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ONESOURCE WorkFlow Manager

As an automated workflow solution for your corporate tax department, ONESOURCE WorkFlow
Manager gives you the ability to standardize, streamline, automate, and track all aspects of your
corporate tax workflow. Streamline the way you work with features like:

»  Single Sign-On to keep you moving from one application to another
»  Customized gadgets for instant access to key tax data

*  Side-by-side scenarios to compare multiple years, entities, or key metrics

ONESOURCE WorkFlow Manager integrates the tools you need to administer workflow
processes into one system. Work procedures are enhanced with managerial tools, such as:
e Automated tracking of internal and external due dates

* Integrated document management tools, including editing capabilities and
restricting access to documentation

*  Automated e-mail notification for individuals, groups, and outside users when
tasks are completed

e Built-in security, including controlled access and routing

*  Administrative and oversight functions, including approval requirements as
workflow tasks are completed
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These terms are commonly used in ONESOURCE WorkFlow Manager.

A template associated with a workflow that outlines and records the progression and
completion of specific items or duties. Checklists and checklist libraries are created by system
administrators. Workflows can have many checklists, and checklist templates can be applied
across workflows.

ONESOURCE DataFlow is used to collect tax-related information from data
providers in order to complete a workflow. A DataFlow request is created by a ONESOURCE
WorkFlow Manager user and sent by e-mail to data providers as a Web-based Excel spreadsheet.
DataFlow requests and their associated files can be tracked within or across workflows.

Information or communication required to complete a task or workflow. Almost any
exchange of information — electronic or hard copy — can be added to ONESOURCE WorkFlow
Manager as a document. Many of the application’s customized features, assignment and tracking
capabilities, and security features associated with tasks and workflows are used for documents.

Legal units, branches, subsidiaries, and unrelated third parties or investments for which
data is maintained.

Indicates that an open item within a workflow requires attention. Parts of a note include
the Point, Resolution or Response, and Status Indicator.

This platform allows you to access and launch all Thomson Reuters
ONESOURCE products using Single Sign-On capability. It provides enhanced integration, and
immediate access to your most important data.

Internal tasks with due dates assigned to individuals that require tracking and
routing management (e.g., task completion signatures and sign-off approvals). Tasks are defined
and outlined by the user in order to comply with requirements of governmentally defined tax
events.

Events that have specific due dates and requirements determined by a taxing
authority. Workflow templates for these events are preloaded and maintained by ONESOURCE
WorkFlow Manager. Authorized users add tax events to a workflow depending on the criteria. Tax
events can be added after templates are set up in order to meet new or changing requirements.

ONESOURCE Template Library is a mechanism to import document
templates to a workflow from Word, Excel, the ONESOURCE FileRoom, and ScanFlow. You can
perform all document-related functions currently available in ONESOURCE WorkFlow Manager.

The process of defining, implementing, and completing tasks and events associated
with any part of a work objective. ONESOURCE WorkFlow Manager provides the resources to
outline, assign, track, integrate, and complete workflows from one location.

A predefined outline and guide to support the completion of a specific event,
such as a federal or state return. If the procedures of the event are complex, multiple workflow
templates may be required.
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Windows XP Professional SP2 or SP3

Operating System Windows Vista Business SP1
Hardware Minimum Intel 1.8 Ghz processor/Dual Core processor
Memory Minimum 1GB RAM/1.5GB RAM

Screen Resolution 1024 x 768 minimum

Microsoft Office 2003 or 2007

Web Browser Internet Explorer 6 or higher

Adobe Acrobat Professional version 7, 8 or 9
Adobe Acrobat in order to edit PDF files in
ONESOURCE WorkFlow Manager

TCP/IP Network Protocol Internet connection minimum,
768kbps for a single user, 3mbps for multiple users

Network Protocol

Additional Components Available via the Check Browser link on the login screen

OWM v4.2 user guide 9 Copyright © 2010 Thomson Reuters/ONESOURCE
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Logging In
Log on to the ONESOURCE platform at https://www.onesourcelogin.com.

1. Enter your Universal ID and Password.

ONESOURCE

LOGIN B I
R o |

Check browser

Bookmark this page

OMSON REUTERS

2. Click Login. The ONESOURCE dashboard will open.
3. From the ONESOURCE menu bar, click Applications, then ONESOURCE WorkFlow

Manager.
ONESOQURCE £ THOMSON REUTERS
OWM users: welcome fo the ONESOURCE Workstation platform! all products (X Solutions I ,’-'\|J|Jli:almms| Add Gadgets | Pages ‘ Menu ‘ Help | Log Off
CHECKPOINT /
ONESOURCE 1098 /
ONESOURCE Calendar /
ONESOURCE Entity Manager /
ONESOURCE FileRoom /

ONESOURCE Sales & Use Tax /

ONESOURCE Trust Tax Admini s&lor Workstation

ONESOURCE WorkFlow Manager I

ONESOURCE INCOME TAX

ONESOURCE PROPERTY TAX

NOTE: You can also add the Launch ONESOURCE WorkFlow Manager gadget to a page in
the ONESOURCE dashboard, and click Launch to open the application.

ON ESOU R(E -5 THOMSON REUTERS

ome to the ONESOURCE WA ation platform Solutions | Applications | Add Gadgets | Pages | Menu ‘ Help | Log Off

| Reuters MNews H File Room I WarkFlow Manager I Calendar H Income Tax ” Entity Manager |

Launch ONESQURCE WorkFlow Manager |4 |X [Learn More YL -
COLIRCE WORKE! OW MANAC Welcome to ONESOURCE
ONESOURCE WORKFLOW MANAGER peeE @
OWM v4.2 user guide 10 Copyright © 2010 Thomson Reuters/ONESOURCE
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Forgot password?

If you cannot remember your password in order to log on to the ONESOURCE platform, you can
use the link provided on the login screen to reset it.

1. Click Forgot Password? on the login screen. Enter your e-mail address in the screen that
appears, then click Reset.

X
Email Address |

Reset

2. Adialog box appears confirming that you want to reset your password. Click OK.

Windows Internet Explorer

\ ? ) Are ywou sure wou want ko reset your password?

L oK J[ Cancel l

3. The following dialog box appears confirming that, if the e-mail address you entered
matches the system’s records, a temporary password will be sent to that e-mail address.
Click OK.

Windows Internet Explorer

‘¥ou will be farced ta change this passward when yvou log in. IF vou do not receive a kemparary password

': If the e-mail address vou entered matches our records, a temporary password will be sent to that address.
within two hours, contack your adriniskrator,

4. Log in using the temporary password sent to you via e-mail.

Your temporary password is fuaviwzm)

You will be prompted to change your password theme

If you require further assistance:
s Contact your ONESOURCE system administrator
+ Call ONESOURCE Support at 800-327-8829, options 3, 4, 1
+ Click here to e-mail your inquiry

** Auto-generated message. Please do not reply to this e-mail. **

OWM v4.2 user guide M Copyright © 2010 Thomson Reuters/ONESOURCE
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5. Once logged in, you must change your password. Use your temporary password (sent to
you via e-mail) in Existing Password, then enter the new password you will use to log
on to the ONESOURCE platform in New Password and Verify new password.

CHANGE PASSWORD

The security policy requires you to change your password now.

6. Click Save.

NOTE: Passwords must conform to the rules set by your administrator. Click Password Rules on
the Change Password screen to see those currently in effect.

Password Rules

Maxirmum Fassword Length should be 255
Minimum Password Length should be 8
e The password must have 3 ofthe following character sets:
< Enaglish uppercase characters (A2
< Enaglish lowercase characters (a-2)
o Mumbers (0-9)
< Mon-alphanumeric characters (e.g. @#% etc)
e Last10 passwoards cannot be reused

Close

OWM v4.2 user guide 12 Copyright © 2010 Thomson Reuters/ONESOURCE
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Check browser

To get the most out of ONESOURCE, click Check Browser on the login page to ensure your
computer is in compliance. The following screen will appear:

\i g"g Check Browser

Please use this table to confirm that

ONESOURCE PRODUCTS

VERSION MUMBER: EMABLED:

your computer meets the minimum
requirements for using ONESOURCE

Microsoft Internet Explorer

6.0+

products - WorkFlow Manager,
FileRoom, Calendar and

Erowser Cockies

Workstation.

Allow pop-up Windows

If any items are missing or not
enabled, please contact your

Trusted Site Security

Administrator.

WORKFLOW MANAGER

Adobe Reader or Acrobat

6.0+

Adobe Flash Player

7.0+

Yes

SOFTWARE INSTALLED:

Commen Controls Active X

mscomctl.ocx (6.1.97.88)

Yes

MSXML 4.0 SP2

msxmla.dll (4.20.9841.0)

Yas

Visuzl Basic Virtual Machine

msvbvmen.dll (£.0.87.57)

Yas

In the Enabled column, see what adjustments need to be made to your browser. These may
include upgrading to newer software versions or enabling settings.

Microsoft Internet Explorer

Download Internet Explorer at http://www.microsoft.com/windows/downloads/ie/getitnow.mspx.

Browser cookies

Internet Explorer lets you specify sites from which to allow cookies.
1. Open Internet Explorer, select Tools, then Internet Options.

2. Choose the Privacy tab, then click Sites.

3. Type the following sites in the Address of website field:

*  *onesourcelogin.com
*  *riag.com

*  *.OneSourceTax.com
e *thomson.com

e *thomsonreuters.com
e * epropertytax.com

*  *.checkpoint.com

ek taxstream.com

4. Click Allow after entering each site.
5. Click OK in the Per Site Privacy Actions dialog box.
6. Click OK in the Internet Options dialog box.

OWM v4.2 user guide
(Last updated June 24, 2010)
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Allow pop-up windows
1. Open Internet Explorer, select Tools, then Pop-up Blocker > Pop-up Blocker Settings.

2. Type the sites listed above into the Address of website to allow field. Click Add after
entering each site.

3. Click Close.

Trusted sites
1. Open Internet Explorer, select Tools, then Internet Options.

2. Click the Security tab, then the Trusted Sites icon, then Sites.

3. Type the sites listed above into the Add this website to the zone field. Click Add after
entering each site.

4. Click Close in the Trusted sites dialog box.
5. Click OK in the Internet Options dialog box.

Adobe Flash Player
ONESOURCE supports Adobe Flash Player 7 and above. To upgrade, visit the Adobe Web site at
http://www.adobe.com/shockwave/download/download.cgi?P1_Prod Version=ShockwaveFlash.

Adobe Reader and Adobe Acrobat

ONESOURCE supports Adobe Reader and Adobe Acrobat professional products version 6 and
above. Download the most recent version of Adobe Reader at http://www.adobe.com/products/
acrobat/readstep2.html?promoid=BUIGO.

TIP: If you have Adobe Reader and later upgrade to a full version, uninstall Reader first.

Links are provided for MSXML 4.0 SP2, Common Controls Active X, and Visual Basic Virtual
Machine. If needed, click on the link and follow the instructions provided.

To add the ONESOURCE login page to your Internet Explorer Favorites:

1. Click Bookmark this page on the login screen.

2. The Add a Favorite dialog box appears. Modify the name, if desired.

3. Click Add.
Add a Favorite E

Add a Favorite
Add thiz webpage az a favorite. To access pour
faworites, vizsit the Favarnites Center.

Mame: |

Create in: |E:3 Fawarites v | l Mew Folder l

sdd | Cancel |
OWM v4.2 user guide 14 Copyright © 2010 Thomson Reuters/ONESOURCE
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ONESOURCE dashboard

After logging in with your universal ID and password, the ONESOURCE dashboard will open.

This section describes the links found in the Help menu.

THOMSON REUTERS

eal!

Reuters News H File Room ‘| WorkFlow Manager ‘ Calendar | Income Tax H Entity Manager

rkstation platform

Solutions | Applications | Add Gadgets ‘ Pages ‘ Menu | Help ‘ Log Off

: Carrent Due Date From: [ |E e[ |

alaix B
. R Welcome to ONESOURCE
LAUNCH e
ONESOURCE CALENDAR - Click here for a two min tour @
EYINES

Due: currentpuepate From: [ [Hr:[ &

d To: | AL v| status: | AL v|[search 0| | clear x Year: Event Template Name: o [search o | [ clear x
= wem = T
Status Entity Name Year Jurisdiction Code || Event Template.|
[ ] ONESOQURCE Wor... 2018 X TX 05-158 Combi.. B 1ot Started
(] Trust Support 2009 ™ T 05-158 Partner In Frogress (&%
[ ] Trust Support 2009 ™ TX 05-158 Combi.. B Completed
(] ONESOURCE 1099|2009 ™ TX 05-142
] ONESOURCE 1089 2008 ™ TX 05-141
o ONESOURCE 1099|2009 ™ TX 05-158 Partner |
] ONESOURCE Stat... 2003 ™ T 05-142 7
o ONESOURCE Stat... 2003 ™ TX 05-141
(] ONESOURCE Stat... 2003 ™ T 05-158 Partner
o ONESOURCE FProp... 2003 ™ TX 05-142
L i b3
4 Page of 10 b
Lead Dates A AlX
Load vate From [ [ T[]
Year: | ALL % | Entity Name: | | 2 aurisdiction Code: ||
d To: AL v| status: | ALL | [search 0 | | clear x
= wem =
Status Entity Name Year Jurisdiction Code || Event Template.,
ONESCURCE War... 2018 T TX 05-158 Combi..
(] Trust Support 2009 ™ T 05-158 Partner
[ ] Trust Support 2003 X TX 05-158 Combi..

User Documentation

Refer to the ONESOURCE platform user guide for a complete description of the dashboard,
including ticker messages, gadgets, and pages. Click Help > User Documentation >
ONESOURCE platform to open the user guide as a PDF.

blications | Add Gadgets | Pages | Menu |He||:|

Learning Center

Administrators

User Documentation

Calendar

Product Suppor/

DataFlow

Entity Manager

FileRoom Manager

OHESOURCE platform

A

WorkFlow Manager

OWM v4.2 user guide
(Last updated June 24, 2010)
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Product Support

To request help for any ONESOURCE product, click Help > Product Support.

Solutions | Applications | Add Gadgets | Pages ‘ Menu | Helpf Log Off
Learning Cengér
User Docyentation adl
Product Support

Fill in the Product Support form with your contact information and inquiry details. Use the

drop-down menus to specify the type of inquiry, and for which product you require help.

ONESOURCE

First Name *

HOMSON REUTERS

CONTACT INFORMATION
Required fields denoted by an asterisk *

Last Name *

Email Address *

Phone Number *

Account Number *

Inquiry Type *

| Product Support

B— Use the drop-down menus to

INQUIRY DETAILS
Product Line *

specify the type of inquiry

| ONESOQURCE platform/Corporate WorkFlow Tools ,v|4—
Specify Product *
| ONESOURCE Workflow Manager ,v|4—

Description of Request * (Please be as specific as possible)

[

RESPONSE METHOD

Add an Attachment (optional

Attachment Help

How would you like us to respond to your inguiry? *
Email Phone Call How vour information will be used

OWM v4.2 user guide
(Last updated June 24, 2010)
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Learning Center

For visual learners, we are creating how-to videos that show you how to accomplish various tasks

in ONESOURCE products. Click Help > Learning Center to choose a product and topic.

Solutions | Applications | Add Gadgets | Pages | Menu | Help | Log Off

Learning Center

E

User Documentation |

Product Support

From the Learning Center home page, use the drop-down menu to select a product and see the
available how-to videos.

ONESOURCE

£ THOMSON REUTERS

Product: | Select Product
Select Product
ONESQURCE platform
ONESOURCE WorkFlow Manager

ONESOURCE Calendar
ONESOURCE Income Tax
ONESOURCE Sales & Use Tax

Select a product from
the drop-down menu
to see the available
how-to videos

Thank you for choosing ONESOURCE for your Tax & Accounting needs.

Welcome to the ONESOURCE Learning Center, your resource for how-to videos, user documentation, and product support.
To begin, select a product from the drop-down menu at left, or click the orange ball for a tour of ONESOURCE platform.

We hope you find the Learning Center content helpful. From the ONESOURCE platform dashboard, click Menu > Submit Feedback to share
with us any video topics or additions to the Learning Center that would be helpful to you.

Suggestion Box

Your ideas and suggestions are how we improve the user experience and functionality of our
products. From the ONESOURCE menu bar, click Menu > Suggestion Box to submit your
feedback to the Product team.

Solutions

Applications | Add Gadgets | Pages | Menu

Help | Log Off

Options !

Scenario Man#)er

Setup /

Speed Tesp(

Switch Aq&:unt

Comact-‘dministrator

Suggestion Box

Mapping

e

OWM v4.2 user guide
(Last updated June 24, 2010)
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In the Suggestion Box screen, use the drop-down menu to select the product for which you have
a comment or suggestion. Use the Area field to specify where in the product (e.g., a screen,
Actions menu item, etc.) you would like to see an improvement. In the Comments field, provide

a brief description of your suggestion.

We welcome your suggestions. To report a problem, please contact Support for faster service. (EEUIICIs g1y

ONESOURCE Workflow Manager v

Comments*

OPTIONAL
Your Name: Phone:

Company
Name /Address:

Email:

Attach File:

it
Fields Submit Suggestion

OWM v4.2 user guide 18 Copyright © 2010 Thomson Reuters/ONESOURCE
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Launching your ONESOURCE application

From the ONESOURCE dashboard, there are three ways to launch a ONESOURCE application:

*  Using the Launch gadget on a customized page
*  Clicking Applications in the ONESOURCE menu bar, then the application name
*  Clicking Solutions in the ONESOURCE menu bar, then the application name

Using the Launch gadget

As shown earlier, the ONESOURCE dashboard opens when you log in with your universal ID
and password. You can create pages for your dashboard, and add launch gadgets to pages.

To learn how to add pages and gadgets, see the ONESOURCE platform user guide, or watch the
Learning Center videos titled Adding and deleting pages and Adding and deleting gadgets.

