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INTRODUCTION

To increase the efficiency and quality of the work of auditors in their professional services, E-dok was
developed and completed by autumn 2014. E-dok is software intended specifically to manage and
document auditor engagements.

This user manual is written to make it easier for users to use the software. It takes into account the
experience gathered from trainings organised for members of the Estonian Auditor’s Association to
facilitate the use of the software, and from the consultations of users thus far.

Shortly about the software’s features

As a rule, an auditor’s work is confidential. In this light, the software’s security features should be
stressed above all. Regardless of the possible risks accompanying the modern work environment, like
hard disk failure, computer theft or unsecure work environment, an auditor can now be sure that his
or her work and documents are preserved in a secure server, thanks to the E-dok software — the
software housing service is provided to E-dok OU by the Centre of Registries and Information
Systems. The contract includes daily and weekly data backups. Logging into the software takes place
only with an ID-card or Mobile-ID, so it is certain that only authorised persons can access the
information.

Second, E-dok is more than just documentation software: its biggest advantage is its project
management functions. Every auditor engagement is by its nature a project. The larger the project,
the more important it is to have successful project management and the specific professional
knowledge of each individual team member becomes more of a background. Among the software’s
project management tools, the ones especially worthy of highlighting are assigning user roles at the
organisation and engagement level, individual and multiple assignment of tasks for both
performance and review, risk, engagement and other templates, icons for task status, general view
of tasks enabling to quickly move to the needed file, risk, memo point made or misstatement
identified, using hyperlinks, and also the possibility to gather all memo points into an overview of
memo points and all identified misstatements into an overview of misstatements. In conclusion, it
can be said that those tools make an auditing team’s work more co-ordinated and it becomes ever
more certain that no important aspect will be left out of view.

The third advantage to be highlighted is the possibility of smooth and well-considered
documentation of the work, starting with importing the data to be audited, relating the data to
materiality calculations, risk analysis and other subsequent tasks and to later auditor’s report so that
relations are quickly comprehended and documentation is professionally executed. Moreover, the
audit firm retains the option to set the program and the definitions used in the work process
according to their habitual methods. We can say from experience that a large share of the program’s
functions is intuitive for the user (usable without looking at the instructions). This is probably so
because the leading role in the software’s development was held precisely by auditors. Other user-
friendly features that could be highlighted here are possibilities to reference files, open and save
work documents online, and use so-called “smart files”. Here, smart files are MS Excel and MS Word
files that the program has enhanced by adding certain metadata to automate the work of auditors;
the possibilities of combining that metadata to prepare work documents are almost limitless.

The fourth advantage is indeed that an auditor does not have to change his or her habitual work
methods. There is no need to change your structure of tasks and subtasks, their names and indexing.
You also have lots of freedom in how to calculate the materiality, use the assertions you like, etc. The
Estonian Auditors’ Association does provide users with predefined templates for audits, reviews and
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inspection of package reporting along with a list of example procedures, but users can freely
customise and re-index them. Our future plans are also to duplicate our templates in English and
Russian.

Another point worth mentioning is that the software can be used in both online and offline mode. So
if you know in advance that the party being audited has no internet connection for some reason, you
can still work in offline mode and synchronise the data later.

As a result of all the foregoing, we can be sure that users of the software will attain efficiency in
documenting their work without compromising the quality, especially if knowing how to best use the
various templates (forms, document prefabs) — risk, engagement, document and materiality
templates.

To make sure that the software’s user manual is as user-friendly as possible and that every user can
find the answer they need in the way that suits them, we have divided this manual into the following
sections:

* LOGGING INTO THE E-DOK SOFTWARE,

=  MENU,

= SETTINGS,

= CLIENT REGISTER,

= ENGAGEMENT REGISTER,

= ENGAGEMENT WORK VIEW AND PROJECT MANAGEMENT TOOLS,
=  PERFORMING AND DOCUMENTING AN ENGAGEMENT,
= WORK WITH FILES,

=  ONLINE / OFFLINE WORK MODES,

= FREQUENTLY ASKED QUESTIONS,

= REFERENCES TO IMPORTANT KEYWORDS.

References and cross-references

The manual includes hyperlinked references (e.g. see Figure 100, see the subchapter How to log into
the demo version?), so the manual’s user can quickly open the referenced topic with a simple mouse
click.

Frequently asked questions

The last-but-one chapter of the manual is frequently asked questions, based on our training and
consultation experience thus far.

Keywords —the manual ends with the chapter “References to important keywords”, listing keywords
with page numbers. In text, those keywords are marked with bold style when first explained.

M - “Tips”: this symbol is used in the manual to denote places where the E-dok team has
considered it necessary to recommend something.

Conclusion
In conclusion, it can be said that the Estonian community of auditors has received a really high-

quality tool to document their work with, helping increase the efficiency and quality of their work in
the entire sector. Yet, although the software significantly eases the workload of auditors, merely
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using the software does not ensure the high quality of an auditor’s work — he or she will still need the
critical thinking and professional skills required for auditor engagements.

We wish you success in using the software.

The E-dok team

© 2015 E-dok OU 8



LOGGING INTO THE E-DOK SOFTWARE

Logging into the software in online mode

Login address
A contractual client logs into the software via the web address: https://e-dok.rik.ee. A demo version
of the software can be logged into at the web address: https://demo-aud.inversion.ee.

What is needed before logging into the software?

Logging into the software requires a user account and a username. Organisation manager’s user
account is created according to the conditions agreed when signing a contract between the audit
firm (or other company) related to the user and E-dok OU. The organisation manager can add other
user accounts.

When creating a user account, the user gets a username. The username is set by the specific audit
firm’s organisation manager or the information system’s administrator. Regarding usernames, it
must be kept in mind that usernames are case-sensitive, i.e. usernames MICHAEL and Michael refer
to different users.

How to log into the demo version?
Logging into the demo version also requires a user account. To apply for the right to log into the
demo version, send a free-text e-mail to the address e-dok@audiitorkogu.ee.

Logging into the software in online mode

To log into the software in online mode, you must authenticate yourself with your ID-card or Mobil-
ID valid in your country. Alternatively, Estonian e-Residency authentication could be used (see:
https://e-estonia.com/e-residents/about/ ).

After you have selected the appropriate web address for logging into the software (see: Login
address), the following view appears (see Figure 1):
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Eesti English Pycckuit

E-dok

Username:

¢D-CARD|  MOBILE-§D |

EESTI-SVEITSI KOOSTOOPROGRAMM
ESTONIAN-SWISS COOPERATION PROGRAMME

You can choose the interface language by clicking the blue text at top right. Estonian is automatically
set as the default language. The language can also be changed after login, in user settings (see the
chapter SETTINGS, the subchapter My settings).

Enter your username into the username field and click the button for ID-card or Mobile-ID.

When logging in with your ID-card, make sure that the relevant ID-card software is installed into your
computer and that your ID-card is valid and inserted correctly into the ID-card reader.

When clicking the ID-card button, the processing software asks for your PIN1 authentication code.
After entering the correct PIN1 code, you will be in the software’s engagements list view within a few
seconds.

To log in with a Mobile-ID, the user’s Mobile-ID must be entered beforehand into the Mobile-ID
number field when creating the user account and entering the required user data (see the chapter
SETTINGS, the subchapter My settings).

When clicking the Mobile-ID button, the Mobile-ID authentication process starts, sending an SMS to
your Mobile-ID number. Upon receiving it, make sure the code is the same as the code on the
computer screen and then enter the PIN1 authentication code. After entering the correct PIN1 code,
the user is directed to the list of open engagements related to him or her (see the chapter MENU, the
subchapter Menu, the figure; this view is more comprehensively explained in the chapter
ENGAGEMENT REGISTER, the subchapter Engagements).

For more information about installing and using (incl. logging into) the software’s offline version, see
the chapter ONLINE / OFFLINE WORK MODES.
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MENU

Menu

LTU test — Sergei Taistjakov

Engagements » Sergei T3istjakov

¥
O -Open [ - Completed 4\ — Open question! @ — Reviewed
Reporting Tasks
period Engagement
Client [Engagement name No  Engagementtype .0 9 (m] A& Siatite

date
LTU client (AS) LTU client (AS) audit 2014 1 Audit 31122014 0 0 0 0 Unfinished
LTU Real Estate Sample LTU client audit 2014 Audit 31122014 0 0 0 0 Unfinished
Lithuanian Client LTU client audit test 2014 12-A Audit 31122014 0 0 0 0O  Unfinished
Lithuanian Client LTU test audit 2014 A2 Audit 31122014 0 0 0 0 Unfinished
LTU test client (AB) LTU test client (AB) audit 2014 2 Audit 31122014 0 0 0 0 Unfinished
LTU test client (NT) LTU test client (NT) audit 2014 1 Audit 31122014 0 0 0 0 Unfinished
LTU test client (ZM) LTU test client (ZM) audit 2014 2 Audit 31.122014 0 0 0 0 Unfinished
LTU client LTU client audit 2014 (EE) Audit 0 0 0 0 Unfinished
Help desk
E-mail: e-dok@audiitorkogu.ee(on business days 9:00-17:00, Tallinn (GM + 2)) Copyright @ Audii | All rights. gl | i ions | Pricelist

Figure 2

There is a menu button at the top left corner of the view (see Figure 2), when clicking it, a submenu
opens to make various settings and choose options. These are described in more detail in their
respective parts of this manual.

Exiting the software
Menu > Logout

— Menu 4 Engagements

L

& Clients
Engag /# Administration >
# My settings
& Offline version
Add ne
¢ Logout ]
Figure 3

After finishing your work, it is commended to log out of the software (see Figure 3). If an ID-card was
used for login then we recommend closing all web browser windows as well, for security purposes.
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SETTINGS
My settings

Menu -> My settings
This module enables to set the user’s personal data and preferences.

Menu | [ Engagements LTU test — Sergei TSistjakov

% Clients

My sel » administration — SergeiTSistjakov
@ My settings
& Offline version
Person
Forename =ogaut gei ‘Surname: Taistjakov
E-mail address: sergel.tsistjakov@audiitor Initials: SeTs
Phone number: +3725065581 (Mnbile-lD phone number: )

Preferences
User interface language:

0ld password:

New password: @

Password (again):

Personal code @

(3451 7 7cTbc: 3fe53b3fb5)

Authentication certificate

(Security certificate was not generated ] @
—

Related accounts

Audit firm Username Name Mobile-ID phone number Status

Figure 4

If you wish to change the language of the user interface, you can do so by selecting a suitable
language from the drop-down list “Interface language” (see the selection marked as 1 in Figure 4).

The user’s personal code (see marking 2 in Figure 4) is used for granting the user access to
template databases — you will need to forward your personal code to the (relevant company’s) contact
person who wishes to grant you access to their engagement template(s) (read more in the chapter
SETTINGS, the subchapter Templates, Engagement templates).

A security certificate (see marking 3 in Figure 4) is generated for a user by the organisation manager
and it is used for user authentication in offine mode. The security certificate can be downloaded by
clicking the link “Download security certificate” (read more in the chapter ONLINE / OFFLINE WORK
MODES, the subchapter Generating a user’s security certificate).

In the bottom part of the “My settings” page, the section “Related accounts” (see marking 4 in Figure
4) displays the entire information about user accounts related to the user’s personal ID code, incl. in

various companies. This list is not displayed if the user has only one account.

If the user's Mobil-ID number is entered in the personal data section (see marking 5 in Figure 4) then
this user can log into the software with his or her Mobile-ID.

If the user has set a password (see marking 6 in Figure 4) for him or her then the user will be able to
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work by opening and saving MS Word and MS Excel documents online, without needing to save the
files in his or her own computer and upload them from there.

Administration

Users
Menu -> Administration -> Users

This module enables to administrate users at the organisation’s level, incl. assigning additional
organisation managers.

Users
Name: Personal ID code: Status: | Active users 21 m m

Username Name Personal ID code Last login

aleksandrtest Aleksandr Beloussov [AB] EE38408200388 28.04.2015 16:10 edit

incx Indrek Jérve [IJ] EE38108100253 28.04.2015 16:28 edit

setsTest Sergei Tsistjakov [SeTs] EE36711302710 04.05.2015 09:25 edit

SignyTest Signy Melnik EE48511026029 11.12.2014 14:32 edit

SignyVaatleja Signy Melnik (Vaatleja) EE48511026029 06.03.2015 14:11 edit
Figure 5

Users »

User personal data
Audit firm: Audiitorkogu test

Forename: * Surname: *
Personal ID code: * ( - not selected - B) Initials: | |
Phone number: | @ Mobile-ID phone number:
Employee type: (o Audit firm employee External person )

User account data @ @

Username: *
Status: Valid @ Invalid

User interface language: Eesti

E-mail address:

To add or change password please fill the following fields
Password:
Password (again):

User roles

-
Organisatsiooni haldur -

Tavakasutaja -

Vaatleja - Projektide andmete vaatamine -

®

\.

m < Back to the list

Figure 6

The user’s location country is selected from a drop-down list (see marking 1 in Figure 6).

If the user’'s Mobil-ID number is entered in the personal data section (see marking 2 in Figure 6) then
this user can log into the software with his or her Mobile-ID. A user can also enter his or her own
Mobile-ID (see the chapter SETTINGS, the subchapter My settings).

When creating a user account, the user gets a username (see marking 3 in Figure 6). It is set for the
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user by the specific audit firm’s organisation manager or the information system’s chief administrator.
Regarding usernames, it must be kept in mind that usernames are case-sensitive, i.e. usernames
MICHAEL and Michael refer to different users. The correct status must be set for a username — if a
user is marked as inactive, that user cannot do anything in the software.

Employee type (see marking 4 in Figure 6) must be set correctly. If an employee is marked as the
audit firm’s external user, that employee has only the limited rights of an observer.

A password can be set for a user (see marking 5 in Figure 6). The user can change his or her
password under personal data (see the chapter SETTINGS, the subchapter My settings). A password
is necessary if the user wants to work by opening and saving MS Word and MS Excel documents
online (without needing to save the files in his or her own computer and upload them from there).
Read more about working with files in the chapter WORK WITH FILES.

A user’s organisational roles (see marking 6 in Figure 6) — this sets the role that the user has in the
organisation. Depending on the organisational role, the user also needs to be added to the specific
engagement where he or she has to participate. Adding a user to an engagement and setting his or
her role and rights in a specific engagement can be set in Menu -> Engagements under the
administration of engagement users (see the chapter SETTINGS, the subchapter Administration,
Users).

NB: user rights stem from the role set for the user.

See the chapter ONLINE / OFFLINE WORK MODES, the subchapter Generating a user’s security
certificate.

This module enables to administrate user roles. A role is a set of rights. Rights are predefined and
only the information system’s administrator has access to this module.

User roles

Organisatsiooni haldur -
Tavakasutaja -
Vaatleja - Projektide andmete vaatamine -

Roles:

Roles can be added with the button “Add new role” (see Figure 7) and an existing role can be changed
by clicking its name.

Menu -> Administration -> Classificators

This module enables to administrate classificators predefined in the system.

A classificator is a comprehensive ordered system of precisely described categories marked with
unique alphanumerical codes, used in the database contained in the information system.

Only an organisation manager or an information system’s administrator has access to this module. An
information system’s administrator can change the default values that are copied to the audit firm’s list
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of classificators (see Figure 8) if a new audit firm is created.

To simplify the user's work, the Estonian Auditors’s Association has predefine the majority of
classificators’ values but an organisation manager can change the existing values or add new ones
according to the organisation’s needs.

NB! It is recommended to think through and change classificators’ values before the creating of
engagements because a change in classificators’ values changes them in all opened engagements
that are not archived yet. No changes will happen in archived engagements.

= Menu LTU test — Sergei TSistjakov
Classificators
Classificator name System name Sorting
Accounting framework projects.cl_accounting_practices By designation edit
Assertion (single connection) cl_claim Fixed edit
Audit framework. projects.cl_audit_practices By designation edit
Companies - Field of activity companies.field_of_activity By designation edit
Documents templates - category templates_files.cl_category By designation edit
Remark - Type tasks_remarks.cl_type By designation edit
Risk - possible impact tasks_risks.cl_possible_impact Fixed edit
Risk - probability tasks_risks.cl_probability Fixed edit
Risks templates - category templates_risks.cl_category By designation edit
Risks templates - subcategory templates_risks.cl_type By designation edit
Risk - total impact tasks_risks.cl_total_impact Fixed edit
User role in project projects_users.cl_role By designation edit
Figure 8

Fixed classificator sorting enables to change the order of displaying classificators’ values (see Figure
9).

Classificators » Assertion (single connection)

(x— [CorrvmIR v
Code Value (eng)
3 Completeness m m
3 Existence m m
3 Accuracy m m
3 Valuation m m
1 o Ownership m m
3 Presentation m m
o cwon £D B
Lo
Figure 9

To change the order, bring the mouse cursor to an arrow in the first column (the mouse cursor

becomes a @), hold the left mouse button and drag the line up or down (see Figure 9).

Templates
Menu -> Administration -> ...templates

Templates are primarily predefined examples of frequently repeating engagements, tasks, risks or
documents, having the purpose of making an auditor’s work smoother. Templates also enable better
efficiency (by saving time).

© 2015 E-dok OU 15



Materiality templates
Menu -> Administration -> Materiality templates

This module enables to predefine materiality entries (types), materiality percentages and their
abbreviations displayed at top right on the engagement’s view. When creating a new engagement,
these parameters are imported into the engagement’s information.

Materiality templates

E=® @
Entry (based on materiality) Default % Allowed range
Net profit before taxes 5 510% m
Sales Revenues 1 0,5-3% m
Total Assets 1 1-2% m
Percentages @
( Name Percentage Allowed range
Performance materiality range: 75 |% | 50-90%
Audit misstatement detection threshold rate: 10 |% | 10

A

Abbreviations (in the engagement view)
-

Overall FS level materiality: oM
Performance materiality: SMT
Audit misstatement detection threshold: TE
\
Figure 10

The button to add a new entry for calculation of specific materiality is marked with 1 in the figure (see
Figure 10). If an entry needs deleting, it is done using the small buttons marked with 2 in the figure
(see Figure 10). In the table marked with 3 (see Figure 10), the typically used materiality percentages
and the percentage calculation ranges permitted by the audit firm’s methods are set. In the fields
marked with 4 (see Figure 10), the abbreviations used in the audit firm can be set.

Materiality can also be determined individually at the engagement’s level, without setting up a
materiality template. Moreover, materiality indicators can be changed at the level of an individual
engagement regardless of the predefined calculation templates.

After a materiality is set for an engagement, the abbreviations and relevant materiality indicators will
be constantly shown at top left of every screen.

See also the chapter PERFORMING AND DOCUMENTING AN ENGAGEMENT, the subchapter
Determining materiality.

Engagement templates
Menu -> Administration -> Engagement templates

Creating an engagement template and defining its tasks are similar to creating engagements and
defining their tasks (see the chapter PERFORMING AND DOCUMENTING AN ENGAGEMENT, the
subchapter General information of a task). The main difference is perhaps that creating individual

© 2015 E-dok OU 16



engagements and defining their tasks every time would take considerably more time than using
engagement templates.

Engagement templates » @[ Shared engagement templates ]

Language: - not selected - E Name: m
Engagement type: - not selected - H Updated: &2(- i}
Language Engagementtype Name Updated  Public
English Audit Audiitorkogu - Audit template (ENG) (13.03.2015) 17.04.2015 Yes
Eesti Audit Audiitorkogu - Auditi t66v6tu mall (subst. prots. koond) (10.12.2014) - detailsem 07.01.2015 Yes
Eesti Audit Audiitorkogu - Audiitorkogu naidis - Auditi toovtu mall (subst. prots. koond) (15.12.2014) 16.12.2014 No
Eesti Audit Audiitorkogu - Auditi t6évotu mall (subst. prots. koond) (10.12.2014) 11.12.2014 Yes

Figure 11

By clicking the tab of shared engagement templates (marked with 1 in the figure (see Figure 11)), the
user can access engagement templates made accessible for his or her company by others. For a user
to get access to the engagement templates of another organisation, the user needs to send his or her
personal code (see the chapter SETTINGS, the subchapter My settings) to the preparer of the shared
engagement template. This tab also provides access to the Estonian and English engagement
templates examples (audit, review and packaging materials’ report attestation engagement)
prepared by the Estonian Auditors’ Association (without having to send the personal code to the
Estonian Auditors’ Association). The Estonian Auditors’ Association and E-dok OU stress that those
templates are intended solely as examples to facilitate taking into use the software and that they will
not accept any responsibility for risks entailed in using them.

An engagement template may be for instance “ISA (EE) Audit”, “ISRE (EE) 2400 Review”, ISAE (EE)
3000 “Packaging materials report attestation”, etc. Moreover, if an audit firm has many clients in the
same sector (e.g. retail banking), the audit firm may consider it necessary to create sector-based
engagement template(s).

To create a new engagement template, click the blue button “Add new”, marked with 2 in the figure
(see Figure 11). The following view appears (see Figure 12):

Engagement templates »

Engagement template details

Language: Eesti 1]
Engagement type: Audit |
Name: *
Description:
4
Updated: 04.05.2015 =
Public: ©ONo Yes
save | - sackiothe
Figure 12

The fields marked with a red asterisk (see Figure 12) are mandatory. After filling in and saving the
data fields, tasks can be defined for the freshly created engagement template.
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NB! As long as the radio button of the choice “Public” is set to “No” (see Figure 12), other users will
not see the engagement template and cannot use the engagement template for creating new
engagements.

Engagement templates » Audiit

General information Rights Tasks
Tasks
[copy | mport rom s
Figure 13

When saving the general information of an engagement template, two new tabs are created in
addition to the general information: these are “Rights” and “Tasks” (see Figure 13).

By clicking on the rights tab, you can enable access to the engagement template for user(s) outside
the organisation. This requires the user’s personal code to be entered on the “Rights” screen. After
that, the external user having obtained the rights can import this template into his or her template
database (see the chapter SETTINGS, the subchapter Engagement templates, the tab “Shared
engagement templates”).

M - Tip: when creating tasks in an engagement template, the tasks cannot be imported from an

existing engagement project — they can be created from scratch, then copied from tasks and
re-indexed and renamed or imported from other engagement templates.
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General information

Top level: -Top -

Reference: *

Ak

Task name: * |

T —
Updated: 04.05.2015

Objective:
7~
Fraud risk: o No Yes
Assertions: I ERE NIO)IRlcT
0000000
K — Control based
Approach: A— Analytical test
D - Detalil test
Description of work
done:
Conclusion of work
done:
7~
Other information:
Ve

Time Budget (h):

[ 1]

Number of linked |

standard / paragraph:

Link to standard: [ http://

Select all

Task tabs:

C General information
v, Files
Risks
Q&A
Misstatements
Time spent on task
Accounts
FS entries
XBRL
Memo points
Checklist

7

Compulsory (always
copied):

Related to the numeric No
data: a

o No Yes

Yes

| @

Figure 14
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Both when adding a task to an engagement and when adding it to an engagement template, the
window for setting the task’s parameters opens. It is important to keep in mind the following:

The fields marked with a red asterisk (see Figure 14) are mandatory.

