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Introduction

Welcome to the Engagement CS™ Tutorial. The Engagement CS
software is part of the Creative Solutions Accounting” (CSA) software
that is fully integrated with Trial Balance CS™ and the Financial Reporter
module within the CS Professional Suite® Accounting Product software.
Engagement CS offers advanced reporting and diagnostic features and a
completely paperless engagement process. From compilation and review
to audit, it provides a robust, flexible, and secure environment in which to
prepare all your engagements. It also includes complete integration with
PPC'’s practice aids and direct links and integration with Microsoft®
Excel® and Word.® Engagement CS provides you with Windows®
(2000/XP or higher) standard interface and menus, which will shorten the
learning curve for employees.

= Trial Balance CS
The timesaving features of Trial Balance CS make it ideal for
handling annual engagements with maximum efficiency. It enables
you to easily switch the basis for your financial statements from cash
to accrual, tax, book, and more. When integrated with Write-Up CS,
it provides even more detailed analysis capabilities for interim
engagements, regardless of the number of periods being processed.

= Financial Reporter module
The Financial Reporter module makes it easy to custom design
financial statements, footnotes, and charts and graphs that can
easily be inserted into an engagement.

This self-paced instructional tutorial has been designed to teach you how
to use Engagement CS. Our goal in this tutorial is to make you feel
comfortable with the program and show you how to use it most
effectively in your practice.
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Before you begin

The Engagement CS software is included on the CS Professional Suite®
Accounting Products CD. To complete the steps in this tutorial, you need
to have either a full or trial license installed for Engagement CS (Trial
Balance CS comes with Engagement CS).

Prior to starting this tutorial, you should first review the information
presented in the following guides that are available with your CSA
software.

The CS Professional Suite Accounting Products Installation and
Program Essentials guide provides detailed instructions for
installing the software and for setting up CS Connect,” which is the
electronic communication system between your office and Thomson
Reuters. CS Connect enables you to download licenses and
software updates and to send or receive other kinds of information in
a convenient and economical way. The guide also includes chapters
on viewing user bulletins, performing some initial setup tasks, and
using the program’s help topics. It is available both as a printed
document and as a PDF document accessible from the CSA help.

The Trial Balance CS Getting Started guide provides an overview
of the main features of the Trial Balance CS software. This guide
includes a brief trial balance processing walkthrough in which you
can create grouping schedule codes and subcodes, define
tickmarks, and customize the Trial Balance window view to use
either the split-screen view or normal view. This guide is available
both as a printed document and as a PDF document accessible from
the CSA help.

The Engagement CS Getting Started guide introduces the
concepts, terminology, and main features of the Engagement CS
software. It covers features designed to be used both by the staff in
charge of an engagement and by other staff members working in the
field or collaborating with other engagement staff in a networked
environment. This guide is available both as a printed document and
as a PDF document accessible from the CSA help.

Engagement CS Tutorial
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= The Sample Statements and Charts document displays the sample
statements and charts that are available with the Financial Reporter
module and that you can customize for use with your own clients. It
also includes a detailed section on working with charts. To view or
print this document, search on Sample Statements and Charts
(PDF) from the index of the CSA help browser.

If you do not have a printed copy of the relevant documents listed above,
you can view or print a PDF copy using the Adobe® Reader® version 7.0
or higher. Search on Getting started guides from the index of the CSA
help browser, and click the subentry for the guide you want to view or
print.

To download the Adobe Reader from CSA, choose Help / On the Web /
Adobe Reader to open the Adobe website.

The primary documentation for the Engagement CS software is provided
in the comprehensive Creative Solutions Accounting help, accessible
from the CSA Help menu.

Using this tutorial

Depending on your particular needs, you may use this tutorial for several
purposes.

= To preview the software before purchase. You may use this
tutorial to learn about Engagement CS, its functions and features,
and why it is the smart solution for both you and your clients.

= To train members of your staff. There may be other people in your
office who need to understand how to use Engagement CS. They
can use this tutorial to get a general overview of the Engagement CS
processing cycle and principles.

To complete this tutorial, you should start at the beginning and work your
way through each section in sequence. That will ensure that the data for
the client you are setting up in this tutorial will match the data in the
illustrations provided throughout this document. After you have
completed the entire tutorial, you can use this document as a quick
reference guide to help you recall the correct steps to follow for any
group of procedures.
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Note that the staff in charge must set up the following items before staff
members can begin working in the engagement. Please refer to the
Engagement CS Getting Started guide for more information.

= Groups and group privileges
=  Staff and staff privileges
= Signoff types

Licensed users of Engagement CS should start with the CSENGO01
sample client when completing the steps in this tutorial.

Tip
As you are working through this tutorial, press F1 or CTRL+F1 to see
overview help for the active window or dialog.

Tutorial conventions

The following terms and conventions are used throughout this tutorial.

= Function keys and shortcut keys that you press on the keyboard
(TAB, ENTER, or CTRL+F1, for example) appear in all capital letters.

= Bold characters are used for commands or options that you should
choose or text that you should enter.

= In some cases, commands are provided with slashes. For example,
“Choose File / Open Engagement Client” tells you to choose File
from the Engagement CS menu bar and then choose Open
Engagement Client from the pull-down File menu.

= |f a procedure directs you to mark a checkbox or to choose an
option, that means to click it once with the left mouse button so that a
checkmark (v) appears in the checkbox or a highlight appears in the
option circle.

= The context menu (also called the shortcut menu) appears when you
right-click in an unused gray area of a window or dialog. It lists all of
the commands that also appear on the Edit menu and that pertain to
the type of record or item that is currently selected in the active
window or dialog. Note that you can also quickly open the context
menu from the keyboard by pressing the F3 function key.

Engagement CS Tutorial
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Engagement CS Tutorial

Engagement CS relies on the Windows standard convention of using
the TAB key to move from field to field within a window or dialog.
However, if you prefer to use the ENTER key rather than TAB to
move the cursor from field to field, you may do so by marking the
Use enter key to move between fields checkbox in the Setup /
User Preferences dialog in CSA. For more information, search on
User preferences from the index of the CSA help browser and click
the Setting user preferences for data entry (user-specific)
subentry.
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Working with the Sample Client

Data

This section of the Engagement CS Tutorial provides a brief overview of
the process to open a sample client and save the sample client under a
new name.

Note that the staff in charge must set up the following items before staff
members can begin working in the engagement. Please refer to the
Engagement CS Getting Started guide for more information.

= Groups and group privileges
= Staff and staff privileges
=  Signoff types

For this tutorial we will copy the existing CSENGO01 — Engagement
Sample Client to our new working client, called CSENG01XX (where XX
represents your first and last initials). This enables you to leave the
original sample client intact for others in your office to use to become
acquainted with Engagement CS.

Opening the client in CSA

Engagement CS Tutorial

Important! If you have marked the Launch Engagement CS after login
checkbox on the Engagement CS tab of the Engagement CS User
Preferences dialog, the program will launch directly without first opening
the client in CSA. If that is the case, you should choose File / Exit to
Creative Solutions Accounting to close Engagement CS. We want to
open the sample client in CSA so that we can make a copy of that client
database.




Working with the Sample Client Data

1. From the CSA main window, choose File / Open Client.

2. Select client CSENGO01 — Engagement Sample Client, and click the
Open button.

Open Client §|
Clients available to Opern; 34
CSEMGOT
ClientID Client Mame ~
CSENGOL Engagement Sample Clienk
CSLEGOL Legal Template
CSLOoCOL Sample Location and Departrent Client
CSMARNOL Sample Manufacturing Comparny
CSMEDOL Medical Template
CSMOMNOL Monprofit Template
CSMOMNOZ Monprofit Sample Client #2
CSPAYOL Payroll Sample Client
CSPTROL Sample Partnership Client
CSRESOL Restaurant Template
CERETOL Retail Template
CSSEROL Setvice Business Terplate
CSSMCT South Mountain Communications, Inc,
CSS0L01 Sarple Sole Proprietor Client
C5TBSOL Trial Balance Sample Client
CSTESOZ Trial Balance Sample Client #2
CSWzs01 W-Z Template Client
CSWRIOL write-Up Sample Client
CSWRINZ Write-Up Sample Client #2
CSWRIOS ‘Write-Un Samole Client #3 v
Open ] [ Cancel

Saving a copy of the sample client

Use these steps to create a copy of the CSENGO01 — Engagement
Sample Client that you will use to complete the exercises in this tutorial.
This leaves the original sample client intact for others in your office to
become acquainted with the Engagement CS program.

1. With the CSENGO1 — Engagement Sample Client open in CSA,
choose File / Save As.

2. Inthe Save As dialog, enter CSENGO1XX (where XX represents
your initials or unique identifier) as the new client ID for your copy of
the CSENGO1 — Engagement Sample Client. (Note that you can
use up to 11 alphanumeric characters to create a unigue client ID.)

8 Engagement CS Tutorial



Working with the Sample Client Data

Save current client as: |ESENGD1>¢< |

[ Save ] [ Cancel ]

3. Click the Save button to close the original client and open the copy
that you have just created. Note that the new client ID now appears
in the title bar of the CSA main window.

Engagement CS Tutorial
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Engagement Processing

After the groups and group privileges, the staff and staff privileges, and
the signoff types have been defined in CSA, you can begin to familiarize
yourself with the engagement workspace.

Customizing the Engagement CS workspace

» In CSA, choose File / Engagement CS to open the Engagement CS
workspace.

Toggling views on and off in the workspace

When you open the program for the first time you will notice that the
Engagement CS workspace is divided into three main windows.

= Tree View window. Displays folders, workpapers, and documents in
a tree structure.

= Document View window. Displays currently selected documents
and is the primary window in the engagement workspace.

= Notes View window. Lists notes for documents or workpapers
currently displayed in the Document View window.

Engagement CS Tutorial 11



Engagement Processing

For your convenience you can customize the Engagement CS
workspace by doing the following.

»  From the command menu, choose View to toggle on/off any of the
following toolbars or windows.

=  Standard Toolbar
= Page Navigation Toolbar
=  Tree View Window

= Notes Window

Notes

=  The Document View window is the main window in the Engagement
CS workspace and cannot be closed. When there are no
workpapers or documents open in the window, the “Engagement CS”
title appears in the Document View window of the workspace. This
allows you to easily identify that you currently have Engagement CS
open within Creative Solutions Accounting.

* You can adjust the width or height of the Notes View or Tree View
window by positioning the mouse pointer over the horizontal or
vertical border. When the mouse pointer changes its appearance to

"”" click and hold the border and drag it to the size you desire.

Refreshing documents on demand

12

You can choose to have the program refresh documents on an on-
demand basis after changes are made. This is controlled by the Refresh
Documents on Demand | =/ button on the Engagement CS toolbar. This
button is toggled on (pressed) by default so that you can open, update,
and close workpapers multiple times without invoking the automatic
refresh of the workpapers in the engagement. Workpapers that are
outdated appear in the Tree View window in red text with an associated
number in the Warning column indicating that it is outdated.

Engagement CS Tutorial



Engagement Processing

& Creative Solutions Accounting [CSENGO1XX - Engagement Sample Client]
File Edit Yiew Tasks Ltlities Setup Window Help

i @ oF BEd 28

=€ 2008 Audit (Local)
L1 Gereral

|1 Cash
=5 Accounts Receivablz
B

R A=

Mame < Warning Assighed
Date: 12/31/08 0

Mnacsigned

02

Aeccounts Receivable Lead.. 1 JJS

B0z
23 Irventory
[Z1 Property
L3 Prepaids
[0 Investments
=423 Liabilitizs and Equity
L1 Accounts Payable

[C] Motes Papable and Lang Ter.

23 Income Taxes
<

PPC e 100 - L3 Bocoun. . Unassigned

ngagement C

For Help, press F1 or Cirl+F1

Staff: 15

Notes

Choose Edit / Refresh / Refresh Outdated Documents to refresh
only those documents that have been flagged as outdated in the
Tree View window.

When outdated documents exist in the engagement, the program
prompts you to refresh the current document or current engagement
when you perform various tasks in Engagement CS (such as wrap-
up, printing, or check in / check out).

To sign off or to modify an existing signoff requires the current
document to be refreshed if it is outdated. This includes signoffs for
single documents, multiple documents, or the entire engagement.
Note that if the Refresh documents upon Sign Off checkbox is
marked in the Engagement CS User Preferences dialog, the
document is automatically refreshed on signoff whether the on-
demand toggle is on or off.

Turning on the tabbed view

You can view multiple documents in the Document View window of the
Engagement CS workspace by marking the Use tabbed Window View
checkbox in the Engagement CS User Preferences dialog. This enables
you to easily navigate among multiple workpapers and documents that
may be open in the Document View window.

Engagement CS Tutorial
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Engagement Processing

Follow these steps to enable the tabbed window view.

1. In Engagement CS, choose Setup / User Preferences to open the
Engagement CS User Preferences dialog.

2. Mark the Use tabbed Window View checkbox and click OK. When
you select more than one document in the Tree View window, this
will display a tabbed page for each open document in the Document
View.

Engagement CS User Preferences &|

Engagement C5 | File Locations

|*

|Jze tabbed Window YWiew

Open lazt client accessed when starting Engagement C35
Prompt to attach sticky note when entering new review note
Launch Engagement CS after login

Open client when exiting to CS5a

|Jse double click to open workpaper outside of Engagement C5
Automatically thare display area

Refresh documents upon Sign OFf

EOOEROMEO

de Engagement CS

When marked, gsingle click will open PDF files inside Engagement C5

0K l [ Cancel
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Engagement Processing

The Document View window will look similar to the following illustration
when the Use tabbed Window View checkbox is marked in the
Engagement CS User Preferences dialog.

5 Croatine Sulutions Aceounting [CSENGOTXX - Engagement Sampl Cliont] [Talibid Docuamnt View) =13
M) B B few Dwds Rl St fiedow el G
& met B 8 AIE S WEEE M eon (B
E [eaperar -
-
(-~ P —
= &% Somple Frgagemend (Mastn
=8 Ko Engagement Sample Client
] Lol Final Review Report
&) P Prepared: -
o Reviawai: o
)
) Am
] s Adjusted Adjusted
g Aect Deseription A2amzonT 122008 §Vardance % Varlance
5By TnslBalwrent F
AccountsPayable
- E:"“ Shant 20 Accounts Payable (22 554 58] (20,308 31) 2345 67 0%
Pis AccountsPayable Tatal (22 bk o) QOB 23ub6s 10%
= :-m;,,:;.m Accountsftecaivabile
5§ Eroupariart Whaons 120 Billed Recemables 634273 SBINL (1451139 2%
#) v 121 Unibillod Recurablos 27 556,78 EIES 3,497 88 13%
) 172 Unbilled Expenzes Recenvable 5B 456005 924 51) -16%
=y 123 Accounts Recenable - Emplyes 15000 00 (05000 100%
W) am 124 Allowance for Doubtful Accts 000 (]e1] 000 eeese
pors Accounsfacebvable Total 9638407 BAZIE 11 (13,437 96) %
AR
Al AccruedLisbilities
s Accourti Receivat 23 FICA WiH Payable {454 75) BAET) @6 1796%
B Py Fod WIH Payabln {1 2000 @A) {515 11) 2%
] B0z 733 I WIH Payable .00 QEEE Q%96 7a3%
i) B3 23 FUTA Payably &2.00) (167 43) (115,99 225%
1t 75 SUTA Payable @27 50) 0m 227.50 0%
& y 240 Accrued Infenes! Payable 0w @R 0
&l Frepss =0 FIT Payatle {20,000.00) BO791% 148087 5%
-] - 5 i SET Payable {3.756,00] {4,073,06] {307 B6) B%
=3 AccruedLiabilides Total (26623 25) 26,146 44} Ap201 2%
5 8 Accounts Pasble
ﬁ ] AccrusdPayroll
=] pogz z0 Accrund Payrall 45, 5000 0 {6 A1 [ nm 0%
G Hokae Pasiiiwndtong M e O -
B e e
3 i, Ex 3 = indirect Cash Flow Sta Praliminary Revew Ra Adjusting Journal Entries Trial Balance Vanance. Final Review Repo
[Fer Heip, press FI or QIrieFL

Using other engagement workspace features

=  You can use the Zoom In and Zoom Out buttons on the

Engagement CS toolbar to enlarge or shrink the workpaper image in
the Document View window.

CHo4 M

= You can use the Page buttons on the Engagement CS
toolbar to move through the pages of large workpapers in the
Document View window.

Engagement CS Tutorial 15



Engagement Processing

Filtering by folder

You can choose to view only those engagements or folders that you

currently want to work with in the Tree View window.

