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Chapter 1

INTRODUCTION

CcCH® 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 Manager Administrator and Workpaper Management modules also provide powerful
tools for organizing, reviewing, and sharing workpapers.

CCH ProSystem fx Workpaper Manager also provides powerful tools for organizing, reviewing, and
sharing your workpapers.

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
Web site at http://support.cch.com/updates/WorkpaperManager.

What's New for CCH ProSystem fx Workpaper Manager Version
7.5

Every year, Wolters Kluwer® looks to provide new and enhanced productivity features that will make
your entire workflow more fluid, allowing you to boost efficiency and profitability. We’re excited to
share with you some of the enhancements for CCH ProSystem fx Workpaper Manager.

For our Workpaper Manager enhancements, we’ve focused on the trial balance and report areas of
the application. We’ve enhanced the look and feel of the windows where you view and enter data,
added and improved functionality within the grids, and reduced the number of steps to complete tasks
— all of which will allow you to be more efficient in everyday tasks, thus driving up your productivity and
realization rates.

1
[ Note: Please refer to the help or User Guide for more details on these new features.

Here’s what you can look forward to in this release.
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CCH ProSystem fx Workpaper Manager

New Functionality with Trial Balance Windows, Including Grids

The look and feel of many of the trial balance windows have been updated with new grids, controls
and functionality. The grids in the following windows have been replaced with new grids similar to the
Chart of Accounts and Funds Setup windows: Journal Entry Detail, Write Up Journal Entries, Group
and Subgroup Classifications (Advanced Account Groupings), TB Column Setup, Consolidate TB and
Classifications. These grids provide filters and functionality to make it easier to view and enter data.

The functionality is now consistent across all of the grids, which will help you become more proficient
in using them. You can now add, edit and delete directly in the data grids, in order to work more
quickly and efficiently with the data. You can easily filter and sort the data in the grids. A red asterisk
(*) in the column heading of the grid indicates which cells are required to be completed. Error
messages appear inline in the grid, so you can quickly see where the problem is and hover over the
error icon to view the reason for the error.

In many of the trial balance windows, light-weight style buttons for commands such as New and
Delete are now used, which free up more space so you can see more of the data while working. Hover
functionality is provided to view the full text of any cell in the grid that includes an ellipsis (...).

Some of the enhancements are indicated below in the Journal Entry Detail window. If you enter *cash
in the Description column of the filter row, the grid displays all accounts that have the word “cash” in
the description — not just the descriptions that begin with “cash.” Or enter ???2 in the Account #
column of the filter row and the grid displays all accounts that have “2” in the fourth digit. The asterisk
and the question mark are wildcards that will help speed up your search.
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Grids:

Trial balance Type: 9
I 2100.00 Trial Balance LI IAdiusting Journal Entries LI Rall farward setting
JE#: \WiP reference: & Do notinclude in roll forward
IB I " Recurring journal entry
DN [T Clear amounts & JE links
P
» " Reversing journal entry

Lyvailable accounts: &d Chart of Accounts

Account # Description e
® *cash ¢ filter row

10000 Petty Cash

10100 Cash on Hand

62500 Cash Over and Shart
Journal entry lines: light-weight buttons $ |} New X Delete

*Account # Description Dehit Credit Excel ...
?
10 100,00

€ Enter a valid account for the journal entry, | G in-line error message

I Total = I 0.00 I 0.00 !
I Difference = l 100.00 l !
Save and Mew Save and Close Cancel

For more information, see Using Grids on page 337.

Refreshing the Trial Balance takes Less Time

The time it takes to refresh the Trial Balance has been reduced. Also, when switching between
worksheets in the Trial Balance and when auto-refresh is turned on, a refresh will only occur if there
has been a change to the trial balance that affects the sheet that is now open. Both of these
improvements will save you time while working in the trial balance.

Ease in Creating and Formatting Trial Balance and Journal Entry Reports

Creating reports just got easier because it’s all in one place — no matter what type of trial balance you
want to create a report for (standard, consolidated, Write Up or fund). In addition to that, all reports
are now created in the Excel® .xIsx file format.
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When viewing trial balance reports, you can manually size the columns and the system will retain the
setting even after the report refreshes as a result of changes to the trial balance. When creating
journal entry reports, you can select one or more journal entry types to be included in a single report.

2100.00 - Trial Balance (Sample Audit Binder 9999-01 [12/31/2014] (In Process)|

Home  Inset  Pagelayout  Formulas  Data  Review  View  Add-ins [EZTSWSIEN O Tell me what you want to do

Q QuickView @ H§&CopyTELink i3 Create WP Note $HAddE #:d Refrech All JE Links @ATE EditMode [ Account Groupings Q View: Default View =[5y

[ Refresh Tk Quiklink - J[=] Insert WP Reference i JE Summary o & Import - &R Classifications C!h Group: Financial St.. = ;f;-

art of reate Select

(& Properties (2} Open WP Reference i Write Up JE Accounts & Consolidate TB 4 Funds Setup - B TB Column Setup Funds

General Links Workflow Journal Entries Chart of Accounts Groups and Funds -d’a TIrial Balance Reports... ¢

13 = £ | 100 H loumsl Entry Reports... angmm)
E E F G H J K L N 0 = . .

Fewer Steps to Setup Accounts when Importing Trial Balance Data

When you import data into the Paste TB Import window, the first two columns are pre-defined as
Account # and Description, because they are required fields and must be the first two columns of the
imported data. This saves you the steps of clicking the column headings to define each of the
columns.

You also have a new option to import group and subgroup assignments for each account to one or
more non-tax grouping lists. This eliminates the need to assign accounts in the Account Grouping
window after the import completes. Fewer windows means fewer steps and more time savings!

The example below shows the first two columns are pre-defined as Account # and Description. It
also shows the new options to select a Group and Subgroup Index for a non-tax grouping list.

E | Paste TB Import
Tral Balance and Chast of Accouris
Select mal balarce [T Bt =]
Ot of Acsourts
|Meemrts | Dencrigtion W W Vo [ :
15000 Pitty Caah e 150 a0 Groupeng Lists L Financial Statements ¥ Group Index
1000 Cashon Harel W4.85000] 2457100) 9100 Curent ¥ Subgioup Index
W0 | Fiapdar Checking Acocert | 135000 20.205.00) 4100 | . v Ursadisted Bal ;
XN | Payel Checking Accourt G| S| o | Al "'_mj"l"m L2
R0 | Sevirgs Account WM 220 410 | Comparative Adjusted Balance *
00 acrogniy Recervabis S0 TR0 00| 4200 Comparative Final Balance L]
L] | BEE| S0 50| eomparative Federal Tax Batance C
7] Distar Fincersabion TETII0| 1RES2 00| 4700 c P N
THEG | bowarce kor Diovbid Acorrt | -S.000100] <5500 0] 4200 | A T
20 | Farw Matariaia [ E,00000] 20,000.00| 4300 | Comparative Other Balance] *
W0 [ Werkin Process | 1TE0m) meeane 40| Comparative Other Balance2 ¥
T | e oo | BERE| DIREEN] o mparative Dther Balanced ¥
@ A Duglicals scsuntlsl: o | Comparative Orther Imported Balancel L
[ et s Comparative Other Imparted Balance2  #
: - Elark teis) [ Selet ety L
Comparative Other Imported Balance3 L]
Hone
Maxt > | Coccel Helo | l

Chapter 1: Introduction « 4



Improved Experience with Setting up Trial Balance Columns

You will find it easier to view the data in the Trial Balance Column Setup window, because now you
can:

* Resize the window to see more data in the grids.

*= Hover over the column headings in the Selected columns grid to see the purpose of the data in
the column.

*= View the full period (mm/dd/yyyy) in the Available columns and Selected columns grids.

= View the Column ID in the Selected columns grid to assist when reviewing TB link formulas.

You will find it more efficient to set up the properties of the Selected columns inside the grid rather
than setting up some properties in additional fields below the grid. For example, with variance
columns you can add the columns and set the properties directly in the grid.

E | Trial Balance Column Setup M
Trial balance e )
| 210000 Trial Blarce | [ Do View x| Opticns
Svailable columns Selected columns: %/New % Var % NewSVar X
[Curert =l “Hame “ibheey  Period D L R SumNorBetween And s
Mobrev | Perod  |ID_ n FralBalance - Ist Prior ... ISPRFINAL  12031/2013 200

HAD 12372004 3 Uinadjusted Ealance UNAD) 12/33/2014 3

or 12018 & Adjpusting Journal Enries | AJE 12/31/2014 4

Rl 123172004 |6 Adpsted Balance D] 12/31/2014 5 LMAD] AE

TIE pavane ¢ |z| @ | Redeshiog doumale.. RE 12/31/2014 5 1)
Afe 12324 § |5 Final Balance FIMAL 1232014 7 ] RE
STUE 1273172014 10 ¢ — - — — ¥
STax 1212008 1 5% Vaviance Final Balance % Var Final 554 BEPPFINAL  FIMAL ey
géﬁl %ﬂ?:— 1% § Variange FnalBalancs  § Var Final 555 1EtPPFINAL  FIMAL

1 3N720N4

fE2 122004 14 Federal Tax Joumal Ent... FTE 12/31/2004 8
QBALZ 12NemMe 15 A Federal Tax Balance FTAX 12/31j2014 9 AD] * |FTE
OJE3 1270724 16 . .
DBAL3 12N 17 | Rbrey | Hame

¢ m 3 AD) Adpssted Balance

FINAL  Final Balance
Closs
p:

Improved Experience when Adding Journal Entries

There is added flexibility to view more data at once in the Journal Entry Detail window. The workflow
now moves from top to bottom and you can use the separator bars to resize sections of the window
without having to change the overall size of the window. The new vertical orientation allows for a
smaller default window size while also providing the ability to view long account numbers without
manually changing the size of the Account # column. You can still resize the window to be larger or
smaller than the default size, as needed.

If you like to view other workpapers in the background while adding journal entries, you can minimize
the window to the taskbar so you can see the data in the workpaper. If you need to perform other
tasks, though, you will need to close the Journal Entry Detail window before doing so.
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There are two grids in the Journal Entry Detail window that provide options for sorting and filtering,
which makes it easier to find the accounts you want to use in the journal entry. You will be notified if
you try to cancel or close the window before the data is saved in the "Journal entry lines" grid.

7 tion t
E | Journal Entry Detail =| o | ¢ s sl
minimize window

Trial balance Type: @
| 2100.00 Trial Balance J |Adiusting Jaournal Entries ﬂ Rall forward setting
JE#: WP reference: (% Dg net include in rell forward
|1 |42DD'1 5 " Recurring journal entry
Desgription: [ Clear amounts & JE links
To record sales cut-off adjustment. ~ v
| | T Beversing journal entry ¢ separator bar:
Aurailable accounts: £ Chart of Accounts SOSSES
Account # Description =
21 ¢ filter row: ?1 displays accounts with a "1" in the second digit
11000 Accounts Receivable
11100 Contracts Receivable
11400 Other Receivables
11500 Allowance for Doubtful Account - ¢ separator bar:
Journal entry lines: Mew K Delete E T
*Account # Description Debit Credit Excel ...
L4
» 40100 ¥ Sales-Retail 12,500.00 0.00
11000 Accounts Receivable 0.00 12,500.00
#*

Total = 12,500.00 12,500.00
Difference =
Save and MNew Save and Close Cancel

'j ¢ opt.lon tc.:
resize window

Using Wildcards in Windows with a Grid Filter Row

You can now do more in the filter row of the grids, such as in the Chart of Accounts window. You can
type text to locate accounts that begin with the characters typed or you can enter an asterisk (*)
followed by text and/or numbers in the filter row, and the grid will filter the column to show accounts
that contain that same information. You can enter one or more question marks (?) followed by text
and/or numbers in the filter row. The question marks are placeholders that designate a character
location. The grid will filter the column to show accounts that match the characters entered in that
location.

Copying or Cutting Subgroups in an Account Grouping List

When copying or cutting subgroups in an account grouping list, you will see different behavior with the
Account Class and Ratio Class assignments of the subgroup depending on whether you are doing it
from the Account Groupings window or the Group and Subgroup Classifications (Advanced) window.

From the Account Groupings window, the Account Class and Ratio Class of the subgroup will
always inherit the settings of the target group.
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From the Group and Subgroup Classifications (Advanced) window, the Account Class and
Ratio Class of the subgroup will either:

* |nherit the settings of the target group if the Account Class is not blank in the target group, or

® Retain the original settings if the Account Class is blank in the target group.

It’s now easier to add a group in the Account Groupings window, because your focus can now be on a
group, subgroup or account. Also, subgroups can be added when your focus is on a subgroup or
account.

When adding a new subgroup from the Group and Subgroup Classifications (Advanced) window, the
account classification, ratio classification, M-3 option and send to tax are defaulted to be the same as
the group.

Consolidating Trial Balances

If a group, subgroup or account exists in more than one subsidiary trial balance but does not exist in
the overriding trial balance when an initial consolidation is performed for a new consolidated trial
balance, then the first subsidiary trial balance listed (other than the overriding trial balance) will take
precedence. Therefore, the following are best practices:

®* The overriding trial balance includes all groups, subgroups and accounts of the other subsidiary
trial balances, and are named and classified as desired.

* The overriding trial balance accounts are assigned to the desired group/subgroup in the
overriding trial balance.

When a reconsolidation is performed, the issue of the columns in the consolidated trial balance
changing order has been fixed, so the order of the columns will not change. 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 at any time, use the TB Column Setup window.

Changes with Write Up Journals

The look and feel of the Write Up Journals has improved, including a new grid with a filter row. The
Date and Ref cells in the grid are no longer skipped over when tabbing or entering in cells, so it is
easier to change the default values, when needed. Difference amounts are now provided to easily
determine the amount of the difference between the debits and credits.

When setting up journals, a separate dialog will now open making it easier to view and edit the
information. Also, journals are now sorted in alphanumeric order by abbreviation, so new journals do
not always sort at the end, and all journals are easier to locate in the lookup.
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E | Write Up Journal Entry [=[o N

Inal balance: |\wWite Up Tral Balance ﬂ Jougnal: | CR - Cash A eceipts Joumal ﬂ 7]

7 Delete

*Dake Ref Transacton " Acoount Dbt Credit
¥
12/31/2014 1 10200 - Regular Cheddng Account 50,000,100 0.00
12/31/2014 2 11000 - Accounts Receivable 0.00 50,000.00
I |13 l.'f-_"]ﬂ =13 0.0 0.00
Total = £0,000.00 50, 000.00
Difference =
Ciplions | Journals Setup | Close:

Longer TB Links Allowed

The maximum number of characters allowed in TB links in Excel®.xlsx files has increased to 7,250
characters.

Inserting TB Links Easier

When tabbing into the Account/Index # or Fund index fields, you can now manually enter a value in
the field instead of always having to use the dropdown lookup. To edit the field with a mouse click,
either press F4 or click the down arrow to display the lookup list.

No Longer able to View Trial Balance Reports Inside Workpaper Manager

The option to view trial balance reports inside is disabled when a report is selected because
sometimes unexpected behavior occurs. In order to eliminate confusion, this option is disabled.
Opening reports outside of Workpaper Manager allows you to make changes as needed.

Tax Grouping Update Utility

You can no longer run the Tax Grouping Update Utility from a machine with only the Administrator
module installed. You must run the Tax Grouping Update Wizard from a machine that has either the
Workpaper Management module installed or both the Administrator and Workpaper Management
modules installed.
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Microsoft® Office File Formats

When creating a new workpaper from a template, only Excel® .xIsx, Word .docx and PowerPoint®
.pptx are provided as General templates. The older file formats have been removed.

Technology Changes

CCH ProSystem fx Workpaper Manager version 7.5 support the use of Microsoft® Office 2016. Fora
full list, see the Workpaper Manager 7.5 System Requirements on page 30.

ProSystem fx Practice Advantage

We will be removing the ProSystem fx Practice Advantage integration with our 2017 release.

Message Handling

Messages that display behind the binder window when a process is performed related to an Excel®
(including trial balance or trial balance report) or Word workpaper, can now be viewed by clicking on
the Excel® or Word instance in the task bar.

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.

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.
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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.

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.
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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 8: Managing Workpapers on page 378, for information on creating and using
workpapers.

= Chapter 9: Using Microsoft® Excel® on page 448, for features specific to Excel®.

®= Chapter 10: Using Microsoft® Word on page 471, 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 the Administration module, which
stores staff, licensing, teams, client groups, etc. Secondary office servers are optional and may be
created as needed. If needed, a secondary office server can be promoted to be the main office server.

An office server that does not have a connection to other office servers can be designated as disabled
for Admin synchronization. You can synchronize with this server by creating and receiving an Admin
package. See Chapter 3: Workpaper Manager Administrator on page 57, for more information.
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Local and Central File Rooms

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

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

Client Folders

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

Binders

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

Workpaper Tabs

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

Workpapers

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

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

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

The three tabs are as follows:

= CFR. Displays central file room connections if your user login location is Office.
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.

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 5: Using
the File Room on page 138.

! fle Edit View Tools Window Help
: i | e I_fu] s vl e e | | \5 Al Client Groups &
Lacal File Fioom Client Indes | B12345 - Jones [Local]
Bl s Admin, Default (KS11Y | Name bis} Type = Status Lead Partner  Year End PeriodEnd  Due Date Doc Completion Date
(3 412345 - Sample C | itiseme plarming. 999901 Audit I Process 12/31/2011  12/34/2011  12/31/2011
3 =) pe g % 2 "t
QB3 -Jores | N oy shefters 999902 Audit  In Process 1231/2011 12312011 12/31/2011
< b4
crr | Staff | Buddy List |
7 CFR (K5 11W/50000107
< 3 | 5
2 Binder{s) LR ) NUM a8
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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 5: Using the File Room on page 138.

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

i Ble Edt View Tools Window Help

Workpaper Manager Today for Admin, Defauit

W of the by
\#] B12345 Jones/9999-01 Home Plnning 03/31/2011 b tione (3)

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

Most. functions that pertain
to 2 selected ftem are

By Engagement Type avalable from pop-up meny
S z accessed by right clicking on
b Binders with checked out workpapers b Audit (3) the item.

b Bankruptcy (0)

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

b Correspondence (0)

} Binders with open notes to me

P Binders not synchronized in a week
P Binders within 15 days of due date
b Past due binders

b 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 (0)

P Tax Accrual (0)

b Toxeur 0 (o] e ]
| IEA IR JI—'Ii-';'INUMI'SiF'LIEE |

I” Display as the default view in the File Room

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) =13

EElfe. Edit ‘iew Tools Trial Balance ‘Workpaper  Help
ES OO Y = TIE IE I S T TOC IR - - N RN i T T N = i T O S
Cushonte L.

o 2] Binder Indes £ gy =3 (A B @] FeparedBy || ReviewsdBy | ZndReviewedBy  File Modiied Date 6 Cunert Ec
\jzh Binder 1 :
=] |Z3 Unfiled Workpapers
&1 Conflicts
Waorkpapers L‘B Published Warkpapers
ﬁ & Trash
Binder
Snapshak
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Snapshot
< >
iz} Binder View ([
@ Suhpcl @ Frqm To [_)ale Eleah_ad | Clsa_rs_d By
Guidance " < | 2
For Help, press F1 Ll el 2L -l
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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, CCH® 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 6: Creating and Using Binders on
page 153.

Binder Snapshot

The Binder Snapshot view allows you to review key diagnostic information for binders in the Binder
view. The Binder Snapshot summary page provides important status information regarding
workpapers, workpaper counts, Notes, and Sign Off Status. For more information, see Chapter 6:
Creating and Using Binders on page 153.

