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1. Open CaseWare Client File

a. Open CaseWare Working Papers and either select your file form the Recent
files list (if this has been recently opened) or click Computer to select the file
from your computer or server.

open open from “Recent files”

Piaces Recent Files /
| Recent Files ~ Chant name

3
QU Comrogram Fies 1061 Caseware DatarTest 201809 Test 24419

L
| ] Computer . Chent name
= Q| Corvogam Fies 186 Caceware Datantest test

Cupy Companents

. Chent name
K Comvogiam Fies (@60 Caseware Data Test 20490209 Test 20162215

Nesame Foe

o~ Chemt name
K Catnernnennstina peatna.CNG Desktop g ghy

2. Select to Back Up file

a. Select File / Back Up

View Engagement Document

Open

Places

Ciipy Components
Tricker

S wve Compressed
Back Up

Licensing

Revoke License

Help

NOTE: CLOSE ALL DOCUMENTS BEFORE PROCEEDING
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3. Copy information store from the Template into the client file

Using the Copy Components feature, update the client file with Information Store.

a. Select the command File / Copy Components

View Engagement Document Account

New Open

Open

Places
GosE @ Recent Files
Copy Components r c t
g omputer

Tracker ‘, SmartSync Server

Save Compressed

Back Up

Licensing

Revoke License

Help

Options

Bt
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b. Select Copy into This File. Click Next.

— ~

-
Copy Compeonents Wizard

% Welcome to the Copy Components Wizard
This wizard allows you to copy all or some components from one client file to another.

Please select the type of copy you wish to perform:

Copy Into This File

Components from another client file will be copied into the currently cpen client file
(ABC Ltd 2011).

Copy Into A New File

A new client file will be created. Components from the currently open file (ABC Ltd 2011)
will be copied into the new file.

Copy Into An Existing File

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

To continue, click MNesxt.

. <Back | Next%J[ Cancel | [ Help

c. Choose the Financial Statements Template and click Next.

r = = N
Select Source
Please choose the file you wish to copy from.

‘. File ] Recent Template
S — 2

Financial
Statemen...

Select Financial statement
template from the installed
template files

Click Next to continue
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d. Choose “The following components” and tick the Documents box.
Click “Deselect All” and then select document “01.14 Information store”.

Copy Components
Please select which components you want to copy to the destination file, Select "The following components"
and tick "Documents” box

) All Components

(W) The following components

S Document Filter; All Documents
[ |Issues
[ |Tags
|_|Role Sets
[ Tickmarks
[ Journal Types 0114 == o
[|Language IDs : or Companies - Cap 113
E]];'id' q:;ﬂﬂ‘e Financial statements preparation checklist
L_| vecur y [1l€)o1.20 Minutes - non resident shareholders
[_]Document Filters L D3 Balance sheat - draft
|_|Layout
[ Hiztory Settings / [l 4 Income statement - draft
[“]User Defined Data J—l@A 9 Change request form
[T]CV External Data ‘ ] L Help fites
[ | CaseView Repository Files 0[]0 1 Tax returns
[“IMapping Purges 0[] 1 2 ENGAGEMENT ACCEPTANCE
o 4[| | 3 GATHERING OF INFORMATION
< >

Name

Click "Deselect All" and select

"01.14 Information store" document

Show empty folders

l < Back H Naxt > ] Cancal | ‘

e. On Copy Components Wizard choose Next to continue

Copy Components Wizard >

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

[CI5preadsheet Analysis
[JProgram/Checklist

[JForeign Exchange

[CJRele Completion

[JProgram Assertion
[JCoemmentary Text

[]Decument and Group/Map Number Tags
[]Decument Reference Annotations
[IMote Annotations

[ Tickmark Annotations
[[]CaseView Document References
[ CaseView Notes

[[]CaseView Tickmarks

< Back Mext = I | Cancel | | Help
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f. Click Finish to complete the Copy Components wizard.

Copy Components Wizard *

Copy Components Wizard Complete
Onece you proceed the following copy actions will be peformed:
Copy to C:\Program Files (x86)\CaseWare\Data\template 2017.0%\template 2017.09.ac

Copy from C:\Program Files (x86)\CaseWare\Template\Financial 5tatements Template\Format.ac

= Components will be copied
Documents

To proceed, click Finish,

< Back | Cancel Help

4. Select to open 01.14 Information store

T Filter None -
£l Mame

hd Financial statements

,(:LI 01.10 Financial statements

| c]01.14 Information store
€] 01.15 Disclosure Checklist for Companies - Cap 113
{_I 01.16 Financial staternents preparation checklist
(_I 01.20 Minutes - non resident shareholders
a1 20 Mimdmilad lmmmmm s bbb mme e

a. Check if your Library path is correct.

PATHS

Library path:  C:\Program Files (x86)\CaseWare'\Library Browse
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b. In TAX FORMS OPTIONS select IR4 2016 document and then click
button to save input values to file

- TAX FORMS OPTIONS

Save input value options

Option to save IR4 input values on exit from tax return

Click fo SAVE Document Inout Values fo Fie for selected document

z +[_IR42016 |-|IR4 2016 Companies 2 Click to Save input
ile Saved : [R4 2016_INPUT_VALUES. txt Values to file

1.SelectIR4 2016

document
c. Selectto SAVE document

d osEp-~-@-
Home View Document Tools

Cut Tahoma

Copy ~

Paste Editing Lock/Unlock B [ U
5. Select to open IR4 2016 return
* | Help files
ﬂHELF| Financial Staternents Help Files

hd 1 Tax returns

IF'A 2016 R4 2016 Companies
FIEJIR-# 2075 R4 2075 Companies

.E] IR4 COMN. 1 Projects for third parties
.E]IR4 COMN. 2  Development projects
\C]IR4 COM. 2 Plot divisien

) TC Tax Confirmation

a. From Toolbar Select UPDATE..From Library Section — Update
Everything

OPTIONS ~ VIEW v GOTO ~ [UPDATE ~|TOOLS ~
From Library Section - Update Everything I}J:
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At the message “Would you like to keep entered data for input cells and paragraphs?” select
“No”

Update

o Would you like to keep entered data for input cells and paragraphs?

b. Select VIEW - Show SAVE/RETRIEVE INPUT VALUES TO FILE

OPTIONS ~ [VIEW ~|GOTO - UPDATE - TOOLS -
Show Differences —
Show SAVE/ RETRIEVE INPUT VALUES TOFILE |\
Show Validation

Show / hide diff

Show File created for transfer to Caseware Tax Forms

Show Print options

c. Select RETRIEVE VALUES

SAVE /! RETRIEVE INPUT VALUES TO FILE SAVE VALUES RETRIEVE VALUES

At the message “Input Values have been successfully restored from saved file” click OK

Restore complete ot

Input Values have been successfully restored from saved file

Filename: CAPROGRAM FILES (X286 CASEWARE\DATANTEMP 2017.09.020R4
2016 IMPUT_VALUES.txt

o

The file is now ready with the updated IR4 2016 return

VERSION 5.00 Page 9 of 9 CMS Systems Solutions Ltd ©2017



