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Step 1 — Access the Master File

Access the TeamMate audit file that needs to be updated using the master file. Make sure that
all replicas (if any) are merged back into the master file before importing new audit procedures.
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Step 2 — Select “Get Programs”

In order to access the updated version of the TeamStore, click on the “Get Program” icon in the
Home Menu.

e | Home | Planning i Go To Admin TeamMate
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Step 3 — Select the TeamStore file

Select the option: “Get from Offline or other TeamStore” and browse the file.

TeamStore Get Wizard - Select TeamStore

£

Welcome to the Team5tore Get Wizard, This wizard will guide you through the process to select and insert work programs and
procedures into this project based on selections in a Team5tore.

Select TeamStore

() Get from current Centralized Database

@ Get from Offline or other TeamStore e

TeamStore:  C\Users\Public\TeamMate! TeamStores\05) Performance Audit.mdb

Connection:

Options

Additionally import work papers that are linked to procedures

Selecting Mext will open the above TeamS5tore and Cabinet where you can begin selecting programs.

< Back [ Mext » ][ Cancel ]

Then, (1) select your audit library, depending on the product you are working on and the
language used. Once the needed file is selected (2) Click on “Open”

0 H B
iSelect Database l J
e g] v| . v Computer » OSDisk (C:) » Users » Public » TeamMate > Team5Stores - | | Search TeamStores

Organize = MNew folder = - 0 @
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4 Downloads
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“! MNetwork
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L AASC
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. Pictures on BB
ki SAP
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Date modified

2] 01) Annual Audit.mdb

2] 02) Audit annuel.mdb

[ 03) IFRS Transition Audit.mdb

2] 04) Audit du passage aux IFRS.mdb
[#] 05) Performance Audit.mdb

21 06) Audit de performance.mdb
1] 07) Special Examinations.mdb

2] 08) Examens speciaux.mdb

1] 09) For IT Audit Use Only.mdb
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2] User TeamStore.mdb

30/09/2014 2:47 PM
30/09/2014 2:55 PM
11/09/2014 10:36 ...
11/09/2014 10:40 ...
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06/11/2014 1:39 PM
06/11/2014 3:43 PM
06/11/2014 3:36 PM
11/09/2014 11:22 ...
11/09/2014 11:29 ...
11/09/2014 11:37 ...
11/09/2014 11:45 ...

FEGELERNS) Performance Audit.mdb

» | TeamMate Databases (“tmc, . «
l l

2) —é[ open v [ Conce ].
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Another screen will display and (3) click on “Next”

i B
TeamStore Get Wizard - Select TeamStore | 23 |
£ : o I :
Welcome to the Team5tore Get Wizard. This wizard will guide you through the process to select and insert work programs and
procedures into this project based on selections in a Team5tore,
Select TeamStore
() Get from current Centralized Database
@ Get from Offline or other TeamStore
Team5tore:  C\Users\Publici TeamMate' TeamStores\05) Peformance Audit.mdb
Options
Additionally import work papers that are linked to procedures
(3)
Selecting Mext will open the above Team5tore and Cabinet where you can begin selecting programs.
=< Back Mext » ] [ Cancel

Step 4 — Select the new audit procedures

Once in the TeamStore Maintenance Tool, select the needed audit procedures using the “+” to
expand content. You can go as deep as the audit procedure level.

@ gmsmre Maintenance E.L

Get |4 cancel | # Expand (& Co\lapse| #9 search [ Group By...| & Help Topics

B Gour by et

EWP has a limit of 78 work program folders and 99 program folders per work program folder. Please ensure you dar
exceed the limits or they may not zll be saved in EWP.

Path to TeamStore: C:\Users\PublictTeamMate".TeamStores'15) Performance Audit mdk

Last Modified: 04/11/2013 7:53:59 AM

@gmsmre Maintenance E 25
Get 8 Cancel

= e
B[] Global Cabinets
=[] Peformance Audit
: ] Engagement Management

. Significant Judgments and Quality Revi
L3 Sianficant Judgments and Qualty Review EWP has a limit of 78 work program folders and 8 program folders per work program folder. Please ensure you dor

EE EZ‘”_‘”;_ exceed the limits or they may not all be saved in EWP.
] mination

B[] Reporting
Db Post-Tabling

# Bepand & Collapse | #® Search [ Group By.. | @ Help Topics

Path to TeamStore: C:\Users'Publict TeamMate".TeamStores'15) Performance Audit mdk

Last Modified: 04/11/2013 7:53:55 AM
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o TeamStore Maintel
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E%% Global Cabinets

BDE' Performance Audit

EII:‘E Engagement Management
DDD;”ﬁde?:T:\TNM-ZDM) EWPhas a Iimit of 78 work program folders am_:l 99 program folders per work program folder. Please ensure you
Dﬁ Open File and Create Project Codes (Nov-2013) EE B = =R
[]4# Budget (Nov-2014)
Dﬁ Key Steps & Dates (Nov-2014)
Dﬁ OPTIONAL-Cancellation of an Audit (Nov-2014)
3 Team Members
DD Entity Communication
DD Infarmation Management
DD Risk Assessment Path to TeamStore: C:\Users'\Public’TeamMateTeamStores'05) Performance Audit r
=1 Eary Planning Phase AG Briefing
-[JE3 Significant Judgments and Guality Review Last Modified: 04/11/2013 7:53:59 AM
Db Planning
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|