ONESOURCE

the ONESOURCE Work ion platform

{4 THOMSON REUTERS

Solutions | Applications | Add Gadgets | Pages | Menu | Help | Log Off

Pages —»| WorkFlow Manager | Calendar | Income Tax | Entity Manager | File Room |

[eT Y [o L - g o:nch ONESOURCE WorkFlow Manager aa|X [Learnmore alalx B
COLIRCE WORKED (W MAN A Welcome to ONESOURCE
ONESOURCE WORKFLOW MANAGER — U o
Click here for a two min tour
OwM workflow Browser a|A|xX [Release Notes alalx
Product: | ALL ~| sprint: product: | ONESOURCE Income Tax RS ~| pate From: | =
W/F Template: [ ALL ] Feature: | |~ To:[ |E5 [searchp [ Clear X
i wewm =« Type |Date Modified || i |
Status [sprint[[Product = |pue Date [[actil | | [1ncome Tax &S 2/5/2010 2009.022 ONESOURCE Income Tax Int...
. 3.5 WM Group Code Chan... Dev Income Tax RS 1/29/2010 2009.019 ONESOURCE Income Tax - R...
4.0 W All Misc Requirem... Analy | |[1ncome Tax RS~ 1/22/2010 .
(] TAX CALENDAR Crea|||1ncome Tax RS~ 1/15/2010 2009.015 ONESOURCE Income Tax - &...
(] 5.0 W Income Tax RS 1/11/2010 Interim Release Notes v2008.102 1120...
® 5.0 wm Integration of OW... Prod] | ||Income Tax RS~ 1/11/2010 2003.011 ONESOURCE Income Tax BS... s
® 5.0 wm Prod] | ||Income Tax RS~ 1/11/2010 2009.012 ONESOURCE Income Tax - ...
® 12 ONESOURCE - ALL Income Tax RS 12/16/2008 ONESQURCE Income Tax RS Version ...
. 1.0 AUDIT MANAGER Prodi Income Tax RS 12/16/2009 2008.045 INTERIM RELEASE NOTES
. 2.3 ENTITY MANAGER EM 2.3 Release( R... Creaf Income Tax RS 12/16/2009 2008.025 Release Notes - AVAILABLE ...
< . 2.5 ‘ ONESOURCE TAX CMS Enhancemen... Pfﬂf 4 Page of 4 b
I m

deage[ 1 Jof1s b

Applications menu

The Applications menu in the ONESOURCE menu bar shows all products your company owns.
Click a product name to launch that application.

i Solutions | Applications | Add Gadgets | Pages
cHeckpomT /'

Menu | Help | Log Off

ONESOURCE Calg¢ndar )

OHESOURCE EP(ity Manager
ONESOURCEfileRoom %
OMESOURCE WorkFlow Manager

ONESOURCE INCOME TAX
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ONESOURCE" WorkFlow Manager

Solutions menu

The Solutions menu in the ONESOURCE menu bar shows the various categories of products
available from Thomson Reuters. The products you own are shown in bold. Clicking on any other
product name will take you to its Web site for more information.

ON ESOURC E {9 THOMSON REUTERS

Solutions] Applications [ Add Gadgets [ Pages | Menu [ Help [ Log OF

Reuters News | File Room | WorkFlow Manager | Calendar | Income Tax | Entity Manager |

ONESOURCE INCOME TAX Y \ i
ONESOURCE INCOME TAX ONESQOURCE
ONESOURCE Income Tax- RS Version WorkFlo Document Management
ONESOURCE Income Tax Express- RS Version Calendar
ONESOURCE Data Exchange Entity Manager
ONESOURCE Fixed Assets Products your company owns Data Management
ONESOURCE State Apportionment are displayed in bold.
ONESOURCE State Analytics (ONESOURCE PROPERTY TAX Al
eForm RS ONESOURCE PROPERTY TAX
CHECKPOINT al AtlasTax
CHECKPOINT Software

Compliance Services
News and Headlines

Federal Tax ONESOURCE TRUST TAX A

State & Local Tax ONESOURCE TRUST TAX

International Tax

Payroll Tax Trust Tax Services

Pension & Benefits

Software
Accounting, Audit, Corporate Finance Trust 1098
Tools
CPE and Training
ONESQURCE GLOBAL TAX MANAGEMENT Al

Corporate Finance & Accounting
Estate Planning

ONESOQURCE GLOBAL TAX MANAGEMENT

International Tax Expert ]
(ONESOURCE SALES & USE TAX Al
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ONESOURCE" WorkFlow Manager

Options menu

Wherever you are in ONESOURCE WorkFlow Manager, you will see the Options menu in the
upper right corner, near the Actions menu icon.

Logout Michelle Actions @

Drawer: Income Tax = FileRoom | Options

My Preferences
My Work Tasks | Events
Add-Ins
ct Support sdiction W/F Tem| Task

User Documentation  #

Tax Type Year Period Entity Name

Speed Test

My Preferences

Click Options > My Preferences to customize your displays in ONESOURCE WorkFlow
Manager. Check or uncheck the boxes to specify what happens with the navigation pane after a
search, and the default views when you open the application.

My Preferences

D Hide Mavigation Pane After Search
Default Calendar to Events Criteria

Default Calendar to Grid View

| Save | | Cancel |

For more information on customizing grid view, see Configuring the View Areas later in this

user guide.
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ONESOURCE" WorkFlow Manager

Add-Ins

Several Add-Ins support ONESOURCE WorkFlow Manager functionality (e.g., enhancements to
Microsoft Office, Lotus Notes, and Adobe Acrobat).

FileRoom | Options

risd

Each Add-In has a View and Download button. View provides detailed instructions for
downloading the Add-In and configuring your system. Download starts the installation of the
Add-In.

Contact Support

Click Options > Contact Support to obtain the toll-free number for ONESOURCE support.

When the recorded message begins, press 3 for ONESOURCE support, then press 4 for Workflow
Tools.

Contact Support

Phone: 800-227-8329;

Enter 2-4 for options

Click the Email link to access the Product Support form explained earlier in this user guide.

User Documentation

Click Options > User Documentation to open a user guide as a PDF in a separate window.

FileRoom | Options | Logout Michelle
My Preferences Adrinistrators
Add-Ins Calendar
Contact Support DrataFlow
User Documentation  »

Speed Test

WorkFlow Manager
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ONESOURCE" WorkFlow Manager

Speed Test

Administrators will see Speed Test in the Options menu. It tests the upload and download speeds
of your computer.

FileRoom | Options

urisg

Click the Begin Test button. Speed Test will calculate your download and upload speeds, then

display the results.
Begin Test

Upload Speed

2961 9 kbps 5588 kbps

Restart Test !
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ONESOURCE" WorkFlow Manager

Overview

ONESOURCE WorkFlow Manager

The primary component of ONESOURCE WorkFlow Manager is the workflow, which consists of
tasks associated with a work objective.

ONESOURCE WorkFlow Manager integrates corporate or departmental workflows with the tools

of:

needed to administer workflow processes. Represented by the tabs in a folder, a workflow consists

Process tasks

Tax events
Documents
DataFlow requests
Checklists

Notes

Research

Custom forms

ESTIMATED PAYMENT 2008

W/F Template:

WorkFlow Description:
Entity Name:

Entity Number:
Jurisdiction:

ONESQLURCE Income Tax

E

12/31

Federa| and Stats Estimated el
Tax Payments =
MN M-18 =
Animal Planet 3
9398 =
MINNESOTA |

w Tasks

Process Tasks

‘ Events E1" DataFow B Checklists '%E Research 5. Custom Forms

Actions ()

Task Checklist Assigned To Due Date Status Date Completed Instructions Priority
4 obtzin taxable income ... Szndia Douglas Mot Started Medium
#  calculste availsble NOL Sandia Douglas Not Started Medium
4 prepare estimated pay... Szndia Douglas Not Started Medium
2 Review and spprove Sandia Douglas Mot Started Medium
2 Transmit payments Sandia Douglas Mot Started Medium
2 Reflact dates filed on t... Szndia Douglas Mot Started Medium
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ONESOURCE" WorkFlow Manager

Navigation and Views Areas

ONESOURCE WorkFlow Manager opens to the My Work Tasks page. All pages accessed from
the left navigation area (i.e., WorkFlow Browser, Calendar, etc.) display search criteria on the left
and results of those searches on the right.

The Splitter between the two areas lets you collapse or expand the navigation area, allowing for a
larger viewing area when needed.

Navigation Area Views Area
o ‘ - | r:y | 5| | & | @ ‘ 1 ‘| & Dr=wer: Income Tax - Fil=Room | Options | Logeut Michelle QA (03h) Actions @
17 1 .l
WorkFlow Browser

FDLDf:.:(::'l;ERLA = A Tax Type Year Period Entity Name Entity Number Jurisdiction W/F Template Description

ALL ~ w=  FEDERAL INCOME 2006 12/31 T.R. HADEN, INC.... 2564 FEDERAL Federal Income ... 1120 Tax Pre

&  FEDERAL INCOME 2007 12/31 T.R. HADEN, INC.... 2564 FEDERAL Federal Income ... 1120 Consol
TTERIA 4 SALES TAX 2008 7/31 Acme & BRAZIL Federal Income ...
s =4  FEDERAL INCOME 2006 12/31 T.R. HADEN, INC.... 620X010104000... NEW JERSEY Federal Income ...
Entity e w=  FEDERAL INCOME 2006 12/31 ABEX. INC. 620X010104000... NEW JERSEY Federal Income ...

entity number [N * w4  FEDERAL INCOME 2008 6/30 ABEX, INC. 5132 HEW JERSEY Federal Income ... task reminde
sunsdicson [N 4  FEDERAL INCOME 2006 12/21 Mike Co Mc1 TEXAS Federal Income ..
T AL — =4 SEMI ANNUAL 2008 s/31 CYLINDER MANU... 4485 CAYMAN 15L Federal Income ...
GROUECODEICHE ERE &  FEDERAL INCOME 2006 1/31 ABEX. INC. 5132 ALABAMA Federal Income ...
SRR &2  FEDERAL INCOME 2005 6/30 Mike Co Mc1 TEXAS Federal Income ...
Search 4 FEDERAL INCOME 2010 3/31 Animal Planst 999¢ BULGARIA Federal Income ...
@ My Work =4 STATE INCOME 2008 12/31 Animal Planet 9998 BULGARIA Federal Income ...
’J WorkFlow Browser E &2  FEDERAL INCOME 2010 3/31 Animal Planst 9998 BRAZIL Federal Income ...
[& pocuments 4| g¥ FEDERAL INCOME 2011 1/31 Hamburg Cylinders 7004 BRAZIL Federal Income ...
0 DataFlow 4 FEDERAL INCOME 2007 12/31 Hamburg Cylinders 7004 BRAZIL Federal Income ...
= =4  FEDERAL INCOME 2008 12/31 Hamburg Cylinders 7004 ARGENTINA Federal Income ...
G onloiEy &2  FEDERAL INCOME 2010 3/31 Animal Planst 9998 CANADA Federal Income ...
@ ReportsFlow ¥ SALES TAX 2012 7/31 ACME 8 BRAZIL Federal Income ...

Calendar 4  FEDERAL INCOME 2012 /30 ABEX, INC. 5132 HEW JERSEY Federal Income ... task reminde
) Entity Browser =4  FEDERAL INCOME 2012 12/31 HAMBURG CYLIN... 7004 ARGENTINA Federal Income ...

@Ca\endar Setup . .

% Setup 4] AL 4]

J
[l [ [ ][m] Page 1 of 3 (41 items)
v
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ONESOURCE"™ WorkFlow Manager

Navigation area

The application selected in the navigation area is displayed at the
top (shown at right). These links:

*  Represent strategic work areas in ONESOURCE
WorkFlow Manager

*  Provide access to these areas

*  Are the first tier of organization for workflow
processes.

My Work — Displays tasks assigned to the current user. Views can
be configured using search criteria.

WorkFlow Browser — Organizes groups of tasks and related
processes pertaining to workflows. Views can be configured using
search criteria.

Documents — Shows all documents in ONESOURCE WorkFlow
Manager, and provides access to the documentation management

system. Searches can be performed and saved based on the search
criteria.

DataFlow — Displays current DataFlow requests. Views can be
configured using search criteria.

Control Log — Contains the tools to track and log internal task
reviews, and tax authority responses to tax event filings.

ReportsFlow — A repository of standard and custom Calendar
reports, and labels.

Calendar — Displays scheduled events and tasks in calendar view
(by day, week, or month), or grid view.

glusla|ls 8@ nlE s

|¥ snnnpspnnnnnnnnnnnr ¥J

B My Work

FOLDER CRITERIA

Tax Type [anS v
Year ElEE
ENTt I ALL A

WORKFLOW CRITERIA
W/F Template QLIRS

Entity Name -

entity tumber [ ©

Jurisdiction

WorkFlow Type IR

TASK CRITERIA
Due Date

Status

Priority

Assigned To

B Active Tasks Only

Search
] my work
_J WorkFlow Browser
@. Documents
ﬁﬁ DataFlow

“3 Gontrol Log

s Setup

Entity Browser — Displays entities used in ONESOURCE WorkFlow Manager. Inactive entities

may be archived and retrieved for future use.

Calendar Setup — Provides access to management functions for Calendar, including Global
Defaults, Jurisdictions, Authorities, Forms/Addresses, and Event Templates. Setup is restricted to

users with administrator rights.

Setup — Provides access to management functions pertaining to WorkFlow templates, DataFlow
users and FormsFlow templates, security permissions, and reports. Setup is restricted to users

with administrator rights.
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ONESOURCE" WorkFlow Manager

The left navigation area

In ONESOURCE WorkFlow Manager, the icons at the top of the left navigation area correlate to
the links at the bottom of the left navigation area.

—.a|J|B|m|¢|®||ﬁllﬂl%
These icons correlate "o =

to the links below. B Th's spitter

shows/hides the
SCHEDULED EVENTS CRITERIA correlating links.

Saved Searchas

A 3 B3

N,
@@

Event Template
Name

Authority Name

— Search criteria

Address Name

Overall
Responsibility

Assign

Current Due
Date

Lead Date

Status

Priority

Association

[ Save | | Query [ search [ clear | J
[ my work
|_J WorkFlow Browser

@ Documents
. DataFlow
Where you are in .’ﬁli
ONESOURCE  —| < Conirol Log
WorkFlow Manager @ ReportsFlow
Calendar

§) Entity Browser
mcmendar Setup

| & setup

The ONESOURCE Calendar, DataFlow, and Entity Manager user guides are available from
Options > User Documentation in ONESOURCE WorkFlow Manager, or Help > User
Documentation on the ONESOURCE platform.

Setup and administrative functions are found in the administrator guide, which is also available
from Options > User Documentation in ONESOURCE WorkFlow Manager, or Help > User
Documentation on the ONESOURCE platform.

All other applications are covered in this user guide.
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ONESOURCE" WorkFlow Manager

Search criteria

With the exception of ReportsFlow, Calendar Setup, and Setup, the left navigation area

contains search criteria specific to where you are in ONESOURCE WorkFlow Manager. To find
folders, workflows, tasks, group codes, documents, dataflows, scheduled events, or entities, select
one or more field values using the drop-down menus, and lookup and calendar 5 icons.

To use the fields with lookup icons, enter any portion of the name (for example, O* or ONE* for
ONESOURCE)), then click Search. Using this example, all items starting with the letter O, or
names starting with ONE, will be displayed in the grid area.

You can enter a
portion of the
name followed

by an asterisk (*)

Click Search
to have results
displayed in
the grid

Entity ID

Group Coda(s)

Event Template

Name
Authority Name

Address Name

Lead Date
Status
Priority

Associztion

ﬁ My Work

J WaorkFlow Browser
[& pocuments

{3l DataFlow

SN A e

CALENDAR VIEW

Scheduled Events

Draver:

GRID VIEW

Income Tax

FileRoom | Options | Logout Michelle

Search results in grid area

Actions @

i o o o o e o o o

2009 T.R....

.. 3333

... 003

.. 4567

.. 6134

.. 6134

.. 6134

.. 6134

.. 6134

.. 6134

.. 6134

.. 6134

.. 6134

.. 6134

.. 6134

.. 6134

.. 6134

.. 6134

.. 6134

. 4783

6134

TX 05-142
Recale testing-Tax ...
NH DP-14

Exact Date- Monday
Exact Date- 1st Ext...
Exact Date- 2nd Ext...
Exact Date- 3rd Ext...
Exact Date- Bi-mon...
Exact Date- Bi-weekly
Exact Date- Monthly
Exact Date- Selecte...
Exact Date- Semi-=...
Exact Date- Weekly
Exact Date--Thursday
Exact Date-Quarterly
Exact Date-Friday
Exact Date-Saturday
Exact Date-Sunday
AL SalesTx

Excact Date--Tuesday

Year Entity [Entity IL Event Template Na Tax Type

Partnership St. Inc...
Sales & Use Tax
Sales & Use Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Franchise Tax
Sales & Use Tax

Franchise Tax

Event Descrip Jurisdictit Lead Date

TX Partnershi... TX
Racale testing  TX

HH Maals & R...

=
T

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Due Date-Exa...

Addddd I ddddd

Due Date-Exa...

AL Sales Tax

»
z

Due Date-Exa...

o

Current Due Date

5/15/2008
1/1/2008

1/15/2009
1/15/2009
1/15/2008
1/15/2009
1/15/2009
1/15/2008
1/15/2009
1/15/2009
1/15/2009
1/15/2009
1/15/2009
1/15/2009
1/15/2009
1/16/2003
1/17/2009
1/18/2009
1/20/2009

1/20/2009

]

Page 1 of 4 (89 items) |

Selecting more than one field from the search criteria narrows your results. To broaden a search,
select ALL from a drop-down menu, then click Search.

ONESOURCE WorkFlow Manager keeps the values you entered from your last search. Click
Clear to reset drop-down menus, and clear the search fields.

OWM v4.2 user guide
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ONESOURCE" WorkFlow Manager

Association field in Calendar view

The Association drop-down menu lets you search for events based on whether they are assigned
or related to a workflow.

Association

Related

Assigned lets you search for scheduled events assigned to a workflow, including events scheduled
within the Events tab of a workflow, and those assigned to a workflow from Scheduled Event
Profile. These events have a workflow icon @ at the beginning of their rows.

NOTE: Double-clicking on any of these events opens the associated workflow folder to the
Events tab. When the workflow rolls forward, so do the assigned events.

Related lets you search for all events not assigned to a workflow. Double-clicking on any of these
events opens the Scheduled Event Profile. These events have a calendar icon 7 at the
beginning of their rows.
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ONESOURCE" WorkFlow Manager

Views area

The views area contains:

Default views of a ONESOURCE WorkFlow Manager area (for example, My
Work or Entity Browser)

Results of a search

Menus, dialog boxes, and editing tools used to manage workflow processes

Data in the views area appear in a table or grid format.

My Work Tasks | Events
Tax Type Year Period Entity Name Entity Number  Jurisdiction
B FEDERAL INCOME 2006 12/31 ABEX, INC. 5132 ALASKA
B FEDERAL INCOME 2006 12/31 ABEX, INC. 5132 Federal
a FEDERAL INCOME 2006 12/31 ABEX, INC. 5132 Federal
B INTERMATIONAL ... 2009 12/31 KUMAR 9939 CANADA
B INTERMATIONAL ... 2009 12/31 KUMAR 9939 CANADA

NOTE: By default, the left navigation area is collapsed for a larger views area after a search.
Click the splitter to re-display the filter criteria and navigation area.

[ 2008 ONESO

il 2008 ONESO

[T 2008 Trust 5|

[T 2008 Trust 5|

e || ® e oo
Date
Leac oate N @ 2000 oueso

|7 2008 onesol

To change this default and keep the left navigation area expanded after a search, click Options >
My Preferences, then uncheck the box next to Hide Navigation Pane After Search, and click

Save.

