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Defining Logos in the Financial Statements Template

1. Logo section in Information Store Document

Open Information Store (Document 01.14) and select Logos section, where logos
are defined and matched to each area

a.  Open Information Store (Document 01.14). Scroll down to Logos section.
If the section is collapsed (indicated by a + sign) click on it to expand it.

T
-— :

Logos Press + signto open

ISelect Logos for each area Logos

|Area OPTIONT — OPTION 2 OPTION 3

Show |Greek Logo| English | Show |Greek Logo| English | Show |Greek Logo| English
Logo Logo Logo
ICover page Header [ [NOoLoGo ~-|NnoLoGo - [ [No LoGo -|No LoGo -| [ |NO LOGO -[ND LOGO -
ICover page Footer ] [NoLoGo -[NoLoGo -] [ |NO LOGO -[NO LoGO -| L] [NO LOGO -[NO LOGO -
|Auditor's Report Header [ |NoLoGo ~-|NnoLoco -| [T [No LoGo -|no LoGo - [ [No LoGo -[ND LoGo -
|Auditor's Report Footer [ [NOoLoGo ~-|NnoLoGo - [ [No LoGo -|No LoGo -| [ |NO LOGO -[ND LOGO -
[Tax Confirmation Header ] [NoLoGo -[No oGO -] [ |NO LOGO ~-[NO LoGO -| [  [NO LOGO ~-[NO LOGO -
[Tax Confirmation Footer [ [NOoLoGo ~-|NnoLoGo - [ [No LoGo -|No LoGo -| [ |NO LOGO -[ND LOGO -
Engagement Letter Header ] [noLoGo -[NooGo -] 1 |NO LoGO ~-[NO LoGo -| O] [NO LOGO -[NO LOGO -
Engagement Letter Footer ] [NoLoGo -[No oGO -] [ [NO LOGO ~-[NO LoGO -| [ [NO LOGO -[NO LOGO -
Bank Letter Header [ [NOoLoGo ~-|NnoLoGo - [ [No LoGo -|No LoGo -| [ |NO LOGO -[ND LOGO -
[Bank Letter Footer ] [noLwoGo -nooGo -] 1 [No LoGo ~-[No LoGo -] [C]  [NO LOGO -|NO LOGO -
When expanded you can see the Logos settings:
Logos
Define Logos |Save Logo Properties
No. | LOGO Selsction Alﬂnmenl
Car ! Shew betmag berp
L I LEFT -

Select Logos for each area

Area OPTION 1 OPTION 2 OPTION 3

Show |Greek Logo |  Englsh Show [Greek Logo| Engish | Show [Greek Logo|  Englsh

R — o) togo | Lloge 1 | togo

Cover page Header NO LOGO =INOLOGO =] 1) [NO LOGO =INOLOGO =] ©1 N0 LOGO = INO LOGO -]

Caver page Footer NO LOGO =INO LOGO ~ NO LOGO = INO LOGO - NO LOGO = INO LOGO -

Auditor's Report Header NO LOGO -INO LOGO ~ NO LOGO =INO LOGO - NO LOGO = NO LOGO ~

Auditor's Report Footer NO LOGO ~JNO LOGO ~ NO LOGO - |NO LOGO ~ NO LOGO ~[NO LOGO -

Tax Confirmation Header NO LOGO ~INO LOGO ~ MO LOGO ~INO LOGO ~ NO LOGO = |NO LOGO ~

Tax Confirmation Footer NO LOGO ~INO LOGO - NO LOGO = INO LOGOD ~ VNCI LOGO =INO LOGO -
Engagement Letter Header NO LOGO =INOLOGO =] 1! INO LOGO =INOLOGO =] ©1 3O LOGO =[NO LOGO -]

Engay Letter Footer NO LOGO =INO LOGO - NO LOGO = INO LOGO ~ NO LOGO = INO LOGO =~

Letter + d NO LOGO =INO LOGOD - NO LOGO = INO LOGO - NO LOGO =INO LOGO -
[Bank Letter Footer NO LOGO - JNO LOGO - NO LOGO ~|NO LOGO ~ MO LOGO = |NO LOGO -
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Defining Logos in the Financial Statements Template