Reference (marked with 1 in the figure (see Figure 14)) must be unique, i.e. the program will not
allow entering the same reference (index) repeatedly. For files added when documenting the works,
the software will add a dot and an additional number to the task’s reference, so it can be referenced
in the file adding menu or textual part of other tasks. An audit firm can also use its habitual
referencing system.

Top level (marked with 2 in the figure (see Figure 14)) is the (main) level to which the task is added.
The level “Top” means the highest level, i.e. a task created with this choice has the highest level in
the engagement or engagement template (tasks can have up to 5 possible levels and the software
displays references to the first three of them in different colours). The structure of tasks can be
changed later by dragging tasks from one level to another with the mouse.

Depending on the task’s specifics, the user can mark what information tab(s) would be useful to add
to the task (see the section “Task tabs” marked with 3 in Figure 14). Tabs can also be added later in
the course of work, for instance if a memo point has to be noted about a shortcoming of the internal
audit system but the relevant tab was not added to the task when setting it up. In that case during
the work, click the task’s reference (alternatively click on the task’s textual part and then click the
blue button “Edit” in the right pane) and then mark the checkbox for the relevant tab in the section
“Task tabs”. With the above example, the checkbox for the task tab “Memo points” would be
marked. This change must be saved.

Files can be added to tasks in engagement templates; these files can be e.g. predefined document
templates — if the use or adding of files is foreseen for a task, it would be useful to mark the checkbox
for “Files” in the list of task tabs (see the section “Task tabs” marked with 3 in Figure 14). The added
files are imported together with the engagement template when importing the latter into a created
engagement — the left pane will display a tree of the task structure for the engagement (see Figure
100).

The choices marked with 4 in the figure (see Figure 14) are there when adding a task to an
engagement template but not when adding a task to a created engagement. These are intended for
relevant filtering when importing an engagement from an engagement template.

M - Tip: although the window “Conclusion of work done” (see Figure 14) is visible when defining
a task for an engagement template, its content will not be imported into the engagement.

Menu -> Administration -> Risk templates

M - The use of risk templates when performing an engagement can provide significant time
savings for an auditor — instead of describing a frequently occurring risk anew every time, the
auditor can import a standard risk description from the risk template into the engagement if
necessary and then modify it as needed for the engagement.
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Risk templates

Description: Assertions: T E(JA_ VALV O P Co @
Category: - notselected - [ Sub-category: - notselected - [ Language: - not selected - &

Category Sub: gory Languag Assertions

Inherent esti Pettuserisk - mldgitulu. Midgitulu on oma olemuselt seotud pettuseriskiga, st milgitulus v6ib esineda fiktiivseid midgitehinguid E

Risk

Inherent @ osti Risk véite tasandil - kinnisvarainvesteeringu vadrtus. Kinnisvarainvesteeringut kajastatakse Giglases vadrtuses. Auditi seisukohalt on risk, et KVI vadirtus oleks leitud |V

Risk kasutades diglaseid sisendeid (kap maar, diskontoméaar, indekseerimine jne)

=3

Figure 15

This module enables to create new risk templates i.e. standard risks (see the blue button “Add new”
marked with 1 in the figure (Figure 15)).

Before starting to describe risk templates, the risk category and sub-categories should be set up (see
the table part marked with 2 in the figure (see Figure 15)). Read more about setting up classificators
in the chapter SETTINGS, the subchapter Classificators.

The filtering section is marked with 3 (see Figure 15). Unfortunately, only filtering by assertion(s) is
currently working.

To change the existing risk templates, click the blue text (see the hyperlinked risk descriptions
marked with 4 in Figure 15).

Risk templates can be exported as an MS Excel file (see the blue button “Download — Excel” marked
with 5 in Figure 15).

To import a risk template into the risk register of an existing engagement (the tab “Risks”), click the
blue button “Import from templates”
(see Figure 16).

Risks
[ Add new Il import from templates
Source Description FS entry g to task
reference impact
m] Risk vaite tasandil. Kinnisvarainvesteeringute vaartus Kinnisvarainvesteeringut kajastatakse diglses Kinnisvarainvesteeringud A,V Medium 5 Yes a

vaartuses. Hindab Pindi Kinnisvara OU (valine ekspert). Auditi seisukohalt on risk, et KVI vaartus oleks Medium

leitud kasutades diglaseid sisendeid (kap méar, diskontomaar, indekseerimine jne)

Figure 16

In the window that opens (see Figure 17), mark the relevant checkbox in the area marked with red,
to choose the risk template to import; then click the blue button “Import”.
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Risk templates n

| Assertions: | T (JE A VAV 10 P Co

Catagory: (Coorzoocos ) subcategory: (oommecea D) Language: (Croreaeces )

Description:

Uncheck all
itegory Sub gory L D ipti Assertions
nherent Eesti Pe on oma seotud iskiga, st muigi voib esineda fiktiivseid midgi i E
nherent Eesti Risk vaite tasandil - kinni; i i védrtus. Kinni: i ji diglases vaa Auditi sei: on risk, et KVI vadrtus oleks |V
i leitud Giglaseid si id (kap maar, di aar, i imine jne)

Figure 17

After that the risk analysis can be completed and the risk can also be connected to the task where
the auditor’s answers to the risk(s) are documented (see Figure 18).

Source reference: 221-6 Kinnisvarainvesteeringud )

[Risk vaite tasandil. Kinnisvarainvesteeringute vaartus

Description: * Kipnisvarainvesteeringut kajastatakse 0Oiglses vaartuses. Hindab Pindi Kinnisvara
OU (valine ekspert). Auditi seisukohalt on risk, et KVI vaartus oleks leitud
kasutades diglaseid sisendeid (kap maar, diskontomaar, indekseerimine jne) y

FS entry: (Kinnisvarainvesteeringud )

Assertion: * OT OE A [ VA v J0 OP OJcCo

Probability: [ Medium 4

Possible impact: [ 5 Medium #]

Total impact: @ [ Medium #]

Significant: " )No @ Yes

Veendun, et ettevdtte juhatus on valiselt eksperdilt hindamisakti tellides, raakinud
1abi hindajatega kasutatavate sisendite vaartused ja tutvunud hindamistulemuse

Controls - design and méistiikkusega

implementation:

H - ettevdtte juhataja réagib valise hindamiseksprdiga detailselt 1abi kdik 4
Design and -
Implemetation - effective @ No ) Yes
! not effective?:
Assigned to task: @( r2X 5l Kinnisvarainvesteeringud ) |

Figure 18

The fields marked with a red asterisk (see Figure 18) are mandatory.

Source reference (marked with 1 in Figure 18) is the task, in the course of which the risk was
identified. It can be selected by clicking the blue text.

FS entry (marked with 2 in Figure 18) is the FS entry to which the risk being analysed is related. It can
be selected by clicking the blue text.
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The risk analysis section (marked with 3 in Figure 18). Probability, possible impact and total impact
can be predefined in the classificators menu (see the chapter SETTINGS, the subchapter
Administration, Classificators).

Assigned to task (see Figure 18): this is the task with the performance of which the auditor answers
to the risk. It can be selected by clicking the blue text.

After the risk analysis has been performed, click the blue button “Save” (see Figure 18).

Document templates
Menu -> Administration -> Document templates

See the chapter WORK WITH FILES, the subchapter Document templates.

Task templates (task tabs)

Task templates are lists of screen tabs to be added to tasks (see Figure 19) so that they are displayed
on the task’s detailed view (see the chapter SETTINGS, the subchapter Templates, Engagement
templates, bottom section of the task’s detailed view).

Task tab templates
Task tabs
Name Task tabs
: Al Files, Risks, Q&A, Misstatements, Time spent on task, Accounts, FS entries, XBRL, Memo points, Checklist m m
1 Tests related to numbers Files, Q&A, Misstatements, Accounts, FS entries, XBRL, Memo points m m
¢ Planning tasks Files, Risks, Q&A, Misstatements, Checklist m m
1 Just random blocks Files, Risks, FS entries m m
Figure 19

To change the order of templates (see Figure 19), bring the mouse cursor to an arrow in the first

column (the mouse cursor becomes a ]%[ ), hold the left mouse button and drag the line up or down
to where you want it to be.
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CLIENT REGISTER

Registering a client (creating a client profile)
This module is intended for registering the audit firm’s clients and managing the client profiles. The
module is visible in the menu if the user is an organisation manager.

= Menu 4 Engagements

% Clients

Clients # Administration
& My settings

& Offline version

Legal nar

() Logout

Figure 20

Client list
Menu -> Clients

The client list view displays a list of the entered client companies. By default, clients with an active

client relationship are displayed.

Clients can be searched by legal name and registry code (see Figure 21). To do so, enter the search
word (part of a name or a registry code) into the relevant field and click the button “Search”. To find
the company called “OU SUMSUM”, entering “sum” in the legal name field is enough.

Search by word is not case-sensitive.

Clients

Legal name:

Legal name
12345 00
2702 Proov AS
AAAAA
AAAOU

Figure 21

Adding a client

Registry code:

Client relationship status: | Valid

] st i e
Registry code

10147999 general information
11111111 general information
12 general information
10147970 general information

To add a new client, click the button “Add new” near the right end of the search bar (see marking 1

in Figure 22
Clients

Legal name:

Legal name
12345 00
2702 Proov AS
AAAAA
AAAOU

Figure 22
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Client relationship status: = Valid
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Registry code

10147999 general information
1111111 general information
112 general information
10147970 general information



Clients

Legal name: Registry code: Client relationship status: = Valid B m @

Legal name Registry code

12345 00 10147999 general information

2702 Proov AS 11111111 general infarmation

AAAAA 12 general information

AAA QU 10147970 general information
Figure 22

The view for adding a client opens (see Figure 23):

Clients »

[General client information J@

Legal namp
Registry cp @ Line of business: - not selected -
© valid ~  Invalid

Accepted: Yes ° No Client relationship status:

Country: [ - not selected - @ u) [ ® J
Address: Index:

Beginning date of client relationship: 04.05.2015 ‘j;‘f

Contacts

G=lo)
PEIDE

Figure 23
Mandatory fields (see marking 1 in Figure 23) are marked with an asterisk (*).
Administrative unit (see marking 3 in Figure 23) can be set only if the country is set to “Estonia”

(marked with 2 in the figure (see Figure 23)). To select the administrative unit, enter at least 2
characters s into the field (see marking 3 in Figure 23), contained in the administrative unit searched

for.

NB! The selection of administrative units is currently working in the Estonian user interface only.

Riik: Eesti - Haldus- ja asustusjaotus: Tal
Aadress: Indeks: Tallinn, Harju maakond
Heimtali kila, Parsti vald, Viljandi maakond
Kontaktid limastalu kiila, Kuusalu vald, Harju maakond
Puhtaleiva kila, Tartu vald, Tartu maakond
Figure 24

A drop-down list opens, displaying the administrative units found. Click on an administrative unit to
select it. The field is replaced by the selected administrative unit’s name and a cross in a red box
appears at the end of the name (see Figure 25). The selection can be cancelled by clicking on the

cross in a red box or on the name itself.
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Riik: Eesti A Haldus- ja asustusjaotus: Tallinn, Harju maakond &

Aadress: Indeks:

Figure 25

Related contacts

On the client view, an unlimited number of related contacts can be added. To add a contact, click the
button “Add new” in the subsection “Contacts” (see marking 4 in Figure 23). Every click of the button
creates a new contact line where the data of a new contact can be entered.

Contacts

Position in the company Name Phone number E-mail address

Figure 26

NB! A contact is saved only if at least one of the contact data fields is filled in (e.g. Position, Name,
Telephone, E-mail) — see Figure 26.

The "Delete” button (see Figure 27) on a contact line removes the line. If a contact has been entered
onto that line (see “Error! Reference source not found.”), the “Delete” button marks the line as
eleted.

Contacts
Position in the company Name Phone number E-mail address
juhatajs ek 4566688
General Manager Robin Hood m
Figure 27

Clicking the “Restore” button on a deleted contact’s line (see Figure 27) changes the contact’s status
back to not deleted.

If a contact line (data) was added and the client’s information was not saved yet, the “Delete” button
fully removes the line.

The contact is permanently removed from the client’s card when the client’s information is saved
(see marking 5 in Figure 23).

Saving the data
The client’s information and the data of the related contacts are saved in the software when the user

clicks the button “Save” (see Figure 24 (5)).

If an error appears when saving the data, the relevant warning message is displayed at the top of the
page. An error message related to contacts is displayed above the relevant contact.
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Example (see Figure 28):

| ) Please fill required field '‘Company - Registry code’ X
Clients »
General client information Related files Related engagements

General client information

Legal name: * Saint Olivier

Registry code: * ‘ Line of business: - not selected -
Accepted: Yes @ No Client relationship status: © Valid " Invalid
Country: - not selected - ‘

Address: Index:

Beginning date of client relationship: 04.05.2015 =

Contacts

Position in the company Name Phone number E-mail address

Contact - Invalid e-mail address
Admiral | El Capitano El Capitano =3

+— Back to the list Delete

Figure 28

If the data were successfully saved, the system opens the “Client information view” page (see the
chapter CLIENT REGISTER, Client information view).

Cancelling
To cancel the adding of the client’s information, click the button “Back to the list” (see Figure 23 (6))
or the title “Companies” (see Figure 23 (7)). Both open the client list.

Client information view
Menu -> Clients

To view a client’s information, click the client’s legal name (see the hyperlink marked with a red box
and 1 in Figure 29) or “General information” on the same line (see the hyperlink marked with a red
box and 2 in Figure 29).

Clients

Legal name: Registry code: Client status: | Valid % m m

Legal name Registry code

2702 Proov AS 11111111 general information

AAAAA 12 general information

AAAOU 10147970 general information

ABC123 00 1234567 general information
Figure 29
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The client information view opens (see Figure 30):

Clients » Saint Olivier

[ General client information Related files Related engagements J @

General client information

Legal name: Saint Olivier

Registry code: 123 Line of business:

Accepted: No Client relationship status: Valid
Country: Administrative Unit:

Address: Index:

Beginning date of client relationship: 04.05.2015

Position in the company Name Phone number E-mail address
Admiral El Capitano

@) O

Figure 30

Client information is divided into the following tabs:

B “Client’s general information” — contains the client’s main data;
B “Related files”;

B “Related engagements” — links to an engagement search page with a pre-filled client
name field.

If the user has the relevant rights, the “Edit” button is displayed that enables to change the client
information.

Changing the client’s information

Changing the client’s information starts on the client information view (see Figure 30, the
subchapter Client information view). To open that, click the “Edit” button. The client information
changing page opens. The layout of fields and the logic of entering the information are similar to
adding a client (see the subchapter Adding a client).

Still, the choice of actions at the end of the client information form is different (if the user has the
relevant rights).

m m «— Back to the list [

Figure 31

The “Back” button opens the page “Client information view”.

The “Delete” button initiates the deletion process (see the subchapter Deleting a client).
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Archiving a client

A client can be archived by changing the value of the field “Active” on the client information
changing page (see the subchapter Changing the client’s information) to be “Inactive”. By default,
inactive clients are not displayed when viewing the client list and when choosing clients for a new
engagement (see “Adding an engagement”).

Deleting a client

A client can be deleted on the client information changing page (see the subchapter Changing the
client’s information). To initiate a deletion, click the button “Delete”. Then click “OK” in the pop-up
window displayed (see Figure 32).

Confirm

Are you sure you want to delete?

OK Cancel

Figure 32

M - The system will allow deletion of information only if there are no items (files, engagements,
etc.) related to the client.

Administration of client-related files
Files can be related to any client. File administration takes place in the “Related files” tab (see Figure
33) of the client information view.

Clients » Saint Olivier

General client information Related files Related engagements

Related files
Designation Attached by Attached
X Sample Audit File 29102014 Sergei TSistjakov 04.05.2015 13:16 edit
[SeTs]
Figure 33

Read more about adding and changing files in the chapter WORK WITH FILES, the subchapter Adding
a file and subchapter Changing a file.
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ENGAGEMENT REGISTER

Engagements

This module is intended for administration of engagements of audit firms. To stress that this is
primarily project management software related to auditor activities, the first view that opens after
logging into the software is the general view of engagements (see Figure 34).

Engagements » Sergei TSistjakov @ @
6 —Open [ - Completed /\ — Open question! & - Reviewed )

Reportin,
o Client Engagement name No Engagement type r:;'l‘:"; 0O @ A @ [Engagement
date

E-dok OU tegevuslepingud E-dok OU lepingud 12755407 Other 30.06.201 Unfinished

E-dok OU Raamatupidamine Other Unfinished

Audiitorkogu likmed Audittorkogu liikmete lepingute ja kasutajate haldus @ Other Unfinished

Audiitorkogu likmed E-dok programm Other Unfinished

LTU kliendid Leedu kasutajate lepingud ja nende haldus Audit Unfinished
Figure 34

Clicking on the hyperlink “Engagements” from any place (see marking 1 in Figure 34) opens the main
page (the engagements view) displaying all engagements related to the user.

To add new engagement(s), click the blue button “Add new” (see marking 2 in Figure 34).
Engagements can be filtered (see the filtering button marked with 3 in the figure (Figure 34)).

On the general view of engagements, the user sees the status of tasks related to the user, by legend
icons and by quantities (see marking 6 in Figure 34). The status icons are explained in the section of
the figure marked with 4 (see Figure 34).

By clicking the hyperlinked (blue) engagement name (see marking 5 in Figure 34), the specific
engagement can be opened.

Creating an engagement

Creating an engagement
Menu -> Engagements

The add a new engagement, click the button “Add new”.

M - Before adding an engagement, client information related to the client concerning whom the
engagement is created must be added to the client module (see the chapter CLIENT
REGISTER, the subchapter Registering a client (creating a client profile)).
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Engagements » .

Figure 35

Ways to add an engagement
By clicking the button to add a new engagement, the first step of adding an engagement opens (see
Figure 36):

Engagements

Add new engagement

Add new (empty) engagement

Copy data from an archived engagement

Search for engagements — @

Add using an engagement template

Search for engagement templates — @
<+ Back to the list

Figure 36

As seen in the figure (see Figure 36), there are three ways to create a new engagement:

An engagement is created from scratch (e.g. for an engagement to be documented in this
software for the first time or if there is no suitable engagement template). NB! An empty
engagement created here can be imported as a whole or as tasks into an engagement
template.

An engagement is created from the same client’s previously archived engagement (e.g.
creating client X’s 2015 audit engagement on the basis of client X’s 2014 engagement). If
creating an engagement this way, the planning work and risk analysis from the earlier
periods is included in the new engagement, making the engagement’s planning more
efficient.

An engagement is created from a predefined engagement template (see the chapter
SETTINGS, the subchapter Templates, Engagement templates)). This is purposeful if there is
no earlier client engagement of a similar character but there is an engagement template with
a similar profile (e.g. used for companies in a similar sector).
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Creating an engagement from scratch

Creating an engagement
Menu -> Engagements

= Menu|| & Engagements ]
72 Reports (FS) >
Engag & Clients

/# Administration >
% My settings
@

Offline version

& Logout

IS

Figure 37

The window to add an engagement opens (see Figure 38).
Engagements

Add new engagement

Add new (empty) engagement

Copy data from an archived engagement

Search for engagements —

Add using an engagement template

Search for engagement templates — @
+«— Back to the list

Figure 38

To create a new engagement from scratch, click the blue button “Next” (marked with 1 in the figure);
the screen to add / change the engagement’s main information opens (Figure 39):
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Engagements

General client information
cu:m@ @ Saint Olivier & @

Legal name: * ( Saint Olivier )
Registry code: * 123 Line of business:
Cauntrv: {2\ (otseiectea- ) (A '
General client information
Client: * |
I address
. .| Saint Olivier
Engagement informatioi P
Engagement name: * Audiitorkogu likmed
Engagement name: * No:
Engagement type: Initial engagement: oNo  Yes
Financial reporting framework: [ Accounting principles generally accepted in Estonia %) Group FS auditor:
(saEe %) Public Interest Entity: oNo ' Yes
Agreed fee: as)l:lmamd engagement hours
Engagement start date: 04.05.2015 =
Period beginning date: ] Reporting period ending date: &
Expected audit report date: = E:&m audit file archiving :!:
Oata source: °
gagement users
User Role Right
[SeTs) SeTs Tsistjakov Auditor responsible for project Level 1
User administration
=3
Figure 39
Fields marked with red asterisks (*) are mandatory.
M - Alternatively, a new engagement can be initiated in the Clients module (Menu -> Clients,

select the client by clicking on it (blue text) and then under the third tab titled “Related
engagements” the window to create a new engagement opens (with three blue buttons:
“Next”, “Search an engagement ->” and “Search an engagement template ->” (see the figure

before the last).

Adding client information to engagement information

Select the client in the “Client” field of the engagement’s main information adding / changing screen

(see marking 1 in Figure 39).

M - The client must be registered beforehand (see the chapter CLIENT REGISTER, the subchapter
Registering a client (creating a client profile)) and must have the status “Accepted”. In this module,
clients can be searched from a list (by name). The list appears when clicking an empty data field (see

Figure 40).

General client information

Client: * |

) ) Saint Olivier
Engagement informatiol LTU Kiiendid
Engagement name: * Audiitorkogu liikmed

Figure 40
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When selecting a client, the information of the client and the related contacts is copied into the
engagement’s information.

M - If the client’s information is changed in the course of changing the engagement’s
information, the client register data will remain unchanged (this enables to preserve in the
engagement’s general information the client’s business name and contact data as they were
at the time of performing the engagement).

Selecting the administrative unit
M - The administrative unit (see marking 4 in Figure 39) can be selected only if the selection in
the Country drop-down list (see marking 3 in Figure 39) is “Estonia”.

To select the administrative unit, enter at least 2 characters in the field (see marking 4 in Figure 39,
Figure 41), contained in the administrative unit searched for.

General client information

Client: * Saint Olivier &

Legal name: * Saint Olivier

Registry code: * 123 Line of business:

(counw: (Estonia O ]) Administrative Unit: Tal

Address: Index: Tallinn, Harju maakond
Heimtali kila, Parsti vald, Viljandi maakond

Contacts limastalu kiila, Kuusalu vald, Harju maakond

Position in the company Name Phone number E-ma Puhtaleiva kila, Tartu vald, Tartu maakond

- - Tallikeste kiila, Vastseliina vald, V&ru maakond
Admiral El Capitano 1

Talka kila, Meremée vald, Véru maakond

m Tali kiila, Saarde vald, Pamu maakond
Talila killa, Poide vald, Saare maakond

Engagement information Talvikese kiila, Kambja vald, Tartu maakond
Tallima kila, Réuge vald, Véru maakond

Engagement name: * No:

Figure 41

A drop-down list opens, displaying a list of administrative units (see Figure 41) that contain the
entered combination of characters in their name. Click on an administrative unit to select it. The field
is replaced by the selected administrative unit’s name and a cross in a red box appears at the end of
the name. The selection can be cancelled by clicking on the cross in a red box or on the name itself.

