The period sequence cannot be changed because doing so would distort prior period
information. If you need to change the period sequence, you should create a new binder

and import data into the binder with new dates.
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7. Click Next. The Roll Forward Binder Wizard - Verify Binder Staff Assignment dialog displays.

Roll Forward Binder Wizard E|

Yerily Binder 5taff Assignment
The binder staff member azsignments fron the prior perod binder are shown below. J

Available teams ar staff Agzzigned binder teams and staff
View: & Al O Byteam By staff

Name | Mame # | Group
ﬁ Manager, Mary + &)l Firrn Staff*
ﬂ Partner, Jog

ANNE

ﬂ Richardzon, dlena ﬂ Admin, Default Admin
£ Senior, Susan £ hill. bobbie Staff
3 wapne, Lay ¥ O'hannahy, Shannon Staff

2 [«

Properties Fropertiesz | |
< Back | Mext = | Finizh | Cancel | Help |

8. The staff member rolling forward the binder is automatically assigned to the new binder. You
can assign new teams or staff members and unassign existing teams or staff members. You
cannot unassign yourself until after the new binder is created. You can also view by teams and
staff, teams only, or staff only.

1

[ Note: If the Firm option to automatically assign a team to new binders is selected in the
Administrator module, the team is assigned to the new binder. You may also unassign any
staff members at this time.
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9. Click Next. The Roll Forward Binder Wizard - Workpaper Roll Forward Settings dialog
displays.
T —— = |

Yerify Workpaper Roll Forward Settings
The roll forward setting for each workpaper iz shown below,

Ta change the rall forward option, select the warkpaper and click the "Maodify' buttan.

whorkpaper list:
Index Marne Roll Fonward Setting Keep angwers v
B ws-Audiing.. Roll Fonward

@ 12.. s - Prelimin..  Roll Forward
Bz, ws-Ratiod..  Roll Forward
812, ws-Finalan. ol Fanward
@ 21 wls-Workin.,  Roll Forward 18

[t~ Ao miovo. [ 00 a
< 1 I

M odify...

Corvert Microsoft Office ks and .doc work papers to the xlsx or .docx format

Exclude Specific Work papers. .

| < Back ” Mewxt > | | Finish | | Cancel | | Help |

All workpapers in the binder are listed with the roll forward option displayed. Select a workpaper
and click Modify to change the roll forward option. Trial balances are not listed.
If Microsoft® Excel® or Word workpapers exist in the 2003 or earlier XLS or DOC format, select
Convert Microsoft® Office XLS and DOC workpapers to the XLSX or DOCX format to
take advantage of the 2007 or later Microsoft® Office file format functionality. If any eligible
XLS or DOC workpapers should be excluded from the conversion, click the Exclude Selected
Workpapers button to display a dialog for selecting the workpapers to exclude. See the Notes
below for a list of the ineligible workpapers.
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Notes:

®= The following XLS and DOC workpapers are not eligible for conversion: non-fund trial
balances; trial balance and journal entry reports; PPC; Miller; and M&P.

= Workpapers with macros and workpapers protected with the Microsoft® document-level
password protection will not convert.

= |f any workpapers are unable to be converted, they will be copied to the new binder in
their original XLS or DOC format. You can use the Microsoft® Save As command to
attempt to manually convert the workpapers to the XLSX or DOCX format if desired.

= On rare occasions, a Microsoft® Excel® or Word message box may open behind the
Workpaper Manager Binder and File Room windows when converting certain
workpapers. If it seems the conversion is taking a very long period of time, open the
Windows® Task Manager dialog to determine if there might be a message box open in
the background. If so, respond to the message and the conversion will continue to
process as expected.

= Review the workpapers after conversion to be sure there are no formatting or style
issues, and to be sure links between workpapers (OLE links) behave as expected.

10. Click Next. If there are journal entries in the binder, the Verify Journal Entry Roll Forward

11.

Settings dialog displays. All journal entries for each trial balance are listed with the roll forward
option displayed. You can click a journal entry to modify the roll forward option.

Click Next. If the trial balance is a write up trial balance, a dialog displays allowing you to
specify the write up trial balance roll forward settings.

Note: Make sure to select the correct balance to Roll to the Beginning.
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12. Click Finish. The Roll Forward Binder Wizard - Completing the Roll Forward Binder Wizard
dialog displays.

Roll Forward Binder Wizard

Completing the Roll Forward Binder
Wizard

‘fou have successfully completed the Roll Forward Binder Wizard.,

[Roll Forward Binder Summary Report |8
Client ID: A12345
Client Mame: Zample
Binder Mame: Sample .,

< >

Prirt... Save As...

[ Unlock all locked workpapers in the new binder,
[ Qpen the binder automatically when this wizard doses,
MCOTE: Workpapers with frozen Wearkpaper Manager links will

remain frozen in the new binder. If desired, the links can be
unfrozen after creating the new binder.

[Bnll Forwardl [ Cancel ] [ Help

13. Click Roll Forward. The new binder is created.

Using the CCH Axcess Workstream Interface

CCH ProSystem fx Workpaper Manager now interfaces with CCH Axcess Workstream.

1
[+ Notes:

®# These features will be available with Workstream release 2011-4.11.

# The CCH ProSystem fx Workpaper Manager interface is available with Workstream Basic or
Premier. It is not available with Status Tracker.

You can use the following features from your Local File Room or from inside your Workpaper Manager
binder:

* Link to a Workstream project, which allows you to create a link from an Workpaper Manager
binder to a new or existing project. You can link one binder to one project, link one binder to
multiple projects, or link multiple binders to one project.

®* Open route sheets associated with projects linked to your Workpaper Manager binder.
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1
[ Note: If CCH Axcess Workstream is not already running, you will be prompted to log in before
you can complete either of the following procedures.

Linking to a CCH Axcess™ Workstream Project

You can link an Workpaper Manager binder to a new or existing project in Workstream. You can link
one binder to one project, link one binder to multiple projects, or link multiple binders to one project.
You can determine if the client has any existing projects by selecting the Existing Projects tab in the
Link work object dialog.

The Workstream project will help you with things such as the tasks associated with the binder by using
worksteps, sending automatic notifications at key steps in the project, and setting up project roles.

1
[ Note: During roll forward, you will need to roll forward both the Workpaper Manager binder and
the Workstream project, and then re-link the binders.

Linking to a New Project

};ﬁ Tip: If the period is something other than annual, such as bi-weekly or monthly, we recommend
setting up the project in Workstream before linking the project to an Workpaper Manager binder.
Otherwise, the binder will be linked to every project in the series.

To link an Workpaper Manager binder to a new Workstream project, do the following:

1. Do one of the following:
* From the Local File Room, highlight the binder you want to link and select Tools >
CCH Axcess Workstream Interface > Link to Workstream Project.
* From the Binder frame, select Tools > CCH Axcess Workstream Interface > Link
to Workstream Project.

E Note: If this is the first time setting up the link for this client, you will be prompted to link the
CCH ProSystem fx Workpaper Manager client to the CCH Axcess client. If you are
creating a new CCH Axcess client to link to and the CCH ProSystem fx Workpaper
Manager Client ID is blank, you must enter a unique, non-blank Client ID for the CCH
Axcess client ID.

2. Select the New Projects tab.
3. Select project information from the available options.

Component Description

Client Select the name of the client.

Project type Select the project type.

Select the project template. This option is not required if the

Project template .
selected type does not require a template.

4. Click Create & Link to create the new project and link the work object to the project or Cancel
to exit the window without making any changes.
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5. Complete the project setup. Information from the Link work object window will automatically
populate in the new project.

Linking to an Existing Project

To link an Workpaper Manager binder to an existing Workstream project, do the following:

1. Do one of the following:
* From the Local File Room, highlight the binder you want to link and select Tools >
CCH Axcess Workstream Interface > Link to Workstream Project.
*= From the Binder frame, select Tools > CCH Axcess Workstream Interface > Link
to Workstream Project.
Note: If this is the first time setting up the link for this client, you will be prompted to link the
CCH ProSystem fx Workpaper Manager client to the CCH Axcess client. If you are

creating a new CCH Axcess client to link to and the CCH ProSystem fx Workpaper
Manager Client ID is blank, you must enter a unique, non-blank Client ID for the CCH

Axcess client ID.

2. Select the Existing Projects tab. If the client does not have any existing projects, you must link
to a new project. For more information, see the section above on linking to a new project.

3. Select a project in the grid.

4. Click one of the following:
= Link & Open to link to the project and open the project for editing.
= Link & Close to link to the project and close the window.
= Copy to create a copy of the selected project to link the binder to.

= Cancel to close the window without linking to a project.

Opening a CCH Axcess Workstream Project Route Sheet

The route sheet is a paperless solution that helps you follow the project through the route sheet. Think
of this route sheet as the electronic equivalent of your current paper route sheet or control sheet.

Use the route sheet as the primary tool to update project information including status, milestone
dates, worksteps, estimated hours to complete and various other information. The route sheet is
essentially another view of the project, and the view of the project that most people will see.

To work with an existing Workstream route sheet, do the following:

1. Do one of the following:
* From the Local File Room, highlight the binder you want to link and select Tools >
CCH Axcess Workstream Interface > Link to Workstream Project.
* From the Binder frame, select Tools > CCH Axcess Workstream Interface > Link
to Workstream Project.
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Note: If this is the first time setting up the link for this client, you will be prompted to link the
CCH ProSystem fx Workpaper Manager client to the CCH Axcess client. Then, you will be
prompted to link the binder to a new or existing Workstream project. See Linking toa CCH

Axcess™ Workstream Project on page 124 for more information.

2. Review the route sheet for the linked project.

Entering Dates

To enter a date in a Workpaper Manager date field, do one of the following:

* Type the date in the format shown in the date field (mm/dd/yyyy).
# Click the arrow near the field and select the date from the calendar. If a date is already in the
date field, the calendar uses that date as a starting point. Select another date by doing one of

the following:
®* To move ahead or back one month, use the left and right arrows on either side of the

month and year.
®= To move ahead or back one week, use the up or down arrow key.
®* To move to the next or previous day, use the left or right arrow key.
®= Toinsert today's date, click the red circle at the bottom of the dialog.

Once you have selected a date, press Enter to insert it in the date field.
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Chapter 5

USING THE TRIAL BALANCE

Overview

The trial balance stores and manages the chart of accounts, account balances, fund data, and journal
entries for an engagement. Within the trial balance, you can do the following:

* |mport account data from a spreadsheet or another supported trial balance package
& Store account balances for the current period and up to 36 prior periods

* Enter transactions in write up journals

#  Group accounts for reporting purposes

# Perform calculations, including comparisons and summaries

* |mport funds

® Post journal entries for the current period

* Consolidate entities

* Create reports

The trial balance also provides a centralized data source for all the workpapers in an engagement.
You can link trial balance information dynamically to your Word and Excel® documents. When the trial
balance information changes, such as when you add a journal entry, all related workpapers and
reports are automatically updated.

When you roll forward the engagement binder in the subsequent period, CCH ProSystem fx
Workpaper Manager uses these links to automatically update your engagement workpapers and
reports based on the trial balance data you import in that subsequent period. The trial balance is
flexible and can be customized to meet the needs of any engagement.

Accessing Trial Balance Functions

In the Binder Index window, use the trial balance command on the menu bar to access any of the
following trial balance functions:

# TB Column Setup
* |mport Conversion Wizard
®* Consolidate TB
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Funds Setup

Paste Funds Import
Paste TB Import
Classifications

Account Groupings
Chart of Accounts
QuickView
Quiklink/Desktop Updates Status
Journal Entry Summary
Add Journal Entry
Write Up Journal Entry

For more information on these functions, see Chapter 5: Using the Trial Balance on the previous

page.

Creating Trial Balances

This section explains how to create a trial balance and open it once you have created it.

Sources for Trial Balances

You can create the trial balance from either of the following:

From a pre-defined trial balance template. Trial balance templates can include pre-set columns,

account groups, and a standard chart of accounts.

From a blank trial balance template. A blank template only has columns for the account number

and description.

Creating a Trial Balance

E

You must belong to a staff group that has the right to create trial balances. If you have such rights,
creating a trial balance in a Non-Shared Local File Room makes you Current Editor. If the trial balance
is created in a Shared Local File Room, the Host is the Current Editor of the new trial balance.

To create a trial balance, do the following:

1.

2. Todisplay the New Trial Balance dialog, do one of the following:

In the Binder window, click the workpaper tab where you want to put the trial balance.

= Select File > New >Trial Balance.

= Right-click the tab and select New Trial Balance from the pop-up menu.

= Click the New Trial Balance toolbar button.

Note: You can change the path of the trial balance templates from the Tools > Options
dialog and share these templates if you are in a network environment. For more information
about sharing a path, see Changing Default Paths for Templates on page 32.
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3. Select the tab with the type of trial balance you want to create.

4. Select the trial balance template you want to use and click OK. The Workpaper Properties
dialog displays.

Workpaper, Properties @

Wworkpaper | Rall Forward

GUID:
Inday #:
Mame:* Monthly Trial Balance - 2 Year
Type: Single Corpany Trial Balance
Created by: tanager, Mary 2AE/2011 7:45:56 AM

Last modified by:
Checked out by:
Aszsigned to:
Dreleted by:

Wersion:

* Required field

[ Ok, H Cancel ][ Help ]

5. Inthe Index # field, enter an index number (may be alphanumeric) for the trial balance
workpaper. This is an optional field. Its purpose is to help you organize your workpapers and to
provide a means to reference the workpapers. To insert workpaper reference links into other
workpapers, the workpapers must have an index number. See Workpaper Reference on
page 131 for more information.

6. Inthe Name field, enter the name for the trial balance. This is a required field. The default
name is the trial balance template name. You can use the default name or enter a new name.
Do not use the following characters: '|: ", ().

! Important: The trial balance name displays in the formulas that link trial balance data to
workpapers. The trial balance name in formulas does not change if you rename the trial
balance. Therefore, choose a name in this field that you will recognize when reviewing your
formulas. For example, if you are working on a consolidated entity, use the entity name for
each trial balance name. That way, you will know which entity a specific amount came from
when reviewing your TB Link formulas.

If you rename your trial balance and then your links no longer work, rename it to its original
name or use the Replace TB Link Name feature available in Excel® and Word workpapers. See
Replacing TB Link Names on page 364.

7. Click OK. The trial balance is added to the workpaper tab you selected in step 1.
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Using the Trial Balance Window

The trial balance is a customized Excel® workbook that organizes the chart of accounts, account
balances, and journal entry data into columnar views with different tabs to reflect the levels of
grouping detail.

Views

Views display a series of user-defined columns in the trial balance. Each view is based on the type of
data. The Workpaper Manager trial balance contains the following standard views:

= Default view. The default columns are balances and journal entries for the current period, plus
one prior period column. You can add more columns for the current or prior periods. Also, you
can add columns to show variances between any of the balance columns.

= Financial Statement view. The default columns are the final balances for the current period
and the prior period, plus the dollar and percent variances for these balances. You can add or
remove columns from this view.

Account Groupings

Account groupings enable you to summarize account balances. For example, in an audit, you may
want to summarize account balances by leadsheet and financial statement categories. In a tax
engagement, you may want to summarize account balances by tax return line.

With CCH ProSystem fx Workpaper Manager, you can create account groupings easily using an
interface similar to Windows® Explorer.

You can create two levels of groupings:

®#  Account Groups, such as Receivables.

#  Account Subgroups, such as Gross Accounts Receivable and Allowance for Doubtful Accounts.
Account Subgroups are nested in Account Groups.

You assign accounts either at the account group or subgroup level.

Account groupings can be selected by the following controls in the trial balance window:

= The Group drop-down list enables you to select the account grouping you want.

* The workbook tabs list the groups and subgroups in the selected account grouping.

Showing Debits and Credits

In CCH ProSystem fx Workpaper Manager, debits and credits are shown in the same column. Debits
are shown as positive amounts in black, and credits are shown as negative amounts in red. In
workpapers, you may want to refer to credits as positive amounts. You can paste amounts from the
trial balance as absolute amounts. You also have the option of reversing the sign of an amount. For
example, you may want to show a decrease in retained earnings (a debit) as a negative amount and
an increase (a credit) as a positive amount. For details, see Copying Amounts from the Trial Balance
on page 326.
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Showing Journal Entries

Journal entries are only shown in the Account Detail tab. Every journal entry type has a journal entry
number reference column. When your trial balance contains journal entries and you are on the
Account Detail tab, the journal entry detail/summary indicator is on the far left side of the
spreadsheet. This is similar to the subtotal feature in Excel®.

Click the minus sign (-) to collapse the detail for a specific account or the 1 button on the top of that
column to collapse all detail. Click the plus sign (+) to expand the detail for a specific account or the 2
button on the top of the column to expand all detail.

Workpaper Reference

The workpaper reference column enables you to add an alphanumeric reference for the selected trial
balance line item. You can select up to two workpaper reference columns for each balance column.

You can copy multiple workpaper references and paste them into multiple cells, or you can copy one
workpaper reference and paste it into multiple cells, by holding Shift or Ctrl. You can also insert one
workpaper reference into multiple cells by holding Shift or Ctrl, selecting multiple cells, and then
selecting Workpaper Manager > Workpaper Reference > Insert WP Reference.

For more information on selecting the workpaper reference columns, see Selecting Columns to
Display in the Trial Balance on page 140. You have the option to print the workpaper reference
columns in the trial balance reports. You must have the TB Edit Mode feature turned on in order to
enter references in this column. For more information on the TB Edit Mode function, see Editing the
Trial Balance on page 134.

Using the Trial Balance Snapshot

The Trial Balance Snapshot provides a summary of all the trial balances in a binder, except those that
are in the Conflicts tab orthe Trash tab. You can also view Diagnostic and QuickView information for
each trial balance.

To switch to the Trial Balance Snapshot, do one of the following:

= Click the Trial Balance Snapshot icon on the Shortcuts bar.
s Select View > Trial Balance Snapshot from Binder View.

If you would like to use the Trial Balance Snapshot view as your default binder view, select Tools >
Options and check the TB Snapshot on binder open box.

To update the information shown based on current binder activity, click Refresh.
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Panes in the Trial Balance Snapshot View

The following panes are available from the Trial Balance Snapshot view:

= Shortcuts. The Shortcuts bar provides shortcut access to

Workpapers, the Binder Snapshot, the Trial Balance Snapshot, and the Knowledge Tools Web
site.

# Guidance. The Guidance bar provides shortcut access to CCH IntelliConnect, CCH Research
NetWork, CCH Accounting Research Manager, and FAQs.

= Trial Balance Snapshot. The Trial Balance Snapshot displays existing trial balances in the top
pane. The consolidation structure of the trial balances included in the binder are represented in
a tree structure. If a trial balance belongs to multiple consolidated trial balances, the trial
balance is shown under multiple trees. In addition, the Trial Balance Snapshot displays the
grouping diagnostics and trial balance diagnostics for the selected trial balance.

= Tip of the Day. Displays suggestions for using the program more efficiently. You can hide the
Tip of the Day by clicking Hide Tips. The Previous and Next buttons allow you to navigate the
tips. To start the tips again, click Show Tips.

Note: You can customize the Tip of the Day items to show tips that are specific to your
firm's operations. See Managing the Tip of the Day for more details.

Grouping Diagnostics in the Trial Balance Snapshot

Grouping Diagnostics in the Trial Balance Snapshot provides the following details about a selected
trial balance:

= Grouping. Allows you to view the account grouping lists as they are set up for the selected trial
balance.
= Balance. Contains all valid current period balance columns for the specific type of trial balance,
as previously set up in the TB Column Setup dialog.
= Ungrouped Accounts. Indicates the number of accounts that have not been grouped to the
selected account grouping list for the selected trial balance. The link opens the Account
Groupings dialog so that the accounts can be grouped.
* Unclassified Groups/Subgroups. Breaks down the groups in the selected grouping list into
groups and subgroups without account classifications or ratio classifications.
= Account classification. The numbers tally the groups and subgroups that have not
been assigned an account classification for the selected account grouping list. The link
opens the Account Groupings dialog, where account classes can be selected for the
unclassed groups.
= Ratio classification. The numbers tally the groups and subgroups that have not been
assigned a ratio classification for the selected account grouping list. Click the hyperlink to
open the Account Grouping dialog.

Note: To view the existing account classes selected for the groups and subgroups,
click Advanced in the Account Groupings window.
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Assets. Displays the total value of the current assets plus non-current assets, for the selected
account grouping list and balance type.

Liabilities and Equity. Displays the total value of the current liabilities, plus non-current
liabilities, plus equity.

Revenue. Displays the total value of the revenue for the selected account grouping list and
balance type.

Expenses. Displays the total value of the expenses for the selected account grouping list and
balance type.

Net (Income)/Loss. Displays the total value of the revenue less expenses for the selected
account grouping list and balance type.

Trial Balance Diagnostics in the Trial Balance Snapshot

Trial Balance Diagnostics in the Trial Balance Snapshot provides the following details about a
selected trial balance:

Any current period column out of balance? Indicates whether any of the balance columns
are not equal to zero in the Account Detail tab of the selected trial balance. The link opens the
trial balance.

Note: When a trial balance is selected in the Binder window, the Diagnostics column will
display a stethoscope icon and the Diagnostics pane will display an Out of Balance item if
any of the current period columns do not equal zero.

Configured for Roll Forward? Appears only when there is a write up trial balance. This
indicates whether the following items are configured in the selected write up trial balance:

®= An account has been identified as the Retained Earnings account.
= A classified grouping list has been identified as the account grouping list to use for roll
forward. This account grouping list must have at least one account that is associated
with groups that are included in the Revenue and Expenses account classes.
CJE. Displays the number of Client Journal Entries. Clicking this link opens the Journal Entry
Summary dialog.
AJE. Displays the number of Adjusting Journal Entries. Clicking this link opens the Journal
Entry Summary dialog.
RJE. Displays the number of Reclassifying Journal Entries. Clicking this link opens the Journal
Entry Summary dialog.
FTJE. Displays the number of Federal Tax Journal Entries. Clicking this link opens the Journal
Entry Summary dialog.
PJE. Displays the number of Proposed Journal Entries. Clicking this link opens the Journal
Entry Summary dialog.
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Tip of the Day in the Trial Balance Snapshot

Displays suggestions for using the program effectively. Click Hide Tips to hide the Tip of the Day.
Click Show Tips to display the tips again. Use the Previous and Next buttons to navigate the tips.

Note: You can customize the Tip of the Day items to show tips that are specific to your firm's
operation. For details, see Managing the Tip of the Day.

Editing the Trial Balance

To be able to edit certain columns of the trial balance or enter information in the Workpaper
Reference (WP Ref) column, do the following:

1. Open the trial balance.

Bs
Click the TB Edit Mode ribbon button to enable editing.
3. Enter the information into the highlighted fields as needed.
Click the TB Edit Mode button again to toggle the edit mode off.

Notes:

* |f you are working with a trial balance in a shared local file room, you must be the Live Editor of
the Trial Balance to access TB Edit Mode.

= |n a consolidated trial balance, TB Edit Mode is available only for the Prior Period columns. This
is to ensure the integrity of the data from the subsidiaries. To edit the current period
information, make the change in the subsidiary trial balance and then re-consolidate.

Using the Trial Balance with the Microsoft® Office Ribbon

When you open a trial balance in Excel® 2013 or later, a ribbon displays with all trial balance-specific
functions available.

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS ACROBAT Warkpaper Manager TEAM

Q QuickView @ HACopy TBLink i Create WP Note fHAddE §i4 Refresh All JE Links @ T Edit Mode  [38 Account Groupings -jﬂ View: |Default View -

1] Refresh ik Quiklink - |2 Insert WP Reference  $5 JE Summary Cratof & Import - @R Classifications c Group: |Financial St.. ~| =
art of reate

B Properties (B Open WP Reference  § Write Up JE Accounts G Consolidate TB & Funds Setup - EATE Column Setup

General Links ‘Workflow Journal Entries Chart of Accounts Groups and Funds Reports View
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Account Groupings, TB Edit Mode, and TB Column Setup

Home Insert Page Layout Farmulas Data Rewiew Wi Add-Ins Engagement
Q quickview @ FB CopyTELink {2 Create WP Note §5 £ad Journal Entry [ e Evittode @8 account Groupings 7 Wiew:  Defaultwiew ©
(7] refresh Rk Guiklink ~ [ Insertwep Reference | §)JE summary == & Impart - @ Classifications
Chartof o~ -
B Properties (2 open wiP Reference J@wll Journal Entry | accounts d #74 Column Setup
General Links Workflow Journal Entries Chart] USe ACCOU nt Wiew
- =0 Groupings to add,
E F '
1 Client: Anderson Company, Inc. mOdIf or delete
2 Engagement: Anderson Company, inc. Use TB COlum n y{ . .
3 Perod Ending: 1213172073 < dit th Grouping lists. Use TB Column
4 Trial Balance.  2700.00 - Trial Balance etup to edit the Setub to add
11 Account Description Column header o JE Ref # AJE ADJ FINAL etu p oa ’
12 —_— 12112013 1273172013 rnodify, ordelete
103 70000 Maintenance Expense abbreviations. [izsoo 125.00 125.00 . K
1047 70500 Meals and Entertainment E Jon 00 43000 4300 views of the trial
1057 71000 Office Expense 5200 00 1,575.00 157500 157500
1067 71500 Other Taxes 2,000.00 £,400.00 £,400.00 40000 balance. You can
1077 72000 Payroll Tax Exp 3,500.00 2,700.00 2,700.00 2,700.00
1087 72500 Penalties and Fines Exp 2/000.00 B75.00 &75.00 7500 also select the
1037 73500 Postage Expense 12500 55.00 55.00 55.00
1107 74000 Rent or Lease Expense 15,600.00 26 A00.on 26.000.00 26,000.00 columns you want to
1117 74500 Repairs Expense 37a.00 1 s0.00 1,250.00 g g
1127 75000 Salaries Expenss 52,000.00 74 To protect the 0.00 momm | aPpearin the view,
1137 75500 Supplies Expense 556.00 2 3 i0.00 500.00 .
1147 76000 Telephone Expense 1550.00 integrity of the 000 amon | such as: current year
1 2,500.00 o 2,000.00 i
"1 When TB Edit Mode i .0 calculated amounts, 000 balances, prior
11 en it Mode is 25 000,00 2 o EERREh afF 26 500,00 period balances,
11 2000 y typ 100,00 i
11 on,you can type he 0000 Ils that d h 50.00 sm | variance columns
. h cells that do not have "
12 changes directly in the R L
1 jums 50000 a background color. 20 500.00 and workpaper
i 1.200.00 i 750,00
cells that have a light e @l RS,

1
1
1 blue background.

Account Sub-Group Summary (7] [T«

4 4 » ¥ | Account Detail ACCOUNE Group SUMMary.

— ]

[e] Description

&

=

Account Groupings button.

TB Column Setup button.

TB Edit Mode button. Highlights data entry fields in blue.

Basic Trial Balance Commands

This section explains how to open, close, and refresh the trial balance.

Opening the Trial Balance

You can open the trial balance in either the File Room or the Binder window without having to find it

among your workpaper tabs.
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To automatically open a trial balance, do the following:

1. From the File Room window, select the binder containing the trial balance to open using one of
the following options:

= Select File > Open Trial Balance.
= Right-click and select Open Trial Balance from the pop-up menu.
e = Click the Open Trial Balance toolbar button.
In the Binder window, do one of the following:
= Select File > Open Trial Balance.

= Click the Open Trial Balance toolbar button.
If there is only one trial balance within a binder, the trial balance opens.
If there is more than one trial balance within a binder, the Open Trial Balance dialog displays.

Open Trial Balance @

Flease select the trial balance you wish to open:

(] 3110 Trial Balarice
iﬂ 2312 Annual Trial Balance - 2 Year Iﬂj

2. Select the trial balance to open and click OK.

If you have selected a trial balance in a workpaper tab in the Binder window, you can do one of the
following:

®# Double-click the trial balance.
* Select File > Open.

= Select Workpaper > View Outside.
#= Right-click the trial balance and select View Outside from the pop-up menu.

Closing the Trial Balance

Close the trial balance in Excel® by selecting File > Close or clicking the Close Window icon at the
top right of the window. Any changes you made to a trial balance are saved automatically as you close
it.
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Closing the Trial Balance in Workpaper Manager

You can close the trial balance from the Binder window in Workpaper Manager. Any changes you
made to a trial balance are saved automatically as you close it. To close the trial balance, do one of
the following:

= Click the trial balance and select Workpaper > Close Workpaper.
= Right-click the trial balance and select Close Workpaper from the pop-up menu.

To close all open trial balances and workpapers in a binder, do either of the following:

= Select Workpaper > Close All Workpapers.
#= Right-click any binder or tab and select Close All Workpapers from the pop-up menu.

To close all open trial balances and workpapers of all binders, close CCH ProSystem fx
Workpaper Manager.
Refreshing the Trial Balance

CCH ProSystem fx Workpaper Manager updates the trial balance automatically whenever you make
changes. However, if you do not see the changes, you can refresh the trial balance manually in any
view. This ensures that you are viewing the latest information. To refresh the trial balance,select

Workpaper Manager > Refresh m

Trial Balance Functions Available to Current Editor or Live Editor Only

If you are not the Current Editor or Live Editor of the trial balance, you can view it, print it, and perform
the Copy TB Link function. The following are some functions that you cannot perform:

®* Save changes.

* Add, delete, and modify journal entries.

*# Add, delete, and modify columns.

®# Add, delete, and modify account numbers, descriptions, and balances.
* Add, delete, and modify account groupings.

®* Add, delete, and modify funds, fund types, and fund subtypes.

For additional information about Current Editor rights with workpapers and trial balances, see Chapter

6: Managing Workpapers on page 284.

Saving a Trial Balance as a Template

If there is a trial balance that has a format you use frequently, you can save it as a template. Follow
these steps to save a trial balance as a template:

e 1. Select File > Open Trial Balance or click the Open Trial Balance toolbar button from either
the File Room or the Binder window.
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2. Select Workpaper Manager > Properties. Uncheck Hide zero balance groups and

subgroups and Hide zero balance accounts. The numbers and groups now display on the
trial balance when it is created from this template. Click OK and close the trial balance.

3. Select the trial balance in the Binder window.

4. Select File > Save As Template or right-click the trial balance and select Save as Template

from the pop-up menu. The Save As dialog displays.

Save fAs EJ

Save in: | ) Tnal Balance Templates ﬂ |‘j< v
()Annual Tax

) Consolidated )rite Up

iMonthby @Eﬂank Trial Balance. xIt

[ )0ther

)Quarkerly

) 5emi-Aannual

File name: Annual Trial Balance - 2 ''ear. il
Save az type: | Template Files [* 0t | Cancel

v Clear chart of accounts

-

Open the template folder where you want to save the template.

Note: If you save the trial balance in the Trial Balance Templates folder, the template
appears on the General tab in the New Trial Balance dialog when you create a new trial
balance. If you save the trial balance in a sub-folder within the Trial Balance Templates
folder, it appears in the corresponding tab in the New Trial Balance dialog.

Enter the file name for the template.

Uncheck the Clear Chart of Accounts box if you want to save the account numbers and
descriptions in the template. If you do not want to save the account numbers and descriptions in
the template, leave the check mark. If you choose to clear the chart of accounts when working in
a fund trial balance, fund types and fund subtypes are maintained but funds and fund mask
settings are cleared.

Check the Save Journal Entries box (which becomes active when the Clear Chart of
Accounts box is unchecked) if you want to save the journal entries (accounts and descriptions)
in the template.

Click Save. A new icon appears in the New Trial Balance dialog under the selected template
tab. You can access this template when creating a new trial balance. An XLT file and an

SQL database file are created with the same name as the trial balance template and are located
in the trial balance template folder.
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Deleting a Trial Balance

In order to delete a trial balance, you must be the Current Editor or Live Editor of the trial balance and
have the right to delete and restore workpapers on the Workpaper tab of the Staff Group Properties
dialog.

You can delete a trial balance by selecting it and doing one of the following:
= Select Edit > Delete.
#= Right-click and select Delete from the pop-up menu.

* PressDel.

# Drag it to the Trash icon in the binder.

You are prompted to confirm that you want to send the trial balance to the Trash folder. Click Yes to
confirm the deletion. Click No to prevent the trial balance from going to the Trash folder.

If you do not want to be prompted, select Tools > Options > General and remove the check from
the Prompt when/for > Deleting items to the Trash box.

Note: Like all workpapers in the Trash, trial balances that are in the Trash when the binder is
rolled forward are not included in the new binder.

Restoring Deleted Trial Balances

When you delete a trial balance or any workpaper, it goes into the Trash folder. Once it is in the Trash
folder, it can be recovered by performing one of the following actions:

= Click the trial balance and select Workpaper > Restore from Trash.

® Right-click the trial balance and select Restore from Trash from the pop-up menu.
To recover all workpapers and trial balances in the Trash, do one of the following:

# Click the Trash icon and select File > Restore All.
*= Right-click the Trash icon and select Restore All.

This returns all deleted workpapers to their original locations.

Note: You must have the appropriate rights to restore a deleted trial balance if you are not the
Current Editor.

Setting Up Trial Balance Columns and Views

This section explains how to set up columns and views in the trial balance. If you created the trial
balance from a template, then certain columns and views are already set up; however, you should still
refer to this section to add or change columns and views.
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Trial Balance Column Setup

Use the Trial Balance Column Setup dialog to customize, add or remove columns and views.

Note: You must be the Current Editor of the trial balance in order to modify the trial balance
column setup.

Do one of following to open the Trial Balance Column Setup dialog, then proceed to the next section.

= From the Binder window, select Trial Balance > TB Column Setup.

Q'il = |n an open trial balance, select Workpaper Manager > TB Column Setup.
Trial Balance Column Setup = || = -
Trial balance: View: )
Trial Balance 1 |Default Wiew j Options
Luailable columns: Selected columns: % New % Var | MNew S Var x
Curent j “Name =Abbrev Period ID L R SumpVar.. And Abs
Abbrev | Period [D_ [~ » Final Balance - 1st... 1stPPFL.. 12/31/2013 200 [| M
UNADJ 12/31/2014 3 Unadjusted Balance  UNADI 12{31/2014 3
AJE 1273172014 4
ADJ 12. 9, E: 14 5 Adjusting Journal E... AJE 12{31/2014 4
RJE 12/31/2014 & Adjusted Balance ADJ 12/31/2014 5 UNAD] AJE
FINAL 12/31/2014 7 o
FTJE 12/31/2014 8 :@ Redassifying Journ... RIE 12(31/2014 [} W
FTAX 12/31/2014 9 = Final Balance FINAL 12/31/2014 7 [ & a3 RIE
STIE 12/31/2014 10 3
STAX 12/31/2014 11 ' L&
QJE1 12/31/2014 12
OBAL1 12/31/2014 13
QJEZ 12/31/2014 14
OBALZ 12/31/2014 15
QJE3 12/31/2014 16
OBAL3 1273172014 17
IBAL1 12/31/2014 18 w
Close
Y

Note: The account number and description columns do not display in the Trial Balance Column
Setup dialog because they are required columns in all views. These columns cannot be changed
or removed from a view.

Selecting Columns to Display in the Trial Balance

In the Trial Balance Column Setup dialog, select which columns to display and their order of display
in the trial balance.

You can add prior period columns and current year columns in the same view by selecting the
available column from the period desired. This is useful, for example, if you want to view the prior
period's final balance along with all of the current period's balance data.

If you create the trial balance from a template, a number of columns are pre-selected. If you create
the trial balance from a blank template, no columns are pre-selected. You must select the columns to
appear in each view of the trial balance.

Use the L and R check boxes in the Selected columns section to designate whether you want the
selected workpaper reference column to display to the left (L) or right (R) of the dollar amount column,
or check both boxes to have the column display to both the left and the right of the dollar amount
column.
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= | Important: You can change the order that these columns are viewed in the trial balance. Journal
entries are added to column balances based on column properties, not on the order of the
columns.

Types of Columns

A trial balance can have the following types of columns:

= Beginning balance column. This column is only available with the write up trial balance
template where it shows the balance from the prior period. If this is the first period for the year,
the income statement accounts have a zero balance.

= Unadjusted balance column. In trial balances other than the write up trial balance, this
column shows a zero balance. You can convert or import balances; see Converting and
Importing Trial Balance Data on page 145. You can also manually enter balances; see Adding,
Modifying, or Deleting Trial Balance Accounts on page 167.

= Journal entry columns. This column shows amounts from journal entries. A trial balance can
have up to seven journal entry columns (eight with write up trial balances). You can rename the
columns to indicate different types of journal entries. See Creating Journal Entries on
page 188.

= Total balance columns. This column shows the total of a journal entry column and the
previous balance column. For example, the Final Balance column is the total of the
Reclassifying Journal Entry column and the Adjusted Balance column. There is a total balance
column for each journal entry column.

= Variance columns. This column shows the difference between any two columns you select.
You can show the difference as a dollar amount and/or percentage. You also have the option of
showing the amount as an absolute value.

* |mported balance columns. This column is forimporting a column from trial balance
software, an Excel® spreadsheet, or an ASCI| file. The trial balance has three “Other Imported
Balance” columns, so you can import up to four columns (beginning balance/unadjusted balance
column plus three other imported balance columns).

= Prior period balance columns. This column is used to store the history of balances in the
prior periods. You can also import balances to the prior period columns.

Setting Up Trial Balance Columns

You must be the Current Editor or Live Editor of the trial balance in order to modify a trial balance's
column setup.

To select columns to display in the trial balance, do the following:

1. Open the Trial Balance Column Setup dialog.
= From the Binder window, select Trial Balance > TB Column Setup.

=1 = |n an open trial balance, select Workpaper Manager > TB Column Setup.

2. Select the trial balance columns to modify.
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In the View field, select the view for the column setup that you want to modify. The columns
change to show the columns available in that view.

To add a view, rename a view, create a copy of a view, or delete a view, click the Options
button to open the Trial Balance View Options dialog.

Note: To create views based on the types of reports you want to create from the trial
balance, see Creating Trial Balance Reports on page 201.

In the Available columns field of the Trial Balance Column Setup dialog, select the balance
type and the period that has the columns that you want in this view. The periods include the
current period and the prior 36 periods.

Select an available column with the pertinent characteristics and move it to the Selected
columns pane. See Types of Columns on the previous page.

To select the columns, do either of the following:

= (Click the available column on the left side of the dialog and then click the arrow pointing
to the right.

= (Click the available column on the left and drag it to the right side of the window.

Select more than one column at a time by holding down Ctrl or Shift while clicking on the
column. The selected columns appear on the right side of the window.

To rename the TB column header in the Selected columns list, click in the Abbrev cell and type
the new name.

Press Enter, Tab, or click outside the box to accept the change.
To cancel the change, press Esc.

The Abbrev column, as it appears in the Selected columns list, displays as the TB column
header.

Note: You can also change the Name column in the Selected columns list by following the
steps listed above for the Abbrev column. The Name column is for your information only
and has no effect on your TB column header.

To change the order of the selected columns in the view, select the column and click the up or
down arrow on the right side of the Selected columns list.

Note: Although you can change the order of these columns in the trial balance, the journal
entry amounts are added to column balances based on column properties.

There are five columns in the current period where you can define how the column amount is
calculated. You can select which balance type to start with and which journal entry type to add to
that balance. The five columns are:

® Federal Tax Balance (FTAX)
= State Tax Balance (STAX)

® QOther Balance1 (OBAL1)

®= Other Balance2 (OBAL2)

= QOther Balance3 (OBAL3)

Chapter 5: Using the Trial Balance * 142



Once the column is selected and appears in the grid on the right, use the Sum/Var... and the
And columns to define how the amount is calculated.

The Sum/Var column allows you to pick an available balance type. Once that is selected the
And column will default to the journal entry type associated with the name of the selected
column.
For example, with the Federal Tax Balance column, you have a choice to post the Federal Tax
Journal Entries to either of the Adjusted Balance or the Final Balance columns. Make your
balance type selection in the Sum/Var... column. Once selected, the Federal Tax Balance
column will be either the sum of:

= Adjusted Balance + Federal Tax Journal Entries, or

®* Final Balance + Federal Tax Journal Entries.

Note: There are no choices in the And column for balance properties. There are only
choices for variance properties.

You can add a workpaper reference column to the selected columns in the view. The workpaper
reference columns can be on the left side, the right side, or both sides of each balance column.

To add a workpaper reference column, check the box in the L column for the left side or the R
column for the right. Based on your selections, the workpaper reference columns appear in the
trial balance.

To add a variance column, click either the New % Var or the New $ Var button. The new
column will be added to the bottom row of the grid. In the Sum/Var... and And columns, select
the two columns to calculate the variance between. If you want to show the value as an absolute
value, then check the box in the Abs column.

10. Click Close to close the Trial Balance Column Setup dialog and accept the changes.

Removing a Balance Column

To remove a balance column from a trial balance view, do the following:

1.

Select File > Open Trial Balance or click the Open Trial Balance toolbar button from either
the File Room or the Binder window.

Select Workpaper Manager > TB Column Setup.
Click the selected column on the right side of the dialog.

Click the arrow pointing to the left or drag the column to the Available Columns list. The
column is removed from the view. It is available for selecting later.

Removing a Variance Column

To remove a variance column from a trial balance view, do the following:

1. Select File > Open Trial Balance or click the Open Trial Balance toolbar button from either
the File Room or the Binder window.
@ 2. Select Workpaper Manager > TB Column Setup.

3. Click the variance column on the right side of the dialog.
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4. Click the Delete Var button. A prompt informs you that deleting this variance column is

permanent.

5. Click Yes to delete the variance column. Click No to cancel.

You must be the Current Editor or Live Editor of the trial balance to remove columns.

Setting Trial Balance Properties

You must be the Current Editor of the trial balance to modify trial balance properties.

To modify trial balance properties, do the following:

1. Select File > Open Trial Balance or click the Open Trial Balance toolbar button from either

the File Room or the Binder window.

2. Select Workpaper Manager > Properties. The TB Properties dialog displays.

[ Hide net (income) loss calculation
¥ Show JE details
[ Print a3 black and white

[ Hide zero balance groups and subgroups LS
[ Hide zem balance accounts LCancel
[ Hide header information Help

3. Within the TB Properties dialog, you can select the following options:

= Hide zero balance groups and subgroups. If there are group or subgroup totals with

zero balances on either the Account Group Summary or Account Subgroup Summary
worksheets throughout the entire row (such as, for every column in the current view),
CCH ProSystem fx Workpaper Manager hides these groups or subgroups when this box
is checked. If there has been any current period activity for detail accounts assigned to
this zero balance groups and subgroups, the groups and subgroups display.

Hide zero balance accounts. If there are accounts with zero balances on the Account

Detail sheet throughout the entire row (such as, every column in the current view), these
accounts are hidden.

Hide header Information. By default, the trial balance includes a header that displays
the client ID and name, the Workpaper Manager (binder) ID and name, and the trial
balance index and name. Check this box if you prefer not to have a header on the trial
balance. If the header has been hidden by checking this box, and you subsequently
choose to display it by removing the check from this box, click Refresh to see the
change.

Hide net (income) loss calculation. By default, the trial balance includes accurate net
(income) loss amounts for each balance type included in the trial balance, presented as a
bold text line item on the bottom row of the trial balance after the Total row. This allows
you to quickly determine net income for the balance types on the trial balance without
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having to open the QuickView dialog and select each balance type. However, you may
check this box if you prefer not to show the net (income) loss calculation on the trial
balance. When the net (income) loss displays, it also prints.
If the net (income) loss has been hidden by checking this box, and you subsequently
choose to display it by removing the check from this box, click Refresh in order to see
the change.

= Show JE Details. Check this option to show all journal entry details (such as, every
debit and credit with the journal entry number). See Showing Journal Entries on
page 131 for more information.

= Print as black and white. Check this option to print related worksheets with no cell
background colors, which saves color ink or toner in your printer.

4. Click OKto close the TB Properties dialog.

Converting and Importing Trial Balance Data

You can transfer trial balance data from other supported trial balance software packages to a
CCH ProSystem fx Workpaper Manager trial balance. Supported trial balance software includes the
following:

= CCH® ProSystem fx® Trial Balance (formerly ProSystem fx Audit), v2001.a00 or higher
* CaseWare® Working Papers 2005 or Higher
= ASCII text file

Data you can convert includes account numbers, account descriptions, account balances (current
period and prior periods), and grouping codes.

You can transfer trial balance data into a CCH ProSystem fx Workpaper Manager trial balance from
any accounting system (QuickBooks®, Peachtree®, Great Plains, etc.) that can export the data to
either an Excel®-readable format or an ASCII file format. Data you can import includes account
numbers, account descriptions, account balances (current period and prior periods), funds, fund
types, and fund subtypes.

Notes:

# Before you begin converting and importing trial balance data, you need to create the trial
balance in CCH ProSystem fx Workpaper Manager and set up the necessary columns (such as,
current year columns and prior year columns).

* You must be the Current Editor of the trial balance to convert or import trial balance data.

# Toimport funds, fund types and fund subtypes, refer to Importing Accounts and Optionally
Their Fund Assignment from an Excel® File on page 245.
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Converting Data from CCH ProSystem fx Trial Balance

You can convert CCH ProSystem fx Trial Balance client data from v2001.a00 or higher. The
conversion transfers account numbers, account descriptions, account balances (current period and
prior periods), journal entries, lead codes, sublead codes, default lead classifications, and tax codes.
Workpaper Manager converts the standard CCH ProSystem fx Trial Balance lead classifications to
the equivalent Workpaper Manager Account and Ratio Classifications.

Reviewing the CCH ProSystem fx Trial Balance Client

Open the client in CCH ProSystem fx Trial Balance. Make note of the following information, so you
choose the correct selections during conversion:

® Entity type: C Corporation, S Corporation, Partnership, or Non-Profit Organization.
* Fiscal year end and current period end.
# Number of periods in the year.

Create the XML file using Work > Create XML Export File. The file is saved in the Avision directory
where your CCH ProSystem fx Trial Balance client data is stored.

Preparing the Client, Binder, and Trial Balance

To prepare for the conversion in CCH ProSystem fx Workpaper Manager, you need to do the
following:

= Create a client for the client you want to convert. See Entering Client Profile Information on
page 45 for more information.

s Create a binder for the client. See Using the New Binder Wizard on page 56 for details. Set
the Period sequence type for the binder to agree with the period type in the CCH ProSystem fx
Trial Balance data.

For example, if you add journal entries and balances on a monthly basis, set up the Workpaper
Manager Period Sequence as "monthly." If the CCH ProSystem fx Trial Balance data has more
than one period type, then the prior period balances may have to be adjusted manually to reflect
the correct balances.

Note: Tax Journal Entries that use tax code lines are converted if you select to Convert Tax
Codes during the conversion setup process. The conversion process adds the lines that are
used in the Tax Journal Entries to the chart of accounts.

#= Create a Trial Balance for the client. See Creating Trial Balances on page 128 for more
information. Set up the necessary columns (such as, current year columns and prior year
columns).
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Transferring CCH ProSystem fx Trial Balance Data

To transfer data from a CCH ProSystem fx Trial Balance client to a CCH ProSystem fx
Workpaper Manager client, do the following:

1.

Start the Conversion Wizard.

= From the Binder window, select Trial Balance > Import Conversion Wizard.

= From the Trial Balance window, select Workpaper Manager > Import Conversion

Wizard.
The Import Conversion Wizard displays.

Select CCH ProSystem fx Trial Balance and click Next. The second dialog of the Import

Conversion Wizard displays.

Impart file

Select Trial Balance:

Select ProSystem fx Trial Balance export file [*=ml): |

Current period information

I -

e

Select current period:

T ax information

[ Conwert tax codes

Select tax entity type |

Select tax vendar |

Chart of accounts

I Convert default lead classifications
* Append

" Ovenarite

L Le

< Back |

Import Conversion Wizard

Impot file

Select trial balance: |

Select ProSystem fix Trial Balance export file (*xml): |

Current period information

Select current period

Tax information

¥ Convert tax codes

Select tax entity type |

Select tax vendor |Pf°5¥’€t9m fi Tax

Chart of accounts

I™ Convert default lead classificat sublead cl

-

are not converted)

* Append
" Qverwrite

< Back

T

Cancel

Help
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10.

11.

12.

In the Select trial balance field, select the Workpaper Manager trial balance to which you want
to transfer the data.

In the Select ProSystem fx Trial Balance export file (*.xml) field, browse to the trial balance
data directory and select the XML file you want to import.

Select the current period from the drop-down list. Period choices reflect the data in the XML file.
The period selected converts to the current period in the Workpaper Manager binder, and prior
periods convert to the prior period columns of the binder.

Leave the Convert tax codes box checked to have the tax codes and their descriptions
converted. If this option is selected and there are tax journals entries that use tax code lines, the
tax code lines are added as new accounts in the chart of accounts.

CCH ProSystem fx Workpaper Manager requires journal entries to be posted to accounts versus
tax codes. The new accounts are grouped to the corresponding tax codes in the Tax Grouping
List.

Select the tax entity type from the drop-down list.

In the Select tax vendor field, select the tax vendor you use.

If this is not the first import for this trial balance, select the appropriate radio button:

= Append. Imports and appends the current data to the existing trial balance. This is the
default selection. Unique account numbers are appended, but any duplicate account
numbers are overwritten, and original data is lost.
= Overwrite. Imports and deletes all existing data groupings and all journal entries, and
replaces them with the trial balance data you are importing.
Check the Convert Default lead classifications box to convert the CCH ProSystem fx Trial
Balance classifications to the equivalent Workpaper Manager classes. The program converts
the standard CCH ProSystem fx Trial Balance classifications.
If you have defined your own classes or changed the CCH ProSystem fx Trial Balance standard
classifications, you may not want to convert the lead classifications. See the Account and Ratio
Classifications table below for how the classifications are converted.
Click Finish to begin the conversion. When the conversion completes, a Summary dialog
displays, listing your selections and information.

Click OK to exit the Summary dialog.
Notes:

= |f accounts or codes do not have descriptions, CCH ProSystem fx Workpaper Manager
creates descriptions during the import. The description consists of the word Description
plus the account number or code.

®= Taxjournal entries are converted for the current year. However, if the Workpaper
Manager binder is set up with interim periods, prior year tax journal entries are not
converted.

®= Sublead classifications are not converted.
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Account and Ratio Classifications

CCH ProSystem fx Trial

Balance Classifications

Equivalent CCH ProSystem fx
Workpaper Manager Account
Classifications

Equivalent CCH ProSystem fx
Workpaper Manager Ratio
Classifications

Class Description Class Description Class Description
001 Current CA Current Assets OCA Other Current
Assets Assets
Property, .
Non-C t G Fixed
025 Plant, and NA on-urren FA foss Fixe
. Assets Assets
Equipment
Other
050 Long Term NA Non-Current ONA Non-Current
Investments Assets
Assets
Other
060 Endowment NA Non-Current ONA Non-Current
Investments Assets
Assets
Investments in Non-Current Other
075 . NA ONA Non-Current
Affiliates Assets
Assets
Other
100 Other Assets NA Non-Current ONA Non-Current
Assets
Assets
200 Current cL Current Liabilities ocL Other Current
Liabilities Liabilities
Other
220 Long-Term NL Non-Current ONL Non-Current
Liabilities Liabilities .
Liabilities
Capitalized Other
240 Lease NL EZEII(; ii':ent ONL Non-Current
Obligations Liabilities
Other
260 Deferred NL N.on.-(.3.urrent ONL Non-Current
Income Taxes Liabilities .
Liabilities
Other Non-Current Other
280 Long-Term NL - ONL Non-Current
L Liabilities .
Liabilities Liabilities
300 Equity EQ Equity
400 Revenues REV Revenues
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Equivalent CCH ProSystem fx Equivalent CCH ProSystem fx

CCH ProSystem fx Trial

Balance Classifications Workpaper M_a_nager Account Workpaper _N_Iangger Ratio
Classifications Classifications

450 Direct Public REV Revenues
Support

475 Indirect Public REV Revenues
Support

500 Cost of Goods COoS Cost of Sales 0CS Other Cost of
Sold Sale
P h f

550 rodram CoS Cost of Sales ocs Other Cost o
Services Sale

575 Support cos Cost of Sales ocs Other Cost of
Services Sale

600 Operating OPX Operating OOE Other Operating
Expenses Expenses Expenses

700 Other Income Ol Other Income OTI Other Income

750 Other OE Other Expenses
Expenses
Income Taxes

800 - Currently OE Other Expenses TAX Tax Expense
Payable
| T

850 neome faxes OE Other Expenses TAX Tax Expense
- Deferred
Discontinued

900 ) OE Other Expenses OTE Other Expense
Operations
Extraordinary

950 OE Other Expenses OTE Other Expense

Items

Converting Data from CaseWare® Working Papers 2005 or Higher

You can convert client data from CaseWare® Working Papers 2005 or higher. The conversion
transfers account numbers and descriptions, current and prior year balances, account grouping lists
and assignments, and tax grouping lists and assignments.

To import client data from CaseWare Working Papers 2005 or higher into an Workpaper Manager trial
balance, do the following:
1. Do one of the following to display the Import Conversion Wizard:
= From the Binder window, select Trial Balance > Import Conversion Wizard.

= From the Trial Balance window, select Workpaper Manager > Import Conversion
Wizard.
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Select CaseWare Working Papers 2005 or higher and click Next. The next screen of the
Import Conversion Wizard displays.

[mport file

‘Wiorkpaper Manager trial balance: |Tria| Balance ﬂ

Caselware client file [*.ac): |

Caze'Ware entity: |

Chart of accounts information

Period sequence: Curent periad: |

Current period balance type: |

i+ Append FRound balance to nearest: |N0ﬂ8

bl | b i | ]

" Overwrite Select rounding account: |

T ax infarmation

-

T ax vendar: |

T ax entity: |

Ll Lef L«

Tax pear: |

< Back | Cancel | Help |

Use the Workpaper Manager trial balance drop-down list to select the Workpaper Manager trial
balance into which you are importing data.

In the CaseWare® client file field, enter the CaseWare® client file (extension .ac) that contains
the entity you are importing, or click Browse to select the client file.

! Important: Compressed CaseWare® client files (extension .ac_) are not accepted.

Select the entity to import from the CaseWare® entity drop-down list.

Select the period sequence in the CaseWare® entity from the Period sequence drop-down list.
Only period sequences supported by CCH ProSystem fx Workpaper Manager display in the list.
These include the following:

= Monthly
= Quarterly
®* Semi-annual

®* Annual

Note: Annual is listed for both Independent and Calculated period sequence settings in
CaseWare®.

}'[fl Tip: If the selected entity does not contain a period sequence type that is supported in
CCH ProSystem fx Workpaper Manager, then either select another entity or add a Yearly
period sequence in CaseWare® and compute the balance from the unsupported sequence.

Select the period in the CaseWare® entity to import into the current period of Workpaper
Manager from the Current period drop-down list. All period dates available in the current year of
the selected CaseWare® entity display in the list.
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10.

11.

12.

13.

14.
15.

16.

From the Current period balance type drop-down list, select the CaseWare® balance type to
import. The balance types include Unadjusted, Adjusted, Final, or Tax.

Note: This selection applies to the current period balances. All balance types are imported
for the prior periods.

Choose whether to append or overwrite the chart of accounts and balances.

Note: If you select Overwrite, existing journal entries in the Workpaper Manager trial
balance are removed.

In the Round balance to nearest drop-down list, accept the default of None or select a value to
round the balances to.
If you selected an option other than None in step 10, you must select an account to post the
rounding difference to. In the Select rounding account drop-down list, select an existing
account, or select Round to new account to create a new account.
If you selected Round to new account, the Add Rounding Account dialog displays. Enter the
account number and description in the appropriate fields, and then click OK.
To create a tax grouping list and convert the CaseWare® tax code assignments, select the
Convert tax groupings check box and do the following:
a. Select the tax vendor you may send the tax balances to from the Tax vendor drop-down
list.
b. Select the tax entity type of the client from the Tax entity drop-down list.
c. Select the tax year for the current year of the client from the Tax year drop-down list.
Click Next. The next screen of the Import Conversion Wizard displays.
Select one of the following options:
= Convert all CaseWare groupings. This will convert all of the grouping lists from the
CaseWarefile.
= Convert all CaseWare groupings and map to one Workpaper Manager
grouping. This will convert all of the grouping lists from CaseWare®, as listed above,
plus allow you to map one grouping list in CaseWare® to an existing grouping list in the
Workpaper Manager trial balance.
= Map to one Workpaper Manager grouping. This will convert one grouping list in
CaseWare® to one existing grouping list in the Workpaper Manager trial balance. This
option will not convert the other CaseWare® grouping lists.

Note: These conversion options are for non-tax grouping lists.

If you accept the default selection, Convert all CaseWare® groupings click Finish to begin the
import process. When the import is complete, the Summary screen displays. Click OK to close
the wizard.

If you select Convert all CaseWare®groupings and map to one Workpaper Manager
grouping or Map to one Workpaper Manager grouping, continue to step 17.
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17. Inthe Select CaseWaregrouping drop-down list, select the CaseWare® grouping list to map
from.

18. Inthe Select Engagement grouping drop-down list, select the Engagement grouping list to map
to.

19. If you or someone else in your firm has already mapped these two grouping lists, then you can
import the mapping file. Click Load Mapping From File to import a mapping file that was
saved earlier. Browse to the MDB file and click OK. At the bottom of the dialog, you will see the
mapping of the two grouping code lists.

20. If you do not have a mapping file, you need to match the grouping codes on the left side of the
dialog to the equivalent grouping codes on the right. Drag the grouping code on the left to the
equivalent grouping on the right, or select both groupings and click the right-pointing arrow.

Note: You do not have to map all of the grouping codes from the left side of the window.
Any accounts assigned to the grouping codes that you do not map will be available to map
later in the CCH ProSystem fx Workpaper Manager trial balance. Also, you can map more
than one grouping code on the left to the same grouping code on the right.

21. Toremove a grouping code that you have mapped, click the CaseWare® grouping code on the
right and click the left pointing arrow. The column will be removed from the list on the right and
available for selecting later.

22. Click Save Mapping to File to save this mapping of grouping codes. The Save Mapping dialog
displays with the default path of C:\Pfx Engagement\WM\Import Mapping. You can change the
path to a network drive, if desired. Click OK to save the mapping to a file with the extension
.mdb.

23. Click Finish. The Summary screen displays.
24. Click OK to close the Summary screen.

Importing Data from an ASCII Text File

You can transfer trial balance data from an ASCI| text file into a CCH ProSystem fx

Workpaper Manager trial balance. Data you can import includes account numbers, account
descriptions, grouping lists, fund index (for fund trial balances only) and account balances (current
period and prior periods).

Preparing ASCII Data

CCH ProSystem fx Workpaper Manager requires the following columns from the accounting system:

#  Account number
* Account description

In the accounting system that you are working with, generate a trial balance with the setup you want
to export. If there is an option to export the data into a spreadsheet, use that. Otherwise, save it as an
ASCII file using an export, save as, or print to file command. See the documentation from that
accounting system for instructions.

Chapter 5: Using the Trial Balance * 153



Preparing the Exported Trial Balance

Before you import the trial balance data into CCH ProSystem fx Workpaper Manager, you must
format it so that it can be read by Workpaper Manager. Open the ASCII file and follow these
instructions:

#  Account # and Description are required fields, and must be the first two columns of the
spreadsheet.

# Put account numbers in contiguous rows. The easiest method is to highlight the entire trial
balance and sort it by account number in ascending order. See the ASCII user's manual and
help for information.

* Remove any page breaks and rows used as separators, headings, and subtotals.
#= Verify that all account numbers are unique.

® Note which columns contain which type of information. For example, the third column is the
current year unadjusted and the fourth column is the prior period balance, etc.

®# Check for errors in the data.

* Verify that the debits and credits are in one column. The credits should be differentiated with a
minus sign (-) or in brackets.

Preparing the Client, Binder, and Trial Balance

To prepare for the conversion in CCH ProSystem fx Workpaper Manager, do the following:

# Create a client for the client you want to convert.
® Create a binder for the client.

* Create a trial balance for the client. Set up the necessary columns (such as current year columns
and prior year columns).