1. Choose View / Filter By Folder, or click the Filter button on the
toolbar.

2. Inthe Filter dialog, highlight the Planning folder.

Show All Folders

=k 5ample Engagement

=[] General
0
[ Trial Balance & F/5
[ Engagement Wrapup

22 Assets
[ Ccash
[ Accounts Receivable
[ Inventory
3 Property
2 Prepaids
[ Investments

=-[[3 Liabilities and E quity
[ Accounts Papable
[ Mates Payable and Long Tem ..
3 Income Taxes
[ Equity

[ Income Statement

=L Permanent

[ Internal Cortral

E)

b

[ o

l[ Cancel ]

3. Click OK to close the Filter dialog and to open only the Planning
folder in the Tree View window.

16
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Engagement Processing

% Creative Solutions Accounting [CSENGO1XX - Engagement Sample Client] |Z||E|E|
File Edit Wiew Tasks Setup ‘Window Help

= e % 28 S E e

Filtering for Engagement 'Sample Engage... | Mame Warning  Assigned s Motes Rieviewer Partner Tech Review
3 FL-01 Freliminary R eview Report cs 1]
3] PLOZ Sudit Control WWorkshest 1 [} 0
kg PL-D2 Adjusting Journal Entries cs 1]
3 PL-04 Final Review Report Cs n]
3] PLOS Standard Fatios CS 0
3] FLOB FPC eTools - C<-6a Audit Time Summary C3 0
kg PLO? Trial Balance Yariance Report C3 0
For Help, press F1 or Ctrl+F1 Staff: C5 Stk Date: 12/31/08 | GL Period: 12/31/08

4. Choose View / Show All Folders, or click the Show all Folders
button on the toolbar to show all folders in the Tree View window.

Working with engagement properties

If you have the appropriate privileges (predefined by the engagement
staff in charge) for the group in which your staff ID has been set up, you
can use the Engagement Properties dialog to view, add, modify, or
delete staff assignments for the current engagement on the Staff
Assignments tab. You can also use the Workpaper Assignments tab to
define access privileges for the workpapers and documents in the
current engagement.

b  Choose File / Engagement Properties to open the Engagement
Properties dialog.

Engagement CS Tutorial 17



Engagement Processing

Notes

= The engagement setup is usually done by the engagement staff in
charge, but for this tutorial we will add our own staff ID to the
engagement and define privileges for the workpapers we will be
working with in the engagement.

= Unless the following privileges have been set up for you by the staff
in charge of the engagement, you can only view the Engagement
Properties dialog and update signoff information.

= Display engagement information on the General tab.
= Add, edit, or remove signoff information.

= Assign specific staff and signoff types for the current
engagement.

= Assign workpapers and documents to staff members who are
working on the engagement.

= Assign specific privileges to individual staff members who are
assigned to the current engagement.

= View all activity that has taken place in the current engagement.

You can use the Engagement Properties dialog to perform the following
tasks. Note that when creating a new engagement, these tasks can also
be completed using the New Engagement wizard.

Assigning staff in the current engagement

Follow these steps to add your own staff ID on the Staff Assignments tab
of the Engagement Properties dialog.

1. Choose File /| Engagement Properties or click the Engagement

properties button on the toolbar to open the Engagement
Properties dialog.

2. Click the Staff Assignment tab.

3. The drop-down list in the Assign Staff grid includes all staff members
who have been previously set up on the Staff tab of the

18 Engagement CS Tutorial



Engagement Processing

Administration dialog and are marked as Engagement CS users.
Select your name from the drop-down list.

4. From the drop-down list in the Type column, assign Preparer to your
staff name. The signoff type that you select will be your default
signoff type for all workpapers in the engagement. This field includes
the default Preparer and Reviewer signoff types, and any that are
user defined in CSA in the Setup / System Configuration / Signoff
Types dialog. (For this tutorial there are no user-defined Signoff

Types.)
Engagement Properties gl
General | Staff Assignment | ‘\wark paper Azsignments || Staff Privileges | History
Azzign Staff
Staff Mame Staff ID Type Ead
1_|Smith, Jahn | S |Preparer
2 |
+ |
v
0k ][ Cancel

Note: As with other grids used in CSA, you can delete an item in the
grid by highlighting the row number, pressing the DELETE key on
your keyboard, and then clicking the Yes button on the confirmation
dialog when prompted.
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Assigning workpapers in the current engagement
Let's assign all the workpapers in this engagement to your staff ID.

1. Click the Workpaper Assignments tab to assign access privileges for
selected workpapers and documents in the current engagement.

The following legend illustrates the three symbols that may be
assigned to a folder or workpaper in the engagement on the
Workpaper Assignments tab.

Checkbox Legend

E Assigned. The staff member will have read / write access to
the workpaper or folder. Only one staff member at a time can
be assigned full access.

E Read Only. The staff member will have read-only access to
the workpaper or folder.

[ Not Assigned. The staff member will not have access to the
workpaper or folder. The staff member cannot view or open a
folder or workpaper when they are not assigned to it.

2. Highlight your staff ID in the Staff ID pane at the top of the
Workpaper Assignments tab.

3. Expand the engagement view by clicking the expand tree # icons in
the Tree View window (lower half of the Workpaper Assignments
tab).

4. Click the checkbox with the briefcase " icon (Sample
Engagement) twice until a checkmark appears in the checkbox. This
changes the access privileges of the workpapers and documents in
the engagement from Read Only to Assigned.
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Engagement Properties b__<

General StaffAssignmentl workpaper Assighments |Staff Privileges | History

Staff |0 Name
Jahn Smith

Mame W arring
[=BGL-. Y S ample Engagement
3 General
B MR Assets
3 Caszh
2- MED Accounts Recei..
B-01 Accounts Receivable Audit Program
B-02 Account: Receivable Leadsheet T
B-03 PPC e-Tools - Cx-3 Accounts Fece...
W3 Ireeentary
WEQ Property 2
< Sl

[ ak ] I Cancel

5. Click OK to close the Engagement Properties dialog.

6. Right-click within the Tree View window and choose Expand to open
all the folders for the engagement.

7. Expand the Tree View window by positioning the mouse pointer over
the vertical border of the window. When the mouse pointer changes

its appearance"l |" click and hold the border and drag to the right
until you can see the Assigned column in the Tree View window.
Notice that all the workpapers and documents in the sample
engagement are now assigned to your staff ID.
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Viewing and modifying workpaper properties

When you are assigned to a specific workpaper in the engagement you
can open the Workpaper Properties dialog to view information pertaining
to the workpaper change and to add or delete information at the
individual workpaper level, such as:

= Modify the name and reference for the workpaper.

= Assign the workpaper to a specific staff member.

= Specify the Roll Forward treatment for the workpaper.
= Track, add, or remove signoffs.

= View the history of the current workpaper.

Reassigning the workpaper

Let's unassign and reassign a specific workpaper from the Workpaper
Properties dialog.

1. Inthe Tree View window, highlight the B-01 workpaper.

2. Right-click to open the context menu, and choose Workpaper
Properties to open the Workpaper Properties dialog.

3. From the drop-down list in the Assigned to field, select
Unassigned.
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X

Workpaper Properties
|dentification
‘wiorkpaper Reference; B-01
whorkpaper Marne: Apcount: Receivable Audit Program
Assighed to: Urassigned w

Rl Earward: Exclude v
[] Delete during *#rap Lp

Signiaffs

J Mame Date Signatf ~

Ewents

I aF. H Cancel ]

4. Click OK, and then click another document in the Tree View window
to observe that the information in the Tree View window for the B-01
workpaper has changed: the column text is grayed and the
information in the Assigned column has changed from your staff ID
to Unassigned.

5. Repeat steps 1-4, but this time reassign the workpaper back to your
own staff ID. Click OK and notice that the information in the Tree
View window has changed back to being assigned to your staff ID,
and that the text appears in blue.
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Working with CSA trial balance data

The integration capabilities between Trial Balance CS and Engagement
CS enable you to open the Trial Balance window directly in the
Engagement CS workspace. You can perform trial balance functions like
adding, editing, and deleting entries in the Trial Balance split-screen
window. You can also right-click to open the context menu in the Trial
Balance window to modify the Trial Balance view.

The trial balance can only be assigned to one engagement staff ID at a
time.

Important! When the trial balance has been assigned to a user on the
engagement team and checked out of the Master Client Data (MCD),
you are prohibited from entering data in the Trial Balance grid for the
current CSA client until the trial balance has been checked back in to the
Master Client Data. In addition, if another staff member is accessing the
client in CSA, the trial balance will not be available for editing in
Engagement CS.

Assigning the trial balance

24

As staff in charge of the engagement, you can open the Trial Balance
view and work with journal entries from within Engagement CS.

For the purposes of this exercise, let’s assign the trial balance to your
own staff ID.

1. Choose Tasks / Assign Trial Balance to open the Assign Trial
Balance dialog.

2. From the drop-down list in the Assigned to field, select your own
staff ID, and then click OK.

Assign Trial Balance §|

Azsigned to; Smith, John "

k. l [ Cancel
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3. Click the Trial Balance Status icon in the Tree View window to view
it in the Document View window. Notice the text now indicates that
the trial balance is assigned to your staff ID.

¥4 Creative Solutions Accounting [CSENGO1| - Engagement Sample Client] - [Tabbed Document Yiew]

@ File Edit Yiew Tasks Utilities Setup ‘Window Help - 8 x
S of B9 98 | J g ] T IS EC N
=%l
Hame * | The Trial Balance is assigned to” Smith, John
FEE Trial Balance Status
W CSENGO1 (Master) Date: 12/31/03
< s Trial Balance Status
Done Skaff: C5 Stk Date: 12/31)08 Gl Period: 1213105

Opening the trial balance in Engagement CS

As a staff member who has been assigned the trial balance, you can
open the trial balance within the Engagement CS workspace and access
the following Trial Balance CS commands on the Setup menu.

=  Chart of Accounts

= Account Groups

=  Grouping Schedules
= Tickmarks

= Balance Definitions

= Additional Amounts

Note: The Utilities menu in Engagement CS provides many of the same
commands that are available in Trial Balance CS such as, Import, Create
Rounding Journal Entry, Transfer Client Information, and Data
Conversions.

1. Choose Tasks / Trial Balance or click the Trial Balance button
on the toolbar in Engagement CS.
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In the Select Trial Balance View dialog, select Adjusted Balances
and click OK to open the Trial Balance window within the
Engagement CS workspace. Expand the Document View window as
needed.

%4 Creative Solutions Accounting [CSENGO1XX - Engagement Sample Client]- [Trial Balance [Adjusted Balances: 12/31/08]]

M) Ble Edt View Iasks Ublties Setup Window Help =g x
= BEd & IS HEE BE&E TR S AN
==l ) A
Humber VP ior Period| Balance Adjusting | Adjusting Cr | Adjusted Balance| Reclassifying Dr | Reclassifying Cr | Repr
E= Trial Balance Status | il
=-¢% Sample Engagement (Master)
B General a3 o reclass receivables RJE 4,000.00
=8 Assets a1 to record additional revenue AJE 2,000.00
[ Cash 121 [Unbilledl Receivables A 27 556,76 31,054 56 0.00 0.00 1 054 66 0.34 4,000,00
B8 Accounts Receivable a3 lo reclass receivables RJE 4,000 00
B Invertary 122 |Unbiled Expenses Receivable A 5 684 56 496005 0.00 0.00 4,960.05 0.00 005
(2 Property 123 | Accounts Receivable - Emplyes A 1,500.00 0.00 0.00 0.00 0.00 0.00 0.00
B3 Prepaids 124 | Allowance for Doubtful Accts A 000 0.00 0.00 0.00 0.00 0.00 0.00
B Investments 140 |Deposits & Prepaid Expenses A 450000 4,500.00 0.00 0.00 4,500.00 0.00 0.00
[ Liakilities and Equity 150 |Leasehold nprovements A 26,000.00 26,000.00 0.00 0.00 26,000.00 0.00 0.00
&8 Income Statement 151 |Furniture & Fixdures A 418197 4,38197 0.00 0.00 488197 0.03 0.00
@ Pemanent 152 |Office Equipment A 28,1601 60,461 01 0.00 0.00 60 461 01 0.00 0ot
153 Software A 6,025.00 £,995.00 0.00 0.00 6,295.00 0.00 0.00
160 Acc. Dep. - Lse Hid Imprvmnts Ao -7,30000 -10,900.00 0.00 0.00 -10,900.00 0.oo 0.00
161 Acc. Dep. - Furn. & Fixtures A -227575 -3,501.10 0.00 0.00 -3,501.10 00 0.00
162 Acc. Den. - Office Eavinment A -16.022.39 -18.652.42 0.00 0.00 -18.652.42 0.42 0.00 o]
Total 000 0.00 5,000.00 500000 0.00 9,006.92 9,008.92 :
< 2
wp
Reference Entry Type Date Account Amount Tax Erport
1_ 91 Adjuzting 123107 120 2,000.00 to record adcftions reyernu
2 |¥ Adusting 1213107 420 -2,000.00 torecord adoitional resenu
L a2 Adjusting 123107 700 3,000.00 torecord interest accrued
4_ Adjusting 123107 240 00 to record interest acorued
B CECTIUTEE oo x| o [ I
E_ a3 Reclassifying 123107 12 -4,000.00 toreclass receivables
EED Reclassifying 1273107 260 5,000.00 to reclass current portion
I EL Feclassifying 1213107 210 -5,000.00 toreclass current portion
E_ a5 Cther 123107 733 B,000.00 to record SBT liabilty
1085 Cher 1213107 251 -6,000.00 torecord SBT lisbilty
l a5 Tax adjustments 1203107 740 7,000.00 to record FIT liability Permanent
l 96 Tax adjustments 123107 250 -7,000.00 torecord FIT liabiity Permanent
|13 )97 Potertial 1213107 646 8,000.00 to record potential expens
1 ar Patertial 1203107 200 -8,000.00 torecord potential expens
2 v
< >
For Help, press F1 or Chrl+F1 Staff: C5 Stmt Date: 12/31j08  GL Period: 12/31/08

Customizing
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the Trial Balance window

To illustrate the seamless integration between Trial Balance CS and
Engagement CS, let's modify the Trial Balance view directly in the
Engagement CS workspace.

1.

With your mouse pointer on the Trial Balance window, right-click and
choose View Maintenance from the context menu to open the Trial
Balance CS View Maintenance dialog.

With the Adjusted Balances item selected, click the Edit button.

In the Columns Selected list, select Prior Balance and click the
Remove button, or double-click the item to move it to the Columns
Available list.
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4. Click Enter and then click Done. Notice that the Prior Period column
no longer appears in the Trial Balance grid. You can restore the
column using the same dialog.

Trial Balance CS ¥iew Maintenance

3

Description

Adjusted Balances

Default
References

Enter ] [ Lancel
Diizplay options
- " [ i on:
Description: | Adjusted B alances | Joumal entry detail | ocatior:
Split screen view Department:
Period Ending: Current yeal w
Columns &vailable: 10 Columns Selected: 17
Optional Columns Optional Columns -~
Prior Balance
Prior Year Unadjusted Balance
CP Budget Adjustments =
CP Budget Adjustments Adjusted Balance
CP Adjusted Budget Reclassifying Entries
Grouping Schedule 4 Report Balance
Grouping Schedule 5 Tax Adjustments
¥TD Budget Tax Balance
¥TD Adjusted Budget Other Adjustments
M-3 Other Balance
Account Classifications
Tax Code w Fiestore Default

Note: While in the Trial Balance window, you can choose any of the
items shown in the right-click context menu to modify the Trial Balance.

Cut and copy entries in the grid

Show entry detail

View the Trial Balance window as a split screen, with the Adjusting
Journal Entry grid in the bottom half of the window

Editing account information in the Chart of Accounts dialog

If you have been assigned the trial balance in Engagement CS you can
access the CSA client data to modify the existing Chart of Accounts and

Engagement CS Tutorial
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account groups. Use these steps to edit an account in the Chart of
Accounts from the Engagement CS workspace.

1. In Engagement CS, choose Setup / Chart of Accounts to open the
Chart of Accounts dialog.

2. Highlight account 115 — Marketable Securities in the Chart of
Accounts list, and then click the Edit button.

3. Enter Other Assets in the Description field.

4. Enter Tax Code 432 or select it from the drop-down list, and then
click Enter.

Chart of Accounts &l

G/ Acck #
101

T...  Description ~
a Checking - General
108 it Checking - Payrall
109 A Petty Cash
110 & Cash - Savings

B

B

&

&

Dbher Asseks

Bill=d Receivables

Unbilled Receivables

Unbilled Expenses Receivable  w

i

M azk; CCECCCE.CCe
Mumber: 115
Type: &

Description: | Other Aszets

Tax Code: 432

5. Click Done to close the Chart of Accounts dialog. Notice that the
description for Account 115 is now Other Assets in the trial balance
that is open in the Engagement CS workspace.

6. Close the Trial Balance window within the Engagement CS
workspace by clicking the lower X in the upper-right corner.
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Inserting a new document into the engagement

The Insert Engagement Document wizard enables you to insert a variety
of workpaper types into the engagement from one convenient location.

»  Choose File / New / Document or click the New Document
button on the toolbar to open the Insert Engagement Document
wizard.

Adding a custom Excel workpaper

For a detailed example of how to add a custom Excel workpaper to the
engagement, please refer to the “Creating a custom workpaper” section
starting on page 45 of this tutorial.

Adding a document from PPC’s e-Tools, PPC’'s SMART e-Practice
Aids, or the PPC Library,

For examples of how to add a various documents from PPC’s e-Tools or
the PPC Library, please refer to “Appendix: Integration with PPC’s
Practice Aids” starting on page 117 of this tutorial.

Adding documents from existing clients

Follow these steps to insert an existing document from an existing client
template into the current engagement.

