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Electronic Working Papers 

(Indexing and Template Management for MS Excel users)

Allen Computing and Business Analysis

38 London Road

Harleston

Norfolk IP20 9BW

Tel: 01379 852619

Mob: 07788 425508

Email: steve@acba.co.uk
Web site: www.acba.co.uk
Our Philosophy

ACBA believes that no one receiving advice relating to his business is justified in acting upon it unless he is convinced it is supported by the facts and logical argument; the professionalism of the adviser is not, by itself, sufficient.

The first purpose of the ACBA Electronic Working Papers (EWP) package was to provide software support to auditors working in Excel. It soon became apparent that other regular Excel users could benefit from the sophisticated indexing, cross-referencing and template management facilities.

The Concept

The basic concept is to treat worksheets in an Excel workbook as entities that must be indexed. These are referred to as working papers. The package assumes that the individual working papers relate to each other and form a unique ‘project’. The EWP package provides facilities for indexing the working papers for a project employing a strictly a logical and hierarchical approach.

The Product

· Provides a controlled environment in which to manage a project

· Provides a logical hierarchy within which to index working papers

· Provides the facilities to create and index new working papers automatically

· Maintains an indexed map of the project with hyperlinks to individual working papers

· Provides automated facilities for cross-referring between working papers

· Stores template information to allow the creation of new working papers in a standard layout

· Provides the facilities for indexing and hyperlinks to external evidence or information

The Back-up Service

· Detailed product support via web site

· Up-to-date, comprehensive operational and user manuals 

· Frequently Asked Questions available to all

· Feedback and suggestions are encouraged

· Spreadsheet design and template conversion service

Controlled Project Environment

Fixed location projects ensure that

· An EWP project is protected within its own separate folder

· Both the project folder is named to identify clearly that its contains an EWP project

· The location is fixed so as to prevent data corruption by copying 
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3
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5
B M: COUNCIL TAX SUB-SYSTEM: RECOVERY & ENFORCEMENT
7
cT COMPLIANCE TEST
8 Ref
1 Review the documented procedures for the identification and prompt
9 recovery of unpaid council tax.
2 | [Review the recovery strategy for determining the way in which debts are
10 ltargeted and confirm that it is appropriate.
3 | [Select a sample of council tax accounts with a balance outstanding at
the previous year end. Confirm that the balance has been brought
" (farward for collection on the current year's demand notice. F054
4| [Inspect the latest copy of the report of outstanding accounts and confirm
12 [that it was promptly produced and has been reviewed by management
5 | [Confirm that the ability to intervene in routine or automatic recovery
action processes is restricted to authorised personnel, and any such
13 interventions are recorded.
B Select a sample of accounts that are in arrears and ensure that the

recovery stage is shown for each case, together with the date and action
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One of the founding principles of the EWP package is that the information contained in the project should be shared easily with other users. Hence it is built in Excel, a software package that is ubiquitous in the business community.

While the software prevents secondary users from adding new evidence to the project once copied, the compact cascading folder structure allows a project to be compressed and emailed or burnt onto a CD-ROM without any loss of cross-referencing links.

Logical hierarchy

· Four-tiered structure

· Modules – major sections of the project 

· Sub-sections – convenient work programme groupings

· Working papers – the primary record of project work undertaken
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Audit evidence – an index of external evidence 

· You choose how to structure your projects. 

· The package offers a simple but robust methodology for organising the working papers within a project so that any one can follow the logic and find the relevant information 

· Automatically generated hyperlinks make moving around the project simple even for users without the EWP software package

Facilities to create and index new working papers
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User forms allow the automatic generation and indexing of new work papers

· All indexed working papers have a predefined headers and footers to clearly define their source when printed

· The user form allows direct access to stored template information

· The user form is mostly pre-filled for speed of use

Indexed map of the project

EWP automatically regenerates a map (or working papers index) of the project each time you create a new working paper
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The map 

· Shows the structural hierarchy of the project

· Lists all the working papers created

· Provides standard hyperlinks to each of the working papers
More detailed indexing which includes all supporting external evidence is also available.