Country: ((Estonia ) ( Administrative Unit: Tallinn, Harju maakond & )
Address: | Index:
Figure 42

Adding the data of a client’s contact persons

In the section of related contacts, an unlimited number of (key) contact persons related to the client
can be entered. To add a contact, click the button “Add new” in the subsection “Contacts” (on the
engagement’s main information adding / changing screen, marked with 5 in the figure (see Figure
39)). Every click of the button creates a new contact line where the data of a contact person can be
entered.
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Contacts
Paosition in the company Name Phone number E-mail address

Admiral El Capitano

Figure 43

A contact is saved only if at least one of the contact data fields is filled in (e.g. Position, Name,
Telephone, E-mail).

The engagement’s users and setting their rights: (see Setting the engagement user’s rights).

Saving the engagement’s general information
The saving process is initiated with a click of the “Save” button.

If an error appears when saving, the relevant warning message is displayed on the page (see Figure
44).

An error message related to contacts is displayed in the relevant contact’s subsection (see the
bottom part of Figure 44).

Please fill required field 'Engagament - Engagement name'

Please fill required field 'Engagament - Data source' x
Please fill required field 'Engagament - Registry code’

Engagements

General client information
Client: * Saint Olivier &

Legal name: * Saint Olivier

Registry code: * Line of business:

Country: (Estonia ) Administrative Unit: =

Address: Index:

Contacts
on.inthe Name. Phone number E-mail address.
Contact - Invalid e-mail address
Admiral El Capitano false contact

Figure 44

EEFL

After the information is successfully saved, the system opens the “Engagement information view”
page.

Cancelling the adding of an engagement’s general information

To cancel the adding of an engagement’s general information, click the button “Back to the list” (on
the engagement’s main information adding / changing screen, marked with 6 in the figure (see Figure
39)) or the title “Engagements”. Both open the engagement list.

Engagement’s data source
When adding an engagement, attention must be paid to the data source (see Figure 45).
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M - Contrary to other general information, the data source cannot be changed later!

Data source: *

Kontopohine
Engagement users Aruandepshine

Figure 45

M - Data source determines the data with which the engagement’s various parts, for example
“Assertion level risks”, “Risks”, “Misstatements” can be related.

M - An account-based data source (may be in Estonian: “Kontopdhine”) enables to relate objects
to account report entries, an FS-based data source — to predefined FS entries (may be in
Estonian: Aruandepd&hine”).

M - Data source must be set even for those types of engagements where FS data (incl. account
reports) are not imported.

Setting the engagement user’s rights

In this section, users can be added to the engagement and their rights in the engagement can be set
(organisation level users are added in the module “Users” (see the chapter SETTINGS, the
subchapter Administration, Users)).

User rights determine the actions that a user can perform (e.g. adding files, changing the
engagement’s structure, deleting tasks, etc.). The user rights that are set can be viewed on the
engagement’s general information page.

Menu -> Engagements -> subsection “Engagement users”.

To set a user for the engagement, click the button “Add user” (see Figure 46).

Engagement users

User Role Right
[SeTs] Sergei TSistjakov Auditor responsible for project Level 1
User administration

Figure 46

The detailed view for adding a user opens (see Figure 47):
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T
Engagement users
|

| Selected users

Select user User Role O Right I
(VK] Mare Kingo A ([SeTs] Sergei Téistjakov ((Auditor responsible for project ¥) (Level 1 %) '

[MMA] Mart-Martin Arengu I
[SeTs] Sergei Tsistjakov I

[SM] Signy Melnik

[Adm] Tarkvara Admin

Figure 47

To add a user to the engagement:
= Select the user from the list in the left pane (marked with 1 in the figure (see Figure 47)).

= Set the user’s role (marked with 2 in the figure (see Figure 47)). NB! User roles are
descriptive and informative designations, not setting any rights in the software.

= Set the level of rights (marked with 3 in the figure (see Figure 47)). NB! A user can
perform actions in the engagement according to his or her level of rights (Level 1, Level 2,
Level 3, Observer).

= Click the button “Save”.

After saving, the selected users with the selected rights will be displayed in the engagement’s list of
users.

A user with the rights of the engagement’s administrator (Level 1) can change the role and rights of
every user in the list.

After the users are saved, save the engagement’s general information (see the blue button “Save” in
Figure 48). The choice of actions at the end of the engagement information form can be different (if the
user has the relevant rights).

Save «— Back to the list

Figure 48

Tips

4} An engagement created from scratch is the probable choice if there is no opportunity to
create an engagement on the basis of a similar archived engagement or if the user prefers

not to import tasks from an engagement template immediately upon creating an
engagement.
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| Fields marked with an asterisk are mandatory (see Figure 44).

%} If classificators are changed, the information related to them will change in all opened
(unfinished) engagements (see the chapter SETTINGS, the subchapter Classificators).

| Once the data source is set for an engagement, it cannot be changed anymore in that
engagement. The setting of data source determines the level of detail of the analysis of
assertion level risks (see the chapter PERFORMING AND DOCUMENTING AN ENGAGEMENT,
the subchapter Importing an FS).

| The more fields of the client information and engagement information are filled in, the more
registered information from the so-called “smart files” (see the chapter PERFORMING AND
DOCUMENTING AN ENGAGEMENT, the subchapter Importing an FS) can be used
automatically.

Creating an engagement from an archived engagement
Menu -> Engagements

Creating an engagement — see Figure 37 (chapter ENGAGEMENT REGISTER, the subchapter Creating
an engagement).

The window to add an engagement opens (see Figure 38). To create an engagement from an existing
engagement, click the blue button “Search an engagement” (marked with 2 in Figure 38).

Engagements n
Client: | Engagement name: | |
Engagement type: - not selected - Reporting period ending date: '= - ‘=| m
Reporting
4 Engagement  period
Client Engagement name type ending
date
Koolitus 2014 audit 2014 Audit 31.12.2014
Signy AS Audit 24082014 Audit 31.12.2013
HR Kinnisvara Audit KVI 2013 Audit 31.12.2013
Signy AS Nipitiri OU Audit 31.12.2013
Eneken AS Audit 2012 Audit
Marina Audit 2014 Audit
HR Kinnisvara HR Kinnisvara audit 2013 Audit
Figure 49

A list of archived engagements opens (see Figure 49). Select a similar archived engagement of the
same client from the previous period and confirm the selection (see Figure 50).
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Choose task(s) (by default all the tasks will be imported)

Yes No

Figure 50

After selecting the tasks and files to be imported (see Figure 51), click the blue button “Next”.

Engagements » Tasks n

Task name Files (Templates)
¥ [f) Tosvotu aktsepteerimine
m — Aktsepteerimise dokumentatsioon m

m — ) Auditi iildstrateegia

" [B) Riskihindamine

m — Olulisuse arvutus

" — [FX3) Olulised kirjed, lahenemine, véited

m 7 Planeerimise analiiitiised protseduurid [/]
" — [ Ulevaadatud juhatuse protokollide kokkuvéte

" — X3 Vestlused - juhataja, finantsjuht, raamatupidaja

" — X3 Ariregistri véljavote

m— Ettevitte arikeskkonnast arusaamine

m —m Seotud osapooled ja nende vahelised tehingud

/] —m Riskihindamise ja t66vGiu planeerimise vestius

" [E) Riskidele vastamine

M — XY Raha ja pank

M — [ Nouded

¥ — X8 Kinnisvarainvesteeringud m
¥ — [ Laenukohustused

M — B3 Miiigitulu

" — [EX3 Muud olulised kontod

m — Maksusaldode kontroll

"M — [EXI) Pearaamatukannete testimine

¥ — [ Seotud osapoolte vahelised tehingud

m — Finantstulud, -kulud

" [} Raporteerimine

m 7m Riskihinnangu ja olulisuse ilevaatamine
m — Final analytics m
m — Tuvastatud vaarkajastamiste kokkuvite

M — [£X5) Bilansipaevajargsed sindmused

m — Aastaaruande kontroll

M — [EX3 Kinnistuskiri m

Figure 51

Further actions with the engagement are similar to the description above (see the chapter
ENGAGEMENT REGISTER, the subchapter Creating an engagement from scratch).
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Tips

| When creating an engagement from an archived engagement, majority of the client
information and engagement information, the marked files, users, risk analysis information,
summaries of memo points and misstatements are automatically transferred to the new
engagement.

| The data (except “Data source”) can be changed.

Creating an engagement from an engagement template
Menu -> Engagements

Creating an engagement — see Figure 37 (chapter ENGAGEMENT REGISTER, the subchapter Creating
an engagement).

The window to add an engagement opens (see Figure 38). To create an engagement from an
engagement template, click the blue button “Search an engagement template” (marked with 3). The
following view of existing engagement templates opens (see Figure 52):

Engagement templates
Langusge: Name: |

E type: (-notselected - | §] Updated: &l il search |

Language Engagement type Name Updated
Eesti Audit KOV audit 01.04.2015
Eesti Audit Audit template (in english) 27.02.2015
Eesti Audit Projektiaudit 02.02.2015
Eesti Audit AK naidismall (sh substantiivsed naidisprotseduurid) 30.11.2014
Eesti Audit Auditi t66vStu mall - Koolitus 13.11.2014
Eesti Audit Audiitorettevdtja Koolitus - Vaike Audiitorettevitja (DEMO) - Audit 2013 (29.07.2014) (27.08.2014) 09.09.2014
English Audit Sample Audit Engagement for Demo Purposes. 28.07.2014
Eesti Audit Emnst & Young Baltic AS - Tootmisettevétie auditi mall (24.07.2014) 2407 2014

Figure 52

Select an engagement template to be imported, then enter the engagement information (see Figure
39) and select the tasks to be imported (see the selection buttons marked with 2 in Figure 53). The
section of filterable parameters is marked with 1.
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Engagement templates » Tasks

Engagement templates » Audit template (in english)

Reference: Name: Approach: K A D Assertions: C E A V O P Co
Updated: =- E'{| Related to the numeric data: Yes || No Fraud risk: @ 0000000 m
Check all | Uncheck al [Jll Gheck those that are mandatory
Task name Assertions F:'a:d Approach
C EAV OPCo 8 ctl anl dtl

) ENGAGEMENT ACCEPTANCE 0000000 No No No No
— (i) Engagement acceptance / continuance documentation O|0|0/0|0|0|0 No No No No
— — [[EED Primary information about the eng. [m][s]{a]in]in]lin]in] No No No No
— — [P Independence confirmation [n]islin]inlin]{s]l=] No No No No
— — [EEE) Opening meeting with the management 0000000 No No No No
— — 1L} Pre-acceptance analytical procedures 0O|0/0|0/ajo|o No  No No No
— — [ Audit proposal 0|0|0|0|a|o(a No No No No
— — [ Auditor’s responsibilities related to "Money Laundering and Terrorist Financing Prevention Act” [m][m]i=]in]in]in]}n] No No No No
— — [E Other relevant procedures 0|0/0|0/ajo|o No No No No
— ) Engagement budget [m]in]iu]li=li=]{=]l=] No No No No
— [[E[) Engagement letter 0|0|0|0|0|0o(a No No No No
— ([T "Prepared by client” list O|0|0|0|0|0|0 No No No No
) RISK ASSESSMENT C|0|0|0|g|0|0 No No Ne No

Figure 53

Tip

4} If you do not want to immediately import tasks from the engagement template when

Updated

29.07.2014
29.07.2014
30.10.2014
27.10.2014
29.07.2014
30.10.2014
30.10.2014
29.07.2014
27.10.2014
07.11.2014
29.07.2014
29.07.2014
29.07.2014

creating an engagement in the manner described above and instead wish to do it later, you
can create an engagement from scratch and import tasks or the entire engagement from
engagement templates later, for example on the tasks view (see the chapter PERFORMING
AND DOCUMENTING AN ENGAGEMENT, the subchapter Adding a task) or when performing
an analysis of assertion level risks (see the chapter PERFORMING AND DOCUMENTING AN
ENGAGEMENT, the subchapter Analysis of assertion level risks). The latter is a good option
because in that case, the predefined options (assertions, approach, etc.) of an example task
are automatically imported from the engagement template upon importing the task(s).
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ENGAGEMENT WORK VIEW AND PROJECT MANAGEMENT TOOLS

Empty engagement work view

Engagements » reg53cy vBuy46, AS TOMMY

( General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary ]@
—Open (4 - Completed — Open question! — Reviewed
Tasks @( - Open (3 - Completed /4 - Open questiorl @ )

ez e @32 o =

® @

\ J\ J

Figure 54

Engagement view - explanations

The following regions are marked with numbers (see Figure 54):
1 Screen tabs. Screens can be related to one of the tasks in the region marked with 6 (see

Figure 56).

For example, we want to relate the task “Materiality calculation” to the screen “Materiality”
(it can be opened by clicking the tab “Materiality”). The view of the screen not related to the
task is as follows: see Figure 55.
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Engagements » "Koolitus" audit 2015, Koolitus 2014

General engagement information Repon data Milﬂﬁamy Risks Assertion level risks Tasks Misstatements Memo points Summary
Materiality

Add new entry
Entry (based on materiality) Default % Amount (automatic) Amount (manual) Exclude from calculations? (under 50%) Materiality
Alternative (Define) [i] 2% 0 |
Maksustamiseelne kasum (i} 5|% 234 315 1718
Muu % 0
Midgitulu 5% 325949 16297
Sales Revenue (] 15 |% 325949 4889
Varad [i] 2 % 4499 992 90 000
4889
Calculated Adjusted Prior period's engagement — audit 2014
Overall FS level materiality: 4889 105 397
Performance materiality pecentage: Li] 80 | %
Performance materiality: 3911 35000 94 000
Trivial misstatement threshold: Li] 5%
Audit misstatement detection threshold: 244 7904
Kuna tegemist vara hoidva ettevittega, kasutan olulisuse arvutamisel
varade mahtu.
(also specific it Olulisuse awgt:rpisal kasutan maksimaalset piirmaéara, kuna ettevitte

on ile tuttav (ei ole esimese aasta klient), juhtimissiisteem
selge, sisekontrollisiisteem véljakujunenud ja toimiv, olulisi
adrkaj eiole aastatel

Figure 55

To relate a task, bring the mouse cursor to the task’s reference and click once or bring it to
the task’s name and click and then click the blue button “Edit” in the right pane. After that, a
full editing view opens in the right pane (see Figure 56) where the screen to be related to the
task can be selected from a drop-down list. Then click the blue button “Save”. After saving,
the task and the screen are related to each other and the task’s reference is displayed at the
top right of the screen (see Figure 57), providing a way to quickly open the view of the
related task by clicking on the reference.
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General information

Reference: *

Task name: *
Performed by:
Reviewed by:

Status:

Objective:

Fraud risk:

Assertions:

Approach:

Description of work done:

Conclusion of work done:

Other information:

| Materiality Calculation

[ [SM] Signy M

>

[ [SeTs2] Sergei T&istjakov

>

See related tab "Materiality"

%

o No ~ Yes

C E AV OP Co
O00O0o0oo0oo
~ K- Control based

" A— Analytical test
" D - Detail test

Dokumenteerin failis #01.01#

%

Related
page:

Figure 56
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Materiality @

Entry (based on materiality) Default % Amount (automatic) Amount (manual) Exclude from calculations? (under 50%) Materiality

Alternative (Define) [ ] 2% 0

Maksustamiseeine kasum i) 5% 234 315 m 1716

Muu % 0

Miigitulu 5% 325949 n 16 267

Sales Revenue [i] 15 |% 325049 m 4889

Varad 1] 2% 4499 992 /] 90 000

Materiality formula: 4889

Calculated Adjusted Saved  Prior period's engagement — audit 2014

Overall FS level materiality: 4889 4889 105 397

Performance materiality pecentage: i ] B0 %

Performance materiality: 3 35000 35000 94 000

Trivial misstatement threshold: [i] 5 %

Audit misstatement detection threshold: 244 244 7904

Kuna tegemist vara hoidva ettevdttega, kasutan olulisuse arvutamisel
varade mahtu.

Olulisuse arvutamisel kasutan maksimaalset piirmééra, kuna ettevitie
on vandeaudiitorile tuttav (ei ole esimese aasta klient), juhtimissiisteem
selge, sisekontrollisiisteem viljakujunenud ja toimiv, olulisi
vaarkajastamisi ei ole eelnevatel aastatel tuvastanud.

(also specific materiality, if applicable):

Figure 57

The order of the screens can be changed (every user can change the order of an
engagement’s tabs to his or her liking). To do so, bring the mouse cursor to the region of the
red box in the figure (see Figure 58) and wait for about one second, until a padlock appears.
By clicking on the padlock, it opens. With the padlock open, the tabs of screens can be
dragged to an alternative order while the padlock is unlocked (see Figure 58). To save the
new order of tabs, click the padlock again.

General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary

Figure 58

The buttons for creating tasks (“Add new”, “Copy”) and for the overview. The overview is a
good tool to manage engagements, enabling to get a quick picture of project management
related information and to administrate it (see Figure 59). The information can be filtered by
columns —to do so, click the column’s heading. By clicking on the numbers of files, risks,
questions and answers, misstatements and memo points, you can quickly go to the relevant
item.
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General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary

Tasks - Overview

Task . PB ST R TCD RB RD Files Risks Q8A Misstatements Memo
points

[[) ENGAGEMENT ACCEPTANCE O

— [ Engagement acceptance / continuance documentation (m]

— — |[IED Primary information about the eng O

— — [IA Independence confirmation [w]

— — [[ZE) Opening meeting with the management O

— — [[I1) Pre-acceptance analytical procedures (m]

— — (B Audit proposal [m]

— — [[I[3 Auditor’s responsibilities related to "Money Laundering and Terrorist (w]

Financing Prevention Act”

— — ([ZE Other relevant procedures O

— Engagement budget (m]

- Engagement letter [m]

— [Z5) "Prepared by lient" list [m]

) RISK ASSESSMENT O

— X)) Overall audit strategy [m]

— — EXD Inquiries. m]

— — A Minutes (m]

— [EE5) Materiality (W]

Figure 59
3 The button to open and close a filter. The filtered view: see Figure 60.
Tasks L -Upen &4 - LOMPIEe A3 — UPEN QUESUOM! M — KEVIEWED

[ Ad new | Cory [l Overvew | (~) ¥ Actions
Performed by: Reviewed by: Status: Open  Completed  Openquestion!  Reviewed |[EFT=

Figure 60

On the view of the list of engagements related to the user, the default is to display unfinished
engagements related to the user.

Engagements can be filtered by various parameters. To filter them, click on the grey button
with double down arrow (see the button marked with a red box in Figure 61), fill in the
required fields and click the blue button “Search”.

i il sl )

Figure 61

The fields for search criteria open (see Figure 62).

L —upen &4 -Lompietea g —Upen queston! m - Keviewed
Tasks P P pena

R covy [ Overview | 5 v Actions
Performed by: Reviewed by: Status:  Open Completed Open question! Reviewed

Figure 62

The filtered view of engagements opens (see Figure 63).
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Performed by: Sergei Tsistjakov &

Client: Engagement type Al ]
Engagement name: Engagement status:  Unfinished [
Period beginning date: =(- = Reporting period ending date: =- = m
A
m [ - Open — Completed —Open question! @& — Reviewed
Reporting Tasks
. period Engagement
Client Engagement name No Engagement type ending m ] a Sinbis
date
LTU client (AS) LTU client (AS) audit 2014 1 Audit 31122014 0 0 0 0 Unfinished
LTU Real Estate Sample LTU client audit 2014 Audit 31122014 0 0 0 0O Unfinished
Lithuanian Client LTU client audit test 2014 12-A Audit 31122014 0 0 0 0 Unfinished
Lithuanian Client LTU test audit 2014 A2 Audit 31122014 0 0 0 0 Unfinished
LTU test client (AB) LTU test client (AB) audit 2014 2 Audit 31122014 0 0 0 0 Unfinished
LTU test client (NT) LTU test client (NT) audit 2014 1 Audit 31122014 0 0 0 0O Unfinished
LTU test client (ZM) LTU test client (ZM) audit 2014 2 Audit 31122014 0 0 0 0 Unfinished
LTU client LTU client audit 2014 (EE) Audit 0 0 0 0 Unfinished
Figure 63
The double down arrow becomes a double up arrow (by clicking on it, the filter closes).
Projektid » Sergei TSistjakov
¥
 Lisa uus | O - Pooldli 3 ~Valmis £ — Lahendamata kisimus @ — Ule vaadatud
Aruandeaasta Tédillesanded  projekti
Klient Projekti nimetus Nr  To6votu liik 16pphuupsev () A @ staatus
LTU dlient (AS) LTU client (AS) audit 2014 1 Audit 31122014 0 0 0 0O  Pooleli
LTU Real Estate Sample LTU client audit 2014 Audit 31122014 0 0 0 O Pooleli
Lithuanian Client LTU client audit test 2014 12-A Audit 31122014 0 0 0 O Pooleli
Lithuanian Client LTU test audit 2014 A2 Audit 31122014 0 0 0 0  Pooleli
LTU test client (AB) LTU test client (AB) audit 2014 2 Audit 31122014 0 0 0 0O | Poolel
LTU test client (NT) LTU test client (NT) audit 2014 1 Audit 31122014 0 0 0 0O Pooleli
LTU test client (ZM) LTU test client (ZM) audit 2014 2 Audit 31122014 0 0 0 O Pooleli
LTU client LTU client audit 2014 (EE) Audit 0 0 0 0 Poolel
Figure 64
4 A legend of the task status icons (see Figure 65). The status icon is also displayed beside a

task, both in the left pane of the engagements view (see Figure 66) and on the overview of
tasks (see Figure 59).

(J — Open — Completed — Open question! & — Reviewed

Figure 65

Budget & Time Schedule SeTs2 &

Figure 66
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A task’s status can be changed in the right pane (on the task’s detailed view) by clicking on
the status icon (see the little square marked with 1 in Figure 67) or the text (see the text
marked with 2 in Figure 67).

017 — Budget & Time Schedule o @

Status: Open
Performed by: [SeTs2] Sergei TSistjakov
Reviewed by: [SeTs2] Sergei TSistjakov
Objective: I'd
Figure 67

A locked task can be unlocked by clicking the blue button “Edit” at the task tab “General
information” (see Figure 68) and then clicking the button “Save” on the task’s detailed view.

017 — Budget & Time Schedule

Status: Open

Performed by: [SeTs2] Sergei Tiistjakov

Reviewed by: [SeTs2] Sergei Tiistjakov
Objective: V4
General information Files Status changes (3)
( Eait '
Description Of work done: V4
Conclusion of work done: V4
Figure 68

The engagement’s users with Level 1 rights can also see an overview of changes to task
statuses on a task’s detailed view (see Figure 69).