1. In Engagement CS, choose File / New / Document and click the
Other tab.

2. Select the Document from an existing client option and click the
Continue button.

3. Click Continue to open the New Engagement — Existing Client
page, and select the client and engagement from which you want to
copy a document.

4. Click Next to display the Tree View window of the source client’s
engagement, and mark the checkbox next to the document(s) that
you want to copy to the current engagement.
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5. Click Next and enter the name and workpaper reference, assign a
staff member, and select the treatment for the document during Roll
Forward in the New Engagement Document — Properties page.

6. Click Finish to insert the document into the current engagement.

Note: If the source file is an Excel or Word document that was previously
linked to the Trial Balance, it will be recalculated to reflect the new client
name, text, amounts, and so forth for the current engagement client.

Adding a document reference to the engagement

For the purposes of this tutorial, we will add a document reference to the
engagement (which we will mark for deletion during the wrap-up process.

1. Select the Cash folder in the Tree View window of the Engagement
CS workspace.

2. Right-click the folder and choose Insert New Document.

3. Select the Document Reference option on the Insert Engagement
Document — Type dialog, and click Continue.

4. Enter the following text in the available field on the New Engagement
Document - Document Reference dialog:
Waiting for a copy of the bank statement.
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News Engagement Document - Document Reference

Enter information below about the dacurment pou wish to
reference

W aiting for a copy of the bank statement.

’ < Back ][ Hext » ]l Catcel ]

5. Click Next to open the New Engagement Document - Properties
dialog, and enter Bank statement reminder in the Enter a name for
the new document field.

6. Enter A-05 in the Enter a Workpaper Reference field.

7. Select your name from the drop-down list in the Assign
Responsibility for This Document to a Staff Member field.

8. Mark the Delete during Wrap Up checkbox and click the Finish
button to insert the document reference into the engagement.
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New Engagement Document - Properties

Enter a name far the new document. Thiz iz the name
that Engagement CS will use to reference this document,

Bank staterment rerinder

Enter a\Workpaper Reference:

&-05

Azsign responsibility for this document to a Staff member:

Smith, Jahn -

Select treatment of thiz document during the Roll Forward
procedure:

Exclude v Delete during Wrap Up

< Back ” Firizh ] [ Cancel

Notes
= The text is entered into a Word document that can be edited.

= The variables for Workpaper Name, Workpaper Reference,
Preparer / Reviewer, and Signoff are inserted into the header
section of the document that is added to the engagement.

Adding a CSA financial statement, transmittal letter, or report

Seamless integration between Engagement CS, Trial Balance CS, and
the Financial Reporter module allows you to easily incorporate a static
copy of CSA financial statements, transmittal letters, and reports into
your current engagement. Note that you are able to do this only if the
Trial Balance is available to you in the Master Client Data (MCD) or the
Local Client Data (LCD).
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Follow these steps to add a CSA financial statement, transmittal letter, or
report to your engagement.

1.

Engagement CS Tutorial

In Engagement CS, choose File / New / Document to open the New
Document dialog.

In the Other tab, click the CSA Financial Statement, Transmittal
Letter, or report option.

Click the Continue button to open the Insert CSA Document dialog
where you can select a report or document to insert into the
engagement. Note that you can store an image of the document or
send a report directly to a file or email attachment as a PDF; or to
FileCabinet CS™ or GoFileRoom' when the appropriate licenses are
installed.

Insert CSA Document g|
Printer: HP LaserJek 9000 PS5
Skare image in: File/Ernail A4 i

Prink what
Profiles | Reports | Documents Selected

Adjusting Journal Entry

Chart of Accounts

Trial Balance

Grouping Schedule

Trial Balance Worksheet

Tax Code Report

Financial Statement Setup Listings
Trial Balance Grid Report
Financial Statement Worksheet
Trial Balance Yariance Report
Account Changes

Tax Reconciliation

Tax Code Worksheet

Client Information Report

‘Wwhen sending multiple documents to Engagement
5, the documents will be combined and appear

as a single document,

The Insert CSA Document dialog is similar in appearance to the Print
dialog in CSA where you can select documents to insert into the
engagement from the Reports tab and/or Documents tab.

Highlight the report(s) or document(s) from the left pane and click the
Select button to move the item(s) to the Selected pane.

Click the Insert button to insert the report(s) or document(s) into the
engagement.
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Notes

= When selecting multiple documents to insert into Engagement CS,
the documents will be combined and appear as a single document.

= You may preview or print any group of financial statements,
transmittal letters, or reports from the Insert CSA Document dialog.

= Ifyou are a licensed user of CS Professional Suite software and
FileCabinet CS is installed on your computer, you can select
FileCabinet CS from the Store image in field to store an electronic
copy of the selected report(s) in your FileCabinet CS folder.

Adding blank Excel or Word workpapers

You can easily add a blank Excel or Word workpaper in Engagement CS
that will be linked to the client’s trial balance. This allows workpapers,
letters, and other documents to be created from scratch in the program.

Follow these steps to insert a blank Excel or Word workpaper into the
engagement.

1. In Engagement CS, choose File / New / Document.

2. Click the Blank Excel workpaper or Blank Word workpaper option
on the Excel / Word tab of the New Document dialog.

3. Click the Continue button and enter the name and workpaper
reference, assign a staff member, and select the treatment for the
workpaper during Roll Forward in the New Engagement Document —
Properties page.

4. Click the Finish button to insert the workpaper into the current
engagement.

Additional methods for inserting workpapers into
an engagement

34

Engagement CS also enables you to drag and drop a workpaper into an
engagement and to scan documents directly into the engagement. In
addition, you can choose to “print to” Engagement CS from other CS
Professional Suite products or from Windows-based software.
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Dragging and dropping a document into an engagement

You can easily add new workpapers to the engagement by draggin% and
dropping the items with your mouse pointer from Windows Explorer™ to
the Tree View window in the engagement workspace.

Follow these steps to insert a new workpaper by dragging and dropping
it into Engagement CS.

1. Using Windows Explorer, browse to the location of the document or
workpaper that you wish to import into the engagement.

2. Adjust the size of both Windows Explorer and Engagement CS so
that both appear on your computer screen.

3. Click the document in Windows Explorer and drag it to the
appropriate engagement folder in the Tree View window of
Engagement CS.

4. Choose Copy from the system prompt.

5. Enter the name, workpaper reference, assign a staff member, and
select the treatment for the document during roll forward in the New
Engagement Document Properties page.

6. Click Finish.

Notes

When you use the drag-and-drop method to insert multiple files at
one time into the engagement workspace, they are treated as
separate workpapers and require unique names and references in
the New Engagement Document Properties page.

You can drag and drop email messages into the engagement and
open them in Microsoft Outlook or Outlook Express when you select
them from the engagement workspace.

Engagement CS Tutorial
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Scanning a document into an engagement

36

A scanner captures images from physical documents for electronic
editing and for display on the screen. There are many types of scanners,
including hand-held, sheet-fed, flatbed, or all-in-one units; the right type
of scanner for your firm depends on your office environment. High-
resolution scanners are generally preferable if you need to prepare high-
resolution printed documents, but low-resolution scanners are adequate
for capturing images for display on the screen.

Most scanners come with software from the manufacturer (HP Precision
Scan, for example). The software enables you to adjust settings such as
the number of dots per inch (DPI) and output type. Within the scanning
software, you can adjust the resolution and other scan options as
necessary; how these options should be adjusted can vary with the type
of scanning software you are using.

Engagement CS supports virtually all scanners with a TWAIN interface.
With TWAIN, you can access the scanner from the software in which you
want to keep the image, scan the image, and save it directly into the
software. TWAIN is the standard for scanner control software; nearly all
scanners available today feature a TWAIN interface.

Notes

= You can use network scanners, but the scanning software must be
installed locally on each machine that uses the Engagement CS
scanning feature.

= Most WIA device drivers are TWAIN compliant and work only with
the Windows XP or higher operating system.

If you have a scanner installed and attached to your workstation, you can
use the following procedure to scan a document into Engagement CS.

1. Click the Scan Pages &7 button on the Engagement CS toolbar.

2. Inthe Scan Images dialog, click the option appropriate for the
document(s) you are scanning — to scan a single page, to scan
multiple pages into a single file, or to scan multiple pages into
separate files.
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Mew Document g|

Excely Word | PPC | Other | Scan | External

Source Scanner:  TWAIN_32 Sample Source
Scan options
o

() Scan multiple pages into a single file

() Scan mulkiple pages into separate files

File Types
() 5can inko a POF file
() Scan into a Word file

Recommended scanner settings are a resolution of 100-250 DPT
with a picture type of black and white or gravscale

I Continue ]’ Cancel

3. Click Scan into a PDF file or Scan into a Word file.

4. Click Next to open your scanning software, and then follow the
directions provided with your scanning software.

5. After a page has been scanned, the New Engagement Document —
Properties dialog opens automatically. Use the fields in that dialog to
assign the workpaper’s name, reference, and staff. If you have
selected an option to scan multiple pages, the scanning software
remains open after you move an image into Engagement CS so that
you can scan the next page or next document.

= If scanning multiple pages into a single document, click Yes at
the prompt to scan additional pages.

= If scanning multiple pages into separate files, click No at the
prompt after scanning the last page of a document to add more
images to the engagement.
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Note: Within the scanning software, you can adjust the resolution and
other scan options as necessary. The way in which these options should
be adjusted may vary depending on which scanning software you use.

Printing to Engagement CS from other CS Professional Suite
products or Windows-based software
Engagement CS includes the Engagement CS print driver, which is
installed to your local machine and enables you to print from other CS
Professional Suite software products or from other Windows-based
software applications directly into Engagement CS for a selected client
and engagement.

As an example, you can use the following procedure to print a report
form Fixed Assets CS  as a workpaper for an Engagement CS client.

1. In Fixed Assets CS, choose File / Print.

2. Inthe Print dialog, click the Printer button, select Engagement CS
from the drop-down list in the Printer field, and then click OK.

3. Inthe Print dialog, select the reports to print, and then click the Print
button.

4. In the Print to Engagement CS dialog, select the Engagement CS
client and engagement, enter the workpaper name, and then click
the Print button.
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Print to Engagement CS

Current CSA data location:

Change location. .. |

Select a client:

Client hame ~
CSENGO1 Engagement Sample Client
CSMNONDZ Monprofit Sample Client #2

DEPTLOCG Engagement Sample Client

Select an engagement;

| Sample Engagement j

Document name:

| Workpaper name

Print | Cancel |

All documents printed to an engagement in Engagement CS are
initially filed in a {Not Yet Filed} folder, so you need to assign the file
to the appropriate folder within your engagement.

5. Open the client in Engagement CS, highlight the new workpaper
within the {Not Yet Filed} folder in the engagement, and choose File /
Process Unfiled Workpapers.
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6. Inthe Process Unfiled Document dialog, click the option Move this
workpaper to another folder and click Next.

Process Unfiled Document gl

How do you want to process the unfiled
“wiortkpaper name'?

(#)Maove this workpaper to anather folder

() Replace an existing workpaper

() Do not process this unfiled workpaper, leave it in the Unfiled folder

[ Mewt » l ’ Cancel ]

7. Select the folder where the new document should be saved, and
then click Next.

8. Enter the name and workpaper reference, assign a staff member,
select the Roll Forward treatment for the workpaper, and then click
the Finish button to file the new document within the selected folder.
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Integration with Microsoft Excel

Engagement CS integrates with Microsoft Excel so that CSA trial
balance information can be linked from within Excel workpapers.
Engagement CS provides a convenient pull-down menu and variable
toolbar within Excel that combines the reliable linking of data from
Engagement CS to Excel and the ability to use Excel’s formatting and
calculating features that are already familiar to you.

Notes

= You must have Microsoft Office 2000/XP or higher to take advantage
of the integration features with Microsoft Excel from Engagement
Cs.

= Microsoft Excel workpapers can be launched within or outside the
Engagement CS workspace.

Adding external Excel workpapers and financial
statements to Engagement CS

To retain all of the Excel integration functionality with Engagement CS,
you can insert an external Excel workpaper into Engagement CS from
the New Engagement Document Wizard.

1. Choose File / New / Document and click the External tab.

2. Inthe Open dialog, browse to the location of the Excel file you want
to add, select the file, and click the Open button.

3. Inthe New Engagement Document — Create dialog, you can choose
whether or not you want to link the document to the Trial Balance.
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You can choose whether or not you want to link the document to the Trial
Balance from the New Engagement Document — Create page of the
Create Workpaper wizard.

New Document §|

Excel | Word | PPC | Cther | Scan | External

Select a file ko add to the Engagement: Make:
Windows has a 256 character limit
CATVATE . xls for file names, Please be sure if

inserting rultiple documents that
the combined nurmber of characters

Select the file type: in their file names does not exceed
this limit, IF the linik is exceeded,
Excel b the docurments will not be accepted

and you will need to select fewer
docurents and kry inserting ther
again.

Trial Balance

(%) Link this document bo Trial Balance data

() Do niak link this dacument ta Trial Balance daka

[pelete document(s) in their original location,

I Continue ][ Cancel

Note

= The original Excel workbook that was converted remains intact in the
original location, and a copy of the workbook that now includes
Engagement CS functionality is inserted into the engagement. You
can access the Engagement CS formula toolbar and pull-down
menus described on page 50.

= You can drag and drop workpapers into the engagement from
Windows Explorer. For details see, “Dragging and dropping a
document into an engagement” (page 35).
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Opening an Excel workpaper

There are two methods for opening an Excel workpaper created in
Engagement CS.

Within Engagement CS
Select a workpaper in the Tree View window, right-click, and choose
Open from the context menu to open the Excel workpaper within the
Document View window in Engagement CS. Opening the workpaper
within Engagement CS allows you to view other workpapers, and notes
in the engagement without having to switch from CSA back to
Engagement CS. Most Excel functionality is available, but a few items,
such as page setup and print preview, are not available.

5 Creative Solutions Accounting [CSEHGO1 - Fngagement Sample Client] - [Financial Statements - By Leadsheet] [4=] 5]
A Be Emomemert E3 Yew fwei Fgmat Joos Data BPC Widow Heb & X
R ¢ 98 riJflyxc MNEER .
=y = £
— el WA BNl I e S AR R TR AF | E ALY . |
= | Eowewrecse L M@ 0B 2 SR SRE
= €% Sample Lngsgement [Master) Date: 1200 00 = = s : 2 - !
= £3 O ’
et AT - [3
=R f A B | c D | E =
) 1 Engagement Sample Client
- : 2] EALANCE SHEET
S ead Psochl Stemirki By 3 As of December 31, 2008 and 2007
"ooinotes Footnotes
=) " NCT 4| Adjusted
@ (3 Ero 5|
- 6 ASSETS
% j - 2
& [ Pe 8| 2008 2007
]
1o CURRENT ASSETS
|_| | Cash ] 77 00 L ] 192 805 00
12 Accounts Reservable 54,046 00 39500
13| inventoeies = 3
LLH| Frepaid Expenses 4500 00 4300 0
15
16| Tatal Curvent Assets 406583 00 265,280 00
17
18] PROPERTY AND EQUIPMENT
19 Fropedy & Equipment 83,343 00 0,796 00
o Software £,795 00 E2S00
2] Less: Acc. Depreciston (40,152 1) (31298000
2
3| Hat Proprty and Equipment 8024600 350900
2
=]
F| TOTAL ASSETS 3 simm 3 Immmm
Fidl|
£ -
< 3 M 4 v 0\ BALANCESHEET { TNCOME STATEMENT { STATEMENT |« »
Fee Help, press F1 o CIRHEL St 315 Stk Dot 12030008 G i 12031008

Outside of Engagement CS
Right-click the workpaper in the Tree View window and choose Open
with Excel to open the workpaper outside of Engagement CS. Opening
the document outside of Engagement CS gives you complete Excel
functionality.
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3 Microsoft Excal - BALANCESHEET-CURRENTYEAR-PRIORY EAR. x1s

iH] File Edt Wiew Inset Fomat Tooks Data PPC  Window Help  Adobe PDF -8 x
=0 HE - -jBlz o =[=[=[Hs % > @ B=-0- A B
i'gjgaiggai EngagementC3~  Jfe ] B 0 gzj@e,;;@;
i Text = client name - - - -l
A7 ~ A =CSAFormula("Text","client narne","",
\ B E [ Fg§
| 1| Engagement Sample Client
B BALANCE SHEET
| 3 | As of December 31, 2008 and 2007
| 4 | Adjusted
| 5 |
6| ASSETS
7|
5 | 2008 2007
El
| 10| CURRENT ASSETS
| 11| Checking - General § 16.236.00 § 81,252.00
| 12| Checking - Payroll 1,039.00 -
|13 Petty Cash 1,000.00 1,000.00
| 14 | Cash - Savings 292182.00 110,643 00
| 15| Other Assets 5/000.00 -
| 16 | Billed Receivables 52831.00 6344300
| 17 | Unbilled Receivables 27 055.00 27 557 00
|18 | Unbilled Expenses Recaivable 4.980.00 5,885 00
| 19| Accounts Receivable - Emplyes - 1,500.00
| 20 Deposits & Prepaid Expenses 450000 4,500.00
21
| 22 | Total Current Assets 405 883.00 285 780,00
]
| 24 | PROPERTY AND EQUIPMENT
25 Leasehald Improvernents 2B000.00 28,000.00
| 26 | Furniture & Fixures 4882.00 4,182.00
| 27 | Office Equipmeant B0,461.00 28,116 .00
| 26 | Software £995.00 §,025 00
| 29| Less: Acc. Depreciation (40,092.00) (31,254.00)
30
| 31 | Net Property and Equipment 60,246.00 35,028.00
E
|
| 34 | TOTAL ASSETS $ _ 467429.00 $  330808.00
BH
36 b
1 4+ n]\BALANCESHEET-CURRENTYEAR-PRIORY ,/ ‘( |
Ready ]

Notes

The Excel workpaper created in Engagement CS should be
launched only from within Engagement CS, and not from Excel.
Opening the Excel workpaper from the engagement workspace
maintains a link to CSA client trial balance data and the full
functionality of the Engagement CS toolbar and pull-down menus
within Excel.