Using the Import Conversion Wizard to Import data from an ASCII Text file

To import data from an ASCII file into a CCH ProSystem fx Workpaper Manager trial balance, do the
following:

1. Start the Conversion Wizard, by doing one of the following:

= From the Binder window, select Trial Balance > Import Conversion Wizard.

= From the Trial Balance window, select Workpaper Manager > Import Conversion
Wizard.

The Import Conversion Wizard - Import Source dialog displays.
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2. Select ASCII text file and click Next to open the Import Conversion Wizard - Import File

dialog.
Import Conversion Wizard _
Impoart file

Select trial balance: | j

Select ASCI| Text file (~.t«t): | Browse...

(¢ Comma delimited

" Tab delimited

Please note that the file you selected should not have any column headings.

Mumber of prior perieds | [ EI

< Back Cancel Help

3. Inthe Select trial balancefield, click the down arrow and select the trial balance you want to
import the data into.

4. Inthe Select ASCII Text file (*.txt) field, browse to the text file for the data.
5. Select either Comma delimited or Tab delimited.
6. Select the Number of prior periods the text file contains. The selection here determines how

many columns are read in the text file. Click Next.
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7. The chart of accounts information displays in the spreadsheet window.

Trial Balance and Chart of Accounts

Select trial balance: [ Tral Balance -
Chart of Accounts:
Account Description v v
10100 Cash on Hand 14850.00 24571.00
10200 Regular Checking Account | 22953.00 20205.00
10300 Payroll Checking Account 477.00 581.00
10400 Savings Account 10075.00 2292.00
11000 Accounts Receivable 49994.00 72993.00
Duplicate account(s): 0 lﬁ
(¢ Append L Round balance to nearest: |None x
Invalid account(s): 0
(" Overwrite

Blank item(s): 0 Select rounding account: v

< Back Mext = Cancel | Help

Click the gray bar at the top of each column and select the appropriate column header based on
the following information:

The account numbers and account descriptions appear in the first two columns. The
columns are automatically defined accordingly.

= Define the current period balances from the "current" list.
Define the prior period balances from the appropriate comparative lists.

If you do not want to transfer a column to the trial balance, do not select the column
header.

You can select any of the available columns. You can assign only one trial balance column to a

column of imported data. Once a trial balance column has been assigned, it is disabled in the
menu.

8. Select one of the following radio buttons, if applicable:

= Append. Imports and appends the current data to the existing trial balance. This is the

default selection. Unique account numbers are appended, but any duplicate account
numbers are overwritten, and original data is lost.

= QOverwrite. This function deletes all existing data and any journal entries and replaces
them with the trial balance data you are importing.
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9. Clear the following diagnostics as indicated:

= Duplicate account(s). Displayed in blue text. You must replace the duplicated account
number with a unique account number. In the display window, click the account number
you want to change and type the new account number.

= |nvalid account(s). Displayed in red text. An account number has one of the following

invalid characters: '|: ", () * ?, or an account description has one of the following invalid
characters: * ?. In the display window, click the field you want to change and type the
change.

= Blank items. Highlighted in yellow. In the display window, click in the cell that is blank
and type the account description.

10. Select the place to round the account balances to in the Round balance to nearest field. The
choices are: None, $1, $10, $100, or $1,000. This option rounds each account balance up or
down to the level of rounding selected.

Note: The account balances are only rounded during the import or conversion.

11. If you choose to round the balances in step 10, you must complete the Select rounding account
field. Click the drop-down arrow to select the appropriate account to post the net difference to.
You can either select an existing account or create a new account. To create a new account,
select Round to New Account from the list.

12. Click Next. A message displays verifying your selection to either append or overwrite the
existing chart of accounts. Click Yes to continue. A message displays stating that this may take
awhile to convert. Click OK to begin the conversion or Cancel to return to the wizard.

13. A Summary dialog opens, listing the selections and information to be converted to
CCH ProSystem fx Workpaper Manager. Click Finish to exit the Summary dialog. The
converted trial balance information displays in the CCH ProSystem fx Workpaper Manager trial
balance.

Importing Data from an Excel® File

You can transfer trial balance data from an Excel® file or any accounting system (for example,
Peachtree®, Great Plains, etc.) that can export the data to an Excel®-readable format into a

CCH ProSystem fx Workpaper Manager trial balance. Data you can import includes account
numbers, account descriptions, group index and subgroup index (for one or more grouping lists), fund
index (for fund trial balances only) and account balances (current period and prior periods). See
Importing Accounts and Optionally Their Fund Assignment from an Excel® File on page 245 for
instructions regarding importing data to a fund trial balance.

Note: A Paste TB Import Excel® workbook template is provided in x:\Pfx
Engagement\WM\Workpaper Templates\TB Import (where X represents the drive where

CCH ProSystem fx is installed) to assist with importing data from Excel® to the trial balance. The
template includes a worksheet with detailed instructions for formatting the data to be imported.
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Preparing Excel® Data
CCH ProSystem fx Workpaper Manager requires the following columns from the accounting system:

#*  Account number

# Account description
The following optional columns of data that can be imported if desired:

* Fund Index (fund trial balance only)
& Group Index

# Subgroup Index

# Balance(s)

! Important: The Group Index and Subgroup Index can only be imported for non-tax grouping lists.
In the accounting system that you are working with, generate a trial balance with the setup you want
to export. If there is an option to export the data into a spreadsheet, use that. Otherwise, save it as an
ASCII file using an export, save as, or print to file command. See the documentation from that
accounting system for instructions. See Importing Data from an ASCII Text File on page 162.

Preparing the Exported Trial Balance

Before you import the trial balance data into CCH ProSystem fx Workpaper Manager, you must
format it so that it can be read by Workpaper Manager. Open the file in Excel® and follow these
instructions:

# Account # and Description are required fields, and must be the first two columns of the
spreadsheet. All other columns in the spreadsheet can be in any order.

# Fund Index is optional, and is only applicable for a fund trial balance. See Importing Accounts
and Optionally Their Fund Assignment from an Excel® File on page 245 for instructions
regarding importing data to a fund trial balance.

#  Group Index and Subgroup Index are optional. Set up separate Group Index and Subgroup
Index columns for each grouping list to which the accounts are to be assigned. Columns for the
group and subgroup description can be included in the spreadsheet, but that data will not be
imported. A description of "New" will be assigned for any group index or subgroup index that
does not already exist in the grouping list.

®= >Balance columns are optional. Setup the current period and as many prior period balance
columns as needed.

®* Put account numbers in contiguous rows. The easiest method is to highlight the entire trial
balance and sort it by account number in ascending order. See the Excel® user's manual and
help for information.

* Remove any page breaks and rows used as separators, headings, and subtotals.

* Verify that all account numbers are unique.

*  Note which columns contain which type of information. For example, the third column is the
current year unadjusted and the fourth column is the prior period balance, etc.
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®# Check for errors in the data.

*= Verify that the debits and credits are in one column. The credits should be differentiated with a
minus sign (-) or in brackets.

* |nclude any leading zeros in account numbers.

# Avoid including formulas in the columns selected for import.

Preparing the Client, Binder, and Trial Balance
To prepare for the conversion in CCH ProSystem fx Workpaper Manager, do the following:

® Create a client for the client you want to convert.
® Create a binder for the client.

# Create a trial balance for the client. Set up the necessary columns (such as current year columns
and prior year columns).

Using the Paste TB Import Option to Import from an Excel® File
To import the account Excel® data into Workpaper Manager, do the following:

1. Copy the data for import to the Paste TB Import dialog.

a. If the Paste TB Import template file or other source Excel® file is inserted in the binder,
do the following:

i. Open the Excel®file to the worksheet that contains the account data to be
imported.

ii. Highlight the cells containing data to be imported.

I Important:

= Start at the first row with account information, and highlight down to the
last row with account information. Do not highlight heading and total rows.

= Highlight across to the last column of data to import. You can include
blank columns or other columns you do not want added to the trial
balance. When you map the columns to the trial balance, do not map the
columns you do not want to import.

iii. Select Edit > Copy or right-click and select Copy.

iv. Select Import> Paste TB Import from the TB Setup lookup item on the
Workpaper Manager ribbon, or right-click and select Paste TB Import.

b. If the Paste TB Import template file or other source Excel® file is not inserted in the
binder, do the following:

i. Open the Workpaper Manager trial balance for which the data will be imported.

ii. Open the Excel®file to the worksheet that contains the account data to be
imported.
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iii. Highlight the cells containing the data to be imported.

[ ! | Important:
= Start at the first row with account information, and highlight down to the
last row with account information. Do not highlight heading and total rows.

= Highlight across to the last column of data to import. You can include
blank columns or other columns you do not want added to the trial
balance. When you map the columns to the trial balance, do not map the
columns you do not want to import.

iv. Select Edit > Copy or right-click and select Copy.
V. Navigate to the Workpaper Manager trial balance in the binder.
vi. Inthe Workpaper Manager trial balance, select Import > Paste TB Import from
the Workpaper Manager ribbon or right-click and select Paste TB Import.
The Paste TB Import dialog displays with the data you selected to import.

E | Paste TB Import [ I

Trial Balance and Chart of Accounts

Select trial balance: [ |
Chart of Accounts: Fund mask-Off
Account® | Description ViV v v v v i
001-11000-A Cash and Cash Equivalents 1 4100 4100 9000 9001 275227000 2|
001-12000-A | Investments 4180 4180 5001 170000.00

001-13000-A | Taxes Receivables
001-14000-4A | Due From Other Funds

1| 4200| 420005 S000( S001| $B55610.00( S
1| 4200| 42006 S000( 3001 299802.00
001-14200-A | Receivable from External Parties | 1| 4200 4200.8| S000| 3001 350.00
001-14500-4 | Due From Other Governments 1| 4200| 4200.85| 9000| 2001 971380.00
001-14950-4 | Other Receivables 1| 4200 4200.95| 2000 2001 55010.00
1
1
1
1

001-15000-A | Inventories 4300 4300 9000 2001|  26500.00
001-16000-A | Prepaid Expenses 4400 4400 ( 2000| 001 11780.00

001-17100-A | Land 4600 4600 | 9000| 9001 0.00
D01-17125-A | Infrastructure 4600 4600.4( 5000 3001 0.00 -
P Lo — el arnm | nennl s s

I nt(s):
& Append e L Round balance to nearest: m

Imvalid account(s): 0

" Overwrite Blank item{z): 0 Select rounding account: hd

Cancel | Help

2. Select a trial balance from the drop-down list if the correct trial balance is not already selected.

[ ! | Warning! If there are multiple trial balances in the binder, be sure the correct trial balance

is selected so that data is not imported into the wrong trial balance.

3. Click the gray bar at the top of each column and select the appropriate column header based on
the following information:

= The account numbers and account descriptions appear in the first two columns. The
columns are automatically defined accordingly.
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= Define the fund index if applicable for a fund trial balance. See Importing Accounts and
Optionally Their Fund Assignment from an Excel® File on page 245 for instructions
regarding importing data to a fund trial balance.

= Define the account groupings from the appropriate "grouping” lists. You can assign
accounts to more than one non-tax account grouping list, if the groupings are in separate
columns.

= Define the current period balances from the "current" list.

= Define the prior period balances from the appropriate "comparative" lists.

= |f you do not want to transfer the column in the trial balance, do not select a column
header.
You can select any of the available columns. You can only assign one trial balance column to a
column of imported data. Once a trial balance column has been assigned, it is disabled in the
menu.

Select to Append or Overwrite the current trial balance data.

= Append. Imports and appends unique new accounts. Also updates any accounts
already existing in the trial balance with new import information and the original data will
be lost. This is the default selection.

}'[{I Tip: Use this option when updating accounts data for an established trial balance.

= Overwrite. Deletes all existing accounts and any journal entries and replaces them with
the new import data.

}[fl Tip: Use this option when setting up a trial balance for a new engagement if any
default or existing accounts should be removed and replaced with the data for
import.

Review the data for import. All duplicate, invalid, and blank error fields must be corrected. Any
accounts with errors are displayed in the diagnostic area below the grid. The diagnostic errors
can be corrected directly in the grid, or you can click Cancel to correct the errors in the source
Excel® file and start the import process over.

= Duplicate accounts. Displayed in blue text. You must replace the duplicate account
with a unique account number. In the grid, click on the account number you want to
change and type the new number.

= Invalid accounts. Displayed in red text. For a fund trial balance, any accounts with an
invalid fund index will also display in red text. In the grid, click the field you want to
change and enter the new value.

Notes:

= The account number and fund index fields are considered invalid if they contain
one or more of the following invalid characters: '|: ", () * ?.

= The account description fields are considered invalid if they contain one or more
of the following invalid characters: * ?.
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= Blank items. Required fields are highlighted in yellow. In the grid, click in the field that is
blank and enter the value.
6. Select the place to round the account balances to in the Round balance to nearest field.

Notes:

®* The account balances are only rounded during the import.

®= Fora fund trial balance, it is recommended to round the balances within each fund in the
Excel® file prior to import.

7. If you choose to round the balances, you must complete the Select rounding account field.
Click the drop-down arrow to select the appropriate account to post the net difference to. You
can select an existing account or create a new account. To create a new account, select Round
to New Account from the list.

8. Click Next. A message displays verifying your selection to append or overwrite any existing
chart of accounts. Click Yes to continue. A message displays stating that this may take awhile
to import. Click OK to begin, or click Cancel to return to the wizard.

9. A Summary dialog displays, listing the selections and information to be imported. Click Finish
to close the Paste TB Import dialog.
The account information can be reviewed in the trial balance.

Notes:

®* You must be the current or live editor to import data into a trial balance.
® You must have a trial balance license before using Paste TB Import.
®= You cannot import into a trial balance that is in the Conflicts tab orin the trash.

Importing Data from an ASCII Text File

You can transfer trial balance data from an ASCI| text file into a CCH ProSystem fx

Workpaper Manager trial balance. Data you can import includes account numbers, account
descriptions, grouping lists, fund index (for fund trial balances only) and account balances (current
period and prior periods).

Preparing ASCII Data

CCH ProSystem fx Workpaper Manager requires the following columns from the accounting system:

#  Account number
#  Account description

In the accounting system that you are working with, generate a trial balance with the setup you want
to export. If there is an option to export the data into a spreadsheet, use that. Otherwise, save it as an
ASCI| file using an export, save as, or print to file command. See the documentation from that
accounting system for instructions.
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Preparing the Exported Trial Balance

Before you import the trial balance data into CCH ProSystem fx Workpaper Manager, you must
format it so that it can be read by Workpaper Manager. Open the ASCII file and follow these
instructions:

#  Account # and Description are required fields, and must be the first two columns of the
spreadsheet.

# Put account numbers in contiguous rows. The easiest method is to highlight the entire trial
balance and sort it by account number in ascending order. See the ASCII user's manual and
help for information.

* Remove any page breaks and rows used as separators, headings, and subtotals.
#= Verify that all account numbers are unique.

® Note which columns contain which type of information. For example, the third column is the
current year unadjusted and the fourth column is the prior period balance, etc.

®# Check for errors in the data.

* Verify that the debits and credits are in one column. The credits should be differentiated with a
minus sign (-) or in brackets.

Preparing the Client, Binder, and Trial Balance

To prepare for the conversion in CCH ProSystem fx Workpaper Manager, do the following:

# Create a client for the client you want to convert.
® Create a binder for the client.

* Create a trial balance for the client. Set up the necessary columns (such as current year columns
and prior year columns).

Importing Data from Intuit® QuickBooks®

You can import data from a QuickBooks® Trial Balance report by exporting the data to Excel®, and
then using the Import Excel® QuickBooks® Data option.

Note: This feature has been validated with QuickBooks® 2013 and later; however, it may work
with earlier versions of Quickbooks®.

To import data from a QuickBooks® Trial Balance report, do the following:

1. Open QuickBooks® and set account number preferences.
a. Select Edit > Preferences.
b. Select Accounting in the navigation panel on the left.
c. Select the Company Preferences tab.
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d. Check Use account numbers and Show lowest subaccount only if they are not
already selected.

Note: All accounts must be numbered. Subaccounts must not include the main
account number in their description, and the account number must be different from
the main account number.

e. Click OKto save your changes.
Run the Trial Balance report.
a. Select the Reports option.
b. Select Accountant & Taxes in the navigation panel on the left.
c. Click Run to run the Trial Balance report.
The Trial Balance report displays.

Select either Excel® > Create New Worksheet or Excel® > Update Existing Worksheet. If
you are updating an existing worksheet, you must browse to that spreadsheet location and
select it.

After the export, Excel® automatically opens to the exported trial balance.

}'[{I Tip: Insert the Excel® document into your binder. This is not required; however, it is
recommended so the Paste TB Import dialog automatically opens for importing the data to
the Workpaper Manager trial balance. If the Excel® document is outside of the binder, you
will need to manually open the Paste TB Import dialog.

Import the trial balance data into Workpaper Manager. If the Quickbooks® Trial Balance report
in Excel®is:
®= |nserted in the binder, do the following:

a. Open the QuickBooks® Trial Balance report in Excel® to the worksheet that
contains the data to be imported.

b. Select Import > Import Excel® QuickBooks® Data from the TB Setup item on
the Workpaper Manager ribbon.

®= Not inserted in the binder, do the following:

a. Open the Workpaper Manager trial balance or any Excel® workpaper in the
binder.

b. Open the QuickBooks® Trial Balance report in Excel® to the worksheet that
contains the data to be imported.

c. Select Import Excel® QuickBooks® Data from the TB Setup item on the
Workpaper Manager ribbon.

d. Click OK on the message notifying you to navigate to the Workpaper Manager
trial balance or open Excel® workpaper in the binder.

e. Navigate to the Workpaper Manager trial balance or the open Excel® workpaper
in the binder.

f. Select Paste TB Import.
The Paste TB Import dialog displays.
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Note: A new worksheet in the workbook is added with the title CleanSheet. You can review
this worksheet to see how the data was cleaned up and formatted for import. To keep your
client QuickBooks® data intact, do not save the changes. To keep or modify the new
worksheet, rename the worksheet to prevent errors if you run the QuickBook®s import
again.

5. The chart of accounts information will display in the spreadsheet window. Click on the gray bar

10.

at the top of each column and select the appropriate column header based on the following
information:

= Define the account numbers, account descriptions, and current period balances from the
current list.

= Define the prior period balances from the appropriate comparative lists.
= |f you do not want to transfer the column in the trial balance, select None.
You can select any of the available columns. You can assign only one trial balance
column to a column of imported data. Once a trial balance column has been assigned, it
is disabled in the menu.
In the Select trial balance field, select the Engagement trial balance to which you want to
transfer the data.
Select to Append or Overwrite the current Trial Balance data:

= Append. Imports and appends unique account numbers. Any duplicate account
numbers will be overwritten and the original data will be lost. This is the default
selection.

= Overwrite. This function deletes all existing data and any journal entries and replaces it
with the trial balance data you are importing.
The following diagnostics display:
= Duplicated account(s). Displayed in blue text. You must replace the duplicate account
number with a unique account number. In the display window, click on the account
number you want to change and type the new account number.
= |nvalid account(s). Displayed in red text. The account number has one or more of the
following invalid characters: '|: ", () * ?. Or, the account description has one or more of
the following invalid characters: * ?. In the display window, click the field you want to
change and type the change.
= Blank description. Highlighted in yellow. In the display window, click in the cell that is
blank and type in the account description.
The diagnostics must be cleared before you can continue.

Select the place to round the account balances to in the Round balance to nearest field. The
choices are: None, $1, $10, $100, or $1,000. This option will round each account balance up or
down to the level of rounding selected.

If you select to round the balances in the step above, you must complete the Select rounding
account field. Click the drop-down arrow to select the appropriate account to post the net
difference to. You can either select an existing account or create a new account. To create a
new account, select Round to New Account from the list.
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11. Click Next. A message explains the Append or Overwrite option. Click Yes to continue, or No to
return to the Paste TB Import dialog in order to change your selection.

12. Click Next. A message explains that this may take several minutes. Click OK to continue or
Cancel to return to the Paste TB Import dialog. Next, statistical information is displayed.

13. Click Finish. The trial balance information displays in the CCH ProSystem fx
Workpaper Manager trial balance.

Importing Data from a Workpaper Manager Trial Balance

To import trial balance data from an existing CCH ProSystem fx Workpaper Manager trial balance, do
the following:

1. Open the trial balance to import data to.
2. From the Workpaper Manager ribbon, select Import > Import from Workpaper Manager TB.
3. Select the client name, binder, and trial balance from which to import. These fields are required.

4. If necessary, check the Import current period balance box and select the current period
balance type to import.

5. If necessary, check the Import prior period balance box and select the prior period balance
type to import.

6. If you checked Import current period balance, Import prior period balance, or both, choose
whether to append or overwrite the data.

7. If you have previously imported trial balance data from the source trial balance, the Import
Status based on last binder synchronization section displays the date and time of the last
import, the date and time that the source binder was last synchronized, and the status of the
source binder. Click Check for Source TB Changes to determine whether any changes exist
between the source trial balance and the target trial balance.

8. Click OK.

Checking for Changes to the Source Trial Balance

You can check for differences between a source Workpaper Manager trial balance and a target
Workpaper Manager trial balance after you have imported data from one to the other. To check for
changes, do the following:

1. From the Binder window, select Trial Balance > Check for Source TB Changes, or click the

i3} Check for Source TB Changes icon.

2. If more than one trial balance exists in the binder, the Select Target Trial Balance dialog
displays. Select the target trial balance and click OK.

3. The Import from Workpaper Manager TB Log File displays. Only accounts with balance
differences are shown in the log file.

Note: If no differences between the source trial balance and the target trial balance are
detected, a message displays. The log file does not display if there are no differences.

Chapter 5: Using the Trial Balance * 166



Adding, Modifying, or Deleting Trial Balance Accounts

You can add new accounts to a trial balance. You can also modify or delete accounts that you have
imported or manually entered into the trial balance. If working within a fund trial balance, you can
modify fund assignments. Within the trial balance, you can modify the description and balance
information for the current and prior periods. When you delete an account, you remove it from the trial
balance along with the balances and journal entries applied to that account.

Notes:

# Deleting an account in the trial balance causes any TB links from that account number to a
workpaper to fail. This may result in invalid data in the workpaper.

®* You must be the Current Editor of the trial balance in order to add, modify, or delete trial
balance accounts.

Adding or Modifying Accounts

To add an account to a trial balance or to modify trial balance accounts, use the Chart of Accounts
window.

Chart of Accounts Window

You must be the Current Editor or Live Editor of the trial balance to add or change the Chart of
Accounts.

1. Open the Chart of Accounts window as follows:
= From the Binder window, select Trial Balance > Chart of Accounts.
= From the Trial Balance window, select Chart of Accounts from the Workpaper
Manager ribbon.
= From Excel® or Word, select TB Setup > Chart of Accounts from the Workpaper Manager
ribbon.
The window displays the existing account numbers, account descriptions, and account balances
for the trial balance, and the balance type selected.
In the Trial balance field, click the down arrow and select the trial balance you want to modify.
3. Inthe Period and Balance type fields, click the down arrows and select the period and balance
type to display for the existing accounts.
4. Inthe Grouping list field, click the down arrow and select a grouping list to display a Group and
a Subgroup column in the grid. You can assign new or existing accounts to groups or subgroups

of one or more grouping lists using this Chart of Accounts window or you may prefer to do the
assignments in the Account Groupings window.

Note: To quickly find where an account is grouped, select the applicable grouping list.
Then, use the filter row or the custom filter feature to find the applicable account(s) to
review the Group and Subgroup assignment. Refer to Using Grids for information on using
the filter row, as well as other grid functionality.
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Trial balance: Period: Balance type: Grouping list: °
Blank Trial Balance v| |Current v| |UNADJ v| |GASB Financial Staternents v|

e x Delete

*account # *Description Group Subgroup #UMADD *

T

001-11000 Cash and Cash Equivalents 11000 - Cash and Equivalents <Select a subgroup = 2,752,270,00
0o1-12000 Investments 12000 - Investments <5elect a subgroup 170,000.00
001-13000 Accounts Receivable 13000 - Receivables <Select a subgroup = 9,859,610,00
001-14000 [ue From Other Funds 14000 - Due From Other Funds (Inke... <Select a subgroup= 299,802,00
001-14200 Receivable from External Parties 14200 - Receivable from Fiduciary F...  <Select a subgroup= 350,00
001-14500 Due From Other Governments 14500 - Due From Other Governments  <Select a subgroup = 971,380,00
001-14950 Other Receivables 14950 - Other Receivables <Select a subgroup = 55,010.00
001-15000 Inwventaries 15000 - Inventories <Select a subgroup = 26,600,00
001-16000 Prepaid Expenses 16000 - Prepaid Expenses <5elect a subgroup= 11,780.00
001-17100 Land 17100 - Land, improvements and co...  <Select a subgroup > 0.00
001-17125 Infrastructure 17125 - Infrastructure <Select a subgroup = 0.00
001-17z200 Buildings 17200 - Buildings <Select a subgroup = 0.00
001-17400 Equipment and Furniture 17400 - Equipment and Furniture <Select a subgroup = 0.00
001-17500 Construction in Progress 17500 - Caonstruckion In Progress <5elect a subgroup> 0.00
001-17600 Equipment Under Capital Lease 17600 - Equipment Under Capital Le...  <Select a subgroup= 0.00
001-17900 Less Accumulabed Depreciation 17900 - Less_ Accumulated Deprecia, . <Select a subgroup= 0,00
P £l At oL U I T PO Y TR TP P p—

Total = 0,00 =

Close

5. Enter the information you want for each account. Use the Tab and Enter keys or your mouse to
select the cell where you are entering information. Changes made in one or more cells of the
row will not be saved until you move focus from the row.

= |nthe Account # field, type the account number. This can be an alphanumeric value. Do
not use the following invalid characters in your account number:

NERORK:

= |nthe Description field, type a description for the account. Do not use the following
invalid characters in your account description:

*2

= |nthe Group field, if a grouping list is selected, type a group index to assign to the
account or click the down arrow to show a list of groups for the selected grouping list with
their index and description.

= |nthe Subgroup field, if a grouping list is selected, type a subgroup index to assign to
the account or click the down arrow to show a list of subgroups for the selected group
with their index and description.

= |nthe Balance column, type the balance amount for the account as follows:
= Enter debits as positive amounts.

= Enter credits as negative amounts. You can enter the minus sign (-) before or
after the number.

= |f you do not want to enter a balance, leave the field blank.
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El Note: Refer to Using Grids on page 244 for information on using the filter row as well as
other grid functionality.

6. If you are working with write up trial balances, choose Select Retained Earnings Acct and select
the account to post the net income/loss amount at the year end roll forward.

7. When finished, click Close. The account modifications are made to the trial balance.

For information about working with the Chart of Accounts when a fund trial balance is selected, see
Fund Trial Balance on page 228.

Deleting Accounts

To delete a trial balance account, follow these steps:

1. Open the Chart of Accounts window as follows:
= From the Binder window, select Trial Balance > Chart of Accounts.

= From the Trial Balance window, select Chart of Accounts from the Workpaper
Manager ribbon.

Existing account numbers, descriptions, and balances for the trial balance and balance type
selected are displayed. If working with a fund trial balance, account fund assignments also
display.

2. Inthe Tral balance field, click the down arrow and select the trial balance you want to delete
the account from.

x 3. Click the account row you want to delete and click Delete. A confirmation message displays.

! Important: This process is irreversible. Deleting an account in the trial balance causes
workpapers that contain TB links to the account to fail.

4. Click Yes to confirm the deletion and then click Close. The trial balance is updated to remove
the account and any balances and journal entry amounts applied to it.

Using TB Edit Mode to Modify Accounts

You can also modify account information using TB Edit Mode. Follow these steps to modify account
information:

Open the trial balance.

2. Perform one of the following actions. These actions enable and disable the edit mode. The
editable fields become highlighted when the mode is on. Select TB Edit Mode from the
Workpaper Manager ribbon.

3. Change the highlighted fields as needed. You can change:

= Account number. The following are invalid characters and cannot be used in the
account number:

NERORK:
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= Account description. The following are invalid characters and cannot be used in the
account description: * ?

= Account balance - current period: unadjusted amount; beginning balance
amount with write up trial balances.

= Account balance - prior periods: any balance type.
= Workpaper references.
The trial balance should equal zero (0) after you have made your dollar amount changes.

4. Click the TB Edit Mode button again to disable the edit mode. To protect data integrity, the edit
mode automatically disables if you click any of the trial balance functions in Excel®.

Account Groupings

This section shows how to create account groups and subgroups and assign accounts to them. You
can also assign classifications to the groups and subgroups. The classifications help further define the
accounts to calculate net income or loss and to calculate ratios.

Account groupings enable you to summarize account balances. For example, in an audit, you may
want to summarize account balances by leadsheet and financial statement categories. In a tax
engagement, you may want to summarize account balances by tax return line.

If you create a trial balance from a template or another trial balance, it may already have account
groupings. You may have also converted your groupings from another trial balance package in
CCH ProSystem fx Workpaper Manager. You can add, change, or remove account groupings as
needed if you are the Current Editor of the trial balance.

You can create as many grouping lists or groups and subgroups within a grouping list, as you need.
You can also assign classifications to the groups and subgroups. The classifications help to define the
accounts to calculate net income or loss and to calculate ratios.

There are two levels to account groupings:

*  Account groups such as Receivables.

#  Account subgroups such as Gross Accounts Receivable and Allowances for Doubtful Accounts.
Subgroups are nested in groups.

You can link the totals of either of these two levels to your workpapers or financial statements. For
example, you may have a group for Inventory and subgroups for Raw Materials, Finished Goods, and
Work-in-Process.

The most common type of grouping is a financial statement grouping, where you have a group for
each financial statement line item and subgroups for amounts disclosed in supplemental schedules or
the footnotes. You can use this same grouping list to generate your leadsheet reports. See Creating
Trial Balance Reports on page 201. You may have additional grouping lists for supplemental
schedules or other reports or workpapers you want to automate.
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Standard tax grouping lists are available for CCH ProSystem fx Tax C Corporations (1120),

S Corporations (1120S), Partnerships (1065), Exempt Organizations (990), and for Individual (1040).
You can also import your pre-existing grouping lists which you created in previous versions of
Workpaper Manager. Depending on the type of entity, you group your accounts into the corresponding
grouping list. You then export the grouped account balances to your tax software. When you create or
import tax grouping lists, you have the opportunity to specify whether to send data from accounts
grouped to this group to CCH ProSystem fx Tax. See Using the Tax Software Interface on page 262

for information.

I Important:

®* To add or remove groups from tax grouping lists, including adding groups for up to 99 farms,
rentals or businesses, use the Manage Tax Groups feature. Once a group has been removed, it
can be added back to the grouping list using the same feature. See Manage Tax Groups on
page 186 for more information.

®* Tax Group index numbers and descriptions cannot be modified.

Opening the Account Groupings Window

To create grouping lists, account groups, and account subgroups, and assign accounts to the groups,
use the Account Groupings dialog. To open the Account Groupings dialog, do one of the following:

= From the Binder window, select Trial Balance > Account Groupings.

*= From the trial balance window, select Workpaper Manager > Account Groupings.

Trial balance and grouping lizt

Tral Balance

Account Groupings

Period and balance type

_I:I-

| Current

| Financial Statements

Account and description filkers

ﬂ Options |Unadiusted Balance

Groups and subgroups:

Led Ll

=H3 4100.00 Cash

Account | Diescription

=l 4200 Receivables

=" 4100 Cash & Equivalents -

[# 10000 Petty Cash

B 10100 Cash on Hand

B 10200 Regular Checking Account
B 10300 Payroll Checking Account
B 10400 Savings Account

=M 4200.00 Accounts Receivable
B 11000 Accounts Receivable
B 11100 Contracts Receivable

£ m >

Add Account

Ungrouped accounts:0

\‘t HD

I Calculate sum = $0.00

=M 4200.05 Allowance for Doubtful Accounts
B 11500 Allowance for Doubtful Account
=M 4200.10 Other Receivables
[ 11400 Other Receivables
=l 4300 Inventory
=M 4300.00 Raw Materials
B 12100 Raw Materials
=M 4300.05 \work in Progress
[ 12200 ‘wark in Proce:

w

Advanced

Expand | Collapse |

Cloze |

b |
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Creating, Editing, and Deleting Grouping Lists

Grouping Lists contain groups and subgroups, which are used to organize accounts. You can have as
many grouping lists as you want and as many groups and subgroups within a grouping list. If you are
the Current Editor of the trial balance, you can create, delete, change, rename, create a copy, import,
export account groupings, and select eligible tax grouping lists for Schedule M-3 expanded
processing. The following section highlights these functions.

Open the trial balance whose grouping lists you want to create, edit, or modify.
2. Open the Account Groupings dialog by selecting Trial Balance > Account Groupings in the
Binder window, or Workpaper Manager > Account Groupings in the Trial Balance window.

3. Click the Options button to the right of the Grouping List drop-down menu. All available
grouping lists associated with the trial balance display in the Grouping List Options dialog.

Grouping List Options .
Mame 1D Sch. M-3
Financial Statements 15 O Close |
2014 5-Corp-ProSystem fi Tax 1 45
orp-ProSystem fic Tax O New
t Rename
Create Copy
Delete
Export
To select a standard Tax Grouping List, click on the Import button and Import
navigate to the Tax folder.

The following list provides a brief description of the functions in this dialog:

= New. Creates a new grouping list. Type the new grouping list name in the corresponding
blank field. You can build a grouping list from scratch with this option.

= Rename. Double-click a group in the list or click Rename to enter Edit mode. Make
changes to the name as needed, and then press Enter to save your changes. Press Esc
to cancel your changes.

= Create Copy. Highlight a grouping and select the Create Copy button to save a copy.
This creates a duplicate grouping list. Click the Rename button to make changes as
needed, and then press Enter to save the changes.

= Delete. Highlight a grouping and click Delete to remove the grouping list. A
confirmation message displays. Click OK to confirm the deletion. Any links you have
made from the trial balance to this grouping list become invalid upon deletion. However,
deleting a grouping list removes it only from the trial balance, not from other saved
locations.

= Export. Highlight a grouping and select the Export button. This function enables you to
export a grouping list so it can be used by another staff member or in another trial
balance. Select the path and file name from the Save As group box. An AZG extension
is automatically appended to the file. Other staff members must save it in the directory
noted in the Templates tab of the Tools > Options dialog.
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= |mport. Displays the Open dialog with the default directory path used for Account
Grouping Templates set up in the Tools > Options > Templates dialog. To import a
template, select the appropriate path and file and click Open. The following default
folders are set up in the Account Groupings Templates folder:
= Account Class. Three default templates are available for ratios and balances.

= Financial Statements. Twelve default templates are available by industry with
groups and subgroups that will automatically map in the Client Intelligence
application for creating reports.

= Tax. There are subfolders for each tax vendor: CCH ProSystem fx Tax,
GoSystem® Tax, Lacerte® and UltraTax; and each tax year available. The
customized lists provide specific codes that link to the tax software.

4. To organize the grouping list, you can use the Up and Down arrows to move a grouping list to
the order desired.

5. Select the Sch. M-3 box for any eligible tax grouping list for expanded processing.

Notes:

= You must be the Current Editor to select tax groups for expanded M-3 processing. If you
are not the Current Editor, the Sch. M-3 and Year fields are not created.

= Only one tax grouping list can be selected for expanded processing. If a second record is
selected, a message notifies you that the previously selected M-3 grouping list will be
replaced by the current selection.

®= Changing the Sch. M-3 selection for a trial balance configured for Dynalink disables
Quiklink until the Dynalink process is run in CCH ProSystem fx Tax.

®= Changing the Sch. M-3 selection for a trial balance configured for Dynalink disables the
ability to transfer desktop updates to the tax return until the Dynalink process is run in
CCH ProSystem fx Tax.

6. Click Close to save your changes to the trail balance's grouping lists.

Note: The detail codes provided with the tax vendor-specific grouping lists are numbered
with two-digit numeric extensions. The detail codes are not consecutive because some
vendors do not support all the detail codes we provide. The list for your tax vendor is
customized to meet the detail codes allowed by that vendor. If you want to add your own
detail codes to flow to the appropriate tax lines (such as, Other deductions), you can add a
subgroup code under the main tax code.

Creating, Editing, and Deleting Groups and Subgroups

This section explains how to create, edit, and delete account groups and subgroups from either the
Account Groupings dialog or the Group and Subgroup Classifications dialog.
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Creating, Editing, and Deleting Groups and Subgroups from the Account Groupings

Dialog

Creating New Groups and Subgroups

To create a new group or subgroup, do the following:

1.

Inthe Account Groupings dialog, select the trial balance where you want to add the new
groups and subgroups.

Select the grouping list in which you want to add groups and subgroups.
Right-click an existing group or subgroup in the Groups and subgroups pane.
Click Add Group or Add Subgroup. The Add Group or Add Subgroup dialog displays.

Add Group -

Index: | oK

Description: | Cancel

Account classification: |E| Hel
Help

Ratio classification:

Add Subgroup -

Index: | OK
Descnption: | Cancel
Account classification: | R

A EVENUES |E| Help
Ratio classification: |E|

Send to tax return: Yes

Enter the index number for the group or subgroup, and press Tab or Enter to advance to the
next cell. Do not use the following invalid characters: '|: ", ().

Enter the description for the group or subgroup, and press Tab or Enter to advance to the next
cell.

The Account classification is optional. Click the down arrow to view the available classifications.
You cannot add, delete, or modify this list directly from this field. However, you can make
changes to the classification list in the Classifications dialog. For more information, see Viewing
and Modifying Classifications on page 181.

The Ratio classification is optional. Click the down arrow to view the available classifications.
You cannot add, delete, or modify this list directly from this field. However, you can make
changes to the classifications list in the Classifications dialog. For more information, see
Viewing and Modifying Classifications on page 181.
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9. The Send to tax return option only displays if the grouping list you selected is a 2004 or later
CCH ProSystem fx Tax grouping list. "Yes" indicates that data from accounts grouped to this
group will be forwarded to CCH ProSystem fx Tax. "No" indicates that the data will not be sent.

10.

You can change the option by clicking on the down arrow.

You can also create a new group from an existing subgroup. Highlight the subgroup you want to

change, and click the Create Group from Subgroup icon above the list of groups and

subgroups. Click Yes to confirm.

The new group or subgroup will be added below the existing group selected. To change the order of
the groups and subgroups lists, click Advanced and use the up and down arrows in the Group and
Subgroup Classifications dialog. The order allows you to present the data in the reports as you want;
it also makes it easier to manage the list and the accounts placed in the groups and subgroups. The
order you select appears in the following areas:

Edit

* The trial balance reports you create later.

#= The list of groups and subgroups in the Account Group Summary and Account Subgroup

Summary tabs of the Trial Balance window.

ing Groups and Subgroups

To edit a group or subgroup, do the following:

1.

subgroup.

In the Account Groupings dialog, select the trial balance where you want to edit the group or

Select the grouping list that contains the group or subgroup you want to edit.

Right-click an existing group or subgroup in the Groups and subgroups pane.

Click Edit. The Edit Group or Edit Subgroup dialog displays.

Ratio classification:

WARNING: Changing the Index may cause TB Links not to work.

Edit Group
Index; |H_'EE OK
Description: |Heceiuables Cancel
f t classification: f
Account classification: | Current Assets Help

[v]
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Indes:

Descnption:

Account classification:
Ratio classification:

Send to tax return:

Edit Subgroup

Eooms

|F|nanu:e Change Income

Other Income

fes -

[v]

[v]

WARNING: Changing the Index may cause TB Links not o work.

oK
Cancel

Help

5. Enter the new index number or description for the group or subgroup. Press Enter or Tab to

accept the changes.

Change the selection for the classifications, if needed.

Click OK to save your changes.

A warning message displays, stating that you if you change a group or subgroup index and there is an
associated trial balance link, the link will not function properly. Click Yes to continue.

Note: You cannot change the index or description for a group in tax grouping lists.

= | Important: If you rename a group or subgroup index and there is an associated trial balance link,

the link will not function properly. This is true for the Index field only. You can change the
description without affecting the link.

Copying or Cutting Subgroups

To copy or cut a subgroup in the Account Groupings dialog, do the following:

Click Copy or Cut.

M wbdh =

Click an existing group in the Groups and subgroups pane.

Right-click an existing subgroup in the Groups and subgroups pane.

Click Paste. If you selected to copy, then any accounts assigned to that subgroup will not copy.

If you selected to cut, then all the accounts assigned to that subgroup will stay assigned to that

subgroup.

Notes:

* The newly assigned subgroup will be added below the last subgroup. To change the order of the
groups and subgroups lists, click Advanced and use the up and down arrows in the Group and
Subgroup Classifications dialog.

* When copying or cutting a subgroup to a target group where the Account Class is not blank, the
Account Class and Ratio Class of the subgroup will inherit the settings of the target group.
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Deleting Groups and Subgroups

To delete a group or subgroup, do the following:

1. Inthe Account Groupings dialog, select the trial balance where you want to delete a group or
subgroup.
Select the grouping list that contains the group or subgroup you want to delete.
Right-click an existing group or subgroup in the Groups and subgroups pane.
Click Delete. A warning message displays stating that this deletion will be permanent. Click
Yes to continue.

Notes:

* |f you delete a group or subgroup and there is a trial balance link or a trial balance report
associated with it, the link does not function properly.

®* Deleting a group will also delete any subgroups of that group.
* Any accounts assigned to the deleted group or subgroup will be unassigned.

* Deleting a non-tax group or subgroup is an irreversible process. You cannot restore a non-tax
group or subgroup once it is deleted. You have to create the non-tax group or subgroup again.

# Deleted tax groups can be added back using the Manage Tax Groups feature, if needed.

® You cannot delete groups from a tax grouping list. Tax groups can only be deleted from
ProSystem fx Tax grouping lists using the Manage Tax Groups feature. See Manage Tax
Groups on page 186 for more information.

Creating, Editing and Deleting Groups and Subgroups from the Group and Subgroup
Classifications dialogs

Creating New Groups and Subgroups

To create a new group or subgroup, do the following:

1. Inthe Account Groupings window, select the trial balance where you want to add the new
groups and subgroups.
2. Select the grouping list in which you want to add the groups and subgroups.
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3. Click Advanced. The Group and Subgroup Classifications dialog displays.

Group and Subgroup Classifications -8 -
Groups Subgroups
Index Description AccClass Ratio... = Index Description AccClass Ratio...
» +E4IDD ECash & Equivalents CA OCA » | 4100.00 Cash CA OCA

+ 4200 Receivables CA # | <new <description >

+ 4300 Inventory CA NV

+ 4400 Prepaid Expenses CA 0OCA

+ 4500 Other Current Assets CA 0OCA J

+ 4600 Property & Equipment MA D

+ 4700 Intangibles & Other Assets MA ONA

+ 5100 Payables cL ﬂ

+ 5200 Accrued Expenses CcL ocL

+ 5300 Lang-Term Debt ML LT ﬂ

5400 Deferred Taxes ML ONL

+ 6100 Equity EQ

+ 7100 Sales REV

+ 7200 Cost of Sales Cos

+ 7300 Operating Expenses oPX 00F

+ 7400 Depredation & Amortization Expense OPX

+ 7500 Other Income & Expenses .
Clzssifications... New | Bename | Delete | Close Help

The account groups are listed on the left side of the window. The plus sign (+) to the left of the
account group index number indicates there are account subgroups for this account group. Click
the account group and the corresponding account subgroups are listed on the right side of the
window.

To create a new group or subgroup, do one of the following:

= With the cursor positioned on the left side of the window for a group or the right side of
the window for a subgroup, click the New button.

® Click <new> in the last row of the list.

Enter the index number for the group or subgroup, and press Tab or Enter to advance to the
next cell. Do not use the following invalid characters: '|: ", ().

Enter the Description for the group or subgroup, and press Tab or Enter to advance to the next
cell.

The Account Classifications (AccClass) and Ratio Classifications (RatioClass) are optional.
Click the down arrow in the AccClass cell. The available classifications are listed. You cannot
add, delete, or modify this list directly from this field. However, you can make changes to the
classifications list by clicking Classifications. For more information, see Viewing and
Modifying Classifications on page 181.

These classifications are used to breakdown balances and calculate net income or loss for the
period.
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8.

10.

11.

Click the down arrow in the RatioClass cell. The available classifications are listed. You cannot
add, delete, or modify this list directly from this field. However, you can make changes to the
classifications list by clicking Classifications. For more information, see Viewing and
Modifying Classifications on page 181.
= |f you selected an AccClass in the previous cell, the list of ratio classifications is filtered
to those that are applicable to that choice.
= |f you did not select an AccClass in the previous cell, the whole list of available ratio
classifications displays.
The ratio classifications are dependent upon the account classifications. You can make your
selections from left to right to filter the ratio classifications. You can also make your selections
from right to left to display the account classification automatically, or select the account
classification and leave the ratio classification blank.
If there are any subgroups, the classifications default based on the selections made at the group
level. You can change the default classifications at the subgroup level.
The ratio classifications can be used in formulas for TB links to Word and Excel® workpapers.

The Send to Tax column displays only if the grouping list you selected is a 2004 or later
CCH ProSystem fx Tax grouping list. When this column displays,"Yes" indicates that data from
accounts grouped to this group will be forwarded to CCH ProSystem fx Tax. "No" indicates that
the data will not be sent. You can change the status by clicking inside the cell to activate the
drop-down list.
You can create a new group from an existing subgroup. Highlight the subgroup you want to
change and click the Create Group from Subgroup icon in the middle of the window. Click
Yes to confirm.
You can use the up and down arrows to order the group and subgroup lists. The order you select
appears in the following areas:

®* The trial balance reports you create later.

= The list of groups and subgroups in the Account Group Summary and Account

Subgroup Summary tabs of the Trial Balance window.

This allows you to present the data in the reports as you want; it also makes it easier to manage
the list and the accounts placed in the groups and subgroups.

Click Close to save your changes.
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Editing Groups and Subgroups
To edit a group or subgroup, do one of the following:

* Click in the cell you want to change, and type the new index or description.
= Highlight the group or subgroup you want to edit, and click Rename.

1. Enter the new index number or description for the group or subgroup. Press Enter or Tab to
accept the changes.

2. Change the selection for the classifications, if needed.

Click Close to save your changes.

A warning message displays, stating that you if you change a group or subgroup index and there is an
associated trial balance link, the link will not function properly. Click Yes to continue.

Note: You cannot change the index or description for a group in tax grouping lists.

= | Important: If you rename a group or subgroup index and there is an associated trial balance link,
the link will not function properly. This is true for the Index field only. You can change the
description without affecting the link.

Copying or Cutting Subgroups

To copy or cut a subgroup in the Group and Subgroup Classifications dialog, do the following:

1. Right-click an existing subgroup in the subgroups pane.

2. Click Copy or Cut.

3. Click an existing group in the Groups pane.

4. Click Paste. If you selected to copy, then any accounts assigned to that subgroup will not copy.
If you selected to cut, then all the accounts assigned to that subgroup will stay assigned to that
subgroup.

Notes:

* The newly assigned subgroup will be added below the last subgroup. To change the order of the
groups and subgroups lists, click Advanced and use the up and down arrows in the Group and
Subgroup Classifications dialog.

= When copying or cutting a subgroup to a target group where the Account Class is not blank, the
Account Class and Ratio Class of the subgroup will inherit the settings of the target group.

= When copying or cutting a subgroup to a target group where the Account Class is blank, the
Account Class and Ratio class of the subgroup will retain their original settings. However, if you
want the Account Class and Ratio Class of the pasted subgroup to be blank, then do the
following after pasting the subgroup:

1. Select an Account Class for the group where the subgroups are now assigned. (This will
change all of the subgroups to that value.)

2. Change the Account Class for the group where the subgroups are now assigned back to
blank. (This will change all of the subgroups to blank.)
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Deleting Groups and Subgroups

To delete a group or subgroup, do the following:

1.

Highlight the grouping or subgroup you want to delete.

2. Click Delete. A warning message displays stating that this deletion will be permanent. Click

1
|

—
Je—t

Viewing and Modifying Classifications

Yes to continue.

Notes:

If you delete a group or subgroup and there is a trial balance link or a trial balance report

associated with it, the link does not function properly.

Deleting a group will also delete any subgroups of that group.

Any accounts assigned to the deleted group or subgroup will be unassigned.

Deleting a non-tax group or subgroup is an irreversible process. You cannot restore a non-tax
group or subgroup once it is deleted. You have to create the non-tax group or subgroup again.

Deleted tax groups can be added back using the Manage Tax Groups feature, if needed.

Tax groups can only be deleted from ProSystem fx Tax grouping lists using the Manage Tax
Groups feature. See Manage Tax Groups on page 186 for more information.

The account classifications are used to breakdown balances and calculate net income or loss for the

period. This is a list of default account classifications:

AccClass Definition

CA

Current Assets

CL

Current Liabilities

COSs

Cost of Sales

EQ

Shareholder's Equity

MEM

Memo Accounts

NA

Non-Current Assets

NL

Non-Current Liabilities

OE

Other Expenses

Ol

Other Income

OPX

Operating Expenses

REV

Revenues
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The ratio classifications are dependent upon the account classifications. The ratio classifications can
be used in formulas for TB links to Word and Excel® workpapers. The ratio classifications include the

following:

Ratio Class Definition

AD Accumulated Depreciation
AP Accounts Payable

AR Trade Receivables

CS Credit Sales

DEE Depreciation Expense
DES COS-Depreciation

FA Gross Fixed Assets

INE Interest Expense

INI Interest Income

INV Inventory

LTD Long-Term Debt

MA Memo Accounts

OCA Other Current Assets
OCL Other Current Liabilities
OoCs Other Cost of Sales

OE Other Shareholder's Equity
ONA Other Non-Current Assets
ONL Other Non-Current Liabilities
OOE Other Operating Expenses
oS Other Sales

OTE Other Expense

OTI Other Income

RE Retained Earning

RET Returns and Allowances
TAX Tax Expense
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To view or modify classifications for a trial balance, click Classifications from the Account
Groupings dialog. The Classifications dialog displays.

Classification -

Select the classification type(s) to edit for the trial balance. After making ()
modifications to the classifications, you can either create a trial balance

template or exportimport any account grouping list to use the modified

classifications with other trizl balances.

Trial balance: Trial Balance J

Clazsification type: Account Cla

Classifications: New x Delete
Abbrev  Description Acct Type | <

r CA Current Assets A
A Mon-Current Assets A t
a Current Liabilities L —
ML Mon-Current Ligbilities L
EQ Equity E "
REY Revenues R -
Cos Cost of Sales X

-

Warning: Ifyou editthe abbreviation or delete account classifications or
ratio classifications, any assocated TB link=s wall no longer be vahd.

Close

Select the Trial balance where you want to view or modify the classifications.

Select the Classification type you want to view or modify.

Click New to add new classifications to the trial balance.

Note: You cannot add new Account Type classifications.

4. Click Delete to remove classifications from the trial balance.

Note: You cannot delete Account Type classifications.

5. Select a row in the Classifications table to make modifications.
Type modifications in the abbreviation (Abbrev) or description cells.

Click the down arrow to change the account type (Acct Type) for account or ratio classifications.

When you are done viewing or modifying the classifications, click Close to exit the Classifications
dialog and return to the Group and Subgroup Classifications dialog.
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Quickview of Account Balances by Type

The QuickView option displays the balances broken down by assets, liabilities and equity, revenue,
expenses, and net (income) loss.

To open the QuickView dialog, do one of the following:

* From the Binder window, select Trial Balance > QuickView.
= From the Trial Balance window, select Workpaper Manager > QuickView.

Annual Trial Balance - 2 Year j oK

Select a column balance -
Help

Grouping: I Financial Statements j -
Balance: I [IM&D j

Agzats: | $0.00

Liahilitigs & | $0.00

E quity:

Revenue: | $0.00

Erpense: | $0.00

Met [Income) | $0.00

Lozs:

Select the applicable trial balance, grouping list, and balance type and the balances for the assets,
liabilities and equity, revenue, expenses, and net income display.

Note: In a write up trial balance, the net income or loss is posted to the retained earnings
account during the roll forward process at year end.

The account classifications can be used in formulas for TB links to Word and Excel® workpapers when
using the Insert TB Link feature.

Assigning Accounts to Account Groups and Subgroups

To assign accounts to a grouping, do the following:

1. If you are in the Binder Index, select Trial Balance > Account Groupings. If you are in the
trial balance, select Workpaper Manager > Account Groupings.

2. Select the trial balance and grouping list that contain the group or subgroup you want to assign
the accounts to. The groups and subgroups that have been defined for this grouping list appear
on the right side of the dialog.

3. Onthe left side of the dialog is a listing of the accounts that have not been grouped. Select the
accounts you want to assign to the group or subgroup. You can select several accounts using
Shift to select a range of accounts or Ctrl to select non-sequential accounts.
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}'[fl Tips: Use the filter fields above Account and Description to show only the accounts you
want. For example, to show accounts that have the digits 200, type 200 in the filter field
above Account or to only show Accumulated Depreciation accounts, type accum in the filter
field above Description. Delete the filter information to show all accounts again.

4. On the right side of the dialog, select the group or subgroup where you want to place the
accounts. Click the plus sign (+) below the Groups and Subgroups box to expand all groups
and display the subgroups and accounts assigned to each. Click the minus sign (-) to collapse
all entries in the grouping box to show only subgroups. You can also click individual groups and
subgroups to expand and collapse their listings.

5. Click the Group Accounts right arrow button to move the selected accounts to the group or
subgroup you selected.

}[fl Tip: You can also move selected accounts by dragging them to the appropriate grouping on
the right.

To remove accounts from a group or subgroup, select them and click the Ungroup Accounts
left arrow button. In the lower left corner of the Account Groupings dialog, the number of
ungrouped accounts displays. In most cases, group all of the accounts to the grouping list.

6. To add an account not listed in the Chart of Accounts, click Add Account and enter the new
account information. Click OK to create the account. Remember to group the account after you
create it.

7. To move accounts from one group or subgroup to another, highlight the accounts, right-click,
and select Cut. Then highlight a new group or subgroup, right-click and select Paste.

8. To copy subgroups from one group to another, highlight the subgroup, right-click, and select
Copy from the pop-up menu. Then right-click the new group and select Paste.

Notes:

®= The account and ratio classifications for the subgroup that is cut or copied will change to
be the same classifications assigned to the target group, even if one or both
classifications for the group are blank.

= Cutting or pasting a subgroup in a tax grouping list will break the Dynalink, if applicable.
You must reestablish the Dynalink by importing again to CCH Global fx Tax. For more
information, see Configuring an Accounting Bridge on page 271.

9. If you are satisfied with the changes you made to the account group, perform one of the
following actions. CCH ProSystem fx Workpaper Manager refreshes the corresponding trial
balance.

®= Select another account grouping list. The changes you made to the account grouping
you just defined are saved.

= |f you are finished assigning accounts and categories, click Close.
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Notes:

= Accounts can only be cut, not copied, because each account can only be grouped to one
group or subgroup in each account grouping list.

= Click Options to add, rename, copy, delete, export, orimport a new grouping list for the
selected trial balance.

= To quickly find where an account is grouped, click Add Account to open the Chart of
Accounts window. Use the filter row and custom filter functions to find the account(s) and
the group/subgroup assignment.

Total Balance Amount for Selected Accounts

In the Account Groupings dialog, you can select specific accounts, groups, or subgroups, and the
total balance for the selected items displays. This is helpful when you are grouping accounts and
when you create formulas with the grouping codes. You can determine if the total result is reasonable
for the account groups.

To display the total of the account balance(s), do the following:

1. Inthe Binder window, select Trial Balance > Account Groupings.
Select the trial balance that you want to use.

3. Select the grouping list that contains the groups and subgroups you want to view. The groups
and subgroups that have been defined for this grouping list appear on the right side of the
window.

4. Inthe upper right corner of the Account Groupings dialog, there are two fields for the Period
and balance type. In the first field, select the period (such as current or comparative) and in the
second field, select the available balance type column for that period. This determines the
period and balance type for the accounts selected.

5. Inthe Groups and Subgroups section, click an account, a group, or a subgroup. If checked, the
Calculate Sum field at the bottom displays the balance of the selected account, group, or
subgroup.

You can select several accounts, groups, or subgroups by using Shift to select a range of
accounts or Ctrl to select non-sequential accounts.

Manage Tax Groups

The Manage Tax Groups feature provides the flexibility to remove unused tax groups and add tax
groups that were either originally not included or were previously removed from any 2005 or later
ProSystem fx Tax grouping list.

To add or remove tax groups, do the following:

1. Inthe Account Groupings window, select the trial balance where you want to add or remove tax
groups.
Select the ProSystem fx Tax grouping list in which you want to add or remove groups.

3. Click Manage Tax Groups. The Manage Tax Groups dialog displays.
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E | Manage Tax Groups =N -

Trial balance: Grouping list: ©
[2100.00 Trial Balance | [2016 C-Comp-ProSystem fx Tax |

Select to add or remove tax groups. Prior to adding new rental, farm or business groups, select the basis for assigning an account class.

Rentals | Farms | Other

SE|ECt Tt Drcaer:--:e:- anC: : E : _
. Basis forassigning account class to added groups: |System-defined v
click the Add or Remove button. SR e L

Add XRemoue List of rental groups for each property currently included in thetrial balance:
Property Induded Index Description Account Class
L o L o

Yes b ROZ.01 Gross rents OI - Other Income

1

2 Yes ROZ.02 Gross rents CI - Other Income

3 No RO2A.01 Other Income, M-3 Line 1 0Ol - Other Income

4 No RO2A.02 Other Income, M-3 Line 1 CI - Other Income

5 No RO2B.01 Other Income, M-3 Line 2 OI - Other Income

& No RO2B.02 Other Income, M-3 Line 2 OI - Other Income

7 No RO3.01 Advertising OE - Other Expenses
3 Mo R0O3.02 Advertising OE - Other Expenses
9 No RO3A.01 Advertising, M-3 Line 1 OE - Other Expenses
10 Mo RO3A.02 Advertising, M-3 Line 1 OE - Other Expenses
11 MNo RO3B.01 Advertising, M-3 Line 2 OE - Other Expenses
12 No R0O3B.02 Advertising, M-3 Line 2 OE - Other Expenses

13 Mo RO4.01 Auto and Travel OE - Other Expenses

The Rentals tab is selected with the eligible rental properties listed on the left side of the
window. The list displays Yes in the Included column for properties where groups are already
included in the tax grouping list. Otherwise, No displays in the column of the list.

The specific rental property groups included in the trial balance grouping list are displayed in the
list on the right. The list refreshes as properties are added and removed to allow you to review
the full list of rental property tax groups along with their account class assignment.

Tabs are provided to manage Rentals, Farms, Businesses and Other tax groups where
applicable.

Notes:

®= The Farms tab is not applicable when an Exempt tax entity grouping list is selected.

®* The Businesses tab is only applicable when an Individual tax entity grouping list is
selected.

®= The Other tab is not applicable when an Individual tax entity grouping list is selected.

Prior to adding or removing any rental properties, farm properties or business entities, click the
down arrow in the Basis for assigning account class to added groups field. Select a specific
property to assign the account class to added groups based on the same groups for a property
that is already included in the grouping list. Or, you can select System-defined to assign the
account class to added groups based on the default account classifications provided with the
Engagement application.
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Note: The account class for any added groups can be changed by clicking the Advanced
button in the Account Groupings window.

5. To add tax groups for properties or entities that are not currently included in the grouping list,
select one or more properties/entities in the list on the left side of the window in the applicable
tab and click the Add button.

6. To remove tax groups for properties or entities that are currently included in the grouping list,
select one or more properties/entities in the list on the left side of the window in the applicable
tab and click the Remove button

7. A message displays warning you that removing tax groups will delete the groups along with any
associated subgroups. Any accounts assigned to the deleted groups and subgroups will be
unassigned. Click Yes to delete the groups and subgroups or click No to return to the Manage
Tax Groups window with no changes made.