017 — Budget & Time Schedule

O

Status:
Performed by:
Reviewed by:

Objective:

General information

User

[SeTs2] Sergei Tsistjakov
[SeTs2] Sergei Tsistjakov
[SeTs2] Sergei Tsistjakov

Figure 69
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[SeTs2] Sergei Taistjakov

[SeTs2] Sergei Taistjakov
4

Files ( Status changes (3)

Task review date

05.05.2015 09:16:29
05.05.2015 09:15:05
05.05.2015 09:15:04
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5 Actions button (see Figure 70).

Engagement files
Import from templates
Deleted files

Locked tasks

Multiple assign

Figure 70

Under the Actions button, an overview is available about files and deleted files related to the
engagement, tasks can be imported from templates, an overview is available about closed
tasks, and multiple assignment can be used to assign performers and reviewers of tasks.

6 The pane for tasks and their structure (see Figure 71). Tasks can be created (with the button
“Add new” in the region marked with 2), copied from another (with the button “Copy” in the
region marked with 2) and imported from engagement templates (with the button “Actions”
in the region marked with 5, selection “Import from templates”). Tasks can be created and
structured as needed, but a task’s reference must be unique i.e. it cannot be repeated.

[ v ENGAGEMENT ACCEPTANCE - O ]
v m Engagement acceptance / - U
continuance documentation
Primary information about the - O
eng.
Independence confirmation - O
Figure 71
7 A task’s detailed view (see Figure 56).

The use of those elements is described in more detail in the following chapter (PERFORMING AND
DOCUMENTING AN ENGAGEMENT).
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PERFORMING AND DOCUMENTING AN ENGAGEMENT

Storing client information
See the chapter CLIENT REGISTER, the subchapter Registering a client (creating a client profile).

Creating an engagement
See the chapter ENGAGEMENT REGISTER, the subchapter Creating an engagement.

Importing an FS

Introduction

“Report data” is the section where an engagement’s FS information is set up for further work —
charts of accounts, FS entries and annual reports in XBRL format can be uploaded here, relating them
to further risk analysis and specific tasks. Also, materiality formulas can be designed.

Upon importing the data, the user can set whether the existing data are overwritten or left
unchanged, whether the file contains a header and whether the entries for “Assertion level risks”
should be created automatically.

E-dok provides three options for importing an FS information:

= |mporting a report of account balances with 1) a predefined structure, and 2) as an MS Excel
file (extension .xlsx);

= |mporting a used designed FS entries report with 1) a predefined structure, and 2) as an MS
Excel file (extension .xlIsx) (e.g. the first FS entry may be the balance sheet’s first entry and
the last entry may be the income statement’s last entry);

= |mporting an annual report in XBRL format (currently available only in Estonia; must be
downloaded from the Estonian Centre of Registres and Information Systems’ reporting
environment beforehand).

Note, that it is not absolutely required to import all three report types (although it is preferable). To
have any use from the section “Report data” and the screen “Assertion level risks”, at least one set of
reports should be imported.

Tab “Report data”
Menu -> Engagements

Bring the mouse cursor to the engagement’s name (blue text) on the list of engagements page and
after the view opens, click the tab “Report data”. The tabs of the report data screen are shown in
Figure 72.

Engagements » rcg53cy véuy46, AS TOMMY

General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary

FS entries Accounts XBRL FS structure FS import Import account balances Import XBRL Materiality formulas

Figure 72
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Importing account balances
This module can be accessed by the engagement’s users with Level 1 and Level 2 rights only.

Click the tab “Import account balances” (see Figure 73).

General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary
FS entries Accounts XBRL FS structure FS import Import account balances Import XBRL Materiality formulas

Import account balanc
Period: At the beginning of engagement | ¥

Select fle: .g.......‘—@
Overwrite existing (skipped by default): .

First row in file is header: ‘\@

The order of the columns has to be the following::
Account no *
Name
‘Opening Balance / Prior period
Closing balance / Reporing period
Changes sign (+/-) ( Yes/No )
Account fype (Revenue, Expenses, Assets, Liabilities)
Skip ( Yes/No )

Figure 73

General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points. Summary
FS entries Accounts XBRL FS structure FS import Import account balances Import XBRL Materiality formulas

FS import

Period: At the beginning of engagement % |
Select file (.xIsx): Choose File o file selected
Overwrite existing (skipped by default):

— Overwrite amounts only:

First row in file is header: ]

| Add "Risks at assertion level” automatically: |

The order of the columns has to be the following::
Name *
Opening Balance / Prior period
Closing balance / Reporing period
Task reference
Elements (XBRL) of annual report
Related accounts
Account type (Revenue, Expenses, Assets, Liabillties)

Figure 74

Period (see the drop-down list marked with 1 in Figure 74). Select “Start of engagement” for the first
import and “End of engagement” for each subsequent import.

Select the file (see the button marked with 2 in Figure 74). This opens the mode of searching for the
file to be imported.

Overwrite existing (omitted by default) (see the box marked with 3 in Figure 74). This sets whether
the entries or figures already imported will be overwritten at the next import.

The file’s first line is a header (see the box marked with 4 in Figure 74). Mark the checkbox if the
file’s first line is a header line, not a data line.

Number 5 (see Figure 74) marks the mandatory structure of the file to be imported. If the file
structure is not proper or the file has repeating account numbers then import is not performed and
the software gives a warning message.
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NB! If the data source was chosen as “Accounts” when creating the engagement then this screen also
includes the option “Add assertion level risks automatically”. In such case, that checkbox should be
marked for the first import, otherwise the assertion analysis entries are not automatically created for
the screen “Assertion level risks” (see marking 4 in Figure 76).

After importing, the report data are displayed on the screen “Accounts”. Read more about the
imported account balances screen “Accounts” in the subchapter Accounts.

Importing FS entries
This module can be accessed by the engagement’s users with Level 1 and Level 2 rights only.

Click the tab “Import a report” (see Figure 75).

General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary
FS entries Accounts XBRL FS structure Import account balances Import XBRL Materiality formulas

Figure 75
FS import
Selct e {adox @ Gzt o swectos

Overwrite existing (skipped by default):
— Overwrite amounts only: ®
First row in file is header:

(Md "Risks at assertion level” automatically:

The order of the columns has to be the following::
Name *
Opening Balance / Prior period
Closing balance / Reporing period
Task reference
Elements (XBRL) of annual report
Related accounts
Account type (Revenue, Expenses, Assets, Liabilities)

Import —

Import log

Time File name User
05.05.2015 09:46 KV aastaaruande kirjed.xlsx [SeTs2)] Sergei Tsistiakov

=)0

Entries which are linked to tabs "Risks at assertion level” or "Risks" cannot be deleted.

Figure 76

Period (see the drop-down list marked with 1 in Figure 76). Select “Start of engagement” for the first
import and “End of engagement” (recommended) for each subsequent import.

Select the file (see the button marked with 2 in Figure 76). This opens the mode of searching for the
file to be imported.

Overwrite existing (omitted by default), - overwrite only amounts (see the first two boxes marked
with 3 in Figure 76). This sets whether the whole entries or amounts only that were already imported
will be overwritten at the next import.

The file’s first line is a header (see the last i.e. the checked checkbox marked with 3 in Figure 76).
Mark the checkbox if the file’s first line is a header line, not a data line.
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The line marked with 4 (see Figure 76) is visible on the screen if the data source was chosen as
“Report” when creating the engagement. If the data source was chosen as “Accounts” when creating
the engagement then this line together with its selection option is visible on the screen “Import
account balances”. Its checkbox should be marked for the first import, otherwise the assertion
analysis entries are not automatically created for the screen “Assertion level risks” (see the
subchapter Analysis of assertion level risks).

Number 5 (see Figure 76) marks the mandatory structure of the file to be imported. If the file
structure is not proper then import is not performed and the software gives a warning message.

Number 6 (see Figure 76) marks the displayed import log. This is informative only.

Number 7 (see Figure 76) marks the button “Delete all entries” and the accompanying warning. The
use of this button ensures the deletion of imported data.

After importing, the report data are displayed on the screen “FS entries”. Read more about the
imported FS entries screen “FS entries” in the subchapter FS entr.

Importing an XBRL
This module can be accessed by the engagement’s users with Level 1 and Level 2 rights only.

The software enables to import (upload) a report in the standard XBRL format. NB! This works with
Estonian taxonomy reports. Read more about the XBRL file format and taxonomies on the website:
http://xbrl.eesti.ee/

To import, a container of XBRL report files (in .zip format) must be downloaded from the reporting
environment to the users’ computer beforehand. Files in the container (a .zip archive) contain
information about the report and its related taxonomy.

Example of an archive (see Figure 77):

Mame Size Packed Size Modified Ci

|| Aruanne_10827700.xbrl 91 6E6 91 pd6  2013-11-18 14:08

|| Lisad_10827700.xml 10 469 10469 2013-11-18 14:08

|| Vormid_10827700 xsd 23972 23972 2013-11-1814:08
Figure 77

Click the tab “XBRL import” (see Figure 78).

General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary
FS entries Accounts XBRL FS structure FS import Import account balances Import XBRL Materiality formulas

Import annual report (XBRL)

Select file: Choose File no file selected

Figure 78
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http://xbrl.eesti.ee/

Select the file to be imported and click the blue button “Import” (see Figure 79). Importing takes a
few moments.

Import annual report (XBRL)

Select file:  Choose File no file selected

Figure 79

After importing, the report data are displayed on the screen “XBRL” (see the subchapter XBRL).
Imported report sub-pages (screens)

Introduction

The tabs “FS entries”, “Accounts”, “XBRL” and “Report structure” are mainly list-style views where
the user can see the data previously imported and if necessary then export (download) them in MS
Excel format for processing. If needed, the processed files can imported again via the relevant
screens (see the chapter PERFORMING AND DOCUMENTING AN ENGAGEMENT, the subchapter
Importing an FS)).

Accounts
This screen provides an overview of accounts and their balances (see Figure 80).

. . SMT: 35 000
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary TE: 244
FS entries XBRL  FSstructure  FSimport Import account balances  Import XBRL  Materiality formulas.

Accounts
Show unmapped accounts only
At the beginning of engagement At the end of engagement
Account Hame + AL e i Account Task
) Opening Balance / Prior ~ Closing balance | Reporing ~ Opening Balance / Prior  Closing balance | Reporing type Telarance
period period period period
1010 Kassa 0 -0 Assets
1012 Swedbank EUR 1 -345 800 760 235 -345 800 760 235 Assets
1020 Swedbank EUR 2 1384 562 1384 562 Assets [2211]
1021 Nordea EUR 1 10 436 9576 10 436 9576 Assets
Figure 80

If the final account balances were also imported at the final stage of the engagement, the column
“Change” displays the differences between the initial and the final import by lines.

Accounts
Show unmapped scoouns ony @
P e = At the beginning of engagement At the end of engagement o -
o pening Balance / Prior  Closing balance / Reporing ~ Opening Balance / Prior ~ Closing balance /Reporing  type reference
period period period period
L T | —
1012 Swedbank EUR 1 5800 760235 Assets
1020 | SwedbankEUR2 Retained earnings accounts:  ©  1000,1234,5564| Veaz Aacts
1021 Nordea EUR 1 1436 9576 Assets
1022 Nordea EUR 2 m m -0 60 Assets
1210 Ostjate tasumata summad 2292 55 140 Assets
1410 Intressid 3157 175071 Assets
1800  Kinnisvarainvesteeringud 2907 4268000 Assets
1805 Peahoone kulum u o Assets
Figure 81
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Settings related to accounts can be changed by clicking the “Settings” button (see the blue button
“Settings” marked with 1 in Figure 81). The section for changing the account settings can be accessed
by the engagement’s users with Level 1 and Level 2 rights only.

Further administration of account balances (relating them) takes place on the screen “Report
structure” (see the chapter PERFORMING AND DOCUMENTING AN ENGAGEMENT, the subchapter
Relating imported report indicators to tasks).

FS entries

The imported FS entries are visible after clicking the tab “FS entries”. An overview opens (see Figure
82) about the imported FS entries, balances, related tasks and if set then also the so-called account
types of entries (Assets, Liabilities, Revenue, Expenditure). If needed, the data can be downloaded as
MS Excel files and after processing, imported into the software again (see the screen “Import a
report”).

UM: 4 b8y

SMT: 35 006
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary @ TE: 244
Accounts XBRL FS structure FS import Import account balances Import XBRL Materiality formulas

FS entries
At the beginning of engagement At the end of engagement
Entry name Opening Balance / Prior Closing balance / Reporing Opening Balance / Prior Closing balance / Reporing  1ask reference Account type
period period period period
Ostjatelt laekumata arved 55 140 82709 12202 55 140 Assets
Muud néuded (intressitulud) 175071 262 606 113 157 175071 Assets
Kinnisvarainvesteeringud 4 268 000 6402 000 4 262 907 4 268 000 Assets
Pohivara 1782 2673 8389 1782 Assets
Laenukohustus (lihiajaline) 404 220 606 330 384 540 404 220 Liabilities
Vélad tamijatele 20063 30 095 14 050 20063 Liabilities
Maksuvblad 3891 5836 1934 3891 Liabilities
Intressivolad 2952 4428 3045 2952 Liabilities
Laenukohustus (pikaajaline) 1255712 1883 568 1659 932 1255712 Liabilities
Muud pikaajalised volad 71235 106 853 79427 71235 Liabilities
‘Omakapital 3511791 5 267 687 3303 034 3511791 Liabilities
Mutgitulu 325949 488 924 199 825 325949 Revenue
Muud aritulud 5205 7808 377079 5205 Revenue
Kaubakulu 25878 38818 24949 25878 Expenses
Muud tegevuskulud 64 299 96 449 62 250 64 299 Expenses
Pohivara kulum (KA) 6607 9911 6 966 6607 Expenses
Muud arikulud 55 82 623 55 Expenses
Finantstulud 70 106 105 159 135 857 70 106 Revenue
Finantskulud 95 664 143 496 156 234 95 664 Expenses
nduded Revenue
Raha ja pangakontod Assets
1 Download
Figure 82

Further administration of FS entries (relating them) takes place on the screen “Report structure” (see
the chapter PERFORMING AND DOCUMENTING AN ENGAGEMENT, the subchapter Relating imported
report indicators to tasks).

XBRL
Imported XBRL reports are displayed after clicking the tab “XBRL”. By clicking on the blue entries, the
relevant report tables or annexes open (see Figure 83).

s
[revepr—— (e e e R e R e —" 2w
rammes  securs (o) rssncam | rsimom oo L

Annual report form
Btanse view

geeeeee*

Figure 83
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Further administration of XBRL entries (relating them) takes place on the screen “Report structure”
(see the chapter PERFORMING AND DOCUMENTING AN ENGAGEMENT, the subchapter Relating
imported report indicators to tasks).

Engagements -> Reports -> FS structure

On the screen “FS structure”, the imported FS entries, accounts and XBRL elements of an annual
report can be related to tasks.

This module can be accessed by the engagement’s users with Level 1 and Level 2 rights only.

By clicking the screen tab “FS structure”, the following view opens (see Figure 84):

ST 35000
TE 204

Elsmants (XBRL) of snnusi raport Related sccounts

Number 1 marks the button for adding a new entry (“Add new”). The order of entries can be changed
— click in the region marked with 2 (see Figure 84) and drag the entry to a suitable place.

If the entry is related to the task, the task reference is blue; if the entry is not related to the task, the
task reference is grey (see the region marked with 3 in Figure 84). Task references can be added in
freeform because the task may not exist yet at the time of adding the FS entry. The FS entries related
to a task are displayed on the screen “FS entries”. If the task reference is blue, the task can easily be
viewed by clicking on its reference.

The column of related XBRL entries is marked with 4 (see Figure 84).

The column of related account report entries is marked with 5 (see Figure 84). An overview of
accounts not yet related can be viewed on the “Accounts” part of the “Reports” screen if marking the
checkbox “Display only unrelated accounts” (see Figure 80).

A report can be exported (downloaded) in MS Excel file format. The file can be processed and if
needed then re-imported on the screen “Import a report” (see the subchapter Importing FS entries).
The exporting button is marked with 6 (see Figure 84).

By clicking the blue name of an FS entry, the following view opens (see Figure 85):
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Entry name * 1 Osljatelt laekumata arved )
Task reference 2212 Select task ) [Account type [ Assets 3 $) )
N7
Opening Balance / Prior period Closing balance / Reporing
— At the beginning of 55139.52 period — At the beginning of ‘ 82709.28 ‘
engagement engagement
: i N Closing balance / Reporing
Opening Balance / Prior period A
12291.7 period — At the end of 55139.52
| = At the end of engagement engagement ‘ J
"Retained earnings" entry -
e D
Select account Selected accounts
1210 — Ostjate tasumata summad
—
| | Accounts @ =
|
L Show unmapped accounts only )
( Select form: v I
Select element Selected elements
— ShortTermReceivablesAndPrepayments
— LongTermReceivablesAndPrepayments
Elements (XBRL) of annual —
report -

[ Show consolidated elements @ )

)6

Figure 85

The entry name marked with 1 in the figure (see Figure 85) (designated with a red asterisk) is

mandatory.

NB! The name “Retained earnings” can be set for only one entry — this entry is used by the software
for calculations of the view “Summary of unadjusted misstatements” because without that, the

software would not know what entry is related to retained earnings.

A task reference can be typed in with keyboard or selected from the search window (see Figure 86)
opening when clicking the text “Select task” (see the text marked with 2 in Figure 85). It can also be
predefined in the imported report table in MS Excel format (see the order of columns in the

imported file, marked with 5 in Figure 76).

© 2015 E-dok OU

57



T |
| |

n RISKIHINDAMINE

— m TOOVOTU AKTSEPTEERIMINE

— — [ Aktseptitoimingud

— — — [fA) Rahapesuseaduse nuded

— — — [FF) Avakohtumine juhtkonnaga
_—— Taustauuring ja registriparingud

_— EB Esmased aktsepteerimiseelsed analtitilised protseduurid
— — — — [P Esmane olemuslike riskide analiilis

— Todvotu pakkumine

_—— GB Muud aktseptitoimingud ja seotud dokumendid

— — — — ([(FEED Ariseadustikus ndutava audiitori ndusoleku valjastamine
e proov signy

— — — — ([F3 Kliendipoolse audiitoriks valimise protseduuri iilekontrollimine
— — ([ED) To6vEtu lepingu sélmimine

— — ([T Ettevalmistust vajavate dokumentide nimekiri kliendile

— — — [ Ettevalmistust vajavate dokumentide nimekiri kliendile

— Auditi lildstrateegia

— m Toovotu aktsepteerimistoimingud

—_— @ Tegevuste kaardistus, sh olulised arvestuspohimétted

e Rahapesuseaduse néuded

000000800 0oo o ooo oo’

Figure 86

In the field marked with 3, the type of the FS entry (Asset, Liabilities, Revenue, Expenditure) can be
set. This can also be predefined in the imported report table in MS Excel format (see the order of
columns in the imported file, marked with 5 in Figure 76).

In the boxes marked with 4 (see Figure 85), relating to imported account entries takes place. By
clicking the entry’s name in the left box, the entry is moved to the right box and vice versa. The
relation can also be predefined in the imported report table in MS Excel format (see the order of
columns in the imported file, marked with 5 in Figure 76).

In the boxes marked with 5 (see Figure 85), relating to an XBRL element takes place. Select the
correct reportable from a drop-down list (Balance sheet, Consolidated balance sheet, etc.) and then
by clicking the entry’s name in the left box, the entry is moved to the right box and vice versa. The
relation can also be predefined in the imported report table in MS Excel format (see the order of
columns in the imported file, marked with 5 in Figure 76).

NB! A relation once formed can be used for the same client’s engagements in subsequent years: the
report structure can be downloaded (see the button “Download” marked with 6 in Figure 84),
changed and then re-uploaded (see the chapter PERFORMING AND DOCUMENTING AN
ENGAGEMENT, the subchapter Importing FS entries, Figure 76).
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Determining materiality

Related part of the manual
Materiality templates (see the chapter SETTINGS, the subchapter Templates, Materiality template).

Materiality formulas
Menu -> Engagements -> Report data -> Materiality formulas

This screen can be accessed by the engagement’s users with Level 1 and Level 2 rights only.

Formula entries can be related to the engagement’s annual report elements, FS entries or accounts.
This means that at least one of those reports should be imported.

NB! The actions described here can in principle be performed also on the engagement project’s page
(screen) “Materiality”, therefore the screen named here is not mandatory to be used (see the
subchapter Materiality).

U 4 oy

SMT: 35 000
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary TE: 244
FSentries ~ Accounts ~ XBRL ~ FSstucture ~ FSimport  Importaccountbalances  Import XBRL | Materiality formulas

Materiality formulas

@0 Q=D

Entry (based on materiality) Type Formula

Alternative (Define) NA N/A

Maksustamiseelne kasum FSentries  Midgitulu + Muud &ritulud — Kaubakulu — Muud tegevuskulud — PShivara kulum (KA) — Muud &rikulud

Muu FSentries  N/A

Maigitulu FSentries  Midgitulu

Sales Revenue FSentries  Midgitulu

Varad FSentries  Ostjatelt lackumata arved + Muud nduded & westeeringud + Pdhivara + nduded + Raha ja pangakontod
Figure 87

An entry can be added by clicking on button “Add new” (see the blue button marked with 1 in Figure
87).

“Import from templates” (see the blue button marked with 2 in Figure 87) adds entries of predefined
risk templates. When importing, existing entries with the same name already in the engagement are
not added as doubles. When adding a new engagement, materiality formulas are automatically
imported from predefined materiality templates.

| oo . .........nB5- 0

' Entry (based on materiality) *

FS entries. + Related accounts Elements (XBRL) of annual report
|
Select account Selected accounts
1010 — Kassa 022 — Nordea EUR 2

|
. 1012 — Swedbank EUR 1 210 — Ostjate tasumata summad
| 1020 — Swedbank EUR 2

1021 — Nordea EUR 1

805 — Peahoone kulum

I+ + +

831 — Inventar
1022 — Nordea EUR 2
| 1210 Ostate tasumata summad
1410 — Intressid
1800 — Kinnisvarainvesteeringud
1805 — Peahoone kulum
i 1806 — Haldushoone kulum
1831 — Inventar
1820 — Masinad ja seadmed

1842 — Kulum masinad ja seadmed

[ 7aa [l cios |
Figure 88
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The addition or subtraction operation on related elements in a formula can be changed by clicking on
the operation sign (marked with 1 in Figure 88).

Materiality
Menu -> Engagements -> Materiality

This screen enables to determine and calculate the main materiality indicators. The screen can be
accessed by the engagement’s users with Level 1 and Level 2 rights only.