& Sample Binder 9999-01 [30/6/2011] (In Process) (=13
EFl\e Edit  ¥iew Tools Trial Balance  Workpaper  Help

R ORI = e I TR T T - IR I T T O = S (N M R
E! E 412345 - Sampls Client

Shortcuts

= 7 Blnder snaPShOt for Admin, Default m
woromsers | | I T [ Tip of the Day
@_] 1105 Budget Fied workpapers
e 1205 Preliminary Analytical Review | Unfled workpapers 1 (Convendbets
Binder Report Workpapers in Conflict section 0 To copy and paste
Snapshot =] 1210 Ratio Analysis - Adjusted Published workpapers 1 information between
1215 Final Analytical Review Waorkpapers in Trash workpapers, you must
E i Ww Waorkpapers in Trash i Eg‘fﬂ both '.:uorkpapers
Trial Balance = i{?_ifu}ancmlstatements— ¥|| Total Workpapers 57
Snapshot J e
Hotes/Repies
Team notes/replies 1/1 | In process 67
Open item notes/replies 2/1 | Ready for review 0
llotes for next period/replies 0/0 | Reviewed a
2nd Reviewad a
Modified after reviewed a
Guidarcs [ Previous | et |
Done L[ e =] car Mo | SERL i |
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Trial Balance Snapshot

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

& Sample Binder 9999-01 [30/6/2011] (In Process) =13
Eile Edit Miew Tools Trial Balance ‘Workpaper Help
ERS O = e e I INECREEN, I T IRCE I o [ - [N G T % = W (Y T, IR Y

i shortc... [| X 412345 - Sample Client
H -

~
Shortcuts - T
Trial Balance Snapshot [ refiesh | telp ]
H Click on 2 trial balance for related Grouping and Trial Balance Diagnostics: | u;._-._'i @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
i Grouping Diagnostics ' Trial Balance Diagnostic following link: "For the
Trial Balarice S 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,
Unclassified groups / subgroups: RIE 2 mé’f"?&dﬂ:rann-
Account classification 1 group(s) / 1 subgroup(s) ITIE 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 o = = T |

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: Workpaper
Manager Administrator on page 57, 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 6: Creating and Using Binders
on page 153.

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, reviewer, or second-level
reviewer. Multiple preparer and reviewer signatures are possible. You can view a summary list, which
is sorted by workpapers in process, ready for review, reviewed, and 2nd reviewed.

Sharing and Distribution Tools

Your workpapers can be electronically distributed to — and simultaneously shared by — all 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 8: Managing Workpapers on
page 378.

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.
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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 201.

Protecting Document Integrity

To protect data integrity, a single copy of a workpaper is maintained as the definitive version for
editing. The staff member assigned as Current Editor of the workpaper can edit the workpaper. If the
workpaper is unassigned or assigned to another staff member, you have read-only rights to the
workpaper.

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

Documentation

Before using 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
Web site at http://support.cch.com/updates/WorkpaperManager.
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Prerequisite Knowledge
This manual was written for accountants in public practice who have experience with Microsoft®

Windows®, Microsoft® Word, and Microsoft® Excel®.

To use 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® . 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.
L7 # Select the Help icon on dialogs where it displays.
= Select Help Topics from the Help menu. You can then select the Contents, Index, or Search
tabs. A Favorites tab is also included so you can build a list of help items you review on a
regular basis.
Tip of the Day

The Tip of the Day feature is viewable in 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: Workpaper Manager Administrator on

page 57, for more details.
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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
Note Additional information to help you understand a procedure or
step.
) Important information that can help prevent unintended or
Warning . .
invalid results or loss of data.
Web Site

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 Web site 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.

Administrator Toolbar Commands

The CCH ProSystem fx Workpaper Manager Administrator toolbar contains the most frequently used
functions in Administrator. You can select View > Toolbars to toggle the toolbar on or off.

The CCH ProSystem fx Workpaper Manager Administrator Standard and Client Groups toolbars
include the following icons.

Right-
Command Description Click
Menu

Toolbar Access

Key

lcon

Opens a dialog that allows e

[mE; Client Groups an administrator to create No Alt+R/G
. Rooms

client groups.
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Command Description

Opens a dialog that allows

Assign Clients t Fil
[we] ssign Lllents fo clients to be assigned to e No Alt+R/A
Groups Rooms
groups.
el Assign Binder Allows a user tg assign staff Staff Yes Alt+S/B
Staff members to a binder.
he T ialog f
i Teams Opens the Teams dialog for Staff No Alt+S/T
a selected team.
to Team Member Allows a user to assign staff Staff No Alt+S/M
Assignment members to a team.
Allows the creation of New
¥ New Staff Staff for a selected staff Staff Yes Alt+S/S
group.
th te Ni
5 New Staff Group ~ OPerS the CreateNew o, Yes Alt+S/G
Staff Group dialog.
Displays properties fora
selected object (Staff
@' Properties Group, Staff, Office server, File Yes Alt+F/P
Central File Room, Client or
Binder).
Deletes a selected object
* Delete (Staff Group, Staff, Office Edit Yes Ctri+D

server, Central File Room,
Client or Binder).

Cuts the selected item to

. Alt+E/T
& Cut the Windows® Clipboard for Edit Yes CtrieX o
pasting to another location.
Pastes the selected item
- that was copied to the , AR+E/P or
Fe Paste Edit Yes
Clipboard to the selected I Ctr+V
locations.
Refreshes the Admin F5or
E| Refresh Vi N
etres Frame. oW © Alt+V/F
& Create Central File Opens the Cer.rtral Ifi/e File Yes Alt+R/F
Room Room Properties dialog. Rooms
@] the Create N Fil
New Client pens e treate ew "e Yes Alt+R/C
Client dialog. Rooms
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Right-

Command Description Click
Menu
o A!‘chlve Finalized OPens the Archive Finalized File Yes Alt+R/R
Binder Binder dialog. Rooms
g All t Fil
] Unarchive Binder - > You toopenan e No AIt+R/N
archived binder. Rooms
2 Unfinalize Binder /\10WS youtounfinalizea — File Yes Alt+R/U
binder. Rooms
Launches the manual
Manual . o
% L Admin synchronization Tools No Alt+T/M
Synchronization )
function.
File
Opens the Inquiry Module of Rlooms /
ProSystem fx Practice, if
Client Inquiry ystem Ix Fractice, T 5 osystem  Yes Alt+R/1/]
you have installed version )
i fx Practice
7.0 or higher.
Interface
+i2 Expand All Expands the entire tree. View No Alt+V/A
-k Collapse All Collapses the entire tree. View No Alt+V/L
@) the Work
@) Help Topics pens the Yvorkpaper Help No Alt+H/H

Manager Help topics.

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
a3 New Client JOWS USErS fo Creaie W g Yes Alt+F/C
clients.
4 New Binder Opens the New Binder .
: +
e Wisard Winard, File Yes Alt+F/Z
el Assign Binder Allows users to_assign staff Tools No Alt+T/A
Staff members to a binder.
e Open Opens orlexpands the File Yes Alt+F/O or
selected item. Ctrl+O
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Toolbar

Command

Description

Menu

Right-Click Access

Icon Menu Key
Opens the trial balance in
e Open Trial Balance the binder or displays the File Yes Alt+F/T
Open Trial Balance dialog.
Cuts the selected binder to
- ! . ® A1 ! . Al+E/T or
& Cut the Windows™ Clipboard for Edit Yes Ctri+X
pasting to another location.
Copies th lected item t
. op|e§ e se®ec .e item to . AIt+E/C or
e Copy the Windows™ Clipboard for Edit Yes Ctri+C
pasting later.
- Pastes the last copied item Alt+E/P or
be Paste predi Edit Yes
to the selected location. Ctrl+V
I8 Expand All Expands the entire tree. View No Alt+V/A
-k Collapse All Collapses the entire tree. View No Alt+V/L
Displ h ies of
@I‘ Properties 'splays t e.propemes © File Yes Alt+F/P
the selected item.
@ Refresh Refr.eshes the contents of View Yes Alt+V/H or
the list. F5
& Create Binder Allows ausertocreatea Tools Yes Alt+T/P
Package binder package.
= Receive Bind All t i
; eceive Binder . OWS a user to receive a Tools Yes Alt+T/V
Package binder package.
Svnchronize Allows authorized users to
=) y open the Synchronize Tools Yes Alt+T/S
Binder . .
Binder Wizard.
Allows authorized users to
=0 Express -
@ o launch the Synchronization Tools Yes Alt+T/E
Synchronization
Job Queue.
Allows a user to export trial
Tax Software
g X W balance data to tax Tools No Alt+T/X
Interface
software.
. , Allows a user to open the
+
5 Finalize Binder "0 1P Tools Yes Alt+T/Z
Roll Forward Allows users to use the Roll
Tool Y Alt+T/F
Binder Forward Binder Wizard. ools ©s
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Toolbar Command Description Menu Right-Click Access

Icon Menu Key
Opens the Inquiry Module of Tools/
ProSystem fx Practice, if ProSyst
Client Inquiry rosystem fx Fractice, [T Frosystem Alt+T/1/1
you have installed version  fx Practice
7.0 or higher. Interface
All to toggle th
- Workpaper . ows u§ers o toggle the .
@ view to display Workpaper View No Alt+V/G/E
Manager Today
Manager Today.
Allows users to toggle the
to display the Local
=i Client Index screenfodispiay e Local ew No Alt+V/G/I
File Room Client Index
view.
heck In All hecks in all eligibl
E Check In Chec sma. elglb(.a Tools Yes Alt+T/N
Workpapers workpapers in the binder.
Checks out all eligible
heck Out All k in the bi
E Check Ou workpapers |n. e binder Tools Yes Alt+T/A
Workpapers and synchronize the full

binder.

Allows users to use a drop-
: down list to pick a client
Al Clients ¥| Client Groups ropickac View No Alt+V/P
group to filter the client
folders in the file room.

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:

Right-
Command Description Menu Click Access Key
Menu
Creat tabs i Alt+F/N/T
i New Tab reates new fabs ina File> New Yes or
binder. Ctri+T
+
] 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 |.1e\./v w<?rkpaper File > New Yes Alt F/N./F or
from File from an existing file. Ctrl+Shift+W
- Alt+F/N/B
uT] New Trial Balance Creates a new trial balance. File>New Yes o

Ctrl+B
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Right-

Toolbar

| Command Description Menu Click Access Key
con
Menu
) New Manual Creates a new manual File > New Yes Alt+E/N/N
Workpaper workpaper.
Insert laceholder at th
£l New Placeholder o> o PIaCeNOICErating oo New  Yes Alt+F/N/L
selected location.
Creates a new workpaper
B NewWorkpaper ¢ 1 a TWAIN compliant ~ File > New Yes AIHFIN/S
from Scanner
scanner.
B Opens the selected Alt+F/O or
= Open P File No
workpaper. Ctr+O
(0] th lected trial
i Open Trial Balance o e Seiectedinal oy o No Alt+F/T
balance.
Prints the selected Alt+F/P or
= Print ' File Yes
workpaper(s). Ctrl+P

Removes and places the

. AR+E/T
& Cut selected binder to the Edit Yes o
. ® A1 Ctri+X
Windows™ Clipboard.
. Copies the selected item to , Alt+E or
CE C Edit Y
opy the Clipboard. ' es Ctri+C
: Pastes t!'le last item that . AIt+E/P or
Fe Paste was copied to the Edit Yes
} Ctrl+V
Clipboard.
£y Properties Displays the properties of Yes Alt+F/I
the selected item.
I8 Expand All Expands the entire tree. View No Alt+V/A
-k Collapse All Collapses the entiretree. ~ View No Alt+V/L
Refreshes th f
| Refresh efreshes the contentof e No Alt+V/F
the list.
Publishes the selected
Publish Workpaper bl Workpaper Yes Alt+K/P
workpaper(s).
- Locks the selected Excel®
(5 Lock Work Work Y Alt+K/K
ock YYorkpaper and Word workpaper(s). oripaper Tes
Unlocks the selected
& Unlock Workpaper Excel® and Word Workpaper Yes Alt+K/N

workpaper(s).
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Right-
Command Description Menu Click Access Key
Menu

Toolbar

Icon

Freezes Workpaper
&= 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).
Create Work Creat k t
a reate Workpaper Creates a workpaper note Workpaper Yes Alt+K/C
Note for the selected workpaper.
Sign Off
= Opens the Workpape
g Workpaper pen , . paper Workpaper Yes Alt+O
. Properties dialog.
Properties
i ff A A ign off initials in th
o Sign Off As dds sign off initials in the Workpaper Yes Alt+G
Preparer Prepared by column.
Sign Off As 1st Adds sign off initials in the
Work Y Alt+1
m Reviewer Reviewed by column. orkpaper Yes t
Sign Off As 2nd Adds sign off initials in the
+
B Reviewer 2nd Reviewed by column. Workpaper Yes Alt+2
g Tax Software Opens the Tax Software Tools Yes Alt+T/X
Interface Interface dialog.
p Displays th tents of
A Binder View \SPiays Ie contents of —yiew No Alt+V/B
binders.
Displays all notes ina
Notes S
€]} Vic;:,s ummary selected binder by note View No Alt+V/U
type.
, Displays all workpapers for
Sign Off S
[ v:z\r/]v UMMAY  selected binderby 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
g (Shared File workpapers in a shared file View No Alt+V/E
Room) room and the workpapers
they are editing.
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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. In either 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.

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.
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Customizing Button Appearance

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

1.

N o g A

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.

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.

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

Button Appearance @@

© Image Ol
() Image and Text
Text

Images

oS EadfRet@amn vEE
Fa 4B @dl=E:FBar YE!
b r#8dDEX % E0E
dESAEA N0 =SR g =RE
mETSHE > EOES #N 7o FE

< b

[ 0K ll Cancel ]l Help ]

In the Button Appearance dialog, choose whether to display Image Only or Image and Text.

If you chose text, type the text into the Text field.

Select a button image from the /Images box.

Click OK to finalize your changes.
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Chapter 2

INSTALLATION

This chapter provides step-by-step instructions for installing the CCH ProSystem fx
Workpaper Manager Administrator and Workpaper Management modules. The minimum and
recommended system requirements are also provided.

Before you begin, refer to the following documents:

* The License Agreement for information and restrictions on installation.
* The CCH ProSystem fx Workpaper Manager Release Notes for new product features.

* The Administrator/Office Server Tips document for assistance in determining how you should
configure office servers for your firm.

®* The Deployment Planning Guide for understanding how to properly set up and maintain your
environment.

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

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

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

1

|- Note: If you are installing to a multi-server Citrix® farm or to a Windows® Terminal Services
environment, install CCH ProSystem fx Workpaper Manager Administrator in the standard
manner, and then see Terminal Services Installation on page 51.
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Workpaper Manager 7.5 System Requirements

Administrator Module

System

Recommended Minimum

Requirements

32-bit: Pentium® 4 processor, 2
GHz

64-bit:

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

* AMD™ Athlon 64, Intel®
Pentium® 4 with Intel®
EM 64T support

Microprocessor 64-bit multi-core processor
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System Recommended Minimum

Requirements

* Microsoft® Windows® 8.1, 32 and . Mi £® Wind ®7
icroso indows® 7,

64-bit -

* Microsoft® Windows® 10, 32 and . @ Win
) icroso indows
64-bit
_ _ Server® 2008, SP2 (64-

* Microsoft® Windows Server® 2012 bit)

64-bit

( _ ) _ * Microsoft® Windows
* Microsoft® Windows Server® 2012 Server® 2008 R2. SP1

R2 ’

Important!

* Microsoft® Small Business Server®, Windows Server® Essentials, and
Windows Server® Foundation are not supported.

* |nstalling Workpaper Manager on a server that is also a Domain

Supporfced Controller is not supported.

Operating i i i

S * |nstalling Workpaper Manager on a server that is also the firm's
ystems

Exchange Server is not supported.

* Linux®is supported for workpaper storage only.

* Microsoft® Windows® 8.1 Pro and Enterprise Editions are supported.

* Microsoft® Windows® 8 is not supported; we recommend upgrading to
Windows® 8.1 or Windows® 10.

* Microsoft® Windows® 7 is supported; however, Microsoft® ended
mainstream support for this operating system on January 13, 2015. We
recommend upgrading to Windows® 8.1 or Windows® 10 as soon as
possible.

= All Microsoft® Windows® Home Editions are not supported.

* Microsoft® Windows Server® 2008 and 2008 R2 is supported. Please
note that Microsoft® ended mainstream support for this product on
January 13, 2015.

32-bit: 2 GB RAM
64-bit: 4 GB RAM

4 to 8 GB RAM

System Memory ~ Notes:

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

* Memory consumption varies based on usage of Microsoft® SQL Server®.
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System

. Recommended Minimum
Requirements

Administrator requires approximately 405 MB of drive space when installed with
Drive Space the CD image files, 3.5 GB of drive space in the Temp folder, and additional
space required for data.

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

Video
CCH ProSystem fx Workpaper Manager does not support large fonts.

Network Environment

Microsoft® Client for Microsoft® Networks and Microsoft® TCP/IP.

Other Software

SQL Server® 2012, SP2

SQL Server® 2014, SP1 * SQL Server® 2012
* SQL Server® 2014 Standard Edition Standard Edition (32-bit
and 64-bit)

(32-bit and 64-bit)

= SQL Server® 2014 Business
Intelligence Edition (32-bit and 64-
bit)

* SQL Server® 2014 Enterprise
Edition (32-bit and 64-bit)

* SQL Server® 2012
Business Intelligence
Edition (32-bit and 64-
bit)

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

SQL
Notes:

= |f you need to set up SQL manually, see Appendix A: Installing SQL
Server® 2012 on page 486 or Appendix B: Installing SQL Server®
2014 on page 499:

* 64-bit editions of SQL Server®
* Standard Editions of SQL Server®
* Enterprise Editions of SQL Server®

These sections describe how to set up SQL with Workpaper Manager
manually.

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

Requirements

The following items are installed automatically with Workpaper Manager:

* Microsoft® Jet Database Engine 4.0 with Service Pack 6

®# Soap Toolkit 3.0

*= MSXML 4.0, SP 2 parser

# SQLXML 3.0, SP 3

* Microsoft® Visual C++® 2008 Redistributable x86 9.0.30729.17

* Microsoft® Visual C++® 2008 Redistributable x86 9.0.30729.4148
* Microsoft® Visual C++® 2010 Redistributable x86 10.0.40219

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

Data Access
Components

The following items are installed automatically with CCH ProSystem fx
Workpaper Manager:

# SQL 2014 CLR (x86 for both 32 and 64-bit), Admin only

* SQL Server® 2014 Management Objects (SMO) (x86 for both 32-bit and
64-bit), Admin only
*= SQL Native Client 2008 (x86 for 32-bit; x64 for 64-bit)

Microsoft® .NET Framework 4.6.1 Full is required by Workpaper Manager.
Adobe® Reader® 10, 11, or DC.
Note: Adobe® Reader® 10, 11, and DC are supported, but Workpaper Manager

workpapers must be opened with Reader's Protected Mode turned off. For more
information, see Note Regarding Adobe® Reader® 10.

Microsoft® Internet Explorer® 10 or higher.

Web Browser )
Microsoft® Edge

Microsoft® Mail, Microsoft® Exchange,
. Internet SMTP/POP3, or other MAPI
Email . . None
compliant messaging software to use

network or Internet email

Other Hardware

Internal or

External . . . . L .

Installation Any internal or external Installation Media compatible drive, if applicable for
. L reading the installation media.