= You can mark the Use double-click to open workpaper outside of
Engagement CS checkbox on the Engagement CS tab of the Setup
/ User Preferences dialog.
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Creating a custom workpaper

You can use the Insert Engagement Document wizard in Engagement
CS to add a workpaper to an engagement, record information about the
document, specify a name and reference, and assign the document to a
staff member. In this exercise, we will create a custom workpaper that
we will define.

1.
2.

4,

Engagement CS Tutorial

Highlight the Cash folder in the Tree View window.
Choose File / New / Document to open the New Document dialog.

Click the Custom Excel workpaper or cash flow statement option
on the Excel / Word tab and click Continue.

New Document §|

Excel \Waord |ppc || Other | Scan | External

Choose the type of document to add ko the Engagement

(#)Custom Excel workpaper or cash Flow statement!

() Blank Excel workpaper

73 Blank Word workpaper

Select this option to create a custom Excel workpaper or cash Flow
stakement. This option allows you ko define columns with
infarmation from the client's trial balance or cash Flow waorksheet,

I Continue ][ Cancel ]

In the Create Workpaper Wizard click the Individual Accounts
option and click Next.
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5. Mark the checkbox for account 101 Checking - General.

Create Workpaper, Wizard

Select the account(z] ko display on your workpaper.

X

Account
[ o
108
109
110
1158
120
121
122
123
124
140
150
151

i

Description
Checking - Genersl
Checking - Payrol
Petty Cash
Cazh - Savings
Cther Azsets
Billzd Receivables
Unhilled Receivables
Unbilled Expenses Receivable
Accounts Receivable - Emplyes
Allovance for Doubtful Aocts
Deposits & Prepaid Expenses
Leasehold mprovements
Furniture & Fixtures

Click Mext to continue or click Cancel to exit the Custom ‘work paper ‘wizard

[ < Back ”

Mest >

J

Cancel

6. Click Next to define the columns for the workpaper.

7. Highlight Column C and select Amount from the column type drop-

down list.

Define the amount for Column C as follows:

Type of Amount Adjusted
Period [CP]
Year 1P
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10.
11.

12.
13.

Engagement CS Tutorial

Create Workpaper Wizard

Select a template to create your workpaper

Template |<N0ne> vl

Click on the Column ID you want to define

Colurnn D
Colurnn E:
Column F:
Column G:
Column H:
Column I:
Column J:
Column K:
Column L:
Column M:
Column N

Column O
~aliram D0

Column & Account Mumber A
Column B: Description

Mave Up ] ’ Maove Down

Click Mest to continue ar click Cancel to exit the Custom “Work paper ‘Wizard

3

Then click an the colurmi type pou want ko azsign

|Am0unt “ |

“what amount do you want to displap?

Tepe of amount | Adjusted w

[CP]

Period: ¥ Year

Location: Department:

Add Column ” Clear Colurnti ]

Save Template

< Back ][ Mext > l[ Cancel ]

Click the Add Column button.

For Column D, select Amount from the column type drop-down list.

Define the amount for Column D as follows:

Type of Amount Unadjusted
Period [CP]
Year C

Click the Add Column button.

For Column E, select Amount from the column type drop-down list.




Integration with Microsoft Excel

14.

15.
16.
17.

18.
19.

20.

21.
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Define the Amount for Column E by selecting Adjusted JE from the
drop-down list in the Type of Amount field.

Click the Add Column button.
For Column F, select Amount from the column type drop-down list.

Define the amount for Column F as follows:

Type of Amount Adjusted

Period [CP]

Year C

Click the Add Column button.

Click the Save Template button to save the current column
definitions to be used for future workpapers.

Enter the name Leadsheet Schedule in the Save Template dialog
and click OK.

Save Template §|

Save template as; | Leadsheet Schedule

[ ok, ] [ Cancel ]

Click Next and enter Leadsheet Schedule-Cash as the name for
the new document and A-06 as the workpaper reference on the
Properties page of the Create Workpaper Wizard.
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X

New Engagement Document - Properties

Enter a name for the new document. This is the name
that Engagement C5 will uze to reference thiz document.

Leadsheet Schedule-Cazh

Enter a ‘wWorkpaper Reference:

A-0B

Azzign responsibility for thiz document ta a Staff member:

Smith, John -

Select treatment of thiz document during the Roll Forward
procedure:

Exclude ¥ | [ Delete during wiap Up

[ < Back ][ Finish ] [ Cancel ]

22. Assign responsibility for the document to your own staff ID and select
Exclude from the Roll forward drop-down list.

23. Click Finish to create the workpaper in Excel. (Notice that the newly
created Excel Workpaper (A-06) now appears within the Cash folder
in Tree View window.)

24. If prompted, click Yes to update all linked information in the
workpaper.

Notice that, after you've created a custom workpaper, the document
automatically opens in Excel with the integrated Engagement CS pull-
down menus and variable toolbars present.
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Using the Engagement CS toolbar in Excel

The Engagement CS toolbar and pull-down menu in Excel provide the
following commands.

50

Insert Multiple Formula. Inserts a formula that enables you to add,
subtract, multiply, or divide two or more CSA formulas.

Clear During Roll Forward. Flags selected cells in the workpaper
as cleared when the workpaper is rolled forward into the next year’'s
engagement. The selected cells would typically contain information
(such as workpaper reference, tickmarks, or procedure completed
signoffs).

Recalculate. Recalculates the workpaper to include changes made
to the trial balance or journal entries in the CSA client since the Excel
workbook was last opened or created.

Hide/Show Zero Balance Rows. Toggles the display of zero-
balance rows on Excel workpapers. Affected rows remain hidden or
revealed until the opposite option is selected, even if the balance
changes. You can apply this command to the active worksheet or all
worksheets in the current workbook.

Insert Workpaper Link. Inserts a hyperlink to another workpaper
within the current engagement. You can choose Tasks / Update
Workpaper Links from Engagement CS to update the workpaper
name and reference for workpaper links inserted into Microsoft Excel
when the targeted workpaper name or reference has been changed.

Tickmarks. Inserts a tickmark (predefined in the Trial Balance CS
client data) where the cursor is located in the workpaper.

Tickmark Legend. Inserts a Tickmark Legend containing predefined
tickmarks from the Trial Balance CS client data where the cursor is
located in the workpaper.

Procedure Completed. Inserts your initials and the current date (in
mm-dd-yy format) into the selected cell of the workpaper.

Check Mark. Inserts a checkmark where the cursor is located in the
workpaper.
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= N/A. Inserts the text “N/A” where the cursor is located in the
workpaper.

= Help. Opens specific help for Engagement CS integration with Excel.

Important! Integration with Microsoft Excel is a one-way link from the
CSA client database to Excel. The Excel workpaper refreshes
automatically when it is first opened in Engagement CS. Subsequent
updates made to the client’'s database in CSA while the Excel workpaper
is open are reflected in the workpaper when you click the Recalculate
button from the Engagement CS toolbar or pull-down menu in Excel.

Using the Engagement CS Variable toolbar in Excel

The Variable toolbar appears below the Engagement CS menu in
Microsoft Excel. With this toolbar you can create CSA formulas that link
directly to the CSA client data for which you are creating the workpaper.
The Variable toolbar consists of eight drop-down lists and allows you to
insert the following Text and Amount variables:

Text Variables Amount Variables

Grouping Schedule Codes and Balances by Individual Account
Subcodes

Grouping Code and Subcode Balances by Grouping Code and
descriptions Subcode

Account Numbers Balances by Account Groups
Account Descriptions Journal Entry amounts

Client Text Variables such as Client Additional Amounts entered in CSA
ID, Client Name, Client address

Engagement Date Cash flow line descriptions
Workpaper Name Balances by cash flow line
Workpaper Reference Net income balance

Workpaper Signoff information
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You can select amount variables for different bases, periods, years,
departments, and locations.

: Account - | 1Nt ‘v Account Number - v” v” -H v” -‘ H

101 | Checking - General ~
108 | Checking - Payrall
109 | Petty Cash

115 | Other Assets

120 | Biled Receivables

121 | Unbilled Receivables

122 | Unbilled Expenses Receivable

123 | Accounts Receivable - Emplyes

124 | allowance For Doubkful Accks b

Using the drop-down lists in the Variable toolbar
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Variable Type. Select the type of variable to insert.

Grouping Code 1 Account
Grouping Code 2 Account Groups
Grouping Code 3 Cash flow lines
Grouping Code 4 Text

Grouping Code 5 Date

Additional Amounts

Workpaper Properties

New income variable

Variable Name. The options in this drop-down list vary depending on
which Variable Type is selected in the first drop-down list.

Type. When the Variable Type selected is either a Grouping
Schedule, Account, or cash flow line, this drop-down list allows you
to choose to insert the amount, description, or account number /
grouping code / subcode cash flow line of the Variable name
selected in the second drop-down list. Use the remaining drop-down
lists to define the amount to insert in the cell.

Basis. Choose from Unadjusted, Adjusted, Report, Tax, Other,
Budget, Adjusted Budget, Adjusted JE, Reclassifying JE, Other JE,
Tax Adjustment JE, Potential JE, and Budget JE. (Only the journal
entry total for the specified basis type is displayed.)

Period. Select the desired period from the available periods. This
varies depending on the processing type selected for the client in
CSA (File / Client Properties).
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= Year. Choose the desired year from the 10 years of data available —
the current year plus 9 prior years.

= Location. If the CSA client has been set up with locations, choose
the desired location or all locations.

= Department. If the CSA client has been set up with departments,
choose the desired department or all departments.

= Filter Locations and Departments button. If the CSA client has
been set up with locations and/or departments, the filter allows you
to add multiple locations or departments together in a formula
without the need to use the Insert Multiple Formula dialog.

Inserting multiple formulas
The Insert Multiple Formulas dialog allows you to add, subtract, multiply,

or divide two or more CSA formulas. Click the F button on the toolbar to
open the dialog.

The drop-down lists available in the dialog are the same as the drop-
down lists available on the toolbar. However, you can enter only amount
variables using this dialog. Once you have entered the first formula, use
the Operator field to add, subtract, multiply, or divide another formula.
Once you select the operator, you can select the next amount variable
from the available drop-down lists.
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Insert Multiple Formulas

Yariable Type: |.-’-'n.c:count ﬂ
Yariahle Mame: |'ID1 ﬂ
Basiz: |Fh3|3°[t ﬂ
Period: [P - Tear 1F -
Location: Al - Cepartment: (&) -
Location/Department Filter ‘

A

Formula Operator

1 |=CSAFormulalAccount” 101" "Amourt" "Repart",
il

v

QK | Canicel ‘

]

Working on the Excel workpaper in Engagement CS

Now let's add some more cash accounts to the Leadsheet Schedule-
Cash (A-06) workpaper that we created earlier in this chapter with the
use of the Engagement CS variable toolbar that links directly to the CSA

54

client data.

1. Inthe Leadsheet Schedule-Cash (A-06), select rows 10, 11, 12 right-
click to open the context menu, and then choose Insert to add three

blank rows below row 9 in the workpaper.

2. Highlight row 9 and click the Copy button.

3. Highlight rows 10-12 and click the Paste button.

4. Highlight cells A10 through F10 and select account 108 Checking —
Payroll from the Variable Name drop-down list on the Engagement

CS Variable toolbar.
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5. Repeat step 4 to add the following accounts for rows 11 and 12
respectively.

Row Account
11 109 — Petty Cash
12 110 — Cash — Savings

6. Highlight the range of cells C9 through F11 and click the No Border

button on the Excel toolbar.

' Cash Leadsheetxls [Compatibility Made] - Microsoft Excel

Sort & Find &
T Filter = Select~
. sovmns

101 Checking - General 81.252.44 18.236.21 0.00 18.236.21
108 Checking - Payrall 0.00 1,035.82 0.00 1,038.82
109 Petty Cash 1,000.00 1,000.00 0.00 1,000.00
110 Cash - Savings 110,643.21 292,162.41 0.00 29216211

Cash Leadsheet Total 192,8932.65 3M2,437.44 0.00 N2,437.44

3333 22 R[2 8 e|e|s]o i mwl |

19
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7. Choose File / Save and Close to save the changes to the
Engagement CS copy of this document.

8. In Excel, choose File / Exit Excel to close the workpaper.
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Integration with Microsoft Word

As with Microsoft Excel, you can use Engagement CS and Microsoft
Word to mark procedures as completed, insert a workpaper link, and
insert variables that are linked to CSA client data. In the following
exercise, let's add a hyperlink in a Word document to an existing
workpaper within the engagement.

Note: You must have Microsoft Office 2000/XP or higher to take
advantage of the integration features with Microsoft Word from
Engagement CS.

Integration with Microsoft Word documents

Engagement CS integrates with Microsoft Word to allow CSA trial
balance information to be linked within Word documents. Engagement
CS also provides options on the right-click context menu when a Word
document is opened from within the Engagement CS workspace.

When Word is launched from Engagement CS, an Engagement CS
toolbar and pull-down menu provide you with options similar to the right-
click context menu plus a few more.
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@0

P

Engagernent C5 -

£ = B

Insert Procedure Completed

]

b W M -

Insert Warkpaper Link |

Insert Yariables
Recalculate
Check Marlk
Custam Farmat
IES

Tickrnarks
Tickmark Legend

This add-in functionality combines the reliable linking of data from
Engagement CS to Word so that you can perform the following tasks.
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Insert Procedure Completed. Inserts your initials and the current
date (in mm-dd-yy format) into the workpaper at the current cursor
position.

Insert Workpaper Link. Inserts a hyperlink to another workpaper
within the current engagement. You can choose Tasks / Update
Workpaper Links from Engagement CS to update the workpaper
name and reference for workpaper links inserted into Microsoft Word
when the targeted workpaper name or reference has been changed.

Note: The update workpaper links utility will not update workpapers
that are currently checked out from the engagement. These
workpapers will need to be checked back into the Master Client Data
before the links can be updated successfully.

Insert Variables. Enables you to create new (or edit existing)
formulas that link directly to the CSA client data for which you are
creating the workpaper. You can also add, subtract, multiply or divide
two or more CSA formulas together.

Recalculate. Recalculates the workpaper to include changes made
to the Trial Balance or journal entries in the CSA client since the
Word document was last opened or created.

Check Mark. Inserts a checkmark where the cursor is located in the
workpaper.
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= Custom Format. Opens the Custom Format dialog when you select
a CSA variable or date field in the Word workpaper. Use this dialog
to customize the number or date variables in the workpaper.

= N/A. Inserts the text “N/A” where the cursor is located in the
workpaper.

= Tickmarks. Inserts a tickmark (predefined in the Trial Balance CS
client data) where the cursor is located in the workpaper.

= Tickmark Legend. Inserts a Tickmark Legend containing predefined
tickmarks from the Trial Balance CS client data where the cursor is
located in the workpaper.

= Engagement CS Help. (Only available from the right-click context
menu.) Opens specific help for Engagement CS integration with
Word.

Important! Integration with Microsoft Word is a one-way link from the
CSA client database to Word. The Word workpaper refreshes
automatically when it is first opened in Engagement CS. Subsequent
updates made to the client's database in CSA while the Word workpaper
is open are reflected in the workpaper when you click the Recalculate

button from the Engagement CS toolbar or pull-down menu in Word.

Adding external Word workpapers to an engagement

To retain all of the Word integration functionality with Engagement CS,
you can add an external Word document into Engagement CS. To do so,
choose File / New / Document, and click the External tab in the New
Document dialog.

Note: You can also drag and drop workpapers into the engagement from
Windows Explorer. For details see, “Dragging and dropping a document
into an engagement” (page 35).

You can choose whether or not you want to link the document to the Trial
Balance on the New Engagement Document — Create page of the
Create Workpaper wizard.
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60

]

Mew Document

Excel |, Word | PPC | Other | Scan | External

Select a file to add ko the Engagement: Moke:
Windows has a 256 character limit
CiWP-1 for file names. Please be sure i

inserting mulkiple documents that
the combined number of characters

Select the fils bype: in their file names does nok exceed
this limit, IF the limit is exceeded,
Ward ~ the docurments will not be accepted

and wou will need ko select Fewer
dacuments and try inserting them

Trial Balance -
again.