8. Click the Other tab where applicable, to add or remove specific tax groups, such as M-3 tax
groups.

9. Select one or more of the tax groups in the list of the Other tab, and click the Add or Remove
button as needed.

Creating Journal Entries

Journal entries enable you to adjust trial balance amounts for the current period on an account-by-
account basis. You can post journal entries to any journal entry column you have selected to include in
any of your trial balance views. See Setting Up Trial Balance Columns and Views on page 139 for
instructions on setting up journal entry columns.

Note: You must be the Current Editor of the trial balance in order to add, modify, or delete
journal entries.

Journal Entries Types

The journal entries you can make depend on the columns you have added to the trial balance. You set
up different columns for different types of engagements. You can create journal entries as follows:

®* You can select a journal entry type that corresponds to one of the journal entry columns in the
trial balance. The journal entry is posted to that column.

®* You can create a Proposed Journal Entry (PJE) if you want to create an entry that does not get
posted to any of the journal entry columns. You can use PJEs to review and evaluate journal
entries before you post them.

Creating Journal Entries

You can create journal entries from the Binder window, trial balance window, TB or JE Reports, or any
Word or Excel® workpaper.
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To create a journal entry, do the following:

1.

Open the Journal Entry Detail window as follows:

= From the Binder window, select Trial Balance > Add Journal Entry.

= From the Binder window, select Trial Balance > Journal Entry Summary, select the
trial balance from the drop-down list, and click the New button.

= From the trial balance, Excel®, or Word window, select Workpaper Manager > Add

JE.

= From the trial balance, Excel®, or Word window, select Workpaper Manager > JE
Summary. Select the trial balance from the drop-down list and then click the New

button.

The Journal Entry Detail dialog displays. This dialog can be resized by dragging the corner of
the dialog box. This will allow you see more on the screen and make it easier to enter data. You
can also minimize this dialog to the taskbar, so that you can view an open workpaper.

Note: This dialog must be closed before you can open or work in other Workpaper Manager

dialogs or workpapers.

Trial balance
2100.00 Trial Balance

Journal Entry Detail

Type:

=

7]

| Adjusting Journal Entries v | Roll forward setting

JE# WP reference:
1 | [4200.15 |
Description:

(® Do not include in roll forward
() Recurring journal entry

Clear amounts & JE links

To record sales cut-off adjustment.

() Reversing journal entry

Auailable accounts:

Account #

¥ | 10000
10100
10200
10300

Description

Petty Cash

Cash on Hand

Regular Checking Account
Payroll Checking Account

Eid Chart of Accounts

a

-

Journal entry lines:

“Account #

» 40100
11000

New 2§ Delets
Description Debit Credit Excel Link Reference
* Sales-Retail 12,500.00 0.00
Accounts Receivable 0.00 12,500.00
Total = 12,500.00 12,500.00
Difference =
Save and MNew | | Save and Close | | Cancel
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2. If you selected the Add Journal Entry option in step 1, select the trial balance to which you want
to post the journal entry from the Trial balance drop-down menu.

3. Complete the journal entry information section by doing the following:

= Inthe Type field, select the type of journal entry you are creating. The options in this
field depend on which journal entry columns are in the trial balance. The Proposed
Joumal Entries type is always available.

= |nthe JE # field, type a number to indicate the number of the journal entry in
CCH ProSystem fx Workpaper Manager, if one is not already in that field.

Note: This journal entry number must be a unique number within the range of 1 to
32,767.

= |nthe W/P reference field, you can type an index number as a reference to the
workpaper that supports the journal entry. This field is in the Journal Entry Report, but it
is optional.

= |nthe Description field, type a brief description of the journal entry of up to 260
characters.

4. You can select how each journal entry is to be treated when the binder is rolled forward to the
next period:

* Do notinclude in roll forward. The journal entry is cleared in the next period's binder.
This is the default selection.

= Recurring journal entry. If selected, the journal entry is automatically created in the
next period's binder. The same accounts and amounts appear. If you do not want the
dollar amounts to appear, check the Clear amounts & JE Links box. This option will
also remove the Excel link reference, if applicable. This journal entry continues to recur
each period, until you select one of the other options.

= Reversing journal entry. If selected, the journal entry is automatically created in the
next period's binder. In the new binder, the same accounts are listed in the journal entry,
but the dollar amounts are reversed. Debits are moved to the credit column and vice
versa. In the new period's binder, this journal entry is not checked to reverse.

Note: If Federal Tax Journal Entries is selected and a grouping list is selected for
Schedule M-3 processing in the trial balance, the Current Editor may choose to modify the
M-3 temporary (T) or permanent (P) default. The Not Applicable (N/A) default cannot be
modified.

5. Select an account for the journal entry lines by doing any one of the following:
= |nthe Available accounts grid either:

= Double-click the account, and it is added to the first row with a blank Account #
field in the Journal entry lines grid.

= Drag the account to the journal entry line. To select more than one account, use
the Ctrl and Shift keys.
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= |nthe Journal entry lines grid:

= Click in the Account # field or press F4 to display the drop-down list of
accounts. Click the account you want and press Enter or Tab to move to the
next field.

= Type the account number in the Account # field. The account list will filter to
display accounts that match the numbers you type. When the see the account
number you want, either finish typing it or click on it in the list. Press Enter or
Tab to move to the next field.

% Tips:
= Referto Using Grids on page 244 for information on using the filter row as well as other
grid functionality.
®= The thick black horizontal lines are separator lines, which you can drag up or down in
order to make the Available accounts section or the Journal entry lines section larger or
smaller.
®= The dialog and/or columns can be manually sized larger or smaller as needed.

= |f you do not want a line in the journal entry grid, select it and click Delete.

Note: To add a new account that you want to use in the journal entry, select the Chart of
Accounts button to open the Chart of Accounts window. See Adding, Modifying, or
Deleting Trial Balance Accounts on page 167 for instructions on adding a new account.

6. Type the debit and credit amounts for the journal entry. Type just the amount. Do not include
currency symbols, separator characters such as commas, or minus symbols.
Press Enter or Tab as you type each amount so the totals at the bottom of the journal entry box
are updated. If the journal entry is out of balance, the Difference field shows the difference
between the debits and credits.

! Important: Make sure the journal entry is in balance before you save it. If journal entries
are out of balance, a message displays. Click Yes to post the journal entry; click No to
modify the entry. If you do not want to be prompted for out-of-balance messages, check the
Do not display this message again box. To turn the prompt back on, select Tools >
Options in the File Room or Binder window.
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7. If Federal Tax Journal Entries is selected and the trial balance has a grouping list that is
selected for M-3 processing, an M-3 column is available in the Journal Entry dialog. If the
account that is selected for a journal entry is grouped to a group that is eligible for M-3
enhancement, you have the option to designate the journal entry as a temporary (T) or
permanent (P) journal entry. These journal entries flow to the Temporary Difference and
Permanent Difference columns in the tax return when the trial balance is exported to
CCH ProSystem fx Tax.

Note: If the account that is selected for a journal entry is grouped to a tax group that is not
eligible for M-3 enhancement, the M-3 column defaults to N/A (Not Applicable), and the
selection cannot be modified.

8. Areference to an amount in an Excel® workpaper may be entered in the Excel Link Reference
field. References may be entered manually or automatically with the Add JE Links or Add
Links to Existing JE options. See Adding Journal Entries with Links on page 198 or Adding
Links to Existing Journal Entries on page 200 for more information. The reference must follow
the required format: “=[workpaper |D][workpaper name]Excel Sheet name!$column$row”.

zﬂ Example: “=[8100.00][Book to Tax Reconciliation]Summary!$B$5”. To understand how to
setup these links automatically, see Adding Journal Entries with Links on page 198.

9. When you are finished with the journal entry, click Save and Close to close the Journal Entry
Detail window or click Save and New to create another journal entry.

Copying Journal Entry Detail Lines from Excel®
To quickly set up multiple detail lines for a particular journal entry, do the following:

1. Copy and paste one or more rows from an Excel® spreadsheet to the journal entry lines grid.
The spreadsheet columns must be in the following order:

= Account #
®= Description

Note: The Description column must exist in the spreadsheet. No values from this
column will be copied to the journal entry lines grid, so it can be blank if desired.

* Debit
= Credit

2. Select the rows from the Excel® spreadsheet that you want to set up as journal entry detail lines,
and press Ctrl+C to copy them to the clipboard.

3. Then, select the row in the journal entry lines grid to where you want to paste the data on the
clipboard and press Ctrl+V.
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Notes:

* For Federal Tax type journal entries where the account is assigned to an M-3 detail group, T will
be the pre-selected value after pasting from the Excel® spreadsheet. If the value should be P,
you will need to manually change it in the Journal Entry Detail dialog for the applicable rows in
the detail lines grid.

= |f the Excel Link Reference column information is setup in the spreadsheet, it will not be
copied and pasted to the journal entry lines grid.

Editing and Deleting Journal Entries

The Journal Entry Summary dialog enables you to add, open, and delete journal entries and change
the journal entry type.

If journal entry links exist, the amounts will be refreshed to display the current amounts in the source
Excel® workpaper. Changes made in an open Excel® workpaper should be saved before refreshing
journal entry links, in order for the changes to flow to the journal entries.

If you want to post a Proposed Journal Entry to the trial balance, you can easily change the journal

entry type to one of the journal entry columns in the trial balance. Drag the journal entry in the Journal
Entry Summary dialog from the Proposed Journal Entries list to the appropriate journal entry book on
the left side of the window. There is no limit to how many times you can change a journal entry's type.

Notes:

* You can make journal entry changes only if you are the Current Editor of the trial balance.

= When a tax grouping list in the trial balance is eligible and selected for Schedule M-3, the
appropriate M-3 defaults are reflected in the detail lines of the journal entry if the journal entry is
moved to a Federal tax journal entry and the M-3 selections do not already exist. Also, if the
journal entry type is moved from a Federal tax journal entry to another journal entry type, the M-
3 selections remain in the detail lines of the journal entry but are hidden. This allows the user to
move the journal entry back to Federal tax journal entry without losing the user's original
selections.

To display the Journal Entry Summary window, do the following:

= From the Binder window, select Trial Balance > JE Summary.

i) * From the trial balance, Excel®, or Word window, select Workpaper Manager > JE Summary.
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Trial Balance: - - -
[2100.00 Tl Balance =] Adjusting Journal Entries

H | Description | WP Ref | Recurming | F{eversing| JE Links |
0001 To record sales cut-off .. 420015 N N M
0002 To record reserverforu... 420015 N N M
0003 Torecord capital asset ... 7300.25 N N M

Using the Journal Entry Summary Window

You can do the following from the Journal Entry Summary Window:

* Select a trial balance from the list to view the journal entry options for that trial balance. A list of
the journal entries you can create displays on the left. These are based on the journal entry
columns selected in the trial balance.

® (Click a journal entry type folder, and the Folder icon displays. The right side of the window
shows the journal entries of that type that have been created.

E‘ Note: The Proposed Journal Entries (PJE) folder shows the journal entries that have been
created but not posted to a journal entry column in the trial balance. This folder is automatically
available with all trial balances.

Each journal entry listed displays:

*= #. The number of the journal entry.

*= Description. The description of the journal entry.

W/P Ref. The workpaper reference entered in the journal entry.
= Recurring. Indicates Yes or No if the journal entry is set to recur in the next period.
= Reversing. Indicates Yes or No if the journal entry is set to reverse in the next period.

= JE Links. Indicates Yes or No if the journal entry contains any journal entry links.

Editing and Viewing Journal Entries

You can view and change journal entries from the Journal Entry Summary window by double-clicking
the journal entry or by clicking it once and then clicking Open. The Journal Entry Detail window
displays and you can make changes. See Creating Journal Entries on page 188 for instructions.

Chapter 5: Using the Trial Balance * 194



If journal entry links exist, the amounts will be refreshed to display the current amounts in the source
Excel® workpaper. Changes made in an open Excel® workpaper should be saved before refreshing
journal entry links, in order for the changes to flow to the journal entries.

Creating New Journal Entries

You can create new journal entries from the Journal Entry Summary window. Click New to open the
Journal Entry Detail window and follow the instructions in Creating Journal Entries on page 188.

Deleting Journal Entries

To delete a journal entry, do the following:

1. Select the journal entry.
2. Click the Delete button or press Del. A warning message appears.
3. Choose Yes to accept. Choose No to abort the delete.

Changing Journal Entry Types
You can change journal entry types by dragging them from one folder type to another folder type. For
example, you can use this method to move a proposed journal entry to one of the journal entry types
that have a column in the trial balance.

To change journal entry types, do the following:

1. On the left side of the Journal Entry Summary window, select the trial balance from the drop-
down list.

2. Click the folder for the type of journal entry you want to change. The journal entries that were
created for that journal entry type display on the right side of the window.

3. Click the journal entry to change and drag it to another journal entry type folder. Now the journal
entry exists in the new folder. You can repeat this process as many times as you need.

Note: When a tax grouping list in the trial balance is eligible and selected for Schedule M-3, the
appropriate M-3 defaults are reflected in the detail lines of the journal entry if the journal entry is
moved to a Federal tax journal entry and the M-3 selections do not already exist. Also, if the
journal entry type is moved from a Federal tax journal entry to another journal entry type, the M-3
selections remain in the detail lines of the journal entry but are hidden. This allows the user to
move the journal entry back to Federal tax journal entry without losing the user's original

selections.
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Creating Journal Entry Reports

Create Journal Entry Reports to review the journal entries you have made for the trial balance.

1. From an Excel® workpaper or trial balance in the binder, select Workpaper Manager >

‘@ Create > Journal Entry Reports. The Create Journal Entry Report dialog displays.
Create Journal Entry Report .
Trial balance:
| 2100.00 Trial Balance |
Report name guide: Workpaper index: Tab location:
|C0mbinedJournaI Entries Report |Unfi|edW0rkpapers j
Journal entry types Report options

. - ) - s B Ty "
Fig Select All I Unselect Al * Sort journal entries by Journal Entry Type only

" Sort journal entries by Journal Entry Type then Fund

Adjusting Journal Entries _ g
" Sort journal entries by Fund then Journal Entry Type
Reclassifying Journal Entries

Federal Tax Joumnal Entries dipExpand All - oz Collapse All - [3§ Select All [T Unselect All

StateTaxJournalEnfries || 77 ™ All fund types, fund subtypes and funds
Other Journal Entries1
Other Journal Entries2

Other Journal Entries3

2 e e B R

Proposed Journal Entries

Settings

[¥ Do not print background colors

¥ Combine selected JE types into one report

oK | Cancel |

2. From the Trial balance drop-down list, select the trial balance containing the journal entries you
want to print.

3. Adefault report name appears in the Report name guide field. You can accept the default
report name or type a different name. See step 7 for additional information.

Edit the Workpaper index name for the selected journal entry report workpaper.

5. Select the tab where the Excel® report will be saved in the binder from the Tab location field.
The default is Unfiled Workpapers.

6. Check the box for each type of journal entry report you want to create. To select all types of
journal entries, click Select All. Click Unselect All to clear all check boxes.

7. If you select just one type of journal entry to print, the report name defaults to that name with
the word Report added to the end of the name once the report is created. You can replace the
default name with a name of your choosing. When the report is created, the report's title
displays in the Report name guide field. Do not use the following invalid characters in the report
name:\/:*?[].

If you select more than one journal entry type and the Combine selected JE types into one
report option is not checked, the Report name guide and the Workpaper index fields are
disabled and the program automatically names the reports.
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8. Inthe Report options section, choose from the following report sorting options:
®= Sort journal entries by Journal Entry Type only.
= Sort journal entries by Journal Entry Type then Fund.
= Sort journal entries by Fund then Journal Entry Type.

9. For fund trial balances, select the fund types, fund subtypes and funds in the tree control that
you want to include in the report. To select all fund types, fund subtypes, and funds, click Select
All. Click Unselect All to clear all check boxes. Select All fund types, fund subtypes and
funds to include all current and future fund types, fund subtypes, and funds in the fund trial
balance selected.

Click Expand All or Collapse All or click the plus sign (+) or minus sign (=) within the levels
of the funds tree to select or unselect one or more individual fund types, subtypes and/or funds.

Note: If the "All" level of the funds tree or any fund type or fund subtype items in the tree
are clicked to select the check box, all current and future items (fund types, subtypes and/or
funds) listed below that level of the tree will automatically be selected and included in the
report when it is refreshed. If fund types, subtypes and/or funds created in the future should
not automatically be included in the report, unselect the higher level item in the tree and
instead select the specific lower level fund type(s), subtype(s) and/or fund(s) that should
display in the report. In this case, the higher level check box will display with a gray
background to indicate future items below that level will not automatically be included.

10. Check the Do not print background colors box if you do not want to print cell background
colors.

11. Check the Combine selected JE types into one report to combine all the journal entries
types selected in the Journal entry types section into one report.

12. Click OK. The report is generated as an Excel® workpaper and saved in the tab location
specified in the dialog. You can view the report from that tab or move the workpaper to another
tab.

Notes:

* After the journal entry report is created, the report settings can be changed by opening the
report, and selecting Properties from the Workpaper Manager ribbon.

# Journal entry reports can be spell checked by using the spelling feature on the Workpaper
Manager ribbon rather than using the spelling feature on the Excel® review ribbon.

* |f you have journal entry links setup, then be sure to refresh the journal links either before or
after the report is created. Changes made in an open Excel® workpaper should be saved before
refreshing journal entry links, in order for the changes to flow to the journal entry reports. See
Refreshing All Journal Entry Links on page 199 for more information.

I wa rning! System generated data is protected for JE and TB reports in the XLSX file format. The

spacer columns (the blank columns between the balance columns) and 50 columns to the right of
the header and 100 rows below the report are available for editing. You cannot insert or delete
columns and rows on XLSX reports.
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Adding Journal Entries with Links

The Add JE with Links option allows you to create links from an Excel® workpaper to a journal entry.
The workpaper must be in your Workpaper Manager binder and must be an XLSX file (Microsoft®
Excel® Open XML Document).

You must be the Current Editor or Live Editor of the trial balance to add journal entries.
To add a journal entry link, do the following:

1. Openthe Excel® workpaper in the binder you want and view outside.
2. Click on the amount you want to link to the journal entry.
Note: You may only select one amount at a time. If you want links from multiple cells in

Excel® to the same journal entry, see Adding Links to Existing Journal Entries on
page 200.

3. Select Add JE with Links from the Workpaper Manager ribbon or right-click and select Add JE
with Links from the menu. The Journal Entry Detail dialog opens.

E | Journal Entry Detail I;Ii-
Trial balance Type: 7]
| 2100.00 Trial Balance ﬂ |Adiusting Joumal Entries ﬂ Roll forward setting
JE# WP reference: * Dg not include in roll forward

le |

Desgcription:

" Recurring journal entry

[T Clear amounts & JE links

| | T Beversing journal entry

Available accounts: Eid Chart of Accounts

Account # Description -
T
¥ | 10000 Petty Cash
10100 Cash on Hand
10200 Regular Checking Account
10300 Payroll Checking Account -
Journal entry lines: New X Delete
*Account # Description Debit Credit Excel Link Reference
T
500.00 0.00 =[8100.00] [Book to Tax Recondliation]Summary! SBS5
0.00 500.00 =-[8100.00] [Book to Tax Recondliation]Summary! SBS5
*
Total = 500,00 500,00
Difference =
Save and New | Save and Close Cancel |
Y

4. Two rows in the grid are automatically added and filled in with:

* The amount selected in Excel® workpaper. The amount appears in each row - once as a
debit and the other as a credit.
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= The reference to the Excel® workpaper. The Excel Link Reference field is filled in with
the parameters that tie back to the source Excel® workpaper. The parameters include:
Workpaper ID, Workpaper Name, Excel Sheet Name, Excel® cell reference. For
example: “=[8100.00][Book to Tax Reconciliation]Summary!$B$5”.

Note: If you want to reverse the sign of the amount so it moves from the Debit column to
the Credit column or vice versa, then add a minus sign (-) after the equal sign (=) or remove
the existing minus sign.

5. Complete the journal entry information as usual. Select accounts for the rows in the grid, the
trial balance, the journal entry type, journal entry description, etc. All required fields must be
completed before the journal entry can be saved. For more information on completing the
journal entry information see Creating Journal Entries on page 188.

6. When you are finished with the journal entry, click Save and Close to close the journal entry
window.

Notes:

* |f you set the Recurring journal entry option, then the journal entry is automatically created in
next period’s binder with the same accounts and Excel link references. When the journal entry
refreshes either upon opening the journal entry or selecting the option to Refresh All Journal
Entry Links, the amount in the Excel® workpaper for that cell referenced will appear in the
journal entry.

= |f you select the Recurring journal entry option and the Clear amounts & JE Links, then the
Excel link references will be removed when the journal entry is automatically created in the next
period’s binder.

* The journal entry link will not automatically update if the amount in the Excel® workpaper shifts
to another cell. You may want to link from a summary sheet in the Excel® workbook where the
final amounts for the journal entry are less likely to shift.

}‘5 Tips:

= You can manually type in the Excel Link Reference field to create a link to an Excel®
workpaper. An error message will display if the parameters of the reference are invalid or the cell
referenced is not a numeric value. It's easier to start the process in Excel® so that the correct
parameters are created automatically for you.

= Always remember to save the Excel® workpaper and Refresh All JE Links when changes occur
in the spreadsheet, so that the updated amounts will flow to the journal entry, the trial balance
and the trial balance reports.

* You can break the journal entry link by deleting the Excel link reference.
# Asingle journal entry can have a mix of amounts that are linked and manually entered.
* Asingle journal entry can have links to amounts in one or more Excel® workpapers.

Refreshing All Journal Entry Links

The Refresh All JE Links option allows you to refresh all journal entry amounts that are linked to an
Excel® workpaper. The refresh will occur for all trial balances and all journal entry types in the binder.
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To refresh journal entry links, you must first save the Excel® workpaper and then do one of the
following:
1. From an Excel® workpaper, select Refresh All JE Links from the Workpaper Manager ribbon

or the right-click menu.
2. From a trial balance, select Refresh All JE Links from the Workpaper Manager ribbon.

3. From the Binder View, select Refresh All JE Links from the Trial Balance menu.

}'[{I Tip: Always save changes made to all Excel® workpapers that are used for journal entry links
before refreshing journal entry links. Any changes in an open Excel® workpaper that are not saved
before refreshing journal entry links will not to flow to flow to the journal entries, reports and trial

balances.
Notes:

* Every time you open a journal entry with links, the single journal entry will be automatically
refreshed to display the amounts saved in the source Excel® workpaper.

* A message will appear if any errors with the links are detected during refresh.
* A message will appear if the trial balance has an active Dynalink, the tax return is not open and
the refresh triggers a change to a balance that is selected for Dynalink.

Adding Links to Existing Journal Entries

The Add Links to Existing JE option allows you to add links from an Excel® workpaper to an existing
journal entry. The workpaper must be in your Workpaper Manager binder and must be an XLSX file
(Microsoft® Excel® Open XML Document).

You must be the Current Editor or Live Editor of the trial balance to add journal entries.
To add journal entry links to an existing journal entry, do the following:

Open the Excel® workpaper in the binder you want and view outside.
2. Click on the amount you want to link to the journal entry.
Note: You may only select one amount at a time. If you want links from multiple cells in
Excel® to the same journal entry, then repeat these steps after saving and closing the
journal entry

3. Select Add Links to Existing JE from the Workpaper Manager ribbon or right-click and select
Add Links to Existing JE from the menu. The Journal Entry Summary dialog opens.

4. Select the journal entry you want to add the links. The Journal Entry Detail dialog opens.
5. Two rows in the grid are automatically added and filled in with:

* The amount selected in Excel® workpaper. The amount appears in each row - once as a
debit and the other as a credit.
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= The reference to the Excel® workpaper. The Excel Link Reference field is filled in with
the parameters that tie back to the source Excel® workpaper. The parameters include:
Workpaper ID, Workpaper Name, Excel Sheet Name, Excel® cell reference. For
example: “=[8100.00][Book to Tax Reconciliation]Summary!$B$5”.

Note: If you want to reverse the sign of the amount so it moves from the Debit column to
the Credit column or vice versa, then add a minus sign (-) after the equal sign (=) or remove
the existing minus sign.

6. Select accounts for the new rows in the grid and make any other changes as needed. All
required fields must be completed before the journal entry can be saved.

7. When you are finished with the journal entry, click Save and Close to close the journal entry
window.

}'[{l Tips:

*= |f you set this journal entry to recur, then the journal entry is automatically created in next
period’s binder with the same accounts and Excel link references. When the journal entry
refreshes either upon opening the journal entry or selecting the option to Refresh All Journal
Entry Links, the amount in the Excel® workpaper for that cell referenced will appear in the
journal entry. The Clear amounts option will remove the Excel link references.

*= You can manually type in the Excel Link Reference field to create a link to an Excel®
workpaper. An error message will display if the parameters of the reference are invalid or the cell
referenced is not a numeric value. It’s easier to start the process in Excel® so that the correct
parameters are created automatically for you.

= Always remember to save the Excel® workpaper and Refresh All JE Links when changes occur
in the spreadsheet, so that the updated amounts will flow to the journal entry, the trial balance
and the trial balance reports.

* You can break the journal entry link by deleting the Excel link reference.
* Asingle journal entry can have a mix of amounts that are linked and manually entered.
= Asingle journal entry can have links to amounts in one or more Excel® workpapers.

Creating Trial Balance Reports

CCH ProSystem fx Workpaper Manager creates Excel®-based reports that summarize trial balance
information by account numbers, groups, subgroups, fund types, fund subtypes, or funds.

For example, if you want to know which accounts were assigned to the Cash group, you can create a
Cash report that shows details of the individual accounts that make up that group.

You create reports from the account groups you set up. You can put as many account groups in a
report as you need. You also have the choice of showing summary or detail information.

Examples of summary reports are preliminary and final analytic workpapers. Detail reports can be
leadsheets, working trial balances, book-to-tax comparisons, or budget-to-actual comparisons.
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When you generate reports, they are saved as Excel® workpapers in the Unfiled Workpapers tab of
the binder. You can then move the workpaper to any tab. Since these reports are in Excel®, you can
add documentation, tickmarks, and referencing as you would to a normal Excel® workpaper.

Once these reports are created, you do not need to create them again. If trial balance amounts
change due to journal entries, the amounts are automatically updated, leaving any documentation
you added intact.

Notes:

= |f the Excel® workpaper is open while you make a change to the trial balance amounts, you may
m need to refresh the open workpaper before the changes display. Click the Refresh button on
the Workpaper Manager ribbon.

* You can add customized information to trial balance reports. However, if you delete groups,
subgroups, fund types, fund subtypes, or funds or re-sequence the order, the customizations no
longer exist in the report.

Types of Reports

You can create the following types of reports:

* Summary by groups includes just the totals of each account group.
® Summary by subgroups includes the subtotals by subgroup and then the totals for each group.

* Detail reports list the accounts in each group and subgroup and show the subtotals. You can
have each account group in a separate report or combine all groups in a single report.

Creating New Trial Balance Reports

When you generate trial balance reports, they are saved as Excel® workpapers in the Unfiled
Workpapers tab. You can move the workpaper to any tab and add documentation, tickmarks, and
referencing. If trial balance amounts change due to journal entries, the amounts are automatically
updated in the report.

Trial balance reports summarize trial balance information by account numbers, groups, or subgroups.
For example, if you want to know which accounts were assigned to the Cash group, create a Cash
report that shows details of the individual accounts that make up that group. Reports can be summary
or detailed. You can put as many account groups in a report as you need.

When you create the report, you add the columns from the trial balance you want to see. If you
remove a column from the trial balance, the report still contains that column.

Fund trial balance reports summarize fund trial balance information by fund types, fund subtypes, and
funds. For example, if you wanted to report on all funds that were assigned to the Governmental fund
type, you can create a Governmental report that shows details of the individual funds that are
included in that fund type. Reports can be summary or detailed, and include the same account, group,
or subgroup information that is displayed in a non-fund report - separated by fund.

Funds can be summarized in rows or columns. The fund type and fund subtype totals will not display
in Fund TB Reports. When funds are included as rows, the fund information is summarized beneath
the subgroups. When the funds are included as columns, each fund is presented in a column for each
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period and balance type included. If you remove a column from the trial balance, the report still
contains that column. A limit of 200 columns can be included in a single report.

Note: Once you create a report, open the report before freezing any Workpaper Manager links.
To create a report from a trial balance, do the following:

1. From an Excel® workpaper or from a trial balance in the binder, select Workpaper Manager >
Create > TB Reports.

The Create Trial Balance Report dialog displays with the Groups tab selected.

Create Trial Balance Report (2100.00 Trial Balance) .
Funds Settings I Format Columns ] ©

Trizl balance:
|2100.00 Trial Balance -
Report name guide: Workpaper index:  Tab location:
|TriaIBaIance Summary LS |Unﬁ|ed Workpapers j

Account groups Report types

Grouping list: ' Summary - Groups

|Financia| Statements j " Summary - Subgroups

@ |nclude selected " Detail

" Include current and future [7 Combine groups

™ Classified report
[y Select All [:"* Unselect All
Group Description |~}

™ 4100 Cash & Equivalents

I~ 4200 Receivables

™ 4300 Inventory b

™ 4400 Prepaid Expenses

I~ 4500 Other Current Assets

I 4600 Property & Equipment

I~ 4700 Intangibles & Other Assets -

oK | Cancel ‘

2. From the Trial balance drop-down list, select the trial balance from which you want to create the
report.

3. Adefault report name appears in the Report name guide field. You can accept the default
report name or type a different name.

When selecting to create a Detail report, if you do not select Combine groups, the Report name
guide field is disabled and displays <Various>. The system automatically names the reports.

Enter a Workpaper index for the selected trial balance report workpaper.

5. Select the tab where the Excel® report will be saved in the binder from the Tab location field.
The default is Unfiled Workpapers.
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6. Inthe Account groups section, choose the following:

= Grouping list. Select the account grouping with the groups you want to use. The
account groups in that grouping appear in the Account Groups box. Notice that the list
does not show subgroups.

= [nclude selected. Includes only those account groups that are selected from the
Account Groups list.

= |nclude current and future. Includes all current account groups listed in the Account
Groups list as well as any additional groups you add in the future. When this option is
selected, all of the account groups are automatically selected and the Select All button is
disabled.

= Classified report. This check box is enabled if you chose Include current and future.
Checking this box includes account class and account type totals in the trial balance
report. This check box is disabled if you chose Include selected.

7. Check the boxes next to the group or groups for which you want to create a report. To include all
groups, click Select All. To clear all selections, click Unselect All.

8. Under Report Type, choose the type of report you want to create:
= Summary - Groups. Includes just the totals of each account group.
= Summary - Subgroups. Includes the subtotals by subgroup and the totals for each
group.
= Detail. Detail reports list the accounts in each account group and account subgroup and
show the subtotals. You can have each account group in a separate report or combine all

account groupings in a single report. Check the Combine groups box if you want all
detail information in a single report.

9. Click the Funds tab to select fund reporting options. See Selecting Fund Reporting Options on
the facing page for additional information.

10. Click the Settings tab to select general report settings. For additional information see Selecting
General Report Settings on page 206.

11. Click the Format Columns tab to define what columns are reflected in the report(s). For
additional information see Formatting Columns in Trial Balance Reports.

12. When you finish defining the report, click OK. The reports are created and stored in the tab
location specified in the dialog.

Notes:

*# After the trial balance report is created, the report settings can be changed by opening the report
and selecting Properties from the Workpaper Manager ribbon.

* Trial balance reports can be spell checked by using the spelling feature on the Workpaper
Manager ribbon rather than using the spelling feature on the Excel® review ribbon.
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Selecting Fund Reporting Options

Use the Funds tab on the Create Trial Balance Report dialog to select fund reporting options when
creating a fund trial balance report. If you have not selected a fund trial balance on the Groups tab,
then the options on the Funds tab will be disabled.

Create Trial Balance Report (GASB Fund Trial Balance) -

Groups Funds I Settings ] FormatCo\umns] ©

Fund report options
Display methed for funds:
i+ Display funds in rows
" Display funds in columns
[T Include a total column for all funds in report

[T Combine selected funds into single column

.{? Expand All = Collapse All [ Select All [:"* Unselect All

2 All fund types, fund subtypes and funds ~
|_‘—_|l_ - GOV Governmental Funds

- GEM General Fund Subtype

- REV 5Special Revenue Subtype

- DBET Debt Service Funds Subtype

- CAP Capital Projects Funds Subtype

- PRM Permanent Funds Subtype

- MMF Monmajor Funds Subtype

=~ - PRO Proprietary Funds

[T - ENT Enterprise Funds Subtype

-~ - ISF Internal Service Funds Subtype

-7 - NMF Monmajor Funds Subtype

=~ - FID Fiduciary Funds and similar compeonent units

[~ - PPT Private-purpose Trust Funds Subtype

o[ - INV Investment Trust Funds Subtype e

minlnislsls

QK | Cancel

1. Inthe Fund report options section, select the display method for funds:
= Display funds in rows
= Display funds in columns
= Select Include a total column for all funds in report to add a total column to the
report that displays the totals of all the fund columns that are displayed in the report.

= Select Combine selected funds into single column to show the account, group or
subgroup balances aggregated into a single column regardless of fund (this will look like
a non-fund report).

Note: After a report has been created, the Display funds in rows and Display
funds in columns options are disabled.

2. Select the fund types, fund subtypes and funds in the tree control that you want to include in the
report. To select all fund types, fund subtypes, and funds, click Select All. Click Unselect All to
clear all check boxes. Select All fund types, fund subtypes and funds to include all current
and future fund types, fund subtypes, and funds in the fund trial balance report.

Click Expand All or Collapse All or click the plus sign (+) or minus sign (-) within the levels
of the funds tree to select or unselect one or more individual fund types, subtypes and/or funds.
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Note: If the "All" level of the funds tree or any fund type or fund subtype items in the tree
are clicked to select the check box, all current and future items (fund types, subtypes and/or
funds) listed below that level of the tree will automatically be selected and included in the
report when it is refreshed. If fund types, subtypes and/or funds created in the future should
not automatically be included in the report, unselect the higher level item in the tree and
instead select the specific lower level fund type(s), subtype(s) and/or fund(s) that should
display in the report. In this case, the higher level check box will display with a gray
background to indicate future items below that level will not automatically be included.

Selecting General Report Settings

Based upon the selections made on the Create Trial Balance Report dialog, check or uncheck the
following boxes:

Create Trial Balance Report (2100.00 Trial Balance) .

Groups Funds FormatCqumns] ©

General report settings

I Hide empty groups and subgroups
[T Hide accounts with zero balances
I¥ Do not print background colors

™ Show WP Ref columns

¥ Include sum of account groups

¥ Include netincome

OK Cancel

General report settings

* Hide empty groups and subgroups. Causes groups and subgroups without accounts
grouped to them not to be included on the report.

= Hide accounts with zero balances. This option is available only when you select Detail as
the report type. Hides any accounts that have zero balances from within your report.

Note: This option does not hide all accounts that actually have a zero balance in the trial

balance. Only accounts with zero balances based on the selections made for this report are
hidden.
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= Do not print background colors. Check this box if you do not want to print cell background
colors.

= Show WP Ref columns. Shows any workpaper references. This check box is only enabled if
the report type is Detall.

* |nclude sum of account groups. Prints a Sum of Account Groups row at the bottom of the
trial balance report, which provides the total for each balance and journal entry type of all the
groups selected to be included in the report. This box is enabled for all Summary - Groups,
Summary - Subgroups, and Detail report types, both classified and unclassified, except an
unclassified Summary - Group TB Report.

1
[ Note: For classified reports, the Sum of Account Groups does not include groups classified
as MEM.

* Include netincome. Prints a Net (Income) Loss row at the bottom of the trial balance report,
which provides the net (income) loss amount for each balance and journal entry type included in
the report. This is the true net (income) loss amount for all groups, not just the groups selected
to be included in the report.

Sample Settings for Trial Balance Reports

The following table represents sample settings for certain types of reports. Remember that any
combination can be used to create the report of your choice.

For these examples, you should assume that the adjusted balance is the report balance, that you
have added a Tax balance column, and that Hide empty groups and subgroups, Hide accounts with
zero balances and Print as Black and White are checked. See Creating New Trial Balance Reports
on page 202 for more information on these options.

Account Group Format - Columns
Report Name Radio Button Report Type Included
PY-Adjusted
Include selected (Check . CY-Unadjusted
L h Detail
eadsheets boxes as needed) eal CY-AJE
CY-Adjusted
PY-Adjusted
Working Trial Include all Detail, CY-Unadjusted
Balance Combine Groups CY-AJE
CY-Adjusted
PY-Adjusted
Preliminary Include all Summary by Group or CY-Unadjusted
Analytical Review Subgroup $-Variance

%-Variance
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Account Group Format - Columns

RPN Radio Button REJORRE Included
PY-Adjusted
Flnall Analytical Include all Summary by Group or CY-A.dJusted
Review Subgroup $-Variance
%-Variance
. CY-Adjusted
Include selected Detail
Book-to-Tax nelude selecte el CY-FTJE
(Check boxes are needed) Combine Groups CY-Tax

* Another option for a report of this type is to print the Account Group Detail sheet in the trial balance.
Although this report looks very similar to the above report, the Account Group detail sheet is not
customizable in Excel®.

Formatting Trial Balance Reports

1. From an open trial balance or Excel® workpaper, select Workpaper Manager/Create/TB
Reports. The Create Trial Balance Report dialog displays.

2. Click Format. The Trial Balance Report Format dialog displays.

Awailable columns in this penod: Show these columns in this order
REII | Abbrey | Periad
- Final Balance - 1st Prior P...  1stP... 1243
ﬁﬂ;‘; | T;;';f e Unadiusted Balance UNADJ 12/3..
AJE 124312011 Dollar Y ariance BuaR 1243
Y 12712011 Percentage Vanance ZVAR 1243
RJE 1243201
FIRAL 12/3/20M
» a
1 v
£ >
£ 3 Mew % War Mew £ 4ar Delete Var
Yarance Properties
j and I j
Cancel
-
Help
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3. Inthe field below Available columns in this period, select the view from the drop-down menu
that contains the columns you want in the report. The display area below the Available columns
in this period field contains columns in the trial balance for that view.

Note: The account number and account description columns do not appear in the list of
columns selected for the report. These columns are required and must always appear as the
first two columns of all reports.

4. Select the column you want to show in the report in the Available columns in this period list on
the left and then click the right-arrow button to add a column to the list, or drag the column to
the list. Press Shift and Ctrl to add more than one column at a time.

5. Toremove a column from the report, select the column and click the left-arrow button to remove
a column from report button or drag the column to the Available columns in this period list.

6. To add columns to show variances between columns in the report, do the following:

= Click New % Var to show the difference as a percentage; click New $ Var to show the
difference as a dollar amount. You can add both percentage and dollar difference
columns in the reports. The new column appears above. When you select the new
column, the Variance Properties options at the bottom of the window become available.
Select the columns you want to compare from the drop-down menus.

= |f you want the differences to be shown as positive amounts, check the Absolute
Difference box.

7. To change the placement of a column in the report, select it in the right box and click the up or
down arrow button to change its order in the report. Moving a column up moves it towards the
left in the report. Moving a column down moves it to the right.

8. Click OKto save the report format. You can then complete the steps for creating reports. See
Creating New Trial Balance Reports on page 202.

Changing a Trial Balance Report

You must be the Current Editor of the trial balance report in order to modify trial balance report
properties.

1. Double-click the trial balance report in the Unfiled Workpapers tab or in another tab or folder if
you have moved the report.

2. Select Workpaper Manager > Properties. The Trial Balance Report Properties dialog
displays. The trial balance, grouping list, report name guide, and report type information cannot
be changed.

3. Under Account groups, specify which account groups you want on the report.

= Include selected. Includes only the account groups that you check. Future account
groups you create are not automatically included. Use the Select All and Unselect All
buttons to speed up the selection process. For example, if you want most account
groups, click Select All, then uncheck the account groups you do not want. If you only
want a few account groups, click Unselect All, then check the wanted groups.

= |nclude current and future. All current and future account groups are automatically
included in the report when the report is refreshed. Therefore, the Select All button is
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disabled because all account groups are already selected.
= Classified report. This option is disabled.
4. Check or uncheck the following boxes under Settings.

= Hide empty groups and subgroups. Causes groups and/or subgroups without
accounts grouped to them not to print on the report.

= Print as Black and White. Sets the printer settings not to print the cell background
colors.

= |nclude netincome. Prints Net (Income) Loss row at the bottom of the trial balance
report, which provides the net (income) loss amount for each balance and journal entry
type included in the report. This is the true net (income) loss amount for all groups, not
just the groups selected to be included in the report.

Note: The other options are disabled.

5. Click Format to add or remove columns from the report.

6. Click OKto close the TB Report Properties dialog and save the changes.

Moving Reports

By default, all reports appear in the Unfiled Workpapers tab in the binder with an assigned name and
no index number. You may want to move the reports to another tab in the binder and rename them.
For more information about tabs in binders, see Chapter 4: Creating and Using Binders on page 54.

To move reports between tabs, do the following:

1. From the Binder window, select the Unfiled Workpapers tab. The new reports appear there.
These reports are in Excel®.

If you want to change a report name or any of its other properties, right-click the report and
select Properties from the pop-up menu. See Chapter 6: Managing Workpapers on page 284,
for more information.

2. Select View > Expand All to show all tabs in your binder. This enables you to easily drag the
reports to the desired tab. Or, click the plus sign (+) to expand a particular tab's branch until you
can see the tabs in which you want to store the reports.

3. Select the report, right-click, and select Cut from the pop-up menu. Then, right-click the
workpaper tab where you want to file the report and select Paste. You can also drag the reports
to the appropriate workpaper tab in the binder.

Creating a Classified Trial Balance Report

A classified trial balance report includes account classification and account type totals. One
advantage of classified reports is that they refresh faster than standard reports.

You can include the sum of account groups in the reports. This is a sum of all the group balances for
the groups included in the report. If all groups are selected to be included, you know the trial balance
is in balance.
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You can include net income on trial balance reports. For classified reports, the net (income) loss
amounts are included in the Equity account classification total and as the sum of Revenues and
Expenses. This net (income) loss amount always reflects the "true" net (income) loss for all classified
groups even if all of the groups have not been selected to be included in the report.

The date and time print in the header, and the page number prints in the footer.

To create a classified trial balance report, do the following:

1. Once the trial balance is created (see Creating Trial Balances on page 128), you must open the
trial balance and select Workpaper Manager > Create > Trial Balance Reports. The

Create Trial Balance Report dialog displays.

Create Trial Balance Report (2100.00 Trial Balance)

l Funds Settings ] FormatCqumns]

Trizl balance:
| 2100.00 Trial Balance |

Repert name guide: Workpaperindex:  Tab location:

|Tria|Ba|anceSummaryLS |Unfi|edWorkpapers j
Account groups
Grouping list:
|Finan(ia| Statements j
& Include selected
" Include current and future
[ Classified report
[ SelectAll [:;‘ Unselect All

Group Description L=
™ 4100 Cash & Equivalents
™ 4200 Receivables
™ 4300 Inventory B
[~ 4400 Prepaid Expenses
™ 4500 Other Current Assets
™ 4600 Property & Equipment
[~ 4700 Intangibles & Other Assets -

(2]
Report types
f* Summary - Groups
" Summary - Subgroups
¢ Detail
[T Combine groups
OK Cancel

2. Under Account groups, select Include current and future and check the Classified report

box.

3. The Report name guide field displays the name of the trial balance from which the report was

created. You can change this name if necessary.

4. After the proper pre-selections have been made in step 2 of this procedure, the Create Trial
Balance Report dialog enables only those fields that support the creation of a classified report.
For details, click Help or press F1 while in the Create Trial Balance Report dialog. Make your

choices and click OK.

Note: In the classified report, total liability and equity is the sum of all accounts grouped as
liabilities and all accounts grouped as equity plus the net (income) loss from the trial balance. By
contrast, liability and equity is calculated in QuickView and the Trial Balance Snapshot by adding
all accounts grouped as liabilities and all accounts grouped as equity.
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Creating an Unclassified Trial Balance Report

You can create an unclassified report from a trial balance. The unclassified report can include the sum
of account groups in the Summary - Subgroup and the Detail reports. This is a sum of all the group
balances for the groups included in the report. If all groups are selected to be included, you know the
trial balance is in balance.

You can include net income on trial balance reports. For unclassified reports, the net (income) loss
amounts are printed at the bottom of the report. This net (income) loss amount always reflects the
true net (income) loss for all classified groups even if all of the groups have not been selected to be
included in the report.

The date and time print in the header, and the page number prints in the footer.

To create an unclassified trial balance report, do the following:

1. Once the trial balance is created (see Creating Trial Balances on page 128), you must open the
trial balance and select Workpaper Manager > Create > Trial Balance Reports. The
Create Trial Balance Report dialog displays.

Under Account groups, uncheck the Classified report box.

The Report name guide field displays the name of the trial balance the report was created from.
You can change this name.

4. After the proper pre-selections have been made in step 2 of this procedure, the Create Trial
Balance Report dialog enables only those fields that support the creation of an unclassified
report. For details, click Help or press F1 while in the Create Trial Balance Report dialog.
Make your choices and click OK.

Creating Consolidated Trial Balance Reports

You can generate a consolidated trial balance report based on the subsidiary data that is gathered.
You must begin with a consolidated trial balance in order to create a consolidated trial balance report.

To create a consolidated trial balance report, do the following:

1. Once the consolidated trial balance is created, open the consolidated trial balance and select
Workpaper Manager > Create >Trial Balance Reports. The Create Trial Balance Report
dialog displays.

2. Select the consolidated trial balance from the Trial balance drop-down list.

3. Adefault name displays in the Report name guide field. You can accept this default name or
enter one of your own.

4. Enter a Workpaper index for the selected trial balance report workpaper.

5. Select the tab where the Excel® report will be saved in the binder from the Tab location field.
The default is Unfiled Workpapers.

6. Inthe Account groups section, choose the following:

= Grouping list. Select the account grouping with the groups you want to use. The
account groups in that grouping appear in the Account Groups box. Notice that the list
does not show subgroups.
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= [nclude selected. Includes only those account groups that are selected from the
Account Groups list. If you want separate reports, select this option.

= |nclude current and future. Includes all current account groups listed in the Account
Groups list as well as any additional groups you add in the future. When this option is
selected, all of the account groups are automatically selected and the Select All button
becomes inactive.

= Classified report. This check box is enabled if you chose Include current and future.
Checking this box includes account class and account type totals in the trial balance
report. This check box is disabled if you chose Include selected.

= Report name guide. A default name displays in the Report name guide field. You can
accept this default name or enter one of your own.
7. Check the boxes next to the group or groups for which you want to create a report. To include all
groups, click Select All. To clear all selections, click Unselect All.
8. Under Report types, select the type of report you want to create:

» Summary - Groups. Includes just the totals of each account group.

* Summary - Subgroups. Includes the subtotals by subgroup and the totals for each
group.

» Detail. Detail reports list the accounts in each account group and account subgroup
and show the subtotals. You can have each account group in a separate report or
combine all account groupings in a single report. Check the Combine groups box if you
want all detail information in a single report.

9. Click the Settings tab to select general report settings. For additional information, see
Selecting General Report Settings on page 206.

10. Click the Format Columns tab to define what columns are reflected in the report(s). For
additional information, see Formatting Columns in Trial Balance Reports.

11. When you finish defining the report, click OK. The reports are created and stored in the tab
location specified in the dialog.

Modifying a Consolidated Trial Balance Report
In order to modify a consolidated trial balance report, you must be the Current Editor of the report.

To modify a consolidated trial balance report's properties, do the following:

Open the consolidated trial balance report.

2. Select Workpaper Manager > Properties. The Trial Balance Report Properties dialog
displays.

3. Under Account groups, include or remove the following options from your consolidated trial
balance report:

*= Include selected. Includes only those account groups that are selected from the
Account groups list. If you want separate reports, select this option.

= |nclude current and future. Includes all current account groups listed in the Account
groups list as well as any additional groups you add in the future. When this option is
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selected, all of the account groups are automatically selected and the Select All button
becomes inactive.

= (Classified report. This option is disabled.
4. The report type cannot be modified after creation. If the report type displayed is not acceptable
to you, create another consolidated trial balance report with the correct report type.
5. Check or uncheck the following boxes on the Settings tab:
= Hide empty groups and subgroups. Causes groups and/or subgroups without
accounts grouped to them not to print on the report.
= Hide accounts with zero balances. This option is available only when you select
Detail as the report type. Hides any accounts that have zero balances from within your
report.

! Warning! Only accounts with zero balances in the columns selected to be included
on the report are hidden. Other balance columns or journal entry columns may have
non-zero balances or activity, but the account is not included on the report.

= Do not print background colors. Sets the printer settings to not print the cell
background colors.

= Show WP Ref Columns. Shows any Workpaper references. This check box is only
enabled if the report type is Detail.

= |nclude sum of account groups. Prints, at the bottom of the trial balance report, a
Sum of Account Groups row, which provides the total for each balance and journal entry
type of all the groups selected to be included in the report.

= |nclude netincome. Prints, at the bottom of the trial balance report, a Net (Income)
Loss row, which provides the net (income) loss amount for each balance and journal
entry type included in the report. This is the true net (income) loss amount for all groups,
not just the groups selected to be included in the report.

6. Click OKto close the Trial Balance Report Properties dialog.

Using CCH ProSystem fx Workpaper Manager Reports

In addition to showing the columns for the account groups selected, reports also provide details from
any journal entry columns that you have and enable you to add documentation, tickmarks, or
referencing.

See Chapter 6: Managing Workpapers on page 284, for information on workpaper references. See
Chapter 7: Using Microsoft® Excel® on page 357, for information on tickmarks.

Chapter 5: Using the Trial Balance * 214



Consolidating Trial Balances

You can consolidate data from single company trial balances into a consolidated trial balance. This
consolidated data can then be included in another consolidated trial balance. When consolidating trial
balances, you need to be aware of the following information:

* You must be the Current Editor of the consolidated trial balance in order to consolidate trial
balances.

# Data can be consolidated by account detail, groups, or subgroups. Changes made to the
subsidiary can be reconsolidated to the consolidated level without losing any work done in the
consolidated trial balance.

Note: If a change is made to a subsidiary trial balance that affects the consolidated trial
balance, a Re-consolidation Needed item displays in the Diagnostics pane, and the
stethoscope icon displays in the Diagnostic column in the Binder window.

* For reporting purposes, you can create a consolidated trial balance report and formulas that use
either the subsidiary balances or the consolidated balances.

# During reconsolidation, the Number of prior periods field is automatically reset to zero to avoid
data loss. If you subsequently choose to reconsolidate prior period balances, the existing prior
period data is overwritten with the data you are currently consolidating (see Reconsolidating
Subsidiary Trial Balances on page 219).

* |f you consolidate by account groups or account subgroups, make sure you assign all accounts
to a group or subgroup, or the consolidated trial balance may not include all balances.

*# To bring consolidated prior period comparative data into a trial balance (for example, if
consolidation had not been required in the past), you can use one of the three methods
explained below.

= Create a binder with trial balances and the consolidated trial balance in the earliest year
of restatement. Enter the trial balance information, consolidate the trial balances, make
eliminating journal entries, and roll the binder forward, repeating for each successive
year.

= Use TB Edit Mode to directly key prior period information into the consolidated trial
balance. This edit mode is only available for prior period information as current year
information can only be posted to the consolidated trial balance during the consolidation
process.

®= Make sure subsidiary prior period information is available on any subsidiary trial balances
and then select the desired number of prior periods when creating the consolidated trial
balance. This imports and sums subsidiary prior period final balances and posts the sum
to the prior period comparative pre-consolidated and consolidated balance columns. You
can then use TB edit mode to adjust the prior period consolidated balance and reflect
any prior period eliminating journal entries.

* You can view consolidated account group and subgroup balances by opening the consolidated
trial balance, clicking the Group drop-down list (located below the Excel®ribbon), and selecting
Consolidation. After the consolidated trial balance refreshes, view your consolidated balances
using the same account groupings used in the subsidiary trial balances.
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* To do a nested consolidation (where a consolidated company becomes a subsidiary of another)
and use the same grouping list as the component subsidiaries, select Consolidation as the
Grouping list when creating the consolidation in the Consolidate TB dialog.

* Two types of journal entries are possible in a consolidated trial balance: Proposed Journal
Entries and Eliminating Journal Entries. Journal entries are added to a consolidated trial balance
using the same procedures as journal entries in the trial balance.

®# When a consolidated trial balance and the selected grouping list is eligible and selected for
Schedule M-3, expanded balances transfer to the return via G/L Bridge. If you are using a
consolidated trial balance with an M-3 enhanced grouping, only G/L Bridge can be used to
transfer balances to a return.

If Schedule M-3 is selected, up to four balances are transferred to the return. Because Federal
tax journal entries cannot be entered for a consolidated trial balance, the system calculates the
balances transferred from each of the individual trial balances that were consolidated.

You must be certain that the consolidated trial balance is in balance with the individual trial balances.
If you have made a change to an individual trial balance, you must reconsolidate prior to transferring
the balances to the return. Otherwise, the balances sent to the return are not the same as the
consolidated trial balance.

If you are using an M-3 enhanced consolidated trial balance, you must also transfer the pre-
consolidated balance from the consolidated trial balance as the tax balance. You should not transfer
the consolidated balance because it might include eliminating journal entries. In that case, the total
book balance plus temporary/permanent balances from the individual trial balances would not equal
the tax balance. A consolidated trial balance that is not M-3 enhanced can be exported to Taxprep
using either Dynalink or G/L Bridge. The consolidated balance must be used for data to transfer
accurately.

Creating a Consolidated Trial Balance

E

Consolidations occur at the trial balance level within one engagement binder. First, set up a trial
balance for each subsidiary. Then, create a separate consolidated trial balance for the consolidated
balances.

To create a consolidated trial balance, do the following:

1. Inthe Binder window, click the workpaper tab where you want to put the trial balance.
2. Do one of the following:
= Select File > New and then Trial Balance.
= Right-click the tab and select New Trial Balance.
= Click the New Trial Balance toolbar button.
The New Trial Balance dialog displays.
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3. Clickthe Consolidated tab.

X

New: Trial Balance

|E]
]

General] Annual  Consolidated l Monthl_l,ll Other ] Quartery 4 | *

Cancel

5.-'_"! Conzolidated Trial Balance - 2 Year

dils

4. Clickthe Consolidated Trial Balance - 2 Year template.
5. Click OKto open the Workpaper Properties dialog.

Workpaper Properties El

*orkpaper l Roll Farward ]

GUID:
Indes #: ||7
N ame:* |E0nsulidated Tral Balance - 2 Year
Type: Cansalidated Trial Balance
Created by: Strong. Charles 114212011 530718 PM

Lazt modified by:
Checked out by:
Azzigned to;
Deleted by:
Yerzion:

* Required figld

0k | Cancel Help

6. Complete the top of the Workpaper Properties dialog as follows:
= |nthe Index # field, enter an index number for the trial balance workpaper. This is an
optional field.

®= |ts purpose is to help you organize your workpapers and provide a means to reference
the workpapers. It also is necessary if you want to insert a workpaper reference link to

this workpaper.
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*= |nthe Name field, enter the name for the trial balance. The default name is the name of
the trial balance template. You can use this name or enter a new name. Thisis a
required field. Do not use the following characters: '|: ", ().

! Important! The trial balance name that you enter here displays in the formulas that
link your trial balance data to workpapers. See Chapter 7: Using Microsoft®
Excel® on page 357, and Chapter 8: Using Microsoft® Word on page 380, for
more information. The formulas do not change if you rename your trial balance.
Therefore, choose a suitable name that you will recognize when reviewing your
formulas.

For example, with a consolidated entity, use the entity name for each trial balance so
that you know which entity a specific amount came from when reviewing your TB Link
formulas. If you do rename your trial balance and realize your links no longer work,
simply rename it back to its original name.

7. Click OK to create the trial balance.

Setting Up Consolidated Trial Balance Columns

The consolidated trial balance starts with six columns in the current view:

= Account. Represents the grouping basis for the consolidation. It is the account number, the
group code, or the group+subgroup code from the subsidiaries.

= Description. Represents the description of the grouping basis for the consolidation. It is the
account description, the group name, or the subgroup name from the subsidiaries.

= PRE-CONSOL. The Pre-Consolidated column is the sum of the balances from all of the
subsidiaries.

= JE Ref#. The Journal Entry Reference Number relates to the eliminating journal entries posted
in the consolidated trial balance.

= EJE. The Eliminating Journal Entries posted in the consolidated trial balance display in this
column. This is the only journal entry allowed in a consolidated trial balance. If you want to
make an adjusting entry or a reclassifying entry, you need to post that at the subsidiary level.

= CONSOL. The Consolidated column is the sum of the PRE-CONSOL column plus the EJE
column.

After the initial consolidation, new columns display with the subsidiary information. Each subsidiary is
represented in a column before the PRE-CONSOL column. You can control the order of the
subsidiaries and the balance type that is used. Use the TB Column Setup window to reorder the
subsidiary columns.

You can add more columns, such as percent variance, dollar variance, and prior year columns. You
may also choose to show prior period columns for each of the subsidiary trial balances in the
consolidated trial balance.
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Note: If subsidiary trial balances are added in the Consolidate TB window after the initial
consolidation, the reconsolidation process will place those subsidiaries after all other columns in
the consolidated trial balance. In addition, the order of the subsidiary trial balances in the
Consolidate TB window cannot be changed after the initial consolidation. To change the order of
the columns, use the TB Column Setup feature as described in Setting Up Trial Balance
Columns and Views on page 139.

Reconsolidating Subsidiary Trial Balances

If changes have been made to any of the subsidiary trial balances that affects the balance used for
the consolidated trial balance, reconsolidate the consolidated trial balance so the changes flow to it.
Upon reconsolidation, subsidiary information is overwritten instead of appended to. Therefore, any
accounts at the detail level that have been added, modified, or deleted at the subsidiary level are
added, modified, or deleted in the consolidated trial balance. Any work done prior to the
reconsolidation is saved, such as eliminating journal entries, reports, TB links, etc.

Notes:

* |f a change is made to a subsidiary trial balance that affects the consolidated trial balance in the
Binder window, a Re-consolidation Needed item displays in the Diagnostics pane, and the
stethoscope icon displays in the Diagnostic column.

*= During reconsolidation, Workpaper Manager automatically resets the Number of prior periods
field to zero to avoid data loss. When you choose to reconsolidate prior period balances,
Workpaper Manager overwrites the existing prior period data with the data you are currently
consolidating.

* |f subsidiary trial balances are added in the Consolidate TB window after the initial
consolidation, the reconsolidation process will place those subsidiaries after all other columnsin
the consolidated trial balance. In addition, the order of the subsidiary trial balances in the
Consolidate TB window cannot be changed after the initial consolidation. To change the order
of the columns, use the TB Column Setup feature as described in Setting Up Trial Balance
Columns and Views on page 139.

Creating Consolidated Reports

CCH ProSystem fx Workpaper Manager generates a consolidated report, based on the subsidiary
data that is gathered.

To create a consolidated report, do the following:

1. From the trial balance window, select Workpaper Manager > Create > Consolidated
Reports.

2. Select the report options, as desired. These options are the same as those for regular trial
balance reports. Refer to Creating Consolidated Trial Balance Reports on page 212 for
information.

3. Click OK to create the report. Like other CCH ProSystem fx Workpaper Manager trial balance
reports you can customize this report in Excel®.
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Adding Journal Entries to a Consolidated Trial Balance

Two types of journal entries are available in a consolidated trial balance: Proposed Journal Entries
and Eliminating Journal Entries. These journal entries are added using the same procedures as
journal entries in the trial balance. For more information on adding these journal entries, see Creating
Journal Entries on page 188

Write Up Trial Balance

CCH ProSystem fx Workpaper Manager uses the write up trial balance as a means to enter client
transactions. There are two methods to enter transactions for the current period: write up journals and
client journal entries (CJE).