My Preferences

D Hide Mavigation Pane After Search

Default Calendar te Events Criteria

Default Calendar to Grid View

| Sawve | | Cancel [

OWM v4.2 user guide
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ONESOURCE" WorkFlow Manager

Configuring the views area

Many functions used to manipulate screen views and data organization are common to the all of
the views areas throughout ONESOURCE WorkFlow Manager.

Expand and collapse view area

To expand and collapse a views area, click the splitter on the left side of views area.

;—c—m‘ﬂrn:—
S g4 FEDER
E g¥  FEDER
: e  FEDER
; e  FEDER
- e  FEDER

Highlight

To select an item for use, click anywhere in the item row. A blue or gray color highlights the row,
indicating that it is the selected item.

g STATE INCOME 2006 12/3t

e STATE INCOME 2008 12/31

Column sort

Click a column header to sort rows in ascending order. Click a second time to change to
descending order. An arrow appears to the right of the column header indicating you are sorting

by that column.
Entity Numbera
2564
2354
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ONESOURCE"™ WorkFlow Manager

Group by

Drag the column header to the white area next to the grid title. Notice the column header becomes
transparent as you drag it.

WorkFlow Browser @

Tax Type Year Period Entity Name

Release the column header and the grid’s contents will be grouped by your selection. Use the plus
(+) sign to expand the group items.

WorkFlow Browser : Entity Name

Tax Type Year Period |Entity Name Er

Entity Name : ABEX, INC.

Entity Name : SOUTHWEST MANUFACTURING

Entity Name : T&C ENTERPRISES

Entity Name : T.R. HADEN, INC. AND SUBSIDIARIES

To remove grouping and return the grid to its original format, drag the column header back to its
original location.

Expand, collapse, or hide columns

To expand or shrink the width of a column in order to see more information, click the gray border
lines of a column header. When the two-headed arrow appears, drag the arrow back and forth to
adjust the column width.

+—
ear ‘ Period

Reorganize column position
To move columns to different orders in the Views area, click and hold a column title, then drag it
to a new position. Red arrows indicate the new location.

¥ (
s Jurisdictio =5

+
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ONESOURCE" WorkFlow Manager

Customize View

To select or hide columns displayed in grid view:

1. From the Actions menu, select Customize View.

Show /Hide Grid Columns

Tax Type Overall Due Date
File Section Description
Decument Type Status
Period Assigned To
Topic/Entity Name Due Date
Topic/Entity Number Last modified by
Jurisdiction Checlked out by
Year Version
Document Date File Size
W/F Creation Date Pages
Period Local File
Overall Responsibility

| save | | cancel |

2. To display a column, check the box next to the column header name. To hide a column,
clear the checkbox.

3. Click Save.

Save Preferences

To save changes (e.g., column format, column width, column order) made to grid view:

1. From the Actions menu, select Save Preferences. A message appears confirming changes

were saved.
Windows Internet Explorer
(-B Your changes have been saved.
2. Click OK.
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ONESOURCE" WorkFlow Manager

Save Preferences For All

(For administrators only) To save changes made to grid view for all users:

1. From the Actions menu, select Save Preferences for All. A dialog box appears.

Confirm.

Notify by email:

Ema

Save

| |

Cancel

¥You are about to change preferences for all users. Please

2. If you want to notify users that preferences have been changed, check the box next to

Notify by email.
3. Click Save.

OWM v4.2 user guide
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ONESOURCE" WorkFlow Manager

Actions menu

An Actions menu is found on most pages in ONESOURCE WorkFlow Manager. Actions menus
are customized for each page, so not all functions are available on all pages.

To access the Actions menu, do one of the following:

* Highlight one or more items, then right-click (this option will be used for
instruction throughout this user guide)

* Highlight one or more items, then click the Actions menu icon in

the upper right corner of the screen

NOTE: If you do not have an item highlighted, only those features that apply to the entire
grid will be available (e.g., exporting the entire grid, customizing the grid view, and saving
preferences).

Applying actions to multiple items

In grid views, you can apply an action to more than one item at a time by holding the Shift key
for contiguous items (see example on left), or the Ctrl key for non-contiguous items (see example
on right), and using the mouse to highlight the items you want to select. Right-click to display the
Actions menu and select an action.

My Work Tasks | Events My Work Tasks | Events

[Fax Type [fear [period Entity Name  [Entity Number  purisdiction W/E Tem [Task Tax Type Year period Entity Name  Entity Number Jurisdiction W/F Ten Task

Click the first item you want to select, hold the Hold the Ctrl key, then click on each item
Shift key, then click the last item you want to you want to select.
select.
OWM v4.2 user guide 35 Copyright © 2010 Thomson Reuters/ONESOURCE

(Last updated June 24, 2010) All Rights Reserved



ONESOURCE" WorkFlow Manager

Common concepts in ONESOURCE WorkFlow Manager

Bold fields

In screens where data is entered, bold fields are required.

Task Properties

| Task:

Assign Toi
Status:

Due Date:
Date Completed:
Priority:

Instructions:

Not Started

8/12/2009

MEDIUM

< [l

0K | | Cancel

Splitter

Click on the splitter to expand and contract the left navigation area (see top left image), the
ONESOURCE dashboard (see bottom left image), and left navigation area links (see image at

right).

AUTHORITY CRITERIA

authority n=me [N

tEeeTEeS

AL

AL

AL

AL

AL

AL

AL

OMESOURCE Calendar

Calendar Sales & Use Tax

TR TR

Directional arrows

W My Work

FOLDER CRITERIA
Product NS

sprint [NAN

WORKFLOW CRITERIA

W/F Template |08 v

Faature
WF Start Date

Author

WorkFlow Type I8

Status RN

priority AN

Assigned To

Active Tasks Only

Search

Use the directional arrows to move forward and back among the pages.

. M | Go to first page

o 1

Go back one page

. ¥ Go forward one page

. d|

Go to last page

OWM v4.2 user guide
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My Work

The My Work default view shows all tasks assigned to the current user. This view can be
configured using the search fields in the left navigation area.

Drawer: Tax - FileRoom | Options | Logout Michelle Gardner Actions @
B My Work My Work Tasks | Events
FOLDER CRITERIA ) ) ) o
Tax Type Year Period Entity Name Entity Number  Jurisdiction W/F Term Task
14 FEDERAL INCOME 2006 12/31 T.R. HADEN, INC... 2564 FEDERAL Federal... Refle
14 FEDERAL INCOME 2006 12/31 T.R. HADEN, INC... 2564 FEDERAL Federal... Obta
14 FEDERAL INCOME 2006 12/31 T.R. HADEN, INC... 2564 FEDERAL Federal... Cala
14 FEDERALINCOME 2006 12/31 T.R. HADEN, INC... 2564 FEDERAL Federal... Prep
En

e
———

e—
TASK CRITERIA

Pl Michelle Gardnes -

M Active Tasks Only

kP

From My Work, you can:

*  View, edit, and track assigned tasks and events
e Enter search criteria to customize the view
e Open the workflow associated with a task

e Navigate to other areas of ONESOURCE WorkFlow Manager

You can access tasks and events from My Work and a workflow folder.

OWM v4.2 user guide 37

Copyright © 2010 Thomson Reuters/ONESOURCE
(Last updated June 24, 2010)

All Rights Reserved



ONESOURCE" WorkFlow Manager

Accessing tasks and events in My Work

My Work defaults to Tasks.

My World Tasks | Events

Tax Type Year Period Entity Name Entity Numbert  [Jurisdictior
B FEDERAL INCOME 2006 12/21 TRACTOR SALES, ... 4730 FEDERAL
B FEDERAL INCOME 2008 12/31 ABEX, INC. 5132 ALASKA,
B FEDERAL INCOME 2008 12/31 ABEX, INC. 5132 Federal
£} FEDERAL INCOME 2008 12/31 ABEX, INC. 5132 Federal

To see events in My Work, click Events in the header area.

My Work Tasks | Events

Tax Type Year Period Entity Name

[T monthly sau Tax 2008

TRACTOR SALES,... 4783
[T  estimated Paym... 2008 TRACTOR SALES,... 4783
[T  Monthly seU Tax 2008 TRACTOR SALES,... 4789

Entity Number Durisdiction

Accessing tasks and events in a workflow folder

A workflow folder defaults to the Tasks tab when it is opened.

@ Tasks.

Actions ()
Process Tasks
Task Checklist Assigned To Due Date Status Date Completed Instructions Priority
@ obtain taxable income ... Sandia Douglas Hot Started Medium
To see events in a workflow folder, click the Events tab.
. Custom Forms
Actions (2)

Tax Events - Assigned : 1 | Related : 0

Event Due Date | Authority Form Type Assigned To Lead Date

& NH1120-ES 12/15/2009 New Hzmpshire ...

Overall Responsibilil Status

Date Completed Check Number  Overpaym|

Hot Started
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Event icons

Icons to the left of each row in the My Work Events grid area indicate:

€* Events assigned to a specific workflow. Double-clicking on these events opens the
workflow in a separate window.

@ Events not assigned to a specific workflow. Double-clicking on these events opens the
Scheduled Event Profile.

If a high- or low-priority level is assigned to an event, the icons will have a red exclamation point
or a blue down arrow.

8 | ¥ The red exclamation point indicates that an event assigned to a workflow or a
scheduled event is marked as “High” in the Priority field of the Scheduled Event
Profile.

G J The blue down arrow indicates that an event assigned to a workflow or a scheduled
event is marked as “Low” in the Priority field of the Scheduled Event Profile.

Tasks in grid view

All tasks in ONESOURCE WorkFlow Manager are displayed in grid view. You can sort tasks in
ascending or descending order by clicking on a column header. For example, clicking on Due
Date will sort all tasks in chronological order (earliest to latest; tasks without due dates are listed
first). Clicking Due Date again will sort all tasks in reverse chronological order (latest to earliest;
tasks without due dates are listed last).

NOTE: See the previous section for information on using the search criteria and directional
arrows.

Task icons

The pen-and-paper icon 2 represents tasks in ONESOURCE WorkFlow Manager.

As with events, if a high- or low-priority level is assigned to a task, the icon will have a red
exclamation point 4 or a blue down arrow ¥ .
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Bold indicators

A bold font in the My Work grid indicates that a task has not been opened. When the assigned

user opens the task, it will be displayed in normal font in the grid. Tasks for other users remain
bold if they are opened by someone other than the assigned user.

My Work Tasks | Events

Tax Type

7 rFeDeraL micowmE

Year

|#  FeDERALINCOME 2006

2006

Period Entity Name
12/31 T.R. HADEN, INC...
12/31 T.R. HADEN, INC....

Viewing the tasks of other users

To see the tasks assigned to other users:

1. In Task Criteria, click the arrow next to Assigned To.

TASK CRITERIA

oue oat= [ =

Status [INE

Pricrity [aiuN

Assigned To

Lynn Ballzi

Active Tasks Only

2. Select a name, All, or Unassigned.

Click Search.

Active and inactive tasks

By default, only active tasks are displayed in ONESOURCE WorkFlow Manager. To see active
and inactive tasks in the views area, uncheck the Active Tasks Only box.

TASK CRITERIA

Due Date
Status

Priority

Assigned To

B Active Tasks Only
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Opening associated workflows
To see workflows associated with the current folder, click the splitter on the left side of the screen.

W/F Template: Federal Income Tax Returns A
WorkFlow Description: 1120 Tax Preparation =1
T.R. HADEN, INC. AND

Entity Name:

SUBSIDIARIES =
Entity Number: 2564
Juri. il FEDERAL ]

G (T T G (Y

Process Tasks

Task Checklist Assigned To Due Date Status
a Obtain trial balance data Mzry Lincaln 2/28/2007 Complet:
u Reconcile trial balance ... Mary Lincoln 5/30/2007 Complet:
|E] Import trial balance dat... Mary Lincoln 8/29/2007 Complet
|E] Prepare reclass and tax... Mary Lincoln 8/29/2007 Complet:
e Impaort or input adjust... Mzry Lincaln 2/25/2007 Complet:
e Prepare tax return Mary Lincoln 9/3/2007 Complet
u Prepare checklist Avsilable Walter Johnson S/4/2007 Complet:
|E ] Review and =pprove Walter Johnsan 5/12/2007 Complet:
I File return with the IRS Walter Johnsan 9/15/2007 In Pragre
w Reflect dates filed an t... Scott Booth S/20/2007 Not Start
u Review provision to ret... Walter Johnson Not Start

FEDERAL INCOME 2006 12/31

Federal Income Tax

@ FEDERAL INCOME 2006 12/3 W/F Template: ~
Returns =1
~ WorkFlow 1120 Tax
A | Desc Progres| Entity Name | Enti —, Description: Preparation

ity Hames ToR. HADEM, INC.
MRENSMET AND SUBSIDIARIES M|

[z} W/F Template : Betty Dynamic Parallel

Betty D... = Animal Planst 9931
o . tast32088 123 Actions (¢

[z} W/F Template : Betty Dynamic Serial Process Tasks

o BettyD.. eees Acme 8
& osewyo.. - AP — Task Checklist Assigned To Due Date Status Date Com
=) W/F Template : Betty Serial lﬂ Obtain trial balance data Mary Linceln 2/28/2007 Completed 3/12/2008
[ . b 14 Reconcile trisl balancs ... Mary Lincoln 5/30/2007 Completed 3/12/2008
[z} W/F Template : Cache1 14 1mport trial balence dat... Mary Lincaln 8/29/2007 Completed 3/12/2008
o . COMNSERVE, INC. 546! 4 erepare reclass and tax... Mary Lincaln 8/23/2007 Completed 3/12/2008
=] W/F Template : Documents 1 1mport or input adjust... Mary Lincoln 8/29/2007 Complatad 3/12/2008
B miastl . A-GERMANY A1z 14 erepare tax return Mary Lincaln s/3/2007 Completed 3/12/2008
5 W/F Template : Federal and State Estimate & erepare chackiist Available Walker Johnson 5/4/2007 Complated 3/12/2008
= T.R. HADEN, INC. 1A Reviewand approve Walter Johnsen /12/2007 Completed 3/12/2008
Estima.. 't AND 258
SUBSIDIARIES [ File return vith the 185 Walker Johnson 5/15/2007 In Progress
=) W/F Template : Federal and/or State Exter 14 Reflect dotes filed on t... Scott Booth 5/20/2007 Nt Started
& e T.R. HADEN, INC. asel | & Review provision to ret... Walter Johnson Not Started
ensi.., e 3

AND
SUBSIDIARIES

Double-click on a task in the left navigation area to open the workflow to which it is assigned.
The workflow opens on the right side of the current screen.

NOTE: Workflow folders are explained in the next chapter.
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WorkFlow Tasks and Events

Tasks and Events overview

Tasks and events are components of a workflow. There can be many tasks in a workflow, and
many workflows may be required for a single tax process. Each task and event within a workflow
must be completed in order to satisfy the workflow criteria.

Process tasks

Process tasks are user-defined to fit an existing corporate workflow, and include such
responsibilities as reviews and data gathering. Process tasks are created as part of a workflow
template. Tasks in static workflows cannot be changed. Tasks in dynamic workflows can be
modified.

Process tasks:

*  Are created by authorized users as part of internal work processes
*  Are assigned by managers to individuals and groups
e Include user-defined due dates

»  Typically require approval and signatures upon completion

Tax events

Events are created in ONESOURCE WorkFlow Manager’s Calendar application. Steps for
scheduling and modifying events can be found in the Calendar user guide.

Tax events are processes that must be completed to satisfy external obligations, such as filing
extensions and tax returns. ONESOURCE WorkFlow Manager preloads and maintains tax event
descriptions and due date schedules. They also:

*  Are added to workflows by authorized users
*  Fulfill requirements defined by taxing authorities

* Have due dates determined by taxing jurisdictions

Tasks and events can be accessed from My Work, and the Tasks and Events tabs in a workflow
folder.
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Tasks Actions menu

Route Task

When you complete a task in a serial workflow, you can route it to the person responsible for the
next task in the checklist.

NOTE: This command is not available in the parallel workflow Actions menu.

1. Highlight the task, then select Route Task from the Actions menu.

2. Enter relevant information in the fields.

E% Route WorkFlow
Current Task
Task: IResea rch new forms B
Task Status: | Completed v|
Next Task
Task: | Collect forms w |
Assign Tot | Brian v|
Notify by email:
Netify CC email: Ol E]
More Routing Options .;)
Task Status: | Ld |
Cue Date: I @
Priority: | Medium v|
Instructions: I
| Route | | Cancel |

3. Click Route. The task will now appear in the recipient’s My Work Tasks.

TIP: Check the box next to Notify by email to have notification sent to the next assigned user(s)
when tasks are completed in serial workflows. The notification contains workflow and/or task
information, and a hyperlink to the workflow folder.

Change Status

To change the status of one or more tasks:

1. Select the tasks for which you want to change the status.
2. Right-click, then select Change Status from the Actions menu.

3. Select a new status from the fly-out menu.

NOTE: Status categories can be configured by your administrator.

Copyright © 2010 Thomson Reuters/ONESOURCE
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If Completed is selected, the Complete Task(s) dialog box opens.

Complete Task(s)

You are about to mark task(s) as complete. Please confirm.

Notify: | | B

[ 1] 4 ] [ Cancel ]

1. To notify another user, check the box next to Notify.
2. Click the icon to the right of the field to display a list of users.
3. Check the box next to the users to be notified, then click OK.
4. Click Save. E-mail notification will be sent automatically.
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Task Properties

To update task properties:

1. Select one or more tasks to update.

2. From the Actions menu, select Task Properties.

3. Use the drop-down menus and calendar icons to enter new information.

4. Click OK.

Task Properties

Task: IOI:rtain trial balance data

Assign To: | UNASSIGNED Il
Status: | Mot Started i
Due Date: |2/28/2007 =
Date Completed: I E
Priority: | Medium e |
Instructions: =
| 0K [ | Cancel [

NOTE: If you type anything in the Instructions field, a pencil icon will appear in the Instructions
column of the task grid. Hover over the icon to see the text.

Instructions Due Date Status
Complete
Mot Starte:
P Not Starter

Bl d e

Complete all emailed Forms First, then proceed with -
updates,
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Task Properties: Status

The Status drop-down menu is a managed list. To add or delete list values for task status:

1. From the Status drop-down menu, select Managed List.

Task Properties

Task: IOI:rtElin trial balance data

Assign To: | UNASSIGNED o
=
Status: | Mot Started hd
Due Date: [Not Started

In Progress
Reassigned
On Hold
Priority: |Cemplsts

Date Completed:

=Manage List>

Instructions:

| 0K | | Cancel |

2. Click Add, type a new status name in the text box, then press Enter.

List Management - Task Status

List Value
Mot Started

In Progress

On Hold

D6

Complete

IReassigned

(O Alphabetical & Logical

| 0K || Ccancel | I Add ' | Delete |

3. To re-order the task status list, highlight a list value, then use the up and down arrows on
the right to move the status to a new location in the list. Or, click the radio button next to
Alphabetical to sort the list values in ascending order.