Engagements » "Koolitus" audit 2015, Koolitus 2014

OM: 4 889
EMT. 35 000
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary TE: 244

Materiality [a] 130]
L
Entry (based on materiality) Default % Amount (automatic) Amount (manual) | Exclude from calculations? (under 50%) Materiality

Alternative (Define) [ 2 % 0

Maksustamiseelne kasum 1] 5 % 234315 ( 1 7|5)

Muu % 0 @

Miiigituiu 5 |% 325949 16207

Sales Revenue o 15|% 325949 4889

Varad o 2|% 4499992 90000

Wateriality formula: Minimum [ 4889

Calculated Adjusted Saved Prior period's engagement - audit 2014

Overall FS level materiality: 4889 4889 105397

Performance materiality pecentage: o 80 %

Performance materiality: asn 35000 35000 84000
Trivial misstatement threshold: o 5 %
Audit misstatement detection threshold: 244 244 7904

Kuna tegemist vara hoidva ettevéttega, kasutan olulisuse anvutamisel
varade mahtu.

Olulisuse arvutamisel kasutan maksimaalset piirméaara, kuna ettevitie
Document materiality (also specific if on itorile tuttav (i ole esimese aasta Klient), jutimisssteem

selge, sisekontrollisiisteem valjakujunenud ja toimiv, olulisi

viilirkajastamisi ei ole eelnevatel aastatel tuvastanud.
Figure 89

Materiality entry is added by clicking the button “Add new” (see Figure 89).

An overview of the existing entries and formulas is displayed on the screen “Materiality formulas”
(see Figure 87).

If the column “Manual sum” is filled in, calculation(s) of materiality indicators are based on the
column “Manual sum”, otherwise the value in the column “Auto sum” is used.

The choices made in “Use” (see the column marked with 2 in Figure 89) determine whether or not
the entry is used in calculations of indicators.

Indicators are saved by clicking the button “Save” (see the blue button “Save” marked with 3 in
Figure 89). The three main materiality indicators — FS level materiality, performance materiality and
misstatement detection threshold — are displayed at top right in every view of the engagement, if
they are above zero (see the region marked with 1 in Figure 89). The abbreviations of materiality
indicators displayed can be changed in the menu choice “Materiality templates”.

Materiality screens can be related to a specific task (see the chapter ENGAGEMENT WORK VIEW AND
PROJECT MANAGEMENT TOOLS, the subchapter

Engagement view - ). In that case, if the related task is marked as done, that screen cannot be
changed anymore and the so-called task reference on the screen (see Figure 57) will be accompanied
by the status icon “Done” (violet padlock).
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Risk analysis

Introduction

Depending on the engagement’s specifics, a need may occur in practice to register identified risks
before reaching the import of reports and the screen of assertion level risk analysis. Therefore, the
screen “Risks” is described earlier here than the screen “Assertion level risks”. Yet the auditor may
also need to return to the screen “Risks” when performing the analysis of assertion level risks, in
order to complete the documentation of risk analysis there.

Risks

Risks identified in the course of performing an engagement are gathered into risk register on the
screen “Risks”. It provides both an overview of identified and documented risks (see Figure 90) and
their statuses, and a way to continue the risk analysis (see Figure 92).

suT 35,000
Gonoral angagement nformaton | Reporidata  Matoriaity | Risks | Assertonieveirsks  Tasts  Missialomonts | Memopoms  Summary T 244

Risks [Jois )

Pascription FS antry Assertions (Probability Possible Significant [Rssigned to task
impact

AV Medium 5 Yes D
Medium

[Risk vaite tasandi. Ki
Adrtuses, Hindab Pindi Kinn
ud kasutades Oiglaseid sis

on c No fua
Hisjal (ighisjaline}

ingu s e Tesiida,
ertuserisk - g, Mgtk on oma clemused seotud pefluseriskige, st milgius yiibagneds A c.E High 5 Yes b
Fktivseid misigiieninguid Medium

3 EZED) Jobaaneso asrouamiieci) Muud pkasjalised vilad V' No hua
NA [Pattuserisk - migitulu. Midgituku on oma olemusedt seotud pettuseriskiga, st milgindus Wi seineda | NIA 3 No hua
d

ktitvseld misigiiehingui
@ EED [Lisatud automaatselt) Omakapital o Yes import from templates

NA [Petiuserisk - miidgitulu. Midgituu on oma clemuset seotud petiuseriskiga, st migituus voib esineds  NA E No fua
ktivseid misgitehinguid.

Figure 90

In order to register (document) an identified risk at an engagement stage other than analysis of
assertion level risks, click the blue button “Add new” (if the risk still needs to be described) or
“Import from templates” (if the risk has a repeated nature and a similar risk was already added to a
risk template (selections marked with 1 in Figure 90)). Read more about risk templates in the chapter
Administration, the subchapter Templates, Risk templates.

When clicking on a source reference (see marking 2 in Figure 90) or the relevant task reference (see
marking 5 in Figure 90), the work view of the related task opens on the screen “Tasks”. Read more
about that in the subchapter “Tasks”. When adding a reference of an assigned task, the additional
screen “Risks” is added to the task (see Figure 91). Further task-level work with an identified and
documented risk having an assigned task reference can be continued on the task level — there will be
no need to return to the screen “Risks” anymore.
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221-6 — Kinnisvarainvesteeringud C]

Status: Open Mark done
Performed by: [SM] Signy M
Reviewed by: [SeTs2] Sergei TSistjakov
Objective: # Veenduda, et KVI oleks CEAVOP
Fraud risk: Yes
Assertions: C,E,AV,0,P
K - Control based
Approach: A- Analytical test
D - Detail test
General information Files (1) Risks (1) Misstatements Accounts (2) FS entries (1) XBRL (4)

Status changes (3)

Source  Description FS  Assertion Probability Possible SGFNT
reference entry impact
(221-6 | Risk vaite tasandil. Kinnisvarainvesteeringute véartus NA AV Medium 5 Yes
Medium
Kinnisvarainvesteeringut kajastatakse Giglses vaartuses. Hindab Pindi Kinnisvara OU
(véline ekspert). Auditi seisukohalt on risk, et KVI vaartus oleks leitud kasutades diglaseid
sisendeid (kap maar, diskontomaar, indekseerimine jne)
Unaddressed risks
Description FS entry Assertion Probability Possible SGFNT Assigned
impact to task
Risk vaite tasandil. Kinnisvarainvesteeringute vaartus Kinnisvarainvesteeringud A,V Medium 5 Yes 221-8 ]

Medium
Kinnisvarainvesteeringut kajastatakse diglses vaartuses. Hindab
Pindi Kinnisvara OU (véline ekspert). Auditi seisukohalt on risk, et KVI
vaartus oleks leitud kasutades diglaseid sisendeid (kap maar,
diskontomaar, indekseerimine jne)

Figure 91

By clicking on the blue hyperlinked description (see Figure 91 (or the region marked with 3 in Figure
90)), you can perform (or continue an unfinished) risk analysis (see Figure 92). NB! Risks are also
automatically added to this register when marking a risk as significant (red) upon analysis of assertion
level risks, which is why you should return to this screen to complete the unfinished wording of the
risk and to relate it to the task being the answer to the risk (the so-called “Assigned task”).

© 2015 E-dok OU 62



Source reference: 221-6 Kinnisvarainvesteeringud (1
=

Risk véite tasandil. Kinnisvarainvesteeringute vaartus

. Description: * fi 1l ingut kaj; Siglses vaa Hindab Pindi Kinnisvara
E OO (véline ekspert). Auditi seisukohalt on risk, et KVI vaartus oleks leitud
1 kasutades Oiglaseid sisendeid (kap méaar, diskontomaér, indekseerimine jne) P
| FS entry: (Kinmsvarainvesieeringud (i]i—) )
¢ Assertion: * ¢ (JE @A @V (o (P [Co
" Probability: ([ Medium B
Possible impact: (5 Medium 2\ s
" Total impact: [ Medium ‘\1/' 4
Significant: \_ No @ Yes

Veendun, et ettevétte juhatus on valiselt eksperdilt hindamisakti tellides, raakinud
\ébi hindajat te si ite va 2 tutvunud hi i
maistlikkusega

Controls - design and
implementation:

H - ettevdtte juhataja radgib valise hindamiseksprdiga i labi kdik P
3 41t
Design and -
Implemetation - effective |~ No @ Yes
I not effective?: \
Assigned to task: Kinnisvarainvesteeringud ( 1 ) )
——

Figure 92

The source reference, the FS entry and the assigned task can be selected from the relevant dialogue
window (see an example: Figure 93) after clicking the blue hyperlinked text (choices marked with 1 in
Figure 92).

I - |

Search

RISKIHINDAMINE

— [ TOOVOTU AKTSEPTEERIMINE

— — [[FD Aktseptitoimingud

— — — ¥} Rahapesuseaduse néuded

— — — [[iE) Avakohtumine juhtkonnaga

— — — [EY Taustauuring ja registriparingud

— — — [B) Esmased aktsepteerimiseelsed analiiitilised protseduurid
— — — —[FD) Esmane olemuslike riskide analiiiis

_— To6votu pakkumine

_—— Muud aktseptitoimingud ja seotud dokumendid

— — — — [ Ariseadustikus noutava audiitori néusoleku valjastamine
— — — — (=D proov signy

— — — — 3 Kliendipoolse audiitoriks valimise protseduuri tilekontrollimine
— — [[ED) Té6v6tu lepingu séimimine

— — [IT) Ettevalmistust vajavate dokumentide nimekiri kliendile

—_— Ettevalmistust vajavate dokumentide nimekiri kliendile

- Auditi lildstrateegia

— [[ZED Tobvdtu aktsepteerimistoimingud

—_ Tegevuste kaardistus, sh olulised arvestuspohimétted

—_— Rahapesuseaduse nduded

000000 O0O00O0AOOO0OCO0A B3

Figure 93

“Risk description” and “Related assertions” are mandatory fields (areas marked with 2 in Figure 92).
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The scales of risk probability, possible impact and a risk’s total impact as a function of those two
(sections marked with 4 in Figure 90 and marked with 3 in Figure 91) can be defined in the
classificators module (see the chapter SETTINGS, the subchapter Classificators).

Analysis of assertion level risks

Engagements » Klausi ja Lotte OU 2014 audit, Klausi ja Lotte OU
OM: 55 000

N N N B SMT: 27 000
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary TE- 6 000
Assertion level risks

m\'?r::na FS entry Opening Balance / Prior period Closing balance / Repering period [ [rigi] ) GlE Tse;ﬂor: ST Fraud risk
] fia pangakontod 1049 217 769 871 om0 000
] # JOsffatelt laekumata arved 12291 55 139 0000000
I'4 ud nduded (intressitulud) 113 156 175070 O0OO0OD0D0OO0ODO
=) # [Kinnisvarainvesteeringud 4 262 906 4 268 0004 (m]
rd Laenukohustus (llhiajaline) 384 540 404 220§ OO0 00000
NiA Intressivdlad 3045 2951 @ 0000000
# Laenukohustus (pikaajaline) 1 659 832 1255712 0OO0OO0OO0OO0OO0OO0
#  Muud pikagjalised volad 79 427 71235 0O0O00O00D
#  Omakapital 3303033 3511791 O0O0O0O0O0D
r'd Midgitulu 199 825 325 949 Oo0|0|0j0/0|0
4 Muud tegevuskulud 62 250 64 299 O0O0O0O0OO00
#  Finantstulud 135 657 70108 0/0j0jojg|o|o
#  Finantskulud 156 234 95 664 0O0O0OD0DODOOD
EO
Figure 94

An FS entry can be added for an analysis of assertion level risks both manually and automatically.
Manual adding takes place on the same page by clicking the button “Add new” (see the blue button
“Add new” marked with 1 in Figure 94). FS entries are automatically added in the course of importing
an account or FS entries — all entries/accounts with a selected balance are added automatically. For
that, the checkbox “Add "Assertion level risks" automatically” should be checked on the relevant “FS
entries” screen depending on the selected data source (“Import account balances”, “Import a
report”) when importing data for the first time (see the region marked with 4 in Figure 76). NB! If
that checkbox is not marked then the analysis view like shown in the figure (see Figure 94) will not be
displayed.

In the task references region marked with 2 (see Figure 94), you can click on the pen icon to enter a
task reference manually or to find the correct task by scrolling the dialogue window that opens and
then selecting it by clicking on it. Blue marks an already functional task reference, grey marks a task
reference still without a related task in the engagement (e.g. it has not yet been imported from a
template) and “N/A” refers to an entry still without a task reference (e.g. it was considered irrelevant
due to insignificant balances).

In the region marked with 3 (see Figure 94), you can set manually or automatically which entries are
significant. For automatic setting, click the menu choice “Mark as material (based on performance
materiality)” after clicking the button “Actions” (see the button “Actions” marked with 5 in Figure
94). Entries can be filtered based on materiality — to do so, mark the checkbox in the header.

© 2015 E-dok OU 64



The legend of statuses for the analysis of assertion level risks is displayed in the region marked with 4
(see Figure 94). By hovering the mouse cursor on letters designating assertions, explanations are
displayed for the letters. By clicking the relevant box at the crossing of an assertion and an entry, the
status in the box changes with every click (“assertion marked” (checkmark on black background)
should be chosen if the entry is material and related to an assertion but the risk is not considered
significant, “risk” (red box) should be chosen if there is a risk with a specific assertion related to the
entry, and another click on a choice empties it). If the choice made is red and the analysis results are
saved by clicking the button “Save” marked with 8 (see Figure 94), the relations and changes made
on the page are saved into the software and will be visible on the screen “Risks” where you can
continue describing the risks added (named “Automatically added risk”) and analysing their
probability and possible impact (see Figure 92).

Example (marking a tangible fixed asset value risk red and saving it (see Figure 95):

Task - - - Material Assertions N Approach
FS ent: Opening Balance / Prior period Closing balance / Reporing period Fraud risk
reference o L P o o C E AV OP Co K A D
Raha ja pangakontod 1049 217 769 871 om0 000  delete |

Upon saving, the risk marked with red is added to the risk register similarly to other risks marked
with red on the screen “Risks” (see Figure 96):

General engagement information Report data Materiality Assertion level risks Tasks Misstatements Memo points Summary

Risks
m Import from templates
Source  Description FS entry Assertions Probability Possible impact Significant Assigned to task

N/A (Automaatselt lisatud) Raha ja pangakontod E High 5 Medium Yes m]

By clicking on the blue description “Automatically added risk” (see Figure 96), the risk analysis
dialogue window opens (see Figure 92).

The approach is defined in the region marked with 6 (see Figure 94). By hovering the mouse cursor
on letters, explanations are displayed for the letters.

You can delete (immaterial) entries (with the button “Delete”) or restore the entries marked for
deletion (with the button “Restore”) in the region marked with 7 (see Figure 94), if you have not yet
clicked the button “Save”.

Table data in MS Excel format can be downloaded by clicking the menu choice “Download - Excel”
after clicking the button “Actions” (see the button “Actions” marked with 5 in Figure 94).

Automatic creation of tasks for significant risks takes place if clicking the menu choice “Create tasks”
after clicking the button “Actions” (see the button “Actions” marked with 5 in Figure 94). Still, if there
is already a template for a similar engagement, it would be more purposeful to import an existing
task from the template. To import a task related to the risk from a template (templates), click the
menu choice “Import from templates” after clicking the button “Actions”. The advantage of this is
that the typical provisions of assertions and the approach already set in the template will be
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imported into the existing analysis of assertion level risks where they can be modified as needed (see
Figure 92).

Example:

The user wants to import the task with reference 221-6 related to the entry “Property investments”
from an engagement template (see Figure 94). Select “Actions” / “Import from templates” and the
following list of engagement templates opens (Figure 97):

Engagement templates u

Language: - not selected - B Name: |

Engagement type: - not selected - Updated: == = m

Language Engagement type Name Updated
Eesti Audit KOV audit 01.04.2015
Eesti Audit Audit template (in english) 27.02.2015
Eesti Audit Projektiaudit 02.02.2015
Eesti Audit AK naidismall (sh substantiivsed ndidisprotseduurid) 30.11.2014
Eesti Audit Auditi t66vStu mall - Koolitus: 13.11.2014
Eesti Audit Audiitorettevotja Koolitus - Vaike Audiitorettevotja (DEMO) - Audit 2013 (29.07.2014) (27.08.2014) 09.09.2014
English  Audit Sample Audit Engagement for Demo Purposes 28.07.2014
Eesti Audit Ernst & Young Baltic AS - Toctmisetievotte auditi mall (24.07.2014) 24.07.2014

Figure 97

Select the relevant engagement template (containing the intended task) and the next view opens,
with the task to be imported (221-6) already selected (see Figure 98) so the user can import it into
the engagement (together with the task’s so-called top level task(s)):

Engagement templates » Tasks [ x|

Engagement templates » Audit template (in english)

Reference: Name: | Approach: KA TD Assertions: C E A V O P Co
Updated: 2|- E| Related to the numeric data: Yes No  Fraud risk: 0000000
m m Check those that are mandatory
Assertions Fraud Approach
Task name Updated
v sk o ant| gy U7

) © RISK RESPONSE

— ) @ Test of operating effectiveness of controls
—_— Cash and cash equivalents

—— € Accounts receivable

—_ @ Inventories

—_ © Investment property

—_ @ Property, plant and equipment
— © Biclogical assets

—_ O Revenue

—— B[ © Cost of goods

— © Miscellaneous expenses
— @ Payroll

- € Substantive procedures

— — D) © Balance sheet

— € Cash and cash equivalents
——— 1) © Accounts receivable

No  No No| No 29.07.2014
No No No | No 07.11.2014
No No No | No 25022015
No No No | No 25022015
No No No | No 25022015
No No Mo No 25.02.2015
No No No No 25.02.2015
No  No No No 26022015
No No Mo No 25.02.2015
No No No | No 25022015
No  No No| No 25022015
No No Mo No 25.02.2015
No No No | No 29072014
No  No No No 07.11.2014
No No No  Yes 25.02.2015
No No Yes Yes 25022015

[<J < Meiiui <M< M<M<M<MN<M<M<MN<M<Bupuiy
000000008 AAOA >

R0 0O000000ABAEAQROOO0OO

[< B MU< U< B <JU< BN < BioRyuiy < Raywiy< B < By < I <} < Rwi < el ey}
@@00008O00@EAO0O0O0O00O000e
0O 0O0O0O00O000O00000 ™
O0o@dO0O0O@OO0OO0ODOO0OO0OOOOOOODOO S

— — — ) Loans receivables No No No | Yes 25.02.2015
— — — ) Prepayments No  No Yes Yes 25.02.2015
— — — EEE) Inventories. No No Yes Yes 25.02.2015
@ — — — EZE) Investment property No  No No Yes 25.022015
— — — [EF1E) Property, plant and equipment No No No | Yes 25.02.2015

Figure 98

The latter step is possible because the task is defined in the template as “Related to the numeric
data” (filter choices in Figure 98).
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NB! If the checkmark does not appear as a default choice then the tasks is not related to numeric
data, but it can still be marked and imported.

The next view is the view after importing (see Figure 99) where the user can continue the client-
centred analysis of assertion level risks and set a more specific approach:

O EHD # Kinnisvarsmveseerngud 4 262 808 4268 000 EEEEa0 | dinlet |

M - With this kind of task import, the assertions on the screen of analysis of assertion level risks
and on the screen of the imported task will correlate.

M - Tasks can also be imported from an engagement template (see the chapter ENGAGEMENT
REGISTER, the subchapter Creating an engagement from an engagement template) or by
using the “Actions” button on the tasks screen (see Figure 100) but in that case there will be
no correspondence yet and the analysis of assertion level risks and the task assertions must
be made to conform manually.

M - It is recommended to import the tasks not related to the analysis of assertion level risks
already when creating the engagement. This way you can avoid losing the structure of tasks
and needing to restructure them after later import.

Tasks are one of the most important components of an engagement. A task (or a lower level task)
can be an action or a procedure that may be related to a screen (e.g. “Materiality”, “Report data”,
“Risks”, “Assertion level risks”) and require a click on the relevant screen tab to move to, a specific

guestionnaire, a file, a list of questions and answers, memo points, etc.

On the engagement’s work view, a structured view of tasks is displayed in the left pane. The right
pane houses the screen intended for documenting task-related details (detailed task view). A task
can be created from scratch, copied from another task, creating a new engagement from an archived
engagement or importing from engagement templates. All this is detailed below.

The tasks view (see Figure 100) opens when clicking an engagement name or the “Tasks” hyperlink
on the engagements list view or clicking the “Tasks” tab on the engagement’s general information
view.
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General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary

(J —Open [ - Completed /) —Open question! & — Reviewed

l v i25 I

s \
012 — Independence confirmation D
Status: Open Mark done
Performed by:

v [) ENGAGEMENT ACCEPTANCE =

v L) Engagement acceptance / -
continuance documentation

Primary information about the -
eng. In the case of audit engagements, it is in the public interest and, therefore, required that members of audit teams,
firms and network firms shall be i of audit clients. D e ion of i
Objective: 4
Document, does the team ively have the i p and ilities to perform the
audit engagement?

.~ Independence confirmation -

Ol 0 OO0

Opening meeting with the -

management
Pre-acceptance analytical -

procedures

]

General information Files

Description of work done: 4

Audit proposal -

o0

Auditor’s responsibilities related -
to "Money Laundering and Terrorist
Financing Prevention Act" Conclusion of work done: 4

Other relevant procedures -
Engagement budget -
Engagement letter -
(Z5) "Prepared by client" list =

v () RISK ASSESSMENT =
v (i) Overall audit strategy =
Inquiries —

Minutes =

Materiality -
EED Pianning analytical procedures -
ZD) understanding the entity and its -

nvironmen!
L environment 2 11K J

i o e 5 o 0 o B b o

Figure 100

The screen that opens consists of the following main parts:

The button for adding a new task (see the button marked with 1 in Figure 100). To add a new task,
the user must have the relevant rights in the engagement.

2

Search filter (see the symbol marked with 2 in Figure 100). To open the search filter (see Figure

101), click the symbol = ¥ . When filling in the search criteria and clicking the button “Search”, only
tasks corresponding to the search criteria are displayed on the task structure view (see the left pane
marked with 3 in Figure 100).

General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points ‘Summary
O - Open = C — Open tionl @ —
Tasks pen @ A\~ Opengq
[Copr I Overvewr| - i
Performed by: ‘ Reviewed by: Status:  Open ' Completed ' ' Open question! Reviewed m
Figure 101

NB! If all fields are left empty, all tasks of the engagement are displayed.

The task structure (task tree) - (see the left pane marked with 3 in Figure 100). Tasks can be displayed
as a multileveled hierarchical structure (see the so-called task tree view).

To move up/down in the structure (see Figure 102), the keyboard’s arrow keys can be used as well.
The tree displays a unique task reference, the task’s name, a small field with the initials of the person
assigned as the task’s performer (if no performed was assigned, “—” is displayed instead of initials),
and the completion level status icon(s) for every task. A legend for the status icons (explanations for
the icons) is displayed at top right of the tasks screen (see the region above the “Actions” button in
Figure 100).
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If the task has lower-level tasks, that task is considered a task category. References of the tasks are
shown in coloured boxes where references to tasks at the first three levels are displayed with
different colours (a reference of the main category is blue, the next is green and the third is orange
(all tasks of lower levels than that are also displayed with orange)).

By default, the first two levels are expanded in the tree.

