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Procedure to include IR4 Tax Return

1. Backup client file

a. Open client file and proceed with Backup. Tick the Include Sub Folders
option.

D i E (e X s

Engagement Drocument Account
e Open

Crpen

Places

Close Cl—) Recent Files

Copy Components E‘ Computer
L come

Tracker ‘,- SmartSync Server

Save Compressed
Back Up
Licensing

Revoke License

Help

Crptions

Exitt

Back Up >

Back Up Location:

| ChUsershmyuserDocuments Browse...

[+]Include Sub Folders

OK Cancel Help

NOTE: You can use the backup in case something goes wrong in the procedure or as a fall
back in case the procedure outcome is not the desired.
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Procedure to include IR4 Tax Return

2. Copy updated components from the Template into the client file
Using the Copy Components feature, update the client file with the necessary components

from the Template.

a. GotoFile/Copy Components

Engagement

MNew O p e n

Open
- Places

Close

Copy Components

Tracker

Save Compressed

Back Up

Licensing

Revoke License

Help

Options

Exit

Document

Account
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Procedure to include IR4 Tax Return

b. Select Copy into This File. Click Next.

g ~
Copy Compeonents Wizard lﬂhj

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

Please select the type of copy you wish to perform:

Copy Into This File

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

Copy Into A New File

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

Copy Into An Existing File

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

To continue, click MNesxt.

< Bac | Next:\%J | Cancel | | Help
|2

c. Choose the Financial Statements Template and click Next.

m
f

Note: Make sure that the Financial Statements template is the latest one. You can check this
by selecting the Financial Statements Template icon right click and select properties,
compare the version installed with the version as per our website. If this are the same
proceed and select the Financial Statements Template. If not then follow the procedure to
download and then to install the Financial Statements Template.

Copy Components Wizard Pt

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

File Recent Template

Select Financial Statements
Template from the template
files

Click Next to continue

= Back Mext = Cancel Help
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Procedure to include IR4 Tax Return

d. Choose “The following components” option and tick the Documents box.
Click “Deselect All” and then select document “01.14 Information store”
and “IR4 Tax return”. Click Next.

Copy Components
Please select which components you want to copy to the destination file. Select "The following components”

and tick "Documents™ box

() All Components

(#) The following components

Document Filter:

| All Documents

Name
4 [=] | . Financial statements

[n]
g

[ ]Role Sets

[ Tickmarks
[1Journal Types
[[JLanguage IDs
[]Trial Balance
[]Security
[[]Document Filters
[JLayout
[History Settings
[[]User Defined Data
[(]CV External Data
[ ] CaseView Repository Files
[IMapping Purges

Click "Deselect All" and select
"01.14 Information store™ document

Financial statement:

Information store I

Jl€lot16
[€lo1.20

Disclosure Checkhst tor Companies - Cap 113
Financial statements preparation checklist
Minutes - non resident shareholders

Balance sheet - draft
Income statement - draft
Change request form

Old.s
Clldn. 4
CIEas
=[]l Help files
=[]0 1 Tax returns
=[] . 2 ENGAGEMENT ACCEPTANCE
4[] . 3 GATHERING OF INFORMATION
<

N

>

opy urmel

Show empty folders

Note: Depending the year of your engagement file select the appropriate tax return e.g. IR4

2020.

Copy Components Wizard

Copy Components

Please select which components you want to copy to the destination file.

(O All Compoenents

(®) The following components

.:_inponenis

Documents

Select IR4 2020 tax return.

[ — Clek et
= ~ Document Filter: All Documents
Groupings/Mapping —
[[lssues ' Clear
[ Tags /
[JRole Sets > ~
[ Tickmarks TD4 2020 Companies I [
[Journal Types TD4 2019 Companies [
anguage Ds . rojects for third parties
L 1D [JI€]IR4CON. 1 Projects for third parti O
[Trial Balance ] @ IR4 COM, 2 Development projects O
E?}ECU”W . O[€lIRaCON. 3 Plot division O
ocument Filters . -
TC Tax Confirmati
[JTemplate Toolbar O<d o ~onimanen . o
O @TCL Tax Form Confirmation Checklist O
[(Layeut -
[JHistory Settings Ol ir1se Self Assessment for Companies [
[]User Defined Data ~ [0 Tax returns for prior years
[]CV External Data |:|IR-’1?_013 TD4 2018 Companies O
O Case‘u’_iew Repository Files [ @ IR4 2017 TD4 2017 Companies O
[IMapping Purges |:|IR42016 TD4 2016 Companies O w
< >
[] Copy documents only (no folders) | #Ied Al | I Desclect Al I
[ Show empty folders /
[
< Back | Mext = | | Cancel | | Help
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Procedure to include IR4 Tax Return

e. On Copy Components Wizard choose Next to continue.

Copy Components Wizard X

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

[15preadsheet Analysis
[Program/Checklist

[JForeign Exchange

[JRole Completion

[JProgram Assertion
[JCommentary Text

[]Document and Group/Map Number Tags
[[]Document Reference Annotations
[JMote Annotations

[ Tickmark Annotations

[ CaseView Document References
[]CaseView Notes

[[] CaseView Tickmarks

< Back Cancel Help

f.  Click Finish to complete the Copy Components wizard.

Copy Components Wizard pd

Copy Components Wizard Complete
Once you proceed the following copy actions will be peformed:
Copy to G:\Program Files (x86)\CaseWare\Data\temp 2017.07.0%\temp 2017.07.08.ac

Copy frem C:\Program Files (x26)\CaseWare\Template\Financial Staterments Termplate\Format.ac

= Components will be copied
Documents

To proceed, click Finish,

< Back Cancel Help

The file is now ready with the latest version of the IR4 return.
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