Workpaper Manager provides 11 default write up journals to help you organize the transactions. You
can rename or delete the default journals. You can also add as many new journals as you want. The
amounts from the write up journals appear in the trial balance in the CJE column.

Another way to record the transactions for the current period is to use the journal entry area of the
program. In a write up trial balance, there is a journal entry type CJE. You can use CJEs to enter the
transactions for the current period. The amounts appear in the CJE column of the trial balance.

You can only use one of the these methods at a time in a trial balance. Once you enter data in a write
up journal orin a client journal entry, you are prevented from entering data using the other method.

Note: You must be the Current Editor of the write up trial balance in order to enter current period
transactions.

Creating a Write Up Trial Balance

To access the features in CCH ProSystem fx Workpaper Manager that allow you to enter transactions
in write up journals or in client journal entries, you must start with a write up trial balance template.

To create a write up trial balance, follow these steps:

1. Inthe Binder window, click the workpaper tab where you want to put the trial balance.
2. Do one of the following:

= Right-click the tab and select New Trial Balance.

= From the File menu, select New, then Trial Balance.

» Click the New Trial Balance toolbar button.

&
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The New Trial Balance dialog displays.

New Trial Balance

Other | Quarterly| Semidnnual | Tax  Wite Up | A

Cancel

{-'_“erite Up Trial Balance

15

3. Use the arrows to scroll to the right and click the Write Up tab.
Click the Write Up Trial Balance template and then OK to open the Workpaper Properties
dialog.
5. Complete the top of the dialog as follows:
= |nthe Index # field, enter an index number for the trial balance workpaper. This is an
optional field provided to help you organize workpapers and provide a means to
reference the workpapers. It also is necessary if you want to insert a workpaper reference
link to this workpaper.
= |nthe Name field, enter a name for the trial balance. This is a required field. You can
use the default name, which is the name of the template, or you can type a new name.
Do not use the following characters: '|: ", ().

[ ! | Important: The trial balance name that you enter in this field displays in the
formulas that link your trial balance data to workpapers. See Chapter 7: Using
Microsoft® Excel® on page 357 and Chapter 8: Using Microsoft® Word on
page 380, for this analysis. The formulas do not change if you rename your trial
balance. Therefore, choose a suitable name in this field that you will recognize when
reviewing your formulas.

6. Click OK.

Setting Up Write Up Trial Balance Columns

The write up trial balance starts with the following columns in the current view:

= Account. This column displays the account number.
#= Description. This column displays the account description.
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= BEGIN. The beginning balance column. When you roll forward a binder to the next period, the
ending balances from the prior period appear in this column. When you roll a binder forward to a
new year, the balance sheet accounts start with the prior period's ending balances and the
income statement accounts start with zero. Net income or loss for the year is posted to the
retained earnings account during the roll forward.

s JE Ref #. Displays the journal entry reference number, which relates to either the write up
journal or client journal entries used to post the detail transaction. If you use the write up
journals, the abbreviation for the journal and the reference number displays. If you use the client
journal entries, CJE and the journal entry number display.

= CJE. Displays the current period transactions that were entered in either the write up journals or
the client journal entries. You can select to show the summary or the detail of the entries.

= UNADJ. Displays the unadjusted balance, which is the sum of the beginning balance column
plus the CJE column.

= JE Ref #. Displays the Journal Entry Reference Number, which relates to the reclassifying
journal entries posted.

= AJE. Displays the posted adjusting journal entries.

= ADJ. Displays the adjusted balance column, which is the sum of the unadjusted balance plus
the AJE column.

= RJE. Displays the posted reclassifying journal entries.
= Final. Displays the sum of the adjusted balance plus the RJE column.
s WP Ref. A column for inserting workpaper references.

You can add more columns, such as percent variance, dollar variance, and tax balance columns. For
more information, see Setting Up Trial Balance Columns and Views on page 139.

To set up the accounts and beginning balances for the write up trial balance, see Converting and
Importing Trial Balance Data on page 145 or Adding, Modifying, or Deleting Trial Balance Accounts
on page 167.

Using Write Up Journals

CCH ProSystem fx Workpaper Manager provides eleven default write up journals to help you
organize the different types of transactions. You can rename or delete the default journals.

The amounts from the write up Journals appear in the trial balance in the CJE (Client Journal Entry)
column. All default journals behave the same; only the name of the journal is different.

To use the write up journal:

1. Do one of the following:

= From the binder view, select Trial Balance > Write Up Journal Entry.

14 = From the open trial balance, click the Write Up Journal Entry button on the Workpaper
Manager ribbon.
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The Write Up Journal Entry dialog displays. This dialog can be resized by dragging the corner
of the dialog box. This will allow you see more on the screen and make it easier to enter data.

Write Up Journal Entry == -
Trial balance: |PETYRIELEEE (o Journal: |AF' - diccounts Payable Jounal ﬂ (7]
Hew ){
*Date Ref | Transaction *Account Debit Credit
L
Total = 0.00 0.00
Difference =
Options Journals Setup Close

2. From the Trial balance drop-down list, select the write up trial balance you want to post the
transactions to.

3. From the Journal drop-down list, select the type of write up journal you want to use to enter the
transactions.

4. If you want to modify the abbreviation and/or journal name, delete an existing write up journal,
or add a new write up journal, click the Journals Setup button. Make the desired change and
click Close.

Note: The journals are sorted alphabetically.
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5. Click Options to set the options for the active journal. The Options dialog displays.

Options -

Default date
{* Previously used date

" Specific date 1/7/2016 |:
" Today's date

Reference number
{* Increment previous

" Repeat previous
" Blank

Account Number and Description
¢ Blank
" Repeat previous

oK Cancel

6. Select the options and click OK.

7. Click the New button to start entering in the journal. A new row appears in the journal. The
following fields display:

= Filter. Referto Using Grids on the facing page for information on using the filter row as
well as other grid functionality.

= Date. The default date is based on the setting in Options. You can accept the default or
change it.

= Ref. The reference number is also based on the setting in Options. You can accept the
default or type over it.

= Transaction. Type the description of the detail transaction.

= Account. Enter the account number. You can type the account number or open the
drop-down list by pressing F4or clicking the down arrow. You can set the account number
and description to repeat from the row above in the Options.

= Debit. Enter the debit amount for this transaction, if applicable.
= Credit. Enter the credit amount for this transaction, if applicable.

Arunning total of Debits and Credits displays at the bottom of the window. Also, each
new row added in the journal automatically defaults an amount to balance the journal.
You can accept this amount or type a different amount.

“,:[{ Tip: You can press Enter or Tab to advance to the next cell in the row of the journal.

8. If you want to delete an existing row in the journal entry, highlight the row and click the Delete
button.

9. Click Close to finish entering transactions.

Creating Write Up Reports

CCH ProSystem fx Workpaper Manager provides three transaction reports to display the information
entered in the write up journals: Write Up Detail Report, G/L Current Period Report, and G/L YTD
Report.
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Write Up Detail Report

This report shows the detail of the entries in the selected journal. The columns in the report are the
same as in the journal.

To create a write up detail report, do the following:

Open the write up trial balance (see Opening the Trial Balance on page 135).

2. Select Workpaper Manager > Create TB Reports > Write Up Reports > Write Up Detail
Report on the Workpaper Manager ribbon.

The Create Write Up Journal Report dialog displays.
3. Select the trial balance from the drop-down list.

Check the boxes for the specific write up journals you want to create reports for. To select all
journal types, click Select All. Click Unselect All to clear all check boxes.

5. Adefault report name appears in the Report Name field. You can accept the default report
name or type a different name. If you select more than one journal type above, then the Report
Name field is disabled and the program automatically names the reports.

6. Click OKto create the report(s). The report is created and filed in the Unfiled Workpapers tab
in the binder.

G/L Current Period Report

This report shows the accounts in the trial balance and their beginning balances, transaction
amounts, and ending balances for the current period only. The G/L Current Period Report generates
detail information for both annual and non-annual binders.
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To create the G/L Current Report, do the following:

1. Open the write up trial balance (see Opening the Trial Balance on page 135).
2. Select Workpaper Manager > Create TB Reports > Write Up Reports > G/L Current
Report on the Workpaper Manager ribbon. The Select Journal Entry dialog displays.

Select Journal Entry -

Select the type of journal entry to include in the report:

Sele...  Abbrev |Name -
3 CIE Client Journal Entries

AJE Adjusting Journal Entries
RIE Redassifying Journal Entries
FTIE Federal Tax Journal Entries
STIE State Tax Journal Entries
QJE1  Other Journal Entries1
QJE2  Other Journal Entries2 b

oK Cancel Help

3. Select the journal entry types to display in the report. When you select a journal entry type, all
preceding journal entry types are automatically selected.

4. Click OK. The report is created and filed in the Unfiled Workpapers tab in the binder.

G/L YTD Report

This report shows the accounts in the trial balance and their beginning balances, transaction
amounts, and ending balances for all periods in the fiscal year. The G/L YTD Report generates detail
information for annual binders only.
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To create the G/L YTD Report, do the following:

Open the write up trial balance. See Opening the Trial Balance on page 135.

2. Select Workpaper Manager > Create TB Reports > Write Up Reports > G/L YTD
Report on the Workpaper Manager ribbon. If the write up trial balance is in an annual binder,
the Select Journal Entry dialog displays.

Select Journal Entry -

Select the type of journal entry to include in the report:

Sele... Abbrev Name -
k CIE Client Journal Entries

AJE Adjusting Journal Entries
RIE Redassifying Journal Entries
FTJE  Federal Tax Journal Entries
STIE State Tax Journal Entries
DJE1  Other Journal Entries1
QJE2  Other Journal Entries2 b

QK Cancel Help

= | Important: If the write up trial balance is in a non-annual binder, a message displays
warning that the report will contain write up journal entries only. Click OK to generate the
report with write up journal entries only.

3. Select the journal entry types to display in the report. When you select a journal entry type, all
preceding journal entry types are automatically selected.

4. Click OK. The report is created and filed in the Unfiled Workpapers tab in the binder.

Creating Client Journal Entries

You can also record transactions for the current period with the Journal Entry area of the program. In a
write up trial balance, there is a journal entry type CJE (Client Journal Entry). You can use client
journal entries to enter the transactions for the current period. The amounts appear in the CJE column
of the trial balance.
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To create a client journal entry, do the following:

1. Open the Journal Entry Detail window as follows:
= From the Binder window, select Trial Balance > Add Journal Entry.
= From the trial balance, Excel®, or Word window, select Workpaper Manager >Add
Journal Entry.

§=] = From the trial balance, Excel®, or Word window, click Workpaper Manager >JE
Summary and then click the New button.

2. Select the write up trial balance that you want to post the journal entry to from the Trial Balance
drop-down list.

3. Inthe Type field, select the Client Journal Entries option.

4. Complete the Journal Entry as normal. For more information on how to create journal entries,
see Creating Journal Entries on page 188.

The amounts posted in the client journal entries appear in the write up trial balance in the CJE
column. You can choose to show the detail of the journal entry in the trial balance.

The regular trial balance reports print the client journal entries. For more information on how to create
trial balance reports, see Creating Trial Balance Reports on page 201.

Fund Trial Balance

CCH ProSystem fx Workpaper Manager uses the fund trial balance as a means of storing and
managing financial data by funds. With a fund trial balance you can setup fund types, fund subtypes,
and funds and then assign accounts directly to these funds. You can then view the resulting data in
the two new fund worksheets:

* Fund Group Summary. Displays groups and balances for funds and, if selected, shows the
totals for the fund types and subtypes.
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= Fund Sub-Group Summary. Displays the subgroups and balances for funds and, if selected,
shows the totals for the fund types and subtypes.

File Home  Insert  Pagelayout  Formulas  Data  Review  View  AddIns | Engagement
Q Quickview @ @ Copy T8 Link {2 Create WP Note §52dd Journal Entry w2 58 acrount Groupings 57 ‘Wiew:  Financial Sta.,
(2] Refresh ik Quiklink - JB Insert P Reference  §i8JE Summary == & Import - @R Classifications ﬂ Group: GASE Financ.

Chartof g Create
[ Froperties [ Open P Reference | §@WU loumnal Enty | sccpunts A Consolidate T & Funds Setup - & 18 Calumn Setup
General Links Workflowur Journal Entries Chart of Accounts Groups and Funds | Reports View,
1 - 2
2 & If accounts are Use Select Funds to 7

1 [ Client: Sample Company| @Ssigned to a group select the period, L
2 Engagement; GASB Sample Co. H
3 Period Ending: 943013 but not to 2 fu _”d' this balance type and
4 Trial Balance: GASB Fund Triztd  column will dlsplay. funds to display in
5 Fund Type T PRO
& Fund Subtype All Subtypes
7 Fund Index Type Total
8 Fund Description:

1 Account Description
12 9/30/2013

Unassigned 12 500.001) (7,315,910.00)
79 45000 Charges for Senices 0.00 (77 500.00) (174,000.00) (11,763,340.00)
81 45200 Misc. Operating Revenues 0.00 0.00 0.00 (103,820.00)
a3 46500 Interest and investrnent revenue 0.00 (2,500.00) (1,500.00) (272,360.00)
87 47000 Mise Revenue 0.00 0.00 0.00 (275,400.00)
111 59100 Interest and Fiscal Charges 0.00 £00.00 0.00 311,570.00
113 55200 Intergovernmental 0.00 0.00 0.00 (31,690.00)
114 58300 Persanal semvices 0.00 4,273,220.00
115 58320 Contractual and Professional Senices 0.00 Subtype and type tOtaIS are 1,127,380.00
116 55340 Other Supplies and expenses 0.00|bolded and include all funds within 2,897,060.00
117 58350 Repairs and maintenance 0.00 11,000.00 428,360.00
16 59360 Insurance Claims and Expenses am| the subtype/type regardless of 0.00 5,090.00
1159 58370 Utilities 0.00 3 3 15,500.00 313,400.00
120 58410 Depraciation 0.00 which funds are dlsplayed' 1,500.00 1,054,720.00
130 62000 Transfers Out .00 0.00 0.00 0.00 300,000.00

30,000.00

Net {Income) Loss

B
4 4 > b Account Group Summary: Account Sub-Group Summary Fund Group Summary Fund Sub-Group Summary 7] []¢

The fund information can be entered manually using Setting up Funds on page 237 or imported using
Importing Funds, Fund Types, and Fund Subtypes from an Excel® File on page 233 and Importing
Accounts and Optionally Their Fund Assignment from an Excel® File on page 245. You can then
modify the views of the new fund worksheets using Select Funds to change the columns that are
displayed by selecting the period, balance type, and funds you want to view. You can also select to
hide fund and total columns.

Fund Trial Balance Hierarchy

The fund trial balance allows for setting up funds along with their fund types and optionally fund
subtypes. Fund types, fund subtypes and funds provide for defining a hierarchical view of fund
balances which can be reviewed in the fund trial balance and fund journal entry reports. In addition,
the balances at each hierarchical level can be linked in financial statements and supporting
documents as TB links.

Below is an example of the fund hierarchy:

Governmental Funds
General Fund Subtype
General Fund

Note: The fund subtype level of the hierarchy is optional.
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This hierarchy intersects with the account types, account classifications, account groups and account
subgroups depending on where the account is assigned. Each account will be assigned to a single
fund and one (or more if you are using multiple grouping lists) group or subgroup.

Class }\~ Group Fund Type
\ i n

Subgroup Account ra Furd Fumnd Subtype

k4

Using Fund Trial Balance Templates

Blank Fund TB Template

The Blank template can be used as a starting point for creating customized TB templates from scratch
due to it having minimal defaults.

* Trial balance Views in TB Column Setup include a Default and Financial Statement view.

® Other Not-For-Profit grouping list is provided.

Fund Type “None” is provided by default (no other fund types/subtypes are included). We

recommend you delete this default fund type once you have set up the fund types for the
specific engagement.

NFP Fund TB Template

The NFP template is for engagements that use standard not-for-profit grouping lists and might also
want to use tax groupings (can be imported), tax balances, and/or imported budget balances. This
template can also be used as a starting point for creating a customized NFP template.

® Trial balance Views in TB Column Setup include a Default, Financial Statement, Tax and
Budgetary view.
Financial Statements (for the Non-Profit Organization) grouping list is provided.

Fund types and fund subtypes that are typical for a Not-for-Profit engagement are provided by
default.

GASB Fund TB Template

The GASB template is recommended for migrating trial balances created from the GASB binder
template provided in prior releases of CCH ProSystem fx Workpaper Manager to a GASB fund trial
balance using Import from Workpaper Manager TB. Importing prior period balances will be seamless
since the columns in the original trial balance match up with the columns in the new fund trial balance.
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* Trial balance Views in TB Column Setup include a Financial Statement and Budgetary view that
are customized for a GASB engagement.

*# Two GASB Financial Statement grouping lists are provided:

®= GASB Financial Statements grouping list without subgroups has the prior GASB
Financial Statement groups that have the 5-digit indexes. All subgroups referring to
funds or fund types have been removed.

®= GASB Financial Statement grouping list with subgroups is the new revised GASB
Financial Statements grouping list with both groups and subgroups for financial
statements using standard indexing consistent with best practices.

®* Fund types and fund subtypes that are typical for a GASB/Government engagement are
provided by default.

Government Fund TB Template

The Government template is for government engagements that follow the GASB standards and
where the additional OJE and OBAL columns and calculations may be needed. Any engagements
that need tax balances should not use this template.

# Trial balance Views in TB Column Setup include a Financial Statement and Budgetary view that
are customized for a Government engagement.
®* GASB Financial Statements grouping list (consistent with best practices) is provided.

* Fund types and fund subtypes typical for a GASB/Government engagement are provided by
default.

Creating a Fund Trial Balance

To access the features in CCH ProSystem fx Workpaper Manager that allow you to enter
transactions for funds, you must start with a fund trial balance template. You can also copy a fund trial
balance to create a new fund trial balance. You can copy from within the same binder or from a
different binder.

To create a fund trial balance from a template, do the following:
1. Inthe Binder window, click the workpaper tab where you want to put the trial balance.
2. Do one of the following:
= Right-click the tab and select New Trial Balance from the pop-up menu.

= Select File > New > Trial Balance.
= Click the New Trial Balance toolbar button.
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The New Trial Balance dialog displays.

P ~

Mewre Trial Balance @

| [aeneral | Annual | Eu:unsu:ulidatedl Fund | b arithily I Other | il |k Qk.

| Cancel |

El[Blank Fund Trial Balance:

EI| GASE Fund Trial Balance L=
ﬂ;J Government Fund Trial Balance T
L NFP Fund Trial Balance | Heb |

3. Use the arrows to scroll to the right and click the Fund tab.
4. Click the desired template and then OK to open the Workpaper Properties dialog. See Using
Fund Trial Balance Templates on page 230 for additional information.

You can create customized templates for your firm by selecting the template you want to
customize, making applicable changes, and then saving the fund trial balance as a template.

5. Complete the Workpaper Properties dialog as follows:

= |nthe Index # field, enter an index number for the trial balance workpaper. This is an
optional field provided to help you organize workpapers and provide a means to
reference the workpapers. It also is necessary if you want to insert a workpaper reference
link to this workpaper.

= |nthe Name field, enter a name for the trial balance. This is a required field. You can
use the default name, which is the name of the template, or you can type a new name.
Do not use the following characters: '|: ", ().

Important: The trial balance name that you enter in this field displays in the formulas that
link your trial balance data to workpapers. See Chapter 7: Using Microsoft® Excel® on
page 357 and Chapter 8: Using Microsoft® Word on page 380 for this analysis. The
formulas do not change if you rename your trial balance. Therefore, choose a suitable name
in this field that you will recognize when reviewing your formulas. The formula for a TB link
is limited to 850 characters.

6. Click OK to create and insert the fund trial balance in the selected tab of the Binder window.

Note: You must have a trial balance license and have the proper staff group right to create a trial
balance.
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Importing Funds, Fund Types, and Fund Subtypes from an Excel® File

Funds, along with their associated fund type and optionally fund subtype, can be imported to a fund
trial balance from an Excel® worksheet using the Paste Funds Import dialog. In addition, they can be
manually set up in the Funds Setup dialog. Use this procedure to import fund data using the Paste
Funds Import dialog.

Before importing trial balance funds data from Excel®, complete the following:

Using the Funds worksheet in the Paste Funds Import Template located in X:\Pfx
Engagement\WM\Workpaper Templates\TB Import (where X represents the drive where
CCH ProSystem fx Workpaper Manager is installed) or another Excel® file, prepare the fund
information in the required format.

* The columns in the source worksheet must be in the order shown below. Remove any empty
columns.
A, B C O E F
Fund Fund Fund Type Fund Type Fund Subtype  Fund Subtype
Index Description Index Description Index Description

®# The Fund Index and Fund Description columns are required for import.

* Default fund types and fund subtypes are provided with the GASB, Government, and Not-for-
Profit fund trial balance templates. These defaults are also included in the relevant tab of the
Paste Funds Import Template. If desired, the defaults can be copied and pasted into the Funds
worksheet for any funds to be imported.

® |f the Fund Type for one or more funds is not included in the data for import and the fund does
not already exist in the trial balance, the funds will be assigned to the “None” fund type during
the import process. The fund type assignment can be changed at a later time in the Funds
Setup dialog. Delete the "None" fund type after you have assigned the funds to the fund type.

# |f any Fund Type or Fund Subtype Index in the Funds worksheet does not already exist in the
trial balance to which the data will be imported, a new fund type or fund subtype will be created
as part of the import process. These new fund types and fund subtypes will be sorted after
existing fund types and subtypes in the same order as they are imported from the source
worksheet. The order of the fund types and subtypes can be changed at a later time in the
Funds Setup dialog. The order of the fund types and fund subtypes is used to define the order of
fund columns in the fund trial balance.

Notes:

* |ndex fields over 10 characters will be reduced to the maximum of 10 characters when pasted
into the Paste Funds Import grid.

* Description fields over 250 characters will be reduced to the maximum of 250 characters when
pasted into the Paste Funds Import grid.
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To import the fund Excel® data into CCH ProSystem fx Workpaper Manager, do the following:

1. Copy the data for import to the Paste Funds Import dialog.
a. If the source Excel®file is inserted in the binder, do the following:
i. Open the Excel®file to the worksheet that contains the data to be imported.

ii. Highlight the cells containing data to be imported.
I Important:

®* Do not include header or total rows in the highlighted area.
®= Do not include any blank columns in the highlighted area.

iii. Select Edit> Copy or right-click and select Copy.
iv. Select Import> Paste Funds Import from the TB Setup lookup item on the
Workpaper Manager ribbon, or right-click and select Paste Funds Import.
b. If the source Excel®file is not inserted in the binder, do the following:

i. Open the Workpaper Manager trial balance or any Excel® workpaper in the
binder.

i. Open the source Excel® file to the worksheet that contains the data to be
imported.

iii. Highlight the cells containing the data to be imported.
I Important:

®= Do not include header or total rows in the highlighted area.
®= Do not include any blank columns in the highlighted area.

iv. Select Edit > Copy or right-click and select Copy.

V. Navigate to the Workpaper Manager trial balance or the open Excel® workpaper
in the binder.

vi. Inthe Workpaper Manager trial balance, select Import > Paste Funds Import
from the Workpaper Manager ribbon or right-click and select Paste Funds
Import. Or, in an open Excel® workpaper in the binder, select Import > Paste
Funds Import from the TB Setup lookup item on the Workpaper Manager ribbon,
or right-click and select Paste Funds Import.
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The Paste Funds Import dialog displays with the data you selected to import.

Fund trial balance: @
-
Fund Type Fund SubType Fund SubType |2
Fund Index Fund Description Fund Type Index Description Index Description
General Fund GOV Gowernmental Fund .. GEM General Fund Subtype
110 Foad & Bridge Fund GO Governmental Fund ... REV Special Revenue Su,,
M1 Lawe Enforcement T, GOV Govemmertal Fund .. REV Special Revenue Su...
11z Asgsaszment Fund GO Governmental Fund .. REY Special Revenue Su..
13 Special Election Fund GOV Goverrmenial Fund .. REV Special Revenue Su,
116 911 Fund GOV Goverrmertal Fund .. REV Special Revenus Su,, —
17 Lawe Enfatcement Tra... GOV Govemmental Fund .. REV Special Revenus Su...
118 Prosecuting Attormey .| GOV Goverrmertal Fund .. REY Special Revenue Su...
115 Shelter Care Fund GOY Govesrmental Fund .. REW Special Revenus Su.
120 Sheriff Civil Fea Fund GOV Governmental Fund .. REWV Special Revenus Su.,
121 Pa Delinguert Tax ... GOV Governmertal Fund .. REV Special Revenue Su...
122 Inmate Security Fund | GOV Governmertal Fund .. REV Special Revenue Su... ﬂ
Invalid field errors Blank field diagnostics Import oplions
Duplicate funds: ] Blank funds: ] * Append
Invalid funds: ] Blank fund types: ] " Oyenarite
Invalid fund types 0 Blank fund subfypes: Warning: Overwrite will remove all existing funds, fund
Irvvalid fund subtypes: types and fund subtypes. Al accounts will need ta be
assigned to the newdy imparted funds.
Irngrort I Cancel

2. Select a fund trial balance from the Fund trial balance list.

3. Review the data for import. The Import button is disabled until all duplicate, invalid, and blank
error fields are corrected. Any funds with errors are displayed in the diagnostic area below the
grid. The diagnostic errors can be corrected directly in the grid, or you can click Cancel to correct
the errors in the source Excel® file and start the import process over.

= Duplicate funds. Displayed in blue text. You must replace the duplicate fund with a
unique fund index. In the grid, click on the fund index you want to change and type the

new fund index.

= |nvalid funds, fund types, and fund subtypes. Displayed in red text. In the grid, click
the field you want to change and enter the new value.

1
[_— Notes:

= The Fund, Fund Type, and Fund Subtype Index fields are considered invalid if
they contain one or more of the following invalid characters: '|: ", () * ?.

= The Fund, Fund Type, and Fund Subtype Description fields are considered
invalid if they contain one or more of the following invalid characters: * ?.

= Blank funds, fund types and fund subtypes fields. Required fields are highlighted in
yellow. In the grid, click in the field that is blank and enter the value.
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4. Select to Append or Overwrite the current trial balance funds data.

= Append. Imports and appends unique new funds. Also updates any funds already
existing in the trial balance with new import information and the original data will be lost.
This is the default selection.

}'[fl Tip: Use this option when updating funds data for an established fund trial balance.

= QOverwrite. Deletes all existing funds, fund types and fund subtypes and replaces them
with the new import data. Any accounts that were previously assigned to the deleted
funds will need to be assigned to the newly imported funds.

}'[fl Tip: Use this option when setting up a trial balance for a new fund engagement if
default or existing funds, fund types, or fund subtypes should be removed and
replaced with the data for import.

5. Click Import. A message displays, confirming your selection.

* The message includes a count of all funds, fund types, and fund subtypes to be
imported.

= A count of any funds assigned to fund type “None” is also included. If the fund type for
one or more funds is not included in the data for import and the fund does not already
exist in the trial balance, the import process will assign those funds to fund type with an
Index of “None.” The fund type assignment can be changed at a later time in the Funds
Setup dialog. Delete the "None" fund type after you have assigned the funds to the fund

type.
6. Click Yes to continue, or No to return to the Paste Funds Import dialog to change your
selections.

7. Amessage displays if the import is successful. Click Yes to view the imported funds in the
Funds Setup dialog. Click No to close the message and continue working.

Notes:

* You must be the current or live editor to import funds data into a trial balance.
®* You must have a trial balance license before using Paste Funds Import.
®* You cannot import into a trial balance that is in the Conflicts tab or in the trash.

Chapter 5: Using the Trial Balance * 236



Setting up Funds

You can add, edit, or delete fund types, fund subtypes, and funds to define the fund hierarchy, as well
as assign accounts to funds for reporting purposes. In addition, a mask for use during Paste TB Import
for the fund portion of the account number can be defined, if applicable, in the Funds Setup dialog.

Use one of the following methods to open the Funds Setup dialog.

® |n the Binder window, select Trial Balance > Funds Setup.
* InExcel®or Word, select Funds Setup from the TB Setup drop-down menu on the Workpaper
Manager ribbon.

@ ® |n the trial balance, select Funds Setup from the Groups & Funds group of the Workpaper
Manager ribbon.

The Funds Setup dialog displays. Add, edit or delete the fund hierarchy data for the selected fund trial
balance using the tabs on the dialog. For additional information on using the grids on the Funds Setup
dialog, see Using Grids on page 244.

*= Fund trial balance. Click the down arrow and select the trial balance for which you want to
modify fund information.

*= Period. Click the down arrow and select the period of account balances to display for Calculate
sum and Fund Total in the Accounts tab. This field is disabled on the other tabs of the Funds
Setup dialog.

#= Balance type. Click the down arrow and select the balance type of account balances to display
for Calculate sum and Fund Total in the Accounts tab. This field is disabled on the other tabs of
the Funds Setup dialog.
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Fund Mask tab

Use this tab to indicate if the account number structure includes the fund index for the account. The
fund mask is used during Paste TB Import to assign accounts to funds.

Funds Setup = |G ]

Fund trial balance: ©

Feriod: Balance type:

Fund Trial Balance = | | Current UMAD)

Fund Mask | Fund Types | Fund Subtypes | Funds | Accounts
The fund rmask is used dunng Paste TB Impaort ta assign accounts to funds,

| This trizl balance contains an account number structure wath a segment that identifies the fund number,

The fund segrment length is 1= characters.

The fund segment starts at position of the account number,

Close

= This trial balance contains an account number structure with a segment that identifies
the fund number. When selected, turns on the ability to use the fund segment of the account
number structure to assign accounts to funds.

= The fund segment length is <> characters. Select the length of the fund index. The
maximum value is 10.

= The fund segment starts at position <> of the account number. Select the start
position in the account number for the fund segment. The start position, along with the

number of characters for the fund segment, cannot exceed the 64 characters allowed for
an account number.

The fund mask is used only during Paste TB Import to assign accounts to funds and has no impact on
the account numbers.
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Fund Types tab

Use this tab to create and organize fund types. Fund types are the top level of the fund hierarchy
when organizing funds for reporting and analysis. At least one fund type must exist for categorizing
funds.

Funds Setup o (@ ][]
©

Fund trial balance: Period: Balance type:

Fund Trial Balance w | | Current LINAD]

Fund Mask = Fund Twpes | Fund Subtypes | Funds | Accounts
Create fund types and define their order to categorize funds for reporting,
New % Delete

*Index Description

Ll Government 3
PR Proprietary
FID Fiduciary

© ¢

Warning: [f you edit the Index or Description, any associated TB Links wall no longer be valid.

Close

| = New. Moves focus to a <NEW> row in the list so you can add a new fund type.
x *= Delete. Deletes the item selected.
= |ndex. Edit the index for the fund type as needed. Invalid characters for the Index column are '
O r.
= Description. Edit the description for the fund type as needed. Invalid characters for the
Description column are * ?.

I Warning! If you edit the Index or Description, any associated TB Links will no longer be
valid.

= Filters. Refer to Using Grids on page 244 for information on using the filter row as well as other
grid functionality.

0 = Up arrow. Moves the selected row up in the list. The data is saved in the current order
N displayed if a different row or tab is selected or the window is closed.
¥ 4

= Down arrow. Moves the selected row down in the list. The data is saved in the current order

displayed if a different row or tab is selected or the window is closed.
The order of the fund types is used to define the order of fund columns in the fund trial balance.

Chapter 5: Using the Trial Balance * 239



= Close. Closes the Funds Setup dialog.
= Help. Displays context-sensitive Help for the dialog. You can also press F1 to display Help.

Fund Subtypes tab

Use this tab to create and organize fund subtypes. Fund subtypes are the level below fund type of the
fund hierarchy when organizing funds for reporting and analysis. Fund subtypes are optional.

Funds Setup == E) @
Fund trial balance: Period: Balance type: ©
Fund Trial Balance = | |Current LINADI

Fund Mask | Fund Types | Fund Subtypes | Funds | Accounts
Optionally, create fund subtypes and define their order within fund type to categorize funds for reporting.
Mew 2% Delete

*Index Description *Fund Type

L

» GEN General GOV - Governmental
ZRF Special Revenue GO = Governmental
ENT Enterprise PR - Propristary
I5F Inkernal Service FRO = Proprietary

. <Select afund type>

© ¢

Warning: If you edit the Index or Description, any associated TB Links will no longer be valid.

Close

= New. Moves focus to a <NEW> row in the list so you can add a new fund subtype.

x #= Delete. Deletes the item selected.
* |ndex. Edit the index for the fund subtype as needed. Invalid characters for the Index column
are'|:",()*?.
= Description. Edit the description for the fund subtype as needed. Invalid characters for the
Description column are * ?.

I Warning! If you edit the Index or Description, any associated TB Links will no longer be
valid.

* Fund Type. Each fund subtype must be assigned to a fund type. Click the drop-down arrow to
show the index and description of each fund type.
|E| = Filters. Refer to Using Grids on page 244 for information on using the filter row as well as other
grid functionality.
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Up arrow. Moves the selected row up in the list. The data is saved in the current order
displayed if a different row or tab is selected or the window is closed.

Down arrow. Moves the selected row down in the list. The data is saved in the current order
displayed if a different row or tab is selected or the window is closed.

The order of the fund subtypes is used to define the order of fund columns within their
associated fund type in the fund trial balance.

= Close. Closes the Funds Setup dialog.

= Help. Displays context-sensitive Help for the dialog. You can also press F1 to display Help.

Funds tab

Use this tab to assign funds to a type and subtype. Funds are the lowest level of the fund hierarchy
and are required to report on and analyze accounts by fund.

Funds Setup == E) @
Fund trial balance: Feriod: Balance type: @
Fund Trial Balance = | | Current URAD)
Fund Mask | Fund Types | Fund Subtypes | Funds | Accounts

Tao assign funds to a type and subtype, select the fund(s) in the left grid, and then choose one row in the right gnd and click Assign.

Warning: If you edit the Index or Description, any associated TB Links wall no longer be valid.

New 2 Delete Assign funds to:

*Index ~ “*Descripton *Fund Type Fund Subtype Fund Type Fund Subtype
] L

100 Fund 100 GO0 - Governmental  GEMN - General » one - Unassigned

101 Fund 101 GO - Governmenkal | SRF - Spedal Reve.., GOV - Governmental

200 Fund Z00 PR - Propristary ENT - Enterprise GOV - Gavernmental GEM - General

201 Fund 201 None - Unassigned  <Select a fund sub... GOV - Gavernmeantal SRF - Special Reveniue

300 Fund 300 GOV - Governmenksl | <Sslect a fund sub... PRO - Propristary

301 Fund 301 PRO - Proprietary <Select a fund sub... PRO - Proprietary ENT - Enterprise
400 Fund 400 PRO - Proprietary = <Sslect a fund sub... PR.O - Proprietary I5F - Internal Service
* <3elect 3 fund bype> <3elect a fund sub. .. FID - Fiduciary

Assigh
Clase

| * New. Moves focus to a <NEW> row in the list so you can add a new fund.

*# Delete. Deletes the item selected.

X

* Index. Edit the index for the fund as needed. Invalid characters for the Index column are'|: ", (

)* 2.
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Description. Edit the description for the fund as needed. Invalid characters for the Description
column are * ?.

I Warning! If you edit the Index or Description, any associated TB Links will no longer be
valid.

Fund Type. Each fund must be assigned to a fund type. Click the drop-down arrow to show the
index and description of each fund type.

Fund Subtype. Funds can optionally be assigned to a fund subtype of the selected fund type.
Click the drop-down arrow to show the index and description of each fund subtype within the
selected fund type.

Filter. Refer to Using Grids on page 244 for information on using the filter row as well as other
grid functionality.

Assign funds to. The Assign funds to grid on the right allows you to edit the fund type and
fund subtype assignment for multiple funds. Select the funds in the grid on the left, and then
select a row in the grid on the right. Click Assign to update the fund type and fund subtype field
in the grid on the left. The columns in the Assign funds to grid cannot be edited.

Notes:

= Use the filter row to easily select the group of funds in the grid on the left to be updated.

= To assign funds to a fund type without any fund subtype assignment, select the row in
the grid on the right where the Fund Subtype Index is blank for the applicable Fund Type
Index.

Assign. Assigns the selected fund type and fund subtype in the grid on the right to the funds
that are selected in the grid on the left.

Close. Closes the Funds Setup dialog.

Help. Displays context-sensitive Help for the dialog. You can also press F1 to display Help.
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Accounts tab

Use this tab to assign accounts to a fund. Accounts must be assigned to a fund to accurately report on
and analyze the balance of each fund.

Funds Setup o [ =]
i . (7]
Fund trial balance! Periad: Balance type:
Fund Trial Balance | Current * | |UNADI =

Fund Mask | Fund Types | Fund Subtypes | Funds | Accounts

To assign accounts to a fund, highlight one or more rows on the left grid, and then select a fund on the right grid and click Assign.

&id Chart of Accounts Assign accounts ta:

Accourt # Description Fund Fund Fund Tatal Furd Type Fi

¥ L]

¢ 01,00, 0000, %980 Account F9E0 100 - Fund 100 b ¥ 100 - Fund 100 0.00 GOV - Gove.,, GE
01, 00, D000, 2990 Acoount 9990 100 - Fund 100 101 - Fund 101 0.00 GOV - Gove.,. SR
01,00, 0100,0000 Account 100-0000 100 - Fund 100 200 - Fured 200 0.00 PRO - Propr... EM
01.00.0100.0001 Account 100-0001 <Select a fund> 201 - Fund 201 0.00 More - Una.., <f
01,00.0100,1003 Account 100-1003 <Select a fund> 300 - Fured 300 0.00 GOV - Gove.,, <i
01.00.0100. 1004 Account 100-1004 <Select a fund> 301 - Fund 301 0.00 PRO - Propr... <f
01,00.0100. 1005 Account 100-1005 <Select a fund = 400 - Fund 400 0.00 PRO - Propr... <3

‘ ’
| Calculate sum = §0.00 Assign |

Close

# Chart of Accounts. Open the Chart of Accounts dialog to add, edit, or delete accounts.

= Account #. Displays the account number for each existing account in the trial balance. This
field cannot be edited.

= Description. Displays the description for the account. This field cannot be edited.

#= Fund. Select the fund for the account. Click the drop-down arrow to show the index and
description for each fund.

Note: The balance of any accounts not assigned to a fund but which are assigned to a
group or subgroup will display in a fund "None" column of the trial balance. Accounts should
all be assigned to a valid fund.

= Filter. Refer to Using Grids on the facing page for information on using the filter row as well as
other grid functionality.

= Assign Accounts to. The Assign accounts to grid on the right allows you to edit the fund
assignment for multiple accounts. Select the accounts in the grid on the left, and then select a
row in the grid on the right. Click Assign to update the fund field in the grid on the left. The
columns in the Assign accounts to grid cannot be edited.
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= Fund Total. Shows the total of all accounts assigned to the fund based on the selected
period and balance type.

Note: Use the filter row to easily select the group of accounts in the grid on the left to be
updated.

= Calculate sum. Select the check box to display the sum of the selected rows in the left grid
based on the selected period and balance type.

Note: The Period and Balance type are used for displaying the Calculate sum value below
the grid on the left and for the Fund Total column in the grid on the right.

= Assign. Assigns the selected fund in the grid on the right to the accounts that are selected in
the grid on the left.

= Close. Closes the Funds Setup dialog.
= Help. Displays context-sensitive Help for the dialog. You can also press F1 to display Help.

Notes:

* You must be the current or live editor to set up funds for a trial balance.
®* You must have a trial balance license before using Funds Setup.
* You cannot setup funds for a trial balance that is in the Conflicts tab or in the trash.

Using Grids

Grids are used in many areas of Workpaper Manager, such as chart of accounts, journal entries,
account groupings, funds setup, write up journals, etc. These grids provide filters and functionality to
make viewing and entering data easier.

Tips for Viewing Data in the Grid

In one or more cells of the filter row (the first row of the grid), you can:

*# Enter one or more characters. As you type, the grid will display only the rows that match the
column being filtered. For example, in the Account #column, enter 12 and all account
numbers that start with "12" will display in the grid.

= An asterisk (*) entered prior to a specific value is used as a wildcard to represent "contains."
For example, in the Description column, enter *cash and all account descriptions that have the
word "cash" will display in the grid, not just the descriptions that start with cash.

= Question marks (?) are placeholders which designate a character location. For example, in
the Account # column, enter ???5 and all account numbers that have a "5" in the fourth digit
will display in the grid.

In the heading of each column you can:

* Where applicable, click the column header to sort the data in ascending or descending order.

|E| *# Hover your mouse over the right corner of each column heading to click the filter icon. It will
display a list of filter selections:
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= (All) removes a previously selected or entered filter to display all rows.

» (Custom) opens a Custom AutoFiller dialog, where you can enter one or two
conditions in which you want to filter the data.

= (Blanks) displays the rows that have a blank in the selected column.
* (Non blanks) displays the rows that are not blank in the selected column.

® Select a specific value that exists in the column.

Tips for Entering Data in the Grid

= Click the New or Add button above the grid to quickly move focus to the first cell of a new row.

*= Press Tab or Enter to move focus from one cell to the next cell.

= Press Tab or Enter when in the last field of the row to move focus to the next row.

# |n cells with a lookup, either enter a valid value in the cell or look up the value by pressing F4 or
clicking the down arrow.

* Move focus off the row to save the data in the row.

* Press Esc to cancel edits made in a cell. If multiple edits were made in a row, press Esc
multiple times to cancel each edit.

® Press Ctrl + Tab to move focus from the grid to other controls in the window.
= Hover over text with ellipses to display the full text.

* Error messages will appear in-line where the error occurs rather than in a separate message
[ ] box. An error icon will appear in the cell. Hover over the error icon to display the error message.

Importing Accounts and Optionally Their Fund Assignment from an Excel® File

Accounts, along with their associated funds and balances, can be imported to a fund trial balance
from an Excel® worksheet using the Paste TB Import option. In addition, accounts, along with their
fund assignment and balances, can be manually set up in the Chart of Accounts dialog. Use this
procedure to import account data using the Paste TB Import dialog.

Note: A Paste TB Import Excel® workbook template is provided in x:\Pfx
Engagement\WM\Workpaper Templates\TB Import (where X represents the drive where

CCH ProSystem fx is installed) to assist with importing data from Excel® to the trial balance. The
template includes a worksheet with detailed instructions for formatting the data to be imported.

Before importing trial balance accounts data from Excel®, set up the funds, fund types, and fund
subtypes for the fund trial balance. This data can be manually setup using the Funds Setup dialog or
it can be imported as described in Importing Accounts and Optionally Their Fund Assignment from
an Excel® File above.

Before importing trial balance account data from Excel®, complete the following:

& Account # and Description are required fields, and must be the first two columns of the
spreadsheet. All other columns in the spreadsheet can be in any order.

®# Fund Index is optional, and is only applicable for a fund trial balance.

#  Group Index and Subgroup Index are optional. Set up separate Group Index and Subgroup
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Index columns for each grouping list to which the accounts are to be assigned. Columns for the
group and subgroup description can be included in the spreadsheet, but that data will not be
imported. A description of "New" will be assigned for any group index or subgroup index that
does not already exist in the grouping list.

* Balance columns are optional. Setup the current period and as many prior period balance
columns as needed.

# Put account numbers in contiguous rows. The easiest method is to highlight the entire trial
balance and sort it by account number in ascending order. See the Excel® user's manual and
help for information.

* Remove any page breaks and rows used as separators, headings, and subtotals.
#= Verify that all account numbers are unique.

®= Note which columns contain which type of information. For example, the third column is the
current year unadjusted and the fourth column is the prior period balance, etc.

®# Check for errors in the data.

* Verify that the debits and credits are in one column. The credits should be differentiated with a
minus sign (-) or in brackets.

* |nclude any leading zeros in account numbers.
* Avoid including formulas in the columns selected for import.

To import the account Excel® data into Workpaper Manager, do the following:

1. Copy the data for import to the Paste TB Import dialog.
a. If the Paste TB Import template file or other source Excel® file is inserted in the binder,
do the following:
i. Open the Excel® file to the worksheet that contains the account data to be
imported.
ii. Highlight the cells containing data to be imported.

I Important:
® Start at the first row with account information, and highlight down to the
last row with account information. Do not highlight heading and total rows.

= Highlight across to the last column of data to import. You can include
blank columns or other columns you do not want added to the trial
balance. When you map the columns to the trial balance, do not map the
columns you do not want to import.

iii. Select Edit> Copy or right-click and select Copy.

iv. Select Import> Paste TB Import from the TB Setup lookup item on the
Workpaper Manager ribbon, or right-click and select Paste TB Import.

b. If the Paste TB Import template file or other source Excel® file is not inserted in the
binder, do the following:

i. Open the Workpaper Manager trial balance for which the data will be imported.

i. Open the Excel® file to the worksheet that contains the account data to be
imported.
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iii. Highlight the cells containing the data to be imported.

[ ! | Important:
= Start at the first row with account information, and highlight down to the
last row with account information. Do not highlight heading and total rows.

= Highlight across to the last column of data to import. You can include
blank columns or other columns you do not want added to the trial
balance. When you map the columns to the trial balance, do not map the
columns you do not want to import.

iv. Select Edit > Copy or right-click and select Copy.
V. Navigate to the Workpaper Manager trial balance in the binder.
vi. Inthe Workpaper Manager trial balance, select Import > Paste TB Import from
the Workpaper Manager ribbon or right-click and select Paste TB Import.
The Paste TB Import dialog displays with the data you selected to import.

E | Paste TB Import [ I

Trial Balance and Chart of Accounts

Select trial balance: [ |
Chart of Accounts: Fund mask-Off
Account® | Description ViV v v v v i
001-11000-A Cash and Cash Equivalents 1 4100 4100 9000 9001 275227000 2|
001-12000-A | Investments 4180 4180 5001 170000.00

001-13000-A | Taxes Receivables
001-14000-4A | Due From Other Funds

1| 4200| 420005 S000( S001| $B55610.00( S
1| 4200| 42006 S000( 3001 299802.00
001-14200-A | Receivable from External Parties | 1| 4200 4200.8| S000| 3001 350.00
001-14500-4 | Due From Other Governments 1| 4200| 4200.85| 9000| 2001 971380.00
001-14950-4 | Other Receivables 1| 4200 4200.95| 2000 2001 55010.00
1
1
1
1

001-15000-A | Inventories 4300 4300 9000 2001|  26500.00
001-16000-A | Prepaid Expenses 4400 4400 ( 2000| 001 11780.00

001-17100-A | Land 4600 4600 | 9000| 9001 0.00
D01-17125-A | Infrastructure 4600 4600.4( 5000 3001 0.00 -
P Lo — el arnm | nennl s s

I nt(s):
& Append e L Round balance to nearest: m

Imvalid account(s): 0

" Overwrite Blank item{z): 0 Select rounding account: hd

Cancel | Help

2. Select a trial balance from the drop-down list if the correct trial balance is not already selected.

[ ! | Warning! If there are multiple trial balances in the binder, be sure the correct trial balance

is selected so that data is not imported into the wrong trial balance.

3. Click the gray bar at the top of each column and select the appropriate column header based on
the following information:

= The account numbers and account descriptions appear in the first two columns. The
columns are automatically defined accordingly.
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= QOptionally define the appropriate column as the Fund column, but before selecting a
column as the Fund column, refer to the Important information below regarding the fund
mask.

= Define the account groupings from the appropriate "grouping" lists. You can assign
accounts to more than one non-tax account grouping list, if the groupings are in separate
columns.

= Define the current period balances from the "current" list.
= Define the prior period balances from the appropriate "comparative" lists.

= |f you do not want to transfer the column in the trial balance, do not select a column
header.

Important information when a fund trial balance is selected! When a fund trial
balance is selected, an indication is provided above the grid to the right in the Paste TB
Import dialog whether the Fund Mask is On or Off. The option to use a fund mask is
selected on the Fund Mask tab of the Funds Setup dialog. When the option to use a fund
mask is selected or on, selecting Fund Index as a column heading in Paste TB Import will
override the fund index as per the account number segment defined in the Funds Setup
dialog. Do not select Fund Index as a column heading if the fund index should be derived
from the account number using the fund mask. Any funds that have not been set up in the
trial balance are added during import with a description of New. These funds can then be
edited in the Funds Setup dialog.

4. Select to Append or Overwrite the current trial balance data.

= Append. Imports and appends unique new accounts. Also updates any accounts
already existing in the trial balance with new import information and the original data will
be lost. This is the default selection.

}5 Tip: Use this option when updating accounts data for an established trial balance.
= QOverwrite. Deletes all existing accounts and any journal entries and replaces them with
the new import data.

}[ﬁ Tip: Use this option when setting up a trial balance for a new engagement if any
default or existing accounts should be removed and replaced with the data for
import.
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5. Review the data forimport. All duplicate, invalid, and blank error fields must be corrected. Any
accounts with errors are displayed in the diagnostic area below the grid. The diagnostic errors
can be corrected directly in the grid, or you can click Cancel to correct the errors in the source
Excel® file and start the import process over.

= Duplicate accounts. Displayed in blue text. You must replace the duplicate account
with a unique account number. In the grid, click on the account number you want to
change and type the new number.

= |nvalid accounts. Displayed in red text. For a fund trial balance, any accounts with an
invalid fund index will also display in red text. In the grid, click the field you want to
change and enter the new value.

Notes:
= The account number and fund index fields are considered invalid if they contain
one or more of the following invalid characters: '|: ", () * 2.

= The account description fields are considered invalid if they contain one or more
of the following invalid characters: * ?.

= Blank items. Required fields are highlighted in yellow. In the grid, click in the field that is
blank and enter the value.

6. Select the place to round the account balances to in the Round balance to nearest field.

Notes:

®= The account balances are only rounded during the import.

* Fora fund trial balance, it is recommended to round the balances within each fund in the
Excel® file prior to import.

7. If you choose to round the balances, you must complete the Select rounding account field.
Click the drop-down arrow to select the appropriate account to post the net difference to. You
can select an existing account or create a new account. To create a new account, select Round
to New Account from the list.

8. Click Next. A message displays verifying your selection to append or overwrite any existing
chart of accounts. Click Yes to continue. A message displays stating that this may take awhile
to import. Click OK to begin, or click Cancel to return to the wizard.

9. A Summary dialog displays, listing the selections and information to be imported. Click Finish
to close the Paste TB Import dialog.
The account information can be reviewed in the trial balance.

Notes:

®= You must be the current or live editor to import data into a trial balance.
® You must have a trial balance license before using Paste TB Import.
®= You cannot import into a trial balance that is in the Conflicts tab or in the trash.
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Assigning Accounts to Funds Using Chart of Accounts

The second method of modifying account information is to use the Chart of Accounts window.

1. Open the Chart of Accounts window as follows:
= From the Binder window, select Trial Balance > Chart of Accounts.

= From the Trial Balance window, select Chart of Accounts from the Workpaper
Manager ribbon.

= From Excel® or Word, select TB Setup > Chart of Accounts from the Workpaper
Manager ribbon.
The window displays the existing account numbers, account descriptions, and account balances
for the trial balance, and the balance type selected.

2. Inthe Trial balance field, click the down arrow and select the trial balance you want to modify.

3. Inthe Period and Balance type fields, click the down arrows and select the period and balance
type to display for the existing accounts.

4. Inthe Grouping list field, click the down arrow and select a grouping list to display a Group and
a Subgroup column in the grid. You can assign new or existing accounts to groups or subgroups
of one or more grouping lists using this Chart of Accounts window or you may prefer to do the
assignments in the Account Groupings window.

Note: To quickly find where an account is grouped, select the applicable grouping list.
Then, use the filter row or the custom filter feature to find the applicable account(s) to
review the Group and Subgroup assignment. Refer to Using Grids for information on using
the filter row, as well as other grid functionality.

Trial balance: Perind: Balance type: Grouping list: ©
Blank Fund Trial Balance v| |Current v| |UNADJ v| |GASB Financial Staternents v|

Mewr x Delete

*account # *Description Fund Group Subgroup *#UNAD] -
L
001-11000 Cash and Cash Equivalents 001 - Fund 001,., 11000 - Cash and Equiv... <Select a subgroup= 2,752,270.00
001-12000 Investments 001 - Fund 001.., 12000 - Investments <Select a subgroup= 170,000.00
001-13000 Accounts Receivable 001 - Fund 001,., 13000 - Receivables <Select a subgroup= 9,659,610.00
001-14000 Due From Other Funds 001 - Fund 001,., 14000 - Due From Othe, .. <Select a subgroup = 299,302.00
001-14200 Receivable from External Parties 001 - Fund 001.,. 14200 - Receivable fro..,  <Select a subgroup = 350,00
001-14500 Due From Other Governments 001 - Fund 001.,, 14500 - Due From Othe, .. <Select a subgroup= 971,380.00
001-14950 Cther Receivables 001 - Fund 001,., 14950 - Other Receiva...  <Select a subgroup= 55,010.00
001-15000 Inventaries 001 - Fund 001,., 15000 - Inventories <Select a subgroup= 26,600,00
001-16000 Prepaid Expenses 001 - Fund 001,., 16000 - Prepaid Expenses  <Select a subgroup = 11,780.00
001-17100 Land 001 - Fund 001,., 17100 - Land, imprave,.,  <Select a subgroup= 0.00
001-17125 Infrastructure 001 - Fund 001... 17125 - Infrastruckure <5elect a subgroup = 0,00
001-17200 Buildings 001 - Fund 001,., 17200 - Buildings <Select a subgroup= 0.00
001-17400 Equipment and Furniture 001 - Fund 001,., 17400 - Equipment and ... <Select a subgroup= 0.00
0o1-17500 Construckion in Progress 001 - Fund 001... 17500 - Construckion In... <Select a subgroup= 0.00
001-17600 Equipment Under Capital Lease 001 - Fund 001.,. 17600 - Equipment Und.., <Select a subgroup= 0.00
001-17900 Less Accumulated Depreciation 001 - Fund 001.,, 17900 - Less_ Accumul...  <Select a subgroup = 0.00
And Atann £ fmmmmbn el AR Feed AR AAAOA A mmke Peen e eleb b Aen a0 on
Total = 0.00
Close
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5. Enter the information you want for each account. Use the Tab and Enter keys or your mouse to
select the cell where you are entering information. Changes made in one or more cells of the
row will not be saved until you move focus from the row.

= |nthe Account # field, type the account number. This can be an alphanumeric value. Do
not use the following invalid characters in your account number:

RO R

= |nthe Description field, type a description for the account. Do not use the following
invalid characters in your account description: * ?

= |nthe Fund field, if a fund trial balance is selected, type a fund index to assign to the
account, or click the down arrow to show a list of funds with their index and description.

= |nthe Group field, if a grouping list is selected, type a group index to assign to the
account or click the down arrow to show a list of groups for the selected grouping list with
their index and description.

= |nthe Subgroup field, if a grouping list is selected, type a subgroup index to assign to
the account or click the down arrow to show a list of subgroups for the selected group
with their index and description.

= |nthe Balance column, type the balance amount for the account as follows:
= Enter debits as positive amounts.

= Enter credits as negative amounts. You can enter the minus sign (-) before or
after the number.

= |f you do not want to enter a balance, leave the field blank.

El Note: Refer to Using Grids on page 244 for information on using the filter row as well as
other grid functionality.

6. When finished, click Close. The account modifications are made to the trial balance.

Setting Up Fund Trial Balance Columns

The fund trial balance starts with the same views as a regular trial balance for the first three
worksheets (see Using the Trial Balance Window on page 130 and Views on page 130). In the two
fund worksheets the default period is set to Current and the default balance is FINAL. All of the funds
will be selected and displayed by default.

Chapter 5: Using the Trial Balance * 251



You can modify the columns that are displayed in the two fund worksheets using the Select Funds

dialog.
Home  Insert  Page layout  Formulas  Data  Rewiew  Wiew  AddIns | Engagement

Q quickiiew @ B CopyTB Link 43 Create WP Note {5 Add Jourmal Entry 7] [E8 Account Groupings  LZ Wiews:  Financial Sta., «

(2] Refresn fulk Quiklink ~ W InsertwP Reference | J58 JE Summary == & Import~ @R Classifications E Group: GASE Financ., ©

Chart of Creste
& Properties [B openwP Reference | §@ WU Journal Entry | mccounts g Consolidate T | &5 Funds Setup - B TE Column setup
General Links W arkflow Journal Entries Chart of Accounts Groups and Funds Reports iy
= - EI[ Ifaccountsare | . ( Use Select Funds to

1| client: Sample Company| assigned to a group select the period,

2 Engagement: GASE Sample Co. H

3 Percd Ending:  9/30/73 but not to a fund, this balance type and

4 Trial Balance GASE Fund Triall column will dlsplay. funds to display in

5 Fund Type: PRO PRO

£ Fund Subtype ISF the fund worksheets. JisF All Subtypes
7 Fund Index: Hone 610 ubtype Total Type Total
8 Fund Description: Fund 610 Fleet Mainte Fund 620 IT Support

Account Description

12

B8 38000 Unassigned

79 45000 Charges for Services

81 45900 Misc. Operating Revenues

83 46500 Interest and investment revenue
87 47000 Misc Revenue

111 59100 Interest and Fiscal Charges

113 59200 Intergovernmental

114 £9300 Personal services

115 59320 Contractual and Professional Services
116 59340 Other Supplies and expenses
117 59350 Repairs and maintenance

118 559360 Insurance Claims and Expenses
119 59370 LHilities

120 59410 Depreciation

130 52000 Transfers Out

132

133

134 Net (Income) Loss

135

136
K] Account Group Surmmary Account Sub-Group Summary

FINAL
9/30:2013

FINAL
9/30/2013

FINAL
9/30/2013

FINAL
9/30/2013

9/30/2013

0.00 {12,500.00) £2,000.00) 7,315,910.00)
0.00 {77.500.00) {174 000.00) (11,763,340.00)
0.00 0.00 00a {103,820.00)
0.0o (2,500.00) {1,500.00) (272,360.00)
0.0o 000 00 (275,400.00)
000 500.00 0o 311,570.00
000 000 0o (31,690.00)
000 4,273,220.00
oo Subtype and type totals are .
000 |bolded and include all funds within 6,500.00 2,397,060.00
0.00 11,000.00 428,360.00
poo| the subtype/type regardless of 0.00 5,080.00
0.00 . . 15,500.00 313,400.00
000 which funds are displayed. 150000 058 2000
0.00 0.00 0.00 0.00 300,000.00

30,000.00

Fund Group Summary Fund Sub-Group Summary i ]«
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To add or remove columns, do the following:

1.

2.

From the trial balance, click Select Funds from the View group on the Workpaper Manager
ribbon.

The Select Funds dialog displays.

Select the balance and funds to display in the fund worksheets of the trial balance

Balance
Period Balance type:
Current = | IUNADY -
Funds
dExpand All = Collapse All [N Select Al L lUnselect All
= [ All fund types, fund subtypes and funds -

= [ 100-600 Government Type Funds =

= [ 100-199 General Fund Subtype

[~ 101 - General Fund

™ 161 - Fund 161

[ 162 - Fund 162

[~ 163 - Fund 163

[T 171 - Fund 171

[ 172 - Fund 172

[ 173 - Fund 173

[T 174 - Fund 174

[~ 175 - Fund 175

[ 178 - Fund 178

[~ 199 - Fund 199
# [ 200/300/400 Special Revenue Fund Subtype
= [~ 500-599 Debt Service Fund Subtype

[ 500 - Debt Service Fund -
ﬂplfun\
Hide all funds Hide lype total columns
Hide funds with no accounts assigned Hide type and subtype total columns with no funds assigned

Hide subtype total columns

| ok || Cancel

b A

In the Balance section, select the Period and Balance type for the fund and total columns in
the fund worksheets of the trial balance.