Media drive, if 9

applicable
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Workpaper Management Module

System

Requirements

Recommended Minimum

Microprocessor

32-bit: Pentium® 4 processor, 2
GHz

64-bit:

* Pentium® 4 processor,
Multi-core processor 3.2 GHz (or any

multi-core processor)

* AMD™ Athlon 64, Intel®
Pentium® 4 with Intel®
EM 64T support

Supported
Operating
Systems

* Microsoft® Windows® 8. 1,32 and

64-bit * Microsoft® Windows® 7,
* Microsoft® Windows®10, 32 and 64- SP 1
bit

Notes:

* Microsoft® Windows® 8.1 Pro and Enterprise Editions are supported.

* Microsoft® Windows® 7 is supported; however, Microsoft® ended
mainstream support for this operating system on January 13, 2015. We
recommend upgrading to Windows® 8.1 or Windows® 10 as soon as
possible.

* Microsoft® Windows® 8 is not supported; we recommend upgrading to
Windows® 8.1 or Windows® 10.

= All Microsoft® Windows® Home Editions are not supported.

System Memory

32-bit: 2 GB RAM 32-bit: 2 GB RAM
64-bit: 4 GB RAM 64-bit: 4 GB RAM
Notes:

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

* Memory consumption varies based on usage of Microsoft® SQL Server®.

Drive Space

Workpaper Management requires approximately 621 MB of drive space, 3.5 GB
of free space for the Temp folder during installation, and additional space
required for data.
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System

. Recommended Minimum
Requirements

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

Other Software

* Microsoft® Office 365™ - Desktop * Microsoft® Office 2010,
version SP2, 32-bit and 64-bit
* Microsoft® Office 2013, SP1, 32-bit
and 64-bit
* Microsoft® Office 201 6, 32-bit and
64-bit

Video

Microsoft®
Office Notes:

* Only Professional editions of
Microsoft® Office are certified to
work with Workpaper Manager.

* Microsoft® Office 365™ Online
version is not supported.

* Microsoft® SQL Server® 2014 * Microsoft® SQL Server®
Express, SP1 2012 Express, SP2

Note:

If you need to install any of the following editions of SQL Server®, see Appendix
A: Installing SQL Server® 2012 on page 486 or Appendix B: Installing SQL
saL Server® 2014 on page 499:

* 64-bit editions of SQL Server®
* Standard Editions of SQL Server®
* Enterprise Editions of SQL Server®

These sections describe how to set up SQL with Workpaper Manager manually.
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System Recommended Minimum

Requirements

The following items are installed automatically with CCH ProSystem fx
Workpaper Manager:

* Microsoft® Jet Database Engine 4.0 with Service Pack 6
®# Soap Toolkit 3.0

*= MSXML 4.0, SP 2 parser

= SQLXML 3.0, SP 3

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

* Microsoft® Visual C++® 2008 Redistributable x86 9.0.30729.17

* Microsoft® Visual C++® 2008 Redistributable x86 9.0.30729.4148
* Microsoft® Visual C++® 2010 Redistributable x86 10.0.40219

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

Microsoft® .NET Framework 4.6.1 is required by Workpaper Management.

If Office 2013 or 2016 is installed, the following items are installed automatically:
Data Access

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

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

* Microsoft® Office 2010 Primary Interop Assemblies (PIA)

* Visual Studio® Tools for the Office System 4.0 Runtime

* Visual Studio® Tools for the Office System 3.0 Runtime

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

Adobe® Reader® 10, 11, or DC.

Note: Adobe® Reader® 10, 11, and DC are supported, but Workpaper Manager
workpapers must be opened with Reader's Protected Mode turned off. For more
information, see Note Regarding Adobe® Reader® 10.

Microsoft® Internet Explorer® 10 or higher.

Web Browser )
Microsoft® Edge
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System Recommended Minimum

Requirements

Microsoft® Mail, Microsoft® Exchange,
. Internet SMTP/POP3, or other MAPI
Email . . None
compliant messaging software to use

network or Internet email

Other Hardware

Internal or

External . . . . L. .

Installation Any internal or external Installation Media compatible drive, if applicable for
reading the installation media.

Media drive, if ¢

applicable

Terminal Services Client Module

System

) Recommended Minimum
Requirements

Number of . . .
umbero Varies based on hardware; maximum is 20 users per server.
Peak Users
Processor 64-bit multi-core processor
* Microsoft® Windows Server® 2012 * Microsoft® Windows
R2 Server® 2008, SP2 (64-bit)
* Microsoft® Windows Server® 2012 * Microsoft® Windows
64-bit Server® 2008 R2, SP1
Important!
Subported * Microsoft® Small Business Server®, Windows Server® Essentials, and
Ol:)F;F:zti:g Windows® Server Foundation are not supported.
Systems * |nstalling Workpaper Manager on a server that is also a Domain Controller

is not supported.

* |nstalling Workpaper Manager on a server that is also the firm's Exchange
Server is not supported.

= Linux® is supported for workpaper storage only.

* Microsoft® Windows Server® 2008 and 2008 R2 is supported. Please note
that Microsoft® ended mainstream support for this product on January 13,
2015.
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System

. Recommended Minimum
Requirements

8 GB RAM or more

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

* Microsoft® Office 365™ - Desktop * Microsoft® Office 2010,
version SP2 , 32-bit and 64-bit
* Microsoft® Office 2013, SP1, 32-bit
and 64-bit
* Microsoft® Office 2016, 32-bit and
Microsoft® 64-bit
Office Notes:
* Only Professional editions of
Microsoft® Office are certified to
work with Workpaper Manager.
* Microsoft® Office 365™ Online
version is not supported.

* Citrix® XenApp® 7.5

Citrix® * Citrix® XenApp® 7.7
App * Citrix® XenApp® 7.6

Terminal Services Database Module

System

. Recommended Minimum
Requirements

Processor 64-bit multi-core processor
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System

) Recommended Minimum
Requirements
* Microsoft® Windows Server® * Microsoft® Windows Server®
2012 R2 2008, SP2 (64-bit)
* Microsoft® Windows Server® * Microsoft® Windows Server®
2012 64-bit 2008 R2, SP1
Important!

* Microsoft® Small Business Server®, Windows Server® Essentials, and

(S)l:)ip:z;t:g Windows Server® Foundation are not supported.
Systems * |nstalling Workpaper Manager on a server that is also a Domain Controller

is not supported.

® |nstalling Workpaper Manager on a server that is also the firm's Exchange
Server is not supported.

* Linux®is supported for workpaper storage only.

* Microsoft® Windows Server® 2008 and 2008 R2 is supported. Please note
that Microsoft® ended mainstream support for this product on January 13,
2015.

4 GB RAM or more

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

* Microsoft® SQL Server®

* Microsoft® SQL Server® 2014, 2012 Express
sQL SP1 (Standard. Enterprise, or * Microsoft® SQL Server®
Business Intelligence) 2012, SP2 (Standard or
Enterprise)

Note Regarding Adobe® Reader® 10, 11, and DC

CCH ProSystem fx Workpaper Manager 7.5 supports Adobe® Reader® 10, 11, and DC.

The "Protected Mode" must be turned off in Acrobat® Reader® to use Workpaper Manager
functionality, such as: tickmark definitions, workpaper notes, and workpaper references, By default,
"Protected Mode" is on. Workpaper Manager will detect this setting and prompt you to disable it.

= |f you select Yes, Protected Mode is turned off and the workpaper is opened with Workpaper
Manager functionality in place.

= |f you select No, the workpaper opens in Protected Mode, and Workpaper Manager functionality
is disabled.
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To manually set Adobe ® Acrobat® Reader®10, 11, or DC to always open with Protected Mode turned
off, do the following:
1. Open Adobe ® Acrobat® Reader®10, 11, or DC.

2. Select Edit > Preferences > General. (In Adobe ® Acrobat® Reader® DC, select Edit >
Preferences > Security (Enhanced)).

3. Uncheck the Enable Protected Mode at startup option.
. Click OK.
5. Restart Adobe ® Acrobat® Reader®10, 11, or DC.

Installation Considerations

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

Deployment Planning

Before installing CCH ProSystem fx Workpaper Manager, it is important to understand how to
properly set up and maintain the environment. The CCH ProSystem fx Workpaper Manager
Deployment Planning Guide, located in the Documents folder of the Installation Media, helps
administrators and managers identify the key factors that influence the performance, reliability, and
functionality of the CCH ProSystem fx Workpaper Manager application. The Deployment Planning
Guide can help you make key decisions regarding your necessary hardware capacity, data
distribution, Terminal Services, SQL servers®, and other issues.

Compressed Drives and/or Partitions

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

For Workpaper Management and/or Admin Module/Workpaper Management installations, the

CCH ProSystem fx Workpaper Manager 7.5 installer will now automatically decompress any
compressed files found in Admin\Data, WM\Data, or TB\Data folders at the beginning of the upgrade
process.

Note: The automatic decompression of compressed files only occurs if there is enough space on
the drive to allow for decompression, which is typically a minimum of 100 MB.
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Alternatively, any compressed files in a user-specified bin location at the time of upgrade, which are
not in the locations previously mentioned, will also be checked. A log file will be written to X:\Pfx
Engagement\Common\PfxEngCompressedFiles.log (where X represents the drive where Workpaper
Manager is installed) listing the name and size of any compressed files found. For all other installs,
such as TSDatabase or stand-alone Admin, a log will be written to P’xEngCompressedFiles.log
naming any compressed files found. Due to potential size and time constraints, these files will need to
be manually decompressed using the CCH ProSystem fx Workpaper Manager Detect Compressed
Database Utility.

In addition, the CCH ProSystem fx Workpaper Manager SQL 2014 Instance Installer and the
CCH ProSystem fx Workpaper Manager SQL 2012 Instance Installer will perform the same
decompression process described above when upgrading.

For new installations of Workpaper Manager, please refer to the CCH ProSystem fx

Workpaper Manager Detect Compressed Database Ultility to identify compressed database files
prior to installation. Additionally the utility will detect a Microsoft® SQL Server® start-up parameter
that will prevent the SQL upgrade. This utility is located in the Utilities folder on the

CCH ProSystem fx Workpaper Manager Installation Media.

For more information on compressed drives, please see the following Microsoft® Knowledge Base
article ID 231347:

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

Technical Considerations

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

*= Appendix D: Technical Considerations on page 518
= Appendix E: CCH ProSystem fx Workpaper Manager Configuration Utility on page 526

For in-depth networking instructions and technical considerations, please see Appendix D: Technical
Considerations on page 518.

These appendices cover the following network issues:

* Windows® and Linux® servers

* | AN, WAN, and VPN topologies

* Port configuration

* |nformation on SQL services and memory usage
®* Communication across networks and subnets

# Static versus dynamic IP addresses on office servers
These appendices also address the following topics in detail:

#* CCH ProSystem fx Workpaper Manager allows users to store their workpapers on a different
server than where the binder database is located (Office Server). In these cases, the
CCH ProSystem fx Workpaper Manager Synchronization service needs to be configured to run
under an account with rights to the location where the workpapers are being stored. The
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workpapers can reside on a non-Windows® server.

For more information, see Appendix C: Installing Workpaper Manager with Active Directory®
on page 515.

# Time synchronization plays an important part in CCH ProSystem fx Workpaper Manager. All
servers and workstations running Workpaper Manager (in the office and in the field) should
maintain time clock synchronization to ensure that you do not lose data and to ensure that the
latest changes to data and server are properly synchronized. For more information, see Time
Synchronization on page 523.

# Changing workstation or server names is not supported after CCH ProSystem fx
Workpaper Manager has been installed. This is due to the installation of SQL. See Appendix D:
Technical Considerations on page 518.

For additional information or for the latest update on any of these items, please contact
CCH ProSystem fx Technical Support.

CCH ProSystem fx Workpaper Manager Administrator Considerations

The CCH ProSystem fx Workpaper Manager Administrator module should be installed and
configured on a Windows server® or a dedicated computer with a Windows® operating system, as
noted above. If you plan to maintain multiple office servers, the Administrator module should be
installed and configured on a Windows server® or a dedicated computer for each office.

Administrator must be installed to a location For more information on office servers, please refer to
Setting up the Administrator Environment on page 81.

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

The CCH ProSystem fx Workpaper Manager Deployment Planning Guide, located in the
Documents folder of the Installation Media, helps administrators and managers identify the key
factors that influence the performance, reliability, and functionality of the CCH ProSystem fx
Workpaper Manager application.

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

Notes:

= Workpaper Manager Administrator should not be installed on every computer in your firm.

*#  Administrative rights are required to install the application to the local machine.

! Important! Installing Workpaper Manager Administrator on a domain controller, Microsoft®

Small Business Server®, Windows Server® Essentials, Windows Server® Foundation, or
Exchange Server are not supported.
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Pre-Installation Checklist

Before beginning the installation, verify that all of the following tasks are completed:

* |f you are upgrading to CCH ProSystem fx Workpaper Manager 7.5 from a prior version, do the
following:

= Back up the central databases. Perform a full back up of all central admin and bin
databases prior to upgrading. For detailed instructions on using the backup restore
utility, see Appendix F: Database Backup and Restore on page 534.

= Back up the workpapers. Back up all workpapers before upgrading. To ensure that
this backup contains the latest versions of all files, users should synchronize all binders
to the Central File Room prior to the backup.

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

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

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

= | Important! All machines running Workpaper Manager in a network environment must be
on the same version of Workpaper Manager within the same office.

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

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

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

* |f the computer is already running Microsoft® SQL Server® 2012 or 2014, Enterprise or Standard
Edition, we recommend that you continue to use that version and configure a named instance of
saL Server® for CCH ProSystem fx Workpaper Manager prior to installation. This allows
CCH ProSystem fx Workpaper Manager to run optimally. If an Engagement SQL Instance
already exists on the computer, you do not need to install SQL again.

* |f the computer is not already running Microsoft® SQL Server®, we recommend installing
Microsoft® SQL Server® 2012 or 2014, Enterprise, Standard Edition or Express editions of SQL
Server®.

Notes:
* |f you need to install the Standard or Enterprise Editions of SQL Server® see
Appendix A: Installing SQL Server® 2012 on page 486 or Appendix B: Installing
SQL Server® 2014 on page 499.

= SQL Express 2012 or 2014 installers are available on the Engagement Installation
Media. Choose only one of the installers. You do not need to install both.
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®= |f SQL Agent is currently running on the system for any purpose, verify if “Local System Account
is used as its Startup Account. If it is not, then follow the Pre- and Post-Installation Steps in
the SQL Agent chapter of the “Deployment Guide.”

* Ensure that the operating system, Microsoft® Internet Explorer®, and Microsoft® Office are all
installed with the required service packs. See Workpaper Manager 7.5 System Requirements
on page 30 for details.

* Ensure that all Windows® updates have been installed.

Installation Instructions

This section provides standard procedures for installing or upgrading the Workpaper Manager
Administrator module and Workpaper Management module.

Note to Citrix® Users: If you are installing to a Citrix® or Windows® Terminal Server
environment, refer to Terminal Services Installation on page 51.

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

Installing Workpaper Manager for the First Time

To install CCH ProSystem fx Workpaper Manager for the first time, do the following:

1. Complete all tasks in Pre-Installation Checklist on the previous page.
Notes: Administrative rights are required to install the application to the local machine.

2. If you are installing directly from the downloaded install files, then please follow the instructions
provided on that Web site. Otherwise, insert the Workpaper Manager installation media
created. If autorun is enabled, the CCH ProSystem fx Workpaper Manager Installation screen
displays. If autorun is not enabled, select Start > Run. In the Open field, enter the path to the
file X:\launchscreen.exe and click OK.
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£ i niot already instalied, install the desired release of SQL Express prior to installing Pfx Wi
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Prosystem fx 5 45 i niot already installed, install the desired release of SOL Express prior to installing Pfx Wi
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Mana ger m Invstall COH ProSystem fx Workpaper Manager
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_!ﬁ; View the Installation Guide for guidance on installing CCH ProSystem fx Workpaper Manager

@), Wolters Kluwer

2016 CCH Incorporated and its
affiliates and licerdors, Al rights
Fasareed.

Welcome to the CCH ProSystem fx Workpaper Manager Installation

An indtance of SOL must be installed priod to installing Phx WM. Alternately, you may chaose to
upgrade your current version of S0L. Click on a help link below for guidance with installation,

L= UL LYVYEL oILE
@ Browse the Technical Support Web site for more help with CCH ProSystem fx Workpaper Manager

"
Browse cta edia
"g Browse the CCH ProSystem fx Workpaper Manager install media

The following options are available from the launch screen:

SQL Express 2012 SP2. Installs the Workpaper Manager SQL database instance
using SQL Express 2012. This option should be selected only if an Workpaper Manager
SQL database instance does not already exist and you want to install the 2012 release of
SQL Express.

SQL Express 2014 SP1. Installs the Workpaper Manager SQL database instance
using SQL Express 2014. This option should be selected only if an Workpaper Manager
SQL database instance does not already exist and you want to install the 2014 release of
SQL Express.

Workpaper Manager. Installs Workpaper Manager.

Installation Guide. Opens the CCH ProSystem fx Workpaper Manager Installation
Guide PDF.

Technical Support Web Site. Launches the CCH ProSystem fx Workpaper Manager
Support Web site.

Browse Install Media. Displays the contents of the install media in Windows® Explorer.
1
[/ Notes:

= When launching the installation from the contents of the install media, it is
imperative that CSWMSetup.exe is selected with Windows® 7, Windows® 8.1,
and Server 2008 R2 or higher. CSWMSetup.exe provides elevated privileges for
installations on these operating systems.
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= You need Adobe® Reader® to view the Installation Guide or Release Notes,
and the CCH ProSystem fx Workpaper Manager User Guide. Adobe® Reader®
10, 11, and DC is included on the Workpaper Manager Installation Media.

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

Click Install Workpaper Manager. The Welcome screen displays.

Click Next. The License Agreement dialog displays.

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

Click Next. The Custom Setup page displays.
#3 CCH ProSystem fx Workpaper Manager 7.5 - InstallShield Wizard

Custom Setup E
Select the program features to install.

Click on an icon in the list below to change how a feature is installed.

Feature Description

Installs CCH ProSystem fx
Waorkpaper Manager.

Workpaper Management
Administrator

Administrator Workstation
Terminal Services Client
Terminal Services Database
Tutorial This feature requires 619ME on
your hard drive. It has 2 of 2
subfeatures selected. The
subfeatures require 15ME on
your hard drive.

Installation Path:
C:\Pfx Engagement!, Browse...

Installshield

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

= Workpaper Management. Workpaper Management should be installed on computers
that will be accessed by Workpaper Manager staff members.

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

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

Notes:

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

= |t is not mandatory to have a network connection between the main and
secondary office servers. Data can be passed between the two using Create and
Receive Admin Packages. For more information, see Creating an Admin
Package on page 84 and Receiving an Admin Package on page 85, Workpaper
Manager.

= Administrator Workstation. The Administrator Workstation setup allows you to access
the Administrator module remotely.
8. If you selected Administrator in step 11 (with or without Workpaper Management) the
Administrator Bin Database Path dialog displays. The system creates the database in the
default folder on your local computer unless you click Browse and specify a different location.

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

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

= |f your system does not meet the requirements for the application you are installing,
InstallShield displays a message listing the missing components. Click Cancel to install
the necessary components. Click Back to install a different application.

10. Click Install. InstallShield displays the progress screen as the necessary programs and features
are installed.
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11. If you are installing Administrator, read the information on the Backup Information dialog and
select | have read the above warning, then click Next. The InstallShield Wizard Completed
dialog displays.

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

Upgrading an Existing Version of Workpaper Manager

To upgrade a previous Workpaper Manager version, do the following:

Note: Upgrades are only supported for the two previous versions of Workpaper Manager.

1. Complete all tasks in the Pre-Installation Checklist on page 43.

2. If you are installing directly from the downloaded install files, then please follow the instructions
provided on that Web site. Otherwise, insert the Workpaper Manager installation media
created.

3. If Autorun is enabled, the Welcome to the InstallShield Wizard for CCH ProSystem fx
Workpaper Manager screen displays.