2. Defining Logo properties.

In the Define Logos section you can define each logo’s properties such as location,
size, alignment etc.

a. In “Define Logos” double click the logo box to open the Picture Object window.
=~ Logos
Define Logos |Save Logo Properties|
Ho. | LOGO Selection Algnment
"3t 50w Sewsap bmp

1 I < Dauble click here LEFT -
|Select Logos for each area
Area OPTION 1 OPTION 2 OPTION 3

Show |Greek Logo| Engish | Show [Greek Logo| Englsh | Show |Greek Logo|  Engish
Logo Logo LOgo
Coverpage:' d INO LOGO =|NO LOGO = NO LOGO =INO LOGO = INO LOGO = |NO LOGO =
wum_gu E INO LOGO = |NO LOGO ~ NO LOGO ~INO LOGO - INO LOGO =|NO LOGO ~
Auditor's Report Header INO LOGO =|NO LOGO = NG LOGO = INO LOGO = [NO LOGO = |NO LOGO =
itor's Report Footer INO LOGO =|NO LOGO = NO LOGO =INO LOGO = INO LOGO = INO LOGO =

Tax Confirmation Header E INO LOGO = |NO LOGO ~ NO LOGO ~INO LOGO - INO LOGO = |NO LOGO ~
Tax Confirmation Footer INO LOGO =|NO LOGO = NO LOGO ~INO LOGO = [NO LOGO = |NO LOGO =
_Egggemenuetter:‘ < INO LOGO =|NO LOGO = NO LOGO = INO LOGO = INO LOGO = |NO LOGO =
Engagement Letter Footer INO LOGO ~|NO LOGO ~ NO LOGO ~INO LOGO - INO LOGO =|NO LOGO ~

nk Letter Header NO LOGO - [NO LOGO - NO LOGO = INO LOGO - INO LOGO =INO LOGO -

nk Letter Footer INO LOGO = |NO LOGO = NO LOGO =INO LCGO = INO LOGO = |NO LOGO =

b. Inthe “Picture Object” window click to select your logo.

- Logos |
Define Logos T e .
Ho. JLOCO Selection Shaierents ‘ ot
s P OETEEREErEOntes | [ ]
1 Embied preture in document \\.\
v Reize picture V| Keep Axpect Ratic ‘\
Select Logos for each area N
Width  1000¢m = Heght 100 em :7 N
Arca LY ¥ Show picture while viewing document
Show | Gresk i g

Cover page Header NO LOE R —
Cover page Foolter NO LOS oK | Cancel | Hep |
Auditor's Report Header | INOLOY J ===
Auditor's Report Footer NO L e oty . o
Tax Confirmation Header NO LOGO = INO LOGO = LOGO «MNO LOGO =| U7 |NO LOGO =[NO LOGO =
Tax Confrmation Footer NO LOGO ~|NO LOGO ~ INO LOGO ~NO LOGO - NO LOGO ~|NO LOGO ~

gagement Letter Head: NO LOGO = NGO LOGO - NO LOGO = INO LOGO - NG LOGO = INO LOGO =
Engagement Letter Footer NO LOGO ~|NO LOGO ~ INO LOGO ~INO LOGO ~ NO LOGO ~[NO LOGO ~
'l_lml( Letter Header NO LOGO - |NO LOGO ~ NO LOGO - INO LOGO ~ NO LOGO =INO LOGO -
Bank Letter Footer NO LOGO =« |NO LOGO = INO LOGO = NO LOGO = NO LOGO = INO LOGO =

Here you have the following options:

Embed picture in document: Select this option to enable the picture to become part of
the CaseView document. By embedding the logo this is always displayed, irrespective of
whether the original logo location is available or not.

The alternative is to browse for the logo and select it as a dynamic link. If the picture is
not embedded, then if the selected logo is in a folder that is no longer available this is no
displayed.

Resize picture: To enlarge or reduce the original size of the picture, click Resize picture.
In the Width and Height boxes, type or select the size of the picture. Clear the check box
if you want to restore the picture to its original size

Keep Aspect Ratio: When selected, the graphic returns to its original size. Once
activated, the ratio of the picture is fixed, meaning that the height changes accordingly
when the width changes.
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Defining Logos in the Financial Statements Template

Width: Type or select the width of the picture in the Width box.