V¥ U ENGAGEMENT ACCEPTANCE - 0O
> m Engagement acceptance / = O
continuance documentation
() Engagement budget - 0O
Engagement letter - O
() "Prepared by client" list - 0O

Figure 102

> . T
Arrow symbols ( ,') in front of task names indicate that the tasks have subtasks. To open and

. - T
close those, click the relevant arrow: -toopen, " -toclose.

Example (see Figure 103):

¥ Y ENGAGEMENT ACCEPTANCE = O
@ Engagement acceptance / - O
continuance documentation
Figure 103

It opens as follows (see Figure 104):

¥ (U ENGAGEMENT ACCEPTANCE - 0
v Engagement acceptance / = @]
continuance documentation
Primary information about the = 0O
eng.
Independence confirmation - O
Opening meeting with the - 0O
management
Pre-acceptance analytical = @]
procedures
Audit proposal - 0O
Auditor’s responsibilities related - 0O
to "Money Laundering and Terrorist
Financing Prevention Act"
Other relevant procedures = @]

Figure 104
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The engagement’s users with Level 1 and Level 2 rights (see the subchapter Setting the engagement
user’s rights) can change the location of tasks in the task structure by mouse-dragging them in the
structure up or down or onto a task that should have the dragged task as its subtask.

The task structure is refreshed when clicking engagement’s “Tasks” tab.

Detailed task view (see the right pane marked with 4 in Figure 100). Tasks and objects related to
them (tabs, files, etc.) are managed in the right pane; the details of the specific task are displayed
there if clicking the task’s name (textual part) in the structure tree (see the left pane marked with 3
in Figure 100). A task’s information is divides into various tabs. The default tab displayed is “General
information”.

NB! Task-related details can be viewed and changed on the task information view only if the user has
the relevant rights and the task status is not “Done” or “Reviewed”. With the latter two statuses, the
data are locked. To unlock the data, the status has to be changed. This can be done on the task
changing view or directly in the general information tab (see Figure 106).

012 — Independence confirmation @—B
Status: Open @—wa rk done

Performed by:
In the case of audit engagements, it is in the public interest and, therefore, required that members of audit tleams,
firms and network firms shall be independent of audit clients. Document the confirmation of independence.

Objective: ’
Document, does the engament team collectively have the appropriate competence and capabilities to perform the
audit engagement?

General information Files
Description of work done: ,
Conclusion of work done: 4

The stats can be changed directly on the detailed view by clicking the status icon (see the icon
marked with 1 in Figure 105) or the status text (see the text part marked with 2 in Figure 105).

To add a new task, left click the button “Add new” (the button marked with 1) on the tasks view (see
Figure 100). The button is visible only if the user has been granted the relevant rights (see the
subchapter Setting the engagement user’s rights).

This opens the full form of task details, i.e. “General information” (see Figure 106) for adding a task.
It is generally similar to the engagement template’s form for adding a task, but the latter has two
more detail lines at the bottom (“Mandatory (always copied)”, “Related to the numeric data”) (see
the lines marked with 4 in Figure 14).
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General information of a task

Reference: *

Task name: *
Performed by:
Reviewed by:

Status:

Objective:

Fraud risk:

Assertions:

Approach:

Description of work
done:

Conclusion of work
done:

Other information:

Related
engagement page:

Time Budget (h):

Number of linked
standard /

paragraph:
Link to standard:

Task tabs:

Figure 106
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012

| Independence confirmation

[ - not selected -

Rl
—

[ - not selected -

Rl
—

In the case of audit engagements, it is in the public interest and, therefore, required that
members of audit teams, firms and network firms shall be independent of audit clients.
Document the confirmation of independence.

Document, does the engament team collectively have the appropriate competence and
capabilities to perform the audit engagement?

p
o No Yes
CEAVOPCo
Oo0O0ooooo
K - Control based
A - Analytical test
D - Detail test
p
P

ar
)

[ - not selected -

[ 1

[ httpus
Select all .+ General information
v Files
Select default: Risks
! Q&A
Kéik Misstatements
Numbrite test I\ime sF:nt on task
- ccoun
Planeerimine FS entries
Suva blokid XBRL
Memo points
Checklist

71



NB! If a task already exists, this form can always be opened by left clicking a task reference or
alternatively clicking once on the task name and then clicking the button “Edit” on the task’s general
information view.

Mandatory fields are marked with an asterisk (*) — see Figure 106.

Task reference (see the first line marked with an asterisk (*) in Figure 106) is a unique task code (a
reference cannot be used twice in the same engagement).

Task name (see the first line marked with an asterisk (*) in Figure 106) — can be as needed.

Performer and reviewer can be assigned from a drop-down list of users added to the engagement
(see the chapter ENGAGEMENT REGISTER, the subchapter Setting the engagement user’s rights). The
performer and the reviewer can also be assigned by multiple assignment, clicking the button
“Actions” and choosing “Multiple assignment” (see Figure 65 in the chapter ENGAGEMENT WORK
VIEW AND PROJECT MANAGEMENT TOOLS, the subchapter

Engagement view - ).

NB! If the performer and the reviewer are not assigned (this is reasonable for e.g. a single auditor
working alone), the data of the performer and the reviewer appear when the task is marked as done
(locking the task).

Status (see Figure 106) — this is “unfinished”, “question unanswered”, “done”. When adding a task,
its status is automatically marked as unfinished.

Objective (see Figure 106) — the task’s objective is set in this field. The objective may be e.g. to reach
an opinion on whether the transactions being the basis for the presented costs took place in reality
and were performed by the company (assertion: taking place). It is enough to click on the pen icon on
the task’s short view to write or modify an objective.

Assertions (see Figure 106) — letters designating the assertions related to the tasks are marked here
(e.g. in the previous example, the letter designating the assertion “Taking place”). Reminder: full
name of the assertion appears if hovering the mouse cursor on the letters designating the assertions.

Approach (see Figure 106) — letters designating the approach related to the task are marked here.
Reminder: full name of the approach appears if hovering the mouse cursor on the letters designating
the approaches.

NB! If the task was imported from an engagement template where assertions and an approach were
predefined (the letters designating the assertions and the approach are marked) then make sure they
correspond to those marked in the course of the risk analysis. If tasks are imported as explained in
the chapter PERFORMING AND DOCUMENTING AN ENGAGEMENT, the subchapter Analysis of
assertion level risks then the correspondence is there; if importing the tasks directly from a template
upon creating an engagement, the correspondence of assertions and the approach is currently not
automatically ensured.
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Description of work done / being performed (see Figure 106) — this field enables the use of not only
text but also colours and other styles as well as hyperlinks to files (see Figure 107). It is enough to
click on the pen icon on the task’s short view to write or modify a description of work done.

Approach:
B 7 U S & A~ A~ @ L
1 did this:
_ EEEEEEEN
Frst ENEEEEEN
. Third ESSENEE
Description of work done: . .
X

Conclusion of work done (see Figure 106) — the conclusion of the work done should be added in this
field, describing whether and how the task’s objective was achieved. It is enough to click on the pen
icon on the task’s short view to write or modify a conclusion of work done.

NB! If an important memo point is made, it should preferably be documented in the task’s additional
tab “Memo points” (see the subchapter Memo points). This way, the memo points made in the
course of the audit are gathered on the “Memo points” screen where they can be exported into MS
Excel as well as MS Word format, to be issued as a memo letter or for any other purpose (see Figure
126).

NB! If a significant misstatement is identified, it should preferably be documented in the task’s
additional tab “Misstatements” (see the subchapter Misstatements). This way, the corrected and
unadjusted misstatements identified in the course of the audit are gathered on the “Misstatements”
screen and a summary table of unadjusted misstatements is generated on the subpage “Summary of
unadjusted misstatements” of the page “Wrap-up”; the table can be exported into MS Excel as well
as MS Word format (see Figure 122). A summary table of unadjusted misstatements is also generated
on the subpage “Audit report” of the page “Wrap-up”, to help the auditor issue a correct audit report
(see Figure 123).

Other information (see Figure 106) — various other information can be added here.

Related engagement page (see Figure 106) — one engagement screen (e.g. “Numeric data”,
“Materiality”, “Wrap-up”, etc.) can be related to the task, but keep in mind that while an
engagement screen is related to a task, it cannot be related to any other task before the previous

relation is cancelled.
Time budget (h) (see Figure 106) — estimated time to be spent on the task can be entered here.

Number of linked standard / paragraph number and Link to standard (see Figure 106) — a link to the
related standard can be created here (if the standard is in .pdf format) or even to a specific
paragraph in the standard (if the standard is in .html format).
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Task tabs (see Figure 106, Figure 108) — choose here what screens for documenting the actions
related to the task (tabs) are necessary for documenting the task. If something extra is marked, it can
be removed here and if something is missing, it can be added here at any time.

Select all General information
Files
. Risks
Select default: QA
Kéik Misstatements
Task tabs: Numbrite test Time spent on task
Accounts
Planeerimine FS entries
Suva blokid XBRL
Memo points
Checklist
Figure 108

After the task’s details are set, they must be saved. Errors encountered upon saving are displayed in
the form’s top part (see Figure 109).

General information

* Please fill required field 'Task - Reference'
* Please fill required field 'Task - Task name'

Reference: *

Task name: *

Figure 109

To copy a task, click on the name of the task to be copied as it is displayed in the task structure and
then click the button “Copy” (see the button “Copy” marked with 5 in Figure 100).

Changing a task
A task can only be changed if the user has the relevant rights. A user with Level 3 rights can change a
task only if its status is not “Reviewed”.

To change the task, click on the button “Edit” (see the button marked with 1 in Figure 110).
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011 — Primary information about the eng. l_]
Status: Open Mark done
Performed by:

Document relevant background information about the engagement:

* is this the first period for current auditor to audit this entity?
* engagement type (single stand-alone entity, group engagement, component auditor, sub-group)

Objective: # * applicable financial reporting framework
* applicable auditing standards
* listed client
*PIE
*etc

General information Files
Description of work done: V4
Conclusion of work done: 4
Figure 110

Deleting a task
A task can be deleted on the task changing view. The button “Delete” is located at the form’s end.

Save (oa Delete I

Relating a task to an engagement screen page

A task can be related to an engagement screen (Risks, Misstatements, Memo points, etc.). NB! Only
one task can be related to any one engagement screen. Relating takes place on the task changing
view (see Figure 111).

Related engagement

page: ¥ - not selected -
Risks
Time Budget (h): . .
Summary of unadjusted misstatements
Number of linked Memo points
standard / paragraph:

Assertion level risks

Link to standard: Materiality

Corrections and comparisons of the period end account balances
Summary of unadjusted misstatements

Audit report

L A P N

Figure 111

On the related screen, the related task’s reference number and status are displayed in the screen’s
name row (top right corner) (see Figure 112 and Figure 113).

General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary

Materiality

Add new entry

Figure 112



] 120/

Figure 113

© 2015 E-dok OU

76



Files related to a task

Every task can have related files. File administration takes place in the task tab “Files” of the detailed
view in the right pane (see the tab outlined with red and marked with 1 in Figure 114). Read more
about files: the chapter WORK WITH FILES. Read more about document templates: the chapter
SETTINGS, the subchapter Templates, Document templates.

120 — Materiality

Status: Completed Question unanswered! | Mark reviewed

Performed by: [SeTs2] Sergei Tsistjakov , 07.05.2015 14:33
Determine appropriate benchmark and document the amount of benchmark
Objective: s Determine the percentage of materiality and calculate the amount of materiality

Determine the percentage of performance materiality and calculate the amount of performance materiality
Determine the nominal amount (threshold for identifying misstatements)

General information Status changes (1)

Description of work done: # Documented in "Materiality" tab.
Conclusion of work done: V4
Related engagement page: Materiality

Figure 114

Risks related to a task
Every task can be defined as a risk source (“Source”) or as a task where the auditor’s risk answer
must be formed for a risk identified and documented in risk analysis (“Recommended task”) to hedge

the risk. Risk administration at the task level takes place in the task tab “Risks” (see the tab outlined
with red and marked with 1 in Figure 115).

210-1 — Raha ja pank U
Status: Open Mark done
Performed by: [SeTs2] Sergei Taistjakov
Reviewed by: [SeTs2] Sergei Tsistjakov
Objective: # \Veendu, etraha ja pank oleks kajastatud CEA
Assertions: C,E A
Approach: K — Control based

Status changes (3)

General information Files Misstatements Accounts FS entries XBRL Memo points (1)

Protseduur:
Description of work done: # Eeldusel, et ettevottes on kujundatud sisekontroll kassas oleva sularaha inventeerimise osas: veendu nimetatud

sisekontrolli efektiivse toimivuses osaledes sularaha inventuuril ja teostades testlugemisi; veendu, et kassa
inventuuri tulemused oleks raamatupidamises kajastatud (CEA - K)

Conclusion of work done: # va Tahelepanekutes ja Vigades kirjeldatud, saavutasin vajalikud eesmargid.

Figure 115

Arisk is listed (see Figure 116) only if the task is defined as the risk’s “Recommended task” (see the
selection area marked with 4 in Figure 18).
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General information Files Misstatements Accounts FS entries XBRL Memo points (1)

Status changes (3)

Add reference

Source reference Description FS entry Assertion Probability Possible impact SGFNT
N/A (Automaatselt lisatud) N/A E High 5 Medium Yes
Figure 116

A risk can be added without leaving the task, by clicking the button “Add new” (see Figure 115 or
Figure 116). To view and change a risk’s detailed information, bring the mouse cursor to the relevant
risk description linked with blue font and left click it, so the risk analysis dialogue window opens (see
Figure 18). The risk can also be deleted there if necessary, assuming it is irrelevant.

Documenting the misstatements identified while performing a task

Misstatements identified in the course of a task are documented in the tab “Misstatements” (see the
tab outlined with red and marked with 1 in Figure 117). If the tab “Misstatements” is not activated, it
must be activated in order to document a misstatement (see the last section “Task tabs:” in Figure
106).

General information Files Risks Misstatements Accounts FS entries XBRL Memo points (1)

Status changes (3)

Add reference

Figure 117

A table of misstatements registered at a task’s level looks like this (see Figure 118):

General information Files (1) Risks ( Misstatements (3) J Status changes (2)

Add reference

Name Explanation Type Group Amount Corrected
name

Ebatéenaoline ' * Rentnik 1 - summa 6000 EUR, laekumata 2 kuud - ettevétte juhataja ndustus kandma Quantitative 6000 Yes
ndue - Rentnik  ebatbenéoliseks
1

Ebetéendoline Rentnik 2 - summa 27 000 EUR, laekumata 5 kuud - kuigi Rentnik 2 on pankrotis, ei ole Quantitative 27 000 No

ndue - Rentnik  ettevétte juhtaja ndus nduet ebatdenaoloseks kandma, kuna loodab siiski selle laekumist.

2 Audiitorina ei hinda seda tdenéoliseks

Rentnik 3 Rentnik on pankrotis ja laekumine &&rmiselt ebatdenéoline Quantitative 30000 No
Figure 118

A misstatement’s detailed information can be seen, changed and deleted by clicking the name of the
relevant misstatement in the column “Name” (blue text as a hyperlink) (see Figure 118).

A misstatement can be added with the button “Add new”.

A window for documenting a misstatement opens:
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Source reference: vl 1 Nouete vanuseline anallis

|Ebat6enéoline ndue - Rentnik 1

\ Y

[ 4
* Rentnik 1 - summa 6000 EUR, laekumata 2 kuud - ettevdtte juhataja ndustus

! kandma ebatdenaoliseks
i | Explanation: ®
P L P

(Type: @ © Quantitative  Qualitative '
-

| [ Debit: Muud tegevuskulud
. ® Amount: © 6000
Credit: (0]

stjatelt laekumata arved

rMaterial:

Pervasive misstatement: @ No (| Yes

Fraud indication: O No  Yes
| 'Reason for not adjusting: i i | ; D
I

(o, A

Prior period
Lmisstatement: @ ° 0 == J

(= o)

Figure 119
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Number 1 (see Figure 119) marks the field “Source reference” (the reference and name of the task
being the source reference).

Number 2 (see Figure 119) marks the field “Name” — an empty textbox where the misstatement’s
short name should be entered.

Number 3 (see Figure 119) marks the field “Explanation” — an empty textbox where the
misstatement’s content should be entered.

Number 4 (see Figure 119) marks the field “Type” — decide and mark here whether the misstatement
is quantitative or qualitative in nature.

Number 5 (see Figure 119) marks the field “Debit” / “Credit” — mark here the FS entries where the
debiting or crediting change must be recorded. Using that option creates a summary in the column
“Corrections” of the screen “Corrections and comparisons of the period end balances” (the tab
“Wrap-up”), showing which corrections are considered necessary. If the corrections were entered,
the relevant entry’s column “Comparison” would show 0 (see Figure 120).

Engagements » "Koolitus" audit 2015, Koolitus 2014
OM: 4 889

SMT: 35 000
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points TE: 244

[Correcllans and comparisons of the period end balances ] Summary of unadjusted misstatements Audit report Archiving

Corrections and comparisons of the period end account balances

Source Closing balance / Reporing period — At the beginning of Period end corrected account  Closing balance / Reporing period — At the end of

reference Entry name engagement Corrections balance ‘engagement Comparison
(m] Ostjatelt lackumata 82 709 70709 55 140 -16 570
arved
(m] Muud nduded 262 606 0 262 606 175071 -87 5356
(intressitulud)
(m] Kinnisvarainvesteeringud 6402 000 0 6402 000 4268000 -2 134 000
Pohivara 2673 0 2673 1782 -891
m] Laenukohustus 606 330 L] 606 330 404 220 -202 110
(lihiajaline)
Vélad tarnijatele 30 085 (1] 30 095 20 0683 -10 032
Maksuvdlad 5836 o 5836 3a9 -1945
Intressivolad 4428 0 4428 2952 -1476
(m] Laenukohustus 1883 568 ] 1883 568 1255712 -627 856
(pikaajaline)
Muud pikaajalised vblad 106 852 0 106 852 71235 -35618
Omakapital 5 267 687 0 5 267 687 3511791 -1755896
m] Midgitulu 488 924 (] 488 924 325 949 -162 975
Muud aritulud 7808 o 7 808 5205 -2 603
Kaubakulu 38818 3 38818 25878 -12939
Muud tegevuskulud 96 449 108 449 64 209 -44 150
P6hivara kulum (KA) 9911 0 2911 6607 -3304
Muud arikulud 82 o 82 55 -27
m] Finantstulud 105 159 0 105 159 70 106 -35053
(m] Finantskulud 143 406 1] 143 496 95 664 -47 832
Figure 120
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Number 6 (see Figure 119) marks the field “Sum” where you can enter the monetary amount of a
quantitative misstatement.

Number 7 (see Figure 119) marks the field “Group name” where misstatements can be grouped for
sorting purposes (not mandatory).

Number 8 (see Figure 119) marks the field “Corrected” — mark here whether the misstatement is
corrected (“Yes”) or unadjusted (“No”). This determines in which summary tables the misstatement’s
information does or does not appear (see Figure 122, Figure 123).

Number 9 (see Figure 119) marks the field “Type” — choose here whether the misstatement is fact-
based (“Fact-based”) or assessment-based (“Assessment-based”).

Number 10 (see Figure 119) marks the region where a radio button should be used to mark whether
the misstatement is material (“Material”), pervasive (“Pervasive”) or a fraud indication (“Fraud
indication”).

Number 11 (see Figure 119) marks the region where you should document why the management
does not consider corrections necessary (if the choice in the region marked with 8 is “Corrected”, this
field is not necessary to be filled in).

Number 12 (see Figure 119) marks the region “Previous period’s misstatement” where a radio
button should be used to mark whether it is a previous period’s misstatement (“Yes”) or the current
period’s misstatement (“No”).

Number 13 (see Figure 119) marks the region with the buttons for saving ( “Save”), closing without
saving ( “Close”) and deleting a misstatement (“Delete”).

After registering a misstatement, it is reflected at the task level (see Figure 118), at the project page
level (the tab “Misstatements”) (see Figure 121) as a summary of unadjusted misstatements (see
Figure 121), at the project page’s “Summary” sub-page “Summary of unadjusted misstatements” (tab
“Summary”, sub-tab “Summary of unadjusted misstatements”) where the relevant table can be
exported as an MS Excel or MS Word file if necessary (see Figure 122), and on the project’s page
“Summary” sub-page “Audit report” (tab “Summary”, sub-tab “Audit report”) as a so-called reminder
table to help decide the right type of audit report (see Figure 123).

i SMT: 35000
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary TE: 244

Summary of unadjusted misstatements D
Source Name Description Type Amount Debit Credit Corrected Group
reference name
(m] Parandatud viga Leitud 6000 EUR nbue, mis kanti kuludesse meie nGudmisel Quantitative 6000 Muud Ostjatelt Yes
tegevuskulud laekumata
arved
(m} EbatGenéoline * Rentnik 1 - summa 6000 EUR, laekumata 2 kuud - ettevtte juhataja nBustus kandma ebatGenéoliseks Quantitative 6000 Muud Ostjatelt Yes
niue - Rentnik 1 tegevuskulud laekumata
arved
0 Ebetdensoline  Rentnik 2 - summa 27 000 EUR, laekumata 5 kuud - kuigi Rentnik 2 on pankrotis, ei ole ettevdtie juhtaja ndus ~ Quantitative | 27 000 Muud Ostjatelt No
ndue - Rentnik 2  nbuet ebatdendoloseks kandma, kuna loodab siiski selle laekumist. Audiitorina ei hinda seda tdendoliseks tegevuskulud laekumata
arved
(m] Rentnik 3 Rentnik on pankrotis ja laekumine dérmiselt ebatenaoline Quantitative 30 000 Muud Muud No

tegevuskulud nbuded
(intressitulud)
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SMT: 35 000
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points TE: 244

Corrections and comparisons of the period end balances [ Summary of ) Audit report Archiving

Summary of unadjusted misstatements
Group by group name

Retained
SEl el Name Amount | Type e Revenue Ex Assets Liabiliti 1l |pui|Re| Reason fornot
reference name Prior o rent panses D adjusting
poriod Period
m] Ebetbenéoline ndue - Rentnik 2 27000 [ Est &) -27 000 27 000 27000 Ettevdtte juhataja
(] Rentnik 3 30000 [ Est &) -30 000 30000 30 000 Juhtkond usub lae|
Total 0 -57 000 o 57 000 57 000 0

o

Figure 122

SMT: 35 000
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points TE: 244
Corrections and comparisons of the period end balances Summary of J{ [; Audit report Archiving

Audit report a
y of unadjusted
Group by group name
Group name Name Amount  Material Pervasive misstatement Fraud indication Reason for not adjusting
Ebetdenaoline ndue - Rentnik 2 27 000 Yes No No Ettevitte juhataja hindab nduet laekuvaks
Rentnik 3 30000 Yes No No Juhtkond usub laekumisse
Figure 123

Documenting the memo points made while performing a task

Memo points (findings) made in the course of any task can be documented at the task level so that
the memo points are gathered on the screen “Memo points”. For that, the tab “Memo points” must
be activated (see the last section “Task tabs” in Figure 106”).