If Autorun is not enabled, the Run dialog displays. In the Open field, enter the path to the file
X:\ProSystem fx Engagement.exe and click OK. The screen displays.

Notes:

* When upgrading, you do not need to install SQL Server® because Workpaper Manager is
already installed and the.Workpaper Manager SQL Database instance should already
exist.

= The Welcome to the InstallShield Wizard for CCH ProSystem fx Workpaper Manager
launch screen uses an .ini file to customize which buttons are displayed. To remove a
button from the launch screen, edit the "product.ini" file, which is located at the root of
the installation disc. Remove any section from the product.ini file to remove the
corresponding button from the launch screen.

4. Click Install Workpaper Manager to upgrade the currently installed features for the
Workpaper Manager installation. The Welcome screen displays.

Click Next. The License Agreement dialog displays.

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

7. Click Next. The Upgrade to CCH ProSystem fx Workpaper Manager 7.5 page displays.

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

Note: If your system does not meet the requirements for the application you are installing,
InstallShield displays a message listing the missing components. Click Cancel to install the
necessary components. Click Back to install a different application. For detailed
information about the new bin structure of the Workpaper Manager database, see
Managing Bins on page 116.
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9. Click Install. InstallShield displays the Progress screen as the necessary programs and
features are upgraded.
10. If Administrator is being upgraded, read the information on the Backup Information dialog,
select | have read the above warning, and then click Next. The InstallShield Wizard
Completed dialog displays.

11. Click Finish, then complete any applicable tasks in the Post-Installation Checklist below.

Post-Installation Checklist

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

# |f you have upgraded to CCH ProSystem fx Workpaper Manager 7.5 from a prior version,
perform a full back up of all central admin and bin databases after installation.

# Verify that all administrative users have full access to the Admin Share folder on the office
server. This folder, which is created during the installation, is shared by default, but the network
administrator needs to ensure that all Workpaper Manager administrative users have full rights
to that location.

* The installation process sets the Workpaper Manager folder permissions automatically. These
rights are needed for Workpaper Manager to function optimally. The installation gives the
“Users” group all rights except Full Control. These rights are inherited by all child objects so that
all folders and subfolders within Workpaper Manager receive these same rights.

* |f you have never launched Microsoft® Office Excel®, Word or Outlook® on a machine with a
new install of Workpaper Manager, then you must launch one of these Microsoft® Office
products prior to launching Workpaper Manager. This allows Workpaper Manager to
successfully install the add ins needed for working with Microsoft® Office.

Altering a Current Install of Workpaper Manager

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

Modifying a Current Install

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

Close all programs on your computer.

2. Select Programs and Features (or Add or Remove Programs) from your computer's
Control Panel.

Note: Some modifications will require elevated privileges. For best results, use the
executable on the Installation Media or CCH ProSystem fx Workpaper Manager image.

3. Select CCH ProSystem fx Workpaper Manager from the list and click Change to open the
Welcome dialog.
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4. Click Next to display the Program Maintenance dialog.
8 CCH ProSystem fx Workpaper Manager 7.5 - InstallShield Wizard

Program Maintenance w
Modify, repair, or remove the program.

(®) Modify
Change which program features are installed, This option displays the
Custom Setup page in which you can change the way features are
installed.

() Repair

Repair installation errors in the program. This option fixes missing or
corrupt files, shortcuts, and registry entries.

(_) Remove

@ Remove CCH ProSystem fx Workpaper Manager from your computer.,
% |

InstallShield

Mext = Cancel

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

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

Click Next to display the Ready to Modify dialog.

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

9. Click Finish to exit the installation.

Repairing a Current Install

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

Close all programs on your computer.
2. Select Add or Remove Programs or Programs and Features from your computer's Control
Panel.

Note: Some repairs will require elevated privileges. For best results, use the executable on
the Installation Media or CCH ProSystem fx Workpaper Manager image.

3. Select CCH ProSystem fx Workpaper Manager from the list and click Change to open the
Welcome dialog.

Click Next. The Program Maintenance dialog displays.
5. Select Repair and then click Next. The Ready to Repair dialog displays.
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6. Click Install. The Installing CCH ProSystem fx Workpaper Manager status bar displays while
InstallShield repairs the installation(s). Once the repair process is finished, the InstallShield
Wizard Completed dialog displays.

7. Click Finish.

Removing CCH ProSystem fx Workpaper Manager

To remove all installed features, do the following:

Close all programs on your computer.

2. Select Add or Remove Programs or Programs and Features from your computer's Control
Panel.

3. Select CCH ProSystem fx Workpaper Manager from the list and click Remove to display
the Welcome dialog.

4. Click Yes on the confirmation dialog. Windows® removes all CCH ProSystem fx
Workpaper Manager applications.

Terminal Services Installation

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

For detailed information on setting up Terminal Services, see the CCH ProSystem fx

Workpaper Manager Deployment Planning Guide in the Documents folder of the Installation Media.
We also advise contacting Technical Support prior to installation to address any questions you may
encounter with the installation.

! Important!

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

# The following instructions outline the preferred steps for installing CCH ProSystem fx
Workpaper Manager Terminal Services Client; however, your configuration may require
additional or alternate steps. For additional assistance, please contact Technical Support.

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

The following section contains instructions for installing the CCH ProSystem fx Workpaper Manager
Terminal Services Client

(Workpaper Management for Terminal Services), CCH ProSystem fx Workpaper Manager Terminal
Services Database, and CCH ProSystem fx Workpaper Manager Administrator Workstation.
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Terminal Services Database Installation

This section provides installation instructions for CCH ProSystem fx Workpaper Manager Terminal
Services Database on a Windows® Terminal Services enabled server.

Keep the following in mind when installing Terminal Services Database:

* This location should be a dedicated Windows® server with enough space to store data being
created in the Terminal Services Client module.

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

®* Forrobust environments (for example, more than 75 users), SQL Standard Edition or
SQL Enterprise Edition are recommended. For more information on choosing a SQL server®,
see the CCH ProSystem fx Workpaper Manager Deployment Planning Guide, located in the
Documents folder of your Installation Media.

To install Terminal Services Database, do the following:

Complete all tasks in the Pre-Installation Checklist on page 43.

2. Insert the CCH ProSystem fx Workpaper Manager Installation Media. If you are installing
directly from the downloaded install files, then please follow the instructions provided on that
Web site.

3. Open Control Panel and select Install Application on Terminal Server when on Server 2008
or Install Application on Remote Desktop Server when on Server 2012.

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

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

6. If a Workpaper Manager SQL Instance is already installed, skip to step 15.

If a Workpaper Manager SQL Instance is not already installed, do one of the following:
= Install Microsoft® SQL Server® Standard or Enterprise edition as explained in Appendix
A: Installing SQL Server® 2012 on page 486 or Appendix B: Installing SQL Server®
2014 on page 499.
* Install Microsoft® SQL Express® 2012 or Microsoft® SQL Express® 2014, which are
included on the Workpaper Manager installation media. To install SQL Express® 2012 or
2014, continue to step 8.

7. Click Browse and locate either the ProSystem fx SQL 2012 Instance Installer.msi or
ProSystem fx SQL 2014 Instance Installer.msi (Windows® 8.1, Windows® 8, Windows® 7,
Server® 2008, Server® 2012, or Windows Server® 2012 R2 users locate ProSystem fx SQL
2012 Instance Installer.exe or ProSystem fx SQL 2014 Instance Installer.exe).

Note: Choose only one of the installers. You do not need to install both ProSystem fx
SQL 2012 and ProSystem fx SQL 2014.

8. Click Finish. The SQL 2012 or SQL 2014 Instance Installer wizard displays.
9. Click Next. The Ready to Install the Program page displays.
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10. Click Install. Several status screens display as the SQL Instance is installed.

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

13. Click Next. The Run Installation Program dialog displays.
14. Click Browse and locate the PfxEngSetup.exe file.
15. Click Finish. The Welcome dialog displays.

Note: You need Adobe® Reader® to view the Installation Guide or Release Notes, and
the CCH ProSystem fx Workpaper Manager User Guide. Adobe® Reader® 10, 11, and
DC is included on the Workpaper Manager Installation Media.

16. Click Next. The License Agreement dialog displays.

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

18. Click Next. The Custom Setup dialog displays.

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

20. Click Next. The Ready to Install screen displays.
Notes:
= |f you attempt to install conflicting applications, InstallShield displays a message

specifying the conflicting applications. Click Back to make the necessary changes.

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

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

22. Click Finish, then complete any applicable tasks in the Post-Installation Checklist on page 49.

Terminal Services Client Installation

This section provides installation instructions for CCH ProSystem fx Workpaper Manager Terminal
Services Client on a Windows® Terminal Services enabled server.

1. Complete all tasks in the Pre-Installation Checklist on page 43.

2. Determine that no one is accessing the Terminal Services server.

Insert the CCH ProSystem fx Workpaper Manager Installation Media. If you are installing
directly from the downloaded install files, then please follow the instructions provided on that
Web site.
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4. Open Control Panel and select Install Application on Terminal Server when on Server 2008
or Install Application on Remote Desktop Server when on Server 2012.

5. Browse to the Installation Media, and then click Next. The Install Program from Floppy Disk
or CD-ROM dialog displays.
Click Next. The Run Installation Program dialog displays.
Click Browse and locate the PfxEngSetup.exe file.
Click Next. The Welcome dialog displays.

Note: You need Adobe® Reader® to view the Installation Guide or Release Notes, and
the CCH ProSystem fx Workpaper Manager User Guide. Adobe® Reader® 10, 11, and
DC is included on the Workpaper Manager Installation Media.

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

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

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

14. Click Next. The Ready to Install screen displays.
Notes:
= |f you attempt to install conflicting applications, InstallShield displays a message

specifying the conflicting applications. Click Back to make the necessary changes.

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

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

16. Click Finish, then complete any applicable tasks in the Post-Installation Checklist on page 49.

Using the CCH ProSystem fx Workpaper Manager Administrator

From the Windows® Start menu, select the program group where you installed the CCH ProSystem fx
Workpaper Manager Administrator. Select CCH ProSystem fx Workpaper Manager
Administrator, or double-click the Administrator icon on your desktop. The CCH ProSystem fx
Workpaper Manager Admin Login dialog displays.
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Initial Login to the Workpaper Manager Administrator

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

Note: If you want other workstations to access the Administrator module, install Administrator
Workstation to those workstations. See Installation Instructions on page 44.

The first time you log in, do the following:

1.

10.

11.
12.

13.

Start Workpaper Manager Administrator by doing one of the following:
®* Double-click the Workpaper Manager Admin icon on your desktop.

= Select Start > Programs > CCH ProSystem fx Workpaper Manager >
CCH ProSystem fx Workpaper Manager Admin.

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

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

Click Yes. The Provide Office Server Information dialog displays.

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

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

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

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

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

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

= Click Finish to save your settings and open Workpaper Manager Administrator.
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Once you are in the program, you can change the administrator's password and add more staff to the

Admin group, if needed. See .

! Important! The CCH ProSystem fx Workpaper Manager Backup and Restore Utility should be
used on a nightly basis. See Appendix F: Database Backup and Restore on page 534.

Note: For instructions on creating a secondary server, refer to Setting up the Administrator

Environment on page 81.
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Chapter 3

WORKPAPER MANAGER ADMINISTRATOR

Overview

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

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

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

[ ! | Important! The CCH ProSystem fx Workpaper Manager Backup and Restore Utility should be
used on a nightly basis. See Appendix F: Database Backup and Restore on page 534.

In the Administrator module, you can do the following:

* Add licenses for CCH ProSystem fx Workpaper Manager - Workpaper Management and
CCH ProSystem fx Workpaper Manager - Trial Balance

* Add staff groups and assign the appropriate rights to those groups

# Add staff members and assign them to staff groups

®* Manage staff profiles

* Assign staff members to a home office server

* Assign licenses to staff members

®# Add teams and assign staff members to teams

#= Add clients to be used in the CCH ProSystem fx Workpaper Manager program
* Add client groups and assign clients to the groups

*  Assign staff members and teams to client engagement binders

®= Archive binders that have been finalized

# Unarchive and unfinalize binders
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* Create a main office server to store firm, staff, licensing, team, client group, and central file
room information

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

® Create central file rooms to store and organize binders

* Synchronize main and secondary office server information

* Move binders from one central file room to another

® Edit Binder properties in a central file room

* Create, edit, and delete custom binder types and binder statuses
* |mport staff and staff groups

* Import staff via Active Directory®

* Manage Binder database information by storing binders in bins

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

# Manage Tip of the Day

Using the CCH ProSystem fx Workpaper Manager Administrator

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

Initial Login to the Workpaper Manager Administrator

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

Notes:

* |f you want other workstations to access the Administrator module, install Administrator
Workstation to those workstations. See Chapter 2: Installation on page 29 for details.

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

The first time you log in, do the following:

1. Start Workpaper Manager Administrator by doing one of the following:
= Double-click the Workpaper Manager Admin icon on your desktop.

= Select Start > All Programs > CCH ProSystem fx Workpaper Manager >
CCH ProSystem fx Workpaper Manager Admin.
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The Workpaper Manager Admin Login displays.
In the Login Name field, enter ADMIN. Leave the Password field blank.

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

Click Yes. The Provide Office Server Information dialog displays.

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

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

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

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

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

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

Once you are in the program, you can change the administrator's password and add more staff to the
Admin group, if needed. See Adding Staff Members on page 67.

Note: For instructions on creating a secondary server, see Setting up the Administrator

Environment on page 81.

Entering Information About Your Firm

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

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

# Select File > Properties.
*= Right-click and select Properties from the pop-up menu.
£y = Click the Properties button on the toolbar.
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The Firm Properties dialog displays.

Firm Properties

Firrn Marne:™ |y Firm ] |
Address 1: | 21250 Hawthame Blvd Cancel |
Address 2: |Suite 350 Help

City: |Tu:-rranu:e

State: |E.-’-¥.

Zip Code:  |50503

Cauntry: ||_|5,&,

Phone #: |310-543-8080

Fax f: |310-543-9090

URL: |www.m_l,lfirm.n:|:|n1

*Hequired fisld

Complete the information in the dialog. When you are finished, click OK. The caption for the File
Room icon changes to the name entered in the mandatory Firm Name field. You can use the
Properties command to change firm information. The information entered in this dialog is available for
linking to your Word and Excel® workpapers. See Chapter 9: Using Microsoft® Excel® on page 448
and Chapter 10: Using Microsoft® Word on page 471, for further information.

Using Your Active Directory® in CCH ProSystem fx

Workpaper Manager

Administrators can leverage the time and effort spent building up the Active Directory® on the firm's

network.

CCH ProSystem fx Workpaper Manager allows administrators to import and map existing users in the
CCH ProSystem fx Workpaper Manager staff table. This can be done manually or scheduled via
Scheduled Tasks to be done during off hours.

Mapping Your Active Directory® to Workpaper Manager Staff

Use this procedure to map existing users in your Active Directory® to existing users in the
CCH ProSystem fx Workpaper Manager staff.
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1. From the CCH ProSystem fx Workpaper Manager Administrator main menu, select Staff >
Import from Active Directory® > Configure Mapping. The Domain Login dialog displays.

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

Domain na

Save domain as default

lser information

() Use current Windows authentication
(¥} Provide different authentication details
User name:

Password:

[ Cancel ][ Help ]

2. Logintothe domain. The Configure Mapping dialog displays.

Configure Mapping @

Users | Praperty Fields |

Active Directony group from which to impart: Engagement o
Engagement group that niew staff created during impart should be assigned to: Staff w
Uszers
Unmapped Active Directony users: Engagement staff:
Last Mame Firgt Mame Middle Name. £ Default Admin

=
&

Auto-map Users [~ Show only unmapped staff

kK | Cancel | Help

3. Select the Users tab.

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

6. Check the Show only unmapped staff box to display unmapped Workpaper Manager staff
members.

7. Manually map unmapped staff, if necessary, by first highlighting the correlating names in the
Active Directory® and the Workpaper Manager staff. Then either click the right arrow to map the
person from the Active Directory® to the Workpaper Manager staff or click the left arrow to
unmap the person from the Workpaper Manager staff to the Active Directory®.

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

Manually Updating Staff

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

To manually update staff, do the following:

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

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

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

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

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

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

Viewing the Active Directory® Import Log

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

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

= Select Staff > Import from Active Directory® > View Import Log from the main menu.

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

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

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

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

1. Select Tools > Scheduled Tasks from the CCH ProSystem fx Workpaper Manager
Administrator main menu. The Scheduled Tasks dialog displays.

Highlight a scheduled task and select Tazk Properties to enable/disable the tazk and
modify other settings, such as the date and time the tazk will wn,

_El Main office server spnchronization with secandamy office servers
‘.E Imipart staff information from Active Directan
a@ Generate Document Completion D ate report

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

3. Select the Task tab.

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

5. The Run as field should display the Windows®user name of the person logged on to the
computer. Click Set Password to enter and confirm the user's Windows® password. The
scheduled task will not run without this information. Click OK to exit the Set Password dialog.
Check the Enabled (scheduled task runs at specified time) box.

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

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

9. Use the Every field in the Schedule Task Daily section to specify if you want to repeat the
import every day, every two days, etc.
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10. Check the Show multiple schedules box to change or delete schedules. Click the New button
to create a new schedule for the task, which will run after the last schedule is completed. Click
Delete to delete a highlighted schedule.

11. Click the Settings tab to specify the following:
= Whether to delete the task if it is not scheduled to run again.
= Whether to stop the task if it runs beyond a time you specify.
= To start the task only if the computer has been idle for a specified time or to stop the task
if the computer becomes active.
= Whether to start the task if the computer is running on batteries, stop the task if battery
mode starts, and wake the computer to run the task.
12. Click OKto save your schedule and exit Scheduled Tasks.

13. Click Close to exit the Scheduled Tasks dialog.

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

Setting Up Staff Groups and Staff

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

Staff Groups

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

Default Staff Groups

The Administrator module provides five default staff groups:

* Admin
* Manager
* Partner
®* Senior
* Staff
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You may customize staff groups by adding, deleting, or modifying groups.

One staff member, Default Admin, has already been added to the Admin staff group. This staff
person cannot be deleted, but you can modify the staff information with the Staff Properties dialog.
For example, you may want to change the password to prevent others from accessing the

CCH ProSystem fx Workpaper Manager Administrator module. You can also add additional staff

members to the Admin group.

Adding a New Staff Group

To add a new staff group, do the following:

1. Click the Staff Groups icon in the left pane of the Administrator screen and do one of the

following:

= Select Staff > New Staff Group.

= Right-click the Staff Groups icon and select New Staff Group.

= Click the New Staff Group button on the toolbar.
The Create New Staff Group dialog displays.

Create New Staff Group

Name

Name:* | Select Al
Description: | Unselect Al

LFR Client || Binder | Workpaper | MNotes | Sign Off

[ Enable Local File Room sharing

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

2. Complete the Name and Description fields. The Name field is required.

The rights available to a staff group are found on the following tabs:
= LFR
= Client
= Binder

= Workpaper
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= Notes
= Sign Off
These rights are discussed in more detail in the next section, Assigning Staff Group Rights.
3. Click OKto close the dialog.

Assigning Staff Group Rights

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

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

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

= Binder. These rights allow staff members to create binders, modify binder properties
and staff assignments, override document completion dates, override binder retention
periods, roll forward, finalize, synchronize, back up, and restore binders.
You can also allow staff members to create, modify, and delete binder tabs, empty all
workpapers from the trash, empty Current Editor workpapers from the trash, interface
with tax software, create and receive binder packages, create binder portfolios, and save
binders as templates.