Height: Type or select the height of the picture in the Height box

= Logos
f L Pcture Otyece - -
o, | Lo ] Fravaen
=<1 Tick this boxto y:Thm—
1 choose the EMbedt I [Tt |
ure in document - fmm" - b (RN >
FResie pevwe 19 Keep Zspect Rat ~ | You have the option
Select Logos for each area —prny 7P to change the
l Watth  SELcm S Meght  d45om 3 bm_ Gmensions of yois
pArea { States iictusns whis wievirig document fogo from thes
Show Gytek]l window
Cover page Header O L ' -
Cover page footer (T ok | cance | [ e |
Auditor's Report Header NO L —t
Auditor’s Report footer NO L - - -
Tax Confimation Header INO LOGO = NO LOGO - LOGO = N0 LOGO ~ NO LOGO = INGI >
Tax Confirmation Footer NO LOGO = |NO LOGO = INO LOGO = INO LOGO = INO LOGO = INO LOGO Click OK when you
3 Letter Header N LOGO ~|NO LOGO - N0 1LOGO - |NO LOGO = INO 1L0GO - INO LOGO - nave finshed
Letter Footer NO LOGO = [NO LOGO + LOGO =INO LOGO «] T O LOGO = INO LOGO = defining the logo
Letter Header N0 1L.0GO ~|NO LOGO - N0 LOGO = N0 LOGD - NG 1LOGO = INO LOGO - pecture sattings
Letter Footer NGO LOGO =|NO LOGO = NG LOGO « |NO LOGO = O LOGO = INO LOGO = b

When you have finished defining the picture object settings, click OK to save them.

c.  Choose how to align the logo using the Alignment options in the left column.

- Logos
Define Logos Save Logo Properties
| Wo, |LOGO Selection Alignment
You have the
1 - option to EFT L=
choase the __n%"
AT akgnmert of the
logo here —
|Select Logos for each area
Arca OPTION 1 OPTION 2 OPTION 3
Show |Greek Logo| Engsh | Show |Greek Logo| Engish | Show |Greek Logo|  Englsh
Lego Logo Logo
ICover page Header NO LOGO ~[NO LOGO +] | INO LOGO ~INO LOGO ~| 1 [NO LOGO ~|NO LOGO ~
\Cover page Footer : NO LOGC ~|NO LOGO ~ NO LOGO ~|NO LOGO ~| | NO LOGO ~NO LOGO -
Auditor’s Report Header NO LOGO = INO LOGO - NO LOGO = NO LOGO -] | NO LOGO - NO LOGO -
Auditor's Report Footer NO LOGO ~[NO LOGO «] | NO LOGO =|NOLOGO =| [1  [NO LOGO ~NO LOGO =
Tax Confirmation Header NO LOGO ~|NO LOGO ~] | NO LOGO ~|NO LOGO =| [ [NO LOGO ~NO LOGO ~
Tax Confirmation Footer NO LOGO = |NO LOGO - NO LOGO = INO LOGO -] | NO LOGO = NO LOGO -
Engagement Letter Header NG LOGD = [NO LOGO = MO LOGO =[N0 LOGO = T[NGO LOGO ~[NO LOGO «
Engagement Letter Footer NO LOGO ~|NOLOGO =] 7 WO LOGO ~INOLOGO ~| [T [NO LOGO ~[NO LOGO ~
%nl(lettu"adu NO LOGO =NO LOGO ~ NO LOGO ~INO LOGO -| [T [NO LOGO ~NO LOGO -
nk Letter Footer NO LOGO = |NO LOGO - NO LOGD = INO LOGOD | | NO LOGO = [NO LOGO =

3. Inserting additional logos

You can insert as many logos as required in the Define Logos sections by using
the right click menu

a. If you require more than one logo in your documents you can add lines in Logo
Section by right clicking on the number and choosing Insert Row.

You can define an unlimited number of logos for use in your client file.