Memo points (findings) are documented, supplemented or deleted in the tab “Memo points” (see
Figure 124).

General information Files (1) Risks Q&A Misstatements Accounts FS entries XBRL

Checklist Status changes (3)
Description of work done: # Dokumenteerin failis #01.01#
Conclusion of work done: V4
Related engagement page: Materiality
Figure 124

A memo point is added by clicking the button “Add new”, after which the window for documenting a
memo point opens (see Figure 125); the memo point is documented similarly to the previous
description of documenting a misstatement. Memo point types can be predefined when defining
classificators (see the chapter SETTINGS, the sub-chapter Classificators).
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| Memo point n

! source reference: Té6v6tu aktsepteerimistoimingud

Name: * | this is not officially our client |

Auditor X is elected as Company's auditor 10 years ago. Our acceptance and
legal proceedings are not submitted to Commercial Register as required by Ia\AJr
Description:

Vi

Type: [ Non-Compliance (Laws and Regulations, ie GAAP & J

Figure 125

After registering memo point(s) (findings), the registration is reflected at the task level (see Figure
118) and at the project work page level (the tab “Memo points”) as a summary table “Memo points”
(see Figure 126) that can be exported as an MS Excel or MS Word file if necessary.

A o SMT: 35 000
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary TE: 244

Memo points (] 324 ]
Source  Name Description Type
reference
O @I  this is not officially our client | Auditor X is elected as Company’s auditor 10 years ago. Our acceptance and legal proceedings are not submitted to Commercial Non-Compliance (Laws and Regulations,
Register as required by law. ie GAAP)
A EZE) Raha sisekontrollisiisteemi | G. Chestnaja uwla iz rabote 5 let nazad i v banke do sih por prava sdelat sdelki na uroven A Weak Internal Control System
puudus

1 Download — Excel | L Download — Word

Figure 126

Marking a task’s time cost
The time spent on the task can be documented on the page “Time spent on task” (see Figure 127).

General information Files (2) Risks ( Time spent on task ) Memo points (1) Status changes (3)
Add new
- Time spent on task u

Time: * |07.052015 | (1530 @) | )
15:30 (0 mins)
15:45 (15 mins)
16:00 (30 mins)

Description: 16:15 (45 mins)
16:30 (1 hr)
16:45 (1.3 hrs)
17:00 (1.5 hrs) P
17:15 (1.8 hrs)

lallinn (GM + Z al

Figure 127

To add the time spent, click the button “Add new”. To change or delete the time spent, use the
changing view (by clicking the blue hyperlinked text “Edit” (see Figure 128)).
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General information Files (2) Risks [ Time spent on task(1) J Memo points (1) Status changes (3)

Performed by Date Description
[SeTs2] 07.05.2015 15:3016:15 (0:45) I did something again.
Figure 128

Relating account balances, FS entries and XBRL FS entries to a task; the related tabs

An imported account balance report, FS entries and XBRL FS entries can be related to a task (see the
chapter PERFORMING AND DOCUMENTING AN ENGAGEMENT, the subchapter Relating imported
report indicators to tasks).

The list of entries related to the task and their account balances can be viewed by clicking the tab
“Accounts” (see Figure 129).

General information Files (2) Q&A [ Misstatements FS entries (1) XBRL (2)

Memo points (1) Status changes (3)
Add accounts related to risks
At the beginning of engagement At the end of engagement
Account no Name Opening Balance / Closing balance / Opening Balance / Closing balance /
Prior period Reporing period Prior period Reporing period
1010 Kassa -0 -0 Raha ja
pangakontod
1012 Swedbank -345 800 760 235 -345 800 760 235 Rahaja
EUR 1 pangakontod
1020 Swedbank 1384 582 1384 582 Raha ja
EUR 2 pangakontod
1021 Nordea EUR 10 436 9576 10 436 9576 Rahaja
1 pangakontod
1022 Nordea EUR -0 60 -0 60 Rahaja
2 pangakontod

Figure 129

To add an account, click the account searching field (see the entry field marked with 1 in Figure 130)
and choose a suitable account from the list that opens. The list can be narrowed down by entering
keywords or an account number in the field.

| ﬂ 1021] @ D

! Account no Name Opening Balance / Prior period Closing balance / Reporing period
1021 Nordea EUR 1 10 435,69 9 576,27
@
Figure 130
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NB! If the list will not open or is empty, it means that no accounts were imported.

Changes made in the list (additions or deletions) are saved only after clicking the button “Save”.
The tabs “FS entries” and “XBRL” are added to the task in a similar fashion. By clicking the relevant
tab, the FS entries related to the tab are displayed (see e.g. Figure 131).

General information Files (3) Misstatements (1) Accounts (2) FS entries (2) XBRL (2) Memo points

Checklist Status changes (2)

At the beginning of engagement At the end of engagement
Entry name Opening Balance/  Closing balance/ Opening Balance/  Closing balance /
Prior period Reporing period Prior period Reporing period
Muud nduded (intressitulud) 175 071 262 606 113 157 175 071
Ostjatelt laekumata arved 55140 82 709 12 292 55140

Figure 131

Questions and answers related to a task

In the course of reviewing a task, the reviewer can pose questions to the task’s performer. The
guestions must be answered or deleted, otherwise the task cannot be marked as done. Questions in
the task can be posed and answered in the tab “Questions and answers”. If the tab “Questions and
answers” is not active, it must be activated to document questions and answers (see the last section
“Task tabs:” in Figure 106).

221-1 — Raha ja pank
Status: Mark done

Performed by: [SM] Signy M, 06.03.2015 14:28

Reviewed by: [SeTs2] Sergei TSistjakov

Objective: # Veenduda, et raha ja pank oleks kajasttaud CEA

Assertions: C.E,AV,P

Approach: D — Detail test
General information Files (2) Misstatements Accounts (5) FS entries (1) XBRL (2)
Memo points (1) Status changes (3)

[SeTs2] Sergei TSistjakov, 15.01.2015 09:53

Kas sa tdesti kassainventuuril ei osalenud?

@[smz] Sergel Taistjakov, 15.01.2015 09:54

z

(3) )
[SeTs2] Sergei Tiistjakov, 06.03.2015 14:29

E0 &M

 Eciit Jf Doloto |

yn67n9
(e |
Figure 132

A new question can be added by clicking the button “Add new” (see the button marked with 1 in
Figure 132). While the question is unanswered, the user sees a red flag and the text “No answer”, as
shown in the previous figure.
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To answer or to view the existing answers, first click on the question’s title; this opens the question.
The up/down arrow (see the symbol marked with 2) indicates whether or not the question is open.

By clicking the button “Answer” (see the blue button marked with 3 in Figure 132), answers can be
entered (see Figure 133).

To change or delete existing answers (comments), use the buttons “Edit” or “Delete” displayed at the
relevant comment (see Figure 133). A user can change or delete only his or her own answers
(comments).

[SeTs2] Sergei Tsistjakov, 15.01.2015 09:53
Kas sa toesti kassainventuuril ei osalenud?

[SeTs2] Sergei TSistjakov, 15.01.2015 09:54
My answer
Figure 133

Changing a task’s status
The engagement’s users with Level 1 rights can also see an information page related to changes of
task statuses, by clicking the relevant tab on a task’s detailed view (see Figure 134).

TR v L
kg Mugtulu - pettuse risk sM @R .
. 2211 —Raha ja pank
v EED Auditi plaan - 0o
». () Riskianalgs ja nencele - o Lot Vark cone
vastavad protseduurid Performed by: [SM] Signy M, 06.03.2015 14:28
Riskihindamise ja tovétu sM O Reviewed by: [SeTs2] Sergei Téistjakov
Pplaneerimise vestius t3ovl Objective: # Veenduda, et raha ja pank oleks kajasttaud CEA
meeskonnas Assertions: CEAV,P
¥ [B) RISKIDELE VASTAMINE sM Approach: D - Detail test
v DD Sisskontrolide toimimise sM O
tlemuslikkuse testimine General information Files (2) Misstatements Accounts (5) FS entries (1) XBRL (2)
D Knnisvarsinvestoaringu sM 0O
[EZE) miigitulu - pettuse risk. M R e R e ) Frere
v [E2) Substantivsed protseduurid sM [SeTs2] Sergel Tistiakov 06.03.2015 14:20:38 ) Open questiont
¥ [Z3) Bilanss s™M @ (SeTs2] Sergei TSistjakov 06.03.2015 14:29:13 O Open
> Raha ja pank sM m [SeTs2) Sergei Tsistiakov 06.03.2015 14:28:19 @ Reviewed
Figure 134

Overview of tasks

The overview of tasks provides an overview of tasks, their statuses, persons related to the tasks (the
performer and the reviewer), and the number of their related elements (files, risks, questions and
answers, misstatements). By clicking a number, the relevant element (file, risk, etc.) can be opened
quickly).

The overview (see Figure 130) is opened by clicking the button “Overview” on the tasks view (see
Figure 135).

General engagement information Report data Materiality

Tasks

2 e ()

v [) ENGAGEMENT ACCEPTANCE =

v BB Engagement acceptance / -
continuance documentation

00

Figure 135
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General engagement information Report data Materiality Risks Assertion level risks Misstatements Memo points Summary
Tasks - Overview

Task PB

)
4
-]
3
]
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points

»
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ENGAGEMENT ACCEPTANCE
- Engagement acceptance / continuance documentation
—_ Primary information about the eng
- Independence confirmation
—— Opening meeting with the management
— Pre-acceptance analytical procedures
—_—— Audit proposal

— — [0 Auditor's responsibilities related to "Money Laundering and Terrorist
Financing Prevention Act”

—_ Other relevant procedures
- Engagement budget
- Engagement letter
- "Prepared by client” list
RISK ASSESSMENT
- Overall audit strategy
—_ Inquiries
—_ Minutes
- Materiality SeTs2

— Planninn analvtical nrocedires

07.05.2015

J@A0OO0OO0OO0O0OOO0O0 OoOoOooOoOoooo

Figure 136

The columns in the overview table (see Figure 136) can be sorted by clicking on their header. The
second click on the same header sorts the column in reverse (descending or ascending order). To

select several columns at once, hold the keyboard’s “Shift” o key.

Task PB . ST R TCD RB
— Materiality SeTs2 07.05.2015
Figure 137
Misstatements

The screen “Misstatements” contains a summary of corrected and unadjusted misstatements
identified while documenting tasks (see Figure 121). Misstatements are documented at the task level
(see the chapter PERFORMING AND DOCUMENTING AN ENGAGEMENT, the subchapter Documenting
the misstatements identified while performing a task).

Memo points

The screen “Memo points” contains a summary of memo points made while documenting tasks (see
Figure 126). Memo points are documented at the task level (see the chapter PERFORMING AND
DOCUMENTING AN ENGAGEMENT, the subchapter Documenting the memo points made while
performing a task).

Tab “Summary”

Introduction
The wrap-up work page (tab “Summary”) has the following sub work pages (screens):

=  “Corrections and comparisons of the period end balances” (see the subchapter Corrections
and comparisons of the period end balances);

= “Summary of unadjusted misstatements” (see the subchapter Summary of unadjusted
misstatements);
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= “Audit report” (see the subchapter Audit report);

= “Archiving”.

Corrections and comparisons of the period end balances

This screen provides an overview of the start and end balances and changes (corrections) made in
the course of the engagement. The overview (see Figure 138) is based on data sources, i.e. it
depends on which report type was set as the data source — account balances or FS entries.

l l SMT: 35 000
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary TE: 244

[ Corrections and comparisons of the period end balances ) Summary of unadjusted misstatements Audit report Archiving

Corrections and comparisons of the period end account balances

Source Closing balance / Reporing period — At the beginning of Period end corrected account  Closing balance / Reporing period — At the end of

reference E e engagement oot balance ‘engagement o
o Ostjatelt laekumata 82709 -12 000 70708 55 140 -15 570
arved
] Muud nduded 262 606 0 262 606 175071 -87 535
(intressitulud)
[m] Kinnisvarainvesteeringud 6402 000 0 6402 000 4268000 -2 134 000
Figure 138

Summary of unadjusted misstatements
The summary view of unadjusted misstatements: see Figure 122.

This screen provides an overview of unadjusted misstatements (only those misstatements are
displayed that have the setting “No” in their “Corrected” field in the window for documenting
misstatements (see the radio buttons marked with 8 in Figure 119)).

The previous period’s retained earnings column displays a value only if the misstatement is related to
a retained earnings account or FS entry.

Audit report
This screen provides first a summary of unadjusted misstatements and enables to add the
information of an audit report (see Figure 139).

General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points
Corrections and comparisons of the period end balances Summary of unadjusted misstatements Audit report Archiving

Audit report

Summary

Type of audit report ' - not selected - : '

mphasis of matier paragrap!
Other matter paragraph
Other receivables

Medification: s ™

Emphasis of matter paragraph:
Other matter paragraph:

Other receivables:

Quality performance review end-date:

Annual report signing date: - @

Representation letter signing date: =
Independent (certified / chartered) auditor (public accountant):

Audit report signature date: =

Figure 139
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Choose the type of audit report in the field marked with 1 (see Figure 139). The region marked with 2
(see Figure 139) enables to set (if applicable) whether a paragraph highlighting a fact, a paragraph of
other facts or a paragraph of other requirements is added to the audit report. According to the
choices made, the relevant editing buttons (pen icons) become active (see the region marked with 3
in Figure 139). By clicking on a pen, the user can change the content of the activated field. The region
marked with 4 (see Figure 139) enables the user to add relevant dates and the name of the auditor
issuing the audit report.

Archiving
On this engagement project’s sub-page, a completed engagement can be archived .

It also provides the user with an overview of the engagement’s history of archiving and de-archiving
and enables to download archived files if needed (see Figure 140).

General sngagement information Report data Materiality Risks Assartion level risks Tasks Misstatements Mesmo points
Corrections and comparisons of the period end balances Summary of unadjusted misstatements Audit report Archiving

Archiving
Tasks with insufficient information
Reference Task name Description of work done Conclusion
done
a ENGAGEMENT Protseduurid
ACCEPTANCE IBpetatud ja
lle vaadatud
a RISK ASSESSMENT Protseduurid
IBpetatud ja
lile vaadatud
a RISK RESPONSE Protseduurid
I5petatud ja
lle vaadatud
a] REPORTING Protseduurid
1Bpetatud ja
ule vaadatud
[m] Engagement
acceptance /
continuance
documentation
(m] Engagement budget
m] Engagement letter
(m] "Prepared by client”
list
[m] Primary information
about the eng.
a Independence
confirmation
- =

Figure 140

To archive an engagement, all its tasks considered relevant must be reviewed/done (locked). If even
one task is not done, the engagement cannot be archived — the archiving button remains hidden.

The status of an archived engagement is “Archived”; by default, archived engagements are not
displayed in the engagements list and must be found by using a filter (see Figure 141).
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Engagements » Sergei TSistjakov

Performed by: Sergei Tistjakov =

Client: | Engagement type (A +)
name: | ( status: (Archived =)
Period beginning date: =l _=!| Reporting period ending date: ‘ ®|- ] Search |
A
m O - Open — Completed /A — Open question! & — Reviewed
Reporting Tasks
Client Engagement name No Engagement type ::;'I:‘; [m] 4. @[ Engagement
date

Signy AS Nipitiri OU Audit 31122013 0 0 O

Figure 141
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REPORTS

Menu -> Reports

This set of reports is intended for the company’s management staff, to obtain an overview of works
done and to prepare internal reports for audit firm’s management purpose. To use the module, the
user must have the relevant rights in the system (depending on the report type).

= Menu © Engagements Audiitorkogu — Sergei Tistjakov
Reports (FS) Time spent (users/engagements)
Repor = cients Time spent (usersiclients) ints)
# Administration Detailed time-report
@ My settings Archived engagements - ™
@ Offine version = =
Logout Users: DAl Select user

Figure 142

The reports give the user an excerpt of the data as an MS Excel file according to the selected period
and other inputs.
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WORK WITH FILES

Introduction

The software enables to add files to various objects.
Files can be added to the following objects:

= (Client (see the chapter CLIENT REGISTER, the subchapter Administration of client-related
files);

Engagement (see the chapter ENGAGEMENT WORK VIEW AND PROJECT MANAGEMENT TOOLS, the
subchapter

= Engagement view -, button “Actions” (see Figure 70);

= Task (see the chapter PERFORMING AND DOCUMENTING AN ENGAGEMENT, the subchapter
Files related to a task).

Adding a file
To add a file, click the button “Add new” on the relevant page of the relevant object (a client, an
engagement, a task).

The pop-up window for file adding opens (see Figure 143).

File details

File type: o S Normal file B Template file i Paper document
Designation: )

g |
Select file
Maximum file size — 50MB

= b O

Figure 143

File type (see the choices as radio buttons marked with 1 in Figure 143). When adding a file, you
must select the type of file. The file type affects its downloading. If the file type “Ordinary file” is
selected (this can be any file format), the software will not modify the file’s contents.
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Files of the type “Document template” can be work files with extension “.xlIsx” (Microsoft Excel
Workbook) or “.docx” (Microsoft Word) (MS Excel and MS Word files with extensions “.xls” and
“.doc” can be used as well, but the software does not support modifying their data). Read more
about document templates in the subchapter Document templates.

The file type “Paper document” is used for referring to documents on paper. The software also has a
maximum file upload size of 50MB. For files exceeding 50MB, reduce the file or refer to it as a “Paper
document”.

File name (see the field marked with 2 in Figure 143) is mandatory. If this field is empty and a file is
selected (see the button “Select file” marked with 3 in Figure 143), the field is automatically filled
with the filename. The name can be modified in the field.

Clicking on the button “Select file” (see the button “Select file” marked with 3 in Figure 143) opens
the file browser’s search window so that the intended file can be selected from the user’s computer.

The button “Add/Save” (see the buttons marked with 4 in Figure 143) starts the process of uploading
the file into the software’s server. Possible error messages are then displayed at the start of the pop-
up window.

To change afile, click the link “Edit” on the entry of the file to be changed, in the list of files titled
“Related files” displayed on the relevant object’s (client’s, engagement’s, task’s) page (see the blue
hyperlinked word “Edit” outlined with red and marked with 1 in Figure 144). An example of the page
of a client’s files:

General information Files (3) Risks Q&A (2) Misstatements Time spent on task Accounts FS entries

XBRL Meme points Checklist Status changes (3)
Reference Designation Attached by @
014.1 B Workbook112345 (taastatud, 30.01.2015 11:51) [SeTs2) down\oad
014.2 B 014 Taustauuring: ZXCV (asub ké6gi kapi taga) [SeTs2] edit
014.3 B 023.134 Tobj6ukulud detsember - Asub tualetis arhiiviriiulil nr 3 toimikus 456 [SeTs2] edit

A pop-up window opens. The layout of the fields and the logic of data entry are similar to those for
adding a file (see Figure 143).

To delete a file, start with changing the file (see Figure 144). In the pop-up window that opens, click
the button “Delete” (see the button marked with 1 in Figure 145).
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General information Risks Q&A(2) Misstatements Time spent on task Accounts FS entries

XBRL ~ Memopoints  Checklist  Status changes (3)
Reference Designation Attached by
014.1 Workbook 112345 (1aastatud, 30.01.2015 11:51) [SeTs2] download
0142 .
0143 edit
File type: % Normal file o B Template file
Reference  DES!9MSHOM:  wionbook 112345 (1aastatud, 30.01.2015 1:51)
221 ;1"“ Selectle ;;M * del
5 Maximum fila size - 50MB | ]
0112 Ts2) delete
T Workbook 112345 xlsx e —
@ @ O
ilinn (GM + 2] conditions | Pricslist
Figure 145

Deleted engagements / tasks can be viewed and restored.

An engagement’s files
Engagements-> Engagement -> Tasks -> Actions -> Engagement’s files

This provides an overview of all files related to an engagement’s tasks (the module can be accessed
by the engagement’s users with Level 1 and Level 2 rights only).

The list of files is accessible through the “Actions” menu, by clicking on “Engagement’s files” (see
Figure 146).

.+ sos

s N N SMT: 35 000
General engagement information Report data Materiality Risks Assertion level risks Tasks Misstatements Memo points Summary TE: 244
—Open (4 - Completed - Open question! — Reviewed
Tasks O -Open @ pleted /A - Open g a
Engagement files
¥ () RISKIHINDAMINE sM Import from templates
v [) TOOVOTU AKTSEPTEERIMINE sM = Deleted files
» [ Axiseptitoimingud mMs 0O Locked tasks
Ta6v5tu lepingu sdlmimine sM Multiple assign
» 2D Ettevalmistust vajavate sM O

dokumentide nimekiri kliendile

Figure 146

The list of files opens (see Figure 147).

Engagement files
Task File type Reference [ search File size
(01] Template file 01.1 KV kontod Variables
(011] Normal file 011.2 LION
(011] Paper document 011.3 2012 mapis indeksiga B12
Template file 014.1 Workbook112345 (taastatud, 30.01.2015 11:51) Variables
Paper document 014.2 014 Taustauuring: ZXCV (asub ké8gi kapi taga)
(014 ] Paper document 014.3 023.134 T66j6ukulud detsember - Asub tualetis arhiiviriiulil nr 3 toimikus 456
(030 Normal file 030.1 testfail
Figure 147
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Deleted files
Engagements-> Engagement -> Tasks -> Actions -> Deleted files

This provides an overview of all deleted files related to an engagement’s tasks (the module can be
accessed by the engagement’s users with Level 1 and Level 2 rights only).

SMT: 35 000
General engagement information Report data Materiality Risks  Assertion level risks Tasks Misstatements Memo points Summary TE: 244

Deleted files
Task File type Reference Designation File size Restore
011 Template file 011.1 T TSpass.docx
Restore selected files
Figure 148

To restore files, select the suitable files and click the button “Restore the selected files” (see Figure
148).

Engagement files

Task File type Reference File size

(01] Template file 01.1 KV kontod Variables

(011} Template file 011.1 ( TTT (Restored, 08.05.2015 10:03) l Variables
Figure 149

With archiving, the deleted files are permanently deleted and cannot be restored anymore.
Document templates

Introduction

Document templates are pre-designed MS Word files (file extension “.docx”) or MS Excel files (file
extension “.xIsx”) (the so-called “smart files”), which contain metadata added by the software
(information about clients, engagements and tasks); their use can enhance the efficiency of
documenting engagements.

Document templates can be kept in the document templates database or added to the relevant task
of an engagement template (in that case the document template can be imported into engagements
when importing an engagement template or its individual task) (see the chapter SETTINGS, the
subchapter Templates, Engagement templates).

Document templates in MS Word format

To use a document template, its file extension must be “.docx”. Variables are not added
automatically to files in old format (extension “.doc”). The variables are automatically refreshed
every time the file is opened in the software.