4. Click OK to close the List Management - Task Status screen.
5. Click OK to close the Task Properties screen.

To delete a list value:

1. Highlight a list value, then click Delete.
2. Click OK to close the List Management - Task Status screen.
3. Click OK to close the Task Properties screen.
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Task History

To view the history of a task:

1. Select a task.

2. From the Actions menu, select Task History.

Task History for Review and approve

Actions ()
Updated By Updated On Action Assigned To Due Date Status Priority Instructions Date Completed
11/28/2007 02:56:42 PM CREATE Not Started Medium
01/08/2008 01:33:36 PM UPDATE Not Started Medium
01/08/2008 01:33:55 PM COMPLETE Complete Medium 01/08/2008
01/09/2008 11:53:37 AM COMPLETE Complate Medium 08/06/2007
01/09/2008 11:57:24 AM COMPLETE Complete Medium

09/03/2007
01/09/2008 12:04:06 PM COMPLETE

s [l

Complate Medium 08/24/2007

Page 1 of 1 (6 items)

3. Click OK when you are finished.

Follow-up Flag
This action is only available in My Work, not the workflow folder. To add a follow-up flag:

1. Select a task.

2. From the Actions menu, select Follow-up Flag. Or scroll to the flag column in the views
area and click in the column for the task to which you want to add a follow-up flag.

Descriptio | 1 Windows Internet Explorer
Proformz... ¥ ' E Follows up Flag has been set For the selected taskis).
Proforma...
{ Lok |
Proforma...

Clear Follow-up Flag

This action is only available in My Work, not the workflow folder. To clear a follow-up flag:
1. Select a task.
From the Actions menu, select Clear Follow-up Flag. Or scroll to the flag column in the

views area and click in the column for the task to which you want to clear a follow-up
flag.

Windows Internet Explorer

1 : Follovs up Flag has been deared For the selected baskis),

ok
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Reset Checklist

Reset Checklist is available in the Actions menu in My Work Tasks and the Tasks tab of a
workflow folder. This action impacts the checklists for the selected tasks.

1. Select one or more tasks.
2. Right-click, then select Reset Checklist from the Actions menu.
A dialog box appears confirming that you want to reset the selected checklists. Click OK.

Windows Internet Explorer

5\ ? ) Resetting the selected checklist(s) will change the status of all Checklist items to Blank, Are vwou sure you want ko proceed?

L QF, J[ Cancel ]

NOTE: Resetting a checklist changes its status to blank in the Checklist tab of a workflow folder.

JE Documents | 17 patafow ] Creckists | N Notes s Cusiom Forms

[ Prepare Checklist

Status B
Yes|No|NA CheckList Item Comment Updated On Updated By

=] \ 1. General Information & Considerations

Actions (U

Al 2. Have the permanent file and prior year return been
reviswed?
b. Were appropriate inquires made to determine if zny
""reportable transactions"" exist?
€. Have the amounts for travel, entertainment & gifts
been substantisted?

Reset Current Checklist

Reset Current Checklist is available in the Actions menu in the Checklist tab of a workflow
folder. This action ensures that the most up-to-date checklist is associated with the task, it checks
whether or not a checklist is required for the task, and reverts the task status to blank.

NOTE: Reset Current Checklist is not available for completed tasks or locked workflows.
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Export

To export a task list to Excel:

1. Right-click on a task, then select Export from the Actions menu.

File Download

Do you want to open or save this file?

@ Mame: MYWORKTASKS_0000000012_2009031601 3624, 05y
4, Type: Microsoft OFfice Excel Comma Separated Yalues Fil. ..
From:  warkflow,onesourcetas:, com

[ Open ][ Save ]L Cancel J

= ‘While files from the Intermet can be uzeful, some filez can potentially
harm your computer. If you do not trust the source, do not open or
zave thig file. What's the nigk?

2. Choose one of the following options:

Open the file as an Excel workbook and edit as needed. To save the workbook, perform
the OWM Excel save function.

Save the file without opening it as an Excel workbook. You will be prompted to browse
for a location to store the file.

Open ONESOURCE Income Tax

You must have proper permission for ONESOURCE Income Tax to see this option in the Actions
menu and to launch this application.
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Events Actions menu

Change Status

To change the status of one or more events:

1. Select the events for which you want to change the status.
2. Right-click, then select Change Status from the Actions menu.

3. Select a new status from the fly-out menu.

NOTE: Status categories can be added, edited, and deleted by your administrator.

If Completed is selected, the Mark Event Complete dialog box opens.

Mark Event Complete

You are about to mark Event(s) as complete. Please Confirm.

1. To notify another, check the box next to Notify.
2. Click the icon to the right of the field to display a list of users.

3. Select the user to be notified, then click OK. E-mail notification will be sent
automatically.

NOTE: For information on the remaining items in the Actions menu, click Options > Help, and
refer to the ONESOURCE Calendar user guide. Use the bookmarks in the PDF file to quickly
locate the Calendar section of the consolidated user guide.
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Task actions unique to dynamic workflows

Dynamic workflows allow administrators and users with proper permissions to make adjustments
to process tasks after initial setup. Because these functions apply to the entire workflow, they can
only be made from the workflow folder, not from My Work.

Add workflow task

To add a new task to the workflow:

1. From the Tasks tab in a workflow folder, right-click on a task, then select Add
WorkFlow Task from the Actions menu.

Add WorkFlow Task
Task:
Assign To: | UNASSIGHED v|
Lead Days:
Status: | Not Started v|
Due Dats: | =
Priority: | High ]
Instructions:
MNotify by email: D
Netify o€ email [ B
l 0K ] [ Cancel ]

2. Task is the only required field. Complete the other fields as needed.
Check Notify by email to alert the Assign To user of this new task.

4. To notify others of this new task, check Notify CC email, then click the icon to the right
of this field.

5. Select one or more recipients from the list, then click Save.

6. Click OK to add this workflow task.
Edit workflow task
To edit an existing task in the workflow:

1. From the Tasks tab in a workflow folder, right-click on a task, then select Edit
WorkFlow Task from the Actions menu.

Edit WorkFlow Task

Task: |Send DataFlow Request
Assign To: | UNASSIGNED Vl
Le=d Days:
Status: | Complete ~|
Due Date: @
Pricrity: | Medium 7‘
Instructions:

Metify by email: |:|

Notify €C email: [ E]

[ 0K | [ cancel
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2. Task is the only required field. Complete the other fields as needed.
Check Notify by email to alert the Assign To user of this new task.
4. To notify others of this new task, check Notify CC email, then click the icon to the right

of this field.
5. Select one or more recipients from the list, then click Save.
6. Click OK.

Delete workflow task

To delete a task from a workflow:

1. From the Tasks tab in a workflow folder, right-click on a task, then select Delete
WorkFlow Task from the Actions menu.

2. A dialog box appears confirming that you want to delete the selected task(s).

Windows Internet Explorer, |X

\ ? ) ‘¥ou are about to delete the selected kask. Are you sure?

L QK J[ Cancel ]

3. Click OK.

Re-order workflow task

To re-order tasks in a workflow:

1. From the Tasks tab in a workflow folder, right-click on a task, then select Re-order
WorkFlow Task from the Actions menu.

2. From the Re-order WorkFlow Task screen, highlight a task, then click the up or down
arrow to move it to a new position.

Re-order WorkFlow Task

Task
Establish timeline

a4k 4k

Submit requirements

| Save | | Cancel |

3. Click Save.
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Workflows and Workflow Browser

Workflow folder overview

Workflow folders display information in logical categories based on predetermined workflow
processes. Workflow folders:

* Are configured according to existing corporate workflows.

*  Group workflows according to departmental work structure, such as Income,
Planning, or Provisions.

* Incorporate a second tier of organization through workflow categories, such as
Audit, State, or Federal.

* Provide access to all tasks and events, documents, DataFlow requests, checklists,
and notes associated with a workflow.

*  Enable quick access to all workflows within the folder.

Understanding workflow types

ONESOURCE WorkFlow Manager recognizes that process tasks can be concurrent or sequential.
When workflows are created, administrators and users with proper permissions decide if it will
be:

»  Parallel: various tasks can be performed simultaneously by multiple users.

»  Serial: one task depends on the completion of a previous task.

Administrators and users with proper permissions have the option of making the workflow:

e Static: tasks cannot be added after the workflow is implemented.

* Dynamic: tasks can be added, deleted, or edited by authorized users.

Dynamic workflows are referred to as Dynamic Parallel or Dynamic Serial.

Functions in workflows change depending upon the type created. You cannot change the type of
workflow once it is in use; a new workflow must be created instead.
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Working with workflow folders

Accessing workflow folders

To access workflow folders in ONESOURCE WorkFlow Manager:

1. Click WorkFlow Browser in the left navigation area. All workflows in the specified
drawer are displayed.

B My Work
FOLDER CRITERIA

Period [GIRN

WORKFLOW CRITERIA

entity name [N . ©
entity number [ . ©

WorkTTow Type
TASK CRITERIA
EI=[S"E NOT COMPLETE
Priority
Assignad To [[RGUE=EIEY

Active Tasks Only

search
o my work

|| WorkFlow Browser |

@, Documents
{3l DataFlow

2. Double-click a workflow to open it in a new window.

FEDERAL INCOME 2006 12/31

‘WorkFlow

@ FEDERAL INCOME 2006 12/3 Wi/ Process: [egeral e

WorkFlow

3 | Desc | Progres Entity Name | Entity | Description:
. T.

Entity Name: -

Exte

R, HADEN, INC.
ND SUBSIDIARIES M)

[ W/F Process : Canadian Return

(=) W/F Process : Federal and State Estil Ta ions @
T.R. HADEH, INC,

R - AiD 2564
SUBSIDIARIES Process Tasks
(=) W/F Process : Federal and/ or State Extensior
Task Assigned To Due Date Status Date Completed
2 Obtain trizl balznes dats 2/28/2007 Complete 2/28/2007
(=) W/F Process : Federal Income Tax Returns 2 Determine book / tax adju... Tracey Smith 3/13/2007 Complete 3/8/2007
T.R. HADEH, IHC.
& e AHD 2564 =) Apaly tex attributes 3/13/2007 Comalete 3/9/2007
SUBSIDIARIES @ brepare axs /132007 Complate 24572007
> T.R. HADEN, INC
o 2384 Review and approve In Brograss
S estoisnies ) i =
T.R. HADEH, NG, IEj
& Form . AHD 2564
SUBSIDIARIES Ic] Reflect dates filed on tax c. Complets 3/16/2007
(2 W/F Process : Federal Income Tax Returns(Pr
B4 Profor..  seeer ABEX, INC. 5132
_____ SOUTHWEST
& profor MANUFACTURING 9%

(=) W/F Process : Training
ABEX, INC. 5132

[Z) W/F Process : Training Dynamic

. TaC
< Gierpuises 2%

E] e ABEX IHC. si32

NOTE: You can also double-click an item in My Work Tasks to open the corresponding
workflow folder. If it is a parallel workflow, the selected task event will have a blue highlight
(shown above). If it is a serial workflow, the selected task will be bold and have a blue highlight.
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Understanding the workflow folder view

Folder Area

Views Area

WorkFlow

@ FEDERAL INCOME 2006 12/3

s Desc | Progres Entity Name | Entity |

(=] W/F Process : Canadian Return
£ Testing

] W/F Process : Federal and State
T-R. HADEN, INC.

ABEX, INC. s132

Tz

Estima.. terer 554

AND
SUESIDIARIES

F Process : Federal and/or State Extensior

FEDERAL INCOME 2006 12/31

w Tasks

Faderal and/or State A

W/F Process: [y o2 20

P
i
3

i

: T:Re HADEN, INC.
* AND SUBSIDIARIES

<

Process Tasks

Task Assigned To

Obtain trial balance data
Datermine book / tax adju...
Apply tax sttributas
Prepare extensions

Review and spprove

Reflact dates filad on tax c.

CIENm =

Tracey Smith ©

&1 patarow B cnecasts P8 rosoarcn
Actions ()

2

=] W/F Process : Federal Income Tax Returns B

R e B

T8, HADEN, MG, e

2 SlEstonaes = o
T.R. HADEN, INC. L

& o SUesiotEs [F]

(] W/F Process : Federal Income Tax Returns(Pr

B Profor..  seees ABEX, THC. 5132
_____ SOUTHWEST

& erofor.. HANUFACTURING 5231
(=] W/F Process : Training

- ABEX, INC. 5132
(=] W/F Process : Training Dynamic

TsC
2 mererises  223*
= AEEX, IHC. si3z

Due Date Status Date Completed
2/28/2007 Complate 2/28/2007
3/13/2007 Complete 3/9/2007
3/13/2007 Complate 3732007
3/13/2007 Complete 3/9/2007

In Progress

Complate 3/18/2007

A workflow folder contains:

(A) The name of the folder containing the workflow, unique to each drawer.

(B) A description of the workflow. If needed, use the scroll bar to see all of the information.

(C) Tasks associated with the workflow.

(D) Tabs for the various sections of the workflow.

(E) Workflows contained in the folder, including the current one (highlighted above).

In serial workflows, the folder also includes:

STATE INCOME 2006 12/31

W/F Template: Test Serial .
WorkFlow Description: Sarial Dynamic Active Task
Entity Name: Mike Co Task Name: Step Three
Entity Number: MC1 Assigned To:
Jurisdiction: TEXAS Due Date:
Due Date: Priority: Medium

w Tasks

Process Tasks

=4S ROUTE
=N WORKFLOW

(T (T G (T (ST (T

OMESOURCE Income Tax

Instructions

Actions @

(F) Information regarding the active task in the current workflow.

(G) Instructions for assigned users.
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Folder side of the workflow folder

Click the splitter to expand the left side of the workflow screen and display information about
the workflow folder and its contents. The folder uses column headers to organize workflow
information.

Workflow @ FEDERAL INCOME 2006 12/3
folder name

~|
£ W/F Des Progres Entity Name Entiz,

=] W/F Template : Canadian Return

e Testing - ABEX, INC. 513!
Workflow
=] W/F Template : Document workflow
folders e . FMA Enginesring .o,

23

=] W/F Template : Federal and State Estimate

Selected workflow

=] W/F Template : Federal and/or State Exter
T.R. HADEN, INC.

e Extensi.._ " AND 256
. . / SUBSIDIARIES
Progress indicators —= srer ABEX, COMPANY 513:

=] W/F Template : Federal Income Tax Return

T.R. HADEN, INC.
e e AND 256
SUBSIDIARIES

-
Click the splitter to show or hide these folders

Like other views in ONESOURCE WorkFlow Manager, you can adjust column width for easier
viewing.

NOTE: Progress indicators show the state of completion for the workflow. More dots indicate
more progress. All green means the task is completed.
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Actions menus for workflows

Administrative functions pertaining to workflows are accessed through Actions menus.

NOTE: Route WorkFlow and Routing History are unique to serial workflows.

Actions menu in a workflow folder

To access the Actions menu in a workflow folder, right-click on a workflow, or click the Actions

menu icon.

Ay Desc Progres Entity Name

=] W/F Template : Federal and State Estimated 1

I @ STATE INCOME 2006 12/31 -

Entity

=

=] W/F Template :

Federal Income Tax Returns

ASD1ie

=

=] W/F Template :

=] W/F Template :

Regular Serial

e Abex 5.
e
i? Combi...

= oowMmt..
e testz

=] W/F Template :

e Serial ...

5558

Preferences for all

NOTE: Administrator rights may be required for some actions in workflows and workflow
folders. If the menu option is not associated with a particular item (e.g., New Workflow,
Customize View, Save Preferences, Save Preferences for All), an item does not have to be

selected.
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Actions menu in the WorkFlow Browser

To access the Actions menu from Workflow Browser, right-click on a workflow, or click the
Actions menu icon.

WorkFlow Browser

L

Tax Type Year

STATE INCOME 2006

Mew Folder

CE Incorne Tax

LR R &

Editing multiple workflows

In WorkFlow Browser, some menu options allow you to edit more than one workflow at a time.

1. Press Ctrl when selecting more than one workflow.

2. Right-click, then select an item from the Actions menu.

NOTE: Options that do not support multiple workflow editing are grayed out on the menu.
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Workflow actions

The following actions are related to workflows. Unless otherwise noted, they are available on
Actions menus in a workflow folder and in WorkFlow Browser.

New workflow

To add a new workflow:

1. Right-click on a workflow in the folder area, then select New WorkFlow from the
Actions menu.

New WorkFlow

=

Betty Dvnamic Paralla|

W/F Template

Entity Name

Entity Number

Due Date

BYY%Y

|
|
|
Jurisdiction |
|
|

Workflow Description

|  save | | cancel |

2. Enter criteria for the new workflow. Bold fields are required.

3. Click Save.

NOTE: In fields with a lookup icon, you can enter all or part of the name or number, then click
the magnifying glass to narrow the selections to those that match your specified values.
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Roll Forward

NOTE: This action is only available from the workflow folder, not WorkFlow Browser.

Roll Forward allows you to roll information from one workflow folder to another. One or more
folders can be rolled forward at one time. This function is particularly useful for transferring
information from one tax year to the next.

To roll forward a folder:

1. Right-click on a workflow in the folder area, then select Roll Forward from the Actions
menu.

i FEDERAL 2008 12/31
Folder

(=) W/F Template : Fed Estimated Payment
AEP

= test . - HVE
con

Z) W/F Template : Federal Consolidated Tax R
L AEP CONSOL AEP

2) W/F Template : Federal Entity Tax Return

w Tasks

Process Tasks

@ FEDERAL 2008 12/31 W/ Template: Federal Entity Tax (& | active Task el = Instructions
A WorkFlow Federal Entity Tax |5 sk Hame. Finslize Inc & Exp (v
A | W/F Des Progres| Group Enti— Description: Return Preparation - © TEES)
Group: - Assigned To: Jeff Ward
AEP DELAWARE ~ Dus Date: 5/27/2009
o Priority: Medium

(R T (T O T

Actions @

Task Checkdist Assigned To | Due Date Status Date Completed Instructions Priority
Prapare Inc & Exp David Hodgson  5/1/2009 Complate 6/9/2009 Medium
Check Inc & Exp... David Hodgsen 5/13/2009 Complete 6/9/2009 Medium
Finalize Inc & E... Jeff Ward 5/27/2000 Complete 6/23/2000 Medium
Prepare Depr (w... Not Started Medium
Finalize Depr (v.. Not Started Madium

To roll forward information from one folder, select Current Folder. To roll forward
information from the multiple folders, select Multiple Folders.

In Step 1 of the Roll Forward wizard, use the New Folder Value drop-down menus to
select values for Tax Type, Year, and Period.

L:j;jl_j Roll-Forward Folder (%]

Map Folder Fields (Step 1 of 4)
Choose the properties for the new falder.