The right click menu allows you to insert, delete or sort, selected logos.
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- Logos
Define Logos| o iy click onthe number Save Logo Properties|
to add rows if you want nment
,  mare than one loQos
-+ LEFT -
Irert Row I l Choose Insen Row
— Detrte froe o
g Saon Table Rows
Arec OPTION 1 OPTION 2 OPTION 3
Cepy Show [GreekLogo| Englsh | Show [Greek Logo| Englsh | Show |Greek Logo| Engkh

| | P Logo Lego Logo
Cov 3 INO LOGO ~INO LOGO ~| T1  INO LOGO =[N0 LOGO = NO LOGO =[NO LOGO =
Cowl. | GetaBackmed I INO LOGO =0 LOGO ~| [ INO LOGO ~|NO LOGO ~ NO LOGO ~|NO LOGO -
Aud  Add New ke L INOLOGO ~INO LOGD ~| T N0 LOGO ~[NO LOGO - NO LOGO = |NO LOGO -
Audit J INO LOGO =INO LOGO =] I INO LOGO =|NO LOGO = NO LOGO - |NO LOGO -
Tax Confirmation Header INO LOGO = INO LOGO = NO LOGO =INO LOGO = NO LOGO =|NO LOGO =
Tax Confirmation Footer INO LOGO ~INO LOGO ~| T INO LOGO ~|NO LOGO = NO LOGO ~[NO LOGO ~
Engagement Letter Header INO LOGO ~INO LOGO ~| I INO LOGO ~|NO LOGO - NO LOGO = |NO LOGO -
Engagement Letter Footer INO LOGO ~INO LOGO - NO LOGO - |NO LOGO - NO LOGO -|NO LOGO -

k Letter Header INO LOGO = INO LOGO -] | NO LOGO = |NO LOGO - NO LOGO =INO LOGO -

k Letter Footer INO LOGO = [NO LOGO - NO LOGO =[NO LOGO = NO LOGO =|NO LOGO =

b.  The same logo is copied in the newly inserted line. Follow the same procedure as
defined above to define the Logo properties i.e. select the new logo picture, size,

position etc.

4. Save Logo Properties

All defined logo properties are saved to the CaseView Database for use in all

CaseView documents within the CaseWare file.

a.  When you finish defining your logos, click on

Save Logo Properties

to save

your settings. This process saves all defined logo properties to the database so that
these can be used in other documents.

- Logos
Define Logos |Save Logo Properties
No, |LOGO Sedaction Algrement |
‘ »Z ; LEFT -
AL
[Select Logos for each area
Area OPTION 1 OPTION 2 OPTION 3
Show |Greek Logo| English | Show [Greek Logo | Englsh | Show |Greek Loga | Englsh
Logo Logo Logo
Cover page Header NO LOGO = NG LOGO = NO LOGO =INO LOGO =| ©1  [NO LOGO = INO LOGO -
Cover page Footer NO LOGO = |NC LOGO ~| ! NO LOGO ~|NO LOGO ~| I [NO LOGO ~NO LOGO ~
Auditor's Report Header PO LOGO ~|NC LOGO ~| U1 |NO LOGO =NO LOGO ~| T |NO LOGO ~JNO LOGO ~
Auditor's Report Footer NO LOGO = |NG LOGO - NO LOGO = INO LOGO =| 1] [NO LOGO = INO LOGO -
Tax Confirmation Header NO LOGO = NG LOGO =] | NO LOGO =INO LOGO «| '] |NO LOGO =NO LOGO =
Tax Confirmation Footer NO LOGO =[N0 LOGO ~| TT N0 LOGO ~{NO LOGO ~| | NO LOGO ~JNO LOGO ~
Engagement Letter Header NO LOGO ~INGLOGD =] T1  |NO LOGO -INO LOGO ~| '] |NO LOGO ~INO LOGO ~
Engagement Letter Footer NO LOGO = |NO LOGO =] | NO LOGO =INOLOGO =] ! |NO LOGO =NO LOGO -
|Bank Letter Header MO LOGO =[NOLOGO «| TT [NO LOGO =INO LOGO = T [NO LOGO =JNO LOGO =
[Bank Letter Footer MO LOGO ~|NO LOGO ~| | NO LOGO ~INO LOGD ~| ] [NO LOGO ~INO LOGO -
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5. Select Logos for each area of the CaseWare client file

After logos are defined and saved, you can select which logo is to be used for each
Header and Footer for all documents that can have logos.

a. Logos can be displayed in the Header and Footer of each of the following areas:

Cover Page
Auditor’s report
Tax confirmation
Engagement Letter
Bank Letter

b. Inthe table under Select Logos for each area check the box under Show to
select the documents you want the logo to appear in, either as a Header or Footer.