Automated facilities for cross-referring

EWP has quick and easy access to cross-referencing functions that provide automatic hyperlinks.

· Hyperlinks provide for pinpoint accuracy in selecting the information you wish to reference 

· Both single direction and bi-directional cross-references are available

· Cross-references can point either to another working paper or external evidence held in the evidence index

· A special naming facility allows hyperlinks to point to a named cell or range rather than a cell address

Template Management

EWP provides a comprehensive template management facility. This includes

· Very easy template registration and de-registration facilities

· Creation and control of templates (including multiple templates within a single workbook)

· Template naming and generic classification

· Multiple user sharing of standardised templates


· Sophisticated copying processes allow templates to carry

· text

· cell formatting

· formulae

· shapes

· range names (local only)

· lookup tables

· hidden columns or rows

· hyperlinks 

· cell validation criteria

· cell comments

Indexing External Evidence

Spreadsheet systems are frequently criticised for the poor quality of the audit trails relating to the information held within them. EWP provides a specific facility for responding to that criticism.

All relevant evidence can be indexed and referred to using the standard EWP cross-referencing facility.


The Audit Evidence Index provides

· A logical algorithm for marking up evidence (hard copy)

· A central source for hyperlinks to evidence

· The return reference to the relevant location in the working papers

For ‘fixed location projects’, EWP provides additional facilities.

· The user can ‘copy in’ electronic evidence when the index reference is created. This automatically

· Copies the evidence from its source

· Creates an appropriate folder to hold it

· Renames and posts the evidence into the folder

· Creates a hyperlink to the evidence within the Audit Evidence Index

· Registration and control of photographic evidence

· Automated import of photographic evidence, such that a complete register of photographs can be imported and indexed at the click of a button

Detailed product support via web site

· ACBA maintains a comprehensive web site and updates it regularly
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· Web site includes details of the Electronic Working Papers package and all related services

· The ACBA product range covers

· Tools (for spreadsheet audit and the analysis of lists/databases)

· Including Random Sampling from paper audit trails

· Standard spreadsheets for

· Project resource control

· Risk indices

· Analytical review

· Specialist Excel Tools

· Management and manipulation if strings in Excel

· Automated row height formatting for merged and wrapped cells

· Automated default format reset function

· Delete double spaces function

· Delete rows based on value of cell in the first column

· ACBA services include

· Audit and Excel Consultancy

· Spreadsheet design

· Systems modelling and systems interface analysis

Up-to-date, comprehensive operational manual – always downloadable 

· The ACBA EWP operational manual is freely available to everyone. 

· An up-to-date version can be downloaded from the ACBA web site at any time.

· The manual is created in the form of an EWP project. It is fully indexed and cross-referenced for ease of use.

· Every user process and form is covered in detail, together with hints and advice on how to get the best out of the package.
· Makes extensive use of pictures and diagrams to clarify and simplify explanations.
Moderated User Group available on-line

· Every user has his or her own role and perspective concerning EWP. 

· ACBA operates and moderates its own on-line user group forum. This is exclusively for the use of active ACBA Function users

· http://groups.yahoo.com/group/ACBA_Functions 
Feedback and suggestions are encouraged

· There are several ways of getting in touch with ACBA

· Email: steve@acba.co.uk
· ACBA web site – Feedback form

· Post to: ACBA, 38 London Road, Harleston, IP20 9BW, United Kingdom

· Telephone – numbers at the beginning and end of this marketing presentation.

· Questions whether technical or audit-related are always welcome.

 Spreadsheet design and template conversion service

· Aimed primarily at EWP users who require quick turn around on the conversion of audit programmes or key control matrices into an immediately useable template format.

· A fully-fledged spreadsheet design service is also available.

For further details contact:

Allen Computing and Business Analysis

38 London Road

Harleston

Norfolk IP20 9BW

Tel: 01379 852619

Mob: 07788 425508

Email: steve@acba.co.uk
Web site: www.acba.co.uk
An ‘EWP Project’ folder is generated automatically by EWP software.





The sub-folders contain all the electronic evidence associated with the EWP project. For ease of reference, each project ‘module’ has its own folder.








