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1. Identifying requirement to convert CaseWare Tax Forms template

a. Open CaseWare Tax Forms from the icon on your desktop

o,
[VICTTURE

b. The first time you open CaseWare Tax Forms after installing the latest CaseWare
Working Papers, you will get the following message.

] CaseWare Working Papers n |

o Unable to open file. File needs to be converted using CaseWare.

oKk |

c. To be able to use CaseWare Tax Forms it is therefore required that you convert
CaseWare Tax Form files to the latest CaseWare Working Papers version.

If you have multiple CaseWare Tax Forms users, you will need to convert each
individual Tax Forms Local installation as well as the Central Database, which
of course only has to be converted once.

d. The procedure for the conversion of the Tax Forms files is defined below.
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CONVERTING CASEWARE TAX FORMS LOCAL DATABASES
2. Procedure to convert workstations with CaseWare Tax Forms installed.

a. Launch CaseWare Working Papers.

b. In File Open window, select Computer and click Browse to Open Existing File
window

<F CaseWare Working Papers

. Select Computer and
S Open / click Browse
Sesn Places mputer

Sign In/Out @ Recent Files Recent Folders

C ' C 5 - Erowse...
Copy Components Etl Carnputer
LI,

Tracker

Rename File

Templates

c. In Open Existing File dialogue browse to find the Local Tax Forms folder.
This is usually located in the C:\ Program Files or Program files (x86)\ CaseWare\
Data\Tax Forms.
Select the Tax Forms file to open it.

B Open Existing File

File | Recent

Lookin: | |, Tax Forms vi @2 P B

R

¢
|

Recent places
‘ v '

D;sk;tc;p

TextFileBackup Tax Forms.ac

Libraries

QA\*V

Computer

@&
File name: Tax Forms.ac v

Netwbrk

Files of type: | All Supported Files v

Goos | [
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d. This is a previous version CaseWare Working Papers file being opened in CaseWare
Working Papers latest version, therefore you will be asked to convert it.

NOTE : It is recommended that you select the option “Make Backup Copy in:” and
browse for the folder you would like to backup the file. This will ensure that a backup
copy of the file prior to conversion is made.

Click ok to convert the file.

File Conwversion @

Al This file needs to be converted from wersion 2014 for use with Woarking Papers 2015,
'-o-' After conwversion, autormatic documents that have been enhanced or changed will be
highlighted if you hawve Auto-Compare enabled, We recommend making a backup of
files prior to converting,

kdake Backup Copy in:

ChUsershchristina.psathayDocurments

| ok Cancel ||  Help |

e. When the conversion and backup processes have completed, the file opens which
means the conversion has completed successfully.

Tax Forms - CaseWare Working Papers - [Document Manager] - = EERN
ent Document Account Tools Window Help

| P ¢ FIEE L LR Vearly =
@ @ |[@ cwimanager - @ - = - . = -

CASEWARE TAX FORMS
FEMANUAL  USER MANUAL
<IMENU MENU

2 | Document Manager

TaxForms  CaseWare Tax Forms Template NICOS 31/12/2005 1 Vamrly 0.00 o NUM

f. Close the file without compressing it.
NOTE : To ensure this is not compressed on close if the Compress File dialogue
appears, select No.

Compress File “ |

'evl Do you wish to compress this client file?

[ TInclude .BAK Files
[ JInclude Sub Folders

l Yes ‘ No ] Cancel Help

3. Repeat the process in step 2 for all workstations that have CaseWare Tax
Forms installed.
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CONVERTING CASEWARE TAX FORMS CENTRAL DATABASE
4. Procedure to convert CaseWare Tax Forms Central Database file.
a. ldentifying requirement to convert CaseWare Tax Forms Central Database
If you open CaseWare Tax Forms from a client workstation that has been converted to latest

CaseWare Working Papers whilst the Central Database has not yet been converted, you will
see the following warning in the Tax Forms MAIN MENU

CASEWARE TAX FORMS exit G
MAIN MENU VERSION 2012.05.001

BOTH LOCAL AND CENTRAL FILES NEED TO BE
CONVERTED TO THE SAME VERSION OF CASEWARE
WORKING PAPERS
PLEASE FOLLOW THE PROCEDURE TO CONVERT THESE
FILES OR CALL CMS SYSTEMS SOLUTIONS SUPPORT FOR
FURTHER GUIDANCE

USER MANUAL el VERSION 16.01

EmAoyn MNwooag ( yia pevou kar pnvopara )

= uE

L2 [N

Select Language ( for menus and messages )
In any CaseWare Tax Forms installation there is only one Central database, which is shared
by all Tax Forms users.

Unlike local installations which all have to be converted individually, the Central
database only requires to be converted once for all users

b. Inthe File Open ... window, select Computer and click Browse to Open Existing File
window.

= CaseWare Working Papers

ew Select Computer and
N Open / click Browse
Sesn Places mputer

Sign In/Out CI_) Recent Files Recent Folders

Copy Components E‘ Computer EBrowse...
LI

Tracker

Rename File

Templates
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c. Inthe Open Existing File dialogue browse to find the CaseWare Tax Forms Central
Database and select the file Tax Forms Central file to open it.
B Open Existing File
File ’ Recent |
Lookin: | |, Template v 02 e @
= Name : Date modified Type Size
el | | CaseWare Tax Forms Central Database | 14/01/2013 14:57 File folder i
Recent places T/ c\yiSample 04/01/201311:14  File folder
: | Default 04/01/2013 11:14 File folder
! . Frames 04/01/2013 11:14 File folder
Desktop | Menu 04/01/2013 11:14 File folder
Libraries
A
Computer
. File name: ‘ vi
Network
Files of type: | All Supported Files v
[ omn ][ Cams |[ Heb |
B Open Existing File
File [ Recentj[
Look in: ‘ 1. CaseWare Tax Foms Central Database v‘ G L, E? '
R Name ‘ Date modified Type Size
~ | Update 14/01/2013 1457 File folder
Recent places &@Tax Forms Central.ac | 14/05/2010 12:13 CaseWare File 9KB i
L
Desktop
o
Libraries
A
Computer
g File name: | Tax Forms Central.ac v \
Network :
Files of type: | All Supported Files ¥
[ Open | [ Canonl | [t
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d. This is a previous version of CaseWare Working Papers file being opened in
CaseWare Working Papers latest version, therefore you will be asked to convert it.

NOTE : It is recommended that you select the option “Make Backup Copy in:” and
browse for the folder you would like to backup the file. This will ensure that a backup
copy of the file prior to conversion is made.

Click ok to convert the file.

File Conversian @

This file needs to be corverted from wversion 2014 for use with Woaorking Papers 2015,
After conversion, autornatic docurments that have been enhanced aor changed will be
highlighted if you hawve Auto-Cornpare enabled, We recarmmend making a backup of
files prior to comverting,

Make Backup Copy in:

ChUsershchristina.psatha\Documents Browese...

]34 Cancel ‘ I Help ‘

e. When the conversion and backup processes have completed, the file opens which
means the conversion has completed successfully. As this is protected, you will be

asked to Log In.
Log In n

Please enter your user name and password to login:

fj User Name: ||

Password:

l OK i Cancel Help

f. Itis not necessary to log in, so just click Cancel to proceed.

g. Close the file without compressing it.
NOTE : To ensure this is not compressed on close if the Compress File dialogue
appears, select No.

The process is now complete and CaseWare Tax Forms can be used in latest CaseWare
Working Papers.
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