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

= Workpaper. The Workpaper tab contains rights associated with workpapers within the
engagement binders. These rights include creating, deleting/restoring, moving, taking
over, and assigning/unassigning workpapers, as well as deleting workpapers after the
document completion date. This tab also establishes rights for saving workpapers as
templates, locking workpapers, unlocking workpapers, freezing and unfreezing
engagement links, publishing workpapers, and printing workpapers.
In the Trial Balance section of the Workpaper tab, you can also grant rights to create
new trial balances, and save trial balances as templates on this tab.

= Roll forward. These rights allow staff members to select how workpapers are handled
when the binder is rolled over.
In the All Workpaper section, you can grant group members the right to determine
whether a workpaper should or should not be included when the binder is rolled forward.

= Notes. Notes rights include creating/clearing notes, deleting the staff member's own
notes, deleting cleared notes belonging to other members, deleting uncleared notes

belonging to other members, clearing other staff members' notes, and printing a notes
report.
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= Sign Off. The rights on the Sign Off tab include signing off as preparer, signing off as a
first or second reviewer, adjusting sign off dates, and changing the password.

Note: Sign Off as Reviewer is dependent on Sign Off as Preparer. In order to be

able to sign off as reviewer, you must first be able to sign off as preparer.

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

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

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

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

Deleting a Staff Group
To delete a staff group, click the staff group in the left pane and perform one of the following actions:
= Select Edit > Delete.

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

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

Adding Staff Members

After the trial period for using CCH ProSystem fx Workpaper Manager expires, you are required to
have a license for each staff member set up in the Administrator module. See Licensing on page 76
for information on adding licenses.

! Important! Verify that you have the required number of licenses before creating users.

Adding New Staff Members

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

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

Staff Properties @

Stalf Profile | Other Info |

Account information

Login name:” || ™ Inactive

FPazzword: |

Confirm pazsword: |

Staff information

Title: I r
First name:* ’— Department: m
Middle name: ’— Pasition: m
Last name:™ ’— Phore: l—
wiork E-mnail: l— Home E-mail:

Default location: | Browse...

Home Office Server: |<nu:|ne> ﬂ

“Required fields

‘ Cloze | Help

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

Enter a Password of up to 16 characters in the Password field, and then enter it a second time
in the Confirm password field.
If necessary, check the Inactive box to mark the staff member as inactive.

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

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

In the Default location field, enter the name of the computer the staff member uses when
accessing Workpaper Manager, or click Browse to choose the computer associated with this
staff member. This is the default computer associated with this staff member for peer-to-peer
synchronization.

From the Home Office Server drop-down list, select the default office server that contains the
central file rooms and client folders the staff member would normally use. You can change the
home office server and default computer location when logging in to Workpaper Management.
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8.

9.

10.

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

Staff Properties
Staff Profile | Cther Info
Staff groups
Default staff group: Manager
Altemate staff group: <Mone= W

Cnline research or other application login information
Erter the login information for the following applications, if applicable.

Accourting Research Manager (ARM)

User ID:

Password:

New Close Help

In the Online research or other application login information section, under Accounting
Research Manager (ARM), enter the user's ARM user ID and password in the appropriate fields
if the staff member has access to CCH® Accounting Research Manager®. This will allow the
staff to access ARM from the Help > Accounting Research Manager on the Web command or
from the CCH Accounting Research Manager Shortcut in the Binder window without having to
enter the ARM user ID and password.
When you have finished entering information for a staff member, you can do one of the
following:

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

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

Notes:

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

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

Modifying Staff Properties

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

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

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

= Highlight the staff member and select Edit > Delete.

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

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

Notes:

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

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

Overview - Using the Global Profile Manager

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

To view summarized profile information, do the following:

1.

check whether there are workpapers checked out/assigned to the selected profile(s].

| Active Frofiles | Disabled Profes|

| Staff Namé Staff Initialz: ~ Login Mame  Staff Statuz ~ Machine Mame
|1 i, Dgfault D ADMIN KS11WwS0001C...
| [ Staff, Greg GS GSTAFF KS11WwWS0001C...

Manager, Mary MM i b GER K. C

In Workpaper Manager Administrator, select Staff > Profiles. The Global Profile Manager
window displays.

#% Global Profile Manager @

Below iz a list of all profiles that exist across all office servers, Choose a tab to display active profiles or dizabled profiles, Select Scan to

Home Office Server  Profile 1D Staff D

KS11WwWS0001C0308 72004044 |420457F0-7933-11D

KS11WwWS0001C0308  94B8ATDE.. |1FBE5831-BE93-436
i o 103-4D:

3 .

[ Scan ] [Qisable Profile... ] [ Saveﬁeport...] [ Lloze ] [ Help ]

2. The Active Profiles tab is selected by default. The following information is provided:

= Staff Name

= Staff Initials

®= Login Name

= Staff Status

®* Machine Name

= Home Office Server
= Profile ID

= Staff ID

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

information is provided:

= Staff Name

= Staff Initials

®= Login Name

= Staff Status

®* Machine Name

= Home Office Server
= Profile ID

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

Scanning Active Profiles for Workpapers

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

1. In Workpaper Manager Administrator, select Staff > Profiles. The Global Profile Manager
window displays.
Select the staff member(s) to scan by checking the check box(es) on the left.

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

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

#2 Checked OutfAssigned Workpapers @

YWiorkpapers checked out/assigned by selected prafile(s):

Wwhorkpaper “Whorkpaper GUID
= Prafile: Manager, kary at K.5171%/50001C0908
—|Office Server: K511WS0001C0308
=IFile Boom: Primary CFR
= Clignt: ¥ oyodyne
—IBinder: Inventary [CEOBCO2C-89D0-4325-9638-423190FFA3..

—Binder: Main Binder [&432F513-2580-48E4-BES1-430747270 ..
bonthly Trial Balance - 2 Year BECABBES-COBE-4750-325..
Annual Trial Balance - 2 Y'ear E7443E 20 -F1A3-4EGD-942 .

Save Beport... ] [ Cloze

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

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

If a computer or server becomes unavailable, the Global Profile Manager can be used to disable
profiles on that machine. Any workpapers or other information associated with that profile remain on
the machine.

Note: Once a profile has been disabled, it cannot be reactivated from the Global Profile
Manager. If the computer or server becomes available once again, the user can log in to
Workpaper Management on that machine and establish the profile again.

To disable a profile, do the following:

1.

In Workpaper Manager Administrator, select Staff > Profiles. The Global Profile Manager
window displays.

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

%® Disable Profile Confirmation

A zoan is recommended for workpapers that may be checked out or assigned to a profile
before dizabling it. To run a scan, select Scan.

Do you wish to proceed with dizabling the following 1 profile(z)?

Profile information

Staff Mame Machine Mame Profile 1D

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

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

Click Save Report to open the Save Report as a CSV file dialog. The default location for
reports is X:\Pfx Engagement\Admin\Archive (where X represents the drive where

CCH ProSystem fx Workpaper Manager is installed). Keep the default location or select a
different location. The extension must be CSV. Enter a file name and click Save.

Click Close to return to the Disable Profile Confirmation dialog.
Click Yes to disable the profile. The profile is removed from the Active Profiles tab.
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Setting Up Teams

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

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

Managing Teams

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

To set up a team, do the following:

1. Do one of the following to open the Teams dialog:
= Select Staff > Teams.

= Select the Teams icon on the Toolbar.

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

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

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

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

= Delete. Deletes the highlighted team.

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

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

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

1. Do one of the following:
= Select Staff > Team Member Assignment.

1

= Select the Team Member Assignment icon on the toolbar.

The Team Member Assignment dialog displays.

x)

Team Member, Assignment (Main Office Server)

Team properties
Team: Degcription:
“&|| Firrn Staff* [5) |.-’-\II active and inactive firm staff,
~
Ayailable staff Agzigned team members
Staff Mame | Group Staff M ame | Group
Admin, Default Adrnin
— Manager, Mary M anager
Fartrer, Joe Partner
Seniar, Steve Senior
Staff, Greg Staff
< ? < >
ok | Cancel Help

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

1
[_— Note: The staff assigned to the All Firm Staff team cannot be modified. This team always
includes all active and inactive staff of the firm.

3. All existing staff members not already assigned to the selected team display in the Available
Staff list.
To filter the list of staff, you can enter a name or partial name, the asterisk wild card (*), or the
placeholder (?) in the field above Staff Name. To change the way the staff is sorted, click the
Staff Name column header.
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4. To assign staff members to a team, do either of the following:

= Click the Assign All button to move all staff members to the Assigned team members
box.

= Highlight specific staff members and click the Assign button to move the selected staff
to the Assigned team members box.

5. The Assigned team members box displays staff members assigned to the team. To change the
way the team members are sorted, click the Staff Name column header.

6. Tofilterthe list of staff, enter a name or partial name, the asterisk wild card (*), or the
placeholder (?) in the field above Staff Name.

To remove team members from a team, do either of the following:
= Click the Unassign All button to move all team members to the Available staff box.

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

7. Click one of the following when you have finished assigning staff members to teams:
= Click OK to save staff selections and close the dialog.
= Click Cancel to close the dialog without saving your changes.

= Click Apply to save staff selections for the selected team and select another team.
Notes:

# |f your firm has more than one office server, an Admin Synchronization should be performed on
all office servers to update the servers with the changes made to the teams. See Manually
Running an Admin Synchronization on page 88.

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

Licensing

You can purchase licenses for the following:

# CCH ProSystem fx Workpaper Manager - Workpaper Management
# CCH ProSystem fx Workpaper Manager - Trial Balance

Once you have set up your staff members, assign the license information for each specific staff
member so that they can access the programs. See Setting Up Staff Groups and Staff on page 64.
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Adding Licenses

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

Notes:

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

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

Internet Download

To download your Workpaper Manager permission key files, do the following:

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

2. Click OK. The Global fx Login screen displays.

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

4. Click OK.

CD-ROM

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

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

Select the Permission key drive path radio button.

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

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

a M Db
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Assigning Licenses

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

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

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

Note: Be sure you have enough licenses for the number of people who will be using the program.
If you purchase fewer licenses than the number of staff you create during your trial period, the
unlicensed staff members are inactive. Also, if you used the default staff members provided with
the trial program, they are no longer available.

Assigning Licenses Using View by Staff

To assign license information using the Staff view, do the following:

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

License Assignment @
View By 5taff | View By Product
Available licenses: Available staff: Iz
Products Total  Awailable = @ Admin ()
Tiial Balance 500 498 | B% E‘“ —
5 e
U Workpaper Management 50D 4599 Tral Balance
Worcpaper Managemeant
@ Partner {0}
> {57 Serior ()
@ Staff (0)
4

[ ok || Cancel || Hep |

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

*= Products. A description of the application and the CCH Integrated Workpaper Manager
Guide purchased.

= Total. The total number of licenses purchased for the product.

= Available. The number of licenses available for staff assignment.
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On the right side of the dialog, the Available staff box displays the following information:
= Staff Groups. Lists the established staff groups.

= Staff Members. The people to whom you are assigning licenses. Click the plus sign
beside a staff group to display the staff members belonging to the group.

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

= Licensed Products. Assigned products are listed under the user's name. Once a
license is assigned, the staff member can access the product.
2. You can assign the licenses available on the left side of the dialog to the appropriate staff
member listed on the right side of the dialog by doing one of the following:
= (Click the product on the left, click the staff member on the right, and then click the
Assign button pointing to the right.
= Click the product on the left and drag it to the target staff on the right.

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

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

Note: You must have licenses available in order to copy and paste from one staff member
to another.

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

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

3. Click OK to save settings and close the dialog.
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Assigning Licenses Using View by Product

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

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

2. Select the View by Product tab.

License Assignment @
View By Staff | View By Product
Awvailable staff: Available licenses: d=h
Staff Group LA Trial Balance (435) -
Ry ;
T 0 e E-ly Workpaper Managemert (435) |
»
4
] mm b
[ ok J[ cancel |[ Heb

On the left side of the dialog, the Available staff box displays the following information:
= Staff. Lists all staff members available for license assignments.
= Group. Lists the group to which the staff members are assigned.
On the right side of the dialog, the Available Licenses box displays the following information:
= Available Licenses. Lists all available products. The total number of Licenses available
for assignment displays in brackets next to each product.
= Staff Members Assigned. Clicking the plus sign beside a product displays staff
members who have been assigned a license for this product. Once a license is assigned,
the staff member can access the product.
3. You can modify or assign the licenses available on the right side of the dialog to the appropriate
staff members listed on the left side of the dialog by doing one of the following:
= Click the staff member on the left, click the product on the right, and then click the
Assign arrow pointing to the right.
®= Drag the staff member's name from the left column to the appropriate product on the
right.
= Right-click a staff member and click the Transfer Licenses button. Highlight an
unlicensed staff member to which you want to transfer the Licenses and click Paste
Licenses. All licenses except the Workpaper Management license are removed from
the first staff member and assigned to the second staff member.
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= Right-click the staff member that has the licenses you want to copy, and click the Copy
Licenses button. Click the unlicensed staff member to which you want the licenses
copied to and click Paste Licenses. The second staff member now has the same
licenses as the first staff member.
As you match up staff members to licenses, the number of licenses in the Available Licenses
column on the right decreases.

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

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

4. Click OKto save and close the dialog.

Setting up the Administrator Environment

This section provides instructions on setting up office servers that can manage one or more central file
rooms and your client engagement work. You can create multiple office servers. One office server
must be designated as the main office server upon the initial log in to Administrator. For more details
on configuring the main office server, see Initial Login to the Workpaper Manager Administrator on
page 58.

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

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

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

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

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

Client folders may be set up in the central file rooms in the Workpaper Manager Administrator or in
Workpaper Management. When staff members log in to the servers in the office, they can
synchronize client engagement binders with central file rooms.

This facilitates the collaboration of multiple staff members working on the same electronic
engagement binder simultaneously and from remote sites. The client engagement binders must be
created in the local file room and then synchronized to the central file room. You cannot create a client
engagement binder in the central file room.
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You may want only your firm's administrator to set up client folders so you can control the process. Or
you may permit some or all of the staff to set up client folders in the Workpaper Manager program by
utilizing the Staff Group rights in Administrator.

Note: If the administrator sets up the client folder in the Administrator module, the New Binder
Wizard must be used to create a binder for the client in CCH ProSystem fx Workpaper Manager.
See Chapter 6: Creating and Using Binders on page 153, for information on the New Binder
Wizard.

Creating a Secondary Office Server

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

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

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

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

If it becomes necessary to disable the main office server or the administrator of a secondary office
server needs to perform functions limited to the main office server, you can promote a secondary
office server to be the main office server by passing the main office server token to the secondary
server. See Changing the Main Office Server on page 84 for instructions.

If you are setting up a secondary server with synchronization disabled, create an Admin Package on
the main office server before beginning this process, because you need to receive the Admin Package
as part of setup. See Creating an Admin Package on page 84 for detailed instructions.

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

To set up a secondary server, do the following:

1. Loginto CCH ProSystem fx Workpaper Manager Administrator on a computer that has
Administrator installed but does not have an office server associated with it. The Configure
Office Server dialog displays.

Click Next. The Provide office server information dialog displays.

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

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

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

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

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

Check the Disable Admin synchronization box, if applicable.

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

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

Disabling/Enabling Admin Synchronization for an Office Server
To disable or enable Admin Synchronization for an office server, do the following:
1. Inthe Central File Rooms pane, click the Office Servers icon.

Right-click the office server in the List pane.

Select Properties from the pop-up menu. The Office Server Properties dialog displays.

Label =
Server name: * |[KS11WS0001C03903

Dezcription:

Server lype ®

[] Disablg Admin synchranization [Eiew Svhchranization Hixtnr_l.J]
> iz | ok || cancel || Hep |

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

Note: If an office server is disabled because maintenance work is needed, disable the local

file room to central file room synchronization in the central file room properties of the central
file rooms on the office server. Once maintenance is complete, modify both the office server
and CFR properties to allow for synchronization.
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Changing the Main Office Server

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

To change the main office server, do the following:

Log in to the main office server.

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

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

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

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

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

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

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

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

Creating an Admin Package

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

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

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

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

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

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

4. Click OKto create the file and store it in the location specified.
Notes:
® You can use only alphanumeric characters (letters and numbers) in the Admin Package
file name.

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

Attaching the Admin Package to an E-mail

Select Tools > Create Admin Package.

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

Click OK to create the file.

Your email application opens with the file attached so you can send the package to the
appropriate person.

ok~ wDd 2

Note: You cannot use the following characters in the Admin Package file name:
2?2 <>\

Receiving an Admin Package

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

To receive an Admin Package, do the following:

1. Log into the office server that is going to receive the Admin Package.

2. Select Tools > Receive Admin Package.
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3. Select the appropriate folder on the Receive Admin Package dialog.

Receive Admin Package @@
Look jn: | 20 Admin F'ackages v ¢ Y e -

e

My Recent
Docurnents

F——

Desktop

-y

Fy Documents

1

-
My Comnputer
o I .
‘i.) Files of bwpe: Admit Package Files[".474) W
=

IMPORTAMNT: When you receive this admin package, your office server will be
updated with the changes in the admin package, and the package will be updated
with the changes in your office server.

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

Scheduling Admin Synchronization

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

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

A secondary office server must be set up and visible on the main office server before the Scheduled
Task option becomes available. If the secondary office server is not recognized by the main office
server, you need to run a manual admin synchronization on the secondary office server. See Manually
Running an Admin Synchronization on page 88.

Both servers must be enabled for synchronization for an automatic Admin Synchronization to take
place. If a secondary office server is disabled, an Admin Package must be created on the main office
server and received on the secondary office server. See Creating an Admin Package on page 84 and
Receiving an Admin Package on the previous page for instructions.

You can schedule synchronization to take place automatically on the date and time you select. During
synchronization a progress marker displays. You can view the schedule, retry if a synchronization fails,
and view the synchronization history of the office servers involved in the synchronization.
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Note: The first time the scheduler is run, you need to enter the user name and password for the
user who will be logged in to Windows® at the time the synchronization takes place.

To schedule Admin Synchronization, do the following:

Log in to the main office server.
Select Tools > Scheduled Tasks.
Select Main office server synchronization with secondary office servers and click Edit.

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

M wbdh =

5. The Run as field should show the Windows® user name of the user logged into the computer.

Click Set Password to enter and confirm that user's Windows® password. The scheduled task
does not run without this information.

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

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

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

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

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

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

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

11. Click the Settings tab to specify the following:

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

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

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

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

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

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

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

To run a manual Admin Synchronization, do the following:

Log in to the appropriate office server.
2. Select Tools > Manual Admin Synchronization.

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

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

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

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

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

Viewing Admin Synchronization History

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

A synchronization history displays the following information:

* Person currently logged in to the computer

®* Computer name

* QOperating system

®* CCH ProSystem fx Workpaper Manager version number

* (Office server name and whether it is a main or secondary server

®= Office server ID
The synchronization history also displays a list of all synchronization for the server.
To view synchronization history, do the following:

1. Log into the office server.

2. Select the office server in the Central File Room pane.

3. Select File > Properties.

4. Click View Synchronization History. You can save or print the log.
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Viewing the Admin Activity Log

The Admin Activity Log records actions taken within the CCH ProSystem fx Workpaper Manager
Administrator module. This log file lists the date, action taken, result, user, computer, office server,
and, if necessary, the reason an activity fails.