Current Folder Value(s) New Folder Value

[ 5TATE InCOME -

Tax Type ISTATE INCOME
Year IZDDE [2008 v
Period IlZfSl [12/31 v
Next=> | | Cancel
3. Click Next.
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4. In Step 2 of the Roll Forward wizard, choose the workflow template to which you will
roll your existing workflows.

WD Roll-Forward Folder

Map WorkFlow Template (Step 2 of 4)

Choose the workflow template to roll your existing workflows into. Typically, the same workflow template should be selectad.
You may choose a different workflow template if, for example. the existing workflow template was disabled and replaced with a

new one.

Current WorkFlow Template

|[Federal Income Tax Returns

[State Income Tax Returns

New WorkFlow Template Workflow Tasks™
| Federal 1ncome Tax Returns v
| State Income Tax Returns v ‘

|Federal and State Estimated Tax Payr

| Federal and State Estimated Tax ¥

[Test serial

[ Test serial

]

[Regular Serial

*The WorkFlow Tasks checkbox determines whether the tasks will roll forward as they currently are in the workflow including
changes that have been made, or revert the tasks to those currently in the WorkFlow Template.

Check the box if you wish tasks to remain as they are in the workflow. Leave the box unchecked recerts tasks to the template.

[Regular serial

v

<< Previous | |

Next>> |

| cancel |

NOTE: If you opt to roll forward multiple folders, a list of folders appears. Select the folders to
roll forward, and continue with the process.

5. Click Next.

6. In Step 3 of the Roll Forward wizard, choose the folder components to be rolled forward.

E}SﬁD Roll-Forward Folder

Other Options (Step 3 of 4)

Choose the other folder compenents to be rolled-forward.

©

Increment Workflow due dates by No Change

w

[#] Tax Events (and proparties)
RollForward Extended Events
RollFarward Scheduled Events Notes
RollForward Assignments
RollForward User Defined Fislds

Increment Brocess Task dus dates by | Mo Change

Task Instructions
Keep pre-sssigned users from Current Tasks
[notes
Resolutions, 'closed' flags
[ oocuments (2nd properties)
Increment Document due dates by | o Chanoe

[Jresearch keywords

< Previnus\ |Next>> |

| Cancel |

7. Click Next.
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8. In Step 4 of the Roll Forward wizard, provide the e-mail addresses of users who should
be notified of this roll forward process.

Roll-Forward Folder

Confirm and Notify (Step 4 of 4)

Provide email addresses of users you would like to notify about this process and dick Finish to complete the Roll-Forward.

Notify Me: michelle.gardner@thomsonreuters.com

Notify Other Users: |

(separate e-mail addresses with commas)

[<< Previous | [ Finish | [ Cancel |

9. Click Finish.

NOTE: In order to keep your system functioning at maximum capacity, Roll Forward is
performed as an overnight process. E-mail notifications are sent after the process is complete.
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Workflow Properties

To edit workflow properties:

1. Right-click on a workflow in the folder area, then select Workflow Properties from the
Actions menu.

WorkFlow Properties

W/F Template IFederal and State Estimated Tax Payments

=

Entity Name |ASYEDO16 ye,
Entity Number [A5016 e
Jurisdiction [MINNESOTA V-
Cue Date I @

Workflow Description I

| Save [ | Cancel |

2. Update the information. Bold fields are required.
3. Click Save.

Delete a workflow

To delete a workflow:

1. Right-click on a workflow in the folder area, then select Delete WorkFlow from the
Actions menu.

Windows Internet Explorer

\ ? ) Do you want ko delete the Folder workflows)?

L Ok J[ Cancel J

2. Click OK to delete the workflow.
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Manage Links

NOTE: This action is only available from a workflow folder, not WorkFlow Browser.

Links to Internet resources can be added to workflows. When included, they are located in the
workflow information tab, beneath the workflow name and description.

¥R 2009
Jurisdiction: ALABAMA Ll
W/F Creation Date: 06/10/2009 B
Period: 1/31
Owerall §|
coopcibilite. —
I Resource Link: ONESOURCE | |

To add links to a workflow:

1. Right-click on a workflow in the folder area, then select Manage Links from the Actions
menu.

@ STATE INCOME 2006 12/31

oy Desc Progres| Entity Name Entity

=] W/F Template : Federal and State Estimated 1

=] W/F Template :
=

=] W/F Template :
) TestR..
=] W/F Template :

e Abax 5...

=~

e Combi...

e owMt..
i testz

=] W/F Template : Test Serial
e Serial ...  weers Mike Co MC1
= - Mike Co MC1

2.  From the WorkFlow Links Actions menu, select Add Link.

WorkFlow Links

Add Link

Link Title

Save | | Cancel |
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3. Enter a URL in the Link field, and a name in the Title field. The name you enter appears

as the hyperlink.

Link

WorkFlow Links

Actions @

Title

Save

| ‘ Cancel |

4. Click Save.

To edit or delete a link:

1. Right-click on a workflow in the folder area, then select Manage Links from the Actions

menu.

2. Select the link to edit or delete.
3. From the Actions menu, select Edit Link or Delete Link(s).
e To edit, re-enter a URL in the Link field, and a name in the Title field.
* To delete, click OK in the dialog box.

Windows Internet Explorer,

\ ? ’ Do wou wank bo delete the selected Link(s)?

E

OF

I[ Cancel J

4. Click Save to exit the WorkFlow Links screen.
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WorkFlow History

To review workflow history:

Right-click on a workflow in the folder area, then select WorkFlow History from the

Actions menu. This screen includes the name of the user who updated the workflow,
the date and time of the update, the area where the update took place (Object), and a
description of the actions taken.

Updated By  Updated On

WorkFlow History for Extensions

Object Object Name Action  Details
Tracey Smith 5/31/2008 1:35:24 PM Process Task  Transmit extension forms and payments Updats
Due Da
Status:
Daf
Briority: Mediu
Tracey Smith 2/4/2008 3:04:06 PM Tax Packsge  Tax Package Create
Due Date
Reqe: Fed001
Tracey Smith 3/2/2008 2:34:27 PM Process Task  Review and approve Update
Tracsy Smith 3/4/2008 2:34:01 PM Process Task  Datermine book / tax adjustmants Updats

Task: Transmit extension forms and payments
Assigned To: Tracey Smit

Description: Tax Package
Tax Pig Typa: Tax Package

Task: Review and approve
Assigned Te: Steve Milesevich
Du

ine book / tax adjustments
o: Tracey Smith
Due Date: 03/13/2007

Status: Complate

Date Completed: 03/09/2007

Actions ()

Click OK to exit this screen, or select Export from the Actions menu to open the

workflow history as an Excel spreadsheet. The file download dialog box appears.

File Download
Do you want to open or save this file?
X
Tal

Mame:  AuditHistory_00000000K4_20100104020703, csv

From:  ga-workflow.onesourcetax.ink.thomson.com

Type: Microsaoft Office Excel Comma Separated Yalues Fil...

(X]

[ Open Save

J

] L Cancel

]

harm your computer. |f pou do not trust the source, do not open o
save this file. What's the risk?

9

“w'hile filez from the Intermet can be useful. some files can potentially

Click Open to review, edit, or save the workflow history as an Excel spreadsheet.

Click Save to browse for a location to which the file will be saved.
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Folder Properties

NOTE: This action is only available from a workflow folder, not WorkFlow Browser.

To review a folder’s properties:

1. Right-click on a workflow in the folder area, then select Folder Properties from the
Actions menu.

Folder Properties

TaxType |STATE INCOME |
Year |z00s5 1~
Period |12/31 |

[ Save [ [ cancel |

2. Use the drop-down menus to change Tax Type, Year, and Period.
3. Click Save.
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Lock Workflow

Workflows can be locked to prevent editing of documents, tasks, or events. Locked workflows are
designated by a red padlock on the workflow icon.

|Q‘ FEDERAL INCOME 2006

To lock a workflow:

1. Select the workflow you want to lock. In WorkFlow Browser, you can select more than
one by holding the Ctrl button while clicking on the workflows you want to lock.

2. Inthe Folders Actions menu, select Lock WorkFlow(s). A dialog box appears.

Windows Internet Explorer

\ ? ) Yo are about to lock this WarkFlow, Please confirm,

L Ok J I_ Canicel

3. Click OK to lock the selected workflow.

Lock all workflows

Because the workflow folder Actions menu does not allow for multiple selections, an additional
command to lock all workflows is included.

To lock all workflows in a folder:

1. From the folder area of a workflow, select a workflow folder.

2. Right-click, then select Lock All WorkFlows. A dialog box appears.

Windows Internet Explorer

\ ? ) ‘ou are abaout ko lock all WorkFlows in this Folder. Please confirm.

[ K, J[ Canicel ]

3. Select OK to lock all workflows in the current folder.

Unlock all workflows

After workflows are locked, the Lock WorkFlows and Lock All Workflows commands change
to Unlock. Follow the steps above and use the Unlock command to remove the lock from your

workflows.
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New Folder

NOTE: This action is only available from WorkFlow Browser, not a workflow folder.

To create a new workflow folder:

1. Right-click on an item in WorkFlow Browser, then select New Folder from the

Actions menu.

2. Enter information for the new folder. Bold fields are required.

New Folder
Tax Type | R'S |
Year | W |
Period | v|
W/F Template | Betty Dynamic Parallel vl
Entity Name | )’_‘,
Entity Number I ;_-:'
Jurisdiction | pe;
Cue Date I @
I

Workflow Description

| Save | | cCancel

3. Click Save. The new workflow folder appears in WorkFlow Browser.

Route Workflow

NOTE: This action is only available for serial workflows.

1. Right-click on an item in WorkFlow Browser, then select Route Workflow from the

Actions menu.

2. Enter the routing information.

E% Route WorkFlow
Current Task
Task: ICIose the call Q
Task Status: | Complete w |
Next Task
Task: | Get description v|
Aszsign To: |Tra|:e',r Smith v|
Notify by email: F]
Notify CC email: Ol B
More Routing Options W)

| Route | [ cancel
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3.

To add more information, click the plus symbol (+) to expand the More Routing
Options box.

More Routing Options

2
Task Status: | Mot Started v|
Dues Date: I @
Priority: | Medium v|

Instructions:

4. Click Route.

Routing History

NOTE: This action is only available for serial workflows.

1.

Right-click on an item in WorkFlow Browser, then select Routing History from the
Actions menu.

Routing History

Actions (%)
Task Updated By Updated On Assigned To Due Date Status Priority Instructions
Receive client complaint Diane Tinney 12/08/2008 04:06:57 PM

Receive dient complzint 12/08/2008 04:06:57 PM

Not Started  Medium
Dizne Tinney

Close the call

Complete Medium
Dizne Tinney

12/08/2008 04:11:52 PM  Lynn Ballai

Not Started Medium
L

Page 1 of 1 (3 items)

2. Click OK to exit this screen, or select Export from the Actions menu to open the
workflow history as an Excel spreadsheet. The file download dialog box appears.

File Download E
Do you want to open or save this file?
@ Name: RouteHistory _000000007Z_20100104025317 csv
a

Type: Microsoft Office Excel Comma Separated Yalues Fil...
From: workflow.onesourcetax, com

[ Open _H_ Save JL Cancel J

@ ‘while files from the Internet can be useful, some files can patentially

harm wour computer. If you da not trust the source, da not open or
save this file. What's the risk?

*  Click Open to review, edit, or save the routing history as an Excel spreadsheet.
*  Click Save to browse for a location to which the file will be saved.
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Reset All Checklists

For one or more selected workflows, Reset All Checklists updates incomplete tasks with the
checklist currently associated with the WorkFlow Template, and clears item status to blank.

s -, —
BN Datafiow il chnecuists . §i@ Custom Forms

[ Prepare checklist v Actions @

Status -
Yes|No|NA CheckList Item Comment Updated On Updated By

=] | 1. General Information & Considerations

A

s. Have the permanent file and prier year return been

e Zosrapriste inauires made to datermine § any
""reportable transactions"" exist?
. Have the amounts for travel. entertainment & gifts
been substantiated?
To reset all checklists:
1. Select one or more tasks.
2. From the Actions menu, select Reset All Checklists.
Windows Internet Explorer
5\ ? ) You are about to reset checklists, Do you wish to continue?
E a3 I [ Cancel J
3. Click OK.
NOTE: Reset All Checklists is not available for completed tasks or locked workflows
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Export

To export a workflow to an Excel spreadsheet:

1. Right-click on an item in WorkFlow Browser, then select Export from the Actions

menu.

File Download

Do you want to open or save this file?

@ Mame: ...erWorkflows_ 0000000012_20090316012152, csv
» Type: Microsoft Office Excel Comma Sepatated Values Fil. ..
From: workflow.onesourcetax,com

[ Open ][ Save ]‘ Cancel I

harm wour computer. |f pou do not bugt the source, do not open or

@ While files from the Internet can be uzeful, some files can potentially
zave thiz file. What's the risk?

e Click Open to review, edit, or save the workflow as an Excel spreadsheet.

¢ Click Save to browse for a location to which the file will be saved.
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Documents tab in a workflow folder

Items displayed in the Documents tab of a workflow folder are related to the selected workflow.
From the drop-down menu, you can choose:

*  Documents related to the current workflow
*  Documents related to the current workflow category

¢ Documents related to the entire folder

€17 Dataflow E Checkiists &, Custom Forms

Documents
Typ{ File Section Document Type Description Document Date | Status Assigned To Due Date Last modified b Checked out by | Version  File Size| Pages L

El TAX RETURN CHECK REQUEST 2/15/2010 In Progress Srinivas 2/19/2010 340.0 KB

Documents tab Actions menu

See the Documents section of this user guide for information about the Actions menu.

DataFlow tab in a workflow folder

For a complete review of all DataFlow features and functions, see the ONESOURCE DataFlow
user guide.
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Checklists tab in a workflow folder

Checklists are user-defined templates that help track the status of tasks in a workflow.

* A checklist can be assigned to more than one workflow.
*  Authorized users can create a library of checklists.

e If achecklist is modified, the changes only impact new workflows. Existing
workflows retain the checklist initially assigned to them unless reset is selected
from the Actions menu, which will revert the checklist to what is currently
associated to the workflow template.

Parts of the checklist

#T Datafow % §. Custom Forms

[ Prepare Checklist v Actions @

~

SLAtUS | o ckList Ttem Comment Updated On Updated By =

Yes|No|NA

: 1. General Information & Considerations Headers

[z : 2. Accounting Methods, Years, Elections, etc.
2. Are the sccounting methods consistent with prior
ear?

b. Are the Section 263A Uniform Capitalization Rules
adhered to?

Checklist items

Status s

d. Ha

Record area

e Headers are defined when the checklist template is created. They define the type
or general part of the workflow being tracked. Click the plus (+) or minus (-)
signs by the headers to expand or collapse them.

e ChecKklist items describe particular tasks or assignments within the larger task
and/or workflow. They are formatted as questions that can be answered Yes, No,
or N/A.

*  Status displays the responses to checklist items in a Yes, No, or N/A format. By
default, this column is blank until a response is entered.

e The Comment column provides space for comments related to a checklist item.

* The Record area displays the person responding to the item as well as the date
and time of a response. These fields automatically update when a user responds,
adds a comment, or updates the status.
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Checklist indicators

Checklist indicators are displayed in the My Work Tasks view, and the Tasks tab of the
workflow folder. Users can see if the checklist is Available, Required or Completed.

Drawer: Income Tax > FileRoom | Options | Logout Michelle QA (03h) Actions @
My Work Tasks | Events
Tax Typel Year Period Entity Name Entity Number Jurisdiction Checklist W/F Templ Task
B2 FEDERAL INCOME 2006  12/31 T.R. HADEN, INC. A... 2564 FEDERAL Faderala... Transmit
2 FEDERAL INCOME 2006  12/31 T.R. HADEN, INC. A... 2564 FEDERAL Federal a... Reflectd:
2 FEDERAL INCOME 2006  12/31 ABEX, INC. 5132 FEDERAL Federal I... Importao
B2 FEDERAL INCOME 2006  12/31 ABEX, INC. 5132 FEDERAL Faderal I... Prapare |
2 FEDERAL INCOME 2006  12/31 ABEX, INC. 5132 FEDERAL Available Federal I... Preparec
B2 FEDERAL INCOME 2006  12/31 ABEX, INC. 5132 FEDERAL Federal I... Review ai
The indicators are hyperlinks to the Checklist tab of the workflow folder, which opens the
checklist for the selected task.
T T G (T
Actions @
Process Tasks
Task Checklist Assigned To Due Date Status Date Completed Instructions Priority
2 Prepare proforma tax r... James Childs. 8/15/2007 On Hold Medium
2 Prepare checklist Available Walter Johnson In Brogress Medium
2 Review and approve Walter Johnson ©On Hold Medium
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Accessing checklists

From the Checklists tab in a workflow folder:

1. Select a task from the drop-down menu. Only tasks with checklists attached will appear.
2. Click the plus (+) or minus (-) signs by the headers to expand or collapse the checklists.

Checklist Actions menu
The checklist Actions menu provides access to administrative functions, and customized views

and settings.

To access the Actions menu, right-click on a checklist item, or highlight an item in the checklist,
then click the Actions menu icon.

Non-specific options

If a function on the Actions menu is not tied to a particular checklist item (such as Save
Preferences or Save Preferences for All), you can select any task, then right-click to access that
menu option.

Edit items

To respond to a checklist item or edit properties:

1. Right-click on a checklist item, then select Edit Item(s) from the Actions menu.

2. Click the Yes, No, or N/A radio button to set the status of the checklist item.

Checklist Item Properties

Task: Prod Mgr Requests Feature
Checklist: Items To Remember

Does feature need to be audited? WF

Checklist Item: histary?

status: Oves One @ wya

Comment:

Save | | Cancel |
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NOTE: Keep Values appears as a radio button when more than one task is selected. Click this
radio button to maintain the current status of each checklist item, or click the Yes, No, or N/A
radio button to change the status of all selected tasks.

3. Add a comment, if desired.
4. Click Save.

Reset Current Checklist

Reset Current Checklist ensures that the most up-to-date checklist is associated with this task,
and reverts item status to blank.

To reset the current checklist:

1. Right-click on a task.

2. Select Reset Current Checklist from the Actions menu.

Windows Internet Explorer

\ ? ) Resetting the selected checklist(s) will change the status of all Checklist items to Blank. Are wou sure wvou want to proceed?

L OK J,_ Cancel ]

3. Click OK.

NOTE: Reset Current Checklist is not available for completed tasks or locked workflows.
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Export

To export a checklist to Excel:

1. Right-click on any checklist item.

2. From the Actions menu, select Export. The file download dialog box appears.

File Download X
Do you want to open or save this file?

@ Mame: Checklisks_000000007Z_20100104035143. csv
4, Type: Microsoft Office Excel Comma Separated Walues Fil...

From:  workflow, onesourcetax.com

[ Open ][ Save JL Cancel J

- while filez from the Internet can be uzeful, zome files can potentially
harm your computer. If you do not bust the gource, do not open or
save this file. What's the risk?