() Link thiz document ta Trial Balance data

() Do not link this document to Trial Balance data

[] Delete document(s) in their ariginal location.

[ Continue H Cancel ]

In most cases you would want to link the Word workpaper to the trial
balance data to allow amounts from the Trial Balance to be inserted into
the workpaper. However, if the workpaper you are adding has macros or
add-ins available that you would like to retain, you will need to choose
the option that does not link the Word document to the trial balance data.
As a result, the Word workpaper is only partially integrated into
Engagement CS and cannot be linked to the existing CSA client’s trial
balance data.

Note: The original Word document will remain intact in the original
location, and a copy of the document will be inserted into the
engagement.
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Opening a Word workpaper
There are two methods for opening a Word workpaper created in
Engagement CS.

Within Engagement CS
Select the workpaper in the Tree View window, right-click, and choose

Open from the context menu to open the Word workpaper within the
Document View window in Engagement CS.

Opening the workpaper within Engagement CS allows you to view other
workpapers and notes in the engagement without having to open them in
Word and then switch back to Engagement CS. Word functionality is
mostly available, but a few items, such as page setup and print preview,
are not available.

i Cooative Solutions Accounting [CSENGO - Engagemant Sample Cliant] - [Festnetsa]

L Mane
-8 x
- sl il i oo ] S g s s | gieed  Jivens s s o
e ==Y |
Dt 149100 L] W yraedes iy Ry s [RETW r———
Fooinotes
it Engagement Sample Client
Motes to Financial Statements
December 31, 2008
5 1. Accounting Palizies
Thaga Financial Stateenants have basn prapared in arceedancs wih the Ganarsily Secaped
Accourting Panciples. A summary of Engsgument Sampe Client's accaunting policios ane
s fullaws
Invanionss s sisiad ai lawer of nsi or merked, datemined by the Srwt-in first-ext maihod
Automobiles, Fumiure & Fixtunes, Equipment and Buildings are stated o cost, less
accumulated depreciation or amortization computed on fha straight ling methed, and are
depreciated over ther extimated wsalul les of thege to ton years
2. Property and Equipment
Propedy and Equpment al December 31, 2008 and Decamber 31, 2007 consist of
120 1207
- Leasahold nprovaments &2 00000 £ 000 00
& Fislures 455200 418200
qu pment 50.41.00 A 1600
. 5,99 01 50125 001
Less: Accumedatod D preciatinn [EINiErd i) [ril=TAi] .
;
Mt Praparty and Equipmant SE0 24800 SR s
.
r 3 |maf@E] =« ¥
SEAT A5 St Ot LI/ G P 103100

Outside of Engagement CS
Right-click the workpaper in the Tree View window and choose Open

with Word to open the workpaper outside of Engagement CS. Opening
the document outside of Engagement CS gives you complete Word
functionality.
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Note: Workpapers within the engagement should only be opened
through Engagement CS and not directly in Word.

Inserting
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a workpaper link in a Word document

1. Inthe Tree View window, double-click the Word document B-01
(Accounts Receivable folder) to open it in Microsoft Word.

2. Scroll down the document and click within the first blank cell in the
Workpaper Reference column.

3. Right-click to open the context menu, and then choose Insert

Workpaper Link or click the button on the Engagement CS
toolbar to open the Insert Workpaper Link dialog.

4. Select A-06 Leadsheet Schedule — Cash and then click the Insert
button to insert it as a workpaper link in the checklist.

5. You can click the new link to open the A-06 workpaper as read only
in the Engagement CS Document Viewer.

6. Choose File / Close to close the Document View window, and click
Yes when prompted to save the changes.

Notes

= If you would prefer workpapers to open in the Engagement CS
workspace with a double click, you can unmark the Use double-
click to open workpaper outside of Engagement CS option
from the Setup / User Preferences dialog.

]

= If you have the Refresh Documents on Demand button
toggled on, your document will appear in red in the Tree View
window with a 1 in the Warning column. To refresh, right-click
the document and chose Refresh Outdated Document or choose
Edit / Refresh / Refresh Outdated Documents.
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6
Disconnect / Reconnect
Workpapers and PDFs

Engagement CS allows you to disconnect / reconnect Microsoft Excel
and Word workpapers and Adobe Acrobat® PDF documents in the
engagement from the Trial Balance CS client data in CSA. This enables
you to dynamically share workpapers with clients, client's vendors, and
other staff members who do not have Engagement CS installed. They
can edit, format, and sign the disconnected workpaper, and return it to
you to be reconnected into the active engagement at a later time.

Note: You can use FileCabinet CS to provide static copies (PDFs) of
engagement workpapers or documents if you do not intend for them to
be updated or reconnected into the program. Refer to the “Sending
engagements to FileCabinet CS” section on page 106 of this guide.

For this tutorial we will use an existing Excel workpaper from the sample
engagement to illustrate the two methods for disconnecting a workpaper,
and then reconnect the same workpaper back into Engagement CS.
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Disconnecting to an email recipient

Follow these steps to disconnect workpapers from Engagement CS to an
email recipient.

Important! This option is grayed and not available if your computer does
not support the Messaging Application Programming Interface (MAPI)
protocol.

1. Inthe Tree View window of the engagement workspace, highlight the
Sample Engagement for CSENGO1XX — Engagement Sample
Client.

2. Choose Tasks / Disconnect To / Email Recipient to open the
Select Documents dialog.

3. Click the expand tree view [ icon next to the Assets folder, and then
click the expand tree view [ icon next to the Cash folder.

Select Documents &l

M ame WA
[=RImL. Y S ample Engagem...
[ General
=2-OE Asests
=-0E@E
6o a-01 PPC eTools - &P-2 Audit Program for Cash
[38] a-02 Cash Leadsheet
7 A-03  Bank Statement
3 A-04 PPC eTools - 2D Bank Reconciliation Form
| 4-05 Bank statement reminder
W3] 405 Leadshest Schedule-Cash
[ Accounts ..
1 Inventory
[ Property

[ Prepaids
173 Lawsac brnanbe b’
< >

[ OK H Cancel ]

4. Mark the checkbox next to the A-06 workpaper in the Select
Documents dialog. Click OK to automatically launch a new email with
the A-06 workpaper attached.
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You can send the email to an individual who does not have
Engagement CS installed on their computer. They can update it as
necessary and return it to you to be reconnected in the engagement
at a later time. For this tutorial, send the workpaper to your own
email address.

Launch the email attachment of the A-06 workpaper to view it in
Excel. Close and save the Excel workpaper to a specific location on
your hard drive without renaming it.

Notes

You may select multiple workpapers at the same time to attach to a
single email.

The workpaper is disconnected from the CSA client’s trial balance
when you send it to an email recipient.

The Assigned column status changes to Disconnected for the
workpaper in the Tree View window of the engagement.

The disconnected workpaper displays ESDisconnected at the top
left corner of the worksheet in Excel.

If you are licensed for Adobe Acrobat (Standard or Professional
edition), you can make edits to a disconnected PDF file, and those
changes will be saved back to Engagement CS when the file is
reconnected.
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Reconnecting the workpaper

Follow these steps to reconnect the workpaper back to Engagement CS.

66

1.

Choose Tasks / Reconnect to open the Reconnect dialog.

Reconnect gl

Specify the location where the workpapers to receive are located:

|C:'|,ESDisu:-:-nnected'l, | | Browse. .. |

Workpaper Mame
@ Leadsheet Schedule-Cash.x

To select multiple sets of workpapers to receive, click
on the items in the list while holding down the Cerl key, ’ oK l [ Cancel ]

Click the Browse button to open the Modify Location dialog and
navigate to the location where you saved the disconnected
workpaper.

Select the Leadsheet Schedule-Cash.xls workpaper in the
Workpaper list.

Note: You may press and hold the CTRL key to select multiple
workpapers in the list at the same time.

Click OK to reconnect the workpaper to Engagement CS.

When the workpaper has been reconnected, click the Yes button
when prompted to delete the workpaper from the source location.
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Note that if you have previously chosen Edit / Undo disconnect in
Engagement CS for the workpaper you are currently trying to reconnect
from an external source, the following warning will be displayed.

Creative Solutions Accounting

P, workpaper Leadsheet Schedule-Cash.xds is not a disconnected workpaper, Contining will replace the existing warkpaper in the engagement with this
\-f/ copy and any changes to the existing workpaper will be last. Would you like to continue?

Mo ] [ Cancel

Disconnecting to afile

Follow these steps to disconnect a workpaper from Engagement CS to a

file.

1. Inthe Tree View window of the engagement workspace, highlight the
CSENGO01XX — Engagement Sample Client.

2. Choose Tasks / Disconnect To / File to open the Select Documents

dialog.

3. Click the expand tree * icon next to the Assets folder, and then click
the expand tree [ icon next to the Cash folder.

Select Documents

Sample Engagem...
[ General
- D Assets
= I Cash
[C1m] A-m
[]3&] A-02
I A-03
(1267 A-04
[ 0# A05
3] A5
[ &ccounts ...
I3 Inventary
[J[Z3 Property
[ Prepaids

M1E Lnwactrante

Mame

FPC eTools - AP-2 Audit Program for Cash

Cazh Leadsheet
Bank Statement

PFC eTools - 20 Bank Reconciliation Form

Bark statement reminder
Leadzheet Schedule-Cazh

QK
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Mark the checkbox beside the A-06 workpaper in the Select
Documents dialog and click OK.

Enter the location for the Excel workpaper that you want to
disconnect from the current engagement or click the Browse button
to navigate to that location.

Note: You can select a location on your local hard drive(s) or select
a type of removable media to which you want to copy the selected
workpaper(s).

Click OK to send the workpaper to the location that you specified in
the Disconnect To File dialog.

Use the steps in the “Reconnecting the workpaper” (page 66) to
reconnect the workpaper in Engagement CS.
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7
Cash Flow Worksheets

Engagement CS enables you to create indirect and/or direct cash flow
worksheets to perform an analysis of balances from the prior year to the
current year. These worksheets can be created either by your current
client’'s Chart of Accounts or by a grouping schedule.

Viewing the cash flow worksheet

Use these steps to open the completed indirect cash flow worksheet
included with the CSENGO01XX — Engagement Sample Client.

1. Choose Setup / Cash Flow Worksheet / Indirect in Engagement
Cs.
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Indirect Cash Flow Warksheet Kl
Grouping Type: Leadsheet Schedule
Grouping i Cash Adfjusted Adfjusted Unexplzined Analvze
| Schedule Code Accourt 12531106 1273107 Amourt b
1| Cash 142,695 65 F7 43744 aon|_ G
2 [B Accounts Receivable [m] 95,384 .07 &4 94611 0.00 Q
3 |c Invertories r 0.00 0.00 oo G
4 L Prepaid Expenzes [m] 4,500.00 4500.00 0.00 Q
5 |m Investments r 0.00 0.00 oo G
6 [uv Property & Equipment [m] 35,028.21 60,245 91 0.00 Q
B Othier Assets [mj 0.00 0.00 000G
8 |w Intercompany Accounts [m] 0.00 0.00 0.00 Q
9 (BB Accounts Payable [m] -22 654 98 -20,309.31 0.00 Q
10 fcc accrued Expenses [m] -33,12925 -32 B46 .44 0.00 Q
11 [FF Income Taxes [m] 0.00 0.00 0.00 Q
12 [RR Deferred Income [m] 0.00 0.00 0.00 Q
1324 Motes Payable [mj 0.00 -5,000.00 000G
ME Ecquity [mi 275,024 70 40917371 0o0|__ @
~
Tokal: 0.00
[ Create Mew Worksheet ] [ Change Balance Type ]

Click the Analyze — S putton for Grouping Schedule Code B —
Accounts Receivable to view the Analyze Difference grid. You can
assign amounts in this dialog by entering them directly in the amount
field for the cash flow line that is appropriate or right-click the amount
field and choose Assign Balance to assign the entire balance to the
selected cash flow line.

Notes

= You can filter the cash flow lines in the Analyze Difference dialog
by selecting a subset from the drop-down list in the Cash flow
lines field.

= You can view account detail for the selected Grouping code by
clicking the View Account button in the Analyze Difference
dialog.

= You can transfer customized cash flow lines from one client to
another by choosing Setup / Cash Flow Worksheet / Transfer
Cash Flow Lines.
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= For reporting purposes, you can enter prior-year cash flow
amounts for the client by choosing Setup / Cash Flow Worksheet
/ Prior Year Amounts.

Viewing the Cash Flow Analysis Report

Once the indirect and/or direct worksheets have been created and
analyzed, you can review the Cash Flow Analysis Report to verify that all
information is accurate. The Cash Flow Analysis Report is a static
diagnostic report that you can send to the engagement, view, or print. It
displays the cash flow worksheet information in detail by section and line,
including balances based on cash flow line or grouping type as well as
prior-year information.

Follow these steps below to view this report.

1.

Engagement CS Tutorial

Choose Setup / Cash Flow Worksheet / Cash Flow Analysis
Report to open the Cash Flow Analysis Report dialog.

In the Display balances by field, select Grouping Type, and then
click the Refresh button. (Notice that the Cash Flow Analysis Report
is now displayed based on the Grouping codes rather than by the
cash flow line items.)

Click the Print button for a hardcopy for the Cash Flow Analysis
Report or click the Send to engagement button to save a static copy
of the report to your engagement Tree View window.

Once you have finished reviewing the report, click Close to exit the
dialog.
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Creating a cash flow statement in Microsoft Excel

After the worksheet has been completed and the Cash Flow Analysis
Report has been reviewed, you can create a cash flow statement in
Excel that is directly linked to the trial balance information.

72

Follow these steps to create your cash flow statement in Excel.

1.

In the engagement workspace, highlight the Trial Balance & F/S
subfolder in the General folder of the Tree View window.

Choose File / New / Document to open the Insert Engagement
Document wizard.

Mark the Custom Excel workpaper or cash flow statement option
and click Next.

In the Create Workpaper Wizard, click the Indirect statement of
cash flows option and click Next.

Note: The cash flow options will only be available after a worksheet
has been created.

Highlight Column B and select Amount from the column type drop-
down list.

Select 1P from the drop-down list in the Year field and click the Add
Column button.
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10.
11.
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Indirect statement of cash flows

Select a template to create vour workpaper

Template | <Moner

v

Llick on the Colurmn 1D you want to define

Column A: Description
Column B
Calurmn C:
Calurnn D
Column E:
Calumn F:
Calumn Gt
Column H:
Column I:
Coluran J;
Column K
Colurn Lt
Calumn M:
Colurnn M:

Column O:
(e L =]

tave Up ] [ tave Dawn

Then click on the column type you want to assign

X

|Am0unt

"]

‘what amount do you want to display?

Type of amount:
Period:

Location:

rear

Department:

4ddCaurn_ |

[ Clear Calumn ]

Click Nest to continue or click Cancel to exit the Custamn Work paper Wizard

Save Template

[ < Back ” Mest »

] [ Cancel ]

For Column C, select Amount from the column type drop-down list
and select C for the Year.

Click the Add Column button and then click Next.

Enter Indirect Statement of Cash Flows as the name for the new

document.

Enter Indirect in the Enter a Workpaper Reference field.

Click Finish to create the workpaper in Excel.
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New Engagement Document - Properties

Enter a name for the new document.  This is the name
that Engagement C5 will use ta reference this document.

|Indirect Statement of Cash Flows

Enter a Workpaper Reference:

Aiz3ign responszibility for this dacument to a Staff member:

[5mith, Jakin v

Select treatment of this document during the Foll Fonward
procedure:

[ Dekte duing Wwiap Up

X

[ < Back ][

Finish

] [ Cancel ]

12. Once the statement is open in Excel, click the Hide/Show Zero

Balance Rows button on the Engagement CS toolbar.

13. Click the Hide option and the Active worksheet only option, and

74

then click OK.

Zero Balance Rows

Petform this action to hide or show zero balance rows
on Excel spreadhseets,

Affected rows will remain hidden or shown until this
action is performed again, even if balances change.

Would vou like to hide or show zero balance rows?

% Hide

™ Show

What worksheets do ywau want khis action performed on?
¥ Active worksheet only

" all worksheets in the current warkbook

Cancel
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General

Sort & Find &
Filter = Select~

CASH FLOWS FROM OPERATING ACTIVITIES
MNet income ({loss) 114.149.00
Adjustments to reconcile net income (loss) to net
cash provided by (used in} operating activities:
Depreciation
(Gain) loss on disposal of property {2,100.00) 0.00

255,025.00

15,448.00 31.294.00

(Increase) decrease in accounts receivable 13,439.00 (98,385.00)
(Increase) decrease in prepaid assets 0.00 (4,500.00)
Increase (decrease) in accounts payable (2,346.00) 22,655.00
Increase (decrease) in other accrued liabilities (483.00) 33,129.00

Total Adjustments

23.958.00 (15,807.00)

14. Choose File / Save and Close to save the changes to the
Engagement CS copy of this document.
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8
Journal Entries

You can open the Adjusting Journal Entries window from the
Engagement CS workspace to enter data directly in the Journal Entry
Detail grid.

Note: Functions and fields that are available in the Adjusting Journal
Entries window vary based on several factors.