To view the log file, follow these steps:

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

Admin Activity Log @

[ ate Action Result |dzer Computer
E 011 01:18:...  Add Office Server: [Main 0. Success ADRIN WIGGEING
B/82001 07:20....  Add Firr: [My Firm] Success ADMIN WIGGEING
B/A/2011 0218 Add Tearn: [Audit] Success ADMIN WIGGING
B/8/2011 0218, Add Tean: [Tax] Success ADMIM WIGGING
B/8/20011 0218....  Update Team Properties: [...  Success ADMIN WIGGEING
E/8/2011 0234, Create Admin Package: [C:...  Success ADRIM WIGGING
£ ¥

Details. . Print.. Save Az Clear ‘ Claze | Help

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

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

To set firm options, do the following:

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

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

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

= Trash

. When a binder is closed, Workpaper Manager will keep the items in the trash,

prompt the user to empty the trash, or automatically empty the trash, depending on your
selection here.

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

Sign off tab:

= Sign off options:

o

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

Skip Clear Workpaper Sign Off Dates and Times page in Finalize Binder
Wizard. In the Finalize Binder Wizard, a page can display that gives you the
opportunity to clear the workpaper sign off dates and times. By default,

CCH ProSystem fx Workpaper Manager skips this step. If you want to be able to
clear the workpaper sign off dates and times, then uncheck this item.

Retain workpaper sign off history upon binder finalization. Select this
option to retain all workpaper sign off information after binder finalization. When
this option is selected, the option Skip Clear Workpaper Sign Off Dates and
Times page in Finalize Binder Wizard is automatically checked and cannot be
deselected. If this option is not selected, only the final sign off for preparer and
the final sign off for reviewer are retained.
Display indicator when workpapers are modified after reviewed. Select
this option if you want the Modified After Review icon to display for workpapers
that have been modified after review. If you clear this box, the icon does not
display.
Clear Modified After Review icon when either 1st or 2nd Reviewer signs
off. Select this option if you want the sign off of either the 1st Reviewer or the 2nd
Reviewer to remove the Modified After Review icon.
= If you do not select this option and there is only one reviewer, then either
the 1st Reviewer or 2nd Reviewer sign off will remove the icon.
= If you do not select this option and there is both a 1st Reviewer and a 2nd
Reviewer, then only the 2nd Reviewer sign off will remove the Modified
After Review icon. The 1st Reviewer sign off will not remove the icon.
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3.

Workpaper Manager Today tab:
Workpaper Manager Today will display binders in the diagnostics area based on your selections:

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

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

Click OK to exit the dialog.

Setting Admin Synch Options

3.

Select Tools > Admin Synch Options to display the Admin Synch Options dialog.

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

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

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

Click OK to exit the dialog.

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 report provides the following information about each binder:

Office Server

CFR (Central File Room)
Binder Name

Binder ID

Client Name

Client ID

Binder Type

Binder Status

Lead Partner

Client Group
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®* Period End Date

* Report Date

* Report Release Date
# Doc Completion Date
* Finalized Date

®* Retention Period End

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

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

2. Select Run central file room report to update the central file room report. Select View report
from last scheduled task to view the most recent report.

3. If you selected Run central file room report, do the following:

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

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

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

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

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

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

5. Click Exportto Excel®to open an Excel® spreadsheet of the report data.
Click Close to exit the report.

Scheduling the Document Completion Date Report

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

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

1. From the CCH ProSystem fx Workpaper Manager Administrator main menu, select Tools >
Scheduled Tasks. The Scheduled Tasks dialog displays.

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

3. Select the Task tab if it is not already selected.
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10.
11.

12.

13.

14.
15.

16.

In the Run field on the Task tab, the path to the import defaults to X:\Pfx
Engagement\Admin\DCDScheduledReport.exe (where X is the drive where the Administrator
program was installed). You can also browse to another location if that is necessary.

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

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

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

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

}'[fl Tip: We recommend that you schedule the Generate Document Completion Date Report
task to run after the Admin Synch task. This will help to ensure that the Document
Completion Date report is as accurate as possible.

Click Advanced to specify start and end dates and when to repeat the task.

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

Click OK to exit the Advanced Schedule Options dialog.

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

Check the Show multiple schedules box to change or delete schedules. Click the New button
to create a new schedule for the task, which will run after the last schedule is completed. Click
Delete to delete a highlighted schedule.
Click the Settings tab to specify the following:

= Whether to delete the task if it is not scheduled to run again

= Whether to stop the task if it runs beyond a time you specify

= To only start the task if the computer has been idle for a specified time or to stop the task
if the computer becomes active

®= Whether to start the task if the computer is running on batteries, stop the task if battery
mode starts, and wake the computer to run the task

Click OK to save your schedule and exit the Windows® scheduler.

Click Settings to display the Document Completion Date Report dialog and select the
appropriate settings.

Click Close to exit the Scheduled Tasks dialog.
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Creating a Central File Room

You can create central file rooms on the main office server or a secondary office server, depending on
the server you are logged in to. A central file room is used to store client folders, which can be created
in the Administrator module or in Workpaper Management. A client's binders can only be created in
the client folder in a local file room in Workpaper Management and must be synchronized with the
central file room to copy the binder information to the central file room.

Note: If a secondary office server has been disabled for synchronization, an Admin Package
needs to be created on the main office server and then received by the secondary office server for
the central file room to display in the secondary office server.

You can create as many central file rooms as you need.

To create a central file room, do the following:

1. Inthe Central File Rooms pane, select the office server where you want to create the central file
room. If you are logged in to the main office server, you can select it or any secondary office
server. If you are logged in to a secondary office server, you can create central file rooms only on
that server.

2. Inthe lower left pane, do one of the following to open the Central File Room Properties dialog:
= Select File Rooms > Create Central File Room.
= Right-click an office server and then select Create Central File Room.
& = Click the Create Central File Room button on the toolbar.

Central File Room Properties @

Central File Foom details
MName:*

Frimary CFR

Dezcription:

Office Server details

Office Server; | KS11WS0001C0303

Lacation of Central File Room waorkpapers:*

Browse. ..

[CFR narme will be appended to workpapers path.]

[] Dizable LFF ta CFR synchronization

“Required field [ Cancel H Help ]

3. The Name field is mandatory. Enter a name of up to 64 characters for the central file room. This
name displays with its own icon under the respective office server icon. You may also enter a
description.
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4. Enter the path where the central file room binders are to be stored or click Browse to select a
drive and directory. The location must be on the computer where the Administrator is installed;
however, any drive and directory available on the computer (local or network) can be chosen.
The default is X:\Pfx Engagement\ADMIN\Data (where X represents the drive where the
Administrator module was installed). You can click the New Folder button to create a new
folder for the binders.

5. Enter the path where the central file room workpapers are to be located or use the Browse
button to select a drive and directory. Choose any drive or directory on the computer or available
network connection except directories already used by other central file rooms. The default is
X:\Pfx Engagement\ADMIN\Workpapers, where X is the drive where the Administrator module
is installed.

You can click New Folder to create a new folder for the workpapers.

6. To disable synchronization, check the Disable LFR to CFR synchronization box. Binders
cannot be synchronized with the central file room when synchronization is disabled.

7. Click OK to save the information and close the dialog.

Disabling/Enabling Synchronization on a Central File Room

Notes:

* You may disable synchronization of binders from local file rooms to the central file room when
maintenance is performed on the server with the central file room.

* |f a central file room is disabled for synchronization, binders are locked and cannot be
synchronized with the central file room.

# |f a central file room is enabled for synchronization, local file rooms can synchronize binders with
the central file room.

To disable or enable the synchronization of a central file room, do the following:

1. Inthe Central File Room pane, right-click the file room you want to disable or enable.
Select Properties from the pop-up menu.

Check the Disable LFR to CFR synchronization box to disable synchronization of binders to
the central file room. Remove the check mark to enable the central file room for binder
synchronization.
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Setting Up Client Folders

New clients can be added in the Administrator module, but you must use the Workpaper Management
program to add client binders for new clients.

To add a new client in a central file room, do the following:

1. Todisplay the Create New Client dialog, click the central file room in which you want to add a
client and do one of the following:

= Select File Room > New Client.
= Right-click the Central File Room icon and select New Client.
= Click the New Client button on the toolbar.

2. Enter the client information on the Profile tab. An entry in the Client name 1 field (Last name
field if you select Individual as the Entity type) is required and can contain up to 64 characters.
The name you enter becomes the client folder name.

Create New Client EI

Profile | Group || Contacts

Cliert ID: Entity type: | Corporation w
Cliert name 1:*

Cliert name 2

Address 1:

Address 2:

City:

State: Zip Code:
Country:

Phone #: Fax #:
URL:

Primary email:

Secondary email:

Industry type: <Nonez W
Federal 1D State 1D:
* Required field
[ QK ] [ Cancel ] [ Help ]

3. If you want to add the client to one or more client groups, select the Group tab and check the
box next to the group or groups you want to add the client to. You can also do this at a later time
using the File Rooms > Assign Clients to Groups option. See Adding a Client Group on
page 104 for setting up the client groups.

4, Select the Contacts tab.
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5. Click New and enter the information as desired. An entry in the Last Name field is required. To
continue entering contacts for the client, click Save and New. You can use the left and right
arrow buttons to move to the previous or next contact entered.

6. When you have finished entering contact information and have saved all the data, click OK to
exit the dialog.

You can use the Properties command to change client information entered earlier. The profile
information entered in this dialog is available for linking into Excel® and Word workpapers. See
Chapter 9: Using Microsoft® Excel® on page 448 and Chapter 10: Using Microsoft® Word on
page 471, for information on linking these fields.

Deleting a Client
To delete a client, click the client folder in the left pane and then do one of the following:
*= Select Edit > Delete.

*= Right-click the Client Folder and select Delete Client.
> #= Click the Delete button on the toolbar.

When the confirmation dialog displays, click Yes to delete or No to cancel the deletion.

Notes:

* You must remove all binders from the client folder before it can be deleted.

* To delete a client on a secondary office server when logged in to the main office server, there
must be a connection between the servers, and they must be enabled for Admin
Synchronization.

Deleting a Central File Room
To delete a central file room, click the icon of the file room to delete and do one of the following:
*= Select Edit > Delete.

® Right-click and select Delete CFR from the pop-up menu.
p * Click the Delete button on the toolbar.

When the confirmation prompt displays, click Yes to permanently delete the central file room. This
deletes the central file room from Workpaper Manager Administrator.

Notes:

* The CFR to be deleted must not contain any client folders or binders.

* \When logged in to the main office server to delete a central file room on a secondary office
server, there must be a connection between the servers and they must be enabled for
synchronization.

Chapter 3: Workpaper Manager Administrator « 97



Deleting a Secondary Office Server

You cannot delete a secondary office server if it contains any central file rooms. You must first move
the client binders in the central file rooms to a different central file room(s) on a different server. After
removing the binders, you must delete the central file rooms. See Moving Binders on page 120.

To delete the secondary office server, do the following:

1. Inthe Central File Room pane, select the secondary office server to delete and do one of the
following:

= Select Edit > Delete.
= Right-click and select Delete Server.
b4 = Click the Delete button on the toolbar.

2. Click Yes to delete the office server.

If more than one secondary office server has been configured, run a manual Admin Synchronization to
update the other secondary office servers. See Manually Running an Admin Synchronization on
page 88.

Deleting the Secondary Office Server Program

To completely delete a secondary office server, you also need to manually remove the programs from
the computer where the secondary office server was located. Once you have removed the programs
listed below, you can use Microsoft® Explorer to delete the Workpaper Manager directory on the local
drive of the computer.

To manually remove the secondary office server program, do the following:

1. Right-click My Computer on your Windows® desktop and select Manage. The Computer
Management window displays.

Select Services under Services and Applications.

3. Inthe list of services in the right-hand pane, right-click SQL Server®
(PROFXENGAGEMENT) and select Stop.
Select File > Exit to close the Computer Management window.

5. Select Start > Control Panel, and then double-click Add or Remove Programs. The Add or
Remove Programs window displays.

6. Remove the CCH ProSystem fx Workpaper Manager program.

Managing Binder Types

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. Binder types
allow you to specify completion date calculations and retention period calculations for binders used for
different purposes. You can view, create, edit, and delete types of binders from the Workpaper
Manager Administrator module.
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Creating a New Binder Type

To create a new binder type, do the following:

1. Select File Rooms > Binder Types. The Binder Types dialog displays.

Binder Types @

Mame Docurnent Completion Date Calculation Fetention Period Calculation
Audit Report Releaze Date + 45 daps Drate OF Report + 7 years Mew
Bankruptoy N M A,
Buginess Valuation  MN/A& Mia
Collateral Review M A8, Mia
Compilation Report Releaze Date + 45 daps Drake OF Repart + 7 years
Corespondence e M A, E]
Litigation [ M A,
Other I A, M8 E]
Permanent M A8, Mia
Revigwm Report Releaze Date + 45 daps Drake OF Repart + 7 years
Taw Accrual M A8, Mia
Taw Retumn M8, Mia
£ >
[] Shaw deleted binder types
Save l [ Cancel ] [ Help

2. Click New. The New Binder Type dialog displays.

Enter a name for the new binder type in the Name field. This field is required. Once the Name
field is filled, the OK and New buttons become active.

1
[ Note: Duplicate binder type names are not allowed.

4. Select Date of Report or Report Release Date in the Beginning of assembly period
drop-down list to set the date from which Workpaper Manager calculates the document
completion date. Select N/A if you do not want Workpaper Manager to calculate the document
completion date.

5. Enter the appropriate information in the Length of assembly period field. The entry may be
between 1 and 365 days.

6. Select Date of Report, Report Release Date, or Document Completion Date in the Start
of retention period drop-down list to set the date from which Workpaper Manager calculates the
End of Retention Period. Select N/A if you do not want Workpaper Manager to calculate the
retention period.

7. Use the spin box or type the appropriate information in the Duration of retention period field.
The entry may be between 1 and 10 years.

8. Click New to save the binder type and begin creating another. Click OK to save the binder type
and close the New Binder Type dialog.
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Editing an Active Binder Type

To edit an active binder type, do the following:

1. Select File Rooms > Binder Types. The Edit Binder Type dialog displays.

Edit Binder Type %]

Docurnent Completion D ate Calculation
Beginring of assembly perind: | Feport Release Date w

Length of azzembly period: 45 dapls]

Fetention Period Calculation

Start of retention penod: Date OF Repart I
Duration of retention period: 7 yeails]
[ 0k ] [ Cancel ] [ Help ]

Select the binder type to edit and click Edit. The Edit Binder Type dialog displays.

If this is a binder type you have created, you can edit the Name field. Edit the information in the
Document Completion Date Calculation and Retention Period Calculation sections as
necessary.

1
[ Note: You cannot edit the name of a standard binder type.

Click OK to close the Edit Binder Type dialog.

5. Click Save on the Binder Types dialog to save your changes and exit the dialog. Click Cancel
to discard your changes and exit the Binder Types dialog.

Deleting a Binder Type

1l

[ Note: You cannot delete standard binder types.

If a Central File Room or Manual Admin Synchronization has not occurred since you created the
binder type, you can perform a "hard delete." The binder type is permanently deleted.

If a Central File Room or Manual Admin Synchronization has occurred since you created the binder
type, you can perform a "soft delete." The deleted binder type no longer appears as an option in the
Type drop-down list, but any binders of that type already created remains.

A soft delete occurs in any of the following situations:

= The custom binder type has been saved in the Binder Types dialog and a user has opened
Workpaper Manager Workpaper Management, which causes the binder types to synchronize.
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= The custom binder type has been saved in the Binder Types dialog and an Admin Synch has
been performed.

= The custom binder type has been saved in the Binder Types dialog and a binder has been
changed to this binder type in the Administrator binder properties.

= The custom binder status has been saved in the Binder Types dialog and any binder has been
archived or unarchived in Administrator.

Deleting a Binder Type Before Synchronization

To hard delete a binder type you have created, do the following:

Select File Rooms > Binder Types. The Binder Types dialog displays.

2. Select the binder type to delete and click Delete. A confirmation box asks you to confirm the
deletion.

3. Click Yes to delete the binder type. Click No to cancel the deletion.

Click Save on the Binder Types dialog to save your changes and exit the dialog. Click Cancel
to discard your changes and exit the Binder Types dialog.

I wa rning! If you delete a binder type, you can view and edit it by checking the Show deleted

binder types box on the Binder Types dialog. However, once you click Save, the binder type is
permanently deleted.

Deleting a Binder Type After Synchronization

Notes:

* This process applies if a Central File Room or Manual Admin Synchronization has occurred.
*# You can delete only binder types that you have created. You cannot delete standard binder
types. When a standard binder type is selected, the Delete button becomes inactive.

To soft delete a binder type you have created, do the following:

Select File Rooms > Binder Types. The Binder Types dialog displays.

2. Select the binder type to delete and click Delete. A confirmation box asks you to confirm the
deletion.

3. Click Yes to delete the binder type. Click No to cancel the deletion.

Click Save on the Binder Types dialog to save your changes and exit the dialog. Click Cancel
to discard your changes and exit the Binder Types dialog.

Notes:

* This process applies if a Central File Room or Manual Admin Synchronization has occurred.

*# You can delete only binder types that you have created. You cannot delete standard binder
types. When a standard binder type is selected, the Delete button becomes inactive.
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Warning! If you delete a binder type, you can view and edit it by checking the Show deleted
binder types box on the Binder Types dialog. However, once you click Save, the binder type is
permanently deleted.

Editing a Deleted Binder Type

To edit a binder that has been deleted, do the following:

Select File Rooms > Binder Types. The Binder Types dialog displays.
Check the Show deleted binder types box. Binder types you have deleted since the last save
display in red print.

Note: If you have saved changes to the Binder Types dialog since deleting the binder type,
it does not appear. You must create the binder type again.

Select the deleted binder type to edit and click Edit. The Edit Binder Type dialog displays with
all fields inactive.

Check the Activate Binder Type box. All fields become active.

Edit the information in the Document Completion Date Calculation and Retention Period
Calculation sections as necessary.

Click OK to save your changes.

Click Save on the Binder Types dialog to save your changes and exit the dialog. Click Cancel
to discard your changes and exit the Binder Types dialog.

Managing Binder Statuses

In Administrator you can view binder statuses and create, edit, and delete custom binder statuses.

Creating a New Binder Status

To create a new binder status, do the following:

M wbdh =

Select File Rooms > Binder Statuses. The Binder Statuses dialog displays.
Click New. The New Binder Status dialog displays.
Enter the name of the new binder status.

Click New to save the new binder status and create another binder status. Click OK when you
are finished creating new binder statuses.

Editing an Active Binder Status

To edit the name of a binder status, do the following:

1.
2.

3.

Select File Rooms > Binder Statuses. The Binder Statuses dialog displays.
Select the binder status to edit.
Click Edit. The Edit Binder Status dialog displays.
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4. Change the name of the binder status.
5. Click OK.

Note: Only custom binder statuses can be edited. The system-defined statuses (In Process,
Finalized, and Archived) cannot be edited.

Deleting a Binder Status

If you create a binder status and choose to delete it before the binder statuses have synchronized to
Workpaper Management, you can perform a "hard delete." The binder status is permanently
deleted.

If the binder statuses have synchronized after you created the binder status, you can perform a "soft

delete." The deleted binder status no longer appears as an option in the Status drop-down list of the
Binder Properties dialog. However, any binders with this status already assigned will remain. A soft

delete occurs in any of the following situations:

®* The custom binder status has been saved in the Binder Statuses dialog and a user has opened
Workpaper Manager, which causes the binder statuses to synchronize.

®* The custom binder status has been saved in the Binder Statuses dialog and an Admin Synch
has been performed.

®# The custom binder status has been saved in the Binder Statuses dialog and the custom binder
status was previously saved as the status of a binder in the Administrator binder properties.

= The custom binder status has been saved in the Binder Statuses dialog and any binder has
been archived or unarchived in Administrator.

Note: Only custom binder statuses can be deleted. The system-defined statuses (In Process,
Finalized, and Archived) cannot be deleted.

To delete a binder status, do the following:

Select File Rooms > Binder Statuses. The Binder Statuses dialog displays.
Select the binder status to delete.