*  Click Open to view, edit, or save the Excel spreadsheet.

*  Click Save to browse for a location to which you will save this file.

Save Preferences

To save changes to the grid display (e.g., column format, column width, column order):

1. Right-click on any item.

2. From the Actions menu, sclect Save Preferences.

Save Preferences For All

To save changes to the grid display (e.g., column format, column width, column order) for all

users:
1. Right-click on any item.
2. From the Actions menu, sclect Save Preferences.
3. To notify users that preferences have been saved, check the Notify by email box.
4. Click Save.
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Notes tab in a workflow folder

Notes indicate that there are points or open items within a workflow that need attention.

*  Anyone who has access to ONESOURCE WorkFlow Manager can add a note.

*  Other individuals may respond to a note, but only the originator can edit or close
the note.

*  Special permissions are required to delete a note.

*  ONESOURCE WorkFlow Manager automatically applies a name, and date and
time stamp to each part of the note as each action is taken.

Notes contain:

* A Point — The description of the open item that needs to be addressed.
* A Resolution — The response to the note, usually by another individual.

* A Closed indicator — A checkbox indicating the point was addressed or resolved,
and that the note is closed.

Note Properties

MNote:

Resolution:

Closed: []

Motify: [ |

| Save | | Cancel |
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Accessing notes

To access notes:

1. Click the Notes tab in a workflow folder.

4 Mg
,ﬂ Tasks Events #17 DataFlow h Checklists & Notes | ']E Rasearch
[ current warkFlow Notes ~| Actions @
Notes
A Note Resolution Closed
& ::dogiretglnlzeﬁension adjustment with Cliff Reviewsd and made changes.
Created by: on 01/09/2008 12:46PM Modified by: on 01/03/2008 12:468M Closed by: on 01/0%/2008 12:46PM

2. From the drop-down menu, select the notes you want to view.

Current WorkFlow Notes W

Current WorkFlow Notes

All Folder Notes

e Current Workflow Notes are associated with the current workflow.

e All Folder Notes are associated with the current folder.

Notes Actions menu

The notes Actions menu provides access to administrative functions, and customized views and
settings.

To access the Actions menu, right-click on a note, or highlight a note, then click the Actions
menu icon.

Non-specific options
If a function on the Actions menu is not tied to a particular note (such as Save Preferences or
Save Preferences for All), you can select any task, then right-click to access that menu option.
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Add a Note

To add a note:

1. Select Add Note from the Actions menu.

2. Enter a note.

Note Properties

Note:

Resolution:

Closed: D

Netify: [ |

| Save | | Cancel |

3. Click Save. The note appears in the Notes views area, along with the name of the
originator, and the date and time the note was added.

Edit Note

To edit a note:

1. Right-click on a note, then select Edit Note from the Actions menu.
2. On the Note Properties screen, edit as necessary.

3. To close a note, check the Closed box.
4

Click Save. The resolution appears in the Notes views area, along with the name of
the originator, and name of the responder, and the date and time the note was added,
modified, and closed.
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Close Note

To close a note:

1. In the Notes tab of a workflow folder, check the box in the Closed column.

Events IE pocuments [ EV patafiow B chectists b . Custom Forms

[ &Nl Folder notes v Actions @

Notes

A Note Resolution Closed

® Chack the closed box. 0
Created by: Michelle QA (09h) on 4/14/2010 1:31:00 PM

2. Adialog box appears confirming that you want to close the selected note.
3. Click OK.

Delete Note

To delete a note:

1. Right-click on a note, then select Delete Note from the Actions menu.

2. Adialog box appears confirming that you want to delete the selected note.
3. Click OK.

Note History

To see the history of a note:

1. Right-click on a note, then select Note History from the Actions menu.

Note History
Actions @
Updated By Updated On Object Action Details
Diane Tinney 12/18/2008 7:34:28 PM Note Notify Users Notified user(s): Betty Lewis
\EIIIIEIE Page 1 of 1 (1 items)
1] 8

2. To export Note History to an Excel spreadsheet, click the Actions menu icon, then select
Export.

3. Click OK to close this screen.

NOTE: See instructions in the previous section for these actions:

*  Export
e Save Preferences

e Save Preferences for All
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Research tab in a workflow folder

Text research integration with Checkpoint Newsstand enables you to set up keyword and date

range searches to find articles for related tax material. This research feature can be accessed in
any workflow view.

Checkpoint research feature

To access the Checkpoint research feature:

1. Click the Research tab in a workflow folder. The default view is Workflow-Level
Articles. Select Folder-Level Articles from the drop-down menu to expand your view.

¥ b TE s @]
[WorkFlousLeval Anticles ¥ Date Range: | Actions @
Date Titlev Description = |
263A Articles Found (24) -
Supplementzl (Beneficial) Enviranmentsal Projects may vield no tax breaks: - Cateqory ¢
07/14/2008 Federsl| Tax Updates j
Publizher earning revenue solely from ads must keep inventories & iz subject to UNICAP:
07/06/2007 - Cstegory ; Federsl| Tax Updates j
Minth Circuit affirms: costs of selling manufactured homes weren't deductible marketin
02/03/200% expenszes - Category : Feders| Tex Usdstes j
Manufacturer’'s payments for right to use popular trademarks were subiject to
J15/;
01/15/2008 n - Category : Federal Tax Updates j

2. Enter a date range for the articles you are seeking.
3. From the Actions menu, select Manage Keywords.

4. From the Actions menu, click Add.

WorkFlow Keywords Actions (-
Keyword Operator
263A Exact
provision Exact
| Save | | Cancel |

5. Enter a keyword and an operator (Exact, All, Any, or Near).
6. Click Save. Repeat steps 3 through 6 to add more keywords.

Research results

The views area will display the date of the article and the title. A brief description can be accessed
by clicking the pencil in the article’s row.

bets of cartain avoonoas
b, Casts incurred by energy oo, tu:u tempnrarlly relocate eleckri
Lzt= of|utility lines during construction period of less than year are
propetly allocable to generation of electricity rather than
self-constructed

- assets,

bticn cd tPLR 200511021(TAM)

n.
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Research tips

* Research information is updated daily.
»  Update cycles may take up to five minutes.

» All users can see article headers, but access to the articles requires a Checkpoint
license.
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Documents

A document contains information required to complete a task or workflow. Almost any
type of record, paper, or exchange of information (electronic or hard copy) can be added to
ONESOURCE WorkFlow Manager as a document.

Documents:

* Can be configured, customized, and edited.
*  Retain their original format when saved.

* Incorporate security, compliance, and user notification functions.

All documents added to the system can be found in a ONESOURCE FileRoom drawer, or in the
Documents browser in ONESOURCE WorkFlow Manager.

The same index values are used whether adding to a file drawer or a specific workflow. The
difference is, by adding a document to a workflow, it also appears in the Documents tab of a
workflow folder.

This chapter explains document-related functions unique to ONESOURCE WorkFlow Manager.
For functions that are common to both systems, you will be referred to the ONESOURCE
FileRoom user guide for a complete description of the process.

The ONESOURCE FileRoom user guide describes processes related to:

* Adding documents

e Indexing documents

*  Searching for documents
* Editing documents

*  Copying, appending, or re-indexing documents
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Accessing documents in ONESOURCE WorkFlow Manager

There are two ways to access documents in ONESOURCE WorkFlow Manager:

e The Documents link in the left navigation area displays all documents in
ONESOURCE WorkFlow Manager and ONESOURCE FileRoom for the drawer
in which you are working.

e The Documents tab of a workflow folder displays all documents assigned to that
workflow.

Accessing documents from the left navigation area

To see all documents that have been added anywhere in the ONESOURCE system, click the
Documents navigation bar.

glue| sl @ | & |68 % Drawer: Income Tax - FileRoom | Options | Legeut Michella  Actions @
1Y svnnnnnnnnnnnnn ¥l
B pocuments Documents
e [0 Type Tax Type Year Period Entity Name Entity Number Durisdictio
FOLDER CRITERIA
[0 3£ FeDERAL INCOME 2008 12/31 ABEX, INC. 513z FEDERAL
O B4 FEDERAL INCOME 2008 12/31 ABEX, INC. si3z FEDERAL
O EA FEDERAL INCOME 2008 12/31 ABEX, INC. si32 FEDERAL
WORKFLOW CRITERIR O FEDERAL INCOME 2008 13/31 ABEX, TNC. s132 FEDERAL
O FEDERAL INCOME 2008 13/31 ABEX, INC. 5132 FEDERAL
W/F Template LD . [0 3£ FreDErAL INCOME 2008 12/31 ABEX, INC. 5132 FEDERAL
e I -~ [0 & FeDERAL INCOME 2006 12/31 ABEX, INC. si3z FEDERAL
entiey number [N [0 & reoeraLncome 2006 12/31 ABEX, INC. s132 FEDERAL
surisdiction [ © [0 3£ FeDERAL INCOME 2006 12/31 ABEX, INC. S132 FEDERAL
EEER e T O A FEDERAL INCOME 2006 12/31 ABEX, INC. 513z FEDERAL
DOCUMENTS CRITERIA [0 3£ FEDERAL INCOME 2006 12/31 ABEX, INC. si3z FEDERAL
File Section [EAAN [0 & FEDERAL INCOME 2006 12/31 ABEX, INC. 5132 FEDERAL
D':"”"_I‘:‘fp"_: ALL O f  FEDERAL INCOME 2008 12/31 ABEX, TNC. 5132 FEDERAL
Descrlpt:\-:n T [0 & FEDERAL INCOME 2006 12/31 ABEX, INC. 513z FEDERAL
e
Date 3] I} | Bl
Assigned To [T -
- o — R
ROUP CODE CRITERIA A
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Accessing documents from a workflow folder

To access documents from a workflow folder, click the Documents tab.

nd/or State Extensions Al

Typ( File Section

i<
X
P4
b4
p 4
b4
S
IS
S
IS
A
s
A
s

WORKPAPERS

WORKPABERS.

WORKPAPERS

WORKPAPERS.

WORKPAPERS.

WORKPAPERS.

TAX RETURN

TAX RETURN

TAX RETURN

TAX RETURN

TAX RETURN

TAX RETURN

TAX RETURN

TAX RETURN

[~

Document Type| Description

GENERAL LEDGE... ABEX GL DATA
GENERAL LEDGE... SW MANUF GL D...
TAX ADJUSTMEN... ABEX 2006 PRO...
TAX ADJUSTMEN... SV MANUF 200...

REVIEW REPOR... SW MANUF 200...

REVIEW REPOR... ABEX 2006 PRO...
EXTENSION SW MANUF 10 E...
exTEnsION SV MANUF R E...
EXTENSION SW MANUF RY C..
exTEnsION SV MANUF PAE...
EXTERSION SW MANUF COL..
exTERsION ABEX 13 EXTERS...
EXTERSION ABEX PA EXTENS...
exTERSION

Document Date | Status

2/5/2007
2/5/2007
2/15/2007
2/16/2007
2/19/2007
2/18/2007
3/1/2007
3/1/2007
3/1/2007
3/1/2007
3/1/2007
3/2/2007
3/2/2007
7/16/2009

Unassigned

Assigned To

Due Date

FEDERAL INCOME 2006 12/31

W/F Template: Feder
WorkFlow Descriptior

Last modified b/ Checked out by Version  File Size Pages L]

10.3 kB
0.5 k8
128.0 kB
107.5 k8
0.1ke
0.0ke
88.0 KB
70.4 kB

70.3 kB

'
:
2
s03xe 1
7s2ke 1
soike 1
szeke 1
;Esike 7S
| 3

l=
B
E
=

Page 1 of 1 (14 items)

You can also select an alternative view from the drop-down menu:

e Current workflow documents only (default view) shows documents related to the
current workflow.

e Current workflow category shows documents related to the current workflow category.

o All folder documents shows all documents related to the current folder.
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Using search criteria

The default view in the Documents browser displays all documents in ONESOURCE FileRoom
and ONESOURCE WorkFlow Manager. Filter criteria helps you search for specific documents.

Collapsible fields

By default, search fields are expanded in the left navigation area. To collapse the search fields,
click the arrow to the right of the heading.

Documents

FOLDER CRITERIA
WORKFLOW CRITERIA

WF Start Date

Author

e
Type

Searching multiple file drawers

Text searches can be performed in six file drawers simultaneously (the drawer in which you are
currently working, plus five that you choose). You can also save, clear, and delete these searches.

To perform a multi-drawer search:

1. From Multi Drawer Search, click the arrow in the Drawers field to select up to five
drawers in which to search.

MULTI DRAWER SEARCH A Please Select Drawer(s):

orrer: I IR
[] 7ax ~

I:l Clients
D Projects
D PS Cocs
[ eilling
O csms
[ sales b

D Entity Manager W

2. Inthe Text field, enter the word(s) for which you are searching.
3. Specify the search text parameters: Exact, All, or Any.
4. Click Search.
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5. Matching documents are organized by tabs containing the file drawer name and the
number of matching documents found in that drawer.

|. Products (508 docs) | Projects (12 docs) Sales (244 docs)

Documents

|:| Type Product Version Feature Doc Type Doc Date
O B twm 1.0 REQUIREMENTS 01/03/2007
O 3£ rmwm BUDGET 03/14/2006
0O &F wwm REQUIREMENTS  01/04/2007
O & wwm REQUIREMENTS 01/04/2007
O W rwwm 1.1 REQUIREMENTS 12/12/2006

NOTE: Only the drawers and documents to which you have access will appear in search results.

Save a search

To save a search:

1. Perform a search, then click Save.

MULTI DRAWER SEARCH A

Drawers

[ Save Jinelete)

2. Enter a name for the search and click OK.

Explorer, User Prompt

Script Prampt:

Cancel

Enter 5aved Search Name |

Access a saved search
To use a saved search:
1. From Documents, click Saved Searches in the left navigation area.

'.3. Documents

Saved Searches L

FOLDER CRITERIA A

2. In the drop-down menu, select the saved search you want to access. The search will
automatically be performed.

NOTE: Saved Search can also be access from the Actions menu in the Documents tab of a
workflow folder.
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Delete a search

To delete a search:

1. Select a Saved Search.

2. Under the Multi Drawer Search box in the Navigation area, click Delete.

5&.. Documents

EEWEL BT N 2008 Tax Returns

FOLDER CRITERIA

WORKFLOW CRITERIA

DOCUMENTS CRITERIA
MULTI DRAWER SEARCH

[save pelete) search | clear]

3. A dialog appears confirming that you want to delete this search.

dAf 4 4| «

Windows Internet Explorer

\ ? ) Are wau sure vou wank ko deleke this saved search?

L Ok J[ Cancel J

4. Click OK.

Clear a search

ONESOURCE WorkFlow Manager automatically saves the last search you performed using the
search fields.

To clear a search:

1. Click Clear.

2. All fields are reset. The saved searches drop-down menu is also cleared, but no saved
searches are deleted.

3. Click Search to re-display all items.
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Documents Actions menus

The Documents Actions menus is found in two locations:

¢ The Documents browser

Drawer: Income Tax 2 FileRoom | Options | Logout Michelle

Documents

|:| Type Tax Type File Section Document Type Period Entity Name Entity ID Jurisdiction Descri

e The Documents tab in a workflow folder

57, Custom Forms

[ currant werkflow documants enly v

Documents

Type | File Section Document Type Description Document Date| Status Assigned To | Due Date Last modified b| Checked out by Version  File Size Pages L

Actions menus are accessed in two ways:

e Right-click on a document

* Highlight a document, then click the Actions menu icon

Editing multiple documents

Some menu options let you edit more than one document at a time. Press Ctrl while highlighting
documents to be edited, then right-click. Options that can be performed on multiple documents
are available; those that cannot are grayed out on the menus.

Non-specific options
If a function on the Actions menu is not tied to a particular document (such as Customize View,
Save Preferences, or Save Preferences for All), click the Actions menu icon to access that option.

Permissions
Many actions require permissions from your administrator. If you are unable to perform a certain
action, or the action is grayed out, contact your administrator.
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The following Actions menu items are common to ONESOURCE FileRoom and ONESOURCE
WorkFlow Manager. See the ONESOURCE FileRoom user guide for more information.

E-mail Documents Using Outlook uses your Outlook address book to send documents in native
format (e.g., Word, Excel, PDF), as a .zip file, or as a link.

E-mail Documents Using Lotus Notes uses your Lotus Notes address book to send documents
in native format (e.g., Word, Excel, PDF), as a .zip file, or as a link.

E-mail Documents Using OWM sends links or attachments directly from ONESOURCE
WorkFlow Manager. You can create an address book, and choose to copy yourself on these
e-mails.

Email Document(s) L%

Send Document
Copy Yourself
® aslink

O 2= sttschment

Save Cancel

Change Status is a user-configurable and may include, for example, Not Started, In Progress,
and Completed.

Copy Document(s) copies documents to a specified location in ONESOURCE WorkFlow
Manager or ONESOURCE FileRoom. Original documents are maintained in the original location.

Copy Hyperlink(s) to Clipboard allows users to copy a hyperlink to one or more documents
without opening ONESOURCE FileRoom or generating an e-mail message. The link can be
pasted in to documents or e-mail messages.

Merge PDF helps group related documents together. For example, several PDF files can
be merged to match the corresponding return, and bookmarks are maintained. The merged
documents are replaced with a single document.

Append Pages to PDF prints a barcode used in conjunction with ScanFlow to add scanned
documents to existing PDF files.

OWM v4.2 user guide 92 Copyright © 2010 Thomson Reuters/ONESOURCE
(Last updated June 24, 2010) All Rights Reserved



Move Document helps relocate misfiled documents to the correct drawer. The original document
can be deleted, if desired.

Open Template Library (see Template Library later in this user guide for more information).

Document Properties contains Index Values and Document Assignment information, which
can be updated as needed.

Document Properties

Index Values Document Assignment

File Section: ~|  assigned To: [ ~
Document Type: NOTICES ~ Document Status: [unzssigned v
Description: [1055 INFORMATION Due Date: [ E
Documen it Date: [3/18/z009 ﬁ Motify: O

0K cancel

Delete Document permanently removes documents from the system.

Version Control will sequentially number multiple versions of a document so that previous
versions can be maintained for reference. This feature must be activated for the drawer.

Edit Document opens the document in its original program and checks it out of ONESOURCE
WorkFlow Manager. Other users can only view the document in read-only mode while the

document is checked out.

Add Document (from the Actions menu in a workflow folder) makes documents available in
ONESOURCE WorkFlow Manager and ONESOURCE FileRoom.

New Excel Document (from the Actions menu in a workflow folder) adds an Excel document in
ONESOURCE WorkFlow Manager and ONESOURCE FileRoom.

New Word Document (from the Actions menu in a workflow folder) adds a Word document in
ONESOURCE WorkFlow Manager and ONESOURCE FileRoom.

Export Document allows you to export a document to your local system.

Archived documents are searchable and viewable, however, no changes can be made to the
documents or their index information.