To add a link to a new variable into a document, click the selection “Quick Parts” in the “INSERT”
menu and then click “Field” in its submenu”:
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B H S = test2.docx - Word
GO HOME  INSERT | DESIGN  PAGELAYOUT  REFERENCES  MALINGS  REVEW  VIEW

BONEE LEBEODill oo 3 &  EF O DD E|E|4q A= 2w T Q

Cover Blank Page Table Pictures Online Shapes SmartArt Chart Screenshot Appsfor Online Hyperlink Bookmark Cross-  Comment Header Footer Page Text] Quick WordArt Drop Equation Symbol
Page~ Page Break - Pictures - - Office~  Video reference - - Number~ Box| Partsw | -  Cap- [Object - - -
Pages Tables Tilustrations Apps  Media Links Comments Header & Footer ) AutoTedt v Symbols
[E Document Property >
I ] Field... |

= Building Blocks Organizer

Figure 150

In the dialogue window that opens, click the selection “DocProperty” in the block “Field names”.
After that, a list of all variables described in the document is displayed in the block “Field properties”.
For the client’s name, select e.g. “projects__companies_name”. You can see the list of all variables
and descriptions in the auditor software by navigating to Engagement -> Tasks -> Actions ->
Engagement’s files -> the link Variables in the file’s row.

NB! MS Word does not automatically update variables in a document when opening the document.
Because of that, it is recommended to always update all variables in the document when starting
working with it. To do so, press Ctrl-A on the keyboard (selecting all text in the document), right click
on the selected text and select the command “Update Field” from the opening pop-up menu (the
right click and the action following it can be substituted by a press of the F9 key, so the combination
becomes Ctrl-A and F9).
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Kiri T &« Asr
Kliendi nimi: i _
bt s - B I U ay - A = - 5: ~ Styles

Kuupaey:
Projekt: Test projekt (kontan&hinel

24 Cut

By Copy
Lorem ipsum dolor sitame [ Paste Options: ilit, sed do eiusmod tempor incididunt ut labore
et dolore magna aligua. Wi “A uis nostrud exercitation ullamco laboris nisi ut
aliguip ex ea commeodo cl T Undoe Fiold I:-Ior in reprehenderit in voluptate velit esse
cillum dolore eu fugiat nut — accaecat cupidatat non proident, sunt in culpa

qui officia deserunt mollit
Teggle Field Codes

Lorem ipsum dolor sit ame lit, sed do eiusmod tempor incididunt ut labore

A Font..
et dolore magna aligua. Ui - uis nostrud exercitation ullamco laboris nisi ut

aliguip ex ea commado co dlor in reprehenderit in voluptate velit esse
cillum dolore eu fugiat nulla pariatur. Excepteur sint occaecat cupidatat non proident, sunt in culpa
qui officia deserunt mollit anim id gst laborum.

=g Paragraph..

Lugupidamisega,

Figure 151

Document templates in MS Excel format

To use a document template, its file extension must be “.xIsx”. Variables are not added automatically
to files in old format (extension “.xIs”). The variables are automatically refreshed every time the file is
opened in the software.

Variables are saved to the last four sheets in Excel files; the sheets are added automatically if
necessary:

e “var” — data of the engagement and the task;
e “acc” — data of task-related accounts;

e “rep” —data of task-related FS entries;

o “chk” — data of the task’s checklist.

New variables are always added to the end of the list, i.e. the positions of existing variables in the
worksheet do not change, so they can be linked positionally from other worksheets.

To link to a variable, the standard cross-reference functionality of MS Excel can be used, either by
selecting the linked field with a mouse click or by using a formula, e.g. “=var!C28” — the field’s value
is taken from the field C28 in the worksheet “var”.
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ONLINE / OFFLINE WORK MODES

Introduction
The software can also be used offline, albeit with some specifics.

The online mode is the version of the software available via the subdomain e-dok.rik.ee; it can be
used if there is an Internet connection.

The offline mode is the version of the software installed into the user’s computer; it can be used if
there is no Internet connection. This version enables users to download engagement data from the
online mode (e-dok.rik.ee) and to process those data in their computer regardless of having no
internet connection. The user can later use an Internet connection to synchronise the work done.
There are functional limits in this mode (e.g. new clients cannot be added and new engagements
cannot be created). The limitations are described in more detail in user instructions.

To work in offline version, it has to be installed into the user’s computer and the engagement needed
for the work must be created beforehand in the online version and then synchronised to the offline
version.
The offline version supports the following Windows operation systems:

=  Windows XP (SP2);

=  Windows Vista 32/64 bit;

=  Windows 7 32/64 bit;

=  Windows 8 32/64 bit.
NB! Mac OS is not supported. Users of Apple Macintosh computers can use the software in offline

mode in a Windows virtual machine.

Installing the offline version
To install the offline version, select “Offline version” in the menu (see Figure 152).

= Menu |  Engagements
"} Reports (FS) >
Engag = clients |
#  Administration »
General er] My settings
& Offline version
Engage
Logout
Tacl =ila TUna
Figure 152
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The following view opens (see Figure 153). Click the link “Download”:
= Menu
Offline version

With offline module you can work without Internet connection...
Latest version — 22.12.2014

Figure 153

The downloaded file container must be unpacked into a suitable folder on the hard disk, so a file list
similar to the following view is displayed (see Figure 154):

Name Date modif... Type Size
& extralibs 20.01.201...  File folder
[ platforms 20.01.201... File folder
[ static 20.01.201... File folder
210_LOEMIND html 7.12.2014 ... HTML Doc... 1 KB
aud.gm 15.05.201... QMFile 31 KB
" cacert.pem 22.12.201... PEM File 302 KB
/A e-dok.exe 22.12.201... Application 10 66...
% icudt52.dll 16.06.201... Application... 22 95...
| jeuin52.dll 16.06.201... Application... 1 790...
% jcuuc52.dll 16.06.201... Application... 1 315...
= Qt5Core.dll 25.09.201... Application... 4 019...
% Qt5Gui.dll 11.09.201... Application... 4 275...
“| Qt5Multimedia dll 11.09.201... Application... 538 KB
= Qt5Multimediawidgets.dll 11.09.201... Application... 83 KB
= Qt5SNetwork.dll 11.09.201... Application... 827 KB
% Qt50penGL.dIl 11.09.201... Application... 264 KB
% Qt5Positioning.dll 11.09.201... Application... 156 KB
= Qt5PrintSupport.dil 11.09.201... Application... 260 KB
= Qt5Qml.dll 11.09.201... Application... 2474...
% Qt5Quick.dll 11.09.201... Application... 2 233...
% Qt5Sensors.dll 11.09.201... Application... 147 KB
% Qt5Sql.dil 11.09.201... Application... 153 KB
% Qt5WebKit.dll 11.09.201... Application.., 17 17...
= Qt5WebKitWidgets.dll 11.09.201... Application... 191 KB
= Qt5Widgets.dll 11.09.201... Application... 4 269...
% sqlite3.dll 18.05.201... Application... 486 KB
Figure 154

The software is launched with the file e-dok.exe; after that, the following login window opens (see
Figure 155):
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NaYeXe 7] E-dok ]

Rakendusse sisenemiseks sisestage palun
arma kasutajanimi ja salaséna:

Turvasertifikaat: Lditorkagu_sergeit crt Wali
Kasutaja: sergeit
Salasdina: | |

Sisene Yalju

EESTI-SVEITSI KOOSTOOPROGRAMM
1 ESTONIAN-SWISS COOPERATION PROGRAMME

NB! The user should already have a password and should also have the security certificate
downloaded into his or her computer before the software is launched.

To use the software’s offline version, the system administrator or the organisation manager must
create a security certificate for the user. To do so, open the user data changing form where the
user’s security certificate data are displayed (if already generated) besides other data.

Uus turvasertifikaat genereeriti ja selle salasna on "wr7FDs3C%e". Palun markige see (les, hiljem seda vaadata ei ole viimalik. x

Kasutajad »

Kasutaja isikuandmed

Audiitorettevotja: Inversion Software OU

Eesnimi: * Indrek Perenimi: * Test2

Isikukood: * 38108100253 Initsiaalid: 12

Telefoninumber: Mobiil ID telefon: +37258058966

E-posti aadress: Téétaja tunnus: ® Audiitorettevitia tastaja ) Valine isik

Personaalne kood

9cdB0ac405d196aBceBb165a04ddf31e68b7001d4b387fda30e5385de590fafd

Turvasertifikaat

Valjaandja: /(C=EE/ST=Harjumaa/lL=Tallinn/0O=Audiitorkogu/OU=Tarkvara kasutajad/CN=Demokeskkond/emailAddress=indrek@inversion.ee
Saaja: /C=EE/ST=Harjumaa/L=Tallinn/O=Audiitorkogu/QU=Tarkvara kasutaja/CN=incx2,38 108100253 /emailAddress=audiitorkogu@audiitorkegu.ee
Kehtib kuni: Sep 30 17:46:17 2015 GMT

Lae turvasertifikaat alla | Genereeri uus turvaserifikaat

By clicking the link “Generate new security certificate” (see the light blue link “Generate new security
certificate” at the bottom of Figure 156), a new security certificate is created for the user.

NB! If a security certificate has already been issued for the user, the previous certificate is revoked
and the user cannot use the old certificate anymore to communicate with the server.

When creating a security certificate for a user, an automatically generated password is set for the
certificate and must be sent to the user (the user can change the password from the menu (via the
menu selection “My settings”). The password and the security certificate’s private key that only the
user can download via the menu selection “My settings” make up the pair of security measures
required to use the software’s offline version.

NB! The administrator can download the public part of the user’s security certificate by clicking the
link “Download security certificate”, but this download does not contain the private key and thus it
cannot be used for authentication to launch the offline version.
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Working in the offline version

Working offline module is currently in Estonian language interface only (but works even if online
version’s interface is in English or Russian). English and Russian versions will be ready by the end of
June 2015. Thus the figures showing the functionality are in Estonian.

Login takes place as described earlier: double click the file named e-dok.exe; after that, the login
window opens (see Figure 155).

Then choose the location of the security certificate (its file) and enter the valid user password. After
this is done and the certificate and the user password are validated, the next view opens (see Figure
157):

[stnkroniseerimine Abi Valju |

@ = Menud @ @udulwkugu — Sergei Tsistjakov

Projektid » Sergei TSistjakov @

| Olete vilmati andmebaasi sdnkroniseerinud enam kul n4dal aega tagasl. Palun sinkroniseerige andmebaasi esimesel viimalugel

Too teostaja: Sergel TSistjakov a

Klient: Tatwvbtu lik | Kiik -
Projekti nimi: Projekti staatus:  Pooleli -
Aruandeaasta alguskuupaev: | = Aruandeaasta lippkuupaev: = - = m

&
Ei leitud midagi

Kasutajatugi
E-mail: e-doki@audiitorkogu ee (toopaevadel 9:00-17.00) Copyright @ Audiitorkogu | Koik Gigused kaitstud | Leping | Tehnilised néuded | Hinnakdri

Figure 157

A red plug icon is displayed in the region marked with 1 (see Figure 157), outlined with red in the
figure; this icon is a reminder that the software is in offline mode.

An additional menu characteristic of the offline version is displayed in the region marked with 2 (see
Figure 157).

A reminder of the time of the last synchronisation is displayed in the region marked with 3 (see
Figure 157), outlined with red in the figure.

The synchronisation menu includes the choices “Synchronise” and “Select engagements” (see Figure
158).

SUnkroniseerimine

Sunkroniseeri

Vali projektid

Figure 158

After clicking on “Select engagements”, the following dialogue window opens (see Figure 159):
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(&) 7 | E-dok: allalaetavate projektide valik

rojekti nimi Kuwa aktiivsed projekkid -
Ulesandeid Ulesande Lae Sl bR
Klient Projekti nimi = - Staatus Ilukusta- terve minu tutvumi-
toos Ule vaad . -
mata projekt Ulesanded seks
Audiitorkogu liik... E-dok OU lepi... 0 0
Audiitorkogu lilk... Raamatupida... 1 0
Audiitorkogui lilk... Audiitorkogu li... 1 1
Audiitorkogui lilk... E-dok progra... 1 0
LTU kliendid Leedu kasutaj... 1 0
Salvesta ja siinkroniseeti Salvesta valikud

Choose the work mode most suitable for offline work:

= Load unlocked (Estonian: “Lae lukustamata”)
o (i.e.the engagement’s other users can also modify the engagement and the latest
modifications are those that get saved);

= Lock the entire engagement (Estonian “Lukusta terve projekt”)
o (i.e. the engagement’s other users cannot modify the engagement);

= Lock my tasks (Estonian: “Lukusta minu llesanded”)
o (i.e. only the locker’s tasks are locked by modification restrictions for other users; the

engagement’s other users cannot modify those tasks but they can change other
tasks);

= Load for viewing (Estonian: “Lae tutvumiseks”).

The menu has limited selections (“Clients”, “Engagements”, “My data”). The rest of the work is done
using the ordinary menu and the usual procedures.
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FREQUENTLY ASKED QUESTIONS

How can | link an existing file so | don’t have to upload one and the same file for several tasks?

Click “Add” in the files tab of the task’s view, then “Add reference” (see Figure 160) and then select
the task containing the file to be linked (see Figure 161); click the file’s name (in blue lettering) or the
word “select” (in blue lettering) (see Figure 162). After that, the file is displayed in the list of files (see
Figure 163).

General information Risks Q8A Misstatements Time spent on task Memo points Checklist (2)

Status changes (2)

Attached by
[SeTs2] download edit

Import document template

Import from archived prior period's engagement

Figure 160

‘:'.
I

RISKIHINDAMINE
TOOVOTU AKTSEPTEERIMINE
—_— Aktseptitoimingud

Rahapesuseaduse néuded

Avakohtumine juhtkonnaga
_——— Taustauuring ja registriparingud
Esmased aktsepteerimiseelsed anallitilised protseduurid
Esmane olemuslike riskide analiiiis
| Toovotu pakkumine
Muud aktseptitoimingud ja seotud dokumendid
| Ariseadustikus ndutava audiitori nduseleku véljastamine
proov signy
Kliendipoolse audiitoriks valimise protseduuri Glekontrollimine
— — [[E) To6v6tu lepingu sGimimine
Ettevalmistust vajavate dokumentide nimekiri kliendile
Ettevalmistust vajavate dokumentide nimekiri kiendile
Auditi dldstrateegia
| — ([[3ED Téovotu akisepteerimistoimingud
Tegevuste kaardistus, sh olulised arvestuspohimétted

O0OpOOO@OO0OD0OO00O@®O0O0O000OA(A

Rahapesuseaduse nouded

Figure 161

Reference Designation Attached
by
014.1 B Workbook112345 (taastatud, 30.01.2015 11:51) [SeTs2]  select
014.2 W 014 Taustauuring: ZXCV (asub kéogi kapi taga) [SeTs2]  select
014.3 B 023.134 Tésj6ukulud detsember - Asub tualetis arhiiviriiulil nr 3 toimikus ~ [SeTs2] | select
Figure 162
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General information Files (1) Risks Q8A Misstatements Time spent on task Memo points Checklist (2)

Status changes (2)

Refi Designati Attached by
01.1 B KV kontod [SeTs2) download edit
References
Desig Attached by
014.1 B Workbook112345 (taastatud, 30.01.2015 11:51) [SeTs2] delete
Figure 163

How can | link to an existing file in a task’s short view?

On the task’s short view, click the pen icon to enter text. Then enter the text and if you want to link
to a file then you need to know the file’s index (reference). Adding a hashtag (#) before and after the
reference creates link to the file when saving (see Figure 164).

( General information ] Files (1) Risks Q8A Misstatements Time spent on task Memo points Checklist (2)

Status changes (2)

Number of linked standard /
paragraph:

Description of work done: (I See files #01.1# and #014.1# )

) Can we accept engagement ? YES/NO
Conchusion of work done: ’ Any issues related with team independence? YES/NO

7,89

Time Budget (h): 1.0
Related engagement page: Summary of unadjusted misstatements
Figure 164

When clicking the link, the files tab of the relevant task opens (see Figure 165).

014 — Taustauuring ja registriparingud D
Status: Open Mark done
Performed by: [AAS] Alar-Ants Smirnov
Reviewed by: [SeTs2] Sergei TSistjakov
Objective: 4
Fraud risk: Yes
Assertions: E AV

General information Files (3) Risks Q8A (2) Misstatements Time spent on task Accounts FS entries
XBRL Memo points Checklist Status changes (3)

Reference Designation Attached by
014.1 B Workbook112345 (taastatud, 30.01.2015 11:51) [SeTs2) download edit
014.2 T 014 Taustauuring: ZXCV (asub kdégi kapi taga) [SeTs2] edit
014.3 & 023.134 To6j6ukulud detsember - Asub tualetis arhiiviriiulil nr 3 toimikus 456 [SeTs2] edit

References
Reference Designation Attached by
221-21 B néuete mall [MMA] delete
011.2 @ LION [SeTs2] delete
011.3 B 2012 mapis indeksiga B12 [SeTs2] delete

Figure 165
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Is it possible to link to an existing file or its part within a document (file)?
No, it is currently not possible.

How can | open a task that is already locked?

You can do it, but you need Level 1 or Level 2 user rights. Click the blue button “Edit” on the task’s
general information view (see Figure 68) and then save again the task’s detailed view. Status changes
leave traces on the task’s status page (see the chapter PERFORMING AND DOCUMENTING AN
ENGAGEMENT, Changing a task’s status).

How can | delete an engagement?

An engagement can be deleted in the mode of changing the engagement’s general information. To
start the deletion, click the button “Delete”. A pop-up window opens (see Figure 166), asking “Are
you sure you want to delete?”; click “Ok” to delete the engagement.

Engagement type: Audit g Initial engagement: ©No ' Yes
Financial reporting framework: Eesti hea tava

Engagement framework: LR ©) Are you sure you want to delete? © No ) Yes
Agreed fee: (h):

Engagement start date: 08.05.2015 =

Period beginning date: = =
Expected audit report date: = OK Cancel jate: =

Data source: © Aruandepdhine

Engagement template:

Engagement users
User Role Right
[SeTs2] Sergei T8istjakov Auditor responsible for project Level 1

[srve [l ove | — oackiomenst |

Figure 166

NB! The software allows deleting an engagement’s information only if no objects (files, risks,
assertion level risk entries, tasks, etc.) are related to the engagement.

Can the offline version be used without an Internet connection?

Yes. But the necessary engagements should be synchronised from the online version to the offline
version beforehand. They can be synchronised back later.
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Is it mandatory to install the offline version?

No. If you prefer working with the online version and you have no need for working without an
Internet connection then there is essentially no need to install the offline version in your computer.

Can representatives of the Ministry of Finance, the Estonian Auditors’ Association or E-dok OU or any
other organisation access my information?

No. The software is located securely in a server of the Estonian Centre of Registries and Information
Systems and the user information in it can be accessed only by that user. Confidentiality agreements
have been signed with the Estonian Centre of Registries and Information Systems, the IT
administrator and the software developer.

| performed a review on an audit template of the Estonian Auditors’ Association. Now | need to
remove the tabs “Risks” and “Assertion level risks” and save the result as a review template. This is
where my knowledge ends. Can you help me?

An existing engagement cannot be saved as a template. You need to design a template separately.
Concerning the deletion of the “Risks” tab: it is apparently not supposed to be deleted. Risks must be
analysed in a review as well, albeit to a markedly smaller extent.

Having tried performing an audit with the E-dok software, the following question was encountered:
“How to fulfil the requirement of ISA 315 (EE), § 26 in the risk assessment table?” The aforementioned
standard requires that the auditor should “assess the misstatement’s probability” and “whether the
possible misstatement is of a level of seriousness corresponding to a material misstatement”. The ISA
usage manual for small and medium enterprises, volume 2, example 9.3-1 has separate columns for
probability of occurrence and for impact, but the audit software lacks those columns. How is it even
theoretically possible to abandon such an important requirement, or am | failing to see the picture
somehow?

When marking an assertion level risk (red), the risk is automatically added to the risk register on the
screen “Risks”; in that register, the user can assess the risk’s impact, probability and total impact on
the objective (incl. whether it is significant, whether there are any related controls, etc.) and then the
risk can be related to the task where the risk will be subsequently handled (by forming and executing
risk answers).
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REFERENCES TO IMPORTANT KEYWORDS

S S—

Archiving, 89
Audit report (independent auditor’s report), 88

L < 1]

Case sensitive, 9

Classificator, 15

Clients
adding the client information, 25
administrative unit, 26
changing the information, 29
client list, 25
deleting, 30
file administation, 30
related contacts, 27
related engagements, 29
status, 30
view client’s information, 28

o

Demo version
login, 9

1

Employee

external user having permission of the audit firm
(non-employee), 14

observer’s rights, 14

type, 14

Engagements

account-based, 37

adding new, 31

administrative unit, 35

creating from scratch, 32

data source, 37

FS-based, 37

general overview, 31

general overview, 31

opening the new one from the archived
engagement, 32

opening the new one from the engagement
template, 32

task status, 31

user rights, 37

1

Files
adding, 92
document template, 93
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document templates, 95

normal file, 92

paper document, or electronic file exceeding 50MB,
93

referencing, 103

referencing from text, task, 104

type, 92

1

Information system administator, 9
Interface

default language, 10

interface language, 12

language, 10

____~m

Materiality
determing, 60
Mode
online, 98
My settings
Related user accounts, 12
security certificate, 12

o

Online mode
log in, 9
Organisation manager, 9
Organisation manager’s user account, 9

_____r

Report data
FS import, 53
FS structure, 57
import, 51
import account balances, 52
import XBRL, 54
relating to tasks, 57
Reziim
offline, 98
Risk
assigned to task, 24
category, 22
documentation of risk analysis, 23
export of risk templates into MS Excel, 22
import of risk template into engagement project,
22
possible impact, 24
probability, 24
related FS entry, 24
risk template, 21




risk template, typical risk, 22 status legends, 48

source reference, 23 structure,, 50
sub-category, 22 structure, category, 70
total risk impact assessment, 24 task tabs, 73
Risks task worksheet, task tab, 21
assertion level risk analysis, 62 top level, 21
automatically added risk(s), 66 Template
related assertions, 64 definition, 16
risk analysis, 62 engagement template, 17
risk description, 64 giving rights to the person(s) from outside of

organisation, 18

[ S Materiality templates, 16
I personal code, 17

shared engagement templates, 17

Security certificate
download, 12
generating for the user, 100 U |I
private key, 100

Settings User
My settings, 12 country list, 13

personal code, 12

role, 14
I%ll role and rights in an engagement, 14

role in organisation, 14
Task . setting the password, 13
actions, 50

) ) user name, 14
detailed ta'sk Vl(?W, 71 ' User account, 9
documending discovered misstatements, 78

. o - Username, 9
documenting findings (memo points), 82 case sensitive. 14
level "Top", 21 '

overview, 86

reference, 21 w |I

related engagement page, 73

related files, 77 Web address
related risks, 77 demo version, 9
relating to an engangement screen page, 75 online version, 9
status, 72
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