= Group privileges setup

= Trial balance assignment
= Master Client Data (MCD)
= Local Client Data (LCD)

Tip
Refer to the Engagement CS Getting Started guide for further details on
Journal Entries in Engagement CS.

Adding an adjusting journal entry

Use these steps to add an adjusting journal entry in the CSENGO1XX —
Engagement Sample Client.

1. Choose Tasks / Journal Entries to open the Trial Balance CS
Adjusting Journal Entries window within Engagement CS.
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2. Click the Add button.

3. Enter the following information in the Journal Entry grid.

Reference 98

Date current date

Description to record prepaids at year end
Account 140

Amount 100.00

Account 101

Amount -100.00

Entry Types Adjusting

Special Types None

4. Click the Enter button.
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eative Solutions Accour

=

oF 8 2 &

S Trial Balarce Status
=] s Sample Engagement (Master)
= 54 General
[ Planning
=4 Trial Balance & F/S
] Indirect
#] Balance Sheet

3] Income Statemert
[ Engagement Yrapup
[ Assets
[ Lishilities and Equity
[ Income Statement
[ Pemanent

=+

g [CSENGO1XX - Engagement Sample Cli
:l File Edit Wiew Tasks Utilities Setup ‘Window Help

- [Adjusting Journal Entries]

e BT L
i
Reference Date Description AccountTax Code Amounk
92 12{31/08 to record inkerest accrued 700, 240 3,000,00
93 1z{31/08 to reclass receivables 120, 121 4,000,00
94 12fa1/0e to reclass current portion of long ... 260, 210 5,000,00
95 12/31/08 ko record SET liabilicy 733, 251 &,000,00
96 12{31/08 to record FIT liability 740, 250 7,000,00
a7 1z{31/08 to record potential expense B46, 200 &,000.00
91 12/3108 120, 420 2,000,00
RLIZ3 12/31/08 101, 108, 110,1.., 6,92
1 101

[ agd [ Ede ][ oskete
Reference Date Description
a8 12531108 to record prepaids st yvear end
Accourt Amaurt s B i
— = B ustin
1|40 Tonan| = | S TPSS L
i— i gy Special Types: Mane
Z Differance:
EN Misstatement Types:
5]
7 Tax Expork:
&
o I —
10|
11 L
Deposits Prepaid Expenses
< | >
Far Help, press F1 or Chr+F1 Skaff: 115 Skt Date: 12/31/08 Gl Period: 12/31/08

Click the smaller X in the upper right corner to close the Adjusting

Journal Entries window in the Engagement CS workspace.

the workpaper in Excel.
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Double-click the A-06 workpaper in the Tree View window to open
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Sort & Find &
T Filter = Select~
i

101 Checking - General 31.252.44 18.236.21 {100.00) 18.236.21
108 Checking - Payraoll 0.00 1.038.82 0.00 1.038.82
109 Petty Cash 1.000.00 1.000.00 0.00 1.000.00
110 Cash - Savings 110.643.21 292,162.41 0.00 29216241

Leadsheet Schedule-Cash Total 192,895.65 312,437.44 (100.00) 312,437.44

Note: Notice that the Adjusted Journal Entry amount that we just
added appears in the Adjusted JE column of the Leadsheet
Schedule-Cash workpaper.

7. Choose File / Save and Close to save the changes to the
Engagement CS copy of this document, and close the document.
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9
Review Notes

Any staff member, regardless of how the staff is assigned to the
workpaper, can add review notes to any document. The staff member
assigned to the workpaper with read / write access can respond to
review notes attached to that workpaper. Review notes can be edited or
removed at a later date, and all notes must be cleared before an
engagement can be wrapped up.

Opening a review note

You can open a review note in the Engagement CS workspace by using
one of the following methods.

=  Double-click the note in the Notes View window.

With the workpaper, folder, or engagement highlighted in the Tree
View window, choose Edit / Edit Review Note, and then select the
review note that you want to view or modify.

On workpapers, if there is a sticky note attached to the review note
and you are assigned to the document or workpaper, you can right-
click with the mouse pointer on the sticky note to open the context
menu, and then choose Edit Note to open the Review Notes dialog.
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Responding to review notes

Use these steps to respond to the review note that has been included
with the CSENGO01XX — Engagement Sample Client.

1. Highlight workpaper B-01 — Accounts Receivable Audit Program
in the Accounts Receivable folder of the Tree View window.

2. From the View menu, toggle the Notes window on if it is not already
visible in the Engagement CS workspace.

% Creative Solutions Accounting [CSENGO1XX - Engagement Sample Client] - [Tabbed Document View] %]
Tl File Edit Yiew Tasks Lkiities Setup Window Help -8 x

FEe ke (e8| rrusEeeE

SE ~

B Trial Balance Status
=-¢X Sample Engagement (Master)
@ General
-8 hssats
3 Cash
283 Acoounts Receivable
|

] 03 e Financial Statement Assertions
(2 Inventor Ohbjsstives
£ Propery
(2 Prepaids
B2 Investments A

(@ Liabilities and Equity
@ Income Statement
[ Permanent

B.
~
A 5 " Accounts Receivable Audit Program
2l #-Note Date/Time Originator Curent Status
= 1- Current Audit Program 04/05/081:02pm  CAD Open

[CAD) Please verify that this is the mast curent Audit 04/05/081:02 pm
Frogram for Accounts Receivable.

For Help, press F1 or Cirl+F1 Staff: 105 Stmt Date: 1231/08  GL Period: 12/31/08

3. Double click the Current Audit Program in the Notes window or
choose Edit / Edit Review Note / Current Audit Program to open
the Review Notes dialog.
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4.

5.

6.
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Review Notes

X

‘Workpaper: B-01 Accounts Receivable Audit

Subiject:

Dialog:

CAD 04/05/08 1:02 pm Flease verify that this is the most cument Audit Program for
Accounts Receivable.

HMote Text:

[ Cleared

[ Ok ] [ Cancel ]

In the Note Text pane, enter the following reply to the note: This has
been verified.

Mark the Cleared checkbox and click OK to close the Review Notes
dialog. (Notice that the Word document icon with the note attached
has a red checkmark inside of it to indicate that the note has been
cleared. See enlarged image below.)

Name 4 Wanio | Assigned Lo
FE Trial Balance Status W5
=] G Sample Engagement (Master) Date: 12431/08
2 General
2 Assels
(3 Cash

Accounts Aeceivable Audit Program JS
Accounts Aeceivabls Leadshest M5
PPLC e-Tools - C-9 Accounts Receivabl... WS

N5
3 Inventory
I3 Property
[ Prepaids
@ Investments

([ Liabilifies and Equity

EQ Income Statement

=8 Pemanent

o v

< >

Repeat step 3 to reopen the Review Notes dialog.
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Note: The originator of the Review Note may mark the note as
Reviewed when it is made available to them.

7. Unmark the Cleared checkbox to leave the note uncleared. (Leave
the note uncleared. We will use it to illustrate a program feature
during wrap-up.)

8. Click OK to close the Review Notes dialog.

Review Notes

X

Wiorkpaper: B-01 Accountz Receivable Audit
Subject:

Dialog:

CAD D4/05/08 1:02 pm Flease verfy that this is the most cument Audit Program for
Accounts Receivable.

JUS 09/26/08 3:32 pm This has been verified.

Cleared By: Smith, John
Date Cleared: 05/26/083:32 pm

Uncleared By: Smith, John
Date Uncleared: 05/26/08 3:33 pm

Mote Text:

[ Cleared

[ 0K ] [ Cancel ]

9. Inthe Notes View window of the Engagement CS workspace you
can view the detail, date/time, originator, and the current status of
the note.

Al - Mote DateTime Originator Current Status
=1 - Current Audit Program 04/05/081:02 pm CAOD Open

[C&0) Please verify that this is the most current Audit 04/05/08 1:02 pm
Frogram for Accounts Receivable.

[JJ5] This haz been verified. 09/26/08 3:32 pm

Done Staff: 115 Stk Date: 12/31/058 | GL Period: 12)31/08
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Adding a sticky note to workpapers

When you are finished entering the text for a review note in the Review
Notes dialog, the program will prompt you to add a sticky note to the
current document (if you have marked the Prompt to attach sticky note
when entering new review note checkbox on the Engagement CS tab
of the Engagement CS User Preferences dialog). You can put a
graphical note on the read-only copy of the document to highlight a
specific area of the document.

Move the mouse pointer over the image of the workpaper in the
Document View window of the engagement workspace, and click the
Yes button to place the note on the workpaper.

Creative Solutions Accounting

Notes
= This option is not available for folders and engagements.

= You may choose not to be prompted to add a sticky note by
unmarking the Prompt to attach sticky note when entering new
review note checkbox on the Engagement CS tab of the
Engagement CS User Preferences dialog (Setup / User
Preferences).

= To view and/or respond to the review note associated with a
sticky note. Double-click the yellow sticky note in the Document
View window to open the Review Notes dialog and view the contents
of the note in the Dialog pane. To view the subject of the note,
position your mouse pointer over the sticky note in the Document
View window. You can also highlight the note in the Notes View
window and double-click. To edit the information contained in the
note, choose Edit / Edit Review Note and make your changes in the
Review Notes dialog.
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To move the sticky note to a different location on the document.
Click the sticky note in the Document View window and, while
holding the mouse button down, drag the sticky note to the new
location on the document.

To remove the sticky note. Right-click the sticky note and choose
Remove Sticky Note. Click the Yes button when prompted.

The program alerts you to the presence of a note by placing a yellow
note on the icon in front of the document in the Tree View window. In
addition, the subject and text of the note appear in the Notes View
window. Click the plus (F) or minus (=) signs next to the subject to
expand or collapse the view.

To hide the sticky notes from view in the Document View window,

CS toolbar.
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10
Workpaper Signoffs

You can sign off on any workpapers or documents that have been
assigned to you at any time during the engagement process.

Note: Earlier in the tutorial you selected your signoff type on the Staff
Assignment tab of the Engagement Properties dialog. Preparer and
Reviewer are always available as signoff types for an engagement. You
can also define your own signoff type(s) according to your engagement
needs in CSA from the Setup / System Configuration / Signoff Types
dialog.

Signing off a workpaper or document

Use these steps to sign off on a document in the CSENGO1XX —
Engagement Sample Client.

1. Highlight the B-01 document in the Tree View window.

2. Right-click to open the context menu, and choose Workpaper
Properties.

Engagement CS Tutorial 87



Workpaper Signoffs
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Workpaper Properties fz|

|dentification

Wiorkpaper Reference;  |B-07

YWhork paper Mame: |.-’-‘-.cc:0unts Receiable Audit Frogram |
Aszigned to: |Smith, John w |
Fioll Forward: |Exclude v
[ Delete during ‘wrap Up

Signoffz

J Marme Date Signaff ”

v
Add Edit Bemove

Ewents

Created by: Training, C5 301408 -10:15 am

I ok ] [ Cancel ]

Click the Add button in the Workpaper Properties dialog to open the

Signoff dialog.

Signoff

Dae: [04/17/08 |

X

Type: F'rE are

v

[ ok

][ Cancel ]
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4. Select Preparer from the drop-down list in the Type field, and click
OK. (Notice that the program automatically fills in the Signoffs grid in
the Properties dialog with the staff ID, date, and signoff type.)

Waorkpaper Properties &|
[dentification

wWorkpaper Reference;  |B-01

Wiorkpaper Name: |.~'—\ccounts Receivable Audit Program |
Azzighed to: |Smith, John - |
Foll Forward: |E>:|:Iude b |

[ Delete during ‘rap Up

Signoffs
Mame Date Signotf -
u Smith, Jahn 04/17/03 Preparer =
b’
| add || Edt | [ Remove |
Ewents
Created by: Smith, Jahn 3/0/08-10:15 am

[ Ok ][ Cancel ]

5. Click OK to close the Workpaper Properties dialog.
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Signing off a workpaper using the right-click
context menu

Let’s sign off a different workpaper in the engagement using an
alternative method.

90

1.

Highlight workpaper B-02 in the Tree View window of the
Engagement CS workspace.

Right-click to open the context menu and choose Document Signoff
/ Preparer.

When the program completes the signoff process, notice that your initials
and date will appear in the workpaper beside Preparer.

Engagement Sample Client
Accounts Receivable Leadsheset
Prepared: JJS 4/17/08

Reviewed:
Report Report

Acct Description 1213172007 1213172008
Accounts Receivable

120 Billed Receivables 63.443.00 52,931.00
121 Unbilled Receivables 27.,557.00 27,055.00
122 Unbilled Expenses Receivable 5.685.00 4.960.00
123 Accounts Receivable - Emplyes 1.500.00 0.00
124 Allowance for Doubtful Accts 0.00 0.00
Accounts Receivable Leadsheet Total 98.385.00 54.946.00

ts Receivable Leadsheet
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Notes

If you would like your workpapers to refresh upon signoff, mark the
Refresh documents upon Sign Off checkbox on the Setup / User
Preferences dialog. Otherwise, to refresh the signoff variable in a
document after signoff, you can choose Edit / Refresh / Refresh
Document while the document is highlighted.

If the Refresh Documents on Demand option is on, documents will
appear red in the tree after a signoff. If the Refresh Documents on
Sign Off option is marked in the Engagement User Preferences
dialog, the document is automatically refreshed upon signoff,
whether the on-demand toggle is on or off.

Signing off workpapers using the multiple
document signoff

Do the following steps to sign off on multiple workpapers at the same

time.

1. Choose Edit / Multiple Document Sign Off.

2. Select Preparer as the signoff type in the Multiple Document Signoff
dialog.

3. Mark the checkbox next to the Cash folder to select all workpapers

Engagement CS Tutorial

within that folder.
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X

Multiple Document Sign Off

Date: I:l Type: | Preparer - |

MHame ‘wiamning

[EBImL Y Sample Engagement
1[0 Gereral
- CIED Assets
W[ Cash
[0 Accounts Receiva
I Irwentory
13 Property
12 Prepaids
I Irwestments
I Liabilities and E quity
I Income Statement
[ Permanert

0K ] [ Cancel

4. Click OK.

Note: You must have the Multiple document signoff privilege to
sign off multiple workpapers at the same time.

5. Click OK in the Document Sign Off Verification dialog.

6. Click OK when prompted with a completion notification.
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Notes

If a document has been signed off by the reviewer or any of the three
custom signoff types and then subsequently modified, a warning of 2
appears in the Warning column to indicate that the document has
been altered after it was reviewed.

If you open an Excel or Word workpaper signed off by the reviewer,
when closing the workpaper you will be prompted to save the
workpaper. If you save the workpaper — even if no changes were
applied — a warning 2 will appear in the Warning column indicating
that the workpaper was modified after it was reviewed. Be sure not
to save the workpaper if no changes were applied.

To remove the warning 2 from a workpaper, the reviewer must either
delete the existing signoff for the document and re-signoff or edit the
data of the existing signoff.

Engagement CS Tutorial
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Diagnostic Reports

Workpaper Diaghostic Report

The Workpaper Diagnostic Report provides the status of documents and
workpapers in the engagement based on the parameters that you
choose to suit your reporting needs.

= You can sort workpapers by workpaper reference, workpaper name,
warnings, the staff member it is assigned to, notes, preparer signoff,
reviewer signoff, or by three additional signoff parameters.

= You can choose to view all workpapers or only selected workpapers.

= You can choose to view workpapers that are assigned to specific
members of the engagement team.

= You can choose to view all workpapers that are currently checked
out or disconnected.

* You can include / exclude workpapers based on signoff types.

Use the following steps to view and print the Workpaper Diagnostic
Report.

1. Choose File / Diagnostic Reports / Workpaper to open the
Workpaper Diagnostic Report dialog.

2. Select Assigned from the drop-down list in the Sort order field.

3. Click the Selected workpapers button to open a Tree View window of
workpapers and documents found in the current engagement.

4. Unmark the General folder in the Tree View window to exclude all
related subfolders, workpapers, and documents from the report.
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5. Click OK to close the Select Workpapers dialog, and then click the
Refresh button. (Notice that the workpaper diagnostic report view
now appears without the folders, workpapers, and documents in the

General folder.)

I Workpaper Diagnostic Report

Receivable Stats
T e

<

Soit grder: | Assigned

Inchude

[ ] selected werkpepers

[wiorkpapers sssigned to:

[ Chesked out and disconnected warkpapers anlp

Engagement Sample Client

Workpaper Diagnostic Report

WpRef filukaney Warning  Assipned INotes Preparer Reviewer
Name

PPC eTools - AP-

A-01 2 Audit Program s 1
for Cash

A-03 Bank Statement s 0
PPC eTools - 2D

A-04 Bank Reconciliation s 0
Form

A.05 Ban.k statement 118 0
reminder
Leadsheet

A-06 Schedule-Cash s 0
Accounts

E-01 Receivable Audit k) 1 178 - 0417107
Program
Accounts

B-02 Receivable s 0 IS - 04/17/07
Leadshest
PPC e-Tools -

B.03 CH-9 Accounts 8 4

Enclude
“workpapers signed off by:

O Preparer
[ Reviewer
O Partrer

[ TechReview

Partner

Sample
Engagement
4/17/08 - 2:39
pm
Tech
Review

[ sendto engagement | [

J [

Prirt Close |

6. You can click the Print button for a hardcopy of the Workpaper
Diagnostic Report or click the Close button to close the dialog.
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Notes Diagnostic Report

The Notes Diagnostic Report provides the status of notes in the
engagement based on the parameters that you select to suit your
reporting needs in the Notes Diagnostic Report dialog.