Select the fund types, fund subtypes, and funds in the tree control that you want to display in the
fund trial balance. To select all fund types, fund subtypes, and funds, click Select All. Click
Unselect All to clear all check boxes. Select All fund types, fund subtypes and funds to
include all current and future fund types, fund subtypes, and funds in the fund trial balance.
Click Expand All or Collapse All or click the plus sign (+) or minus sign (-) within the levels
of the funds tree to select or unselect one or more individual fund types, subtypes and/or funds.
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Note: If the "All" level of the funds tree or any fund type or fund subtype items in the tree
are clicked to select the check box, all current and future items (fund types, subtypes and/or
funds) listed below that level of the tree will automatically be selected and included as
columns in the fund worksheets of the trial balance. If fund types, subtypes and/or funds
created in the future should not automatically be included as columns, unselect the higher
level item in the tree and instead select the specific lower level fund type(s), subtype(s)
and/or fund(s) that should display in the trial balance. In this case, the higher level check
box will display with a gray background to indicate future items below that level will not
automatically be included.

4. Select the options you would like for the fund worksheets.

= Hide all funds. All fund columns will not display in the fund worksheets even if the funds
are selected in the funds tree. The only columns that will display when this option is
selected are the fund subtype and fund type total columns. When this option is selected,
all other options will be unchecked and disabled.

= Hide funds with no accounts assigned. Funds that do not have any accounts
assigned will not display in the fund worksheets even if the funds are selected in the
funds tree.

= Hide subtype total columns. All fund subtype total columns will not display in the fund
worksheets even if the fund subtypes are selected in the funds tree.

= Hide type total columns. All fund type total columns will not display in the fund
worksheets even if the fund types are selected in the funds tree.

= Hide type and subtype total columns with no funds assigned. All fund type and
fund subtype total columns where no funds have been assigned will not display in the
fund worksheets even if the fund types and subtypes are selected in the funds tree.

5. Select OKto close the dialog and refresh the columns of the fund trial balance worksheet.

Note: You must be current or live editor of the fund trial balance for modifications made in the
Select Funds dialog to be saved for use the next time you or other users open the fund trial
balance.

Creating Fund Trial Balance Reports

Fund trial balance reports summarize fund trial balance information by fund types, fund subtypes, and
funds. For example, if you wanted to report on all funds that were assigned to the Governmental fund
type, you can create a Governmental report that shows details of the individual funds that are
included in that fund type. Reports can be summary or detailed and include the same account, group,
or subgroup information that is displayed in a non fund report - separated by fund.

Funds can be summarized in rows or columns. The fund type and fund subtype totals will not display
in Fund TB Reports. When funds are included as rows, the fund information is summarized beneath
the subgroups. When the funds are included as columns, each fund is presented in a column for each
period and balance type included. If you remove a column from the trial balance, the report still
contains that column. A limit of 200 columns can be included in a single report.

See Creating New Trial Balance Reports on page 202.
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Migrating from Non-fund Trial Balance(s) to a Fund Trial Balance

In CCH ProSystem fx Workpaper Manager releases prior to 7.0, funds could have been defined in
separate trial balances, grouping lists and/or groups/subgroups within a grouping list. To work more
efficiently with these fund engagements, you may want to migrate to one or more fund specific trial
balances. It is recommended you perform the migration after rolling forward the binder to start the
fund engagement for a new period/year for the following reasons:

* Journal entries cannot be imported and will have to be re-entered for the fund specific trial
balance.

* New reports need to be created to reflect the fund information in the new fund specific trial
balance. Any notes, tickmarks or edits made in the non-fund specific reports will have to be re-
entered into the fund specific reports.

* Workpaper notes and sign-offs on existing non-fund specific reports have to be re-entered, if
needed. In addition, if the planning section of the binder is signed off, you may want to update
the sign-off.

Steps to perform prior to migrating to a fund trial balance

Below are the steps to perform prior to migrating from non-fund trial balance(s) to one or more fund
trial balances:

1. Review the various fund trial balance templates provided with CCH ProSystem fx Workpaper
Manager 2018 to determine which template(s) you will use for creating new fund trial balances
in your binders. Four default templates are provided. For more information about these
templates, see Using Fund Trial Balance Templates on page 230.

Note: If you are migrating a trial balance from a binder created from the GASB template
provided in an Workpaper Manager release prior to 7.0, it is recommended you use the
GASB template and import the trial balance data using Import from Workpaper Manager
TB. Only one balance type at a time can be imported with Import from Workpaper Manager
TB. If you prefer to use Paste TB Import so that balances for multiple balance types can be
imported in one batch, you may prefer to use the Government Fund TB Template.

To review the default TB views, fund types, fund subtypes and grouping lists provided in these
templates, you may want to create a Fund TB Template Binder and create fund trial balances
from each of the system-provided templates. For more information about creating a fund trial
balance from a template, see Creating a Fund Trial Balance on page 231.

2. Make updates as needed in any of the fund trial balances created from the system-provided
templates to better meet your firm’s standards. You can then save those updated trial balances
as new fund trial balance templates. For more information about saving a trial balance as a
template, see Saving a Trial Balance as a Template on page 137.

a. Openthe TB Column Setup dialog to review the columns defined in each TB view and
make edits as needed.

b. Open the Funds Setup dialog to review the default fund types and fund subtypes and
make edits as needed. For more information about adding, editing and deleting fund
types, fund subtypes and funds, see Setting up Funds on page 237.
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c. Open the Account Groupings dialog to review the groups and subgroups provided in the
default grouping lists and make edits as needed. For more information about exporting,
importing, adding, editing and deleting grouping lists as well as adding, editing and
deleting groups and subgroups, see Account Groupings on page 130. You may want to
do the following:

®= Add new grouping lists.

= Delete grouping lists since some of them may no longer be needed as funds will
be handled more efficiently with the fund specific trial balance.

®= |mport grouping list templates that your firm previously created and make edits to
better meet the needs of a fund specific trial balance. You can then export those
updated grouping lists as new grouping list templates.

= Export a grouping list from an existing trial balance and import it to a fund specific
trial balance so that TB links in financial statements and supporting documents
will not be broken. After importing the grouping list, you may want to add, edit
and/or delete groups or subgroups to better meet the needs of a fund specific trial
balance. If groups or subgroups have been used to represent different funds,
delete those groups and subgroups. Instead, accounts should be assigned to
groups and subgroups that are applicable across one or more funds. After making
edits in the grouping list, you can export the grouping list as a new grouping list
template, if desired.

3. Review the accounts in each trial balance that is to be migrated to a fund trial balance. If the

accounts from multiple non-fund trial balances are to be migrated to a single fund trial balance,
you may need to edit the account number for each account to include a reference to the fund.
For example, if the same account number has been used for a Cash account across the multiple
trial balances, a unique fund number reference will need to be included in the updated account
numbers. That way, more than one Cash account can exist in the single fund trial balance for
each fund.

Steps for migrating from one or more non-fund trial balances to a fund trial balance

Below are the steps to perform in order to migrate from one or more non-fund trial balances to a fund
trial balance:

1.

After rolling forward the binder to a new period/year, create a fund trial balance from a fund TB
template. Or, if you have already created a fund TB from a template in a different binder, you
can copy the fund TB and paste it into the rolled forward binder. For more information about
creating a fund trial balance from a template, see Creating a Fund Trial Balance on page 231.

Note: If the GASB Binder template was used to create the original trial balance, we
recommend that you use the GASB Fund Trial Balance template so that all columnsin TB
Column Setup match in case you import the TB data in a later step using Import from
Workpaper Manager TB.
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2. Import funds, fund types and optionally fund subtypes to the newly created fund trial balance
using the Paste Funds Import process. For more information about using the Paste Funds
Import process, see Importing Funds, Fund Types, and Fund Subtypes from an Excel® File
on page 233.

A Paste Funds Import template Excel® file is provided in the X:\Pfx
Engagement\WM\Workpaper Templates\TB Import folder. You may want to use this template
for setting up the funds, fund types and fund subtypes to be imported. The Paste Funds Import
process requires that the columns in the source Excel® file be in a certain order as defined in this
template. In addition, the template provides sample Government and Not-For-Profit (NFP) fund
types and fund subtypes that you may want to use with the funds to be imported. You may want
to update the spreadsheet to include sample fund types and fund subtypes as per your firm’s
standards for use with this and future Paste Fund Import processes.

Note: If desired, fund types, fund subtypes and funds can be manually set up in the Funds
Setup dialog rather than importing them. See the next step for more information about
manually setting up funds.

3. Afterimporting the funds using Paste Funds Import, review the imported data in the Funds
Setup dialog and make edits as needed. For more information about adding, editing and
deleting fund types, fund subtypes and funds, see Setting up Funds on page 237.

4. If applicable, designate a fund mask in the Fund Mask tab of the Funds Setup dialog so that
accounts will automatically be assigned to funds when imported using Paste TB Import. For
more information on the fund mask, see Fund Mask tab on page 238.

= |f the account number structure for the trial balance data consistently includes the
reference to the fund, it is recommended to set up the fund mask option so that when
accounts are imported using Paste TB Import they will automatically be assigned to
funds. Otherwise, the fund assignment for each account can be included as a separate
column in the Excel® file used with Paste TB Import.

= To use the mask, every account must have the exact same structure where the fund
segment is always the same length and always starts in the same place in the account
structure.

= Special consideration: If a fund is ever presented on a separate schedule or combining
statement, it should have its own fund index. However, if there are "subfunds" or funds
that are always combined on every statement or schedule and never presented or
referenced separately, then it may be helpful to use the same fund index for that set of
funds so that they are totaled into one fund for the TB, TB reports and TB links. If you
want to do this, the fund mask cannot be used when the subfunds have their own fund
index.
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5. Import the accounts along with their balances to the fund trial balance using one or both of the
following methods:
®= Use Import from Workpaper Manager TB to import the accounts and the current and
prior period balances for one balance type from the original trial balance to the fund trial
balance. If balances for multiple balance types need to be imported, the Import from
Workpaper Manager TB process will have to be run multiple times. For more information
about using Import from Workpaper Manager TB, see Importing Data from a Workpaper
Manager Trial Balance on page 166.
= When using the Import from Workpaper Manager TB feature be sure that the
columns defined in TB Column Setup for the original TB match with the columns
defined in TB Column Setup for the fund TB. This will ensure the data imports as
expected.
= The fund assignment for each account cannot be imported using Import from
Workpaper Manager TB. As a result, you can either import the accounts with their
fund assignment using Paste TB Import (see information below), or you can use
the Accounts tab of the Funds Setup dialog to assign funds to the accounts.

Note: When using Import from Workpaper Manager TB, the maximum number of
accounts that can be imported are 65,000. If you need to import more accounts,
copy the data from the original trial balance into a separate Excel® spreadsheet and
use Paste TB Import.

= Use Paste TB Import to import the accounts along with their current and prior period
balances for one or more balance types and, optionally, the fund assignment for each
account. For more information about using Paste TB Import, see Importing Accounts
and Optionally Their Fund Assignment from an Excel® File on page 245.

= |f the fund mask option is turned on in Funds Setup, you can copy and paste the
account number, account description and applicable balances to be imported
directly from the original trial balance. The accounts will be assigned to the funds
during Paste TB Import based on the account number structure.

= |f the fund mask option is not being used and you want to import the fund
assignment with the accounts, the accounts and balances to be imported will
need to first be copied from the original trial balance and pasted into a separate
Excel®file. Then, a column should be added in the new Excel® file for the fund
index that will be assigned to each account. In the Paste TB Import dialog, Fund
Index can then be selected as a column to be imported.
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Notes:

= When using the Paste TB Import feature, it is recommended that you
round the balances in the source Excel® file prior to importing the data so
that each fund will be in balance after import. The rounding option
provided as part of the Paste TB Import feature will not ensure that each
fund is in balance.

= If you do not want to import the fund assignment for each account during
the Paste TB Import process, the funds can be assigned to the accounts
after import using the Accounts tab in the Funds Setup dialog. However, it
is recommended that you import the funds along with the accounts.

= If multiple non-fund trial balances are being migrated to a single fund trial
balance, the account import process will have to be performed for each
non-fund TB unless you combine them all in one Excel® file to be used
with Paste TB Import. It is important to select Append when importing
more than once to the same trial balance.

= APaste TB Import Template Excel® file is provided in the X:\Pfx
Engagement\WM\Workpaper Templates\TB Import folder. You may want
to use this template for importing accounts along with their fund
assignment. The Paste TB Import process does not require that the
columns in the source Excel® file be in the same order as defined in this
template.

6. Open the Funds Setup dialog and review the assignment of the funds to each account in the
Accounts tab to be sure the assignments are accurate. To review the assignment of the
accounts to a fund, refer to the Fund Total column in the grid on the right of the Accounts tab of
the Funds Setup dialog for applicable periods and balance types. Edits can be made in the
Funds Setup dialog. For more information about assigning funds to accounts in Funds Setup,
see Accounts tab on page 243.

7. Open the Account Groupings dialog and verify that accounts are assigned correctly to the
groups/subgroups in each applicable grouping list. If applicable, set up additional grouping lists,
edit the groups and subgroups in existing grouping lists and group and/or re-group accounts as
needed. Refer to Steps to perform prior to migrating to a fund trial balance on page 255 for
more information related to grouping lists. For more information on the Account Groupings
dialog, see Account Groupings on page 130.
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10.

11.

12.

Notes:

= |f subgroups exist in the grouping list to represent different funds, delete those
subgroups and reassign the accounts directly to the group. The easiest means of doing
this is to delete all of the subgroups within a particular group and then select all of the
unassigned accounts to reassign them to the group.

= Accounts can also be assigned to groups and subgroups within a grouping list in the
Chart of Accounts dialog. You may prefer to review and make edits to the assignment of
accounts to groups and subgroups using the Chart of Accounts dialog instead of the
Account Groupings dialog. For more information about assigning groups and subgroups
to accounts in the Chart of Accounts dialog, see Assigning Accounts to Funds Using
Chart of Accounts on page 250.

Open the fund trial balance and review each worksheet within the workbook. If you want to
review a different set of fund, fund type total and/or fund subtype total columns in the fund trial
balance, open the Select Funds dialog. For more information on the Select Funds dialog, see
Setting Up Fund Trial Balance Columns on page 251.

Within the fund trial balance, open the Create Fund Trial Balance Report dialog. Create fund-
based TB reports as needed. For more information on the Create Fund TB Report dialog, see
Creating Fund Trial Balance Reports on page 254.

Note: With fund TB reports, the selection of funds and/or columns can be edited even after
the fund TB report is created using the Properties dialog.

Within the fund trial balance, open the Create Fund Journal Entry Report dialog. Create fund-
based journal entry reports as needed. For more information on the Create Fund Journal Entry
Report dialog, see Creating Journal Entry Reports on page 196.

Copy the financial statements and any supporting Excel® and Word documents in the binder to
create new workpapers that will be linked to the new fund trial balance. It is recommended that
you make a copy rather than editing the original documents so that the original documents will

remain linked with the non-fund original trial balance(s).

The TB links in the copied financial statements and supporting Excel® and Word documents will
need to be replaced with new links and/or the existing TB links will need to be updated. If there
are significant changes to your trial balance, you may find it easier to re-link the documents.
This is easy to do using the Copy/Paste TB Link function from the Fund Group Summary and
Fund Sub-group Summary tabs in the Trial Balance. Because of the fund designations, the
information in the trial balance is now much closer in format to your financial statements. If you
re-link the first column in your financial statement, you can likely copy/paste into subsequent
columns and only have to update the fund reference based on the syntaxin the TB link formula.
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= Use the Insert TB Link or Copy TB Link/Paste TB Link functions to replace existing TB
links. For more information on Insert TB Link, see Insert TB Link on page 330. For more
information on Copy TB Link/Paste TB Link, see Copying Amounts from the Trial
Balance on page 326.

Note: Be sure that the correct period balance and funds, fund type totals and fund
subtype totals are displayed in the fund trial balance prior to using the Copy TB
Link/Paste TB Link feature.

= |f you prefer to edit existing TB links rather than replacing them, you will need to perform
the following steps:

i. Change the name of the trial balance in the links. You can do this by either using
the Replace TB Link Name feature provided in the Workpaper Manager ribbon or
you can use the standard Find and Replace feature provided in Excel® and Word.
For more information on Replace TB Link Name, see Chapter 7: Using
Microsoft® Excel® on page 357 for Excel® and Chapter 8: Using Microsoft®
Word on page 380 for Word.

ii. Review the grouping list ID in the TB links to determine if the ID needs to be
updated in any of the links. This is the ID as shown in the Options dialog within
Account Groupings. The TB link must refer to the correct grouping list. If any
grouping list IDs need to be replaced, you may want to use the Excel® or Word
Find and Replace feature.

iii. Review the group/subgroup index in the TB links to determine if any of the
indexes need to be updated if changes were made to group/subgroup indexes in
the grouping list referenced in the TB link.

iv. Update the TB links to include the reference to the applicable fund level
parameters. Use the Excel® or Word Find and Replace feature to update the TB
links. For more information on the syntax for TB link, see Analyzing a TB Link
Formula on page 336.
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Using the Tax Software Interface

You can export trial balance data to CCH ProSystem fx Tax, CCH® Global fx Tax, GoSystem® Tax,
Lacerte® and UltraTax CS®. When you export trial balance data, the data is formatted so that it can
be imported directly into the tax software or bridged into the trial balance with the tax software.

Notes:

*= You must be the Current Editor of the trial balance to export to CCH ProSystem fx Tax or
CCH Global fx Tax.

* Trial balance export configurations are transferred to other binder staff members when the
binder is synchronized.

*= \When a grouping has been selected for expanded M-3 processing in the Account Groupings
dialog, Workpaper Manager automatically transfers the M-3 balances. The system also defaults
to the Federal tax balance and disables the Balance field. The exception for this is the
consolidated trial balance. With the consolidated trial balance, you need to transfer the
pre-consolidated balance that is based on the Federal tax balance.

* Before exporting the trial balance data, verify that you have assigned accounts to their proper
tax groupings. See Assigning Accounts to Account Groups and Subgroups on page 184 for
instructions on how to group accounts into grouping lists.

}[ﬁ Tip: We recommend you import only trial balance data that is from the Current Editor copy of the
trial balance.

Exporting a Trial Balance to CCH ProSystem fx Tax or CCH Global fx Tax

You can export a trial balance to CCH ProSystem fx Tax using G/L Bridge or Dynalink. If you are
going to export a trial balance using Dynalink, you must update your trial balance-specific account
groupings to the 2002 or later CCH ProSystem fx Tax groupings. Use Using the Tax Grouping
Update Wizard Utility on page 278 to update the groupings.

G/L Bridge Overview

When you export using G/L Bridge, a COMPFILE.TXT export file is created. You import the
COMPFILE.TXT file into a tax return using File > Import . G/L Bridge in Tax Preparation. When
importing, you can select which CCH ProSystem fx Workpaper Manager trial balance
COMPFILE.TXT file you want to import to the tax software. If you make last minute changes to the
trial balance after exporting to G/L Bridge, recreate the export file and import it to the tax return again.

Note: If you are using a consolidated trial balance with an M-3 enhanced grouping, only G/L
Bridge can be used to transfer balances to a return.

With CCH ProSystem fx Workpaper Manager, the tax interface mapping capabilities with

CCH ProSystem fx Tax are expanded to include the new M-3 data items for "Book if Different,"
"Temporary Difference," and "Permanent Difference" amounts for tax year 2006 and later processing
of C Corporation (Form 1120), Partnership (Form 1065), and S Corporation (Form 1120S).
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The expanded data items on the Income and Expense Interview Forms A-1 through A-4 and E-1 are
also included in the new tax interface mapping. These new boxes represent additional amounts for
each tax line item. In addition to "Amount" (or tax balance), there are now new data items for "Book if
Different," "Temporary Difference," and "Permanent Difference" amounts.

Configuring a Trial Balance for Export

You must configure a trial balance correctly so that information is retained during the export. If the
selected trial balance grouping list is eligible and selected for Schedule M-3, up to four expanded
balances are transferred to the return via Dynalink or G/L Bridge.

If the selected trial balance is a consolidated trial balance and the selected grouping list is eligible and
selected for Schedule M-3, expanded balances can only be transferred to the return via G/L Bridge for
CCH ProSystem fx Tax C Corporation, S Corporation, or Partnership grouping lists.

Notes:

® |f you are using a consolidated trial balance with an M-3 enhanced grouping, only G/L Bridge
can be used to transfer balances to a return.

* Schedule M-3 expanded balances for consolidated trial balances must be in balance with the
individual trial balance. If you have made a change to an individual trial balance, you must re-
consolidate prior to transferring the balance to the return; otherwise, the balances sent to the
return will not be the same as the consolidated trial balance.

! Important: If you are using an M-3 enhanced consolidated trial balance, you must also transfer

the pre-consolidated balance from the consolidated trial balance as the tax balance. You should
not transfer the consolidated balance because it might include eliminating journal entries. In that
case, the total book balance plus temporary/permanent balances from the individual trial
balances would not equal the tax balance. A consolidated trial balance that is not M-3 enhanced
can be exported to Taxprep using either Dynalink or G/L Bridge. The consolidated balance must
be used for data to transfer accurately.

Dynalink Overview
When you configure an export for Dynalink, an XML file is created. The Dynalink is established when

you import the file using the File > Import > Dynalink option in CCH ProSystem fx Tax.

Note: If you are using a consolidated trial balance with an M-3 enhanced grouping, only G/L
Bridge can be used to transfer balances to a return.

Before you can import using Dynalink, do the following:

#= Update your CCH ProSystem fx Tax-specific tax groupings to the 2002 or later CCH ProSystem
fx Tax groupings and create a list of the clients whose trial balances you have configured for
Dynalink.

®= Configure CCH ProSystem fx Workpaper Manager as an Accounting Bridge in CCH ProSystem
fx Tax and create a list of the clients whose trial balances you have configured for Dynalink.
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When importing using Dynalink, select the Workpaper Manager client and the tax return to import to.
If multiple versions of a return exist, select the version to which you want to import.

For CCH ProSystem fx Tax, once you have performed the initial import using Dynalink, you can use
the Quiklink update feature to update your return. When Quiklink is activated, changes made to the

trial balance flow directly to the tax return and you can jump between an interview form or worksheet
box in the tax return and its corresponding tax group in the trial balance.

Note: CCH Global fx Tax waits for you to manually install updates from your desktop.
CCH Global fx Tax does not push the updates dynamically.

With CCH ProSystem fx Workpaper Manager, the tax interface mapping capabilities with

CCH ProSystem fx Tax are expanded to include the new M-3 data items for "Book if Different,"
"Temporary Difference," and "Permanent Difference" amounts for tax year 2006 and later processing
of C Corporation (Form 1120), Partnership (Form 1065), and S Corporation (Form 1120S).

The expanded data items on the Income and Expense Interview Forms A-1 through A-4 and E-1 are
also included in the new tax interface mapping. These new boxes represent additional amounts for
each tax line item. In addition to Amount (or tax balance), there are now new data items for Book if
Different, Temporary Difference, and Permanent Difference amounts.

For complete instructions on importing to a tax return using Dynalink, see the CCH ProSystem fx
Tax User Guide, Chapter 5, Import/Export Functions. For additional instructions, see Configuring
an Accounting Bridge on page 271 and Updating with Quiklink on page 272.

Configuring a Trial Balance for Export Using G/L Bridge

If you are using the generic tax groupings provided with CCH ProSystem fx Workpaper Manager v2.5
or later, or if you have not updated your CCH ProSystem fx Tax-specific tax groupings to the 2002 or
later groupings, you must use the G/L Bridge option to export trial balance data to CCH ProSystem fx
Tax. In this case, select Other (Generic Processing) as the accounting system when you import
the file in Tax Preparation.

If you have updated your tax groupings to 2002 or later and want to use G/L Bridge rather than
Dynalink, select CCH ProSystem fx Workpaper Manager as the accounting system when you import
the file in Tax Preparation.

Note: If you are using a consolidated trial balance with an M-3 enhanced grouping, only G/L
Bridge can be used to transfer balances to a return.

To export a trial balance using G/L Bridge, do the following:

1. To export from the Binder Window or File Room Window, do one of the following to open the
Export Trial Balance to Tax Software dialog:

= Select Tools > Tax Software Interface.

ﬁﬁ = Click theTax Software Interface toolbar button.

If you are in the Binder Window, you can also right-click the trial balance and select Tax
Software Interface from the pop-up menu.
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2. If more than one trial balance exists in the binder, select the trial balance from the Trial balance
drop-down list. (Trial balances in the Trash or Conflict section are not included in the list.)

3. Inthe Tax software field, select CCH ProSystem fx Tax (G/L Bridge).

Tax Software Interface @

Trial balance: | TE 1 Trial Balance v

Tax software: | ProSystem fx Tax [G/L Bridge) v
Configuratian infarmation

Tax pear: [Prior pear data is always exported,

2011 v o must cantrol the import of prior
year data in ProSystem fx Tax.]

Grouping: | 2011 Partnership Farm 1065-PraSyste

Balance: | Federal Tax Balance -

Employver ID #: 11-2342345

E xport information

File name:  |ments and Setingsheedwardshby Documents\COMPFILE. THT

Save az default for thiz trial balance

[ 0K l [ Cancel ] [ Help l

Note: If the selected grouping list is eligible and selected for Schedule M-3 in the
Groupings List Options dialog, Schedule M-3 applicable displays on the Software Tax
Interface dialog.

4. Select the tax year from the Tax year drop-down list. Prior year data is always exported, and the
Export prior year box is checked by default. For example, if the tax year chosen is 2008, data is
exported for 2007 and 2008.

5. From the Grouping drop-down list, select the CCH ProSystem fx Workpaper Manager grouping
list for the tax entity of the trial balance you are exporting.

6. The Balance field defaults to the Federal Tax Balance column. You can select another column
to be exported, if applicable.

Note: Only current period columns are included in the drop-down list.

7. Enterthe client's Federal Employer Identification Number (FEIN) in the Employer ID #box. If no
FEIN is entered, the number is taken from client properties.

8. Inthe File name box in the Export information section, enter the drive and directory where you
want to save the COMPFILE.TXT file. The path defaults to C:\Documents and
Settings\Name\My Documents\COMPFILE.TXT.
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9. If you are the Current Editor of the trial balance, you can check the Save as default for this trial
balance box to save the configuration as the default.

Note: If you change the configuration, recreate the export file and then import the file to
Tax Preparation again.

10. Click OK. The Tax Report dialog opens, listing any ungrouped accounts or tax groups not
supported by CCH ProSystem fx Tax. For 2004 and later grouping lists, also listed in the Tax
Software Interface Report are any group or subgroup balances that you have selected not to
Send to Tax.

11. You can do any of the following with the Tax Software Interface Report:

= Select Print to use this report as a reference.
= Select Save As to save the tax report as an HTML file that you can print at a later time.

= Click Close to exit the report.

Configuring a Trial Balance for Export to GoSystem® Tax

Prior year data is automatically included in the GoSystem® export file. When you import the data to
GoSystem® Tax, you are given the option of merging the prior year data.

You must be a team member assigned to the binder to export a trial balance to GoSystem® Tax. To
save an export configuration as the default for a trial balance, you must be the Current Editor of the
trial balance.

To export the trial balance to GoSystem® Tax, do the following:

1. To export from the Binder Window or File Room Window, do one of the following to open the
Export Trial Balance to Tax Software dialog:

= Select Tools > Tax Software Interface.
rﬁﬁ = Click the Tax Software Interface toolbar button.

If you are in the Binder Window, you can also right-click the trial balance and select Tax
Software Interface from the pop-up menu.

2. If more than one trial balance exists in the binder, select the trial balance from the Trial balance
drop-down list.

Note: Trial balances in the Trash or Conflict sections are not included in the list.
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3. Inthe Tax softwarefield, select GoSystem® Tax from the Tax software drop-down list.

Tax Software Interface
Trial balance: | 2305 Trial Balance b
Tax software: | GoSystern Tax e

Configuration infarmatian
Tax pear:

s

Grouping: | 2011 5-Corp Form 1120 - ProSystem 1 +

Balance:  Federal Tax Balance -

Export information

File name: | ingstusersMy DocumentshS ample Client2011 Tax Export Rla Browse...

[ 5ave as default for this tial balance

l Cancel ] [ Help

Select the tax year from the Tax year drop-down list.
5. Select the appropriate GoSystem® Grouping list.

The Balance field defaults to the Federal Tax Balance column. You can select another balance
column to be exported.

7. Inthe Export information section, you can change the default path for the RIA file. The default
path is C:\Documents and Settings\Name\My Documents\Client Name Tax Year Tax
Export.RIA (for example, CorpABC2003TaxExport.RIA.).

8. If you are the Current Editor of the trial balance, you can check the Save as default for this trial
balance box to save the configuration to be used as the default.

9. Click OK. The Tax Report dialog displays any ungrouped accounts, tax groups not supported
by GoSystem® Tax, and grouped accounts with account numbers containing more than 30
characters. You can do one of the following:

= Select Print to use this report as a reference.
= Select Save As to save the tax report as an HTML file that you can print at a later time.
= Click Close to exit the report.

Configuring a Trial Balance for Export to UltraTax CS®

You must be a team member assigned to the binder to export a trial balance to UltraTax. To save an
export configuration as the default for a trial balance, you must be the Current Editor of the trial
balance.
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To export the trial balance to UltraTax, do the following:
1. To export from the Binder Window or File Room Window, do one of the following to open the
Export Trial Balance to Tax Software dialog:
= Select Tools > Tax Software Interface.
= Click the Tax Software Interface toolbar button.

If you are in the Binder Window, you can also right-click the trial balance and select Tax
Software Interface from the pop-up menu.

2. If more than one trial balance exists in the binder, select the trial balance from the Trial balance
drop-down list.

Note: Trial balances in the Trash or Conflict sections are not included in the list.

3. Inthe Tax software field, select UltraTax from the Tax software drop-down list.

Tax Software Interface @
Trial balance: (210000 Trisl Balance -
T ax software: | ltraT ax h |

Configuration information

Tax vear

2013 -
Grouping: | 2013 C-Corp - UlraT ax -
Balance: | Federal T ax Balance - |

Export information

472345

File name:  C:\UszershjortnersDocurmentzhd ] 2345-200 4.0 Browse... |

Save az default far this trial balance

0k, ] | Cancel | | Help

4. Select the tax year from the Tax year drop-down list.

5. Select the appropriate UltraTax Grouping list from the Grouping drop-down list.

Note: If subgroups exist in the grouping list and have accounts assigned to them, they will
automatically be exported. Up to 32 characters of the subgroup index and 50 characters of
the subgroup description will be exported with each account assigned to the subgroup.
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6. The Balance field defaults to the Federal Tax Balance column. You can select another balance
column to be exported.

7. Inthe Export information section, the Client ID field will display the Workpaper Manager Client
ID. You cannot change this information.

8. The File name will default to C:\Users\[Name]\Documents\Client ID-[Tax Year].DWI. You can
change the default export path, but you cannot change the ‘DWI’ extension of the export file.

9. If you are the Current Editor of the trial balance, you can check the Save as default for this trial
balance box to save the configuration to be used as the default.

10. Click OK. The Tax Report dialog displays any ungrouped accounts and tax groups not
supported by UltraTax CS®. You can do one of the following:

= Select Print to use this report as a reference.
= Select Save As to save the tax report as an HTML file that you can print at a later time.
= Click Close to exit the report.

Notes:

* The account balance length in UltraTax CS® is limited to 12 places. If any account balances in
CCH ProSystem fx Workpaper Manager exceed 12 places, then it will not import into UltraTax
CS® correctly.

* The account number length in UltraTax CS® is limited to 60 characters. If any account numbers
in CCH ProSystem fx Workpaper Manager exceed 60 characters and they are assigned to the
same tax group/subgroup, then the duplicate accounts will not be imported into UltraTax Cs®.

* The tax grouping lists for UltraTax do not support multiple Rentals, Farms or Businesses. You

may assign accounts to the main tax codes, but you will need to separate the amounts for each
property on the UltraTax CS® side.

Configuring a Trial Balance for Export to Lacerte®

Note: Lacerte® does not allow long file names. Your export file name must be no more than
eight characters for the file name and three characters for the extension.

You must be a team member assigned to the binder to export a trial balance.

1. To export from the Binder Window or File Room Window, do one of the following to open the
Export Trial Balance to Tax Software dialog:

= Select Tools > Tax Software Interface.

rﬁE = Click the Tax Software Interface toolbar button.

If you are in the Binder Window, you can also right-click the trial balance and select Tax
Software Interface from the pop-up menu.

2. If more than one trial balance exists in the binder, select the trial balance from the Trial balance
drop-down list.

Note: Trial balances in the Trash and Conflict sections are not included in the list.
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3.

10.

11.

In the Tax softwarefield, select Lacerte® from the Tax software drop-down list.

Tax Software Interface g]

Trialbalance: | 2305 Trial Ealance i

Tax software: | Lacerte i

Configuration information
Export prior pear
Tax vear:
2011 ~

Grouping: | 2011 S-Corp Form 1120 - ProSystem 1+

Balance: | Federal Tax Balance v

Expoart information

ClentID: | 412245
File name: | CihLaceneh] 1TAXNSDATAV] 2345 587

[[] Save as default for this tial balance

[ 0K ] [ Cancel ] [ Help ]

Select the tax year from the Tax yeardrop-down list.
To export data for both the current and prior tax years, check the Export prior year box.
From the Grouping drop-down list, select the appropriate Lacerte® Grouping list for the trial
balance.
The Balance field defaults to the Federal Tax Balance column. You can select another column
to be exported, if applicable.
In the Export information section, the Client ID field defaults to the Workpaper Manager Client
ID. You can change the ID, if appropriate.
You can also change the default path for the export file. The path defaults to
X:\Lacerte\YYTax\Cdata\Client ID.CBY, where X equals the drive where Lacerte® is installed
and YY equals the tax year. In the file extension, C represents the tax entity for Corporation, P
for Partnership, etc.) and Y equals the tax year.
If you are the Current Editor of the trial balance, you can check the Save as default for this trial
balance box to save the configuration to be used as the default when exporting this trial balance
to Lacerte®.
Click OK. The Tax Report dialog displays any ungrouped accounts or tax groups not supported
by Lacerte®. You can do one of the following:

= Select Print to use this report as a reference.

= Select Save As to save the tax report as an HTML file that you can print at a later time.

= Click Close to exit the report.
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Linking to CCH ProSystem fx Tax or CCH Global fx Tax

Launching CCH ProSystem fx Tax from Workpaper Manager

You can launch the latest versions of CCH ProSystem fx Tax (if installed) from the Binder window in
Workpaper Manager. Open a binder and select Tax from the Shortcut bar. See Shortcut Bar on

page 85 for more information.

Configuring an Accounting Bridge

If you are going to use the CCH ProSystem fx Tax Dynalink function to export trial balance data, you
need to configure Workpaper Manager as an accounting bridge and create a client list of trial balances
configured for export before importing the data to CCH ProSystem fx Tax.

Configuring Accounting Bridges tells CCH ProSystem fx Tax which accounting software you are using

and where it is located.

You can configure Workpaper Manager as an accounting bridge by opening Office Manager and
selecting Configure Applications > Accounting Bridges or by opening Tax Preparation and

selecting Options > Interface Options > Accounting Bridges.

1
[+ Notes:

= At this time, CCH ProSystem fx Workpaper Manager does not support using CCH Global fx
Tax in a Shared File Room environment.

= |f you use CCH Global fx Tax, it is not necessary to configure an accounting bridge.

* |f you are using a consolidated trial balance with an M-3 enhanced grouping, only G/L Bridge
can be used to transfer balances to a return.

To configure the accounting bridge in Tax Preparation, do the following:

1. Open Tax Preparation and select Options > Interface Options.

2. Select Accounting Bridges to open the Accounting Bridges dialog.

Accounting Bridges E

Configure your accounting systems for proceszing with Dynalink and Quiklink.

Configured  List created

Select name

ProSystem fx Trial Balance/CEEAM Y
ProSystem b wite-p N
GoSpstem Audit

1140642011 Canfigure...
1124201
Cancel
Help
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3. Highlight CCH ProSystem fx Workpaper Manager and click Configure to open the
Configure Account System dialog.

Configure Accounting System E

Accounting system path;

|| Browse...

Guiklink optian

Ok
Chooze which conrespanding interview

form box ta link to on the tax return,
Cancel

™+ Fram the first tax line highlighted
" Fram the lazt tax ling highlighted Help

i

4. Inthe Accounting system path, enter the drive and directory where the Dynalink processor
(Dynalink.exe) is located, typically, C:\Pfx Engagement\WM, or click Browse to locate the drive
and directory.

5. Inthe Quiklink option section, select the appropriate option to determine your action when using
Quiklink:

= From the first tax line highlighted. Causes you to be returned to the same place in the
tax return where you started when you jumped to the trial balance.

= From the last tax line highlighted. Causes you to return to the place in the tax return
that corresponds to the last group highlighted in the trial balance.

6. Click OKto return to the Accounting Bridges dialog and then click Create Client List to create
a list of the clients whose trial balances are configured for export to Dynalink.

Once the client list has been created, return to this dialog to refresh the list when you configure
additional trial balances for export using Dynalink.

Note: The Federal Employer Identification Number entered for the trial balance when
configuring for Dynalink on the Tax Software Interface dialog is the client code in the client
list.

7. Click Close.

Updating with Quiklink

When you use Dynalink to import trial balance data to a CCH ProSystem fx Tax or CCH Global fx Tax
return, you can use the Quiklink Updates feature to update the return automatically when you make
changes to the trial balance data.

In CCH ProSystem fx Tax, you can jump from an interview form box in the return to its corresponding
tax grouping balance in the trial balance, or you can jump from the tax grouping balance in the trial
balance to the corresponding box on the interview form. If you are using CCH Global fx Tax, however,
you cannot jump from an interview form box in the return to its corresponding tax grouping balance in
the trial balance.
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Note: CCH Global fx Tax waits for you to manually install updates from your desktop.
CCH Global fx Tax does not push the updates dynamically.

To use Quiklink, the following conditions must be met:

®* The tax year of the return and trial balance must be 2002 or later.

®* Dynalink processing has been performed at least once.

* The binder containing the trial balance is open and unfinalized.

#= Quiklink Updates must be activated. Running the Dynalink process from CCH ProSystem fx Tax
automatically activates Quiklink Updates. To verify that it is active, or to deactivate the option,
select Trial Balance > Quiklink/Desktop Updates Status in the Binder Window, or
Workpaper Manager > Quiklink/Desktop Updates Status in the trial balance in Word or
Excel®.

®* The person using Quiklink/Desktop Updates is the Current Editor of the trial balance.

* The tax return must be open on the computer where the changes are being made to the trial
balance.

Note: If Quiklink is active and the tax return is closed when you make a change to the trial
balance that should update the return, a message states that the return needs to be open for
Quiklink to process the change.

You can open the return and click Retry in this dialog to process the changes. If you do not open
the return, your return is not updated and you need to reprocess Dynalink to re-establish the link
between the return and the trial balance.

Quiklink Updates - Workpaper Manager to CCH ProSystem fx Tax

Note: If you plan to make a large number of changes to the trial balance, you should not use
Quiklink Updates to update the return. You should reprocess the trial balance by importing it
again using Dynalink.

To update using Quiklink Updates, do the following:

Open the tax return in CCH ProSystem fx Tax.
Select a binder in the local file room.

Verify that Quiklink Updates is activated by selecting Trial Balance > Quiklink/Desktop
Updates Status if the Binder window is active, or Workpaper Manager > Quiklink/Desktop
Updates Status in the trial balance, Excel®, or Word window.
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4. The Quiklink/Desktop Updates Status dialog displays the trial balances available in the binder
for updating with Quiklink Updates.

G Quiklink f Desktop Updates Status @

The Trial balances listed below are available for either

Guiklink with the Desktop version of ProSystem fx Tax

or Desktop Updates with the Web version. “rou may
deselect any trial balance by unchecking its check box
below.

Trial balances available for Quiklink / Desktop Updates:
v [Ta] TE 1 Trial Balance 1

¥ |T| TE 14 Trial Balance 14

¥ [T TB 20 Trial Balance 20

¥ [Ta| TB 7 Trial Balance 7

Deselect a trial balance to deactivate Quiklink Updates. To reactivate Quiklink Updates later,
perform a Dynalink through the Tax Software Interface dialog again.

5. Make the appropriate changes to the trial balance data. To use Quiklink Updates, the change
must affect the balance column configured for Dynalink and an account assigned to the
configured grouping list.

Some of the changes that initiate Quiklink Updates include the following:

= Account Changes. Assigning or unassigning an account to the grouping list, moving an
account from one group to another, adding or deleting an account, or changing an
account balance.

= Account Balance Change. Changing an account balance in TB Edit mode.

= Journal Entry Changes. Entering, editing, or deleting journal entries or write up journal
entries that change the balance configured for Dynalink.

Moving a journal entry to or from a journal entry type that updates the balance configured
for Dynalink.

6. The changed data is transferred to the tax return.

Desktop Updates - Workpaper Manager to CCH Global fx Tax

Note: If you plan to make a large number of changes to the trial balance, do not use Desktop
Updates to update the return. Instead, reprocess the trial balance by importing it again using
Dynalink.

To update using Desktop Updates, do the following:

Open the tax return in Tax Preparation.
Select a binder in the local file room.

Verify that Quiklink Desktop Updates is activated by selecting Trial Balance >
Quiklink/Desktop Updates Status if the Binder window is active, or Workpaper Manager >
Quiklink/Desktop Updates Status in the trial balance, Excel®, or Word window.
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4. The Quiklink/Desktop Updates Status dialog displays the trial balances available in the binder
for updating with Quiklink Updates.

£ Quiklink / Desktop Updates Status @

The Trial balances listed below are available for either

Quiklink with the Desktop version of PraSystem f+ T ax

or Desktop Updates with the ‘Web version. v'ou may
desslect any tial balance by unchecking its check box
below.

Trial balahees available for Quiklink / Dezktop Updates:
v |Ta| TE 1 Trial Balance 1

W [Ta| TB 14 Trial Balance 14

¥ [T TE 20 Trial Balance 20

W [T TB 7 Trial Balance 7

To deactivate Quiklink Desktop Updates for a trial balance, uncheck the box next to it. You must
Dynalink again to turn the option back on.

5. Make the appropriate changes to the trial balance data. To use Quiklink Updates, the change
must affect the balance column configured for Dynalink and an account assigned to the
configured grouping list.

Some of the changes that initiate Quiklink Updates include the following:

= Account Changes. Assigning or unassigning an account to the grouping list, moving an
account from one group to another, adding or deleting an account, or changing an
account balance.

= Account Balance Change. Changing an account balance in TB Edit mode.

= Journal Entry Changes. Entering, editing, or deleting journal entries or write up journal
entries that change the balance configured for Dynalink.

Moving a journal entry to or from a journal entry type that updates the balance configured
for Dynalink.

Note: Cutting or pasting a subgroup breaks the Dynalink. You must reestablish the
Dynalink by importing again to CCH Global fx Tax. For more information, see
Configuring an Accounting Bridge on page 271.

The changed data is transferred to the tax return.

6. Goto File > Import/Desktop Updates to transfer the changed data to the tax return.

Jumping from the Trial Balance to the Tax Return in CCH ProSystem fx Tax

To use Quiklink to jump from the trial balance to an open tax return, do the following:
1. Open the tax return in CCH ProSystem fx Tax.

Note: If the tax return is not open and you attempt to use Quiklink, you are instructed to
open the tax return and retry the Quiklink.
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2. Inthe local file room, select the binder containing the trial balance that has been imported to the
return using Dynalink.

Open the trial balance.

Highlight any tax code cell, or any cells adjacent to the tax code, from the Group Summary
worksheet of the trial balance.

5. Do one of the following:
= Click the Quiklink toolbar button.
ik = Select Workpaper Manager > Quiklink to CCH ProSystem fx Tax.

You are taken to one of two places in the tax return:

= |f you selected From the first tax line highlighted when configuring CCH ProSystem fx
Workpaper Manager as an accounting bridge, you return to the interview form and box
the cursor was on when you initiated Quiklink.
If you did not initiate Quiklink from an interview form box, the return opens and the
selected view displays when the process completes.

= |f you selected From the last tax line highlighted when configuring CCH ProSystem fx
Workpaper Manager as an accounting bridge, you return to the place in the tax return
corresponding to the last tax group highlighted in the trial balance.

If a tax group is not highlighted in the trial balance, the return opens and the selected
view displays when the process completes.

Jumping from the Tax Return to the Trial Balance in CCH ProSystem fx Tax
To use Quiklink to jump from an open tax return to the trial balance, do the following:
1. Open Workpaper Manager.

Note: If Workpaper Manager is not open, the Workpaper Manager Login dialog displays.
After you log in, the local file room window opens and you can open the appropriate trial
balance and Quiklink again.

2. Inthe local file room, open the trial balance that has been imported to the tax return using
Dynalink.
Note: If the trial balance is not open and you attempt to use Quiklink, you are instructed to

open the appropriate trial balance and attempt the Quiklink again.

3. InTax Preparation, do one of the following:

Tk = Click the Quiklink toolbar button.

= Select File > Import > Quiklink.

If the cursor was on a specific interview form box, you jump to the corresponding row (group) in
the Account Group Summary of the trial balance.

If the cursor was not on a specific interview form box, you jump to the View, Group, and Column
configured for export to Dynalink.
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Note: The Quiklink button is not part of the default Tax Preparation toolbar. To facilitate
the Quiklink jump, we recommend that you add the button to the toolbar using the Tax
Preparation Options > Customize Toolbar option.

Reprocessing with Dynalink

The following circumstances cause the link between the tax return and the trial balance to become
disconnected. You must reprocess the trial balance using Dynalink should any of the following occur:

Trial balance data is imported with the Import Conversion Wizard or Paste TB Import.
The trial balance or binder is deleted.
The trial balance is taken over by another staff member.

Note: There is no need to reprocess if another staff member becomes the Current Editor
through check in and check out of the trial balance during synchronization. In this case, the
trial balance and tax return remain linked.

The binder is rolled forward or you create a new binder by copying from an existing binder. The
Dynalink/Quiklink links are disconnected in the new binder. You must configure for Dynalink on
the Export Trial Balance to Tax Software dialog for the new binder. The linkage in the original
binder remains intact.

When you make any changes to the Tax Software Interface dialog.
The Binder Properties period information is modified.

The Federal Tax balance is the balance selected for Dynalink and the formula for calculating the
balance is changed in TB Column Setup.

The grouping list ID used in the export to Dynalink is renamed or deleted.

The View chosen for the Dynalink export configuration is deleted or the balance column is
removed from the View chosen for configuration.

The Quiklink Updates Status option is deactivated.

If Quiklink Updates is toggled on and you make a change to the trial balance that affects the tax
return (and the tax return in Tax Preparation is not open), the Dynalink breaks if you click Break
Dynalink on the warning message.

You attempt to update an excessive number of tax lines in the tax return.

A grouping list is imported in the Account Grouping window, and it replaces the grouping list that
was configured for Dynalink.

If you delete a binder in your local file room (and you are the Current Editor of a trial balance that
is Dynalinked), then the binder is brought back into your local file room through one of the
following:

®* async with another user

®= async with the Central File Room
®= through Receive Binder Package
= through Restore Binder

If a central file room is deleted, (where there is a binder with a checked-out, Dynalinked trial
balance) and the staff member with the trial balance checked out syncs his or her local file room
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binder with another local file room or a central file room, or receives a binder package of the
binder.

Using the Tax Grouping Update Wizard Utility

Using the Tax Grouping Utility Wizard Outside of Workpaper Manager

The Tax Grouping Update Wizard updates grouping lists in the selected Workpaper Manager binders
for tax years 2004 or later to the current tax year.

In the Central File Room, binders can be updated by administrators or staff in the administrator staff
group with trial balances that are checked in to the central file room.

! Important: You must run the Tax Grouping Update Wizard from a machine that has the

Workpaper Management module installed. The machine could have either Workpaper
Management module installed or Administrator and Workpaper Management module installed.
You cannot run the wizard from a machine with only the Administrator module installed.

In the Local File Room, binders can be updated by any staff member where they are the current editor
of the trial balance.

To update the grouping lists for , do the following:

Close all CCH ProSystem fx Workpaper Manager windows.
2. Select Start > Programs > CCH ProSystem fx Workpaper Manager >

CCH ProSystem fx Workpaper Manager Tax Grouping Update Wizard Utility.
3. Click Next on Welcome to the Tax Grouping Update Wizard dialog.

4. Select to update binders in either the Local file room or the Central file room on the Enter File
Room and Login information dialog.

Note: The Central file room option will be disabled if you are not logged in as either the
Administrator or Administrator staff group. It will also be disabled if you are running the
wizard from a machine with only the Administrator module installed.

5. Select the Office server, if you are updating the Central file room and have more than one
office server. Otherwise, the list of office servers will be disabled.

Enter a valid Login name and Password. Click Next to continue.

On the Tax Vendor and Tax Year of Binders to Update dialog, select ProSystem fx Tax from
the Tax vendor drop-down list.

8. Select the tax year to update from the Tax year drop-down list. Binders that have a beginning
date in the same year selected are eligible for update.

9. Select to assign or not assign account classifications to tax groups and subgroups that are
unclassified.

* Do not assign account classifications. Account classifications will not be assigned
to groups and subgroups that do not already have an account classification assigned,
including new groups and subgroups. Existing group and subgroup classifications will
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not be modified.

» Assign existing account classifications. Default account classifications will be
assigned to any new and existing groups and subgroups that do not already have an
account classification assigned. If the default classification does not already exist in the
trial balance, the classification will not be assigned.

= Assign existing and any previously deleted system-defined account
classifications. Default account classifications will be assigned to any new and
existing groups and subgroups that do not already have an account classification
assigned. If the default classification does not already exist in the trial balance, the
classification will be assigned. User-defined classifications will not be overwritten.

10. Click Next.

11. Onthe Binders to Update dialog, all binders that have a beginning date in the same year
selected are listed and selected for update.

12. If you do not want to update all binders, uncheck the box Update all closed binders and check
the boxes next to the binders you want to update. When you select a binder, all trial balances
within that binder are selected.

B Tax Grouping Update Wizard

Binders to Update
Select the binder(z] far which the trial balance tax
groupings will be updated ta the selected taw vear.

[~ Update all closed binders

Binder Contents

=.[7 72 Strong, Charles M. [WIGGINGTOMN<P)
+-[7 (] Smith and Bamey
+- v [:| A12345 Sample Client
+ I_["_‘| MeqaGraf MegaGraphic:

+ I_D Ontario Ontario Meats

< Back | femt = | Cahicel

1
[ Note: If you are not the current editor of a trial balance, the trial balance is disabled and is
not eligible for update.

13. Click Next and a summary of your selections are displayed.
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14. Click the Back button to change your selections.
15. Click Finish to start the tax grouping update.

16. When the update completes, the Tax Grouping Update Log displays the date and time of the
update, the data path, client ID and name, binder ID and name, year-end date, trial balance
Name and Index, and the update status of all trial balances included in the update.

!i Untitled - Notepad g@@

File Edit Format Yiew Help

Tax Grouping Update Log
Log file location: [C:5pPfx
Engagement \whhwork Papersh {4 20A97F0-7939-1104 -BD34 -00500ABSEE3 0 M TaxsroupingUpdateLog2 011, txt ]

07,/09,/2011 B:57:35 AM

Local File Room: ADMIN

Tax wear: 2011

Tax supplier: Prosystem fx Tax
Binders to update: all Binders.

Datestime, path, client ID & name, trial balance dndex & name, and update status
07 /0%9/2011 8:57:35 am C:hpfx
Engagemer;t\wm\workpaper‘s\{420A9?FO—?939—1:LD4—BD34—0050DAE566630}\{DODDF61?—0682—4SBE—BB42—9A20
27AB33FC

Al12345 Sample Client

9800-01 sample Binder [30/06,/2011]
2305 Trial Balance [Updated to

2011 account <lassifications that already exist assigned to groups/subgroups]

The log also lists the tax year, tax vendor, and whether the update was successful or
unsuccessful for a specific trial balance. Trial balances that will not update are those where the
user is not the current editor of the trial balance, the accounts are not assigned to a grouping
lists, or the trial balance has already been updated.

The log displays in Microsoft® Notepad, and you can use the available Notepad menu
commands to print the log, change the font or word wrap, and find text. The log is stored in the
Pfx Engagement\WM\Workpapers\Staff GUID directory. If additional updates are run, the
information is appended to the log.

Using the Tax Grouping Utility Wizard Inside of Workpaper Manager

Important: Tax grouping lists in binders that are open will not be updated. Please close all binders
that require updating prior to running the Tax Grouping Update Wizard.

To update the grouping lists for within the local file room, do the following:

1. From the local file room, select Tools > Tax Grouping Update Wizard.
2. Click Next. The Tax Vendor and Tax Year of Binders to Update dialog displays.
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o Tax Grouping Update Wizard .

Tax Vendor and Tax Year of Binders to Update

Select the tax vendor, tax year and account classification option.

Trial balances with accounts assigned to tax groups of the tax vendor selected below will
be available to update.

Taxwendor: | ProSystem fx Tax W

Binders with the year of the Cument Period Beginning Date the same as the tax year
selected below will be available to update.

Taxyear: | Select v

Select whether or not to assign account classfications to ta groups and subgroups that
are unclassified. (Mote: New and changed tax groups will automatically be assigned an
account classification.)

Unclassified tax group options:

Do not assign account classfications
Assign existing account classfications

Aszsign existing and any previoushy deleted system-defined account
classffications

]

e | o] [

Select as the tax vendor.

Select the tax year from the Tax year drop-down list. Binders that have a beginning date in the
same year selected are eligible for update.
Select to assign or not assign account classifications to tax groups and subgroups that are
unclassified.
= Do not assign account classifications. Account classifications will not be assigned
to groups and subgroups that do not already have an account classification assigned,
including new groups and subgroups. Existing group and subgroup classifications will
not be modified.
= Assign existing account classifications. Default account classifications will be
assigned to any new and existing groups and subgroups that do not already have an
account classification assigned. If the default classification does not already exist in the
trial balance, the classification will not be assigned.
= Assign existing and any previously deleted system-defined account
classifications. Default account classifications will be assigned to any new and
existing groups and subgroups that do not already have an account classification
assigned. If the default classification does not already exist in the trial balance, the
classification will be assigned. User-defined classifications will not be overwritten.
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Click Next.

On the Binders to Update dialog, all binders that have a beginning date in the same year
selected are listed and selected for update.

If you do not want to update all binders, uncheck the box Update all closed binders and check
the boxes next to the binders you want to update. When you select a binder, all trial balances
within that binder are selected.

Note: If you are not the current editor of a trial balance, the trial balance is disabled and is
not eligible for update.

Click Next and a summary of your selections are displayed.
Click the Back button to change your selections.
Click Finish to start the tax grouping update.

When the update completes, the Tax Grouping Update Log displays the date and time of the
update, the data path, client ID and name, binder ID and name, year-end date, trial balance
Name and Index, and the update status of all trial balances included in the update.

The log also lists the tax year, tax vendor, and whether the update was successful or
unsuccessful for a specific trial balance. Trial balances that will not update are those where the
user is not the current editor of the trial balance, the accounts are not assigned to a grouping
lists, or the trial balance has already been updated.

The log displays in Microsoft® Notepad, and you can use the available Notepad menu
commands to print the log, change the font or word wrap, and find text. The log is stored in the
Pfx Engagement\WM\Workpapers\Staff GUID directory. If additional updates are run, the
information is appended to the log.

Using the CCH ProSystem fx TBRepair Utility

The CCH ProSystem fXTBRepair Utility allows you to rebuild individual trial balances. You must be
the Current Editor of a trial balance to run this utility.

This utility can be used to correct the following database issues:

Erroneous formulas are found in the journal entry columns.
Subgroups are out of order in the Subgroup Summary Report.

The following message displays when you access the Account Groupings: "A problem with the
TB database has been detected and the tree for groups, subgroups, and accounts may not be
displayed properly."

You receive any sort of error message when performing trial balance functions.

To run the TBRepair Utility, do the following:

1.
2.

3.

Close CCH ProSystem fx Workpaper Manager.

Select Start > All Programs > CCH ProSystem fx Workpaper Manager > Utilities >
ProSystem fx Workpaper Manager TB Repair Utility. The TBRepair Utility displays.

Click Next on the Welcome dialog.
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Enter your login name and password and click Next.

Click the plus sign (+) to open the local file room.

Open the binder containing the trial balance you want to repair.
Highlight the trial balance and click Next.

If everything shown on the Summary dialog is correct, click Finish to run the utility. To change
an item, click Back.

When the utility has finished, a message informs you that the trial balance repair completed
successfully. Click OK.

The TBRepair.txt - Notepad details the actions the utility performed on the trial balance. Select
File > Exit to close the dialog.

Note: You may need to refresh the trial balance after running this utility.
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Chapter 6

MANAGING WORKPAPERS

Overview

CCH ProSystem fx Workpaper Manager enables you to insert any file (for example, Word, Excel®,
Adobe® Acrobat®) into an engagement binder. These documents are referred to as workpapers. You
can enter your information into a blank workpaper, or you can create one from a template or from an
existing file.

You can share workpapers with other Workpaper Manager staff members. Every staff member can
have a complete set of engagement workpapers in their binder. However, only one copy of each
workpaper can have edit rights. All other copies are read-only, which allows the distribution of
workpapers while maintaining the integrity of your work.

This chapter shows you how to create, distribute, and receive workpapers, and how to add workpapers
to a binder.

Adding and Modifying Workpapers in a LFR Binder

The process of adding and modifying workpapers in a LFR binder differs depending on whether you
are creating a new workpaper or inserting an existing one. Once you have added the workpaper to an
engagement binder, you can change its properties at any time.

Adding a New Workpaper from a Template

You can create a new workpaper from the Word and Excel® templates CCH ProSystem fx
Workpaper Manager provides,from templates your firm has created internally, and from CCH
templates. Workpaper Manager also provides blank Word and Excel® templates for use in creating a
workpaper. You can add workpapers from the Binder window.
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To add a new workpaper from the Binder window, do the following:

1. Open the window for the binder where you want to add the workpaper. For instructions on
opening a binder, see Chapter 4: Creating and Using Binders on page 54.

2. Inthe Binder Index pane of the Binder window, click the tab where you want to put the
workpaper. If there are no tabs, you must either create one or add the workpaper to the Unfiled
Workpapers tab. For instructions on creating a workpaper tab, see Creating and Modifying
Workpaper Tabs on page 89.

3. To openthe New Workpaper dialog, do one of the following:

= Select File > New > Workpaper From Template.

= Right-click a workpaper tab icon and select New Workpaper From Template from the
pop-up menu.

= Click the New Workpaper from Template button on the toolbar.
The New Workpaper dialog displays.

4. Select the tab containing the type of template that you would like to use.

Note: Use the left and right arrow buttons on the right of the dialog to scroll through the
template tabs. Use the icons at the top right to toggle the template display between list view
and icon view.

Workpaper template tabs include the following:
= General. This tab includes blank templates for use when creating workpapers from
Microsoft® PowerPoint®, Microsoft® Word, and Microsoft® Excel®.
The Manual Workpaper template allows you to create an electronic placeholder for a
workpaper that was done manually. You can give the workpaper a name and reference
number so it can be referenced with the electronic workpapers.

Note: If your scanning application is also an OLE Server such as Microsoft® Photo
Editor, it displays on the General tab. If you select that template, the application
opens and you can scan the document. To open the scanned image, double-click the
workpaper. The application associated with the file launches with the scanned
image.

= Workpaper Manager Workpapers. This tab includes Word and Excel® templates that
are provided with CCH ProSystem fx Workpaper Manager. There are 76 Word and
Excel® templates.

= CCH ProSystem fx Tax Workpapers. This tab includes templates for exporting
apportionment data to a Corporation or Partnership CCH ProSystem fx Tax return.

= QOther Tabs. You can create other tabs in this dialog to store your firm's templates.

Note: For more information on saving workpapers as templates and adding folders
to store them in, see Saving a Workpaper as a Template on page 315.

5. Select the specific workpaper or workpapers to insert. Press Shift or Ctrl to select multiple
workpapers for insertion.
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10.