-] Reporting
Db Post-Tabling

£
£
([ ] Bxamination
£
£

s J.%] & Collapse

#¥ search [ Group By...‘ ¥ Help Topics

EWP has a limit of 78 work program folders and 59 program folders per work program folder. P

exceed the limits or not all be saved in EWP.
ﬁ Ethical and Independence Requirements (MNov-2014) U=y

=ﬂ- CPTIONAL-Use of Bxtemal Specialists (Nov-2014)

% Team Meetings {Nov-2014)

Db Entity Communication

Db Information Management

=1-[] Risk Assessment

: % Audit Engagement Risk {@nd Team Competency) Assessment (Nov-2014)

ity and Subject Matter Ri: essment (Mov-. to TeamStore: C\Users\Public'.TeamMate TeamStores

Ent d Subject M Risk Ass (Nov-2014) Path to TeamSi C:\Users'\Public\ TeamMate'\ Team Stores\05) 1§
4% Environmental Risk Assessment (Nov-2014) )

] Eaty Planning Fhase AG Brisfing Last Modified: 04./11/2013 7:53:59 AM

E]"'Db Significant Judgments and Guality Review

= .b Planning

"3 Understanding the Subject Matter

-3 Audit Strategy

|4 Audit Logic Matrix (Nov-2014)

=ﬂ- CPTIONAL—Planning Phase Advisory Committee Meeting (Nov-2014)
% Planning Phase AG Briefing (Nov-2014)

DD Examination Approval
(- _]JC3 Examination

-] Reporting

-] Post-Tabling
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Step 5 - Import the new audit procedures into the TeamMate file

Once the needed audit procedures have been selected, you need to determine where you want
to add these audit procedures by (1) selecting the option: “Specified folder below”; (2) and by
selecting “Prompt (ask for each TeamStore folder) in order to add all selected audit procedures
where you want (one by one). Once done (3) click on “Finish”.

fa ™y

(@ Select where and how the TeamS5tore programs should be inserted into this project.

Select Process Mode and Destination

() Batch (apply to all TeamStore folders)

Put in: | | Specified folder below g’ (1) Assign to: -

B3k Reporting )
.. E1: PX Draft

i[5 E2: Chapter Substantiation

i E3: Transmission (DM) Draft
{1 E4: Final Approval

: {1 E5: Preparation for Report Tabling

-1 E: Management Letter and Additional Issues for Entity

----- {1 E7: Return of Controlled Documents
@1 F: Post-Tabling =

@ Prompt (ask me for each TeamStore folder) & [2]

Advanced Options

m

Skip procedures already imported in a matching folder (unselect to always insert)

(3)

Add missing categories to this Project from TeamStore

Create separate copies of work papers which may be linked to multiple procedures

| <Back || Finish | [ Cancel |

For each selected audit procedure, a screen will display to identify its destination. (1) Select “Put
program to an existing Group or Program Folder” and (2) choose the destination for each
selected audit procedure. In this example, the software is told to add the selected audit
procedures for the “PX Draft” sub-folder into E.1. (3) Click on OK and follow the same process
with the remaining audit procedures until there are all imported in the needed sub-folders.

' '
et venvrn SN e

] Reporting

[ | PX Draft @

Select destination for this TeamStare Program

() Create new Group Folder

(@) Put program to an existing Group or Program Folder @ (1)

E||j E: Reporting -
oEmEm €— ©

-{_1 E.2: Chapter Substantiation
1 E.3: Transmission (DM) Draft
- E4: Final Approval

{1 E5: Preparation for Report Tabling -

lL.m |

- If a Group folder is selected, a new Program folder will be added to it.
- If a Program folder is selected, the procedures will be appended to it.

(3)

Assign to: vl v
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Step 6 — Move the audit procedures

Access your newly imported audit procedure in the PRG where there were added.

TeamEWP - [E1.PR

Home | Format Planning Review View GoTo Admin TeamMate

- Q ﬁ €9 Move Up || Paste Procedures y v / ./ / 74/ To ARC or Bookmark
at ! n -. - g
L ‘ 0 ﬁ * €% Move Down W =3 fs fe il Create Bookmark

Close Add Get  Add Work | Multi-Edit Delete i Mew  Motes Copyfor Paste Pasteas 2-Way
Procedure~ Programs  Paper —_EICOF!’ Procedures Issue = Hyperlink Hyperlink  Hyperlink
Close | MNew Edit J Adions J Hyperlinks
\‘\,' Editor  Group By: |(none) A
b ARC Title State Pri

4| &) E1PRG (9) | PX Draft

Prepare PX Draft (Nov-2011)

PX Draft to External Advisers (Nov-2011)

PX Draft to Entity (Nov-2011)

Entity Comments on the PX Draft (Nov-2011)

PX Draft Excerpts to Third Parties (Nov-2011)

Prepare PX Draft (Nov-2014)

PX Draft to Entity (Nov-2014)
E b d

OPTIONAL—PX Draft Excerpts to Third Parties (Nov-2014)

(- AK- K-SR -SR-SE-BE 2K -

Revised PX Draft as Result of Comments Received (Nov-2014)

F1F1 FTIED FY R ELRELIR

Select one by one your newly imported audit procedures and move them where you need them
using the “Move Up” option.