Use the following steps to view and print the Notes Diagnostic Report.

1. Choose File / Diagnostic Reports / Notes to open the Notes
Diagnostic Report dialog.

2. Mark the Include notes detail checkbox, and click the Refresh
button. (Notice that detailed note information appears in the Notes
Diagnostic Report view for the selected note, and that its current
status is open.)

3. You can click the Print button for a hardcopy of the Notes Diagnostic
Report or click the Close button to close the dialog.

M hotes Diagnostic Report ‘Z‘@@
Engagement Sample Client Sample Engagement
Notes Report 9/26/08 - 4:25 pm
‘Workpaper Notes
# Subject / Dialog Originator Date/ Time Current Status

A-01 PPC eTools - AP-2 Audit Program for Cash
1 Verification Smith, John Open
Vrifisd the Genersl Ledger scount numbers 0926107 4223 pm
B-01 Accounts Receivable Audit Program
1 Current Audit Program Ozborn, Cheryl Open
Plasse varify that this is the most cument Awdic Program £ Accounts Receivable, 04105106 1:02 pm
‘This hes been verified 0926107 3:32 pm

Rieport Filers
[] Selected folders/warkpepers Originatar: | <ALL> v Curent staus v
Inchide notes detall ~ Workpapers Assigned To: | <ALL> v

Refresh | Sendtosngsgemert | [ P | [ Close

Note: After reviewing either diagnostic report you can click the Send to
engagement button to save a copy of the report within the engagement.
The report is made available in the Tree View window and can be viewed
in the engagement workspace or opened in Microsoft Word.
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Unsigned Program Steps Report

The Unsigned Program Steps Report checks PPC’s e-Tools audit
programs for unsigned audit steps. This program searches through
all PPC’s e-Tools audit programs within the current engagement and
provides a list of all steps that have yet to be signed off.

Unsigned Program Steps Report gl
TK's Beauty Supply Store 200
Unsigned Program Steps Report 411808 -

Unsigned Program steps
# Wodpaper Name
1 RP-? AP for Cash

# of unsigned steps

Thers are no umsigzed steps for this audit program document
7 PPC e Tools - AP-8 Audit Program for AP
There are 1o wsiged steps for this audit program documment

[ Send to engagement ] [ Prink ] l Close
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Engagement Wrap-up

The final retrieval, organization, and cleanup of engagement files are
important elements in the final phase of wrapping up an engagement.
With the use of the Wrap Up wizard, Engagement CS allows you to
secure all the appropriate documents, workpapers, and checklists in the
master engagement prior to sending the engagement as a static copy to
a PDF file, FileCabinet CS, or GoFileRoom.

Using the Wrap Up wizard

The Wrap Up wizard in Engagement CS prompts you to complete the
following tasks prior to and during the wrap-up process.

Engagement CS Tutorial

Recommends that you back up your engagement client prior to
wrap-up.

Allows you to view all outstanding review notes.
Allows you to delete all review notes.

Lists potential journal entries that are still outstanding in the
engagement. (This page of the Wrap Up wizard will not appear if
there are no potential journal entries present in the engagement.)

Allows you to view/print a Workpaper diagnostic report to verify that
all workpapers have been signed off.

Allows you to view/print the Unsigned Program Steps Report to verify
that steps have been signed off completely.

Allows you to view/print a summary of the wrap-up activity.
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Notes

=  Only those staff members with the group privilege Wrap Up
Engagement / Undo Wrap-Up assigned can perform these
procedures.

= The wrap-up process can only take place in the master engagement
when all the documents and workpapers are checked into the Master
Client Data (MCD).

= The wrap-up cannot be performed if there are any workpapers
disconnected from the engagement.

=  The wrap-up requires that any outdated documents be refreshed and
that all warnings are cleared before the process can be completed.

Backing up the engagement prior to wrap-up

Use these steps to back up the CSENG0O1XX — Engagement Sample
Client:

1. Choose Tasks / Wrap Up, and click the Yes button to back up your
engagement data prior to beginning the wrap-up process.

Notice that the client is already selected in the right-hand list pane.

Note: Click the Change Backup Location button to choose another
backup location for your engagement client.

2. Click the Backup button to begin the backup and open the Backup
Status dialog.

3. Click Done when the backup is complete.
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Deleting outstanding review notes

The Wrap Up — Open Review Notes page in the Wrap Up wizard opens
in the program as soon as the engagement client backup is complete.

Note: The Wrap Up — Open Review Notes page will not appear in the
Open Review Notes page of the Wrap Up wizard if there are no open
notes present in the current engagement.

Notice that there is an open note in the engagement that needs to be
addressed. You may choose to complete the wrap-up by clicking Next,
which will clear all open review notes, or you can click Cancel to go back
into the engagement and take care of the note.

Wrap Up - Open Review Notes §|

The fallowing items contain open review notes:

Reference Mame -~
A-01 PPC eTools - AP-2 Audt Procgram for Cash
B-01 Accourts Receivable Audit Program
“

Continuing will clear all open review notes,

Mates Diagnostic Report

Click Mext to continue, or Cancel to exit the wizard without zaving changes.

Mext » l’ Cancel
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1. For this exercise, click Cancel to return to the engagement and clear
the notes manually.

2. When you have finished clearing the note, choose Tasks / Wrap Up
to begin the wrap-up process again.

3. Click the No button to bypass the backup, and open the Wrap Up —
Delete Review Notes page of the Wrap Up wizard.

Wrap Up - Delete Review Notes

The current engagement containg one or more review notes. Mark the checkbox to delete all cleared
and reviewed notes in this engagement.

[ Motes Diagnostic Report

Click Mext to continue, or Cancel to exit the wizard without saving changes.

[ Mest > ] ’ Cahcel ]

Notice that the Open Review Notes grid no longer appears on the
Open Review Notes page.

Note: You may also choose to view a diagnostic report by clicking
the Notes Diagnostic Report button.
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4. Mark the Delete all review notes checkbox and then click Next.

Viewing potential journal entries

The Wrap Up — Potential Journal Entries page of the Wrap Up wizard will
not appear if there are no outstanding potential journal entries that may
need to be addressed in the current engagement. You can click Cancel
to exit the Wrap Up wizard and make any changes to potential journal
entries in the engagement.

Processing unfiled documents

The Wrap Up — Process Unfiled Documents page of the Wrap Up wizard
will appear only if there are documents that have been printed to the
engagement but have not been filed. You can click the Process unfiled
document button to process these documents or click Cancel to exit the
wrap-up and make the necessary changes.

Viewing the Workpaper Diagnostic Report

The Wrap Up — Workpaper Signoffs page of the Wrap Up wizard allows
you to view the Workpaper Diagnostic Report to verify that all
workpapers have been reviewed. You can click Cancel to exit the Wrap
Up wizard and make any changes to the workpaper signoffs in the
engagement.

1. Click the Workpaper Diagnostic Report to view the workpapers in the
engagement.

2. Click the Close button to return to the Wrap Up wizard and then click
Next.

Viewing the Unsigned Program Steps Report

The Wrap Up — Workpaper Signoffs page of the Wrap Up wizard allows
you to view the Unsigned Program Steps Report to verify that all steps in
PPC'’s e-Tools audit programs have been correctly signed off.

Deleting outstanding documents and workpapers

The Wrap Up — Workpaper Removal page of the Wrap Up wizard allows
you to view and delete all outstanding workpapers that have been
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marked for deletion in the Properties page of the New Engagement
Document wizard and/or the Workpaper Properties dialog. (When we
created the Document Reference earlier in the tutorial, we marked the

Delete during Wrap Up checkbox.)
Wrap Up - Workpaper Removal

The fallawing work papers will be deleted from the engagement:

| Delete | Reference

u W A0S

‘Workpaper Mame L

Bank statement reminder

Click Mest to continue, or Cancel to exit the wizard without saving changes.

X

[ < Back ][ Mest >

] [ Cancel ]

1. For this exercise, leave the checkbox marked in the Workpaper Grid
on the Wrap Up — Workpaper Removal page to delete workpaper

during the engagement wrap-up.

2. Click Next.

Viewing the Wrap Up Summary Report

The final page of the Wrap Up wizard allows you to review or print a
summary of the wrap-up activity just prior to finalizing the wrap-up

104

process.

1. Click the Wrap Up Summary Report button to view the report, which
lists general information, engagement dates, engagement staff
members, signoffs, history, potential journal entries (if applicable),
and the activity that took place during the engagement cleanup

routine.
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Important! A note at the bottom of the Wrap Up Summary Report
reminds you that there may be additional files related to the
engagement in multiple locations, on multiple workstations, and/or
stored on various forms of media, which will need to be deleted
manually.

2. Click OK to close the Wrap Up Summary Report.

3. Click the Finish button to wrap up the current engagement.

¥4 Creative Solutions Accounting [CSENGO1XX - Engagemer
: File Edit Wiew Tasks Utilities Setup ‘Window Help
FEAckD (=6 |98 ) #iE o
=l
Ea

Mame

EE Trial Balance Status
= ﬁ Sample Engagement {Complete) Date: 12731503
(3 General
-5 Assets
(3 Cash

Accounts Recerval
Accounts Receival
PPC e-Toals - C-5

(A Inventany
3 Property v
< »

For Help, press F1 or Ckrl+F1

Notice that the notes have been deleted from the B-01 and A-01
workpapers, the sample engagement briefcase icon has a
checkmark attached to it, and the label has changed to “(Complete)”
indicating that the wrap-up process has been run in the current
engagement.

4. Choose Tasks / Undo Wrap Up to remove the status of “wrapped
up” from the engagement.
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Notes

= When the engagement wrap-up is complete, workpapers,
engagement properties, and workpaper properties are made
unavailable for editing. Excel and Word workpapers can be opened
as read only for viewing.

= When you choose to undo a wrapped up engagement, notes that
were previously created cannot be retrieved.

Sending engagements to FileCabinet CS

If you are a licensed user of FileCabinet CS and have the program
installed, you can use the program to store the entire engagement for
easy access and viewing in the future. This process can take place at
any time throughout the engagement, but is usually performed by the
staff in charge when the engagement is complete and you are ready for
a secure “lock down” of workpapers and financial statements.

Follow these steps to store an engagement in FileCabinet CS.

1. We have just completed the wrap-up process for the CSENGO01XX —
Engagement Sample Client. Highlight the Sample Engagement in
the Tree View window.

2. Choose File / Send Engagement to / FileCabinet CS to open the
FileCabinet CS Documents dialog. Use the Document Names tab to
confirm the documents and document names to be sent to
FileCabinet CS from Engagement CS.
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You can click OK on the Document Names tab to send the
engagement to FileCabinet CS. In addition, you can mark the Open
FileCabinet CS when printing is complete checkbox to open
FileCabinet CS automatically after you click OK.

E‘ FileCabinet CS Documents

Document Mames | Prewview

FileCabinet C5: |kdefault> [C:\winCSINFCabD ata) w
* Drrawvwer 10 Daocument Name 2
PL-01 - Preliminary Review R
PL-02 - Audit Control Worksheet
CSEMGOLXE PL-03 - Adjusting Journal Entries
CSEMGOLxS PL-04 - Final Review Report
CSEMGOLXR PL-05 - Standard Ratios B
CSEMGOLKR PL-06 - PPC eToals - C¥-6a Audit Time Sum. ..
CSEMGOLMY PL-07 - Trial Balance Yariance Report
CSEMGO1 KR Balance Sheet - BALAMCESHEET-CURREMTY. .,
CSEMGO1XE ICF - Indirect Cash Flow Statement
CSEMNGO1XE F3-L5 - Financial Statements - By Leadsheet
CSEMGDLXK Footnotes - Footnotes b

Document name: |PL-0T - Preliminary Review Report v |

[ Open FileCabinet C5 when complete l 0K l [ Cancel ]
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Use the Preview tab to view workpapers and documents before
sending them to FileCabinet CS.

4. Click the FileCabinet CS button in the Engagement CS toolbar
to open the program, and view the engagement in FileCabinet CS.

t CS [CSENGO1XXK Engagement Sample Client]
File Edit Image Object Setup Help
0 2 BX Zer: S a2 $HQ WP P |PLVU1 Freliminary Review Report - Page 1 w I
Dravier: A
[ (o) :
n Engagement Sample Client
€ $GLOBAL (ARirmFirmFirmFirmFirmFir Preliminary Review Report
= CSENE01XK (Engagement Sample © Prepared: =
=] Engagement €5 Reviewed: =
=63 (2007-12-31) Sample Engac
= [ General Unadjusted  Unadjusted
=0 Acct Description 1203112007 12/31/2008 5§ Variance % Variance
i
n Audi( AccountsPayable
- 200 Accounts Payable (22 654.58) (20,308.31) 234567 -10%
- Adjustic AccountsPayable Total (22,654.98) (20,308.31) 234567 —10%
- Final Re
- Standar AccountsReceivable
-PRCeTc 120 Billed Receivables B53,44273 46,931.40 (16,511.33) -26%
07 - Tridl Bl 121 Unbilled Receivables 27,556.78 31,05466 3,497.88 13%
1 Trial Balance & Fls 122 Unbilled Expenses Receivable 5,884.56 496005 (924 51) -16%
1 Engagement Wrap, 123 Accounts Receivable - Emplyes 1,500.00 0.00 (1,500.00) -100%
o EE & 124 Allowance for Doubtful Accts 0.00 0.00 000 -----
GRS AccountsReceivabie Total 58.384.07 82.946.11 _ (15,437.96) 6%
1 Liabilities and Equity
(1 Income Statement AccruedLiabilities
1 Permanent 23 FICA WiH Payable (464.75) (882167} (8,356.92) 1798%
2 4mot et filed) 232 Fed WiH Payable (1,820.00) (2,335.11) (815.11) 28%
233 MIW/H Payable (289.00) (2,668.68) (2,369.68) T93%
234 FUTA Payable (52.00) (167.99) (115.99) 223%
235 SUTA Payable (227.50) 0.00 227.50 -100%
240 Accrued Interest Payable 0.00 0.00 go0 -
250 FIT Payable (20,000.00) (5,079.13) 14,920.87 -T5%
23 MISBT Payable (3,766.00) (4073.86) (307.88) 8%
AccruedLiabilities Total (26,629.25) (23,146.44) 3482.8 -13%
AccruedPayroll
230 Accrued Payroll (6,500.00) (6,500.00) 0.00 0%
AccruedPayroll Total (6,500.00) (6,500.00) 0.00 0%
AccumulatedDepreciation
< > 160 Acc. Dep. - Lse Hid Imprvmnts (7,300.00) (10,900.00) (3,600.00) 49%
% 161 Acc. Dep. - Furn. & Fixtures (2,275.75) (3,501.10} (1,225.35) 54% b
For Help, press F1 Prinked on Wednesday, April 18, 2008, 2:29 PM by U0D009Z274

5. Choose File / Exit to close the FileCabinet CS program.

Notes

= Engagements that are stored in FileCabinet CS cannot be altered. It
is important to note that this is not a backup of the engagement but a
printed copy of the engagement for storage purposes. In addition,
engagement data is stored with the CSA client when it sent to
FileCabinet CS.
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= Engagements that are backed up to FileCabinet CS are stored under

the Engagement CS @ icon. In addition, the stored engagement
client has a corresponding subfolder labeled with the engagement
period ending date (as defined in the General tab on the
Engagement Properties dialog).

Sending engagements to a file/email

Use the File / Send Engagement to / File/Email command to create a
PDF of the current engagement that you can send to your local hard
drive, to a network location to which your computer is connected, or as
an email attachment via a MAPI-compliant email program.

To send an engagement to file, follow these steps.

1. Choose File / Send Engagement to / File/Email.

send Engagements to File/Email E|
g
[J=end to email:
File name:

CSEMGOLKK - 2008 Audit

opkions
[]Password protect FDF

[] 2pen file when complete

I Ok ][ Cancel l

2. Specify the location where you would like to save the file by clicking
the Browse button.
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Notes

= You may password protect the PDF document by marking the
Password Protect PDF checkbox.

= The folder structure of the engagement is retained in the layout of
the bookmarks within the PDF that is created.

= You can include a signature in your email when sending a PDF as an
attachment by marking the Include email signature checkbox and
selecting an existing signature from the available drop-down list, or
you can click the Modify/View Signature button to add, edit, or delete
a signature.

Sending engagements to GoFileRoom

110

If you are a licensed user of GoFileRoom and have the program
installed, you can use the program to store the entire engagement for
easy access and viewing in the future. When sending to GoFileRoom,
you will be prompted with the GoFileRoom login dialog if you are not
already logged in. Once you are logged in, you can select the
GoFileRoom drawer to index the PDF file.
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Roll Forward

The Roll Forward feature in Engagement CS allows the engagement to
be copied and used as a template in the following year. The program
creates a new engagement for the new period based on the structure of
the current engagement, which remains unchanged.