Click OK. The Selected Workpaper Properties dialog displays.

Selected Workpapers Properties @

Select a document and enter an index and name to uniquely identify each workpaper within the binder. You may also modify the
tab in the binder for filing each workpaper or change the roll forward option. Edit options for multiple workpapers at once through
Edit Multiple Options.

Index Workpaper Mame*® Tab Location Roll Forward Replace File Wit... Owverwr...
[]
Microsoft Office Excel Chart 1000 Planning Indude inRoll ... |
Blank Word Document 1000 Planning Indude inRoll ... |

.

In the Index field, enter an index number for the workpaper. This field is optional unless you link
to this workpaper from another workpaper.

1
[_— Note: If the template was created from a workpaper in a Workpaper Manager binder, the
Index field may already be populated with the properties of the original workpaper.

In the Workpaper Name field, enter a name for the workpaper. This field is required.

In the Tab Location field, select the location where you want the new workpaper inserted.

1

[ Note: If the template was created from a workpaper in a Workpaper Manager binder that
contained the same tab name as the current binder, the Tab Location field may be
populated with the properties of the original workpaper.

In the Roll Forward field, select how you want each workpaper handled when the binder is
rolled forward to the next period.

= [nclude in roll forward. The workpaper appears in the new binder created for the new
period. If the workpaper uses date functions or links to the trial balance, the formulas are
updated with the next period's information. This is the default selection.

* Do notinclude in the roll forward. The workpaper does not appear in the new binder
created for the next period. You may select this option if the workpaper is specific to this
period and does not apply to the next period. For example, confirmation workpapers
would not be applicable in the next period. This option is not available for trial balances.
In order to maintain links and reports, trial balances are automatically included in a roll
forward.

= Replace in the roll forward with placeholder. A placeholder appears in the new

binder for the new period. You can replace the placeholder with a template or scanned
workpaper at a later time.
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= Replace in the roll forward with this file. This workpaper does not appear in the new
binder for the next period, but is replaced by another workpaper. You may select this
option with standard workpapers you fill out for the client each year (for example, a bank
reconciliation workpaper format you want to use again, not including the data entry).
If you select Replace in the roll forward with this file, the Replace File With... field
becomes active. Browse to the standard workpaper that will replace the current

workpaper.

Note: If you choose to replace the workpaper with another file, the workpaper's
properties retain this option. If you do not want to replace it in subsequent roll
forwards, you must modify the roll forward properties for the workpaper.

11. Select the check box in the Overwrite column if the new workpaper should overwrite any current
workpaper that has the same workpaper name/index combination. Overwritten workpapers are
moved to the Trash folder with _deleted appended to the file name.

};ﬁ Tip: Click Edit Multiple Options if several workpapers require the same tab location, roll
forward option, and overwrite selection. The Edit Multiple Options dialog displays, allowing

you to set these options for the selected workpapers.

Edit Multiple Options

Tab Location

1000 Planning

() Do not include in the roll forward
() Include in the roll forward
(") Replace in the roll forward with placeholder

" Replace in the roll forward with this file:

[[] Overwrite Existing ‘Werkpapers

o) (e |

Help

l

12. Click OK to create the workpapers from the templates.

Adding a New Workpaper from an Existing File

To add an existing file as a workpaper, do the following:

1. Inthe Binder Index pane of the Binder window, click the workpaper tab where you want to place
the workpaper. If there are no tabs, you must either create one or add the workpaper to the

Unfiled Workpapers tab.

2. Do one of the following to open the New Workpaper dialog:
= Select File > New > Workpaper From File.

= Right-click a workpaper tab and select New Workpaper From File from the pop-up

menu.
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= Clickthe New Workpaper From File toolbar button.

Select the files you want to add. Press Shift or Ctrl to select multiple files. The New Workpaper
dialog contains a standard Windows® selection box to choose the drive and directory containing
the file. By default, the dialog displays Microsoft® Word (DOC) and Excel® (XLS) files. You can
show all files by changing the Files of type field to All Files. All file formats are supported.

Note: If your scanning application is not an OLE Server application, you can create the
scanned image with your scanning software and save the image as a file. Then use New
Workpaper From File to insert the scanned image. To open the scanned image, double-
click the workpaper file. The application associated with that file launches with the scanned
image.

Check the Delete source file after inserting box to delete the original files after the workpapers
are inserted.

Click OK. The Selected Workpaper Properties dialog displays.

In the Index field, enter an index number for the workpaper. This field is optional unless you link
to this workpaper from another workpaper.

In the Workpaper Name field, enter a name for the workpaper. This field is required.
In the Tab Location field, select the location where you want the new workpaper inserted.

In the Roll Forward field, select how you want each workpaper handled when the binder is
rolled forward to the next period.

* Include in roll forward. The workpaper appears in the new binder created for the new
period. If the workpaper uses date functions or links to the trial balance, the formulas are
updated with the next period's information. This is the default selection.

= Do notinclude in the roll forward. The workpaper does not appear in the new binder
created for the next period. You may select this option if the workpaper is specific to this
period and does not apply to the next period. For example, confirmation workpapers
would not be applicable in the next period. This option is not available for trial balances.
In order to maintain links and reports, trial balances are automatically included in a roll
forward.

= Replace in the roll forward with placeholder. A placeholder appears in the new
binder for the new period. You can replace the placeholder with a template or scanned
workpaper at a later time.

= Replace in the roll forward with this file. This workpaper does not appear in the new
binder for the next period, but is replaced by another workpaper. You may select this
option with standard workpapers you fill out for the client each year (for example, a bank
reconciliation workpaper format you want to use again, not including the data entry).
If you select Replace in the roll forward with this file, the Replace File With... field

becomes active. Browse to the standard workpaper that will replace the current
workpaper.
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Note: If you choose to replace the workpaper with another file, the new workpaper retains
this roll forward option. If you do not want to replace it in subsequent roll forwards, you must
modify the roll forward properties for the workpaper.

10. Select the check box in the Overwrite column if the new workpaper should overwrite any current
workpaper that has the same workpaper name/index combination. Overwritten workpapers are
moved to the Trash folder with _deleted appended to the file name.

}[fl Tip: Click Edit Multiple Options if several workpapers require the same tab location, roll
forward option, and overwrite selection. The Edit Multiple Options dialog displays, allowing
you to set these options for the selected workpapers.

11. Click OK to create the workpapers.

Adding a Manual Workpaper

You can create a manual workpaper in a workpaper tab. The manual workpaper points to a physical
workpaper that cannot be inserted into a particular binder.

The manual workpaper allows you to do the following:

* Assign an index number and name.

® Sign off as preparer or reviewer.

Add workpaper notes.
® Assign a roll forward option.

Assign the workpaper to other staff members.
To add a manual workpaper, do the following:

1. Click a workpaper tab and then do one of the following:
= Select File > New > Manual Workpaper.
= Right-click and then select New Manual Workpaper from the pop-up menu.

L) = Click the New Manual Workpaper button on the toolbar.
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The New Manual Workpaper dialog displays.
New Manual Workpaper g]

Wwiotkpaper | Rall Forward

GUID:
Index #:
Mame:*
Tiype: b anual whork paper
Created by: Admin, Default 3/312011 10:43:48 Ak

Last modified by:
Checked out by:
Aszigned to:
Deleted by

Wersion:

* Reguired field

[ QK H Cancel H Help ]

2. Inthe Index # field, type an index number for the workpaper. This field is optional unless you
link a reference to this workpaper from another workpaper.

3. Inthe Name field, type a name for the workpaper. This field is required.

1
[ Note: The workpaper index number and name must be a unique combination within the
binder.

On the Roll Forward tab, select the roll forward options.

5. Click OKto insert the manual workpaper in the binder.

Working With Placeholders

Placeholders represent workpapers that will be added at a later time, either from a file received from a
client or from scanning a physical workpaper.

Inserting a Placeholder

To insert a placeholder, do the following:

1. Click a workpaper tab and then do one of the following:
= Select File > New > Placeholder.
= Right-click and then select New Placeholder from the pop-up menu.
LH) = Click the New Placeholder button on the toolbar.
The New Placeholder dialog displays.
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2. Inthe Index # field, enter an index number for the placeholder. This field is optional unless you
link a reference from another workpaper to the workpaper that will replace this placeholder.

3. Inthe Name field, enter a name for the workpaper. This field is required.

Note: The workpaper index number and name must be a unique combination within the
binder.

On the Roll Forward tab, select the roll forward options.
5. Click OKto insert the placeholder in the binder.

Replacing a Placeholder

When you have access to the workpaper to be inserted, you can replace the placeholder with either a
saved file or a scanned file. In a local file room binder, you must be the current editor of the
placeholder to replace it. You can either drag and drop the file that will replace the placeholder or use
the Replace Placeholder feature in the right-click menu.

Note: Placeholders that are checked in to the central file room can be replaced when viewing the
contents of a binder in the CFR. See Adding a Workpaper in a CFR Binder on page 297

To replace a placeholder using the right-click menu, do the following:

1. Right-click the placeholder to be replaced.
2. Select Replace Placeholder. The Placeholder Properties dialog displays.

Placeholder Properties

Index: 11583A
Mame: Sample Placeholder
Description: Placeholder

Replace Placeholder

(%)Replace the placshalder with this file

Browze...

() Replace the placsholder with fils from scanner

Cancel l [ Help

3. Do one of the following:
= |f the workpaper is a saved file, click Browse and select the file.

= |f you are scanning the workpaper, select Replace the placeholder with file from
scanner.

4. Click OK. Depending on your selection, one of the following occurs:

If you selected a saved file to replace the placeholder, the New Workpaper from File dialog
displays. See Adding a New Workpaper from an Existing File on page 287.
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If you selected a file from a scanner to replace the placeholder, the New Workpaper from
Scanner dialog displays. See Adding a Scanned Document as a Workpaper on page 294.

To replace a placeholder by dragging and dropping the file, do the following:

1. Drag the file, and drop it on the tab where the placeholder is located. The Selected Workpaper
Properties dialog displays.

2. Edit the Index and Workpaper name to be an exact match of the index and name of the
placeholder in the binder. Select the Overwrite checkbox.

3. Click OK to replace the placeholder in the binder with the file.

Note: The placeholder will automatically be removed without having to manually delete it
from the Trash.

Adding a CCH ProSystem fx Tax PDF File

You can add a CCH ProSystem fx Tax return file in PDF format to a Workpaper Manager binder. To
save tax return PDF files, do the following:

= Open CCH ProSystem fx Tax Preparation and configure the Tax Preparation Interface Options
to save PDF files to CCH ProSystem fx Workpaper Manager using Options > Interface
Options > PFX Engagement/CPADocument Manager. See Configuring the Interface
Option on page 295 for more information.

® Print the return in Tax Preparation and select To PDF file or To PDF file and to printer as the
print destination. Each time you save a return to PDF, the Workpaper Manager Insert
Workpaper Wizard walks you through selecting the binder and workpaper tab where you want
to store the file.

If you print multiple PDF versions of the same return to a binder, the information is checked. If it is still
valid, you are given the choice of overwriting the existing file or creating a file with a new name.

Creating a PDF Workpaper from a Windows® Application

You can use any Windows® application to create a PDF file that is inserted as a workpaper into the
binder of your choice.

Before you create the PDF, verify the following:

* You are logged in to Workpaper Manager.
* You have the user right to create new workpapers.

Note: If you do not have the user right to create new workpapers, you must use the append
option.

1. Select the Print command from any Windows® application.
2. Select Workpaper Manager PDF Converter from the printer options list and click OK.
3. Click Next on the Insert Workpaper Wizard Welcome dialog.
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If Workpaper Manager is not already open, a dialog prompts you to enter your login name and
password.

4. Click Next to open the Select Documents to Insert dialog.

Insert Workpaper, Wizard E|§|@

Select Documents to Insert
Select the documents that you would like to insert into a binder.

Select the documents that you would like to ingert into & single binder. Each document will be a
zeparate workpaper.

Document Pages | Submitted

Select Al | unse|e.:m|||

Mate: The list abowve will refresh as documents become ready for insertion.  Therefore, pleaze
wait until all the documents pou expect are dizplayed in the list before continuing.

< Back | Mest » | Cancel | Help |

5. Select the document(s) to insert into a binder by doing one of the following:
®= Check the box next to the document name.
= Click Select All to select all the documents listed.
= Click Unselect All to deselect all the documents listed.
Click Next.

7. Onthe Select Client and Binder dialog, open the File Room icon and then select the
appropriate client folder. Click Next to continue, or click Finish to display the Summary dialog.
If you click Finish, the workpaper is placed in the Unfiled Workpapers tab.
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8. Enter a name for the workpaper on the Create Workpaper Index and Name dialog.

Insert Workpaper Wizard E

Create Workpaper Index and Hame @
=&

Select an attachment and enter an index and name to uniguely identify = /
the wiorkpaper within the Binder. .

Select an attachment:

Attachment 1 : zplazh
Attachment 2 : ABOUTAP brp
Attachment 3 : aboutfa.brmp
Attachment 4 : ABOUTTHT.BMP

Indes #:

Name:™  |splashTHT .bmp

* Reguired field

< Back | | Finizh | Cancel Help

The workpaper nhame defaults to the name of the file. Enter an index number if you are linking a
reference to this workpaper from another workpaper or for identification purposes.

—
[ Notes:

®* The index number and name must be a unique combination within the binder.

= The Overwrite and Existing Index\Workpaper columns are disabled when inserting
from CCH ProSystem fx Workpaper Manager PDF Converter, Outlook®, or Fixed
Assets.

9. Click Next to continue to the Select Tab in Binder dialog, or click Finish to skip to the
Summary dialog. If you click Finish, the PDF is placed in the Unfiled Workpapers tab.

10. Inthe Select Tab in Binder dialog, click Modify Tab to change the tab location. Otherwise, the
workpaper is in the Unfiled Workpapers tab.

11. Click Finish to open the Summary dialog. Do one of the following:
= Click Back to change any information you have entered.
= Click Insert to save the PDF to the selected binder.
= Click Print to print the summary report.
= Click Save As to save the summary report to a file.

= Click Cancel to stop the workpaper insertion process.

Adding a Scanned Document as a Workpaper

This feature allows for consolidated workpaper management by integrating your hard-copy
documents into Workpaper Manager. You must have a TWAIN-compliant scanner installed and
connected to your computer to insert a workpaper from a scanner.
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1. Do one of the following to display the New Workpaper from Scanner dialog:
= Goto File > New > Workpaper from Scanner.
= Right-click a tab and select New Workpaper from Scanner from the pop-up menu.

5 = Click the New Workpaper from Scanner icon from the toolbar.

2. Select your scanner from the Scannerdrop-down list and click Scan. Your scanner user
interface opens.

3. Adjust settings as necessary and begin the scan process according to your scanner user guide.

Review a thumbnail image of each scanned page.

Scanned/Page(s)

|

Scan More,.. |
Eirigh
Cancel
Help

Fage 1

P [
romErmd 2 pertaract e e e af lwerczal | 1 T o i 3 i, § sarus st o
2 amgent 2 wrapic b Bt o b i 1o ke S Wt £

‘mRkor i ot 10 i T % R i3 T T

o,
MR SCATES: Lyea G
MR CRAISAM. o1 | ageon wk. Charie b
o o

Page 2

e st
s o ko i yons e o ot o ot
: e sariad and

Abdersa Reguring Company. 1111 B Siies, W
ek, 36 20808

| £

5. Do one of the following:
= Click Scan More and repeat steps 3 and 4 to add other documents to the file.
= Click Finish and enter the new workpaper properties.

= Click Cancel to delete the scanned document and close the dialog without creating a
PDF.

Configuring the Interface Option

To configure the CCH ProSystem fx Tax interface option, do the following:

In CCH ProSystem fx Tax, open Tax Preparation and select Options.
Select Interface Options > Document Manager.

Check the Save PDF to box.

Select CCH ProSystem fx Workpaper Manager from the drop-down list.

M w D~
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5. You can choose to be prompted to save to Document Manager when creating a PDF or to
always save a PDF to Document Manager.

6. Entering the CCH ProSystem fx Workpaper Manager user name and password is optional. If
you enter the information, it is passed to Workpaper Manager. Otherwise, you are prompted to
log in when the file is inserted into the binder.

Adding and Exporting a CCH® ProSystem x® Fixed Assets FAC File

You can add a CCH ProSystem fx Fixed Assets data file to a binder.

CCH ProSystem fx Fixed Assets v 2002.03 or higher must be installed on the local computer.

The binder must be closed.
* You must be assigned to the binder.
* You must have the rights to create new workpapers.

You can enter your Workpaper Manager login name and password by selecting File > Export >
CCH ProSystem fx Workpaper Manager > Provide CCH ProSystem fx Workpaper Manager
User Info. Otherwise, you are prompted during the export process.

To export a client file from CCH ProSystem fx Fixed Assets, do the following:

1. Open the Fixed Assets client file.
Select File > Save to Workpaper Manager binder.

3. Click Next on the Insert Workpaper Wizard Welcome dialog. If Workpaper Manager is not
already open, a dialog prompts you to enter your login name and password.

4. Click Next to open the Select Documents to Insert dialog.
5. Select the document(s) to insert into a binder by performing one of the following actions:
®= Check the box next to the document name.
= Click Select All to select all the documents listed.
= Click Unselect All to deselect all the documents listed.
6. Click Next to open the Select Client and Binder dialog.
Select the client folder and the binder where you want to place the client file.

Click Next to continue to the Create Workpaper Index and Name dialog, or click Finish to
continue to the Summary dialog. If you click Finish, the FAC file is placed in the Unfiled
Workpaper tab and given a name based on the Fixed Assets client ID.

9. Onthe Create Workpaper Index and Name dialog, enter an index number if needed. The
workpaper name defaults to the name of the FAC file.

Note: The index number and name must be a unique combination within the binder.

10. If you clicked Next, the Select Tab in Binder dialog displays. Select a workpaper and click
Modify Tab if you would like to change the tab location. Otherwise, the workpaper is placed in
the Unfiled Workpapers tab.
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11. Click Finish to open the Summary dialog.

Insert Workpaper Wizard

=38 Completing the Insert
= 2 \Workpaper Wizard

as follows:

The insert workpaper settings wou have chosen are

Insert Workpaper Summary Report 0
From Pfx Engagement PDF Converter

Client: 9090- TEST

Binder: Test Binder {12531 =

¢ | >
FPrint. .. | Save Az |

L

To modify wour selections, click Back, Toinsert the
workpaper, click Insert,

| Izert | Cancel |

Help |

Do one of the following:
= Click Back to change any information.
= Click Insert to save the PDF to the selected binder.
= Click Print to print the summary report.
= Click Save As to save the summary report to a file.
= Click Cancel to stop the workpaper insertion process.

Adding a Workpaper in a CFR Binder

To add an existing file as a workpaper in a central file room (CFR) binder, do the following:

1. Inthe Binder Contents View window of the central file room binder, click the tab where you

want to place the workpaper.
2. Do one of the following to display the Microsoft Open dialog:

» Click Add Workpaper... above the tree view of tabs and workpapers.
* Right-click in the Index field of the tab, select Add Workpaper... from the pop-up

menu.

3. Select the folder and then the files within that folder you want to add to the binder. Press Shift

or the Ctrl key to select multiple files.
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Note: You cannot choose to automatically delete the source file(s) after inserting them in

the CFR binder like you can when adding workpapers from file to a binder in your local file
room.

};ﬁ Tip: Instead of using the Add Workpaper command to insert new workpapers in a CFR
binder, you can drag and drop workpapers from your desktop or a Windows® File Explorer to
a tab in the Binder Contents View window. However, you cannot drag and drop Microsoft®
Outlook® emails or files attached to Outlook® emails to the Binder Contents View window
for a CFR binder. Adding workpapers by dragging and dropping directly from Outlook® is
only provided with binders in your local file room.

4. Click Open. The Define Workpaper Properties dialog displays.

E | Define Workpaper Properties |LJ£-
Edit individual cells of e grid and jor dick Bullk Ediit to make edits to celis. in multipls rows, (7]
Mote: The Index and Workpaper Name must be unigue for all workpapers in the bindsr 7 Bulk Eckt

* Workpaper Mame Tally Location Ral Farward Replace File With
anagement Aepresentatio... 1100 Plarming Indude in the roll forward

Canfirmation of Accounts R... 4200 Receivables Dia Mat indude in e roll fo...

ok || Concel

5. Inthe Index field, enter an index number for the workpaper.

Note: This field is optional unless a workpaper reference link is to be set up to link to this
workpaper from another workpaper.

6. Inthe Workpaper Name field, enter a name for the workpaper. This field is required.

Note: Placeholders and Manual Workpapers can be replaced as long as they are checked
in to the central file room, and the Index and Workpaper Name in the Define Workpaper
Properties is exactly the same as the index and name of the placeholder or manual
workpaper in the binder.

7. Inthe Tab Location field, select the location where you want the new workpaper inserted.
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In the Roll Forward field, select how you want each workpaper handled when the binder is
rolled forward to the next period.

* [nclude in roll forward. The workpaper appears in the new binder created for the new
period. If the workpaper uses date functions or links to the trial balance, the formulas
are updated with the next period's information. This is the default selection.

* Do Not roll forward. The workpaper does not appear in the new binder created for the
next period. You may select this option if the workpaper is specific to this period and
does not apply to the next period.

xﬂ Example: Confirmation workpapers would not be applicable in the next period.
This option is not available for trial balances. To maintain links and reports, trial
balances are automatically included in a roll forward.

= Replace in roll forward. This workpaper does not appear in the new binder for the
next period, but is replaced by another workpaper. You may select this option with
standard workpapers you fill out for the client each year (for example, a bank
reconciliation workpaper format you want to use again, not including the data entry). If
you select Replace in roll forward, the Replace File With... field becomes active.
Browse to the standard workpaper that will replace the current workpaper.

Note: If you choose to replace the workpaper with another file, the new workpaper
retains this roll forward option. If you do not want to replace it in subsequent roll
forwards, you must modify the roll forward properties for the workpaper.

= Replace in the roll forward with placeholder. A placeholder appears in the new
binder for the new period. You can replace the placeholder with a template or scanned
workpaper at a later time.

If the Tab Location and/or Roll Forward option needs to be changed to the same value for
more than one workpaper in the grid, do the following:

E | Bulk Edit Options \L-

©

Tab Location:

Foll forward option:
) Indude in the roll forward

) Do Not indude in the roll forward

() Replace with placeholder in the roll forward

| | Cancel

a. Click the workpapers using either the Ctrl or Shift key. Then click the Bulk Edit...
button.

Chapter 6: Managing Workpapers * 299



b. The Bulk Edit Options dialog displays. Make your desired selections, then click OK to
save your selections.

c. It will return you to the Define Workpaper Properties dialog.
10. Click OKto add the workpapers to the central file room binder.

Note: When adding workpapers in a CFR binder, you cannot choose to overwrite an existing
workpaper in the binder. The overwrite functionality is only provided when adding workpapers in
an LFR binder..

Adding CCH ProSystem fx Fixed Assets Report Data

You can add PDF files created from CCH ProSystem fx Fixed Assets reports to a binder. The
following must be established before you can add the report data:

#* CCH ProSystem fx Fixed Assets v 2002.03 or higher must be installed on the local computer.
®* You must be assigned to the binder.
* You must have the rights to create new workpapers.

You can enter your Workpaper Manager login name and password by selecting File > Export >
CCH ProSystem fx Workpaper Manager User Info. If you enter your login information on this
dialog, you are not prompted for it during the export process.

To create a Fixed Assets report PDF and import it to CCH ProSystem fx Workpaper Manager, do the
following:

1. Open aclient file in Fixed Assets.

Select File > Export CCH ProSystem fx Workpaper Manager > Export Reports. The
Select Reports for Export dialog displays.

Double-click a folder to open a list of available reports.

Double-click a report to add it to the Reports selected list. You can select multiple reports.
Select the month, if appropriate, from the Select month drop-down list.

Check the formatting options in the Report format section.

Click Properties to edit a selected report s print settings as needed.

Click Export. The Insert Workpaper Wizard Welcome dialog displays.

© ©® N o~ w

Click Next. If you did not enter your login information, you are prompted to do so.
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10. Click Next. The Select Documents to Insert dialog displays.

11.

12.
13.

14.

Insert Workpaper Wizard

Select Documents to Inzert

File created from; ProSystem fx Fixed Assets

Select the documents that you would like to ingert into & zingl
zeparate workpaper,

Select the documents that pou would like to inzert into a binder, ﬁé’

le binder, Each document will be &

AMT Report - Adiustment - AMT Unknowen 34742

Mote: The lizt abowe will refrezsh az documents become ready

< Back | Mest » |

Document Pages | Subrmitted

wait until all the documents you expect are dizplayed in the izt befare continuing.

017 1:02:42 P
011 1:03:14 Phd

Select Al ‘ unselecmu|

for inzertion.  Therefare, pleaze

Cancel | Help |

Select the document(s) you want to insert into a binder by doing one of the following:
® Check the box next to the document name.
= Click Select All to select all the documents listed.

= Click Unselect All to deselect all the do

cuments listed.

Click Next to open the Select Client and Binder dialog.

On the Select Client and Binder dialog, select the client folder and binder where you want to

insert the report data.

Click Next to specify the workpaper name and index number, or click Finish to skip to the

Summary dialog. If you select Finish, the repo
given a name based on the name of the report.

rtis placed in the Unfiled Workpapers tab and
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15. If you select Next, the Create Workpaper Index and Name dialog displays.

Insert Workpaper Wizard @|E|E]
Create Workpaper Index and Hame @
Select a document and enter an index and name to uniquely identify each 4-.&/"

workpaper within the binder. Select any documents that should be overwritten,

File created from: ProSystetn fx Fixed Assets

Select a document:

Document Existir!g IndlexWvoarkpagper I Overwrite
Amortization Expense - Federal 123456\ mortization Expense

AMT Repart - Adjustment - AMT - AMT23986T Report-Adjustment [
Mutti-Period Projection O
Dizposition Repart 1009Dizpastion Report

Index #:

M ame:™ |

* Required field

< Back | Mest » | Finizh Cancel Help

16. Enter an index number and name of up to 64 characters for each workpaper, and select any
documents that should be overwritten. Click Next to continue, or click Finish to skip to the

Summary dialog.

1
[ Note: The index number and name must be a unique combination within the binder.

17. If you select Next, the Select Tab in Binder dialog displays. Click Modify Tab to change the
tab location. Otherwise, the workpaper is placed in the Unfiled Workpapers tab. Click Finish to
open the Summary dialog.

18. Onthe Summary dialog, you can do one of the following:

= Click Back to change any of the information.

= Click Insert to save the PDF to the selected binder.

= Click Print to print the summary report.

= Click Save As to save the summary report to a file for later use.

= Click Cancel to stop the workpaper insertion process.

Using CCH ProSystem fx Tax Workpaper Templates

CCH ProSystem fx Workpaper Manager provides two Excel® workpaper templates that you can use
to create a workpaper for importing apportionment data into a CCH ProSystem fx Tax return. You can
manually input the workpaper template or use TB link formulas to input data.

To use CCH ProSystem fx Tax workpaper templates, do the following:

1. Click the workpaper tab where you want to insert the template.

2. Select File > New.
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3. Select Workpaper From Template.
Select the CCH ProSystem fx Tax Workpapers tab.
5. Highlight the appropriate template:
= 1MSTCorp for Corporation data
® 1MSTPtr for Partnership data
Click OK to open the Workpaper Properties dialog.
Enter the index and name information. Click OK to insert the workpaper in the tab.

Open the workpaper in Excel®.

© ® N

Enter the apportionment data manually or by using TB link formulas (Copy and Paste TB Link
functions or Insert TB Link).

10. Select File > Save.

11. Select File > Save As and save the file in a directory where it can be easily identified when
importing into CCH ProSystem fx Tax.

Inserting a CCH ProSystem fx Tax PDF File

You can insert multiple CCH ProSystem fx Tax returns into Workpaper Manager binders as PDF files.
Each time you save a PDF for a client, the Insert Workpaper Wizard walks you through selecting the
client, binder, and workpaper tab. The steps below describe this process.

Verify the following before printing a PDF:

* You must be assigned to the binder.

* You must have rights to create new workpapers for the binder.
To save a PDF to an Workpaper Manager binder, do the following:

Open the client's tax return in Tax Preparation.
Select File > Print.

3. Select the return copies or sections you want to print, then select either To PDF file or To PDF
file and to printer as the print destination.

4. Click OK. If you select To PDF file and to printer, the return copies requested are printed to
the printer as the Insert Workpaper Wizard displays.

= |f you selected to always print PDF to Workpaper Manager, the Welcome dialog of the
Insert Workpaper Wizard displays.

= |f you selected to be prompted, click Yes on the prompt to save the PDF to the
Workpaper Manager binder and display the Welcome dialog of the wizard.
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5. Click Next. If you entered your user name and password when configuring the interface option,

the Select Client and Binder dialog displays.
Insert Workpaper, Wizard

Select Client and Binder
Select the client and binder where you want to insert the workpaper.

Select a binder:
Mame FAR(n] Tupe
- Lacal File Room
+ ["_" A12345 - Sample Client
+ [:| Meqalraf - MegaGraphics
+ [:| Ontario - Ontanio Meats
¥ D Smith and Bamey

¢ Back | Cancel |

Tear End

2l

Help ‘

If you did not enter your user name and password, a dialog prompts you to do so. Enter your
user name and password and click Next to open the Select Client and Binder dialog.

Select the client folder and binder where you want to insert the report data.

Click Next to specify the workpaper name and index number, or click Finish to skip to the
Summary dialog. If you select Finish, the report is placed in the Unfiled Workpapers tab and

given a name based on the name of the report.
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8.

If you select Next, the Create Workpaper Index and Name dialog displays.

Insert Workpaper, Wizard

Create Workpaper Index and Name

Select a document and enter an index and name to uniquely identify each
workpaper within the binder. Select any documents that =hould be overaritten.

File created from: ProSystem fx Fixed Assets

Select a document;

Document Existing IndexWorkpaper I Creerwrite
Amorization Expense - Federal  123456\Amortization Expense
AMT Report - Adjustment - AMT - AWMT25348MT Report-Adiustment [
hutti-Period Projection a
Dispozition Report 1009 Dizpostion Repart

Index #:

Mamme:” |

* Required field

< Back | Heut » |

Finigh Cancel

)= X

%

"4

Help

9. Enter an index number and name of up to 64 characters for each workpaper, and select any
documents that should be overwritten. Click Next to continue or Finish to skip to the Summary

dialog.

Notes:

®* The index number and name must be a unique combination within the binder.

= |f a workpaper with the same name/index number combination already exists in the
binder, the Overwrite check box is selected by default for any reinserted tax returns.
Uncheck Overwrite to create a new workpaper with a (1) appended to the name.

10.

If you select Next, the Select Tab in Binder dialog displays. Click Modify Tab to change the

tab location. Otherwise, the workpaper is placed in the Unfiled Workpapers tab. Click Finish to

open the Summary dialog.
11.  Onthe Summary dialog, you can do one of the following:

= Click Back to change any of the information.

= Click Insert to save the PDF to the selected binder.

= Click Print to print the summary report.

= Click Save As to save the summary report to a file for later use.

= Click Cancel to stop the workpaper insertion process.

Note: You can also select Print > Preview and click the Report Being Viewed or All Reports
toolbar button to launch the CCH ProSystem fx Workpaper Manager Insert Workpaper Wizard.
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Adding a Microsoft® Excel® Document

Workpaper Manager allows you to insert an Excel® document into a Workpaper Manager binder.

Verify the following before inserting an Excel® document into a Workpaper Manager binder:

®* You must be assigned to the binder.

* You must have the right to create new workpapers.
To insert an Excel® document into a Workpaper Manager binder, do the following:

1. Open the Excel® document you want to insert.
Select File > Save to Workpaper Manager Binder. The Insert Workpaper Wizard displays.

3. Click Next. If you are logged in to Workpaper Manager, the Select Documents to Insert dialog
displays. If you are not logged in to Workpaper Manager, the Verifying User Login and Rights
dialog displays. Enter your login information. The current Excel® document is selected by
default.

Click Next. The Select Client and Binder dialog displays.

5. Select the binder where you want to insert the Excel® document and click Next. The Create
Workpaper Index and Name dialog displays.

6. A name must be entered for the workpaper. You can also enter an index number to link a
reference to this workpaper from another workpaper, or for identification purposes.

Note: The index number and name must be a unique combination within the binder.

7. Click Next to open the Select Tab in Binder dialog or click Finish to open the Summary dialog
and place the workpaper in the Unfiled Workpapers tab.

8. Select a workpaper and click Modify Tab if you would like to select the tab location.

Otherwise, the workpaper is placed in the Unfiled Workpapers tab.

9. Click Finish to open the Summary dialog. You can do one of the following:
= Click Back to change any of the information.
= Click Insert to insert the Excel® document into the selected binder.
= Click Print to print the summary report.
= Click Save As to save the summary report to a file.

= Click Cancel to stop the workpaper insertion process.
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Adding Microsoft® Outlook® Files

Workpaper Manager allows you to interface with Microsoft® Outlook®, inserting an Outlook® email,
the body of a message, or an attachment of a message directly into a Workpaper Manager binder.

Verify the following before attempting to insert an Outlook® file into a Workpaper Manager binder:

#= CCH ProSystem fx Workpaper Manager must be installed on the computer where Outlook® is
installed.

®* You must be assigned to the binder.

* You must have the user right to create new workpapers.

There are two different methods of inserting a document into a Workpaper Manager binder: Insert
with the Workpaper Wizard or Drag and Drop.

Insert with Workpaper Wizard

To insert Outlook® files as a Workpaper Manager workpaper, do the following:

1. In Microsoft® Outlook®, select the email or email attachment.

2. Tolaunch the Insert Workpaper Wizard, select one of the following options from the
Workpaper Manager Functions Add-Ins Ribbon in Outlook®:

* |nsert Entire Outlook® Email

®* |nsert Message as Text File

®= |nsert Attachment Only

Note: If there are multiple attachments to insert from the same email, select Insert

Attachment Only. You will be given the option to insert multiple files on the Select
Documents to Insert dialog.

3. Click Next on the Welcome dialog. If Workpaper Manager is not already open, a dialog
prompts you to enter your login name and password.

4. Click Next to open the Select Documents to Insert dialog.

5. Select the document(s) you want to insert into a binder by doing one of the following:
®= Check the box next to the document name.
= Click Select All to select all the documents listed.
= Click Unselect All to deselect all the documents listed.

Chapter 6: Managing Workpapers * 307



6. Click Next to open the Select Client and Binder dialog.

X

Insert Workpaper, Wizand

Select Client and Binder
Select the client and binder where pou want to ingert the warkpaper.

C

Select a binder:

M arme £ 1D Type ‘fear End
- Local File B oom
+ D £12345 - Sample Client
+ D MeqalGraf - MegalGraphics
+ D Ontario - Dntario Meats

+ |:| Srith and B arney

1| | I
< Back | Cancel | Help ‘

Open the file room icon and then open the appropriate client folder.

Highlight the binder and click Next to open the Create Workpaper Index and Name dialog, or
click Finish to open the Summary dialog. If you click Finish, the workpaper is placed in the
Unfiled Workpapers tab and given a name based on the subject of the email or the attachment
file name.

9. Aname must be entered for the workpaper. You can also enter an index number to link a
reference to this workpaper from another workpaper, or for identification purposes.

1
[ Note: The index number and name must be a unique combination within the binder.

10. Click Next to open the Select Tab in Binder dialog or click Finish to open the Summary dialog.
If you click Finish, the workpaper is placed in the Unfiled Workpapers tab.

11. Select a workpaper and click Modify Tab if you would like to select the tab location. Otherwise,
the workpaper is placed in the Unfiled Workpapers tab.

12. Click Finish to open the Summary dialog. You can do one of the following:
= Click Back to change any of the information.
= Click Insert to insert the Outlook® file into the selected binder.
= Click Print to print the summary report.
= Click Save As to save the summary report to a file.

= Click Cancel to stop the workpaper insertion process.

Dragging and Dropping from Outlook®

You can drag and drop an Outlook® email message, an email message with an attachment, only the
attachment in an email message, or a calendar item into a Workpaper Manager binder. You can also
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drag and drop multiple items at once. Before you can drag and drop Outlook® data in a binder, the
following must be established:

* You must have both Outlook® and the binder open.

®* You must belong to a staff group that has the right to create new workpapers.

To drag and drop an Outlook® email message, attachment or calendar item into a binder, do the

following:

1. Open a binder in Workpaper Manager.

2. Open Outlook® and select:

®= One or more attachments to a single email message

One or more email messages

One or more calendar items

3. Drag and drop your selection to either a workpaper tab or the Unfiled Workpapers folder in the
Workpaper Manager binder.

The Selected Workpaper Properties dialog displays.

4. Complete the required fields and click OK to insert the workpaper(s).

Changing Workpaper Properties

You can use the Workpaper Properties dialog to do any of the following:

®# Change the index number and name.

Note: If you change the index number on a workpaper, any workpaper references
associated with the original index do not automatically update to the new index. You must

insert a workpaper reference to the new index.

* View the following information about the workpaper:

Created by

Last modified by
Checked out by
Assigned to
Deleted by
Version

® Change the roll forward options.

# Sign off as Preparer or Reviewer.

* View a workpaper's history, including the following:

Workpaper Name
Transaction

Time Stamp
Performed By
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To change properties and sign off the workpaper, do the following:

1. Select the workpaper in the Binder window.

2. Perform one of the following actions to open the Workpaper Properties dialog.

= Select File > Properties.

= Right-click the workpaper and select Properties from the pop-up menu.

= Click the Properties toolbar button.

3. Change the name and index number as needed.

4. For Workpaper Manager workpapers, select the Roll Forward tab to edit the roll forward

options. You can change the following options from this tab:

= Rollforward options. Select how this workpaper will be treated when the binder is

rolled forward to the next period.

= Do notinclude in the roll forward. The new binder for the next period will not

include the workpaper.

= |nclude in the roll forward. The workpaper will be included in the binder for next

period.

= Replace in the roll forward with placeholder. The new binder will include a
placeholder with the same name and index number as the workpaper. When you
receive the new workpaper for the next binder, you can replace the placeholder.

= Replace in the roll forward with this file. Click Browse to select a file to be

inserted in the binder for the next period.

5. Select the Sign Off tab to view sign off information or to sign off the workpaper as either the
Preparer or Reviewer. You can have multiple preparers and reviewers for a workpaper. For more
information on signing off workpapers, see Workpaper Sign Off on page 346.

6. Select the History tab to view the transactions performed by staff members. The following

transactions display on the History tab once performed.

New

Modified in 2.x
Moved to Trash
Restored from Trash
Published

Signed Off

Locked

Unlocked

Checked In

Checked Out

Links Frozen

Links Unfrozen
Modified RF Settings
Preparer Signed Off
Reviewer Signed Off
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= Removed Preparer Sign Off

®= Removed Reviewer Sign Off

= Taken Over

®= Modified Name or Index

= 2nd Reviewer Signed Off

= 3rd Reviewer Signed Off (if the number of reviewers in Firm Options is three or four)
® 4th Reviewer Signed Off (if the number of reviewers in Firm Options is four)

®= Removed 2nd Reviewer Sign Off

= Removed 3rd Reviewer Sign Off (if the number of reviewers in Firm Options is three or
four)

= Removed 4th Reviewer Sign Off (if the number of reviewers in Firm Options is four)
= Saved After Sign-Off
7. Click OKto save your changes.

Using Workpapers

This section shows you how to open and use workpapers within the Binder window. For information
about modifying workpapers, see the following chapters:

®= Toadd CCH ProSystem fx Workpaper Manager functions to Excel® workpapers, see Chapter
7: Using Microsoft® Excel® on page 357°.

®= Toadd CCH ProSystem fx Workpaper Manager functions to Word workpapers, see Chapter 8:
Using Microsoft® Word on page 380.

! Important: If you open a workpaper with custom macros, Microsoft® Word or Excel® prompts

you to run the macros according to your security settings. You do not see this message with
standard Workpaper Manager macros.

Note: Only the Current Editor (in a non-shared file room) or the Live Editor (in a shared file room)
of a workpaper can make changes to it.

Opening Workpapers Inside or Outside

When you open a workpaper inside Workpaper Manager, the workpaper displays either under or to the
right of the Binder window. You determine where it displays using View > Workpaper Preview. When
you open a workpaper inside, you can view the contents of a workpaper, but you cannot make any
changes toiit.

You can make changes to and view a workpaper in the application in which it was created. This is
referred to as viewing the workpaper outside Workpaper Manager.

You must be the Current Editor (in a non-shared file room) or the Live Editor (in a shared file room) of
the workpaper in order to make changes to it.

In a Shared File Room, if you select to view a workpaper inside, it will still be viewed outside.

You cannot have the same workpaper open inside and outside simultaneously.
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Opening a Workpaper within Workpaper Manager (Non-Shared File Rooms Only)

To open a workpaper within (inside) CCH ProSystem fx Workpaper Manager, select the workpaper
and do one of the following:

#= Select Tools > Options and remove the check from the Double-click opens workpaper
outside box. Then select File > Open or double-click the workpaper from the Binder Index.

= Right-click the workpaper in the Binder Index and select View Inside from the pop-up menu.

= Select Workpaper > View Inside.

Note: You cannot view Trial Balance Reports inside. You must open Trial Balance Reports
outside.

If the viewing pane already contains a workpaper, a second viewing pane opens with the new
workpaper.

When you open a workpaper inside, the workpaper displays in the viewing pane either under or on the
right side of the Binder Index pane. You can set this option by selecting View > Workpaper
Preview. Then select either Right or Bottom.

When opening the workpaper within the viewing pane you can only view the workpaper. If you want to

make changes to the workpaper, you need to open it outside and you must be the workpaper's Current
Editor.

If you select to open a workpaper outside that is pending synchronizing or in progress of
synchronization, the workpaper is moved to the top of the queue.

The Open Workpaper Progress dialog displays the progress of the synchronization. When the
workpaper has finished synchronizing, it opens.

If you select to cancel opening a workpaper, it continues to synchronize.

Note: If the workpaper is Word or Excel®, all trial balances selected for synchronization within the
binder will also be moved to the top of the queue and must finish synchronizing before the
selected workpaper opens in order to ensure that any TB links in the workpaper are up-to-date.

Opening a Workpaper in Its Original Application (Outside)

To open a workpaper in its original application, follow these directions:

= Select Tools > Options > General and make sure the Double-click opens workpaper
outside box is checked. Then double-click the workpaper or select File > Open to open it
outside.

= Right-click the workpaper inside the Binder Index and select View Outside from the pop-up
menu.

= Select Workpaper > View Outside.
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Notes:

* |f you open more than one Excel® worksheet created from a rolled-forward binder or the same

binder template, you can only edit the first workpaper opened. The other copies of the
workpaper are read-only.

* |f you open a PDF in Adobe® Reader® 11, DC, and 2017, you will need to turn off Protected
Mode in order to use Workpaper Manager's features.

Closing Workpapers

You can close a workpaper from CCH ProSystem fx Workpaper Manager, Word, or Excel®. When you
close a workpaper, you are prompted to save any changes. If you select Yes and you are not the
Current Editor, the Save As dialog displays and you can save your changes to another workpaper file.
When you close a trial balance workpaper, changes are automatically saved without prompting.

Closing Workpapers in Excel® and Word
There are two ways to close workpapers in Excel® and Word:

* Close the window as you normally close a spreadsheet or document in Excel® or Word. This
closes the workpaper in Workpaper Manager.

* You can also close all open workpapers in Excel® or Word by closing Workpaper Manager.

Notes:

* You need to be out of cell-editing mode to close Excel® workpapers or the trial balance.

* |f you are the Current Editor or Live Editor and the workpaper is not a trial balance workpaper,
you are prompted to save the changes. The file name appearing in the prompt is a long file
name that Workpaper Manager uses internally because Workpaper Manager does not have
control when the window is closed this way and, therefore, cannot provide the name and index
from the binder.

Closing Workpapers in CCH ProSystem fx Workpaper Manager

You can close workpapers in CCH ProSystem fx Workpaper Manager in any of the following ways:

* To close an individual workpaper, select the workpaper in the Binder window. You can either
right-click the workpaper and select Close Workpaper from the pop-up menu, or select
Workpaper > Close Workpaper.

= To close all open workpapers, right-click a tab and select Close All Workpapers from the pop-
up menu, or select Workpaper > Close All Workpapers.

* To close all open workpapers in all binders, close Workpaper Manager.
Note: If you are the Current Editor or Live Editor and the workpaper is not a trial balance, you are

prompted to save changes. The file name and index number in the message are used in the
binder.
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Saving Changes to Workpapers

If you are the Current Editor (in a non-shared file room) or the Live Editor (in a shared file room) of the
workpaper or trial balance, you can make changes to it. When you close a Microsoft® Excel® or Word
workpaper, you are prompted to save changes made to it. When you close a trial balance, changes
are saved automatically.

If you are not the Current Editor or Live Editor, the workpaper is read-only and any changes made are
not saved. Select Save As to save the workpaper with a new name and insert it into a binder, if
desired.

Refreshing Workpapers and Reports

Each time you open a workpaper or report, it displays the most current trial balance data. Use
Refresh from the Workpaper Manager ribbon to manually force an update so an open workpaper
refreshes with the latest data from the trial balance.

! Important: For the trial balance reports to refresh properly, it is best not to delete cells, rows, or
columns because they might contain data necessary for the refresh function to work. Instead of
deleting columns, hide them by selecting the row/column header, right-clicking, and then
selecting Hide.

Copying and Moving Workpapers

You can copy or move workpapers within a binder. However, you can only copy workpapers between
binders. If you copy a workpaper to a tab in the same binder where the workpaper index and name
combination already exists, the words Copy of are added to the beginning of the name.

= | Important: Do not copy TB Reports or JE Reports across binders, as they will not work properly.
Normal workpapers that contain TB links might not work because these workpapers are linked to
particular trial balance accounts or items in an account grouping list. These accounts or grouping
list items may not exist in the new trial balance. Keep these factors in mind when copying across
binders.

Copying Workpapers Within a Binder

To copy workpapers within a binder, do the following:

Select the workpaper or workpapers you want to copy.

2. Right-click the workpaper or workpapers and select Copy.

3. Right-click the tab where you want the workpaper or workpapers inserted and select Paste. The
Selected Workpaper Properties dialog displays.
Change the workpaper properties as necessary for each workpaper.

Click OK.
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Moving Workpapers Within a Binder
To move workpapers within the same binder, do the following:

1. Select the workpaper or workpapers to move.

2. Drag the workpapers to the new tab.

Copying Workpapers Between Binders

To copy a workpaper or workpapers between binders, do the following:

1. Open both binder windows. See Chapter 4: Creating and Using Binders on page 54.
2. Select the workpaper or workpapers you want to copy.
Drag the workpaper or workpapers to the new binder. The Selected Workpaper Properties
dialog displays.
Change the workpaper properties as necessary for each workpaper.
Click OK.

}5 Tip: You can also move or copy a workpaper or entire workpaper tab by using the Cut,
Copy, and Paste toolbar buttons.

b a4

Saving a Workpaper as a Template

If there is a workpaper with a format you use frequently, you can save it as a template. Whenever you
insert the template, the Tab field will auto-populate in the Selected Workpapers Properties dialog.

To save a workpaper as a template, do the following:

1. Select the workpaper and perform one of the following actions to open the Save As dialog.
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= Right-click the workpaper and select Save as Template from the menu.

= Select File > Save As Template.

g Save As

Savein

ey

Recent Places

Desktop

Libraries

L

Computer
o= ¥
w

Network

Workpaper Templates

Name
ProSystem fx Tax Workpapers
TB Import
Workpaper Manager Workpapers

4 m

w | Date modified
5/2/2014 9:05 AM
5/2/2014 3:05 AM
5/2/2014 9:05 AM

Type

File folder
File folder
File folder

File name: Auditing Budget x|
Save astype Template Files (*xdt)

-

-

s

Save I

2. The Save in field defaults to the Pfx Engagement\WM\Workpaper Templates folder. You can
F use this folder, select another folder, or create a new folder by clicking the Create New Folder

icon.

3. You can accept the default file name for the template or type a new name and click Save. An
XLT file is created for an Excel® workpaper and a DOT file is created for a Word workpaper.

You can access the template when creating new workpapers. See Adding a New Workpaper from a

Template on page 284.

Publishing Workpapers

If you want to send someone an electronic copy of a Microsoft® Word or Excel® workpaper, you
should publish the workpaper. In a published workpaper, formulas (for example, trial balance and
name/date links) are converted to values automatically. This allows you to share the workpaper with
people who do not have access to CCH ProSystem fx Workpaper Manager or the trial balance
database. A copy of the original workpaper is created in the Published Workpapers tab.

Note: If you are working in a shared local file room and publish a workpaper, the file room's Host

becomes the Current Editor of the new workpaper.
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To publish a workpaper, do the following:

1. Inthe Binder window, select the workpaper to publish.

2. Perform one of the following actions:

= Select Workpaper > Publish Workpaper.

= Right-click the workpaper and select Publish Workpaper from the pop-up menu.
I'E = Click the Publish Workpaper toolbar button.

The name of the workpaper is its original name with the word Published appended to the end.
All of the formulas, such as dates, names, and amounts, are converted to values. This
published workpaper cannot be updated, because the formulas no longer exist.

Note: You cannot publish CCH ProSystem fx Workpaper Manager-generated Excel®

reports such as TB, JE, Consolidated, and Write Up reports. However, they may be sent in
PDF format.

Sending a Workpaper to a Third Party
There are three ways to send a workpaper or workpapers: by converting them to a file, sending them

via email, or sending them to CCH ProSystem fx Document.

Sending a Workpaper to File

You can create a file of selected workpapers or all workpapers in a workpaper tab.

Note: When you send workpapers to a file, the next time you insert that file, the Tab field will
auto-populate in the Selected Workpaper Properties dialog.

To send workpapers to file, do the following:

1. Open the binder containing the workpapers to be sent.

2. Select the workpaper or workpaper tab. You can select multiple workpapers holding down the
Shift or Ctrl keys.

3. Right-click and select Send To > File from the pop-up menu. The File Format dialog displays.

File Format g

Select the file format to uge:

) Published file
() PDF file

[ 1Include workpaper index in file name.

ok l[ Cancel l[ Help
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4. Select one of the following:
= Original file format. Select this option to create a file of the original workpaper(s).

= Published file. Select this option to create a file of the workpaper with all formulas (for
example, trial balance links) converted to static text.

= PDF file. If you have selected more than one workpaper, you can select this option to
combine the multiple workpapers into a single PDF file. If you select PDF file, you must
complete the File name field.

5. You can choose to include the workpaper index number in the file name automatically.
6. Click OK.

Sending a Workpaper via Email

You can send selected workpapers or all workpapers in a workpaper tab via email. Outlook® must be
installed on the computer you are using to send the email.

To send workpapers via email, do the following:

Open the binder containing the workpapers to be sent.

2. Select the workpaper or workpaper tab. You can select multiple workpapers holding down the
Shift or Ctrl keys.

3. Right-click and select Send To > Mail Recipient from the pop-up menu. The File Format
dialog displays.
4. Select one of the following:
= Original file format. Select this option to create a file of the original workpaper(s).

= Published file. Select this option to create a file of the workpaper with all formulas (for
example, trial balance links) converted to static text.

= PDFfile. If you have selected more than one workpaper, you can select this option to
combine the multiple workpapers into a single PDF file. If you select PDF file, you must
complete the File name field.

5. You can choose to include the workpaper index number in the file name automatically.
6. Click OK.
If Outlook® has not been configured to send email, follow the steps in the Internet Connection

Wizard, or contact your system administrator for assistance.

Sending a Workpaper to CCH ProSystem fx Document or CCH Axcess™
Document

If your firm uses CCH ProSystem fx Document or CCH Axcess Document, you can send selected
workpapers or all workpapers in a workpaper tab to CCH ProSystem fx Document or CCH Axcess
Document.

Chapter 6: Managing Workpapers * 318



To send workpapers to CCH ProSystem fx Document or CCH Axcess Document, do the following:

Open the binder containing the workpapers to be sent.

2. Select the workpaper or workpaper tab. You can select multiple workpapers holding down the
Shift or Ctrl key.

3. Select File > Send To > CCH ProSystem fx Document or CCH Axcess Document. The
File Format dialog displays.

4. Select one of the following:

= Original file format. Select this option to create a file of the original workpaper(s). The
Trial Balance Reports and Trial Balance Links will not display the calculated values when
viewed outside of Workpaper Manager, because they will be disconnected from the Trial
Balance. Consider using the Published file format to retain the values.

Note: If the file name already exists in the output folder selected, you will be
prompted to manage the duplicate file names before uploading.

= Published file. Select this option to create a file of the workpaper with all formulas (for
example, trial balance links) converted to static text.

= PDF file. If you have selected more than one workpaper, you can select this option to
combine the multiple workpapers into a single PDF file. If you select PDF file, you must
complete the File name field.

5. You can choose to include the workpaper index number in the file name automatically.
6. Click OK.

Sending a Workpaper to CCH Axcess Portal

If your firm uses CCH Axcess Portal, you can send selected workpapers or all workpapers in a
workpaper tab directly to your portal.

To send workpapers to CCH Axcess Portal, do the following:

Open the binder containing the workpapers to be sent.

2. Select the workpaper or workpaper tab. You can select multiple workpapers holding down the
Shift or Ctrl key.

3. Select File > Send To > CCH Axcess Portal. The File Format dialog displays.
4. Select one of the following:

= Original file format. Select this option to create a file of the original workpaper(s). The
Trial Balance Reports and Trial Balance Links will not display the calculated values when
viewed outside of Workpaper Manager, because they will be disconnected from the Trial
Balance. Consider using the Published file format to retain the values.

Note: Trial Balances cannot be sent in the original file format. You must select PDF
file to send a Trial Balance.
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= Published file. Select this option to create a file of the workpaper with all formulas (for
example, trial balance links) converted to static text.

= PDFfile. If you have selected more than one workpaper, you can select this option to
combine the multiple workpapers into a single PDF file. If you select PDF file, you must
complete the File name field.

5. You can choose to include the workpaper index number in the file name automatically.
6. Click OK.

Printing Workpapers

When you print workpapers from CCH ProSystem fx Workpaper Manager, the workpapers are printed
using the print features of the application in which they were created without your having to manually
open the workpaper. You can also print the workpaper from the original application. You can print
workpapers individually or as part of a group.

Printing a Single Workpaper

1. Inthe Binder window, select the workpaper you want to print.

2. Do one of the following to open the Print dialog.
= Select File > Print.
= Right-click the workpaper and select Print from the pop-up menu.
= Click the Print toolbar button.

k.

Prirt destination

Setup...

23 () Ta printer
() Binder index report ) ToPDE file ok
() Sign off summary report Cancel

C' Motes summary report Pint Group...

TB Repart Dphonz

) Hel
Mate types ta include: e

To print multiple workpapers, click Print Group.

WARMNIMG: *While printing wark papers to a PDF file:
- do not by ta print from other applications at the zame time
- do nat by bo print to other printers at the same time

Failure to follow this warning could result in unintended documents being ingerted
into the binder, since the intermal ‘Waorkpaper to PDF Converter temporarily becomes
the default systern printer.

3. Choose Current workpaper.
4. Choose To printer and click OK.
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1

[ Note: When you print a report, the print area is automatically set so that all the columns fit on
one page. You can change the print setting through the normal Excel® print setup. See your
Excel® documentation or help for instructions on setting print areas.

Printing a Single Workpaper to PDF

You can print a workpaper to a PDF so that you can share the file with other users who do not have
access to either CCH ProSystem fx Workpaper Manager or the trial balance database.

1. In the Binder window, select the workpaper you want to print.
2. Do one of the following to open the Print dialog:

= Select File > Print.
= Right-click the workpaper and select Print from the pop-up menu.

ik . .
- | = Click the Print toolbar button.
Print Group @
Piint Graup Al Awailable print groups
= [ 1z§ Sample Binder Select:
=+ f 1000 Planning Current 5 election® “
+[ [ 2000 Reparting
r I’ 3000 Test of Contrals Save Print Group.... ] [ Delete Print Group
L7 4000 Assets * Spstem defined print group
[ I’ 4100 Cash & Eguivalents
-V I’ A200 Receivables Workpaper Manager Repaorts
v &) 4208 Accounts Receivable and £ Frint Tickmarks sheet
v -ig 4210 Recsivables Leadshest it Evetiann dhisshe
|7|_:sﬂ 4215 Accounts Receivable Reco
W@ 4220 Potential Doubtul Accounts Fririt destination
¥ 58] 4225 Allawance for Bad Debts ) Ta printer
+ 7 4300 Inventory (%) To FDEF file
+. [ [ 4400 Prepaid Expenses (3 Bt eapemes
+ [ I’ 4800 Other Current Azsets
L. & ARNN Pranertn & Fainment b’
WARMIMNG: while printing workpapers to a POF file:
- do nok try bo print from other applications at the zame time:
- do not try to print to other printers at the same time
Failure ta fallow this warning could result in unintended documents being inzerted inta the binder, since the
internal Workpaper ta POF Converter temporanily becomes the default system printer.
Print ] [ Setup... ] [ Cloge ] [ Help

3. Choose Current workpaper.
4. Choose To PDF file and click OK. You receive a confirmation message stating where the PDF

was stored.
1
[_— Notes:

= |f there is an existing PDF in the binder, you may choose to Append the workpaper to an
existing PDF. If so, after clicking OK, select the PDF to append to and click OK.

= Appending to an existing PDF cannot be undone.
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Printing a Group of Workpapers

To print a group of workpapers, follow these steps:

From the Binder view, select File > Print Group to open the Print Group dialog.

2. Click the drop-down list in the Available Print Groups section. The list includes the
CCH ProSystem fx Workpaper Manager default print groups (designated with an asterisk at the
end) and any print groups you have created and saved. Select the print group to use.

3. Inthe left pane, select the workpapers to print:

®= To print selected workpapers, open the workpaper tab(s) containing the workpapers and
check the box next to each workpaper.

®* To print the entire binder, check the box next to the binder.
= To print all the workpapers in a workpaper tab, check the box next to the tab.

4. If you want to save the workpapers as a print group, click the Save Print Group button. The
Save As dialog displays. Enter a name for the group in the File Name field and click Save.

Choose To printer.
6. Click Print to print the group.

Note: When you print a group of workpapers, the paper size settings on each individual
workpaper are not always used. For example, if you print some files on legal and some on
letter size, only one size is used. To avoid this, print workpapers with customized print
settings separately.

Printing a Print Group of Workpapers to PDF

You can either create the print group workpapers as separate PDF files, or you can combine them into
the same PDF. If you combine the print group workpapers, you can choose to append the newly
created PDF to an existing PDF workpaper in the binder.

From the Binder view, select File > Print Group to open the Print Group dialog.

2. Click the drop-down list in the Available Print Groups section. The list includes the
CCH ProSystem fx Workpaper Manager default print groups (designated with an asterisk at the
end) and any print groups you have created and saved. Select the print group to use.

3. Inthe left pane, select the workpapers to print:

= To print selected workpapers, open the workpaper tab(s) containing the workpapers and
check the box next to each workpaper.

= To print the entire binder, check the box next to the binder.
®= To print all the workpapers in a workpaper tab, check the box next to the tab.
4. Under Print Destination, choose To PDF file.
5. If you would like to combine the print group into a single PDF, check Combine Workpapers.

6. If you chose to combine the print group, then you can check Append to append the print group
to an existing PDF.

7. Click Print.
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8. If you did not select Append, you must enter a name for the PDF created. You may also enter
an index number for the file.
9. Click OK.

10. If you did select Append, you must select the PDF to append to and click OK.

Note: Once you append workpapers to an existing PDF, the appended workpapers cannot
be removed from the file.

Printing Views in the Binder

You can print the following Binder views:

= Binder index report. Prints the Binder Index tree and includes workpaper tabs and
workpapers. The index number and workpaper name print.