Remove Archive Status returns the document to an available status.
Print Document(s) allows the printing of multiple documents as a single job.
View Print Queue monitors print jobs and allows them to be reprinted, exported, and e-mailed.

Document History generates an audit report of the original filing information, actions performed,
and the user who performed those actions.
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Adding documents to ONESOURCE WorkFlow Manager

ONESOURCE WorkFlow Manager provides tools to add documents from inside and outside of
the application.

Adding documents from workflow
Documents added from the Documents tab of a workflow folder are assigned to that workflow.
Existing documents can be added to ONESOURCE WorkFlow Manager as electronic documents,

links to a file, or paper documents. Adding documents with any of these formats begins with the
same initial steps.

To add a document to ONESOURCE WorkFlow Manager:

1. Open a workflow to which a document will be added, then click the Documents tab.

2. From the Actions menu, select Add Document.

Add Document

Choose Type:
& Electronic Documen ] |[Browse... ]
O Link to a File: | |[ Browse_ |

) Paper Document (barcode)

Index Values: Document Assignment (Optional)
File Saction: [ v assigned To: [ ~]|
Document Type: | ¥|  Document Status: [ Unassigned v|
Deseription: | Due Date: [ =
Document Date:  |4/14/2010 B notify: ]

Save | Cancel || Clear |

3. Select the type of document you are adding:

* Electronic document — the file type (e.g., .doc, .xIs, .pdf) is maintained. Click
Browse to locate your document.

¢ Link to a file — users must have access to the network where the files are stored.
Click Browse to locate your document.

* Paper Document (barcode) — pages are generated for use with the
ONESOURCE WorkFlow Manager ScanFlow feature. If adding multiple
documents or documents that use bookmarks, it is recommended that you add the
document using ONESOURCE FileRoom.

4. Use the drop-down menu and calendar icon to select Index Values (bold fields are
required).

NOTE: Because the document will be added to this workflow, the index fields are limited to those
relating to the document. Index fields relating to the workflow are automatically attached to the
document.
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5. Use the drop-down menus and calendar icon to fill in Document Assignment fields
(optional).

6. If other users are to be notified, check the Notify box, then click the box to the right of
the field to open the user list.

7. Select the users to be notified (press Ctrl when selecting more than one name), then click
Save.

8. Click Save to add this document to the workflow and, if selected, send an e-mail to notify
users of the new document.

NOTE: The Add Document screen automatically recalls the values from the last document you
added.

See the ONESOURCE FileRoom user guide for more information on adding, scanning, and
indexing documents.

New Excel document

To add a new Excel document to ONESOURCE WorkFlow Manager:

1. Open a workflow to which the document will be added, then click the Documents tab.

2. From the Actions menu, select New Excel Document.

New Excel Document
Index Values: Document Assignment (Optional)
File Section: [ v|  Assigned To: [ v]
Document Type: | hd | Document Status: | Unassigned v|
Description: I Due Date: I @
Document Date: |4! 14/2010 @ Motify: F |
| Save | | Cancel || Clear |

3. Use the drop-down menu and calendar icon to select Index Values (bold fields are
required).

NOTE: Because the document will be added to this workflow, the index fields listed are limited

to those relating to the document. Index fields relating to the workflow are automatically attached
to the document.
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4. Use the drop-down menus and calendar icon to fill in Document Assignment fields
(optional).

5. If other users are to be notified, check the Notify box, then click the box to the right of
the field to open the user list.

6. Select the users to be notified, then click Save.

7. Click Save. ONESOURCE WorkFlow Manager generates a new document in Excel that
can be saved in the application or locally.

NOTE: The New Excel Document screen automatically recalls the values from the last
document you added.
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New Word document

To add a new Word document to ONESOURCE WorkFlow Manager:

1. Open a workflow to which the document will be added, then click the Documents tab.

2. From the Actions menu, select New Word Document.

New Word Document
Index Values: Document Assignment (Optional)
File Section: w Assigned To: .
Document Type: hd Document Status: Unassigned b
Description: I Due Date: I @
Document Date:  |4/14/2010 = Notify: Of
| Save | | Cancel | Clear

3. Use the drop-down menu and calendar icon to select Index Values (bold fields are
required).

NOTE: Because the document will be added to this workflow, the index fields listed are limited

to those relating to the document. Index fields relating to the workflow are automatically attached
to the document.

4. Use the drop-down menus and calendar icon to fill in Document Assignment fields
(optional).

5. [If other users are to be notified, check the Notify box, then click the box to the right of
the field to open the user list.

6. Select the users to be notified, then click Save.

7. Click Save. ONESOURCE WorkFlow Manager generates a new document in Word that
can be saved in the application, or saved locally.

NOTE: The New Word Document screen automatically recalls the values from the last
document you added.
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Adding documents from external applications

Documents can be added to ONESOURCE FileRoom and ONESOURCE WorkFlow Manager
from external programs. These functions require the installation of Add-Ins, which are available
from the Add-Ins link in ONESOURCE FileRoom.

See the ONESOURCE FileRoom users guide for more information on adding and indexing
documents

Verifying the transfer of documents

To verify the transfer of a document into ONESOURCE WorkFlow Manager, return to the
Documents browser. It will be listed along with the indexing and assignment information.

To edit indexing information, highlight the document name, then select Document Properties
from the Actions menu. You can also delete the document, then upload it again.

Accessing documents

You can access and edit documents in two ways:

e Search for the document in ONESOURCE FileRoom, then double-click on the
document to open it in read-only mode in the ONESOURCE FileRoom viewer.

NOTE: The document is not considered checked out and can be opened and edited by another
user at the same time.

* Highlight the document, then select Edit Document from the Actions menu. It
opens in its native application, is checked out of ONESOURCE FileRoom, and
can be edited.

Checked-out indicators

*  While a document is checked out, it is available to others in read-only format.
Other users can view the document in the latest saved format, but cannot perform
any actions on it.

*  While a user is editing a document, the Type icon in the Document browser
displays a moving pen.

*  The Checked out by column in the Documents browser shows the name of the
user currently editing the document, along with the date and time it was checked
out.

*  After edits are saved, the Last modified by field shows the name of the last
editor, the version number of the document (if versioning control is available and
enabled), and the date and time of the modifications.
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Template Library

ONESOURCE Template Library is the mechanism to import documents from a Template Library
drawer to a workflow. Users can maintain document templates in drawers for workflow folders
they create and use regularly.

Overview

Add document templates from various applications (e.g., Word, Excel, ONESOURCE FileRoom,
ScanFlow) and perform all functions currently available in ONESOURCE Workflow Manager.
Via Template Library, documents can be added once and re-used as needed in workflow folders.

Additionally, workflow templates can be created to auto-populate the documents in workflow
folders when creating a new workflow.

Other notes about using Template Library:

*  Non-administrator users need Read permission to access drawers in the Template
Library.

*  Non-administrator users need Add Document(s) permission for the drawer in
use in order to copy documents.

*  Document History displays audit information.

*  When selecting multiple documents, modifying fields that show Keep Values
will change this value for all selected items.

Accessing Template Library

There are three ways (from two different locations) to open the ONESOURCE Template Library:

1. From the Documents tab in a workflow folder: click the Template Library button under
the Actions menu icon.

FEDERAL INCOME 2006 12/31 ONESOURCE Income Tax

W/F Template: Federal and/or State Extansions,
WorkFlow Description: Extensions
- T.R. HADEN, INC. AND
! SUBSIDIARIES
Entity Numbar: 2564
sdiction: FEDERAL

|® (e

B | (TR (TR T (R

| Current workflow documents only ~| Actions ()

Documents

Typi File Section Document Type Description Document Date | Status Assigned To Due Date Last modified by Checked out by Version  File Size Pages L
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2. From the Documents tab in a workflow folder: select Open Template Library from the
Actions menu.

Currant warkflow documents anly ~
Documents

Typ( File Section | Document Type Description Document Date | Status Assigned To | Due Date Last modified by Checked

3§ WORKPAPERS  GENERAL LEDGE.. ABEX GLDATA  2/5/2007

3 WORKPAPERS  GENERAL LEDGE.. SW MANUF GLD... 2/5/2007

3§ WORKPAPERS TAX ADJUSTMEN... ABEX 2006 PRO... 2/15/2007

3 WORKPAPERS  TAX ADJUSTMEN... SW MANUF 200... 2/16/2007

A workPAPERS REVIEW REPOR... SW MANUF 200... 2/19/2007

3 WORKPAPERS  REVIEW REPOR... ABEX 2006 PRO... 2/18/2007

£ TAX RETURN EXTENSION SW MANUF N E... 3/1/2007

& TAXRETURN EXTENSION SW MANUF NY E... 3/1/2007

A TAXRETURN EXTENSION SW MANUF NY C... 3/1/2007

& TAXRETURN EXTENSION SW MANUF PA E... 3/1/2007

& TAXRETURN EXTENSION SW MANUF COL... 3/1/2007

& TAx RETURN EXTENSION ABEX NI EXTENS... 3/2/2007 —_— emplate Library
& TAXRETURN EXTENSION ABEX PA EXTENS... 3/2/2007

3. From the Documents browser: click the Actions menu icon, then select Open Template
Library.

Dravsr: FilaRoom | Optians | Logaut Mizhalls QA (0sk) Actions L)

Documents

O Tvee Year Tax Type Period  [Entity Name Entity Number Jurisdiction File Section

D x 2006 FEDERAL ... 12/31 ABEX, INC. 5132 FEDERAL INSOURCE A...

D x 2006 FEDERAL ... 12/31 ABEX, INC. 5132 FEDERAL INSOURCE A...

I:l x 2007 FEDERAL ... 12/31 ABEX, INC. 5132 FEDERAL INSOURCE A...

I:l z 2007 FEDERAL ... 12/31 ABEX, INC. s132 FEDERAL INSQURCE A...

D x 2007 FEDERAL ... 12/31 ABEX, INC. 5132 FEDERAL INSOURCE A...

D x 2007 FEDERAL ... 12/31 ABEX, INC. 5132 FEDERAL INSOURCE A...

I:l x 2007 FEDERAL ... 12/31 ABEX, INC. 51322 FEDERAL INSOURCE A... n Template Library
D x 2007 FEDERAL ... 12/31 ABEX, INC. 5132 FEDERAL INSOURCE A...
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Template Library functionality

Users accessing ONESOURCE Template Library can copy up to 20 documents at a time into
the Documents tab in a workflow folder or the ONESOURCE WorkFlow Manager Documents

browser.

From the Documents tab of a workflow folder, click the Template Library button under the
Actions menu icon. Use the two-step wizard to search for documents and select those you want to

copy.

In Step 1 of the wizard, select a drawer from the drop-down menu and specify filter criteria, then

click Search.

Template Library

[oa) (] ] [m]

(Step 1 of 2)

Page 1 of 0 (0 items)

Next>> ||  Cancel

From the results list, check the boxes next to the documents you want to copy to the workflow,

then click Next.

Template Library (Step 1 of 2)

O Types Tax Type File Section Document Type Period Topic/Entity Na
O 3 INCOME WORKPAPERS RETAINED EARNI... 12/31 NORTHERM CA IN...
O 3 INCOME WORKPAPERS TAX ADJUSTMENT  12/31 NORTHERM CA IN...
a8 INCOME TAX RETURN FORM 1120 12/31 NI SHIPPING, INC.
0o w INCOME TAX RETURN FORM 1120 12/21 OH LEASING, INC.
O 3 INCOME WORKPAPERS ALLOCATIONS A... 12/31 ACME ADMIN., INC.
O & INCOME REFERENCE FEDERAL LEGISL... 12/31 ACME ADMIN., INC.
O 3 INCOME WORKPAPERS TAX ADJUSTMENT  12/31 ACME ADMIN., INC.
o & INCOME WORKPAPERS. TAXABLE [NCOME... 12/31 ACME ADMIN., INC.
O & INCOME TEST QA 11/30 ACME ADMIN., INC.
O 3 INCOME WORKPAPERS ALLOCATIONS A... 11/30 ACME ADMIN., INC.
O & INCOME REFERENCE GOODWILL AND ... 11/30 ACME ADMIN., INC.
o & INCOME WORKPAPERS. INFORMATION R... 10/31 ACME ADMIN., INC.
O 3 INCOME REFERENCE ACCOUNTING ME... 10/31 EDGEWATER FER...
O 3 INCOME REFERENCE ACCOUNTING ME... 10/31 EDGEWATER FER...
0o w INCOME REFERENCE ACCOUNTING ME.. 10/31 ACME FLORIDA, ...
O 3 INCOME REFERENCE ACCOUNTING ME... 10/31 EDGEWATER FER...
o & INCOME TAX RETURN EXTENSION 12/31 EDGEWATER FER...
O 3 INCOME TAX RETURN FORM 1120 12/31 OH LEASING, INC.
O 3 INCOME REFERENCE ACCOUNTING ME... 10/31 EDGEWATER FER...

] i ]
[ [ ][ ][] Page 2 of 89 (1777 items)

|\ Next >3 I\ cancel |

OWM v4.2 user guide 101
(Last updated June 24, 2010)

Copyright © 2010 Thomson Reuters/ONESOURCE
All Rights Reserved



ONESOURCE" WorkFlow Manager

Step 2 of the wizard allows you to modify the index values, which will be applied to all

documents selected in Step 1.

) Template Library -- Webpage Dialog

Template Library

Index Document(s) selected from step 1

Tax Type:

File Section:
Document Typa:
Period:

Topic/Entity Name:

5471

[ keee vaLues

=

[iees vatues

=

12/31

[aec core

Topic/Entity Number: |

Jurisdiction:

Description:

Year:
Department:

Document Date:

[ausTRALIA

[keep vaLUES

2006

| kees vaLues

[to/16/2008

3

(Step 2 of 2)

<< Previous || Finish || Cancel

NOTE: Using the Template Library wizard from the Documents tab of a workflow folder only

allows document-level indexes to be modified.
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Document History

ONESOURCE Template Library automatically logs an audit trail for documents added to the
system. To view a document’s history:

1. Highlight an item in the Documents grid.

2. Right-click, then select Document History from the Actions menu.

3. A dialog box opens showing who accessed the document, what actions were taken, and
the date and time it occurred.

Date and Time

user

5% Document Audit For Document # 00000000MU

aon |

3/16/2009 5:43:10 AM

Aparna

Printed Document

11/20/2008 1:51:29 PM

Zew Moskovitz

Viewed Document

11/20/2008 1:50:29 PM

Zew Moskovitz

Printed Document

11/11/2008 9:03:51 AM

Zav Moskovitz

Printed Document

9/12/2008 11:12:24 AM Zev Moskovitz Viewed Documenl 3
7/29/2008 4:12:57 PM Mike Thomson Email Viswed Document t
12/6/2006 6:27:17 PM Paul Jones Viswed Document t

12/6/2006 €:27:08 PM

Paul Jones

Viewed Document

12/6/2006 €:26:50 PM

Paul Jones

Viewed Document

11/22/2006 12:09:26 PM

Paul Jones

Filed

11/22/2006 12:09:18 PM

Paul Jones

Indexed

Tax Type
File Section
Document Type
Period

PROVISIONS

WORKPAPERS

TAX DEPARTMENT ANALYSIS
3/31

Topic/Entity Name  NORTHERN CA INDUSTRIES
Topic/Entity Number 109

Jurisdiction
Description
Year
Department
Decument Date

FEDERAL

RETURN TO PROVISION CONSOLIDATE

NOTE: This does not apply to documents linked to a workflow through Setup > WorkFlow

Templates.
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Template Library setup

WorkFlow Templates allow administrator to attach document links at the template level. When a
user opens the workflow using the template, the documents are added dynamically.

Creating document links in workflow template

When users create workflow templates, they can attach document links to them. When a user
creates a workflow using this workflow template, they will automatically include the documents
that were added to the workflow template.

1. From ONESOURCE WorkFlow Manager, click Setup in the left navigation area, then
click WorkFlow Templates.

orkFlow Templates

Tax Packages

roup Codes

2. Select a workflow template from the list.

3. Click on the Documents tab beneath the Actions menu icon.

@ Income FileRoom | Options | Logout Michalle Actions. (=)
I

Drawers:| Income b

Type 3 Drawer Tax Type File Section Document Type Period Topic/Entity Name Topic/Entity Number Jurisdiction Description

4. From the Actions menu, select Add Document(s).

In the Template Library wizard, select a drawer from the drop-down menu.

(Step10f2)

(o] =R )
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NOTE: You will only see drawers you have permission to access.

6. Fill in search criteria using the drop-down menus and lookup icons, then click Search to

find the document(s) you want to link to this workflow template.

NOTE: To prevent performance degradation, ONESOURCE Template Library does not pre-
populate the grid with all documents. You must enter search criteria to locate documents.

7. Check the boxes next to the documents you want to link to the workflow template.

8. Click Next.

<

EEEE

Template Library (Step 10f2)
[come |
O x ncome RKPAPERS  RETAINED EARML.. 12/31 NORTHERN CA IN...
y 0 x woone T AnusTHENT 12751 ORTHERN CA ...
I 3% IncomE FoRM 1120 12/31 M) SHIPPING, INC.
. 0w INCOME FORM 1120 OH LEASING, INC.
| ¢ O x ncone
K O &  mcome o a:
— = R R 0 - )
_— ] O & ncome WORKPAPERS  TAXABLE INCOME... 12/31 Acwe AOMIN., E.
o & IncomE TesT e 11730 ACME ADMIN., INC.
I = O x INCOME WORKPAPERS ALLOCATIONS A... 11/30 ACME ADMIN., INC.
m m 0O = NCOME REFERENCE GOODWILL AND ... 11/30 ACME ADMIN., INC.
O &  meome WORKPAPERS  INFORI 3 ACME ADMIN., ThC.
0w Income Rerenence ACCOUNTING ME... 10/3: ACHE FLORIDA, ..
0 INCOME REFERENCE ACCOUNTING ME... 10/31 EDGEWATER FER..
o & mcome Tax ReTURN exension 1273 EpGEWATER FEA...
Ox e T S

L]

Page 2 of 89 (1777 items)

[ Next>> | cancel |

9. Add document-level indexes in Step 2 of the Template Library wizard.

[ Template Library

Index Document(s) selected from step 1
File Section:

<< previous | _rish (| cancel |

(Step20f2)

NOTE: In the example above, File Section and Document Type are grayed out. This indicates
there may be a parent-child relationship between folder/workflow fields and the document-
level indexes. To modify these fields, go to the Documents tab in the workflow folder after the

workflow has been created.

OWM v4.2 user guide 105
(Last updated June 24, 2010)

Copyright © 2010 Thomson Reuters/ONESOURCE
All Rights Reserved




ONESOURCE" WorkFlow Manager

10. Click Finish to add the document link to the Setup > WorkFlow Template >
Documents tab grid. ONESOURCE Template Library does not allow duplicates. If the
document exists in the template, the user will not get a warning to say it already exists.

NOTE: The column names with asterisks indicate document-level indexes of the current drawer.
Columns to the left are source drawer index values where the document originated.