Note: Workpaper signoffs, history, and notes attached to the workpapers
do not roll forward. However, links in the Excel and Word workpapers are
updated automatically to reflect the balances based on the new
engagement period and date. For example, if an Excel workpaper
displays 2006 and 2005 data prior to the Roll Forward, and then the
client is advanced to 2007 during the Roll Forward process, the
statements will change accordingly to display 2007 and 2006 data.

Advancing the client’s trial balance in CSA

Before rolling forward an engagement, you must follow these steps to
advance the client’s trial balance period.

1. Choose File / Select Period to Process, and then click the Close to
Next Year button.

Period End Dates @

Enter the period end dates for the
NEw year:

12310008 — v

£ *

[ oK |[ Cancel ]

2. Click OK to select the Period End Date displayed as 12/31/08.
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4,

5.

Note: You can highlight the month, day, or year in the date field and
enter any changes directly, or click the small up/down arrows to
adjust the date. To display a calendar, click the large down arrow to
the right of the date field.

Click Continue in the Budget Options dialog. (Use future year
budgetary amounts for the new year is the default option.)

Click No to carry forward balance sheet account balances.

Trial Balance Grid Options

How do you vant to handle tickmarks and WP References in the TB grid?

[w]iCarmy forward tickmarks to the nest period

Carry forward Wwhork paper referance to the nexst period

Mate: Tickmarks and wark paper references remain available in prior perinds

I Continue ] l Cancel ]

With the default options selected, click Continue in the Trial Balance
Grid Options dialog to complete advancing the period for the sample
client.

Rolling the engagement forward

Now that the sample client has a year ending date of 12/31/08, follow
these steps to roll the engagement forward in Engagement CS.

112

1.

In Engagement CS, choose File / Roll Forward to open the Roll
Forward wizard.

Mark the Retain workpaper assignments and Retain staff
privileges checkboxes, and click the Continue button.

Enter Sample Engagement 12-31-08 as the engagement name and
select 12/31/08 as the engagement period date on the Roll Forward
— Engagement Properties page of the Roll Forward wizard.
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X

Roll Forward - Engagement Properties

Identification
Mame: Sample Engagement 12-31-08
Description: Sample Engagement for Engagement S ample Client

Engagement perind ending date; | 12/31/08 ¥ | Processing period: Annual

Mumber of years of balances to uze: | 2 il
Engagement Dates Audit Documentation Dates
Elogln dfie E] [ Audit engagement
End date: E] Fieport Releaze
Drate:

[ Mest > l [ Cancel ]

Note: You can select only a valid trial balance period end date from
the Engagement period ending date field drop-down list.

Click Next to advance in the Roll Forward wizard and select the
following workpapers to be included in the roll forward process from
the Workpaper Settings grid.

WP Reference Roll Forward Setting
B-01 Include
A-06 Include
PL-01 Include

Select Exclude as the roll forward setting for the remainder of the
workpapers in the list.

Click Next to open the Roll Forward — Rename Workpapers page of
the Roll Forward wizard. On this page of the wizard you can rename
workpapers and change the reference number for replacement
workpapers to be rolled forward into the new engagement. In this
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tutorial we will keep the same workpaper references and workpaper
names.

7. Click Next to open the Roll Forward — Finish page of the wizard and
click the Finish button to complete the Roll Forward process for the
selected engagement.

8. When the roll forward is complete and the new engagement created,
the Staff Assignment tab of the Engagement Properties dialog opens
automatically. If necessary, you can add staff or change workpaper
assignments using this dialog.

9. Click OK to confirm the Roll forward completion.

10. In the Tree View window, expand the Sample Engagement 12-31-08,
and then select the PL-01 workpaper in the General / Planning folder
so that it opens in the Document View window.

%4 Creative Solutions Accounting [CSENGO1XX - Engagement Sample Client] - [Tabbed Document View]

j Eile Edit View Tasks LUtilities Setup window Help - 8 X
‘B@Ec & 98| rJeaEeEED
2zl Page 1 of T s
Name s
2 Trial Balance Status .
W Sample Engagement (Complete)  Date: 12/31/07 Engagement Sample Client
=-¢% Sample Engagement 12-31-06 (... Date: 12/31/08 Preliminary Review Report
=54 General Prepared:
=& Planning
Reviewed:
PL-OB PPC T ools - Cx-E. ) )
23 Trial Balance & F/S Unadjusted Unadjusted
3 Engagement Wiapup Acct Description 12/3172007 12/31/2008  § Variance
3 assets
=3 Liabilties and Equity AccountsPayable
=-&3 Accaunts Payable 200 Accounts Payable (20,309 31) 000 20.309 31
B 6801 PPC e-Tols - AP- AccountsPayable Total (20.309.31) 0.00 20.309.31
%] eez PPC e-Tools - T2
[Z3 Motes Papable and Long Term... AccountsReceivable
3 Income Taxes 120 Billed Receivables 46,931.40 0.00  (46,931.40)
3 tauiy 121 Unbilled Receivables 31,054 66 0.00  (31.064.66) ~»
[ Income Statement ¢ 5
=83 Pemanent @ =
< = > Preliminary Review Report I
For Help, press F1 or CirhFL Staff: 05 Stmk Date: 12/31/08 | GL Perind: 12/31j08

Notice that the columns have been updated to include Unadjusted
balances for 2007 and 2008. Because we did not carry forward
balance sheet account balances, the 2008 balances are zero.
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Notes

=  Workpapers can be replaced with another document in a selected
engagement client that you choose from the Select Template
Engagement page of the Roll Forward wizard.

=  Workpapers can be replaced during the Roll Forward process with
an appropriate PPC’s e-Practice Aid from an available PPC title.

= The Roll Forward process creates and updates workpapers as
necessary, and may take several minutes to complete.

Archiving engagements

The archive feature in Engagement CS allows you to create a secure
storage file for engagements that no longer need to be viewed in the
Tree View window of the engagement workspace. When an engagement
is archived it will be removed from the Tree View window, but will be
saved into the client data folder and included with backups.

Follow these steps to archive an engagement.
1. Choose File / Archive / Create.

2. Inthe Create Archive dialog. Select the client(s) that you wish to
archive and click the Archive button.

Create Archive ﬁ

Engagements available to archive: 1 Engagements selected to archive: u]

Engagement Name Engagement Date Engagement MName Engagement Date
CSEMGOL 12/31/08

oozt All 5>

Archive location

i CSAMAINYWINCSINCSADataCSENGO 1 \Engagement st $archive

Cancel
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Notes

= Archived engagements are stored in a password protected zip
format.

= A working copy of an archived engagement can be restored by
choosing File / Archive / Restore. When an engagement has been
restored to Engagement CS, Archive Copy is displayed in the
Warning column of the Tree View window.

= Archived engagements can be permanently deleted from the client’s
folder. To do so, choose File / Archive / Delete.
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PPC’s Practice Aids

Engagement CS is fully integrated with Practitioner’s Publishing
Company'’s (PPC) industry standard guidance aids to support a truly
paperless engagement. When inserted into the engagement workspace,
you can open PPC documents as needed to record signoffs, references,
notes, and all the procedures at various stages of your engagement
without leaving Engagement CS.

The following PPC products integrate with Engagement CS within
Creative Solutions Accounting.

= PPC'se-Tools"

= PPC’s SMART e-Practice Aids "

= PPC’s e-Workpapers

= PPC’s Reference Library documents

= PPC’'s Online Library

Important! You must have the appropriate PPC licenses installed to
successfully perform the exercises in the following sections of the
Engagement CS Tutorial.
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Creating an engagement from PPC’s e-Practice

Aids

118

If you are licensed for PPC’s e-Practice Aids and have the program
installed, you can create a new engagement from PPC’s engagement
packages in Engagement CS, as follows:

1.

In the CSENGO01XX — Engagement Sample Client, choose File /
New / Engagement and click the option to Create from PPC’s e-
Practice Aids on the Start page of the New Engagement wizard.

Click Next to display the PPC’s Engagements dialog.

Select the PPC engagement to use as a template and click OK.

Note: You can click the Select Another Engagement button on the
New Engagement — PPC’s e-Practice Aids page of the New
Engagement wizard to select a different PPC engagement from the
PPC Engagement dialog.

Click Next to open the Properties page of the New Engagement
wizard, enter Audits of Small Business 12-31-07 as the Name, and
select 12/31/07 as the engagement period end date.

Click the Next button to open the New Engagement — Staff
Assignments page of the New Engagement wizard, and select your
staff ID as a member of the engagement.

Select Preparer as the signoff type, and then click the Next button.

On the New Engagement — Staff Privileges page of the wizard, verify
that all privileges are marked for your staff ID and click the Finish
button to create the engagement.

Note: The process of creating the engagement structure and
inserting the PPC’s e-Practice Aids in Engagement CS will take
several minutes to complete.

When all workpapers, checklists, and documents have been
inserted, the New Engagement Properties — Workpaper Assignments
dialog is launched. Mark the checkbox next to the engagement name
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twice to assign all workpapers as read / write to your staff ID, and
click OK to complete the process.

Adding a document from PPC’s e-Tools

If you are licensed for PPC’s e-Tools and have the program installed,
you can insert a PPC’s e-Workpaper or e-Practice Aids from PPC's e-
Tools into Engagement CS.

Use the following steps to insert a PPC’s e-Workpaper into the current
engagement.

1.

Engagement CS Tutorial

For the CSENGO01XX — Engagement Sample Client, expand the
Sample Engagement 12-31-07 and highlight the Assets / Accounts
Receivable folder in the Tree View window.

Click the New Document button on the Engagement CS toolbar
to open the Type page of the Insert Engagement Document wizard.

Select the Document from PPC’s e-Tools option, and click Next to
launch PPC’s e-Tools. (The PPC’s e-Tools window displays PPC'’s
e-Workpapers and PPC’s e-Practice Aids based on the products that
you have licensed and installed.)

For the purposes of this exercise, click the expand tree [ icon next
to the Audits of Nonpublic Companies in the e-Practice Aids
category. (If this e-Practice Aid is unavailable, you can select
another.)

In the Pre-Risk Assessment / Audit Programs book, select the AP-3
(Audit Program for Accounts Receivable and Sales) and AP-3-A
(Other Audit procedures for Accounts Receivable and Sales)
documents.

Click the New Document button on the toolbar in PPC’s e-Tools to
open the New Engagement Document — Properties page.

Tab to the Workpaper Reference field, and enter AP-3 for the first
workpaper, and click Next to open the second workpaper in the
Properties page.

Tab to the Workpaper Reference field, and enter AP-3-A for the
second workpaper.
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9. Click the Finish button to insert both PPC’s e-Practice Aids into the
current engagement.

10. Select the workpaper AP-3 in the Tree View window, right-click to
open the context menu, and choose Open with Word. When the
document opens in Word, the client name and engagement data are
updated automatically.

11. Click the X in the upper-right corner to close the e-Practice Aids in
Word, and return to Engagement CS.

Notes

PPC'’s e-Practice Aids that are inserted into the engagement are
available only to open outside of the Document View window in
Engagement CS.

PPC’s e-Practice Aids that are added into Engagement CS are
linked to the client’s trial balance.

PPC’s e-Tools are linked to the CSA client’s trial balance data when
you add them within Engagement CS. The e-Workpapers and
e-Practice Aids can only be launched in Excel or Word outside of
Engagement CS.

If you are licensed for PPC’'s SMART e-Practice Aids, you may insert
those documents from the PPC tab of the File / New / Document /
New Document dialog.

You can launch PPC’s SMART e-Practice Aids by clicking the
button on the Engagement CS toolbar. For details, search on PPC
integration (Engagement CS) and click Launching SMART e-
Practice Aids from the Index of the CSA help browser.
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Adding a document from PPC’s Practice Aid
Manager

If you are licensed for PPC's practice aids and have the program
installed in Engagement CS, you can choose to add an audit program,
checklist, or other PPC document from your PPC Library.

Opening the PPC Reference Library from Engagement CS
Follow these steps to launch the PPC Reference Library Publication List
in Engagement CS.

1. Choose Tasks / PPC/ PPC Reference Library or click the PPC

Reference Library button on the Engagement CS toolbar.

2. Select a currently active publication in the Publication List window.

Opening and saving a Practice Aid Manager document

Follow these steps to open and save a Practice Aid Manager (PAM)
document that you can retrieve into Engagement CS.

1. Click the green underlined title of the desired practice aid in the PPC
Reference Library to open the practice aid in Practice Aid Manager.

2. In Practice Aid Manager, you can choose File / Save to save the
document to your local drive. The program displays a message
prompt when the PPC practice aid has been successfully saved to a
location on your local drive.

3. When you have completed your selections, close Practice Aid
Manager and the PPC Library.

Retrieving a practice aid document from Practice Aid Manager
Follow these steps to retrieve a PPC Practice Aid Manager document
into Engagement CS.

1. In Engagement CS, choose Tasks / PPC / Retrieve PPC Practice
Aid Manager Documents to open the Properties page of the New
Engagement Document wizard.
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X

New Engagement Document - Properties

Enter a name for the new document. This is the name
that Engagement CS will use to reference this document.

Disclosure Requirements for Financial Statements of

Enter a'Workpaper Reference:

Cx13

Azsign responsibility far this document to a Staff member:

Srnith, John w

Select treatment of this document during the Roll Forward
procedure;

Exclude | []Delete during wiap Up

[ < Back ” Finizh ] [ Cancel ]

2. Enter or modify information on the Properties page as needed.

3. Click the Finish button to insert the Practice Aid Manager document
into the Engagement CS workspace.

Inserting a new document from your PPC Library

Follow these steps to insert a PPC document from your PPC Library into
the current engagement.

1, Inthe CSENGO1XX — Engagement Sample Client, click the expand
tree [# icon to expand the Sample Engagement, and then select the
Assets / Accounts Receivable folder.

2. Choose File / New / Document, or right-click to open the context
menu and choose Insert New Document.

3. Inthe New Document dialog, click the PPC tab and select the
Document from your Reference Library option.

122 Engagement CS Tutorial



Appendix: Integration with PPC’s Practice Aids

X

New Document

Excel word | PPC | Other | Scan | External

Choose the bype of PPC document ko add to the Engagement

() Document Fram e-Tools{TH)

(%) Document From ywour Reference Library!

() Document Fram SMART e-Practice AidsiTH)

Select this option to insert an individual PPC Document From your
PPC Library into the engagerent.

[ Continue ][ Cancel ]

4. Click Continue and select the appropriate library from which to
choose a PPC document to insert into the current engagement. (An
Internet connection, username, and password is necessary if you
choose to open a document from the PPC Online Library.)

5. For the purposes of this exercise, click the expand tree * icon next
to the Audits of Small Businesses in the PPC Library window. (If this
PPC document is unavailable, you can select another.)

6. In the Audits of Small Businesses folder, click the expand tree [ icon
to expand the Audit Programs folder, select the General Audit
Program (AP-1) document, and then click Finish.

7. Enter the name and workpaper reference, assign a staff member,
and select the treatment for the document during Roll Forward on the
New Engagement Document — Properties page.
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Note: The New Engagement Document — Properties page of the
Insert Engagement Document wizard opens for each PPC practice
aid that is selected. You can change any of the workpaper properties
as needed.

8. Enter PPC Audit Program in the Workpaper Name field and B-04 in
the Workpaper Reference field.

9. Click the Finish button to insert the document into the engagement.

%4 Creative Solutions Accounting [CSENGO1XX - Engagement Sample Client] - [Tabbed Document View]
: Eile Edit Wiew Tasks Utilities Setup Window Help

B@Ac |9 98| Fr J s EMEEE

=& %

= A5 2106 ~
Name e
B Trial Balance Status
My Sample Engagement (Complete) Date: 12131707
£ €% Sample Engagement 12-31-08 (Master)  Date: 12131708
A General
-3 Assets
(3 cash AP-1: Audit Program for Ge
=88 Accounts Receivable
E-01 Accounts Receivable Audit Program Company: Engagement Sample Cliart [Balar
B-03 PPC e-Tools - C2-9 Accounts Receivable Stats Fo
AUDIT OBJECTIVES
B Irwentony
0 Prapery The objectives in the general program are naturally general i
3 Prepaids specific financial statement asserions.
@ Irnwestments
(9 Lisbities and E quity 4 The audit has heen nmnarly nlanned )
(3 Income Statement < }3
P =& Pemanert > — PPC Audit Program

Far Help, press F1 or ChrH+F1 Skaff: 115 Stk Dake: 12/31/08 GL Period: 12§31/08

Editing a PPC practice aid

In PPC’s Practice Aid Manager you can open and edit the PPC
document directly from the Engagement CS workspace, and then save
the changes back into Engagement CS. Let’s try this with the PPC
document that we just inserted into the engagement.

1. Double-click the PPC practice aid B-04 in the Engagement CS Tree
View window to launch Practice Aid Manager automatically.

Note: Practice Aid Manager options such as step signoff, formatting,
and so forth, are available in the program. In addition, the client
name and date are automatically populated with the information from
the current client in Engagement CS.

2. Make some edits to the document in Practice Aid Manager, choose
File / Close, and click OK to save the changes when prompted.
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3. Highlight the PPC practice aid B-04 in Engagement CS to open it in
the engagement workspace. Notice that the recent edits are
displayed in the PPC workpaper within the engagement workspace.
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