= Sign off summary report. Prints the binder's Sign Off Summary View and displays up to five
levels of sign off: In Process, Ready for Review, Reviewed, 2nd Reviewed, 3rd Reviewed, and
4th Reviewed. The workpapers display under their corresponding sign off level. The 3rd
Reviewed and 4th Reviewed levels only display if the number of reviewer sign offs in Firm
Options of the Admin application is set to three or four.

= Notes summary report. Prints the binder's Notes Summary View and displays the three note
types: Team Notes, Open Items, and Notes for Next Period. The notes print under the
corresponding note type.

To print one of the Binder reports, do the following:

il

1. Select File > Print from the Binder window or click the Print button on the toolbar. The Print
dialog displays.

2. Choose the appropriate radio button for the report you want to print and click OK.
3. Apreview of the report displays. You can do the following:

= Click Print to print the report.

= Click Print Setup to check the print settings.

= Click Close to return to the Binder Index.

Deleting Workpapers and Workpaper Tabs

You can delete any tab, except the Unfiled Workpapers, Conflicts, Published Workpapers, and
Trash tabs. Deleted items remain in the Trash until you empty it. You can recover items from the
trash as needed. When the Trash is emptied, any workpapers and tabs in it are deleted permanently.

You can send a workpaper to the trash folder by selecting it and then doing one of following:

Press the Delete key.
Select Edit > Delete.
Right-click and select Delete from the pop-up menu.

T

= *= Dragit to the Trash icon.
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Notes:

®* You cannot delete or restore a workpaper if you are not the Current Editor.
®= You cannot delete a tab that contains a workpaper for which you are not Current Editor.

= |f you delete a workpaper and other staff members have a copy of it, the next time you
synchronize binders with the staff members, their copies of the workpaper are moved to
the Trash folder.

When you delete a workpaper, it goes into the Trash section of the binder. You can recover a deleted
workpaper by performing one of the following actions:

= Highlight the workpaper and select Workpaper > Restore from Trash.
® Right-click the workpaper and select Restore from Trash from the pop-up menu.

You can restore all workpapers to their original locations by right-clicking the Trash icon and selecting
Restore All, or by selecting File > Restore All.

Note: You can restore workpapers only if you are the Current Editor or have been granted rights

to restore other staff members' workpapers.

Restoring Items from the Trash

When you delete a workpaper, it goes into the Trash section of the binder. You can recover a deleted
workpaper by performing one of the following actions:

= Highlight the workpaper and select Workpaper > Restore from Trash.
® Right-click the workpaper and select Restore from Trash from the pop-up menu.

You can restore all workpapers to their original locations by right-clicking the Trash icon and selecting
Restore All, or by selecting File > Restore All.

Note: You can restore workpapers only if you are the Current Editor or have been granted rights
to restore other staff members' workpapers.

You will be prompted with a message that only those items you are the Current Editor of will be
restored from the Trash if the Prompt when/for/Restoring items from the Trash option is checked on
the Tools > Options > General dialog. If you do not want to be prompted, remove the check from this
box.

Emptying the Trash
To permanently delete workpapers from the Trash folder, do one of the following:

= Click the workpaper and select Workpaper > Delete from Trash.
s Right-click the workpaper and select Delete from Trash.

You can delete all workpapers from the Trash folder by right-clicking the Trash icon and selecting
Empty Trash or by selecting File > Empty Trash.
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The trash will be emptied every time the binder is closed if this option is selected in Administrator.

Notes:

®* You can delete a workpaper only if you are the Current Editor or have been granted rights to
delete other staff members' workpapers.

*= When you send a workpaper to file, the next time you insert that file, the Tab field will auto-
populate in the Selected Workpaper Properties dialog.

Searching for Workpapers

You can use the Find command to search for workpapers in a binder. This command shows the index
number, name, and location of the workpaper.

Note: The Find command used in a Binder window works differently than the Find command
used in a File Room window, where it searches for client folders and binders. Verify that you are in
a Binder window when searching for workpapers.

1. Perform one of the following actions to open the Find Workpaper dialog:
= Select Edit > Find.

= Right-click a tab or workpaper in the Binder window and select Find from the pop-up
menu.

= Press Ctrl+F.

2. Inthe Name field, type a complete or partial name. The program matches all items containing
the text you type. For example, if you type bal, the program finds Trial Balance, Balance
Forward, etc. The search is not case sensitive.

You can also search for the index number by entering the number in the Index field and leaving
the Name field blank.

3. Click Find Now to display the results of the search in the lower section of the dialog. Double-
click the workpaper to open it.

Linking Workpapers

Word and Excel® workpapers can contain links to the trial balance. These links are used to automate
certain workpapers or to draft your financial statements. TB links are updated as you change data in
the trial balance. You can also use the Freeze/Unfreeze options to control the update of TB links.

You can create these links using either of the following methods:

®# Copy/Paste TB Link command.
* |nsert TB Link command.

For additional information on TB Link formulas, see Analyzing a TB Link Formula on page 336.

Note: The formula for a TB link is limited to 850 characters.
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Copying Amounts from the Trial Balance

The first step in copying and pasting linked cells from the trial balance to your workpapers is to copy
the cells with the Copy TB Link function.

Note: Keep the trial balance open throughout the entire Copy and Paste procedure.

To copy amounts from a trial balance, do the following:

Open the trial balance and the workpaper you will be pasting links to outside.
2. Inthe trial balance, select the cells to copy.
When selecting cells in a single column of the trial balance, you can select non-adjacent cells by
holding down Ctrl and highlighting the cells.
Notes:

= You cannot copy the Workpaper Reference columns or column headers and footers.

= Copying and pasting linked cells works the same way in the fund worksheets of the fund
trial balance as it does in the Account Group Summary and Account Sub-Group
Summary worksheets with the addition of being able to copy and paste the TB link to the
balances by fund, fund type or fund subtype.

You are now ready to paste the cells into your workpaper. For information on the various pasting
options, see the listings below:

® Pasting Trial Balance Amounts - General below.
* Pasting Trial Balance Amounts - Excel® on the facing page
& Pasting Trial Balance Amounts - Word on page 329

For additional information on TB Link formulas, see Analyzing a TB Link Formula on page 336.

Pasting Trial Balance Amounts - General

This option pastes the trial balance cells from the clipboard at the cursor position. Two pasting options
that are the same for Excel® and Word are the Sign and Paste Sum options. These concepts are
discussed below. All other pasting options are specific to either Excel® or Word and are discussed in
their respective sections.

Note: You do not need to format the item prior to copying it. Formatting is performed through the
pasting options and through each application's normal formatting commands.

After you have pasted a link, you can move it to the location you want in Word or Excel®.

= | Important: You cannot use the Undo feature in Word or Excel® when you use the Paste TB Link
feature. This could be especially harmful if you forget to Paste Sum where necessary and
overwrite several cells of existing data. Therefore, take extra care when performing these steps.
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Sign Options

In the trial balance, debits are shown as positive amounts and credits are shown as negative
amounts. When you paste these amounts into your workpapers, you can retain the signs used in the
trial balance or change them. When you paste numbers from the trial balance using Paste TB Link,
you have the options in the following table.

Examples

Description When Used Amc_>unts Amounts Pasted As
Copied As

Amounts are pasted To show the amounts as 275.00 275.00
P . debits and credits as -1,350.25 -1,350.25

Actual as they appearin . .
) they appear in the trial 62,340.00 62,340.00

the trial balance.

balance. -7,250.00 7,250.00
To show income and 275.00 -275.00

Amounts are pasted .
gains as positive

Reverse with the sign -1,350.25 1,350.25
. . amounts and expenses
Sign opposite from the . 62,340.00 -62,340.00
trial balance and losses as negative
. amounts. -7,250.00 7,250.00
To r(:‘Iescrit;le amourc1|tsb 275.00 275.00
ithout indicating debits
Absolute All amounts are Withou I. icating Cen -1,350.25 1,350.25
. and credits, such as
Value pasted as positive. . o 62,340.00 62,340.00
narrative descriptionin a
Word workpaper. -7,250.00 7,250.00
Sum Options

If you copy a range of cells in the trial balance using Copy TB Link, you have the option to paste the
individual amounts or paste the sum of the copied amounts.

Pasting Trial Balance Amounts - Excel®

To paste trial balance amounts in an Excel® workpaper after you have copied the links you want to
paste, follow these steps:

1. Switch to the workpaper you want to paste the links into. You should already have opened this
workpaper outside before copying the TB links. If you have not, open the workpaper outside now
and repeat the process in Copying Amounts from the Trial Balance on the previous page.

2. Select the top, left-most cell where you want to paste the trial balance data. You can select cells
that already contain amounts. You have the option either to overwrite the amounts with the trial
balance data or to add, subtract, multiply, or divide the amounts from the trial balance to the
amounts that are already in the destination cells.
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3. Do one of the following to open the Paste TB Link dialog:
= Select Paste TB Link on the Workpaper Manager ribbon.
= Right-click the selected cells, and select Paste TB Link.

Paste TB Link

Paste options

(+ Paste :
" Pastesum [ fl’f,; Cancel
ange
Operatar options Sign options
" lone v Actual
(= Add = .
= " Reverse sign
(" Subtract i
" Multiply Absolute value
" Divide

¥ Rounding 0 3:

4. If you copied a range of cells, do one of the following:
» Select Paste, to paste each amount copied into separate cells.

= Select Paste sum, if you want to paste the sum of the copied amounts into one cell.
The Excel® formula created will list each cell copied.

» Select Paste sum and Use range, if you want to paste the sum of the range into one
cell. The Excel® formula created will use a range value for the copied cells.

5. If you are pasting the cells where there are already amounts, select one of the Operator options:
= None. Overwrites the cell's contents with the copied cells.
= Add. Adds the amounts in the trial balance to the cell's contents.
= Subtract. Subtracts the amounts in the trial balance from the cell's contents.
= Multiply. Multiplies the amounts in the trial balance by the cell's contents.

= Divide. Divides the amounts in the trial balance into the cell's contents. The amounts
you are pasting represent the denominator.

6. Under Sign options, select how you want to display positive and negative amounts in the
workpaper. See Pasting Trial Balance Amounts - General on page 326 for more information.

7. Check the Rounding box to round the numbers to the place you choose. Click the up and down
arrow buttons to select decimal places to round to. The rounding selection is saved to the next
TB link.

8. Click OK. The cells are pasted and linked into the workpaper from the trial balance database. If
the data in the trial balance changes, these links are updated automatically.
See Chapter 7: Using Microsoft® Excel® on page 357, for information on features available
in Excel®.
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Pasting Trial Balance Amounts - Word

To paste trial balance amounts in a Word workpaper, follow the steps listed below. If you are pasting
amounts into a Word table, see the topic at the end of this section.

1. Open the workpaper you want to use outside. See Opening Workpapers Inside/Outside on
page 87 for instructions.
Place the cursor where you want to paste the amount.
Do one of the following to open the Paste TB Link Format Preferences dialog.

= Select Paste TB Link on the Workpaper Manager ribbon.

@ = Right-click where you want to paste the amount and select Paste TB Link from the pop-
up menu.
Paste TB Link Format -
Paste options

Numeric style Sign options
(® Thousands [] ® Actual
) Currency [8] () Reverse sign
i} ) Help
() Percent [%] () Absolute value
Negative shile Zero shyle
® (123) (®) - [Hyphen]
O -123 O 0, 0.00, etc.
0123 () [Blank]

Truncate: Decimal places:

|[None] wv| [0 =

[] Paste sum

4. Inthe Numeric style, Negative style, Sign options, and Zero style boxes, select how to
format the numbers.
5. Inthe Decimal places field, select the number of decimal places to use.
In the Truncate field, specify whether you want numbers to be truncated over a certain number
of digits. Select the number that matches the number of digits you want as the cutoff, or select
None if you do not want to truncate numbers.
7. If you copied a range of cells, do one of the following:
= |f you want to paste the total of the selected amounts, check the Paste sum box.
= |f you want to paste the individual amounts from each cell you copied, do not check
Paste sum. The cells are pasted just as you copied them from the trial balance. You may
need to separate the fields by inserting a space to easily distinguish the separate items if
you copied them in a row from left to right. Selecting the Use range option in addition to
the Paste sum option will only work with values from a single column.
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= |f you are pasting cells into a table in Word, see Pasting Trial Balance Amounts into a
Word Table in the following section.

8. Click OK. The amounts are pasted and linked into the workpaper. If the data in the trial balance
changes, these links are updated automatically.

For information about other features available in Word, see Chapter 8: Using Microsoft® Word
on page 380.

Pasting Trial Balance Amounts into a Word Table

If you are pasting trial balance amounts into a Word table, note the following:
*# To paste the cells as you copied them, highlight all the target cells in the table. Follow the
pasting steps, Pasting Trial Balance Amounts - Word on the previous page, starting at step 3.

= To paste the cells in one Word table cell, perform the steps above, except select Paste sum in
the Paste TB Link Format Preferences dialog. To paste the cells in a format similar to that
used to copy them, do not select the Paste sum option.

Insert TB Link

The Insert TB Link option allows you to create links to the trial balance from an Excel® or Word file
without having to open the trial balance. You build a formula by selecting six parameters.

Toinsert a TB Link into an Excel® or Word file, do the following:

1. Openthe Excel® or Word workpaper you want to use outside. See Opening Workpapers
Inside/Outside on page 87 for instructions.

2. Place the cursor where you want to insert the TB link.
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Do one of the following to open the Insert TB Link dialog.
= Select Insert TB Link on the Workpaper Manager ribbon.

= Right-click where you want to paste the amount. Select Insert TB Link from the pop-up
menu.

Dialog in Excel

—Farmula parameters — Rounding optiohs
Trial balance: \nirite: i ] v Round IE
Account grouping: | Financial Statements

—Sign options
Type: | Account Grouping % Actual

Period: | Current £~ Reverse sign

~
Balance type: | Beginning Balance Ml

Account/Index #: | Cash & Eguivalents

Fund level: | Mone
Fund index: |

—TE link farmula

Inzert |

Result= 0
Result includes only formulas with + operator. Pasted value may vary.

Chapter 6: Managing Workpapers * 331



Dialog in Word

Insert TB Link == -
Fomula parameters Rounding options
Trial balance: \irite Up Trial Balance Bound |0 5
Account grouping: | Financial Statements EI Sign options
Type: Account Grouping El ® Actual
Period: Current () Reverse sign
Balance type: Beginning Balance @ LR TE
Account/Index #: Cash & Equivalents El Negative style
Fund level: (?) [123)
g O -123

Fund index: o) 123
TB link formula MNumeric style

(@ Thousands[]

() Currency [S]

-~ () Percent [%]
Zem style
e =

(®) - [Hyphen]
Result= - O 0, 0.00. etc.

) [Blank]

| Close | | Help |

Note: This dialog can be resized by dragging the corner of the dialog box. This will
allow you see more on the screen and make it easier to enter data.

4. Build a formula using the following parameters:

= Trial balance. Select the trial balance from which you want to pull the amounts.

= Account grouping. Select the account grouping list you want to use to create the dollar
amount.

= Type.

Select the type of grouping you want to use to reach the dollar amount. This

selection determines your choices in the Account/Index # field. The selections include
the following:

o

o

o

o

Account Grouping. Sums the accounts in the account grouping and
subgrouping codes.

Account Type. Sums the accounts that have the same type: Asset, Liability,
Equity, Revenue, or Expenses.

Account Class. Sums the accounts that have the same class.
Ratio Class. Sums the accounts assigned to the same ratio class.

Account Detail. Allows you to select specific account numbers for the formula.

= Period. Select the current period or comparative period that contains the appropriate
balances.

= Balance type. Select the balance type to use in the formula.
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10.

11.

12.
13.

14.

= Account/Index #. Based on the Type selected above, this field lists the choices for the
type, including account groups, account subgroups, and account numbers. Click the
down arrow or press F4 to display the drop-down list. You can also begin typing the
account or index number, and the list filters to display accounts that match the numbers
you type. When you see the account number you want, either finish typing it or click on it
in the list. Press Tab or Enter to move to the next field.

= Fund level. Select the level of fund (Fund Type, Fund Subtype, or Fund) to be used
when calculating the amount to be pasted. This option is only available if a fund trial
balance is selected.
= Fund index. Based on the Fund Level selected above, this field will list the choices
available for the index. For example, if you selected Fund Type as the Fund Level, the
list includes all fund types for the selected fund trial balance.
If you want to round the amounts used in the formula, check the Round box and select the
number of places after the decimal you want to round to.
You can select from the following Sign options: Actual, Reverse sign, or Absolute value. For
Word workpapers, you can also select the Negative style, Numeric style, and Zero style.
Click Insert once you have selected the parameters for the formula. The formula displays in the
TB link formula box. For additional information on TB link formulas, see Analyzing a TB Link
Formula on page 336.
A plus sign (+) appears at the end of the formula. You can add to the existing formula by
selecting the appropriate parameters again and clicking Insert. If you use Insert TB Link in
Excel®, you can change the plus sign (+) to a minus sign (-),a division sign (/), or a multiplication
sign (*). Excel® calculates the operation. For example, you may want to change the plus sign (+)
to /2. This divides the formula by 2.

Note: In Word, the only operator is the plus sign (+). Therefore, you cannot make changes
to the formula that is created. If you want to subtract two values, you can either use Word
formulas in a Word table, or create the formulas in Excel® and use the Microsoft® OLE
function to link the Excel® object into the Word document.

The Result field displays the total amount the formula calculates. The Result amount only
yields the values from the TB Links. Other operators you enter manually are not calculated in
the Result field, but are calculated in the Excel® cell.

Click Save to optionally save the name of this formula for later use. The formula is saved in this
binder only.

Click Open to load an existing formula you have previously saved. Select a saved formula and
click OK to add it to the TB Link formula in the Insert TB Link dialog.
Click Paste to insert the TB link into the workpaper.

If you want to paste the same TB link to another cell in the workpaper, click the cell on the
workpaper and select Paste on the Insert TB Link dialog.

To paste a different TB link to another cell in the workpaper, click the cell on the workpaper, click
Clear on the Insert TB Link dialog, and repeat steps 4 through 10.
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Freezing Workpaper Manager Links

=2

If you freeze Workpaper Manager links within an Excel® or Word document and a Workpaper
Manager report, changes to the trial balance and/or name and date properties are not carried to the
documents or reports. Links are not automatically refreshed before they are frozen, so use the
Refresh function prior to freezing the links.

Note: Be sure to open the report at least once before you freeze links. This ensures that the links
are updated.

When you freeze Workpaper Manager links within a workpaper or report, you cannot insert new links
or use the following functions:

* Name and Date

®# Refresh

* Replace TB Link Name

®* Paste TB Link

* |nsert TB Link

You cannot freeze engagement links in an open locked workpaper. The locked workpaper must be
closed in the Binder window before links can be frozen.

When a workpaper is rolled forward, frozen engagement links remain frozen. If you copy a workpaper
with frozen links, the links remain frozen. If you save a binder as a template, Workpaper Manager
links remain frozen in the template.

You must be the Current Editor of a workpaper to freeze links and you must belong to a staff group
that has rights to freeze links.

To freeze Workpaper Manager links from the Binder window, do the following:

1. Select the workpaper whose links you want to freeze.

2. Click the Freeze Workpaper Manager Links ribbon button.
To freeze Workpaper Manager links from within the workpaper, do the following:

Open the workpaper whose links you want to freeze.

2. Make sure the links have been updated to reflect the current trial balance and name/date
information.

3. Select Workpaper Manager > Freeze Workpaper Manager Links.
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Notes:

®* Freezing Workpaper Manager links does not freeze OLE or DDE links. It applies only to the trial
balance and name or date properties.

®* The Freeze Workpaper Manager Links option removes non-password protection from a
workpaper. If you want to secure a workpaper, you should apply password protection in Word or
Excel®. Links cannot be frozen in a password-protected workpaper.

® |f you publish a workpaper with frozen links, the published workpaper contains the values of the
links when frozen.

® |f you insert link formulas after the workpaper’s links are frozen, you must unfreeze and refreeze
the links.

Unfreezing Workpaper Manager Links

You can unfreeze Workpaper Manager links that were previously frozen so they can be updated or
changed. When you unfreeze links within an open workpaper or report, the links are automatically
updated with any changes to the trial balance or the name and date functions.

You must be the Current Editor of a workpaper to unfreeze links and you must belong to a staff group
that has the right to unfreeze Workpaper Manager links.

To unfreeze Workpaper Manager links from the Binder Window, do the following:

1. Select a workpaper that has had Workpaper Manager links frozen.

2. Select Workpaper Manager > Unfreeze Workpaper Manager Links.

Note: You cannot unfreeze Workpaper Manager links if the workpaper has been password
protected.

To unfreeze Workpaper Manager links from within the workpaper, do the following:

1. Open the workpaper whose links you want to unfreeze.
2. Select Workpaper Manager > Unfreeze Workpaper Manager Links.

Drilling Down to Trial Balance Accounts

Once links are created in the Excel® or Word workpapers, you can drill down to the accounts that
make up the dollar amounts calculated in the linked formula. This helps you review the formula to
ensure the correct accounts were summed together.

To drill down to the accounts from a linked formula, do the following:

1. Openthe Excel® or Word workpaper you want to use outside Workpaper Manager. See Opening
Workpapers Inside/Outside on page 87 for instructions.

2. InExcel®, click the cell containing the linked formula. In Word, highlight the linked formula.
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3. Do one of the following to open the TB Link Drill Down dialog.
= Select Drill Down TB Link on the Workpaper Manager ribbon.

% = Right-click and select Drill Down TB Link from the pop-up menu.
E | TB Link Drill Down

The Total shown may vary from the linked value in the workpaper as a result of frozen Workpaper
Manager links or the inclusion of operators other than + and non-TB Link formulas.

=ROUND(TBLink({ TRIAL BALANCE","UNADJ[3]","4100" "15","1").0)

TE Name Account Description Balance Type
TRIAL BALANCE 10000 Petty Cash UNADJ
TRIAL BALANCE 10100 Cash on Hand UNADJ
TRIAL BALANCE 10200 Regular Checking Accou | UNADJ
TRIAL BALANCE 10300 Payroll Checking Account | UNADJ
TRIAL BALANCE 10400 Savings Account UNADJ
Total :

4

4. The top section of the dialog displays the TB Link formula parameters. The bottom section of
the dialog displays the accounts used in the formula. If the formula is made up of more than one
TB Link, this section shows a subtotal for each TB Link and a total of the amounts. For

additional information on TB Link formulas, see Analyzing a TB Link Formula below.

[ ]
[ Notes:

®= The Total amount only yields the values from the TB Link formulas. Other operators you
may have entered manually when creating the formula are not calculated.

= |f the Workpaper Manager links in the workpaper are frozen, the total shown will match
the value in the frozen workpaper which may be different than the total in the database.

Analyzing a TB Link Formula

To view a TB Link in Excel®, click on a cell containing the TB Link. The formula will appear in the
formula bar.

In Word, click Toggle Field Codes or View Field Codes. A Word formula has several formatting
parameters, but within this formula you will see the same formula noted in Excel®.

In both Excel® and Word, you can also view the TB Link by selecting Drill Down TB Link. In Excel®,
you must first click on the cell containing the TB Link and in Word you must highlight the linked
formula.
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The TB link formula is based on the following:

TBLink{" 'll'}'ll' [5]"‘}"‘4110"‘}“‘15"‘}"‘1"‘}

. represents the name you gave the trial balance database you linked from.

[5] represents the trial balance column you linked from. ADJ shows the balance type
abbreviation you defined in the Trial Balance Column Setup window. [5] is the balance type
period ID assigned by Workpaper Manager.

®= 4110 is based on the type listed for the last parameter in the formula. The number will either be
the group index, sub-group index, account type abbreviation, account class abbreviation, ratio
class abbreviation or the account number.

*= 15 represents the grouping list ID found in the Grouping List Options dialog which is accessed
through the Account Groupings dialog.

*= 1 represents the type of trial balance link that is being created; it indicates the level of detail
needed.

Options include:
= 3 = Account Detail
® 2 =Sub-Group Summary
®= 1 =Group Summary
= (0 =Ratio Class
= -1 =Account Class
®= -2 =Account Type

Note: When linking to an account number, group or subgroup index, “ [5]” will instead be
“Account[Account].” When linking to an account, group or sub-group description, * [5]” will
instead be “Description[Description].”
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Syntax with Fund Parameters

In a fund trial balance, users can link to fund information within the trial balance. Links can be created
at the level of Fund Type, Fund Subtype or Fund. When including fund information in the trial balance
link, the Fund Type Index, Fund Subtype Index or Fund Index will be used.

At the Fund Type (FT) Level:
TBLink(“

FT = Fund Type

At the Fund Subtype (FS) Level:
TBLink(“
FS = Fund Subtype

At the Fund (FD) Level:
TBLink(“

FD = Fund

FT[GOV]","

.FS[GOV | GEN]","

JFD[101]","

[5]”’"4110"’" 15""" 1")

Fund Type Index

[5]"’"4110"‘" 15"’" 1")

Fund Type Index |Fund Subtype Index

[5]"'"4110"‘" 15"’"1")

Fund Index

Workpaper Reference Links

Inserting Workpaper Reference Links

You may insert workpaper reference links into a Word document, Excel® spreadsheet, and an Adobe®
PDF, as well as a trial balance. In the trial balance, you can insert an alphanumeric reference for the
selected trial balance line item and may select up to two workpaper reference columns for each
balance column. You must have the TB Edit Mode feature turned on in order to insert workpaper
references in this column. You also have the option to print the workpaper reference columns in trial

balance reports.

When you insert the link, you see a list of all workpapers in the binder except workpapers in the
Conflicts folder. Once a workpaper reference link is created, you can open the referenced workpaper.

See Opening a Workpaper Reference Link on page 340 for instructions.

To create a workpaper reference link, do the following:

1. Open the trial balance, Excel®, or Word workpaper outside Workpaper Manager. See Opening

Workpapers Inside/Outside on page 87 for instructions.
2. Toinsert the link, do the following:

= In Excel®, click the cell where you want to insert the workpaper reference link.

* |n Word or an Adobe® PDF, place the cursor where you want to insert the workpaper

reference link.

= |n the trial balance, select Workpaper Manager > TB Edit Mode and then select the
cell in the WP Ref column where you want to insert the workpaper reference link.
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3. Right-click and select Insert WP Reference from the drop-down menu. The Insert Workpaper
Reference dialog displays.

Insert Workpaper Reference -

Select workpaper:

Inde | Name -
1200.05 Preliminany Anahtical Reveiw Repart =
120010 Ratio Analysis

1200.15 Final Analytical Review Repart

2100.00 Trial Balance

210005 Waorking Trial Balance Report

220010 Adjusting Joumal Entries Repart

220020 Reclassifying Joumal Entries Report

220030 Federal Tax Joumal Ertries Report

230000 Preliminary Financial Statements

240000 Financial Statements - Option 1

2400.01 Financial Statements - Option 1

2400.05 Final Financial Statements - Option 2

2400 06 Financial Statements - Option 2

250010 Motes and Disclosures >
I 1 Contrnl Wiodcshest

£ m >

In=zert Cloze Help

4. Highlight the workpaper you want to reference and click Insert or double-click the workpaper to
insert the reference.

5. Click Close. The workpaper reference index number displays in blue text.
Notes:

*= Workpapers without index numbers do not display in the Insert Workpaper Reference dialog.
To add or change a workpaper's index number, use the Workpaper Properties dialog. For more
information, see Changing Workpaper Properties on page 309.

* |f you change a workpaper index number, the change does not carry over to the workpaper
reference. You must manually change the workpaper reference.

* Workpaper reference links cannot be inserted into finalized binders.

* |f Adobe® Reader® is your default program to open PDF files, then the Workpaper Manager
right-click menu will only show the option to Open WP Reference. If your default program is
Adobe® Acrobat®, then the menu will have both Open WP Reference and Insert WP
Reference.
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Opening a Workpaper Reference Link

Once a workpaper reference is created in Excel® or Word workpapers, an Adobe® PDF workpaper, or
the trial balance, you can open the referenced workpaper.

To open a workpaper reference link from an Excel® workpaper or the trial balance:

1. Click in the cell that has the workpaper reference link.
2. Right-click and select Open WP Reference from the pop up menu or click Open WP
Reference from the Workpaper Manager ribbon.

The referenced workpaper opens, and the original workpaper stays open. You can view the
workpaper or make changes to it, if you are the current editor.

To open a workpaper reference link from Word or Adobe® workpaper:

1. Highlight the whole workpaper reference link.

2. Right-click and select Open WP Reference from the pop up menu or click Open WP
Reference from the Workpaper Manager ribbon (Word) or Workpaper Manager menu
(Adobe®).

The referenced workpaper opens, and the original workpaper stays open. You can view the
workpaper or make changes to it, if you are the current editor.

Notes:

= |f you select more than one workpaper reference to open from an Excel® workpaper or the trial
balance, only the first referenced workpaper opens.

* |f you select more than one referenced workpaper to open and there are duplicate index
numbers, a dialog displays and you must select which workpaper to open.

* Selecting more than one workpaper reference link in Word or Adobe® PDF workpapers will not
open any workpapers. You must select one at a time.

® |f you change the index number on a workpaper, workpaper references associated with the
original index number do not automatically update to the new index. You must edit the old
workpaper reference or insert a new workpaper reference to the new index.

Linking from One Workpaper to Another

Objects can be linked between Word and Excel® files. You can link or embed objects in workpapers
from Word to Word, Word to Excel®, Excel® to Word, or Excel® to Excel®. For more information on
using Object Linking and Embedding with Paste Special between Microsoft® Office files, refer to your
Microsoft® Office documentation.
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Sharing Workpapers

Because CCH ProSystem fx Workpaper Manager workpapers are electronic, they can be easily
shared and distributed. You can share entire binders (see Chapter 4: Creating and Using Binders on
page 54), or you can share individual workpapers. This section describes the procedures for checking
in, checking out, and synchronizing individual workpapers.

Note: Checking in, checking out, and synchronizing workpapers is not necessary when working
with shared file rooms.

Checking In Workpapers

You can check a workpaper or workpapers in to the central file room without checking in the entire
binder. When you check in a workpaper, your Current Editor rights are removed from that workpaper.

Open the binder containing the workpapers to check in.
2. Select the workpapers to check in. If you are checking in multiple workpapers, press Shift to
select contiguous workpapers, or press Ctrl to select non-contiguous workpapers.

3. Right-click the selected workpapers and select Check In Workpaper, or select Workpaper >
Check In Workpaper. The Check-In Workpaper dialog displays a list of selected workpapers
that are available for check-in.

4. Click Check In to check the workpapers in to the central file room.

Note: You can check in all available workpapers from the local file room with an option in the File
Room Frame. See Checking In All Workpapers on page 49 for more details.

Checking Out Workpapers

You can check a workpaper or workpapers out from the central file room without checking out the
entire binder. When you check out a workpaper, you gain Current Editor rights for the workpaper.

Open the binder containing the workpapers to check out.

2. Select the workpapers to check out. If you are checking out multiple workpapers, press Shift to
select contiguous workpapers, or press Ctrl to select non-contiguous workpapers.

3. Right-click the selected workpapers and select Check Out Workpaper, or select Workpaper
> Check Out Workpaper. The Check-Out Workpaper dialog displays a list of selected
workpapers that are available for check-out.

4. Click Check Out to check the workpapers out from the central file room.

Note: You can check out all available workpapers from the central file room with an option in the
File Room Frame. See Checking Out All Workpapers on page 49 for more details.
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Synchronizing Workpapers from an Open Binder

You can synchronize selected workpapers with other staff members, a staff member in your Buddy
List, or the central file room without closing the binder.

You can also initiate binder synchronization using the Synchronize Binder Wizard or Express
Synchronization without having to close the binder.

1. Open the binder containing the workpapers to synchronize.

2. Select the workpapers to synchronize. If you are synchronizing multiple workpapers, press Shift
to select contiguous workpapers, or press Ctrl to select non-contiguous workpapers.

3. Right-click the selected workpapers and select Synchronize Workpaper, or select
Workpaper > Synchronize Workpaper. The Synchronization Target dialog displays. The
central file room defaults to the one selected when the binder was set up. In aninitial
synchronization, you can select another central file room.

4. Select the target to synchronize with and click OK. The Synchronize Workpaper dialog displays
a list of selected workpapers that are available for synchronization.

5. Click Synchronize. The Synchronization Job Queue dialog displays the progress and
estimated time left of the synchronization. You can click Hide to close the dialog.

If errors occur during synchronization, workpapers that were successfully transferred prior to the error
will not be rolled back. This will save time on the next synchronization.

Reviewing Workpapers

This section explains how to use the workpaper review features in CCH ProSystem fx

Workpaper Manager. You can review workpapers and sign off on them when you agree with the work
performed and the conclusions drawn. You can create several types of notes and can sign off as a
preparer and/or reviewer. Multiple preparers and reviewers can sign off on a workpaper.

Workpaper and Workpaper Tab Notes

CCH ProSystem fx Workpaper Manager provides a platform to create, respond to, and manage your
notes. You can create three types of notes for workpapers and binder tabs: Team Notes, Open Items,
and Notes for Next Period.
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Creating a Workpaper or Workpaper Tab Note

You can create notes about a specific workpaper or a workpaper tab.
1. Select the workpaper or workpaper tab for which you are creating the note. You can do this in
any view that shows the workpapers and tabs.
2. Todisplay the Workpaper Note Detail dialog, do one of the following:
= Select Workpaper > Create Workpaper Note.
= Right-click the workpaper and select Create Workpaper Note from the pop-up menu.

W2 = Click the Create Workpaper Note icon on the toolbar.

3. Select the type of note you want to create from the Type drop-down list.

= Open Item. This may be a note to yourself, a question to or from a preparer, or a
guestion to or from a reviewer.

= Team Note. You can check the All Binder Staff box to send the note to all staff
members assigned to the binder, or use the drop-down list to select a specific binder
staff member.

Note: Even though a team note might be addressed to a specific binder staff
member, all binder staff members can read the note.

= Note for Next Period. The notes in the Note for Next Period section are carried
forward to next year's binder during the roll forward process. After the roll forward, the
note becomes an open item note. See Rolling Forward Binders on page 116 for
additional information on roll forward.
4. Inthe Created by field, if you are creating a note from another staff member's login, select your
login ID from the list. You are prompted for a password.

In the Subject field, type a description of your workpaper note. This field is required.

6. Inthe Note field, enter the note's text. The name of the staff member creating the note and the
date/time stamp appear above the Note field.
7. Check the Cleared By box when the note is resolved. The name of the staff member clearing

the note displays. The text of a note that has been cleared displays with a strikethrough in the
Binder window. You can still double-click the note to read it and any responses to it.

=3 8. Click the Open Workpaper icon if you want to launch the workpaper from this dialog.

Note: This button is inactive if you are creating a note for a workpaper tab.

9. Click OK to save the note.

Note: Workpaper notes can also be created inside an open Excel® or Word workpaper.
Select Workpaper Manager > Create Workpaper Note.
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Responding to a Note

To respond to a workpaper or binder tab note, do the following:

Select the workpaper or tab containing the note you want to respond to in the Binder Index.
2. Do one of the following to open a specific note:
= From the Notes pane, right-click the note in the list and select Respond to Note from
the pop-up menu.
= Click the Notes Summary View tab, right-click the note in the list, and select Respond
to Note from the pop-up menu.

3. Type your response to the note in the Note field. If the field is disabled, another staff member
e has already responded to this note. To add your own response, click the New Response icon
and the Notefield becomes active.

4. Click OKto save your text.

Managing the Notes Pane

The Notes Pane is a dockable window pane. You can move it anywhere on the Binder window by
dragging it to a different location. If you drag the pane to the edge of the window, it docks along the
side, top, or bottom of the window.

If you right-click the horizontal scroll bar, a pop-up menu displays with two options:

= Allow Docking. If you remove the check mark from the Allow Docking box, you are no longer
able to dock the pane. You can check the option again if you want to be able to dock the pane.

#= Hide the Notes Pane. If this option is selected, the Notes Pane is hidden. To restore the
Notes Pane, select View > Workpaper Notes.

If the Notes Pane is not docked, you can right-click the title bar to display options to Move, Size, and
Hide the Notes Pane.

* Move. Select this option with the mouse and then use the arrow keys to move the Notes Pane.
Click the pane to disable the Move function. You can also click and hold the Title bar and drag it
to a new location.

= Size. Select this option with the mouse and then use the arrow keys to adjust the size of the
Notes Pane. When finished, click the pane with the mouse to disable the Size function. You can
also click the edge of the Notes Pane with the mouse and drag the pane edges to the size
desired.

= Hide the Notes Pane. If this option is selected, the Notes Pane is hidden. To restore the
Notes Pane, select View > Workpaper Notes.

Managing Notes

You can use either the Notes Pane or the Notes Summary View to keep track of which notes need to
be responded to, cleared, or deleted.
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You can open the Notes Summary View in the following ways:

= Select View > Notes Summary View.
= Click the Notes Summary View tab at the bottom on the Binder Index.
= Click the Notes Summary View icon on the toolbar.

The Notes Summary View window displays all of the notes that exist in the open binder. The notes are
divided into three categories:

* Team Notes

# QOpen Items

* Notes for Next Period

The Notes Summary View segregates the notes and shows the responses nested under the note. The
notes in the Notes for Next Period section are carried forward to next period's binder during the roll
forward process where the type is changed to Open Item.

The following status information displays for each note, if applicable:

= Status. Open or Cleared.

= From. The author of the note.

= To. The staff member to whom the note is directed.

= Date Created. The date and time the note or response was created.
* Cleared By. The staff member who cleared the note.

= Date Cleared. The date and time the note was cleared.

= f# of Responses. The number of responses to the note.

= Workpaper. The workpaper to which the note is attached.

You can click a column header to sort by that column. You can also right-click the status column
header to filter the notes by All, Cleared, and Open. When you click the note in the upper half of the
window, note details display in the lower pane. You can right-click a note and select Delete Note.
This permanently deletes the note. The note does not go into the Trash bin.

In the Administrator module (see Assigning Staff Group Rights), you can assign staff group rights to
determine who can do the following:

®* Create and Clear Notes

* Delete Notes

* Print the Notes Report

® (Clear Other Staff Member's Notes

In the bottom right side of the window, you can open notes, clear notes, respond to notes, and open
the workpaper, respectively.

e|a|8|=
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Workpaper Sign Off

When you have completed your work on a workpaper, you can sign off on the workpaper as the
Preparer, Reviewer, 2nd Reviewer, 3rd Reviewer or 4th Reviewer. (The number of reviewers can be
defined in Firm Options in the Admin application as two, three or four reviewers.) You can have
multiple preparers and reviewers on workpapers.

To check the Prepared/Reviewed status of engagement workpapers, use the Workpaper Sign Off
Summary View. You can filter the information to show what you want to see.

Note: In order to sign off a workpaper, you must belong to a staff group that has been given sign
off rights in the Administrator module.

Signing Off Workpapers

1. Select the workpaper you want to sign off in the Binder window Contents pane.

2. Sign-off on the workpapers using the Binder Index toolbar buttons or the Workpaper Properties
- Sign Off tab dialog.

® Binder Index toolbar buttons.

Select any of the following icons from the toolbar:

T A - b B B R N o ld d
ol A o

= Sign Off As Preparer
= Sign Off As 1st Reviewer
= Sign Off as 2nd Reviewer

= Sign Off as 3rd Reviewer (if the number of reviewers in Firm Options is three or
four)

= Sign Off as 4th Reviewer (if the number of reviewers in Firm Options is four)

You can also right-click the workpaper and select any of the Sign Off options from the
menu.

= Workpaper Properties - Sign Off tab dialog.
= Select Workpaper > Sign Off Workpaper Properties.

= Right-click the workpaper and select Sign Off Workpaper Properties from the
menu.

= = Click the Sign Off Workpaper Properties icon on the toolbar.
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The Workpaper Properties - Sign Off tab dialog displays.

Workpaper Properties

| Workpaper I Roll Forward | Sign Off | History |

Cument User: |Staﬁ, Sarah E. v|
Date: [amoms B

[ Sign Of Sign Off Date #
SHE| Preparers

ﬁ Staff, Sarah E. 411,/208 7. 20:45 &M
|_a 1st Reviewers
L\H 2nd Reviewers
La 3rd Reviewers
[of] #th Reviewers

| oKk || cancel ||

Help |

i. Inthe Current User field, if another binder staff member needs to sign off a
workpaper from your login, select the staff member from the drop-down list. The
staff member is prompted to enter the password. Click OK.

ii. The Date field defaults to the current date. You can enter a different date from
the calendar by clicking the down arrow in the Date field, or by entering a date in
the format shown. See Entering Dates for more information.

iii. Toadd a sign off, focus on the role, such as Preparer or 1st Reviewers, for which
you are signing off, and click the plus sign (+) to add your user name to the
appropriate sign off field. You cannot sign off as a reviewer if no one has signed

off as a Preparer.

iv. Toremove a sign off, focus on the particular sign off to be removed, and click the
minus sign (-) to remove your sign off. Only you can remove your sign off.

v. Click the Open Workpaper icon to open the related workpaper, if necessary.

Click OK to save your changes.
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Notes:

= |f you open a workpaper that has been signed off as reviewed, Workpaper Manager asks
you if you want to save the workpaper. This is important because if you save the
workpaper, the Modified flag displays notifying users that the workpaper was modified
after it had been reviewed. This is true even if you did not make changes to the
workpaper. Do not save a workpaper if you did not make changes to it. If you make
changes to it, the reviewer flag appears, notifying users that the workpaper has been
modified after review.

® You cannot sign off on a workpaper that is in the Conflicts tab, in the trash.

®= The First Reviewer does not need to sign off before the Second Reviewer can sign off. (If
the number of reviewers in Firm Options is three or four, lower level reviewers do not
have to sign off before a higher level reviewer signs off.)

Managing Workpaper Sign Offs

When you want to view the sign off status of workpapers in a summary format, you can use the Sign
Off Summary View window. You can easily see which workpapers have not been signed off by a
preparer or any level of reviewer, as well as workpapers that have been modified subsequent to sign
off. All workpapers can be signed off from this window as well.

To open the Sign Off Summary View window, do one of the following:

= Select View > Sign Off Summary View.
= Click the Sign Off Summary View tab at the bottom of the Binder Index.

Ef = Click theSign Off Summary View icon on the toolbar.

This window displays all of the workpapers in the open binder and the status of sign off: In Process,
Ready for Review, Reviewed, 2nd Reviewed, 3rd Reviewed or 4th Reviewed (3rd Reviewed and 4th
Reviewed will only display based on the number of reviewers selected in the Firm Options of the
Admin application).

Under each workpaper, the name of the staff member who signed off is listed along with the sign off
date. If multiple staff members signed off, their names are listed in chronological order.

You can sort each column in ascending or descending order by clicking the column header. Click the
header again to reverse the sort order.

The following status information displays for each workpaper, if applicable:

(3 *= | ocked. The Locked icon indicates the workpaper is locked. A locked workpaper is read-only.

=2 * Frozen Links. The Frozen Links icon indicates the Workpaper Manager links within the
workpaper are not updated with any changes made to the trial balance or Name/Date
Functions.

2 = Workpaper Note. The Note icon indicates notes are attached to the workpaper.
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& = Modified after Reviewer Sign Off. A Modified icon displays if the workpaper has been
modified after a reviewer has signed off.

Note: If the option to flag workpapers that were modified after sign off is not selected in
Administrator, this column displays but the indicator flag does not.

* File Modified Date. The date and time of the last time the workpaper was saved.

s Current Editor (Non-Shared Local File Room). The name of the staff member who has Current
Editor rights.

= | jve Editor (Shared Local File Room). The name of the staff member who is currently editing
the workpaper.

#= Assighed To (Non-Shared Local File Room only). The name of the staff member to whom the
workpaper will be handed off during the next synchronization.

Workpapers can be signed off from this window using the same methods explained in Signing Off
Workpapers on page 346.

Workpaper Sign Off History Report

You can view a report of the sign off history of any binder in the local file room. The report displays as
an Excel® document, which can be sorted and printed.

To view the Workpaper Sign Off History Report, do the following:

1. InBinder View, select a binder in your local file room.

2. Select Tools > Reports > Workpaper Sign Off History Report. Microsoft® Excel® opens
and displays the report. The report lists the workpaper index and name, type of transaction, sign
off date, and who performed the sign off.

Locking and Unlocking Workpapers

After a workpaper has been reviewed and signed off, you may want to lock it. A locked workpaper is
read-only. If the Workpaper Manager links are not frozen in the locked workpaper, the links continue
to update as changes are made to the trial balance or the Name and Date function links.

To lock or unlock a workpaper, do the following:
1. Select the workpaper you want to lock or unlock.

2. Do one of the following:
= Select Workpaper > Lock Workpaper or Unlock Workpaper.

(3 = Right-click the workpaper and select Lock Workpaper or Unlock Workpaper from the
pop-up menu.
3 = Click the Lock Workpaper or Unlock Workpaper toolbar button.
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The Lock symbol displays in Binder View, Sign Off Summary View, and Current Editor View.

Notes:

®* Trial balances cannot be locked.

= The Lock Workpaper option removes non-password protection from a workpaper. If you want to
secure a workpaper, you should apply password protection in Word or Excel®.

Current Editor

The Current Editor of a workpaper can edit and save the workpaper. Other staff members can view a
read-only copy. When you check unassigned workpapers out of the central file room, you become the
Current Editor. You remain the Current Editor until you check the workpaper in to the central file room
or assign the workpaper to another binder staff member.

Live Editor

The Live Editor of a workpaper can edit and save the workpaper. Other staff members can view a
read-only copy. When you log in to a Host's shared local file room and open a workpaper that is listed
as <Available>, you become the Live Editor. You remain the Live Editor until you close the workpaper.

Assigning and Unassigning Workpapers

The Current Editor of a workpaper can assign the workpaper to another binder staff member. During
synchronization, this workpaper is automatically checked out to the assigned person. The Assign To
feature communicates to staff members the flow of the workpaper and streamlines the process.

Note: Staff members must be assigned to the applicable binders to be available on the
Assign/Unassign Workpapers To/From drop-down list.

To assign or unassign a workpaper, do the following:

1. Select the workpaper(s) you want to assign to another binder staff member.
2. Do one of the following to open the Assign/Unassign Workpapers dialog.

= Select Workpaper > Assign/Unassigh Workpaper and select a staff member from
the sub-menu.
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= Right-click the workpaper and select Assign/Unassigh Workpaper from the pop-up
menu. Select a staff member from the sub-menu.

E% Assign Workpapers E]

Agzign zelected workpaper(s] o
Staff member: ﬁ I anager. M ary >

Lacation infarmation

@ KS11WS000010777 E

() Albernate location

Computer name:

[] Sunchionize with selected staff member when dialog is clozed

[ ] ] [ Cancel ] [ Help ]

};ﬁ Tip: You can select multiple workpapers using the Shift and Ctrl keys. You can also assign
all the workpapers within a tab by selecting the tab.

3. You can change the staff member by using the drop-down list in the Staff member field.
4. Inthe Location information section, perform the appropriate action:

= |f the selected staff member has a user profile on the computer where the workpaper
assignment is being made, the Existing location field becomes enabled and displays
the computer's name.

® |f the selected staff member does not have a user profile on the computer where the
workpaper assignment is being made, Alternate location is selected.

Either enter a computer name in the Computer name field, or click Browse to open the
Browse for Computer dialog and select an alternate location.

Note: If you select an alternate location, you must be able to connect to that location to
verify a profile exists for the staff member on that computer.

5. Select Synchronize with selected staff member when dialog is closed to automatically
synchronize when you click OK.

6. Click OKto assign or unassign the workpapers.

All of the views, except the Notes Summary View, display the name of the staff member to whom the
workpaper will be handed off during the next synchronization in the Assigned To column.

In a Field environment, when the staff member who is the Current Editor of the workpaper
synchronizes with the staff member the workpaper is assigned to, the workpaper will automatically be
checked out to the assigned staff member.

In an Office environment, when the Current Editor synchronizes to the central file room, the assigned
workpaper is automatically checked in. Then, when the staff member to whom the workpaper is
assigned synchronizes with the central file room, the workpaper is automatically checked out to them.
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Note: When sharing workpapers via Binder Packages, the Assign/Unassign Workpaper function
can be used to change the Current Editor status. When the assigned member receives the binder
package, they become Current Editor.

After synchronization, the new Current Editor sees the workpaper in bold, showing there has been a
change. The Current Editor View is a good place to view workpapers. See Current Editor View
(Non-Shared Local File Rooms Only) on page 81 for more information.

You can unassign a workpaper at any time prior to synchronization by doing the following:

1. Select the workpaper to unassign.

2. Select Workpaper > Assign/Unassign Workpaper, and select None from the sub-menu, or

right-click the workpaper, select Assigh/Unassigh Workpaper, and select None from the
sub-menu.

Taking Over a Workpaper

If you are not a workpaper's Current Editor, you can use the Take Over option to become the Current
Editor. Use this option carefully. When taking over a workpaper, make sure that the Current Editor
does not make changes, because those changes will be lost during the next synchronization.

To take over a workpaper as Current Editor, do the following:

1. Select the workpaper in the Binder window.
2. Do one of the following to open the Workpaper Properties dialog:
= Select File > Properties.

= Right-click the workpaper and select Properties.
I_ffll = Click the Properties toolbar button.

3. Select the Workpaper tab and check the Take over this workpaper as Current Editor box
at the bottom of the Workpaper Properties dialog.

Note: If you are the Current Editor, the Take over this workpaper as Current Editor box
does not display.

4. Click OK. A warning message states "Manually taking over this workpaper may cause conflicts
during synchronization which can result in loss of data."

Click Yes to continue or No to stop the take over.
6. Click OKto exit the dialog.

The Take Over All Workpapers option on the Tools menu should not be used in everyday practice,
but might be needed in emergency situations.

During the next synchronization by the previous Current Editor and the staff member who took over as
the Current Editor, a conflict message displays if the previous Current Editor has made changes to the
workpaper since the last synchronization.
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Using Tickmarks in Workpapers

Tickmark Definition

Tickmarks enable you to annotate reports by adding symbols and footnotes. You can insert tickmarks
into Excel® reports generated by CCH ProSystem fx Workpaper Manager, Excel®, Word, or Adobe®
workpapers you create. The tickmarks can be characters available on the keyboard as well as images.
Workpaper Manager provides a list of default tickmark symbols (pictures) and descriptions. You can
use these tickmarks or modify the list to fit your standards.

Using the Tickmark Definition List

The tickmark definition list contains the tickmark symbols (pictures) and the tickmark descriptions.
CCH ProSystem fx Workpaper Manager provides a default list, which you can modify as necessary.

To use the tickmark definition list, do the following:

1. Open the workpaper. You can define tickmarks in Excel®, Word, and Adobe® workpapers.

2. Select Workpaper Manager > Tickmark > Tickmark Definition. The Tickmark Definition
dialog displays, including the tickmark symbol, name, description, and filename (BMP file).

To add your own tickmark to this list, click New.
Type the tickmark name and description.

In the File name box, click the ...Browse button.

o g A~ w

Browse to a bitmap file (BMP), and click Open.
Notes:

= A standard tickmark bitmap is a 16 color bitmap file. The width and height are 16 pixels
by 16 pixels. A tickmark that is not 16 color or is larger than 16 pixels by 16 pixels can be
inserted, but it will not appear that way on the toolbar because the toolbar automatically
adjusts the bitmap to fit the toolbar and use 16 colors.

= When you insert the tickmark on an Excel® or Word workpaper, your original tickmark
specifications are used. This is because when you add a tickmark to the toolbar,
Workpaper Manager copies the bitmap to the Workpaper Manager folder and uses that
bitmap when you later select the tickmark from the toolbar.

7. Acopy of the tickmark bitmap file is placed in your default Tickmarks Location path. The
Tickmarks Location path can be changed in CCH ProSystem fx Workpaper Manager by
selecting Tools > Options. The Data tab has a field to browse to the desired tickmarks
location.

8. You can delete a tickmark from this list by highlighting the tickmark and clicking the Delete
button. A warning states that this will delete the tickmark permanently; however, the file in the
Tickmarks Location path is not deleted. Click Yes to continue.

9. You can export the list of tickmark definitions and files to a compressed file. This is helpful if you
want to supply this list to another copy of the CCH ProSystem fx Workpaper Manager program.
Click Export and save the file with an AZG extension.
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10. You can import a list of tickmarks and pictures that were previously exported. Click Import and
browse to the AZG file. The tickmark files are copied to your Tickmarks Location path.

Opening the Tickmark Toolbar

To use the tickmarks in the Tickmark Definition list, you need to open the tickmark toolbar. The
tickmark toolbar is used to select and insert the tickmark into an Excel® workpaper, a Word
workpaper, or an Adobe® PDF.

To open the tickmark toolbar, do the following:

1. Openthe Excel® report or workpaper.

: 2. Select Workpaper Manager > Tickmark then select Tickmark Toolbar from the submenu,
or click the Tickmark Toolbar button. The Workpaper Manager Tickmark toolbar displays.

Soarifoaceg&wm@u g

Inserting Tickmarks

Tickmarks can be inserted into trial balance reports, Excel® workpapers, Word workpapers, and PDF
workpapers.

To insert a tickmark in a trial balance report or an Excel®Word workpaper, do the following:
Open the report or workpaper.

Select the location where you want to insert a tickmark.

From the Workpaper Manager ribbon, select Tickmarks.

A wDdp =

Click on the tickmark. The tickmark will be inserted into the selected location.
Note: The 6 most recently used tickmarks will appear on the ribbon for easy access.

To insert a tickmark into a PDF workpaper, do the following:
1. Open the PDF workpaper in Adobe® Acrobat® for versions 11, DC or 2017.

Note: You must use a non-Reader version of Adobe® to insert a tickmark.

Click Tools on the Quick Tools bar. The Tools pane displays on the right.

Click Plug-in Workpaper Manager Tickmark or in Adobe® Acrobat® DC, click on
Workpaper Manager Tickmark under Add-ons.

4. The Workpaper Manager tickmarks display in the tools pane. In Adobe® Acrobat® DC, click on
Workpaper ManagerTickmark item in the tools pane. Then, the tickmarks display.

5. Click the Tickmark symbol in the Tools pane that you want to insert.
6. Click the location where you want the tickmark to be inserted.

}'[fl Tip: You can right-click any tickmark to add it to the Quick Tools bar.
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Using the Tickmark Worksheet in Reports

If you are using the Tickmark worksheet in Workpaper Manager generated reports, you can insert the
tickmark symbol in the tickmarks worksheet and link the tickmark to another tab in the report.

To use the tickmarks worksheet in CCH ProSystem fx Workpaper Manager-generated reports:

1. Click the Tickmarks worksheet. You can expand and contract the display of text. If the text box
is expanded, click the minus sign (-) on the far left of the window to contract the box to a single
line. To expand the text box, click the plus sign (+).

2. Enterthe text you want in the text box for the tickmark. Do not type anywhere else in the
worksheet.

3. Click the worksheet that you want to annotate.
Click in a blank cell where you want the tickmark to display.

Type the plus sign (+) on the keyboard.
Note: An alternative to this step is to:

Select the Insert ribbon.
Click the Hyperlink button, then select to Link to a Place in This Document.

Select the tickmark you want to link to from the Defined Names list. Change the text in
"Text to display," if necessary, and click OK.

6. Click the Tickmark worksheet again and then click the cell with the tickmark symbol you want
inserted into the report and press Enter. You will now see the tickmark appears in the cell of the
report worksheet selected in step 4. If you change the tickmark symbol on the Tickmark
worksheet, it will automatically update the report worksheet. You can use the normal Excel®
formatting commands, such as color and bold, to change the cells to your tickmark formatting.

! Important: Do not change the layout of the Tickmark worksheet. Modifying the Tickmark
worksheet, besides adding text in the box for the tickmark, may prevent tickmarks from
working properly.

Printing a Tickmarks Sheet or Custom Sheets

You must belong to a staff group that has rights to printing workpapers before you can print a tickmark
sheet or custom sheets.

1. Inthe Binder Index window, highlight the Workpaper Manager report (Trial Balance, Journal
Entry, Write Up, or Consolidated) for which you want to print the tickmarks sheet or custom
sheets.

2. Use one of the following methods to open the Print Group dialog.
= Select File > Print Group from the Binder Index main menu.
= Select File > Print from the Binder Index main menu, then click Print Groups.
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= Right-click and select Print from the pop-up menu, then click Print Groups.

Print Group

Print Group S

=17 jzk Sample Binder

#-[ I’ 1000 Planning
+- I’ 2000 Reporting
[~ [ 3000 Test of Contrals
S 7 [ 4000 Assets
+- [ I’ 4100 Cash & Equivalents
- ¥ [ 4200 Receivables
2 ::._I'J 4205 Accounts Receivable and &
¥ g 4210 Receivables Leadshest
W@ 4215 Account: Receivable Reco
W@ 4220 Patertial Doubtful Accaunts
IV@ 4225 Alloveance for Bad Debts
- I’ 4300 Inventory
- I’ 4400 Prepaid Expenses
H-[ I’ 4500 Other Current &ssets
.1 & ARNN Pranert & F aninmert

WA RMIMG: While printing workpapers to a POF file:

- do not by bo print to other printerzs at the same time

- do not bry to print from other applications at the zame time

Awailable print groups
Select:

Current Selaction” w

Save Print Group... ] [ Deelete Print Group

= Spstem defined print group

‘workpaper Manager Reports
Frint Tickmarks shest
Prirt Custom sheets

Print destination
) To printer
() T PDE file
[ Combine workpapers

Failure to follow this warning could result in unintended documents being inserted into the binder, since the
internal *Workpaper to PDF Corverter temporarily becomes the default system printer.

[ Erint H Setup... ][ Cloze ][ Help ]

In the Workpaper Manager Reports section, check the Print Tickmarks sheet and/or Print

Custom sheets.
Select To printer, then click OK.

1
[ Note: Empty custom sheets do not print.
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Chapter 7

USING MICROSOFT® EXCEL®

Overview

When you create a CCH ProSystem fx Workpaper Manager workpaper in Microsoft® Excel®, you
have access to a specific Workpaper Manager ribbon, functions, and formulas. Included in these
features is the ability to link your Excel® workpaper to the trial balance.

These functions are only available in CCH ProSystem fx Workpaper Manager workpapers. They
cannot be used in Excel workbooks created outside of Workpaper Manager. However, you can insert
your Excel® workbooks into a Workpaper Manager binder by selecting File > New > Workpaper
From File. See Chapter 4: Creating and Using Binders on page 54, for instructions.

This chapter shows you how to use Workpaper Manager-specific features in Excel®. For general
information about using Excel®, see the Microsoft® Office documentation and Excel® help.

Workpaper Manager-Specific Features in Excel®

When you open an Excel® workpaper created in Workpaper Manager, Excel® opens with the
Workpaper Manager-specific features added to the program's standard interface. This happens when
you view the workpaper outside Workpaper Manager in its native application.

When you view the workpaper inside, it is read-only and you do not have access to Excel® or the
Workpaper Manager-specific features in Excel®. When you open an Excel® workpaper that was not
created in CCH ProSystem fx Workpaper Manager, the Workpaper Manager-specific features are not
available.

This section provides an overview of the ribbon, functions, and fields that are Workpaper Manager-
specific.
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Using Workpaper Manager with the Excel® Ribbon

Workpaper Manager takes advantage of the Ribbon interface. The Workpaper Manager tab displays
all of the functions you need to complete workpaper tasks.

FILE HOME INSERT ~ PAGELAYOUT ~ FORMULAS  DATA  REVIEW  VIEW  ADD-INS  ACROBAT  Workpaper Manager |~ TEAM

Q QuickView @ Finsert TBLink @ Name Functions ~ €3 Freeze T8 Links +2] Insert WP Reference i JHAddE  fhAdd JE with Links ﬁS

m Refresh g Paste TB Link @ Date Functions ? Replace TELink Name  [2 Open WP Reference St 2 )8 Summary 2] Add Links to Exisiting JE oo
I ) ) 2 ickmar ) ; up
Propertics % Diill down TB Link %4 Quiklink - i Create WP Nate « f@WiteUpJE e Refresh All E Links

General Links Warkflow Journal Entries Trial Balance

Click a button or list to use the appropriate function.