Click Delete.

Click Save.

M w bdh =

Editing an Inactive Binder Status

To activate and edit a binder status that has been soft-deleted, do the following:

Select File Rooms > Binder Statuses. The Binder Statuses dialog displays.

2. Check the Show deleted binder statuses box. Binder statuses you have deleted since the
last save display in red.

Note: If you have saved changes to the Binder Statuses dialog since deleting the binder
status, it does not appear. You must create the binder status again.

3. Select a deleted binder status and click Edit. The Edit Binder Status dialog displays.
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Check the Activate Binder Status box. The Binder status name field becomes active.
Edit the binder status name if necessary.

Click OK to save your changes.

N o g M

Click Save on the Binder Statuses dialog to save your changes and exit the dialog.

Managing Client Binders

Individual client binders are created in the Workpaper Management program. Once they are created
and synchronized to the main or secondary office server, you can perform certain actions with the
binders from the Administrator module, including the following:

®* (Creating, editing, and deleting client groups
* Assigning clients to client groups

* Assigning staff and teams to binders

* Archiving binders that are finalized

# Unarchiving binders, if necessary

# Unfinalizing binders, if necessary

Adding a Client Group

Client Groups allow you to organize processing for your firm by grouping clients with common
requirements. Clients can be assigned to multiple client groups. Client Groups are created within the
Admin module on the main office server.
1. Select one of the following to add a new Client Group:
= File Rooms > Client Groups.
[uE] = Click the Client Groups button on the toolbar.
The Client Groups (Main Office Server) dialog displays.

Client Groups (Main Office Server)

M ame Dezcription Mew
Audit - Hon Profit Exempt Org Clients

T ax Individual 1040 Clients

L4 >

Cloze Help

2. Click New. The New Client Group dialog displays.
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3. Complete the information in the following fields:
= Name. Enter the name of the new client group. This field is required.
= Description. Enter a description of the new client group.

4. Click OKto save.

Editing a Client Group

1. Select File Room > Client Groups or click the Client Groups button on the toolbar.
2. Select a Client Group and click Edit. The Edit Client Group dialog displays.
3. Edit the applicable information in the Name and Description fields and click OK to save.

Deleting a Client Group

1. Select File Room > Client Groups or click the Client Groups button on the toolbar.
2. Highlight the client group you want to delete and click Delete.
3. When the confirmation message box displays, click Yes to delete or No to cancel the deletion.

Note: Clients that are assigned to deleted client groups will be unassigned. The client properties
for clients in that group no longer reflect that the client is assigned to that group.

Assigning Clients to Client Groups
To assign clients to Client Groups on the Office Server, do the following:
1. Do one of the following:

= Select File Rooms > Assign Clients to Groups.
L = Click the Assign Clients to Groups button.
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The Assign Clients to Groups dialog displays.

=

fissign Clients to Groups

Client group: Descnption;
audit - Mon Profit (0] |EHempt Org Clients
Available clients Azzigned clients
Client Mame | I} | Entity Type 'l Client Hame | 1D | Enitity Type -

Bonneville Steel Bo.. Corporation (33
Media Graphicz C... Me... Corporation

22 =

Ok | Cancel Help

2. Select a client group from the drop-down list. The client group's description displays in the
Description field.

= Available clients. Lists clients not previously assigned to the selected client group. You
can enter text, wildcards (*), and placeholders (?) in any of the filter fields to filter the
various columns listed below.

= Client Name. Lists the client name.
= |D. Lists the client ID.

= Entity Type. Use the drop-down list to change the filter to one of the following:
None, Entity Type, or Industry Type.
= Assigned clients. Lists clients previously assigned to the selected client group. You can
enter text, wildcards (*), and placeholders (?) in any of the filter fields to filter the various
columns.
= Client Name. Lists the client name.
= ID. Lists the client ID.
= Entity Type. Use the drop-down list to change the filter to one of the following:
None, Entity Type, or Industry Type.

3. You can select one or more clients from the Available client box and click the Assignh button.
The selected client(s) now display on the right side of the dialog. You can unassign clients by
highlighting the client(s) and clicking the Unassign button. The selected client(s) now display
on the left side of the dialog.
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4. Click Apply to save the changes and continue to assign clients, if necessary.

5. Click OK to save the changes and close the dialog.

Assigning Staff Members to Binders

The people who work on an engagement binder are called staff members. Staff members can be
assigned to engagement binders in either Administrator or Workpaper Management. You must be a
binder staff member in order to open and use the binder.

To assign staff members to binders in the Admin module, do the following:

1. Click the binder where you want to assign the Staff members and do one of the following:
= Select Staff > Assign Binder Staff.
= Select File > Properties. Select the Binder Staff tab and click Assign.
= Right-click the binder in the right pane and select Assignh Binder Staff.

= Right-click the binder and select Properties. Select the Binder Staff tab and click
Assign.

= = Click the Properties toolbar button. Select the Binder Staff tab and then click Assign.

The Assign Binder Staff dialog displays.

Assign Binder, Staff @

Available beams or gtaff Azzigned binder teams and staff
Wiew: (e gIE (" Bytean By staff
Mame | Mame /| Group
¥ iﬁ &l Firm Staff*
7 Admin, Defaul Adriin
m ﬂ kM anager, Mary tanager
ﬂ £ Patner. Joe Paitrer
Senior, Steve Seni
F\ssign] ﬁ Bt
7 Staff, Greg Stalf
«

_ Eoperies | _ Fuoperies | _Chere Grop.|
[ ok ]| cacdl | Hep |

2. Inthe Available teams or staff list, select one of the following options:
= View: All. Lists all teams and staff members that are not assigned to this binder.

= View: By team. Lists the teams, if any, that were set up in the Admin module that are
not assigned to this binder.

= View: By staff. Lists all staff members that are not assigned to this binder.

3. Click the staff member's name or team's name, then click the Assign button. The selected staff
members now display on the right side of the dialog as Assigned binder teams and staff.
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You can select multiple staff or teams by holding down the Ctrl or Shift keys.

Note: When staff members are added to or removed from the team in the Admin module,
the staff members are automatically added to or removed from the team assigned to the
binder.

4. Click OK to accept the assignments.

The next time the binder is synchronized from the central file room to the local file room, the
binder staff assignments will be active.

Archiving a Binder

1 d

Binders that have been finalized in CCH ProSystem fx Workpaper Manager can be archived in
Administrator. The Archive feature compresses the binder into one file, making it easy for you to store
on your network or on a backup system. If you need to restore an archived binder, see Unarchiving a
Binder on the facing page.

To archive a binder, follow these instructions:

1. Click the binder you want to archive and do one of the following:
= Select File Rooms > Archive Finalized Binder.
= Right-click the binder and select Archive Finalized Binder.
= Click the Archive Finalized Binder button on the toolbar.
The Archive Finalized Binder dialog displays.

Archive Finalized Binder E

File narme:

|MegaGra|:uhics-M egagrafis-tegaGraphics Corporation-12-31-20C

Destination Path:

|C:'\F‘f:-: Engagement Al IMVArchive Browse...
0k | Cancel | Help |

The Archive Finalized Binder dialog displays a default file name consisting of the client folder
ID and name, binder ID and name, and binder current period end date.

2. Click Browse to open a dialog where you can select the drive and directory where you want to
store the archived file. The path defaults to X:\Pfx Engagement\ADMIN\Archive, where X is the
drive where CCH ProSystem fx Workpaper Manager Administrator is installed.

3. You can change the default file name or the default path by entering the pathway or the file
name for the archived binder in the Destination Path field. The file extension defaults to EAB.

4. Click OKto archive the binder. The binder is compressed into one file and stored in the chosen
destination path. Archived binders listed in the central file room are identified by the Archived
Binder icon.
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& 5. Click OKon The selected binder was successfully archived dialog or click View Log to see a
log of archived/unarchived binders. To view the log at a later time, navigate to X:\Pfx
Engagement\Admin\Admin Share\archive log, where Xis the drive where the Administrator
module is installed.

Unarchiving a Binder
If you need to retrieve an archived binder, you can use the Unarchive Binder feature.
1. Click the binder you want to unarchive and do one of the following:

= Select File Rooms > Unarchive Binder.
= Right-click the binder and select Unarchive Binder.

- |

i | = Click the Unarchive Binder button on the toolbar.

2. The binder is unarchived automatically.

3. Onthe confirmation message, click OK to close the dialog or click View Log to view a log of the
unarchived binders.

If the archived binder you want to unarchive is not in the central file room, do the following:

1. Do one of the following:
= Select File Rooms > Unarchive Binder.
:& = Click the Unarchive Binder button on the toolbar.

2. Use the Look in field to locate the archived file. The default path is X:\Pfx
Engagement\ADMIN\Archive, where X represents the drive where CCH ProSystem fx
Workpaper Manager is installed. The file type is Binder Archive File (EAB).

3. Highlight the archived file and click Open.

On The selected binder was successfully unarchived dialog, click OK to close the dialog or
click View Log to view a log of the archived/unarchived binders. The archived file is
uncompressed and restored in the central file room.

Unfinalizing a Binder

Binders that have been finalized in CCH ProSystem fx Workpaper Manager can be unfinalized in the
Administrator module, allowing binder staff members to access the binder and make any necessary
changes. The read-only restriction is removed; however, any team or open item notes are not
restored.

For detailed instructions, see Finalizing Binders on page 208.
To unfinalize a binder, do the following:
1. Highlight the finalized binder and do one of the following:
= Select File Rooms > Unfinalize Binder.

= Right-click the finalized binder and select Unfinalize Binder.
= Click the Unfinalize Binder button on the toolbar.
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2. Click Yes to confirm the action to unfinalize the selected binder.

The binder is unfinalized, and the next time the binder is synchronized from the central file room
to the local file room, binder staff members can modify the binder as required.

Moving Binders

You can move binder database information from one bin to another. You can move binders singly or in
multiples by selecting one or more binders at a time. One purpose for moving binders is to keep the
capacity of bins less than the warning level of 3.0 GB.

A binder can be moved only under the following conditions:

* The target bin must be different than the source bin.
& Capacity of the target bin must be less than the warning level of 3.0 GB.
# A connection can be made with the office server/terminal services database.

To move binders, do the following:
1. Inthe Bin Manager Utility, highlight the office server and the bin that contain the binder(s) you
want to move.

Select the binder(s) to be moved by using the Ctrl or Shift keys.

Either drag the binders to the target bin or use the Cut and Paste functions to move the binders.
A warning message asks you if you are sure you want to move the binder(s).

4. Click Yes. The Move Binder Job Queue dialog opens, displaying the status of each binder as it
is moved.

Moving Binders to Another Client Folder in the Same CFR

In the Admin module, you can move binder(s) from one client folder to another in the same central file
room. Binders that are finalized, archived, or in use by another binder staff member cannot be moved
to a different client folder.

You can move a binder using either of the following methods:

Moving a Binder Using Drag and Drop

Click the binder you want to move.

2. Drag the binder from the List pane to the new client folder on the same central file room in the
Central File Rooms pane. The binder is moved to the new client folder and deleted from the
original client folder.

Moving a Binder Using Cut and Paste

1. Click the binder you want to move and select Edit > Cut.
2. Click the client folder on the same central file room where you want to move the binder.

Select Edit > Paste. The binder is moved to the new client folder and deleted from the original
client folder.

Note: You can move multiple binders using the Ctrl or Shift keys.
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Moving Binders to a Different CFR on the Same Office Server

Binders must have been synchronized to the central file room. Archived binders and binders that are in
use by another binder staff member cannot be moved.

To move binders to a different central file room, do the following:

1. To move all binders assigned to a client folder, click the folder. To move a single binder, click
the binder. To move multiple binders assigned to a client folder, use the Ctrl or Shift key to
select the binders.

2. Drag the client folder or binder(s) from the List pane to the new central file room in the Central
File Room pane.

3. Select Yes on the confirmation message to move the folder or binder. Select No to cancel the
process.

The binder(s) are associated with the new central file room. If the client folder associated with the
binder(s) does not already exist in the new central file room, the client folder is copied there. The
client folder in the original central file room is not deleted.

Moving Binders to a CFR on a Different Office Server

Binders can be moved from a central file room on the main office server to a central file room on a
secondary office server. You cannot move binders from a secondary office server to another office
server.

To move a binder, do the following:

1. To move all the binders assigned to a client folder, click the client folder. To move a single
binder, click the binder. To move multiple binders assigned to a client folder, use the Ctrl or Shift
key to select the binders.

2. Drag the client folder or binders from the List pane to the new central file room in the Central
File Room pane.

3. If both office servers are enabled for synchronization, a confirmation message displays. Select
Yes to move the binder(s) or select No to cancel the process.

The binders in the original central file room display with an "in-transition binder" icon. While a binder is
in transition, the following cannot be done:

* Binder staff members cannot synchronize the binders from the local file room to the original
central file room.

* An administrator cannot change the binder properties of the binders in the original central file
room.

®* An administrator cannot delete the binders in the original central file room.
®* An administrator cannot modify the client properties for the client associated with the binders.

If both office servers are enabled for synchronization, the binders are copied to the new central file
room. The client folder in the original central file room is not deleted.
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Moving Binders to a CFR on a Disabled Office Server

Binders can be moved from a central file room on the main office server to a central file room on a
disabled secondary office server. See the procedure above, Moving Binders to a CFR on a Different
Office Server, for more information.

To move binders, do the following:

1. To move all the binders assigned to a client folder, click the client folder. To move a single
binder, click the binder. To move multiple binders, use Ctrl and Shift.

2. Drag the client folder or binder(s) from the Contents pane to the new central file room in the
Central File Room pane.

3. If only one binder is being moved, the Create Transition Binder Package dialog displays.
Choose one of these options:

= Save package to a file. The File name field displays the default path and file name for
the transition binder package. You can enter a different path and/or file name or click
Browse to open the Save As dialog and select a different path.

= Send package via email. Your email application opens with the binder package
attached.

If multiple binder packages are being moved, the Location to Save Transition Binder Packages
dialog displays. Select the drive and directory where you want to save the packages. You can
click New Folder to create a new directory. Click OK.

4. A confirmation dialog displays when the transition binder package(s) have been successfully
created. You can do one of the following:

= Select Print to print a report listing the transition binder packages and location of the
transition binder package file.

= Select Save As to save the report to a file.

5. After the transition binder package(s) is created on the main office server, an administrator at
the secondary office server must receive the transition binder package. The binder displays in
the central file room on the secondary office server.

6. To delete the in-transition binder on the main office server, an Admin Package must be created
by an administrator on the secondary office server and received by an administrator on the main
office server. See Creating an Admin Package on page 84 and Receiving an Admin Package
on page 85 for instructions.

Receiving Transition Binder Packages

Transition binder packages are created when binders are being moved from a central file room on one
office server to another office server that is not connected to the network.

To receive a transition binder package, do the following:
1. Log into the office server that is going to receive the Transition Binder Packages.

Select Tools > Receive Transition Binder Package.

3. Onthe Receive Transition Binder Package dialog, select the folder containing the
package(s).
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4. Select the AZB transition binder package file and click OK. The binders display in the central file
room of the secondary office server.

To remove the in-transition binder from the Central file Room on the main office server, an
administrator on the secondary office server must create an Admin Package to be received by
an administrator on the main office server.

Deleting a Binder
To delete a binder, do the following:

! Important! If you delete a binder, you permanently remove the binder and all its contents.

Click the binder you want to delete.
2. Select Edit > Delete, click the Delete button, or right-click the binder and select Delete
Binder from the pop-up menu.

3. A message box prompts you to confirm the delete. To delete the binder, click Yes. To cancel
the deletion, click No.

Deleting Multiple Binders with the Delete Binders Utility

The Delete Binders Utility allows you to filter, select, and delete multiple binders at once. This is
useful when you need to locate and purge binders that have passed the retention period.

! Important! If you delete a binder, you permanently remove the binder and all its contents.

To use the Delete Binders Utility, do the following:

1. Open Windows® Explorer and browse to X:\Pfx Engagement\Admin\Utilities\Delete Binders
(where X represents the drive where the CCH ProSystem fx Workpaper Manager Administrator
program is installed).

Double-click PfxBindersDeletion.exe to open the Delete Binders Utility.
In the Report Filters section, select one of the following Include options:
®= All binders
= Only finalized binders
® Only archived binders
= Only archived and finalized binders
4. Select one of the following date ranges:
* No date range
®* Yearend
®* Period end
®* Document completion date

= Retention period

Due date

Finalized
Created
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If you selected an option other than No date range in step 4, enter the start and end dates.
Click Update Report. The table is populated with the binders that match your criteria.
Use the column headings to further filter your results.

® N o O

Select the binders you want to delete. Select the check box at the top of the left-hand column to
select all binders in the list.

9. Click Export if you want to export the current list, including an indication of whether they are
selected to be deleted.

10. Click Delete Binders to delete the selected binders.

Instructions for using the Delete Binders Utility are also included in the X:\Pfx
Engagement\Admin\Utilities\Delete Binders folder.

Using the ProSystem fx Practice Interface

CCH ProSystem fx Workpaper Manager Administrator now interfaces with ProSystem fx Practice
version 7.0 or higher, allowing access to valuable features in ProSystem fx Practice. These include
the following:

* |nquiry Module, which allows you to quickly look up or edit client information.

* The ability to link projects and clients so that edits made in CCH ProSystem fx
Workpaper Manager are automatically updated in ProSystem fx Practice.

Linking and Editing Projects

A binderin CCH ProSystem fx Workpaper Manager correlates to a project in ProSystem fx Practice.
You cannot tell by looking at binders whether they are already linked or not. However, the system
automatically produces the correct dialog. If you need to link, the Select Project to Link dialog opens.
If the project is already linked, the Edit Project dialog opens.

To link a project, do the following:

Highlight the binder.

2. Select File Rooms > ProSystem fx Practice Interface > Edit Linked Project, or right-click
the highlighted binder and select Edit Linked Project from the pop-up menu. If the project is
not yet linked, the Select Project to Link dialog opens so that you can link the project. (If
ProSystem fx Practice is not already running, you must log in first. Then the Select Project to
Link dialog opens.)

3. Specify the ProSystem fx Practice Client ID and the Workpaper Manager ID from ProSystem fx
Practice. The display area will show the ProSystem fx Practice projects that are associated with
that client.

4. If you do not see the project you want, check the Include projects already linked box.
Highlight the project to which you want to link.

Click Link.
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To edit linked projects, do the following:

Highlight the binder and right-click to open the pop-up menu.

2. Select Edit Linked Project. If the project is already linked, the ProSystem fx Practice Edit
Project dialog box opens. (If ProSystem fx Practice is not already running, you must log in first.
Then the Edit Project dialog opens.)

3. Edit as directed by ProSystem fx Practice Help.

Linking and Editing Clients

You can link a CCH ProSystem fx Workpaper Manager client to the same client in ProSystem fx
Practice. You cannot tell by looking at CCH ProSystem fx Workpaper Manager clients whether they
are already linked or not. However, the system automatically produces the correct dialog. If you need
to link, the Select Client to Link dialog opens. If the client is already linked, the Edit Client dialog
opens.

To link a client, do the following:

1. Select the client name.

2. Select File Rooms > ProSystem fx Practice Interface > Edit Linked Client, or right-click
the highlighted client name and select Edit Linked Client from the pop-up menu. If the client is
not yet linked, the Select Client to Link dialog opens so that you can link the client. (If

ProSystem fx Practice is not already running, you must log in first. Then the Select Client to
Link dialog opens.)

3. Specify the ProSystem fx Practice Client ID and the Workpaper Manager ID. (Only unlinked

ProSystem fx Practice clients will be available for selection.)