Drawers:| Income |

2008

Description Year Department Document Date

10/07/2009

EET T |

* File Section * Document Type * Description * Department [* Document Date

10/07/2009

Permissions

ONESOURCE Workflow Manager and Template Library document permissions are controlled
via ONESOURCE FileRoom permissions.
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ONESOURCE DataFlow

ONESOURCE WorkFlow Manager’s DataFlow component streamlines the data-gathering
process. Using enhanced Excel®-based worksheets, DataFlow provides a means to collect and
manage information, and enables users to improve management features (e.g., tracking requests
and reminders).

DataFlow Requests:

* Are sent by e-mail. Anyone with e-mail can receive and respond to a DataFlow
request.

*  Can be components of a workflow. A workflow may contain many DataFlow
requests.

e Are generally used for gathering data in preparation of completing a tax return,
but can be used for other data-gathering tasks.

There are two ways to access DataFlow requests:

*  The DataFlow link in the left navigation area displays all DataFlow requests in
ONESOURCE WorkFlow Manager.

*  The DataFlow tab of an individual workflow displays all DataFlow requests for
the selected workflow.

For a complete description of DataFlow features and functions,
see the ONESOURCE DataFlow user guide.
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Control Log

Control Log

LRl

Federzl Income ...
Federal Income ...
038/15/2008 Federzl Income ...
Federzl Income ...

Federzal Income ...

Overall Due Workflow Proces Description

Form 1120 for 2...

Percent Complet Entity Name

T.R. HADEN, INC....
T.R. HADEN, INC....
T.R. HADEN, INC....
TRACTOR SALES,...

SOUTHWEST MA...

Entity Number

2564
2564
25564
4783

5231

Jurisdiction

FEDERAL
FEDERAL
FEDERAL
MEW YORK CITY

ARKANSAS

Tax Type

FEDERAL INCOME
FEDERAL INCOME
FEDERAL INCOME
FEDERAL INCOME

FEDERAL INCOME

The Control Log displays the status of all workflows in a workflow process. As you scroll
through, all process tasks in the selected workflow appear in columns.

Standard Filter Criteria search features are available to further narrow the items displayed.

This log can be exported, using the Export command on the Actions menu.

In addition, Customize View, Save Preferences and Save Preferences for All have the same
functionality as in all prior areas of ONESOURCE WorkFlow Manager.
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ReportsFlow

ReportsFlow Overview

ReportsFlow is a powerful reporting tool that uses standard and customized reports to track
Calendar items. Through ReportsFlow, you can:

e View, print, and export standard and customized reports.
*  Create custom ad hoc reports using Report Designer

*  Modify standard reports to meet your needs

*  Create and print Avery labels

*  Create and print Certified Mailers

Types of Reports

ReportsFlow supports two types of reports:.

e Standard Reports contain preset data fields and filters, and can be modified to fit
your specific needs.

ReportsFlow
@ standard Calendar
Report Filter Last Modified
Assigned To Report Show All v 10/10/2008
Authority Addresses - Tax Law Update NA v 02/14/2008
Authority Listing by Region Show All v 06/14/2008
Complete Due Date Schedule Show All v 10/10/2008
Complete Lead Dates Schedule Show All v 10/10/2008
= Due Dates - Current Month Show All v 10/10/2008
Due Dates - Current Quarter Show All v 10/10/2008
Due Dates - Current Week Show All v 10/10/2008
Due Dates - Next and Last 30 Days Show All v 10/10/2008
Due Dates Not Complete Show All v 10/10/2008
H Event Addresses - Tax Law Update NA v 02/14/2008
Events - Tax Law Update A v 02/14/2003

e Custom Reports are created with Report Designer, and can be kept private or
made public. They can also be designed and added to the standard report list.

[ Custom Calendar

Report Author Last Modified
2007 Complete Due Date Schedule Betty Lewis 10/13/2008
2007 Complete Lead Dates Schedule setty Lewis 10/13/2008

2007 Due Dates.

nt Month Betty Lewis 10/13/2008

2007 Due Dates Current Quarter setty Lewis 10/13/2008
K 2007 Due Dates Current Week Betty Lewis 10/13/2008
2007 Due Dates Next and Last 30 Days Betty Lewis 10/13/2008
2007 Due Dates Not Complete setty Lewis 09/12/2008
2007 Lead Dates Current Month Betty Lewis 10/13/2008
2007 Lead Dates Current Quarter Betty Lewis 10/13/2008
2007 Lead Dates Current Week setty Lewis 10/13/2008
§ 2007 Past Due Betty Lewis 10/13/2008
2007 Fast Due Last 30 Days setty Lewis 01/21/2008
2007 Status Bar Chart setty Lewis 0s/15/2008
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Creating a custom report

Custom reports are developed using Report Designer, which helps you select data fields, and
filter, chart, and display your data. You can develop reports using all data fields in Entity Manager.

To create a custom report:

1. Click the ReportsFlow link in the left navigation area.

2. Highlight Custom Calendar in the ReportsFlow browser, then select Create Custom
Report from the Actions menu.

Drawer: Income Tax > FileRoom | Options | Logout Michelle Actions @

ReportsFlow

Standard Calendar

Labels

3. Complete the selection process in each tab. You do not have to enter something in every
tab, however, you do have to tell ReportsFlow what to report on.

Chart Preview

Summary

2] [w]

Gauge

Preview Results i}

[oistinet
Data Sources (Tables and Views)

o

Calendar_Events =

[%]
iy
A

Authority_Addresses_Audit
Calendar Events
Event_Addresses_Audit
Events_Audit
Jurisdictions_Audit

Once your data sources have been selected, subsequent tabs will be limited to the data
available in those sources. For example, if you select the data field for Calendar Events,
only the fields specific to Calendar Events will populate the remaining tabs. You will not
have access to Jurisdiction information unless you add that as a Data Source.

4. Preview your report.

Save, print, or export the report to Excel, Word or HTML.
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Understanding the Designer tabs

To help you get started, here are description of each tab:

Data Sources — Select the data sources for your report. More than one data source may
be selected.

Fields — Add and delete fields from your selected data sources. Sort and perform
functions

Filters — Filter available fields. Use operators and value(s) to further refine your report.

Summary — View a summary of the Fields tab information. Shows the fields and values
for every pair.

Chart — Create a chart (Pie, Trend, Plot, Bar chart) for your report.

Gauge — Gauges can be used to build dashboards and help you visualize critical
performance data. Choose the field that describes what you are measuring and a value.

Style — Set colors for the border, header, and items. Click Set Default to restore system
defaults.

Preview — View your report. Click on the column headers to sort in ascending or
descending order.

Accessing the Izenda Training guide

ReportsFlow was built on the Izenda product. You can access the user guide and training videos
on their Web site: http://www.izenda.com/Site/Downloads/IzendaAdHocUsersGuide56.doc

Making reports public or private

ReportsFlow allows you to keep custom reports private (available only to you), or make them
public (available to all). By default, new reports are private.

To make a report public:

1. Select the report you want to make public.
2. From the Actions menu, select Make Report Public.

3. The report is now available to others.

Once you make a report public, the Actions menu command changes to Make Report Private.
Should you want to reverse your action, select Make Report Private from the Actions menu.
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Labels and Certified Mailer

ReportsFlow creates labels and certified mailer documentation quickly and efficiently. The most

common Avery labels are preloaded; however, you can create your own, as needed.

& Labels

Report

Avery 5160
Avery 5161
Avery 5162
Avery 5163
Avery 5164
Avery 5261
Certified Mailer

Filter

Show Al |»
Show All ¥
Show All [s
Show Al |»
Show All %
Show All &
Show All %

Last Modified

04/09/2008
04/09/2008
04/09/2003
04/09/2008
04/09/2008
04/09/2003
04/09/2008

After a Certified Mailer account is set up by your administrator, the Certified Mailer

Information screen can be completed (bold fields are required), and documentation can be

printed. See the Calendar user guide for the setup and use of Certified Mailer User IDs.

Certified Mailer Information

Account Information

User ID:

Sender Information
Contact:

Company:
Address:
Address Line 2:
City:

State:

Zip:

Postal Information
Weight (oz): | 0 ~
Package Type: | Letter
Optional Label: | Do Not Use
[ Restricted Delivery

| Wiew Dig

File: Murmber:
Internal Code:
Interal File Nurber:
Addressee Coder
Addressee Code 2

Receiver Information

Contact
Company:
Address:
Address Line 2
City:

State:

Zip:

Return Receipt Information

ital Signatures |

Information (Optional)

It
»

I e

I

[ Regular
[ Electionic

| submit | | cancel | | Manage Addresses
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ONESOURCE WorkFlow Manager
Calendar

ONESOURCE WorkFlow Manager Calendar automates the due date monitoring and tracking of
tax-related activities and user-created custom events.

Highlights of Calendar include:

*  Enhanced tracking of due dates for income and Sales & Use Tax filings,
extensions, and payments

» Tax events automatically populated into their respective workflows
*  Custom events creation

*  Automated scheduled event wizards

e Daily, weekly, and monthly graphical calendar views

» Filtering by entities, topics, events, and jurisdictions

For a complete description of all Calendar features and functions,
see the ONESOURCE WorkFlow Manager Calendar user guide.
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ONESOURCE Entity Unit Browser

Overview

The Entity/Unit Browser grid displays all entities in the database that are used to create
workflows, assign Calendar events, and become the subjects of DataFlow requests.

Oravers Income Tax = FileReom | Options | Lagaut Michelle Actions. @

W Entity Browser Entity/Unit Browser

ENTITY CRITERIA

Entity Name Entity ID Entity Type Description Date Dissolved  Group Code(s)  Status Address 1

ACME Date Service... 623 Individual Hotels | Financial
ACME Education (I... 662 Corporation Hotels | Financial
ACME Finance Eur... Corporation Hotels | Financial
ACME Financial Pu... 340 Cor Hotels | Natural R...
ACME Heldings Eur... 602 Branch Financia I | Hotels
ACME Intsrameric... 688 Corperation Financial | Hotels
ACME New York, Inc. 303 Corporstion ancial | Hotels.

_ ACME Trans Tberia 604 al | Hotels

] WorkFlow Browser

3
Z ACMETrucking, Inc. 78-67-4521ABC  Crporation Sub for trucking line 2/28/2008 Transportation | F... Active 235 Park 2

B pocuments : Apex- Canada 675€4D Branch Financia 11 Hotels

@l DataFlow 2 APEX Distribution (... 703 Branch inancial | Hotels

:  Apex Overseas - 1. 621PY Eranch Financial | Hotels
-1 APEX Parent 324 Branch Financial | Hotels
Apex Trucking, Ltd. 637 Corporation =ncial | Hotels
Bolton Internation... €20 Corporation inancial | Hotels
G, Ine 491 Cerperation Financial | Hotels
Haden Co Svitzerl... 710 Branch al | Hotels

Haden Distrib

n... 635 Branch

Financial | Hotels

Adding a new entity

To add a new entity:

1. From the Entity/Unit Browser grid, select Add New from the Actions menu.

Basic Information

Eatity Name ] Entty 0 —

o
Entity Type Corporation ] Entity Charting Type

L
- —"
ci ]
cours oty —
State/Province Main Parent

Zip/Postal Code [ Part of GAAP Consolidated Group

Incerporated in Country [ part of Provision Filing Group

Incorporated in

State/Province [ Part of IFRS Filing Group

Al

=]

Date Incorporated Date Dissolved

|

| Save || Close |
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2. Enter the Entity Name, Entity ID, Entity Type, and Entity Charting Type.
These are required fields.

3. Assign group codes, if desired. Group codes organize entities by industry, geography, or
any other method that makes sense for your organization. The Assigning Group Codes
drop-down menu is managed by your administrator.

e Select a group code from the drop-down menu.

== fizzign a Group Code # | oy

zzign a Group Code =
Aerodynamic
Hotels
b anufacturing
Martheast
Service
Shipping
Trucking

*  Click the plus sign (+) to add this group code to the text box.
* Repeat these steps to add more group codes.

*  To remove a group code from the text box, highlight its name and click the minus
sign (-).

4. Populate address and other information fields, if desired.

5. Use the tabs in the Entity Information screen to add business and tax information,
contact information for responsible parties, key contacts, user-defined data, DBA names,
and tax IDs and registrations.

AssetCare Inc.

6. Click Save on each screen to accept the changes.
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To edit an entity:

1. Double-click on any entity in Entity Browser.

2. The Entity Information screen opens displaying the Basic Info tab.

" AssetCare Inc.

Basic Info

Basic Information

— Entty 10
Desaription L 1 st
Entity Type Entity Charting Type
Assigning Group Codes ¥
L]
Address? ] Prone ]
city ] Fax ]
Sesterorovinge s:(:;:;\:;t:e main parent is ABCD
Zip/Postal Code | [ part of GAAP Consolidated Group
Incorporated in Country United States of America [ Part of Provision Filing Group
P O eart ot 25 i rup
Sate Incorporated — Sate Dissolved =

| save || close |

3. Make changes as needed.
4. Click Save.

For more information, see the ONESOURCE Entity Unit Browser user guide.
From the ONESOURCE WorkFlow Manager Options menu,
click User Documentation > Entity Unit Browser.
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Appendix A: Exporting and Importing

The export process

To create a worksheet containing the data fields used for exporting and importing data, you can
start by exporting data from any screen that has this option in the Actions menu.

1. From the Actions menu, select Export or Export All

NOTE: Export only sends the fields displayed in your grid to the Excel worksheet. Export All
sends all fields related to the area in which you are working.

2. In the File Download dialog box, click Open.

File Download |§|
Do you want to open or save this file?

@ Mame: TaxCAL_EYENTS_00000000K4_Z0091218013645, csv
a Type: Microsoft Office Excel Comma Separated Yalues Fil,..

From: ga-workflow,onesourcetasx.int. thomsan, com

[ Open ][ Save ]L Cancel J

harm your computer. IF you da not trust the source, do not open or

@ While files from the Internet can be uzeful, some files can potentially
save this file. What's the risk?

3. Microsoft Excel will open showing the column headers and events that were exported.
Input or modify event data as required.

A ] B I c I D I E I F G

| 1 |Year Entity Name Entity ID Event Template Name Current Due Date Calculated Due Date Date Type
| 2 |2008 SOUTHWEST MANUFACTURING 5231 PA RCT-101 10/15/2007 10/15/2007 Due Date
| 3 |2006  SOUTHWEST MANUFACTURING 5231 OH FT-1120 5/31/2007 5/31/2007 Due Date
| 4 2008 SOUTHWEST MANUFACTURING 5231 NY CT-3 9/17/2007 9/17/2007 Due Date
| 5 2006  SOUTHWEST MANUFACTURING 5231 NJ CBT-100 10/15/2007 10/15/2007 Due Date
| 6 |2006 ABEX, Company 5132 PA RCT-101 10/15/2007 10/15/2007 Due Date

7 |2006  ABEX, Company 5132 NJ CBT-100 10/15/2007 10/15/2007 Due Date

4. Save the file as a .csv or Excel file.
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The Import process

1. From the Actions menu, select Import.

2. In the File to Import screen, click Browse to select the worksheet containing your event
data.

File to Import

Browse... |

[ Save | [ Cancel |

3. Click Save.

NOTE: Upon import, the system will validate the data in the file. It must be complete and
accurate or the import process will fail. An error report will identify any problems with your file.
Correct the data, save the file, and import it again.
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Appendix B: Product Assistance

Signing up for Product Assistance

ONESOURCE customers can sign up for e-mail notifications that alert them to release notes,
bulletins, and other announcements related to the products they own.

Product Assistance

Lo‘ I N User Name Thomson Reuters Announcements

Account * ONESQURCE E-Mail Support
Passwaord

I Remember my

Forgot Pasaword?

First-time User? Register Here

THOMSON REUTERS

Copyright 2010 Themsen Reuters'Tax & Accounting. All rights reserved.

To access Product Assistance and sign up for e-mail notifications:

1. Type https://support2.riahome.com into your Internet address bar.

2. Click Register Here if you are a first-time user, or enter your user name, account number,
and password, then click Login.

3. Click E-mail Notification at the top of the page.

Support Hours  Support Numbers Profile E-mail Notification Logout HOMSON REUTERS

Home P ONESOURCE Income Tax - CS Version
Search » ONESOURCE Income Tax - RS Version
Announcements » ONESOURCE Income Tax Express - CD Version
Release Scl » ONESOURCE Income Tax Express - RS Version
Supported Envi P ONESOURCE WorkFlow Manager

ONESOUSCED » ONESOURCE Sales & Use Tax - CD Version

} ONESOURCE Sales & Use Tax - Rate Lookup

» ONESOURCE Sales & Use Tax - Rate Subscription
» ONESOURCE Sales & Use Tax - RS Version

P ONESOURCE Tax Calendar - CD Version
» ONESOURCE Data Exchange - RS Version
) ONESOURCE Data Exchange - CD Version
» ONESOURCE Entity Manager

} ONESOURCE platform

» ONESOURCE Calendar - Web Version

What's New

4. Select HTML, Plain Text, or Attachment to designate how the notifications will be
displayed when you open the e-mail.

Support Hours Support Numbers Profile E-mail Notification Logout

E-mail Notification
[ unsubscribe from Notifications

Email Preference

@ nutmL O plain Text ) Attachment
Email Format

@ Digest O Individual Emails
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5. Select Digest to receive one e-mail each week containing links for items related to the
products you specify. Select Individual Emails to receive one e-mail as items are posted
(for example, if four items are posted on Wednesday, you will receive one e-mail with
four links Thursday morning). The example below shows the e-mail notification in
HTML format.

ONESOURCE

THOMSON REUTERS

PRODUCT ASSISTANCE UPDATES

The following updates have been posted to the Product Assistance website. You may view the posting after
logaing in through the links below.

ONESOURCE WorkFlow Manager : Release Notes and General Postings

Date Subject

14 Apr 2010 OWM wd 1 release notes

ONESOURCE Entity Manager : Release Notes and General Postings
Date Subject
14 Apr2010 QEM v3.0 release notes

ONESOURCE platform : Release Notes and General Postings

Date Subject
14 Apr2010 R&D Tax Credit Manager v1.0 release notes
14 Apr2010 OMNESOURCE platform v3.0 release notes

Click a link above to view the posting. You will be asked to login to Product Assistance. Please enter your Product
Assistance Login ID, Account, and Password to access the posting.

Sincerely,
ONESQOURCE Product Support
Thomson Reuters

6. To select products for your e-mail notification, check the boxes next to the items for
which you want to receive notifications. At a minimum, be sure to check Release Notes
and General Postings.

7. Click Save.

NOTE: To unsubscribe from specific product announcements, uncheck the appropriate boxes,
then click Save. To discontinue all e-mail notifications, check Unsubscribe from Notifications,
then click Save.

Support Hours Support Numbers Profile E-mail Notification Logout

E-mail Notification

D Unsubscribe from Notifications
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