The Workflow group of the Workpaper Manager tab includes the six most recently used tickmarks. If
no tickmarks have been used, the following tickmarks display by default:

®* Agreesto

* Agreesto GL

* Agrees to Prior

* Footed

# Unreconciled Difference

®* |mmaterial

The ribbon items are listed in the following table.

Ribbon
Group

Command Description Ribbon Icon

Organizes accounts into groups. For

Account Trial
Y details, see Account Groupings on  |H& ! No
Groupings Balance
page 130.
Add Journal .Adds a j?urnal entry. F(.)r more Journal
information, see Creating Journal None . No
Entry . Entries
Entries on page 188.
Adds links from an Excel®
Add JE with workpapgr toa neTN journal entry. Journal
. For more information, see Adding ﬂ . Yes
Links . o Entries
Journal Entries with Links on
page 198.
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Command

Description

Adds links from an Excel®
workpaper to an existing journal

Ribbon Icon

Add Links to , g Journal
Existing JE entry. For more information, see ﬁ Entries Yes
g Adding Links to Existing Journal
Entries on page 200.
Refreshes all amounts for every
Refresh All JE journal entry link in the binder. For ﬂ Journal No
Links more information, see Refreshing All Entries
Journal Entry Links on page 199.
Allows you to add, modify, and
delete trial balance accounts; assign
accounts to groups, subgroups, and .
Chart of Trial
funds; and add balances to different  None ! No
Accounts . , Balance
columns in the trial balance. See
Adding, Modifying, or Deleting Trial
Balance Accounts on page 167.
Classifications AIIows'you to \{i.ew ?nd edit account None Trial No
and ratio classifications. Balance
Consolidates data from single
company trial balances into a .
. . . Trial
Consolidate TB consolidated trial balance. See mmm No
L , Balance
Consolidating Trial Balances on
page 215.
Creat rts f ht f Trial
Create Journal . reates reports for each type o ria
journal entry. See Journal Entry None Balance  No
Entry Reports
Reports. > Create
Creates reports based on trial Trial
Create . . . =
balance information. See Creating = Balance  No
TB Reports )
Trial Balance Reports on page 201. > Create
Creates a note for a workpaper. See
Create Workpaper and Workpaper Tab 2 Workflow No
Workpaper Note pap pap

Notes on page 342.
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Command

Description

Creates three transaction reports to

Ribbon Icon

Trial

Create display the information entered in
. , . , None Balance No
Write Up Report  the Write Up journals. See Creating
. > Create
Write Up Reports on page 224.
Creates a Write Up Journal Report
showing the detail of the entries of Trial
Create Write Up . 9
. the journal type you select. The None Balance  No
Detail Report ]
columns in the report are the same > Create
as in the journal.
Creates a report showing the
accounts in the trial balance and Trial
Create G/L . - .
their beginning balance, transaction ~ None Balance  No
Current Report ,
amounts, and ending balance for the > Create
current period only.
Creates a report showing the
accounts in the trial balance and Trial
Create G/L YTD . o .
their beginning balance, transaction = None Balance  No
Report .
amounts, and ending balance for all > Create
YTD periods in the fiscal year.
Inserts date information into the cell.
. When you select this command, a PE— .
Date Functions . : Links Yes
menu of available dates displays.
See Date Functions on page 370.
Drills down to the accounts that make
Drill D B up the dollar amounts calculated in
L'nk own the linked formula. See Drilling ﬁ Links Yes
n Down to Trial Balance Accounts on
page 335.
Freezes links so that linked items are
Freeze not changed if the trial balance
Workpaper and/or name and date properties are | &2 Links No

Manager Links

changed. See Freezing Workpaper
Manager Links on page 387.
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Command Description Ribbon Icon

Opens the Funds Setup dialog

where you can add, edit, or delete @ Trial No
funds for the selected trial balance. Balance

See Setting up Funds on page 237.

Funds Setup

Assist in importing trial balance data
Import from other supported trial balance }
. . Trial
Conversion software programs. See Converting None No
. . , Balance
Wizard and Importing Trial Balance Data on
page 145.

Creates links from the trial balance
Insert TB Link without having to open the trial % ™ y
> n balance. See Insert TB Link on ! Inks es

page 330.

Inserts a link to a workpaper in the
binder. See Workpaper Reference
Links on page 338.

Insert WP
Reference

Workflow  Yes

Enables you to add, modify, or delete
Journal Entry journal entries. See Using the
Summary Journal Entry Summary Window on
page 194.

Journal
Entries

No

Inserts text information at the cursor
position. When you select this

Name Functions  command, a menu of available text Links Yes

items displays. See Name Functions

on page 367.
Open WP Opens the referenced workpa'per.

See Workpaper Reference Links on Workflow  Yes
Reference

page 338.

Imports funds, along with their

associated fund type and optionally Trial
Paste Funds fund subtype, into a fund trial

. None Balance  Yes
Import balance. See Importing Funds, Fund
> |mport

Types, and Fund Subtypes from an
Excel® File on page 233.
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Command

Description

Ribbon

Ribbon Icon Group

Paste TB Import

Imports data into the trial balance.
See Converting and Importing Trial
Balance Data on page 145.

Trial

EI Balance > Yes

Import

Paste TB Link

Pastes trial balance cells from the
Clipboard to the cursor position. You
have the option of pasting the
amount of each cell or the sum of all
cells. See Pasting Trial Balance
Amounts - General on page 326.

ﬁ Links Yes

Properties (Trial
Balance and TB
Reports Only)

Enables you to view and modify trial
balance and trial balance report

properties. See Setting Trial Balance

Properties on page 144.

None General No

Quiklink to
CCH ProSystem
fx Tax

Links between a trial balance and the

CCH ProSystem fx Tax return. See
Jumping from the Trial Balance to
the Tax Return in CCH ProSystem
fx Tax on page 275 and Jumping
from the Tax Return to the Trial
Balance in CCH ProSystem fx Tax
on page 276.

Gluik

Link Links Yes

Quiklink/
Desktop
Updates Status

Displays trial balances that have
been imported into CCH ProSystem
fx Tax using Dynalink where the
automatic Quiklink Update option is
active. See Updating with Quiklink
on page 272.

None Links No

QuickView

Displays the balance broken down by

assets, liabilities and equity,
revenue, expenses, and net income.
See Chapter 5: Using the Trial
Balance on page 127, for more
information.

None General No
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Ribbon
Group

Command Description Ribbon Icon

Select Funds Displays the Select Funds dialog.
(Trial Balance See Fund Trial Balance on B View Yes
Only) page 228.
Updates all links to the trial balance,
TB and JE reports, and workpapers
Refresh so that updated information is m General No
shown. See Refreshing Links on
page 365.
Changes the links in a workpaper to
Replace TB Link  another trial balance name. See )
. . None Links No
Name Replacing TB Link Names on the
facing page.
Defines and changes trial balance )
TB Column columns. See Trial Balance Column @ Trial No
Setup Balance
Setup on page 140.
Toggles the trial balance Edit mode.
TB Edit Mode Togg.led .on, you can e.nter datainto
Trial Bal the highlighted cells directly. See = Chart of N
(Onla alance Editing the Trial Balance on ' Accounts ©
niy) page 134 and Using TB Edit Mode to
Modify Accounts on page 169.
. Defines tickmark symbols and
Tickmark . . ’
o descriptions. See Using Tickmarks None No
Definition

in Workpapers on page 353.

Opens the tickmark toolbar so you

can insert the tickmark in the
workpaper. See Opening the
Tickmark Toolbar on page 354.

Tickmark Toolbar Workflow  Yes

Reactivates frozen links so that
Unfreeze changes once again flow to linked
Workpaper documents or reports. See == Links No
Manager Links Unfreezing Workpaper Manager

Links on page 388.
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Command Description Ribbon Icon

Organizes the transaction data in
journals. See Using Write Up
Journals on page 222.

Write Up Journal

E Journal
Entry

No
Entries

Using Tickmarks in Excel® Workpapers

Tickmarks in an Excel® workpaper function the same as in any workpaper. For details, see Using
Tickmarks in Workpapers on page 353.

Linking CCH ProSystem fx Workpaper Manager Information

You can link the following types of information to Excel® CCH ProSystem fx Workpaper Manager
workpapers:

= Name functions. These are used to insert the information of a client, firm, engagement binder,
and workpaper.

s Date functions. These are used to insert dates for current or prior periods.

* Calculation functions. These are the mathematical functions you can apply to cellsin a
worksheet. They provide accounting functions not available in Excel® alone.

* Trial Balance Links.
= Copy/Paste TB Links. These links are created by copying and pasting cells from the
trial balance into your Excel® worksheet.
= [nsert TB Links. This option allows you to create links from the trial balance to an
Excel® file, without having to open the trial balance. You can build a formula by selecting
specific parameters.

= Workpaper References. These are links to other workpapers in the binder. Once the link is
created, you can open the referenced workpaper.

Replacing TB Link Names

Within your Excel® workpapers and reports, you can replace trial balance links. This feature is
especially useful if you have changed the name of a trial balance used in a link and you need to
update that link. You may also need to use this option if you are using any of the Workpaper Manager
workpaper templates. Instead of updating the link manually, you can specify the new trial balance
name with which to replace the old.
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To replace the trial balance name in a TB link, do the following:

From the Excel® workpaper, select the cell in which to replace the trial balance name.
2. Select Workpaper Manager > Replace TB Link Name. The Replace TB Links dialog
displays.
3. From the Replace TB Link Name With drop-down list, select the new trial balance name.
4. Select one of the following radio buttons:
= Selected links only. Replaces the TB name in the selected cells with the specified TB
name.

= Alllinks in the workpaper. Replaces the TB name in all links of the workpaper with the
specified TB name. If the workpaper has multiple worksheets, only the active worksheet
is changed.
5. Click OK. Workpaper Manager automatically replaces the TB link(s) names according to the
selections made and refreshes all TB links in the workpaper.

Refreshing Links

When you open Excel® workpapers and reports, the links automatically refresh. To refresh links when
m the Excel® file is open and a change has been made, select Workpaper Manager > Refresh. The
latest information displays with all links in the open workpaper.

Note: If you do not want to refresh the links in the workpaper every time you open the workpaper,
select Tools > Options in the File Room or Binder window. Then uncheck the Auto refresh
workpapers option on the General tab of the Options dialog.

Freezing Workpaper Manager Links

If you freeze Workpaper Manager links within an Excel® or Word document and a Workpaper
Manager report, changes to the trial balance and/or name and date properties are not carried to the
documents or reports. Links are not automatically refreshed before they are frozen, so use the
Refresh function prior to freezing the links.

Note: Be sure to open the report at least once before you freeze links. This ensures that the links
are updated.

When you freeze Workpaper Manager links within a workpaper or report, you cannot insert new links
or use the following functions:

* Name and Date

®* Refresh

* Replace TB Link Name
®* Paste TB Link

* |nsert TB Link

You cannot freeze engagement links in an open locked workpaper. The locked workpaper must be
closed in the Binder window before links can be frozen.
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When a workpaper is rolled forward, frozen engagement links remain frozen. If you copy a workpaper
with frozen links, the links remain frozen. If you save a binder as a template, Workpaper Manager
links remain frozen in the template.

You must be the Current Editor of a workpaper to freeze links and you must belong to a staff group
that has rights to freeze links.

To freeze Workpaper Manager links from the Binder window, do the following:

1. Select the workpaper whose links you want to freeze.

T 2. Clickthe Freeze Workpaper Manager Links ribbon button.

To freeze Workpaper Manager links from within the workpaper, do the following:

Open the workpaper whose links you want to freeze.

2. Make sure the links have been updated to reflect the current trial balance and name/date
information.

3. Select Workpaper Manager > Freeze Workpaper Manager Links.
Notes:

* Freezing Workpaper Manager links does not freeze OLE or DDE links. It applies only to the trial
balance and name or date properties.

* The Freeze Workpaper Manager Links option removes non-password protection from a
workpaper. If you want to secure a workpaper, you should apply password protection in Word or
Excel®. Links cannot be frozen in a password-protected workpaper.

*= |f you publish a workpaper with frozen links, the published workpaper contains the values of the
links when frozen.

* |f you insert link formulas after the workpaper’s links are frozen, you must unfreeze and refreeze
the links.

Unfreezing Workpaper Manager Links

You can unfreeze Workpaper Manager links that were previously frozen so they can be updated or
changed. When you unfreeze links within an open workpaper or report, the links are automatically
updated with any changes to the trial balance or the name and date functions.

You must be the Current Editor of a workpaper to unfreeze links and you must belong to a staff group
that has the right to unfreeze Workpaper Manager links.

To unfreeze Workpaper Manager links from the Binder Window, do the following:

1. Select a workpaper that has had Workpaper Manager links frozen.

2. Select Workpaper Manager > Unfreeze Workpaper Manager Links.

Note: You cannot unfreeze Workpaper Manager links if the workpaper has been password
protected.
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To unfreeze Workpaper Manager links from within the workpaper, do the following:

1. Open the workpaper whose links you want to unfreeze.

2. Select Workpaper Manager > Unfreeze Workpaper Manager Links.

Name Functions

Name functions enable you to insert information about the client, firm, engagement binder, and
workpaper into a cell. The information comes from the client, firm, binder, or workpaper Properties
dialog. You can select a cursor position and insert name functions in one of the following ways:

* |nsert it from a menu. From the Workpaper Manager menu or the right-click menu, select Name
Functions and then select the function from the menu.

*= Type the name function directly into a cell. See the formula column of the List of Name
Functions below for the formula to use.

= Click the Name Functions button on the Workpaper Manager ribbon to display a menu of
name functions.

There are several reasons for linking Name Functions to a workpaper. The simplest is so that you do
not have to retype the same name information for every workpaper in your engagement binder or
manually change it if anything changes from period to period.

Another advantage that CCH ProSystem fx Workpaper Manager provides is the ability to save binders
and workpapers as templates. If you link any Name Functions into the binder template workpapers or
the individual workpaper templates, you can create files from those templates. All the name links
reflect the correct information based on that client, firm, binder, and workpaper.

For example, you saved a workpaper in a binder called ABC Annual Audit in your ABC Corporation
client folder as a template with those name fields linked.

If you add the workpaper from the template you saved into a binder called 123 Quarterly Compilation
in your 123 Corporation client folder, the Binder Name and Client Name fields reflect the 123
information. You do not have to re-link these fields into a new Workpaper Manager binder.

Within the Name Functions, there are three categories:

®* Workpaper Manager Info
* Client Info

* Firm Info

Each category contains corresponding functions. The table on the following page explains which
functions are available under each category.

List of Name Functions

The following table lists the functions as they appear in the Name Functions menu.
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Workpaper Manager Info

Function Description Formula
Binder Name Inserts the binder name. =PJNAME()
Binder ID Inserts the binder ID number. =BinderlD()
Binder Description Inserts the binder description. =BinderDesc()

Binder Due Date

Inserts the binder due date.

=BinderDelivDT()

Binder Type Inserts the binder type. =BinderType()

Binder Charge Code Inserts the binder charge code. =BinderChrgCode()
Binder Lead Partner Inserts the binder lead partner. =BinderLead()

Binder Date of Report Inserts the binder date of report. =BinderDateOfReport()

Binder Report Release Date

Inserts the binder report release date.

=BinderReportReleaseDate()

Client Info

Workpaper Name Inserts the workpaper name. =WPNAME()
Workpaper Index Inserts the workpaper index number. =WPINDEX()
Function Description Formula

Client Name 1/Last Name

Inserts the client name.

=CLIENTNAME()

Client Name 2/First Name, M.I.

Inserts the client name.

=CLIENTNAME2()

Client ID

Inserts the client ID.

=CLIENTID()

Client Address1

Inserts the client address line 1.

=CLIENTADDRESS1()

Client Address2

Inserts the client address line 2.

=CLIENTADDRESS2()

Client City Inserts the client city. =CLIENTCITY()
Client State Inserts the client state. =CLIENTSTATE()
Client ZIP code Inserts the client ZIP code. =CLIENTZIP()

Client Country

Inserts the client country.

=CLIENTCOUNTRY()
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Function Description Formula

Client Phone Inserts the client phone number. =CLIENTPHONE()

Client Fax Inserts the client fax number. =CLIENTFAX()

Client URL Inserts the client URL address. =CLIENTURLY()

Primary Email Inserts primary email address of client. =PRIMARYEMAIL()
Insert d il

Secondary Email O =SECONDARYEMAIL()

address of client.

Client Entity Type

Inserts client type.

=CLIENTTYPE()

Client Industry

Inserts client industry.

=CLIENTINDUSTRY()

Client Federal ID/SSN

Inserts the client Federal ID or SSN.

=CLIENTFEIN()

Client State ID

Inserts the client state ID.

=CLIENTSTATEID()

Firm Info
Function

Firm Name

Description

Inserts the firm name.

Formula

=FIRMNAME()

Firm Address1

Inserts the firm address line 1.

=FIRMADDRESS1()

Firm Address2

Inserts the firm address line 2.

=FIRMADDRESS2()

Firm City Inserts the firm city. =FIRMCITY()
Firm State Inserts the firm state. =FIRMSTATE()
Firm ZIP code Inserts the firm ZIP code. =FIRMZIP()
Firm Country Inserts the firm country. =FIRMCountry()
Firm Phone Inserts the firm phone number. =FIRMPHONE()
Firm Fax Inserts the firm fax number. =FIRMFAX()
Firm URL Inserts the firm URL address. =FIRMURL()
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Date Functions

Date functions enable you to insert a date into a cell in a workpaper. You can insert date functions in
the following ways:

* You can insert it from the Workpaper Manager menu or the right-click menu by selecting Date
Functions and then selecting the function from the menu. If you are selecting a function for a
prior period, select the period from the submenu that displays.

* Type the date function directly into a cell. Refer to the formula column of the List of Date
Functions section for the formula to use.

#= Click the Date Functions button on the Workpaper Manager ribbon to display a menu of date
B functions.

There are several reasons for linking date functions to a workpaper. The simplest is so that you do not
have to retype the same date information in every workpaper in your engagement binder. This feature
also helps save time when the date information for a binder changes each year.

Another advantage that CCH ProSystem fx Workpaper Manager gives you is the ability to save
binders and workpapers as templates. If you link any date functions into the binder template
workpapers or the individual workpaper templates, you can create files from those templates and all
of the date links reflect the correct information based on that binder's Period information.

For example, you might save a workpaper in a binder where you have linked the prior period and
current year-end dates as column headers. If you save that workpaper as a template and add it to a
different binder, the dates automatically change to that binder's period information. You do not have
to re-link these fields after inserting the workpapers into a new engagement binder.

Calculating Dates

The dates inserted by these functions are calculated from dates in the Period tab of the Binder
Properties dialog. See Chapter 4: Creating and Using Binders on page 54, for details. If you change
the period dates in the Period tab, use the workpaper as a template, or move the workpaper into
another binder, the dates are updated.

Note: The prior period dates are calculated from the current period dates. Therefore, if you did
not enter prior period dates on the Binder Properties dialog and you change the current period
dates in the Period tab on the Binder Properties dialog, you are essentially changing the prior
period dates as well. If you have modified any of the prior period dates, make sure you review
them if you change the current period dates.
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Date Formats

When you select certain dates, a Date Format dialog displays.

Apnl 09, 2003

459,03
0409403
2003

2003 and 2002
04-09-03
0409
09403

09 Apuil, 2003
059/04.403
9/04/ 2003

Apiil 08, 2003 and 2002

L

Cancel

Select the format for the date. To change the format, delete the link and add it again with the new

format.

List of Date Functions

The following table lists the functions as they appear in the Date Functions menu. For prior-year
commands, a menu displays that enables you to select the prior period.

Category Function Description Formula
Current Year Inserts the current year. =CY()
PY-1 Inserts the 1st prior year. =PY(1)
Prior Year
PY-2 Inserts the 2nd prior year. =PY(2)
through
PY-36 Inserts the 36th prior year. =PY(36)
Current Year Inserts the beginning date for the current fiscal =CYBDATE()
Begin year.
=CYEDATE
Current Year End Inserts the ending date for the current fiscal year. c 0
Current Period Inserts the beginning date for the current reporting =CPBDATE()
Begin period.
Current Period Inserts the ending date for the current reporting =CPEDATE()

End

period.
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Category Function Description Formula
PYE-1 Inserts the fiscal year-end date of the 1st prior fiscal =PYEDATE
year. (1)
Prior Year End
PYE-2 Inserts the fiscal year-end date of the 2nd prior =PYEDATE
fiscal year. 2)
through
Inserts the fiscal year-end date for the 36th prior =PYEDATE
PYE-36 .
fiscal year. (36)
PPB-1 Inserts the beginning date for the 1st prior reporting =PPBDATE
period. (1)
Prior Period Begin
PPB.2 Inserts the beginning date for the 2nd prior =PPBDATE
reporting period. 2)
through
PPB-36 Inserts the beginning date for the 36th prior =PPBDATE
reporting period. (36)
=PPEDATE
PPE-1 Inserts the period end date for the 1st prior period. R
Prior Period End
=PPEDATE
PPE-2 Inserts the period end date for the 2nd prior period. )
through
Inserts the period end date for the 36th prior period. =PPEDATE
PPE-36
(36)
=PERIODS
Period Sequence Inserts the period sequence selection. 0 e

Calculation Functions

CCH ProSystem fx Workpaper Manager provides several custom functions to perform financial
analysis with Workpaper Manager data.
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o

To insert a CCH ProSystem fx Workpaper Manager function, select In

The Insert Function dialog displays.

Insert Function E|E|

Search for a function:

vpe a brief description of what vou want to do and then

click Go
Or select a category: | Most Recently Used A4

Select a function:

AVERAGE

IF

HYPERLIME

COLNT

8X

SIM A

SUM{number1,number2z,..)
Adds all the numbers in a range of cells.

Help on this Function [ [o]'4 l [ Cancel ]

In the Or select a category field, you can select one of the following:

# All to show all available functions.

sert > Function.

= CCH ProSystem fx Workpaper Manager to show just the custom functions for Workpaper

Manager.

The following table lists the calculation functions in alphabetical order.

Function Description

ADDIFF
them if it is above a certain dollar amount.

Absolute dollar difference. Compares two cells and shows the difference between

AORAND Randomly opens a number within the range specified.

Absolute percentage difference. Compares two cells and shows the difference

APDIFF . .
between them as a percentage it is above a certain percent.

DDIFE Dollar difference. Same as ADDIFF except that negative differences are shown as
negative amounts.

PDIFE Percent difference. Same as APDIFF except that Negative differences are shown as
negative amounts.

XFOOT Compares the sum of a range of numbers with another range. Use this function to

ensure that amounts cross-foot.
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Example Spreadsheet

Set up the balance sheet workpaper for difference functions. This workpaper will be referred to in the
examples in this section.

A | E C | o | E =
| Samgle Cliem B
T Galaace Shest Fluy sazheis F Change if Crer 3 Changs i Cher
I Decesiber 31, J00L Decermher 31, 7001 Tty 30, 3000 4100 5%
4
3 Cashidr Cash Bquicalents £ ;A % A % oo LER
& Remervailes L3520 117,058
T Inventicy 7,15 Xars
& Fespuid F=peneer 5 0] 3000
& riherCumenk Assets L2500 o]
10 | Progedy & Equipiest arh e, 152
A1 ditengisles & Oiher Assels 10,000 13,000
13 A czponts Payakle (17,150, 23365
13 Aczrued Bapeness 15 [T (130000
14 Long Tenm Debi IS 16T (LT
13 | Defezed Tenes 2,40 3300
16 Eeuly 217,037 TILEE
17
18 [Tutal | K 1 |
13 -
W4 b b BS Flus o § e S 1] | 31
Feady M I

ADDIFF

This function shows the absolute dollar difference between two cells if it is above a certain dollar
amount. If the difference is below the specified amount, it displays a blank cell, depending on cell
formatting.

ADDIFF shows the difference as a positive number only.

Syntax and Parameters
=ADDIFF(Cell1,Cell2, Target $Diff)

Where:

Cell1 The first cell to compare.

Cell2 The second cell to compare.

Target The amount, or a cell containing the amount that the difference must exceed in order
$Diff to be shown. If the difference is less than the amount, the system returns 0.

)@J Examples:

Using the Example Spreadsheet above, in column D you want to show dollar differences between
the two fiscal years if they are over $1,000. This amount was entered in cell D3, so for the first item,
Cash & Equivalents, you would enter the following formula:

=ADDIFF(B5,C5,D3)

The system returns 11,010 as the difference between the two cells. You then duplicate the formula for
each row using the Excel® Fill Down feature. To ensure that the system always refers to D3 for the
difference limit, enter it as an absolute reference: $D$3.
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The system generates the following results:

®* Forrows where the amount in column B is less than column C, such as Property & Equipment,
the system returns the difference of $10,897.00 as a positive amount even though it decreased
from the prior year.

®* Foritems such as inventory, the system returns a blank cell because the difference is less than
$1,000.

You can use ranges of cells with ADDIFF and other functions. For example, if you want to show the
difference between all assets, you can enter the following formula:

=ADDIFF(SUM(B5:B11), SUM(C5:C11),D3)

AORAND

Returns a random number within the range you specified.

Syntax and Parameters
=AORAND(Lower Bound, Upper Bound)

Parameter Description

LowerBound  The amount, or the cell containing the amount, that is the beginning of the range.

UpperBound  The amount, or the cell containing the amount, that is the end of the range.

z@ Example:

Suppose you want to randomly select 20 checks between 10000 and 20000 for substantive testing.
You also want to be able to change the beginning and ending numbers of the range for future tests.

In cell A1, you provide the beginning of the range (in this case, 10000). In cell A2, you provide the end
of the range (in this case, 20000).

In each cell you want to use for showing the check numbers, enter the following formula:
=AORAND($A$1,$A%$2)

The absolute cell references enable you to copy or use fill commands to duplicate the formula while
still referring to the cells that identify the beginning and ending of the range.

Troubleshooting

There are two things you need to avoid when using this function:

* The value in the beginning of the range must be less than the value at the end. If not, the
system starts generating numbers at the beginning of the range and ignores the ending value.
For example, if you set the range to be between 5000 and 1500,the system starts generating
random numbers at 5000 with no limit.

# Both the beginning and ending values must be numbers. Using other characters in the cell
generates a #VALUE! Error.
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APDIFF

This function shows the absolute percentage difference between two cells if it is above a certain dollar
amount. If the difference is above the specified percentage, it displays the difference. If the difference
is less, it shows a blank cell.

APDIFF shows the difference as a positive number only.

Syntax and Parameters
=APDIFF(Cell1,Cell2, Target %Diff)

Parameter Description

Cell1 The first cell to compare.

Cell2 The second cell to compare.

The amount, or a cell containing the amount, that the difference must exceed in order
to be shown. If you enter an amount, use the same format as the cell where you are
placing the formula. If the cell is in percent format, enter the amount as a percent.

z@ Example:

Using the Example Spreadsheet on page 374, you want to show the difference between the two cells
if the difference is more than the amount in cell E3 (five percent). You enter the formula in the first
row, Cash & Equivalents, as follows:

Target
%Diff

=APDIFF(B5,C5,E3)

The system returns 0.223780488, which is the difference between the two cells. You can use the
Excel® Cell Format feature to convert it to a percent.

Duplicate the formula for each row using the Excel Fill Down feature. To ensure the system always
refers to E3 for the difference limit, enter it as an absolute reference: $E$3.

The system generates the following results:

* For rows where the amount in column B is less than column C, such as Payables, the system
returns the percent difference of 32.74% as a positive amount.

* Forinventory, the system returns a blank cell because the difference is less than five percent.

Troubleshooting

Enter the percent in the format of the cell where you are placing the formula. For example, if the cell is
formatted as a percent, enter 5. If the cell is in another format, enter a decimal, for example, .05.
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DDIFF

This function shows the dollar difference between two cells if it is plus or minus a certain dollar
amount. If the difference is above the specified amount, it shows the difference. If the difference is
smaller than the amount, it displays a zero or a minus sign, depending on the cell formatting. DDIFF
is different from ADDIFF because it shows the difference as a positive or negative amount.

Syntax and Parameters
=DDIFF(Cell1,Cell2, Target $Diff)

Parameter Description

Cell1 The first cell to compare.

Cell2 The second cell to compare.

Target $ The amount, or a cell containing the amount, that the difference must exceed in order
Diff to be shown. If the difference is less than the amount, the system returns 0.

r@ Example:

Using the Example Spreadsheet on page 374, for the first item, Cash & Equivalents, enter the
following formula:

=DDIFF(B5,C5,D3)
The system returns -$11,010.00, which is the difference between the two cells.

Duplicate the formula for each row by using the Excel® Fill Down feature. To ensure that the system
always refers to D3 for the difference limit, enter it as an absolute reference: $D$3.

The system generates the following results:

®* Forrows where the amount in column B is more than column C, such as Cash & Equivalents,
the difference shows as a negative number.

* Forrows where the amount in column B is less than column C, such as Property & Equipment,
the difference shows as a positive amount.

* Foritems such as inventory, the system returns a blank cell because the difference is less than
$1,000, regardless of whether it is a positive or negative difference.

PDIFF

This function shows the percentage difference between two cells if it is above or below a certain
percentage. If the difference is above the specified amount, it shows the percent difference. If the
difference is smaller than the amount, it shows a blank cell. PDIFF is different from APDIFF because
it shows the difference as a positive or negative amount.
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Syntax and Parameters
=PDIFF(Cell1,Cell2, Target %Diff)

Parameter Description

Celll The first cell to compare.

Cell2 The second cell to compare.

The amount, or a cell containing the amount, that the difference must exceed in order
to be shown. If you enter an amount, use the same format as the cell where you are
placing the formula. If the cell is in percent format, enter the amount as a percent. If
the cell is in another format, enter the amount as a decimal. If the difference is less
than the amount, the system returns 0.

z@ Example:

Using the Example Spreadsheet on page 374, you want to show the difference between two cells if it
is more than five percent. Enter the formula for the first row as follows:

=PDIFF(B5,C5,E3)

Target
%Diff

The system returns -0.223780488, which is the decimal difference between the two cells. You can use
the Excel® Cell Format feature to convert it to a percent.

Duplicate the formula for each row by using the Excel® Fill Down feature. To ensure that the system
always refers to E3 for the difference limit, enter it as an absolute reference: $E$3.

The system generates the following results:

* Forrows where the amount in column B is more than column C, such as Cash & Equivalents,
the difference shows as a negative number.

®* Forrows where the amount in column B is less than column C, such as Property and Equipment,
the difference shows as a positive amount.

®* Foritems such as inventory, the system returns a blank cell because the difference is less than
plus or minus five percent.

Troubleshooting

Enter the percent according to the format of the cell where you are placing the formula. For example,
if the cell is formatted as a percent, enter 5. If the cell is in another format, enter a decimal, for
example, .05.

XFOOT

Compares the sum of a range of numbers with another range. Use this function to ensure that
amounts cross-foot. If the sums of the two ranges are equal, the function returns the sum. If the sums
are different, the functions returns the text XFOOT.
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Syntax and Parameters
=XFOOT(Range1,Range2)

Parameter Description

Range1 The first range to compare.
Range2 The second range to compare.
z@ Example:

Suppose you have set up the following workpaper:

& B C D E

Revenue Woest Central East Total

Sales 380520 253090 410910 1,054 520
Service B32,018 404,190 528911 14865120
Training 82,250 B2105 B205  Z2Z 445

Total 1072189 759,385 1010911 2542485

[m st By RS R SRR

You want to use the XFOOT function to verify that the column totals are in balance with the row
totals. In cell E7, type the following formula:

=XFOOT(B7:D7,E3:Eb)
The XFOOT function returns the total because the row and column totals match.

However, if the totals are out of balance, the system returns XFOOT, as in the example below.

A B C ] E
Revenue West Central East Total

1
2
3 Sales 350520 233090 410310

4 Service 632019 404190 528911 1565120
5 Training 09260 B2,105 71,090 222 445
B
7
g

Total 1072189 7589385 1,010,911 XFOOT

Adding a total in cell E3 brings the workpaper back in balance, and the XFOOT is replaced with an
amount.
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Chapter 8

USING MICROSOFT® WORD

Overview

When you create a CCH ProSystem fx Workpaper Manager workpaper in Word, you have access to a
specific Workpaper Manager ribbon and formulas.

These functions are only available in CCH ProSystem fx Workpaper Manager workpapers. They
cannot be used in Word documents created outside of Workpaper Manager; however, you can insert
your Word documents into a Workpaper Manager binder by selecting File > New > Workpaper
From File. See Chapter 6: Managing Workpapers on page 284, for instructions.

This chapter shows you how to use Workpaper Manager-specific features in Word. For general
information about using Word, see the Microsoft® Office documentation and Word help.

Workpaper Manager-Specific Features in Microsoft® Word

When you open a Word document created in CCH ProSystem fx Workpaper Manager, Word opens
with the Workpaper Manager-specific features added to the program's standard interface. This
happens when you view the workpaper outside Workpaper Manager, in its native application. When
you view the workpaper inside, it is read-only and you do not have access to Word or Workpaper
Manager-specific features in Word. When you open a Word document that has not been created in
CCH ProSystem fx Workpaper Manager, the Workpaper Manager-specific features are unavailable.

This chapter provides an overview of the Workpaper Manager-specific features, including a ribbon,
functions, and fields.

Using Workpaper Manager with the Word Ribbon

Workpaper Manager takes advantage of the Ribbon interface. The Workpaper Manager tab displays
all of the functions you need to complete workpaper tasks.

FILE HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW ADD-IN5 ACROBAT Workpaper Manager

Q QuickView @ \ﬁ T;;j [ 3 Name Functions - €2 Freeze TB Links ﬂ ;_? }) 2 $5 Add JE gg
mREfresh ' @Date Functions ~ ’?REpIacETB Link Mame = - EJE Summary

Insert  Paste Drill-down ) ) Insert WP Open WP Create Tickmarks . Setup
BiccHFootnote T Link TBLink  TBLink {a} view Field Codes Reference Reference WP Note ~ ~ B8 Wiite Up JE )

General Links Workflow Journal Entries Trial Balance
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Click a button or drop-down list to use the appropriate function.

The Workflow group of the Workpaper Manager tab includes the six most recently used tickmarks. If
no tickmarks have been used, the following tickmarks display by default:

* Agreesto

®* Agreesto GL
®* Agrees to Prior

* Footed

# Unreconciled Difference

* |mmaterial

Ribbons are also available when working with trial balance-specific tasks.

The ribbon items are in alphabetical order in the following table:

Command

Description

Ribbon Icon

Account
Groupings

Add Journal
Entry

Classifications

Chart of
Accounts

Consolidate TB

Create
Workpaper
Note

Organizes accounts into groups. See 0.
Account Groupings on page 130.

Adds a journal entry. See Creating

None
Joumnal Entries on page 188.

Allows you to view and edit account

. L None
and ratio classifications.

Allows you to add, modify, and delete
trial balance accounts; assign
accounts to groups, subgroups, and
funds; and add balances to different
columns in the trial balance. See
Adding, Modifying, or Deleting Trial
Balance Accounts on page 167.

None

Consolidates data from single
company trial balances into a
consolidated trial balance. See ﬁmm
Consolidating Trial Balances on

page 215.

Creates a note for a workpaper. See
Workpaper and Workpaper Tab e
Notes on page 342.

Ribbon
Group
Trial
N
Balance °
J
our_nal No
Entries
Trial
N
Balance °
Trial
N
Balance °
Trial
N
Balance °
Workflow No
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Command

Description

Ribbon Icon

Date Functions

Drill Down TB
Link

Freeze
Workpaper
Manager Links

Funds Setup

Import
Conversion
Wizard

Insert CCH
Footnote

Insert TB Link

Insert WP
Reference

Inserts date information at the cursor
location. When you select this
command, a menu of available dates
displays. See Date Functions on
page 392.

Drills down to the accounts that
make up the dollar amounts
calculated in the linked formula. See
Drilling Down to Trial Balance
Accounts on page 335.

Freezes links so that linked items are
not changed if the trial balance and/or
name and date properties are
changed. See Freezing Workpaper
Manager Links on page 387.

Opens the Funds Setup dialog where
you can add, edit, or delete funds for
the selected trial balance. See
Setting up Funds on page 237.

Assists in importing trial balance data
from other supported trial balance
software programs. See Converting
and Importing Trial Balance Data on
page 145.

Inserts a CCH Footnote where the
cursor is positioned in the Word
workpaper. See CCH Footnotes on
page 385.

Creates links from the trial balance
without opening the trial balance. See
Insert TB Link on page 330.

Inserts a link to a workpaperin a
binder. See Workpaper Reference
Links on page 338.

Dakte Functions =

€2

None

Links Yes
Links Yes
Links No
Trial

N
Balance °
Trial

N
Balance °
General No
Links Yes
Workflow Yes
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Command

Description

Ribbon

Ribbon Icon

Group

Journal Entry
Summary

Name
Functions

Open WP
Reference

Paste TB Link

QuickView

Refresh

Replace TB
Link Name

Enables you to add, modify, or delete
journal entries. See Using the Journal
Entry Summary Window on

page 194.

Inserts text information at the cursor
location. When you select this
command, a menu of available text
items displays. See Name Functions
on page 389.

Opens the referenced workpaper.
See Opening a Workpaper Reference
Link on page 340.

Pastes the trial balance cells from the
Clipboard to the cursor location. You
have the option of pasting the amount
of each cell or the sum of all cells.
See Pasting Trial Balance Amounts -
General on page 326.

Displays the balance broken down by
assets, liabilities and equity,
revenue, expenses, and net income.
See Chapter 5: Using the Trial
Balance on page 127, for more
information.

Updates all links in the document to
the most current trial balance
information. See Refreshing Links on
page 387.

Changes the links in a workpaper to
another trial balance name. See
Replacing TB Link Names on

page 386.

Marme Funckions =

None

None

Journal

. No
Entries
Links Yes
Workflow Yes
Links Yes
General No
General No
Links No

Chapter 8: Using Microsoft® Word * 383



Command

Tickmark
Definition

Tickmark
Toolbar

TB Column
Setup

Unfreeze
Workpaper
Manager Links

View Field
Codes

Write Up
Journal Entry

Description

Defines tickmark symbols and

Ribbon Icon

descriptions. See Using Tickmarks in  None

Workpapers on page 353.

Opens the tickmark toolbar so you
can insert a tickmark in the
workpaper. See Opening the
Tickmark Toolbar on page 354.

Defines and changes trial balance
columns. See Trial Balance Column
Setup on page 140.

Reactivates frozen links so that
changes once again flow to linked
documents or reports. See
Unfreezing Workpaper Manager
Links on page 388.

Toggles the value and the formula
used with links. See Viewing Field
Codes on page 386.

Organizes the transaction data in
journals. See Using Write Up
Journals on page 222.

{a}

Ribbon
Group

Workflow

Workflow

Trial
Balance

Links

Links

Journal
Entries

No

No

No

No

No

No

Header and Footer

In a Word document, you can insert CCH ProSystem fx Workpaper Manager information into the
header and footer sections. The information that can be inserted into these sections includes the

following:

# Firm Information. You can insert Name, Address1, Address2, City, State, ZIP code, Country,

Phone, Fax, and URL.

* Client Information. You can insert the client's Name 1/Last Name, Name 2/First Name, M.1.,

ID, Address1, Address2, City, State, ZIP code, Country, Phone, Fax, URL, Primary Email,
Secondary Email, Entity Type, Industry, Federal ID, and State ID.
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= Workpaper Manager Information. You can insert the binder Name, ID, Description, Due
Date, Type, Charge Code, Lead Partner, Date of report, Report release date, Workpaper Name,
and Workpaper Index.

#= Date Information. You can insert the Current Year, Prior Year, Current Year Beginning,
Current Year Ending, Current Period Beginning, Current Period Ending, Prior Year Ending, Prior
Period Beginning, Prior Period Ending, and Period Sequence.

To enter header and footer information, do the following:

Select View > Header and Footer.

2. Clickin the header or footer edit box and then click the Name Functions or Date Functions
button on the Workpaper Manager ribbon.

3. Select the desired Workpaper Manager name or date information.
4. Click Close.

When you print the Word workpaper, the header and footer sections contain the Workpaper Manager
information. Any changes to the linked name and date information are automatically updated.

CCH Footnotes

In order to insert a CCH Footnote into a workpaper, you must be the Current Editor of the workpaper.
You cannot insert a CCH Footnote into a workpaper if the binder has been finalized.

To insert a CCH Footnote into a Word document, do the following:

1. Open the Word document into which you want to insert the footnote and position the cursor
where you want to insert the footnote.

2. Click Workpaper Manager > Insert CCH Footnote,
3. Browse to the CCH Footnotes directory. The Look in path defaults to the drive and directory

entered on the Practice Aids tab in the Tools > Options dialog in CCH ProSystem fx
Workpaper Manager.

4. Highlight the footnote needed and click Open to insert the footnote.

Note: To use the CCH Footnotes, you must have a CCH Financial Statement Disclosures
license. If you subscribe to the Aspen Publishers series, you can use the CCH Tax Research
NetWork. To launch the Web site, select Help > ProSystem fx on the Web > CCH Tax
Research NetWork from the Binder window. You can also select Guidance on the Shortcuts
bar and select the CCH Tax Research NetWork shortcut. You are prompted to enter your user
ID and password, unless this information has been entered in your staff profile in the
Administrator module.
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Viewing Field Codes

Fields Codes are placeholders for data that might change in the document. They are inserted
automatically when you create links or use the Name and Date functions. Field codes are usually
hidden and display the results, such as values linked to the trial balance. Field codes appear between
curly brackets or braces

({}).

ial To view field codes, click the View Field Codes ribbon button, or press ALT+F9 to toggle on the
display of the field codes in Word.

All of the field codes in the document display. This may be helpful when reviewing the formulas and
links inserted in a Word workpaper.

Using Tickmarks in Word Workpapers

Tickmarks in a Word workpaper function the same as in any workpaper. For details, see Using
Tickmarks in Workpapers on page 353.

Linking CCH ProSystem fx Workpaper Manager Information

You can link the following types of information into Word Workpaper Manager workpapers.

* Name functions. These are used to insert the information of a client, firm, binder, and
workpaper.
# Date functions. These are used to insert dates for the current or prior periods.
= Trial Balance Links.
= Copy/Paste TB Links. These links are created by copying and pasting cells from the
Excel® trial balance into your Word workpaper. For more information, see Copying
Amounts from the Trial Balance on page 326.
= |nsert TB Links. This option allows you to create links from the trial balance to a Word
workpaper without opening the trial balance. You build a formula by selecting specific
parameters. For more information, see Insert TB Link on page 330.
= Workpaper References. These are links to other workpapers in the binder. Once the link is
created, you can open the referenced workpaper. For more information, see Workpaper
Reference on page 131.

For general instructions on using Word, refer to the Microsoft® Office documentation and the Word
help file.

Replacing TB Link Names

Within your Word workpapers, you can replace the name of the trial balance in the trial balance links.
This feature is especially useful if you have changed the name of a trial balance used in a link and you
need to update that link. Instead of updating the link manually, you can specify the new trial balance
name with which to replace the old.
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To replace the trial balance name in a TB link, do the following:

1. From the Word workpaper, select the corresponding links in which to replace the trial balance
name.

2. Select Workpaper Manager > Replace TB Link Name. The Replace TB Links dialog
displays.

Aeplace TE Lirk MHama 'W/ith:

| Trial Balance j (E, I

Apply b C l
= Selected ks onk e
~ Allinks in the work paper Help

3. From the Replace TB Link Name With drop-down list, select the new trial balance name.
4. Select one of the following options:
= Selected links only. Replaces the TB name in the selected links with the specified TB
name.
= Alllinks in workpaper. Replaces the TB name of all links in the workpaper with the
specified TB name.
5. Click OK. Workpaper Manager automatically replaces the TB link(s) names according to the
selections made and refreshes all TB links in the workpaper.

Refreshing Links

B

When you open Word workpapers and reports, the links automatically refresh. To refresh links when
the Word file is open and a change has been made, select Workpaper Manager > Refresh, or click
the Refresh button. The latest information displays with all links in the open workpaper.

Note: If you do not want to refresh the links in the workpaper every time you open it, select Tools
> Options in the File Room window or Binder window, then uncheck the Auto refresh
workpapers option on the General tab of the Options dialog.

Freezing Workpaper Manager Links

If you freeze Workpaper Manager links within an Excel® or Word document and a Workpaper
Manager report, changes to the trial balance and/or name and date properties are not carried to the
documents or reports. Links are not automatically refreshed before they are frozen, so use the
Refresh function prior to freezing the links.

Note: Be sure to open the report at least once before you freeze links. This ensures that the links
are updated.
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When you freeze Workpaper Manager links within a workpaper or report, you cannot insert new links
or use the following functions:

* Name and Date

* Refresh

* Replace TB Link Name
®* Paste TB Link

®* |nsert TB Link

You cannot freeze engagement links in an open locked workpaper. The locked workpaper must be
closed in the Binder window before links can be frozen.

When a workpaper is rolled forward, frozen engagement links remain frozen. If you copy a workpaper
with frozen links, the links remain frozen. If you save a binder as a template, Workpaper Manager
links remain frozen in the template.

You must be the Current Editor of a workpaper to freeze links and you must belong to a staff group
that has rights to freeze links.

To freeze Workpaper Manager links from the Binder window, do the following:

1. Select the workpaper whose links you want to freeze.

=2 2. Click the Freeze Workpaper Manager Links ribbon button.

To freeze Workpaper Manager links from within the workpaper, do the following:

Open the workpaper whose links you want to freeze.

2. Make sure the links have been updated to reflect the current trial balance and name/date
information.

3. Select Workpaper Manager > Freeze Workpaper Manager Links.
Notes:

* Freezing Workpaper Manager links does not freeze OLE or DDE links. It applies only to the trial
balance and name or date properties.

* The Freeze Workpaper Manager Links option removes non-password protection from a
workpaper. If you want to secure a workpaper, you should apply password protection in Word or
Excel®. Links cannot be frozen in a password-protected workpaper.

* |f you publish a workpaper with frozen links, the published workpaper contains the values of the
links when frozen.

* |f you insert link formulas after the workpaper’s links are frozen, you must unfreeze and refreeze
the links.

Unfreezing Workpaper Manager Links

You can unfreeze Workpaper Manager links that were previously frozen so they can be updated or
changed. When you unfreeze links within an open workpaper or report, the links are automatically
updated with any changes to the trial balance or the name and date functions.
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You must be the Current Editor of a workpaper to unfreeze links and you must belong to a staff group
that has the right to unfreeze Workpaper Manager links.

To unfreeze Workpaper Manager links from the Binder Window, do the following:
1. Select a workpaper that has had Workpaper Manager links frozen.

2. Select Workpaper Manager > Unfreeze Workpaper Manager Links.

Note: You cannot unfreeze Workpaper Manager links if the workpaper has been password
protected.

To unfreeze Workpaper Manager links from within the workpaper, do the following:

1. Open the workpaper whose links you want to unfreeze.

2. Select Workpaper Manager > Unfreeze Workpaper Manager Links.

Name Functions

Name functions enable you to insert information about the client, firm, engagement binder, and
workpaper. The information comes from the client, firm, binder, or workpaper Properties dialog. You
can insert name functions in one of the following ways:

* You can insert it from a menu. From the Workpaper Manager menu or the right-click menu,
select Name Functions and then select the function from the menu.

= Click the Name Functions button on the Workpaper Manager ribbon to display a menu of
name functions.

There are several reasons for linking Name Functions to a workpaper. The simplest is so that you do
not have to retype the same name information in every workpaper in your engagement binder or
manually change it if anything changes from period to period.

Another advantage that CCH ProSystem fx Workpaper Manager gives you is the ability to save
binders and workpapers as templates. If you link any Name Functions into the binder template
workpapers or the individual workpaper templates, you can create files from those templates and all
of the name links reflect the correct information based on that client, firm, binder, and workpaper.

For example, you saved a workpaper in a binder called ABC Annual Audit in your ABC Corporation
client folder as a template with those name fields linked. If you added that workpaper from the
template you saved into a binder called 123 Quarterly Compilation in your 123 Corporation client
folder, the Binder Name and Client Name fields reflect the 123 information. You do not have to re-
link these fields to a new Workpaper Manager binder.

Within the Name Functions, there are three categories: Workpaper Manager Info, Client Info, and
Firm Info. Each category contains corresponding functions.

The following tables list the functions as they appear in the Name Functions menu.
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Workpaper Manager Info

Function Description

Binder Name Inserts the binder name.

Binder ID Inserts the binder ID number.

Binder Description Inserts the binder description.

Binder Type Inserts the binder type.

Binder Due Date Inserts the binder due date.

Binder Charge Code Inserts the binder charge code.

Binder Lead Partner Inserts the binder lead partner.

Binder Date of Report Inserts the binder date of report.

Binder Report Release Date Inserts the binder report release date.

Workpaper Name Inserts the workpaper name.

Workpaper Index Inserts the workpaper index number.
Client Info

Client Name 1/Last Name Inserts the client name, line 1.

Client Name 2/First Name, M.I. Inserts the client name, line 2.

Client ID Inserts the client ID.

Client Address1 Inserts the client address, line 1.

Client Address2 Inserts the client address, line 2.

Client City Inserts the client city.

Client State Inserts the client state.

Client ZIP code Inserts the client ZIP code.

Client Country Inserts the client country.
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Function Description

Client Phone Inserts the client phone number.
Client Fax Inserts the client fax number.
Client URL Inserts the client URL address.
Primary Email Inserts the client primary email address.
Secondary Email Inserts the client secondary email address.
Client Entity Type Inserts the client entity type.
Client Industry Inserts the client industry.
Client Federal ID/SSN Inserts the client Federal ID or SSN.
Client State ID Inserts the client state ID.
Firm Info
Firm Name Inserts the firm name.
Firm Address1 Inserts the firm address, line 1.
Firm Address2 Inserts the firm address, line 2.
Firm City Inserts the firm city.
Firm State Inserts the firm state.
Firm ZIP code Inserts the firm ZIP code.
Firm Country Inserts the firm country.
Firm Phone Inserts the firm phone number.
Firm Fax Inserts the firm fax number.
Firm URL Inserts the firm URL address.
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Date Functions

Date functions enable you to insert dates related to the engagement into workpapers. You can insert
date functions in the following ways:

# You can insert it from a menu. From the Workpaper Manager menu, or the right-click menu,
select Date Functions and then select the function from the menu. If you are selecting a
function for a prior period, select the period from the second menu that displays.
# Click the Date Functions button on the Workpaper Manager ribbon to display a menu of date
functions.

There are several reasons for linking date functions to a workpaper. The simplest is so that you do not
have to retype the same date information in every workpaper in your engagement binder or manually
change it after you have rolled forward the binder to a different period.

Another advantage that CCH ProSystem fx Workpaper Manager gives you is the ability to save
binders and workpapers as templates. If you link any date functions into the binder template
workpapers or the individual workpaper templates, you can create files from those templates and all
of the date links reflect the correct information based on that binder's period information.

For example, you saved a workpaper in a binder where you had linked the prior period and current
year-end dates as column headers. If you saved that workpaper as a template and added it to a
different binder, the dates would automatically change to that binder's period information. You do not
have to re-link these fields after inserting the workpapers into a new Workpaper Manager binder.

Calculating Dates

The dates inserted by these functions are calculated from dates in the Periods tab in the Binder
Properties dialog. See Chapter 4: Creating and Using Binders on page 54, for details. If you change
the period dates in the Periods tab, use the workpaper as a template, or move the workpaper to
another binder, the dates are updated.

Note: The prior period dates are calculated from the current period dates. Therefore, if you
change the current period dates in the Periods tab in the Binder Properties dialog, you are
essentially changing the prior period dates as well.
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Date Formats

When you select certain dates, a Date Format dialog displays.

Al 09, 20003

4/9/03
04/09/03
2003

2003 and 2002
04-03-03
0409
0S-aprd3

09 Apil, 2003
090403
S04/ 2003

April 09, 20032 and 2002

You can then select which format you would like the date to be. If later you want to change the

format, delete the link and add it again with the new format.

List of Date Functions

The following table lists the functions on the Date Functions menu. For prior-year commands, a menu

displays that enables you to select the prior period.

Category Function Description
Current Year Inserts the current year.
Prior Year PY-1 Inserts the 1st prior year.
PY-2 Inserts the 2nd prior year.
through PY-36 Inserts the 36th prior year.

Current Year Begin

Inserts the beginning date for the current fiscal year.

Current Year End

Inserts the ending date for the current fiscal year.

Current Period Begin

Inserts the beginning date for the current reporting

Current Period End

Inserts the ending date for the current reporting period.
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Category Function Description
PYE-1 Inserts the fiscal year-end date of the 1st prior fiscal
Prior Year End year.
PYE-2 Inserts the fiscal year-end date of the 2nd prior fiscal
year.
through PYE-36 Inserts the fiscal year-end date of the 36th prior fiscal
year.
PPB-1 Inserts the beginning date for the 1st prior reporting
Prior Period Begin period.
PPB.-2 Inserts the beginning date for the 2nd prior reporting
period.
through S Inserts the beginning date for the 36th prior reporting
period.
Current Period End PPE-1 Inserts the period end date for the 1st prior period.
PPE-2 Inserts the period end date for the 2nd prior period.
through PPE-36 Inserts the period end date for the 36th prior period.

Period Sequence

Inserts the period sequence selection.

E Note: In the formulas showing prior year dates, you can change them to future dates by editing
the formula. For example, if the formula shows =PYEDATE(1), then the prior fiscal year end
displays. If you change the formula to =PYEDATE(-1), then next year’s fiscal year-end date
displays. This can be used to automate the listing of future years in a payout schedule.
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Appendix

CCH PROSYSTEM FXWORKPAPER
MANAGER CONFIGURATION UTILITY

CCH ProSystem fx Workpaper Manager Configuration Utility

The CCH ProSystem fx Workpaper Manager Configuration Utility provides the capabilities to replace
the Adobe® Plug-in, Excel® add-ins, re-register dlls, start the PDF Printer Service, and configure
network connections.

To run the utility, select Start > All Programs > CCH ProSystem fx Workpaper Manager >
Utilities > CCH ProSystem fx Workpaper Manager Configuration Utility.

1
.-+ Notes:

# \When running the CCH ProSystem fx Workpaper Manager Configuration Utility in a Windows®
7, Windows® 8, Windows® 8.1, Windows Server® 2008, or Windows Server® 2012 environment
with User Account Control (UAC) enabled, the Interactive Services Detection service must be
running. The recommended best practice is to configure the Interactive Services Detection
service to start automatically. Windows Server® 2012 no longer allows interactive services, by
default. You must change the following registry value from the default 1 to 0:
HKLM\SYSTEM\CurrentControlSet\Control\Windows NolnteractiveServices. After doing so,
reboot and the Interactive Services Detection Service will start.

* The Configuration Utility is located at X:\Pfx Engagement\Common\PfxConfigUtil.exe.
However, if the utility is run directly from the executable location, it may not run with the correct
privileges.

= With Windows® 8 or higher, you may have trouble launching the utility because Interactive
Services is not supported in these environments. To workaround this issue, please change the
value of registry key
"HKLM\SYSTEM\CurrentControlSet\Control\Windows\NolnteractiveServices" from 1 to 0 and
reboot the machine.
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Adobe® Plugins

The Adobe® Plugins screen detects what version of Adobe® is installed and if the Workpaper
Manager Plug-in is present. In some cases when Adobe® is upgraded to a different version, it may be
necessary to run this utility to ensure the plug-in is correctly installed for the new Adobe® version. The
advanced button allows the user to select applications that do not print correctly when postscript

simulation is used.

Epace LA Register COM | POF Print Senice | Networking

This table lists the Adobe products installed on this machine and thewr vessions.
Select a product that you wish to install the Engagement Tickmark plugin for and
chick the Install button,

Adobe Product Version  Plugin Installed  Location

[] Acrobat 11.0 Yes C:\Program Files\Adobe\Acic

[[] Reader 11.0 Yes C:\Program Files\Adobe'\Rea

< >

[ Select al [ Advanced | [ Instal |

([ Cose |[ Heb ]
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Epace XLA

The epace.xla is an Excel® add-in file that allows users to access and use Workpaper Manager
functions from within Excel® documents. This tab is similar to the Adobe® Plug-ins tab and will detect
the version of Excel® and its location. It will also check for missing epace.xla files. In some case it
may be necessary to replace the existing file or move it to a new location after an upgrade of
Microsoft® Office versions.

To copy a new epace.«la file to the Microsoft Excel startup location, click on the
Install buttan,

Source locatior: D:\Pfx Engagement\w/M\Utilties\epace. xla
Target path: _E:\F’mgram Files\Microsoft Office\Qfficel 2\Library

Installed: Yes

I Cloze H Help
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Register Dlls

This tab allows for several dlls to be registered.

Select the COM Servers that you would ke to register and click on the Register
button,

Name Location 8

[] epaceBase.dl D:\Pfx Engagementicommon'

[} epace20.dl D:\Pfx Engagementhcommon',

[] epaceFim.di D:\Pfx Engagementcommon’

[] epaceWizard.di D:\Pfx Engagementhcommon'

[ Link.di D:%\Pfx Engagementicommon'

[] TBSummary.di D:4Pfx Engagementhcommont,

[] TBTaxLink.dl D:\WPfx Engagement'.common',

[] phEngStart.di D:\Pfx Engagement\w/M v
[] Select al

[ Cloze ” Help ]
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PDF Print Service

This tab allows the user to either start or restart the PDF Print Service. It will also detect the current

status of the Print Service.

If the print service iz not running, click on the check box and press the Stait
button below. |f the service is alieady running you can restart the service,

. Frint Driver Service Status  Location
] pixPDFConvenService Running  D:\Pfx Engagement\wWi\pfxPDF ConvertSer

G (e
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Networking

This tab helps to resolve connection issues to a workstation or server by adding an entry to the Hosts
file and editing the registry.

The registry entries added tell SQL the following: the name of the SQL Instance you want to connect
to, the IP address of the workstation or Server associated with the instance’s name, and the TCP/IP
port in which to communicate over.

Three options are available on this tab. The first option is the Configure option which the IP address
and name of the machine is manually entered. The second option is the Auto-Detect option, with this
option the system will auto-detect any other machines with the same dialog open. The third option on
the Networking tab will remove all old entries from when the utility was previously used.

Manual Settings

Manually configure network settings:

Auto Detect

Detect other machines running Pfx Configuration Uitility:

Delete Settings
Engagement SOL Instance aliases

Last connected Engagement SOL cache

Host file changes
[ Close H Help ]
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Configure (Manual)

Enter the target server or workstation in the machine name field. Tabbing down or clicking Test
Connection may auto-populate the IP Address. If it does, verify the IP Address is correct and then
click Configure. If it does not auto-populate or an incorrect IP Address is showing, then manually
enter the correct P Address and click Configure.

Do not change the port number unless the target server has been configured to run SQL on a different
port. Consult your system administrator or database administrator before changing this number.

Erter the Mame and IP address of the machine that you wish to connect to.

Machine name: * ||

IP address:

Poit number; * 2029 [[] Change default port

* Reguired fields

Test Eanhecunn] | Configure
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Detect (Automatic)

Use the Detect button to allow the utility to detect other Workpaper Manager users to connect to. To
auto detect, the target computer should have the same dialog open.

Machine Mame

Foit number:

Uszer Mame IP Address
2029 [] Change default port
l Save ] [ Clogze ]

Clicking Save saves an SQL Alias for the connection to another user machine and adds an entry in

the host file.

Delete

This option deletes all the older entries from when this utility was previously used. It may be
necessary to clean out old entries to avoid duplicates.

Install All

On each of the tabs an “Install All” button can be used to perform the actions of every tab. Clicking this
button will replace the Adobe® API file, the Epace.xla, register all of the dll files, and restart/start the

PDF Print Service.

Note: Install All does not affect the Networking tab.
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