4. Click Link.
To edit linked clients, do the following:

1. Select the client name.

2. Select File Rooms > ProSystem fx Practice Interface > Edit Linked Client, or right-click
the client name and select Edit Linked Client from the pop-up menu. If the client is already
linked, the ProSystem fx Practice Edit Client dialog box opens. (If ProSystem fx Practice is not
already running, you must log in first. Then the Edit Client dialog opens.)

3. Edit as directed by ProSystem fx Practice Help.

Accessing the ProSystem fx Practice Inquiry Module

You can use the Inquiry Module from ProSystem fx Practice to look up information about your clients
that are linked to ProSystem fx Practice, just as you have been doing in ProSystem fx Practice.

To access the Inquiry Module, do the following:

1. From the Workpaper Manager Administrator main menu, select File Rooms > ProSystem fx
Practice Interface > Client Inquiry. The Inquiry Module displays. If the Inquiry Module is not
already running, you must log in first, then the Inquiry Module displays.
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= |f alinked client is selected, the Inquiry Module defaults to the linked client in
ProSystem fx Practice.

= |f an unlinked client is selected, or if a non-client object is selected, the Inquiry Module
displays without a pre-selected client.

2. Forfurtherinstructions, open the ProSystem fx Practice Help and locate the Inquiry book in the
table of contents.

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.

Managing Bins

Workpaper Manager has an efficient database structure, in which each database is divided into bins
and a binder's database information can be stored in any bin. Once the space in a bin is maximized, a
new bin is created, and the database information for new binders is placed in the new bin.
Administrators can also create additional bins and set them up to be used in other ways, such as
organizing the binders' database information.

The Bin Manager Utility allows administrators to view and manage bins. Bins can be viewed in a list or
in a graphical view, which provides color-coded bar charts that notify the administrator when a binder
is approaching capacity. Using the Bin Manager Utility, administrators manage bins in the following
ways:

®* Create bins

*# Name bins

* Delete bins

# Designate one bin as the primary bin (where new binders are assigned)
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* Move binders from bin to bin
® Specify the default path for creating new bins

®= Specify the start time for database maintenance tasks

Launching the Bin Manager Utility

To launch the Bin Manager Utility, you must know which computer you want to log in to.

1. From the Workpaper Manager Administrator main menu, select Tools > Manage Bins. The
Bin Manager Login dialog displays.
2. Select whether you want to manage bins containing trial balancesor binders.

Note: Trial Balance appears only if your firm has the appropriate licenses.

3. Choose the location to log in to.
= Currently logged in office server is pre-selected unless you are logged in to the main
office server and a secondary office server is selected in the Administrator frame.

= Another office server is pre-selected when you are logged in to the main office server
and a secondary office server is selected in the Administrator frame.

= Terminal services database should be chosen if you need to manage bins for a server
hosting the databases for your Terminal Servers.

Note: If you are logged in to a secondary office server, you cannot manage the bins on
another office server.

4. Specify the path where the login computer can be found, in the Select the computer to log in to
field.

= |f you choose Currently logged in office server, the path defaults to that of the current
office server and is not editable.

= |f you choose Another office server, with a secondary office server selected in the
Administrator frame, the path defaults to that of the secondary office server and is
editable. If no secondary office server was selected in the Administrator frame, the field
remains blank.

= |f you choose Terminal services database, the field remains blank.

5. If the field is editable and you want to change the path, type in the field, or click Browse to open
the Browse for computer dialog and to navigate to a remote computer.

6. Click OKto exit the dialog and log in to the specified computer.

Bin Manager Utility Main Window

The main window of the Bin Manager Utility is divided into a left frame and a right frame. The left
frame displays the office server and the bins within that office server. The right frame can display
either a list view or a graphical view.
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List View

The list view is the default view. The list view is a table listing all the current bins attached to this
office server. You can double-click a bin to show the binders within the bin in the frame on the right.

The right pane of the list view provides the following information when an office server is selected:

#= Name. The name of the bin.

= Primary. Whether each bin is the primary bin (Yes or No). Only one bin can be designated as
the primary bin.

= Capacity. Whether the bin capacity is at the Full level (more than 2.5 GB for a primary bin or
approximately 3.0 GB for a non-primary bin) or Within Limit (less than 2.5 GB for a primary bin
or approximately 3.0 GB for a non-primary bin).

® Space Used (MB). The exact space used for the bin, in megabytes.
= Binders. The total number of binders contained within this bin.

= Database Name. The name of the database that contains the bins.
&= |Location. The path to the location of each bin.

The right pane displays the following information when a bin is selected:

= Trial Balance Name. The name of the trial balance. Displays only for Trial Balance bins.
* Trial Balance Index. The trial balance index number. Displays only for Trial Balance bins.
* Binder Name. The name of the binder.

= Binder ID. The binder's index number.

= Profile. The staff profile the binder belongs to. Displays only for binders in terminal services
databases.

= Status. Whether the binder is in process, in transition, or finalized.
*= Type. The type of binder.

*= Year End. The year end as designated in the binder properties.

= Period End. The period end as designated in the binder properties.
= ClientID. The ID of the client the binder is assigned to.

* Client Name. The name of the client the binder is assigned to.

Graphical View

To open the graphical view from the Bin Manager Utility, select View > Graphical View from the
main menu. To return to list view from graphical view, select View > List View. The graphical view is
a color-coded bar chart that notifies you when bins are reaching capacity.

®* Fora primary bin, capacity is 2.5 GB. During daily scheduled tasks, the system automatically
creates a new primary bin if the existing one has reached the 2.5 GB capacity.

®* Fora non-primary bin, the warning level capacity is approximately 3.0 GB. However, the bin is
not maximized until it reaches 4.0 GB. A red warning zone indicates when the non-primary bin is
in this zone. Binders cannot be synchronized to this bin.
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Creating a Bin

In most cases, it is not hecessary to create a new primary bin in the Bin Manager Utility. The daily
scheduled task that calculates the space used by each bin automatically creates a new primary bin
when the existing primary bin reaches 2.5 GB of space used. However, you can create a new bin
manually whenever you want a new primary bin or when you want to organize binders by bin.

When new bins are created, the default bin size is 4 MB for binders and 6 MB for trial balances.

In Administrator, select Tools > Manage Bins. The Bin Manager Login dialog displays.
Select the type of bin you want to create.

Select the location to log in to.

Click OK. The Bin Manager Utility displays.

Highlight the name of the bin in the left pane of the Bin Manager Utility.

Select Bins > Create Bin from the Bin Manager main menu. The Create Bin dialog displays.

In the Bin name field, type a unique name for the new bin.

©® N o g~ w2

In the Bin database path field, type the path to the location where the bin should be created or
click Browse to open the Browse dialog and navigate to the location.

9. If the new bin is to be a primary bin for assigning new binders, check the Primary bin box.

10. Click OKto exit the dialog and create the new bin.

Deleting a Bin
A bin can be deleted only under the following conditions:
* The bin is not designated as the primary bin.

* The bin is empty.
# A connection can be made with the office server/terminal services database.

To delete a bin, do the following:

1. In the Bin Manager Utility, highlight the office server and the bin that you want to delete.

2. From the Bin Manager Utility main menu, select Bins > Delete Bin. A warning message asks
you if you are sure you want to delete the bin.

3. Click Yes. The bin is deleted.

Scheduling Daily Tasks

The daily tasks consist of both calculating the disk space used for each bin and updating the bin
statistics. You must tell the system when you want these tasks to be performed. It is recommended
that you run these tasks during the night when normal CCH ProSystem fx Workpaper Manager
processing is not occurring.

1. From the Bin Manager Utility main menu, select Bins > Global Settings. The Global Bin
Settings dialog displays.
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2. Specify the Start time by clicking the spinner arrows to move to the time you want or type the
time in the field.

3. Click OKto finalize the schedule and exit the Global Bin Settings dialog.

Updating Bin Statistics Manually

You do not have to wait for the daily scheduled tasks to be executed to update bin statistics. If

CCH ProSystem fx Workpaper Manager users are experiencing performance issues, you may want to
manually initiate a bin statistics update. However, the process may take longer during the daytime
when other processes are also functioning.

1. Inthe Bin Manager Utility, highlight the office server whose bin statistics you want to update.

2. From the Bin Manager Utility main menu, select Bins > Update All Bin Statistics. As the bin
statistics are updated, an hourglass displays. This may take a few minutes.

3. When the bin statistics are updated, a message displays. Click OK.

Moving Binders

You can move binder database information from one bin to another. You can move binders singly or in
multiples by selecting one or more binders at a time. One purpose for moving binders is to keep the
capacity of bins less than the warning level of 3.0 GB.

A binder can be moved only under the following conditions:

* The target bin must be different than the source bin.
® Capacity of the target bin must be less than the warning level of 3.0 GB.
# A connection can be made with the office server/terminal services database.

To move binders, do the following:
1. Inthe Bin Manager Utility, highlight the office server and the bin that contain the binder(s) you
want to move.

Select the binder(s) to be moved by using the Ctrl or Shift keys.

Either drag the binders to the target bin or use the Cut and Paste functions to move the binders.
A warning message asks you if you are sure you want to move the binder(s).

4. Click Yes. The Move Binder Job Queue dialog opens, displaying the status of each binder as it
is moved.

Viewing Binder Properties

Administrators occasionally need to view the statistical properties of binders assigned to a bin.
Archived binders are not included in the bins.

To view binder properties, do the following:

1. In the Bin Manager Utility, highlight the office server and the bin that contain the binder whose
statistical properties you want to view.

2. Highlight the binder whose statistical properties you want to view.
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3. From the Bin Manager Utility main menu, select File > Properties. The read-only Binder
Properties window displays the following information about the binder:

= Name. Displays the name of the binder.
= |D. Displays the ID of the binder.
= Status. Displays the status of the binder:

« Finalized. Binder's engagement is complete and the binder successfully
finalized.

< |n Transition. Binder is being moved to another office server or central file room.
= In Process. Binder's engagement is in process.
= <Custom>. A custom binder status that has been created in Administrator.

= Type. Displays the type of engagement.

= Workpapers. Displays the total number of workpapers within this binder.

= Notes. Displays the total number of notes within this binder.

= History Records. Displays the total number of history records within this binder.

4. When you are finished viewing the statistical properties of the binder, click Close to exit the
Binder Properties window.

Viewing and Interpreting the Bin Diagnostic Report

If there is a diagnostic result to report, the Bin Diagnostic Report automatically displays when you log
in to the Workpaper Manager Administrator. This report can also be displayed by selecting Tools >
Bin Diagnostic Report. A result means one of the following conditions exists:

* A new primary bin was automatically created when the former primary bin reached 2.5 GB.
®* A non-primary bin has reached the warning level of approximately 3.0 GB.

* |t has been over 24 hours since performance of the daily scheduled tasks (such as calculating
the disk space used for each bin or updating the bin statistics).

The Bin Diagnostic Report is especially helpful because, in addition to reporting diagnostic facts, it
also explains exactly what action should be taken for each scenario.

Note: The Bin Diagnostic Report does not display upon log in to a terminal services database (a
Citrix® local file room).

The following items display on the Bin Diagnostic Report:

= Bin Diagnhostic Report. Displays the office server, office server name, and computer name
being reported.

= Bin Created for New Binders. Displays the name and path of the new primary bin, if one was
created.

*= AtWarning Capacity Level. Displays the bin name and path of bins that have exceeded the
warning capacity of approximately 3.0 GB.
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= Failed Disk Space Usage Check. In the event that the scheduled task to calculate disk space
failed, displays the date and time of the attempt. If a failure occurred, a message advises what
corrective action you should take.

= Status of Scheduled Bin Disk Space Usage Check. In the event that the scheduled task to
calculate disk space failed, displays the status of the schedule for calculating disk space. For
example, the scheduled task to calculate bin disk space may have been disabled or deleted or,
even though the daily task was properly scheduled, the calculation of disk space did not run as
scheduled. A message advises what corrective action you should take for each scenario.

* Failed Updated Bin Statistics Report. In the event that the scheduled task to update the bin
statistics failed, displays the date and time of the attempt. If a failure occurred, a message
advises what corrective action you should take.

= Status of Scheduled Update Bin Statistics Check. In the event that the scheduled task to
update the bin statistics failed, displays the status of the schedule for updating bin statistics. For
example, the scheduled task to update the bin statistics may have been disabled or deleted, or
even though the daily task was properly scheduled, the updating of bin statistics did not run as
scheduled. A message advises what corrective action you should take for each scenario.

Managing the Tip of the Day

The Tip of the Day feature displays the Tip of the Day in Workpaper Manager Today, Binder
Snapshot, and Trial Balance Snapshot in Workpaper Management. You can customize the Tip of the
Day items to show tips that are specific to your firm's operations in each of the categories listed
above. Using your administrator login, you can add, edit, or delete tips for Tip of the Day in the main
office server. The updated Tip of the Day items synchronize to secondary office servers and users'
local machines.

To create, edit, or delete a Tip of the Day, do the following:

1. Select Tools > Tip of the Day in the Administrator module on the main office server. The Tip of
the Day dialog displays.

Tip of the Day (Main Office Server)

LTI/ ork paper Manager Todaghes
Title Dieszcription -~ New
Changing Fropert... To change the settings of most items i...
Date Format In PraSystem fx ‘workpaper Manager ...
Find a Binder Tofind a binder quickly, uge the Find ...
FPop-Up Menus Mozt functions that pertain to a select..
Preferences ProSystem fu\wWorkpaper Manager allo..
Sorting The sort order of binders or chent fold...
Toal tip Hover the mouse pointer over a toolb. .
wieh Technical .. For technical suooort and the latest or..
Cloze l [ Help
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2. Select one of the following Tip of the Day categories to edit. The default selection is Workpaper
Manager Today.

* Workpaper Manager Today

®= Binder Snapshot

®= Trial Balance Snapshot

3. Select one of the following:

= New. Click New to open the New Tip of the Day dialog. Enter the title in the Title field
and then enter the body of the tip in the Description field.

= Edit. Highlight a Tip of the Day item and click Edit. On the Edit Tip of the Day dialog
you can edit the tip title and or description.

= Delete. Highlight a Tip of the Day and click Delete. Workpaper Manager prompts you
for confirmation and then deletes the tip.

The updated Tip of the Day items carry to secondary office servers and users' local machines after the
next synchronization.

Backing Up Data

To protect your data, it is essential that you use the CCH ProSystem fx Workpaper Manager Backup
and Restore Utility on a nightly basis. This utility aids administrators in the backup and restore process
for the CCH ProSystem fx Workpaper Manager Central Admin, Trial Balance, and bin databases.

The Backup and Restore Utility creates a single backup file for all office server databases. You can
then restore all office server databases or individual binder database information. If you are
performing differential backups along with your regular full backup, then you will need both the full
backup file and the differential backup file to do a complete restore of all office server databases. Only
the CCH ProSystem fx Workpaper Manager Backup and Restore Utility gives you the ability to restore
individual binder database information.

For more information about the CCH ProSystem fx Workpaper Manager Backup and Restore Utility,
see Appendix F: Database Backup and Restore on page 534.
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Chapter 4

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 on page 29, 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 user name. This is the user name that was set up in the CCH ProSystem fx
Workpaper Manager Administrator module.

3. Enter the corresponding password that was set up in Administrator.
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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 188 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 @

PraSuvztem by W orkpaper kM anager could not lacate your office zerver. In
order to log into ProSystem fx Workpaper Manager, licenzing and staff
rights information must be obtained from your office zerver.

Please indicate your office zerver computer name.

Computer Mame;

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 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
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 167.
The Workpaper Manager module launches to display the File Room. The items that display
depend on the location you selected during login.

Fle Edit Mew Tools ‘Wndow Help

el 2 T s .i@'@i%a@@@!@&:‘%!.!@Aucne
|Local Fils Foom Client Index; | A12345 - Sample Client.
= Edmin, Default (k5114 | Name D Type Status Lead Part
{5 AL2345 - Sample € | (IR Audit In Process

< 2

cFR | Staff | Buddy List |
1 CFR (K511WS00004

< > s

Binder{s) | RN =]
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= 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 6: Creating and Using Binders on page 153, for procedures on synchronizing
Workpaper Manager binders to central file rooms or directly to other staff members in a peer-to-peer
environment.

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 create a new password, do the following:

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

Staff Properties

Stalf Profile | Other Infa |

Account information

Lagin name:” |
FPazzward: [t
Confirmn paszword: |xm

Staff information

3

Ll

Tite: | Irifals:™ |
First name:™ | Department; |
Middle name: | FPasitian: |
Last name:* | Phare: |
Wiark e-mail: | Harne e-mail: |

Defaultlocation:  [wIGGINGTONXP

Home office server: |'W'IGGINGTDN><F'

“Reguired fields

El

e

Cancel ‘

Help ‘

2. Enter the new password in the Password field. You may use up to 16 characters.

3. Confirm the new password by entering it again.

4. Click OKto save the new password.

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.

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

Changing General Options

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

1.

General | Templatss | Data | Practics Aids | Fim Properties

[(iAuto express synchronize binder on open:

[ Auto express synchronize binder on close

Auto refresh workpapers and trial balances

Auto refresh workpapers and trial balances before printing
Auto open last used binder

Double-click opens workpaper outside

Restore window positions

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

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

[] TE Snapshot on binder open

[¥] Mew Binder Wizard welcome screen

Prompt when.for:

Insert Knowledge Tools workpaper

Document completion date waming

Moving items to the Trash

Deleting tems from the Trash

OK ][ Cancel ][

Help

]

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.

Chapter 4: Workpaper Management « 130



= 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.

= 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 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.
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= 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

= 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

= Link binder to Pfx Practice project after creation

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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Binder Templates:

Trial Balance Templates:

Workpaper Templates:

Accourt Grouping Templates:

Gereral | Templates | Data | Practice Aids

Fimn Properties

C:\Pfx Engagement WWM'\Binder Templates

C P Engagement VWM Tral Balance Templates Browse...

C:\Pfx Engagement WM\ Workpaper Templates

C:Pfx Engagement WM Account Grouping Template Browse. .

Erowse

Browse

H Cancel H 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 9: Using Microsoft® Excel® on page 448, and Chapter 10: Using Microsoft® Word
on page 471, 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 6: Creating and Using Binders on page 153, for procedures on backing up
individual engagement binders.
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Chapter 5

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 below 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 142 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.

Using the Client Index View

The Client Index view is organized like Windows® 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.

Chapter 5: Using the File Room « 138



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.

= 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.
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= 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 on page 104 and
Assigning Clients to Client Groups on page 105 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

* Document Completion Date
* Finalized by
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* 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 8: Managing Workpapers on page 378, 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 on page 122 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 6: Creating and Using Binders on page 153, 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 9: Using Microsoft®
Excel® on page 448, and Chapter 10: Using Microsoft® Word on page 471, 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 7: Using the Trial Balance on page 224, 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 on page 104 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.
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4. Select the Contacts tab.
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:

Department:

Phone #: Extension:
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.

Note: This feature is available only to firm users. Your firm must license Workpaper Manager
version 6.11 or newer to use this feature.
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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:

®= 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.

};ﬁ 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. Enter the 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.

iii. 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 6

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 182 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

These options are described in the following sections.

1
[+ 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 209 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 190 for
more information.
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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 164 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 209.

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.

Chapter 6: Creating and Using Binders » 154



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.
f@ = 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.

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

New Binder Wizard E|
Select Client Folder
Each binder muzt be azzociated with a client folder. J

“which client folder zhould thiz new binder be associated with?
—| gi= Local File Foom
Smith and B amey
([ A12345 - Sample Client
D tegaGraf - MegaGraphics
[(7] Ortario - Ontario Meats
@ Torancel PAIGGEINGT OM=F]

< Back | Mesxt > | 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 190.

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.
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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 164 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 209.

= |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 155) 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
P