Home | Format Planning Review View GaoTo Admin TeamMate
- Q % & Paste Procedures b s / / / 74 To ARC or Bookmark
s @' ] e w Ee ] 5= & @ create Bookmark B Procedure Status
Cose | Add  Gel AddWork | MultiEdit Delete New Notes || Copyfor Paste Paste as 2.Way :
Procedure- Frograms  Faper 5] Copy Pracedures Issue - || Hyperlink Hyperlink  Hyperlink W Pracedure Checklist
Close New Edit Actions Hyperlinks Perspective
':'\_;‘ Editor  Group By: [(none} ']
ARC Title State Prepared Reviewed
“| &) ELPRG (9} | PX Dreft -- (@ = J
& Prepare PX Draft (Nov-2011) y (@ = |
-] PX Draft to External Advisers (Nov-2011) ry (@ = J
E PX Draft to Entity (Nov-2011) y @ || =2 J
& Entity Comments on the PX Draft (Nov-2011) y (@ = J
& PX Draft Excerpts to Third Parties (Nov-2011) 4 (@ | E& J
& Prepare PX Draft (Nov-2014) 4 [ | = J
& PX Draft to Entity (Nov-2014) y @ = J
) OPTIONAL—PX Draft Excerpts to Third Parties (Nov-2014) y (2 | = J
& Revised PX Draft as Result of Comments Received (Nov-2014) y (2 | = J

Home ‘ Format Planning Review View GoTo Admin TeamMate

e Q ﬂ / 3| Paste Procedures ~ / / / 74 To ARC or Bookmark _I:  Procedure Summary |
e 4 <
= ] / W o~ 5 fe=3 g create Bookmark W Procedure Status
Close Add Get  AddWork || Multi-£dit Delete New Notes || Copyfor Paste Pasteas 2-Way :
Procedure~ Programs  Paper 5] Copy Procedures Issue - Hyperlink Hyperlink  Hyperlink W Procedure Checkist
Close New Edit Actions Hyperlinks Perspective
‘;‘\:' Editor  Group By: [(none) ']
; ARC Title State Prepared Reviewed
4 &) ELPRG (9) | PXDraft @ = J
& Prepare PX Draft (Nov-2011) 4 (@ | = ]
& Prepare PX Draft (Nov-2014) — @ | | = J
o5 PX Draft to External Advisers (Nov-2011) 4 & = J
&5 PX Draft to Entity (Nov-2011) y [W ] [E] ]
& Entity Comments on the PX Draft (Nov-2011) y @ ] ®& J
& PX Draft Excerpts to Third Parties (Nov-2011) y ™ ] & J
& PX Draft to Entity (Nov-2014) y @ | & J
& OPTIONAL—PX Draft Excerpts to Third Parties (Nov-2014) y & RN = ]
) Revised PX Draft as Result of Comments Received (Nov-2014) y @ =] J
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Step 7 — Delete the old audit procedures

Delete the audit procedures that are no longer needed where no work has started. (1) Select the
audit procedure that you want to delete, (2) click on “Delete” and (3) click on “Yes” when you are
asked to permanently delete the selected audit procedure.

TeamEWP - [E1.PRG : 010531 (4) : 20/11/2012 - PX Draft]

| Home | Format Planning Review View GoTo Admin TeamMate

-~ 0 @- % 3 Move Up | Paste Procedures b el / ./ﬂ /ﬂ %3 To ARC or Bookmark | | gl Procedure Summary
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) Prepare PX Draft (Nov-2014) @ | | &2 J
& PX Draft to External Advisers (Nov-2011) y @ | | & J
& PX Draft to Entity (Nov-2011) y @ | | & J
F) Entity Comments on the PX Draft (Nov-2011) y @ | | & J
0 PX Draft Excerpts to Third Parties (Nov-2011)
) B Draft to Entity (Nov-2014)
o5 OPTIONAL—PX Draft Excerpts to Third Parties (Nov-2014) @ Do you wish to permanently delete the selected pracedure ?
0 Revised PX Draft as Result of Comments Received (Nov-2014)

(0) m—p [ ¥e ][]

Proceed the same way with all audit procedures, in order to only keep the updated audit
procedures.

TeamEWP - [E1.PRG : 01053 /2012 - PX Draft]
Home | Format Planning Review View Go To Admin TeamMate
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