- Logos
Define Logos [Save Logo Properties,
No, | LOGO Selection Abgnment
'ov 4 -y 4
ALT
Select Logos for each arca
Area ON 1 OPTION 2 OPTION 3 |
ETRN | ST | GIEER T30 | TGk (005 | Ehgish
Logo Logo Logo
Cover page Header ) TINOLOGO ~| ©! INOLOGO ~INOLOGO - LOGO ~INOLOGO ~|
Cover page Footer INO LOGO = NO LOGO - INO LOGO ~ ML The three options
Auditor’s Report Header NO LOGO - NO LOGO = JNO LOGO = | refer to the three
Auditor's Report Footer NO LOGO = NO LOGO =INO LOGO = auditors you can
Tax Confirmation Header -0 LOGO: OGO = MO Uave detailed at the
Tax Confirmation Footer | ) NoLoGo|  L0gos can be LOGO - NO U heginning of the
Engag t Letter Headk -WyoGo,  spiayedin the OGO = NOL  |nformation store
Engagement Letter Footer || ' _ o Loco, Header of Footer of fioco - TTIno i
k Letter Header N0 LOGO dea‘-" d "’i 0G0 - N LOGD T
%nk Letter Footer MO LOGO -poLoGo,  documentsby  f osn NO LOGO = |NO LOGO =]
chcking here
C. If you selected to show a logo in a specific area, select which logo you want to

display from the dropdown list. You can select a different logo for each area
(Header or Footer) and for Greek or English.
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e e e e
WACKUP VALURS 7O FILE SELECT FLE: C Progrmn Fisy ' Came\Warwiniommason SoreDefmsts TAT
BACKLF TO SELECTED FRE Lo

RETRIEVE PRGAM SILECTED FILE £ (eme

= Logos : ®
Define Logos | Swve Loge Properses

he |LOGO Sescman Adgrrere

o

AUOIT

LEFT

Setect 1 0gos for sach aren

X

<

£ £EE

F3

mComviainvootee 1 - )
Engagesent Letter Header |
Engagement Lettes Footes | U

RAAMLS

FEE

Bank Letter Header . Chooss e l0go number for
Bank Letter Footer J | each selected document by
=] presmag he amow for the bt
1O B!
© Audior's Repert Options
J
~ Tax Forms Options

Tax Confrataten - Lo N 059 {35 Jge) N
Lot o headng on Tax Coofimasion

XML Stngs.

NOTE: Options 1, 2 and 3 refer to the three different auditors you can have, detailed at
the beginning of the Information Store.

6. Updating Headers and Footers

If the Financial Statements document is from an older version where the Headers
and Footers were not correctly defined, use the option to update Header and
Footers.

a. If the version of the Information Store is newer than the version of the Financial
Statements, then you should also update the Headers of the Financial Statements,
under Updates to Documents, as seen below:

+ Terminology - Nature of transactions for related party transaction

- Updates to Documents

CARRY FORWARD, HEADERS AND FOOTERS

Select Document : Fs »| 01.10 Financial statements (UPDATE HEADERS OF SELECTED DOCUMENT|
N\ [Select document \
GLOBAL FONT CHANGE 0110 Financial \
Select Document (blank for ALL Documents) : Statements here Global Font Change i
Click here to
update the
Original Font :Arial (Western) -/ new Font : Arial - Headers 4

This finishes the procedure to add Logos in your Documents.
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The logos should now be shown as in the example below:

P vty iiwin
334356789 o0 Bixitue [ en

N

CLIENT NAME
EXOEZH KA O

ON
mquéamm
31 Aoespfpiou 2011 \ /

™y

-
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