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Introducing MyWorkpapers

As an SMSF Administrator/client of an audit firm using MyWorkpapers, you have received this guide
to assist you in accessing and using the External Firm Portal feature of the MyWorkpapers software.

MyWorkpapers is cloud-based software designed for accountants and auditors completing financials
and SMSF audits. Being cloud based, it enables users (including fund administrators) to access the
software anytime, anywhere from any device.

One of the features of the MyWorkpapers SMSF product is the Administrator-Auditor communication
tool, or External Firm portal. This tool is designed to allow auditors to communicate seamlessly and
efficiently with their client/Administrator. It provides an email notification system, and a special login
that allows you to respond to auditor queries and provide the required documentation for the audit.

This guide provides a detailed explanation of the features and functions that will enable you to
collaborate efficiently with your auditor using the External Firm Portal.

How does MyWorkpapers affect me as the Fund

Administrator?

MyWorkpapers is designed to improve the speed and efficiency with which you can provide

documentation to your auditor, and receive and respond to their queries.

There are a number of process changes that your auditor will discuss with you. Not all of these are
critical to implementing MyWorkpapers, but should be considered to ensure the most effective use of

the software.

Providing all supporting documents in electronic format (if not already doing so)
Providing auditor login access to you SMSF Administration software (if using Class Super/BGL
SimpleFund 360/SuperMate). This will enable your auditor to directly import fund details and
trial balance data directly into the audit file.

3. Providing an electronic trial balance file in excel format (BGL Simplefund, Reckon Desktop
Super, other accounting software).
Uploading electronic documents directly into the MyWorkpapers External Firm Portal

5. Responding to auditor queries using the MyWorkpapers External Firm Portal
If you are using MyWorkpapers to prepare the year end financials you can share the
documents directly from the file with the auditor by utilising the built-in digital document

transfer functionality. This will save you time and create efficiencies for your firm.
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How will MyWorkpapers save me time?

Using the MyWorkpapers External Firm Portal saves you time:

e [tis an efficient and convenient way to supply supporting documents to your auditor.
e [tis also an efficient way to respond to and track queries raised by the auditor across your

funds.

Utilising the Portal will enable the auditor to keep communications with you concise and to a
minimum. [t enables queries and responses to be recorded and tracked, ensuring your fund audits are

completed in a timely manner.

How and when do I access the MyWorkpapers External Firm

Portal?

Your auditor will complete all required setup tasks to enable you to access the MyWorkpapers.
External Firm Portal. You can access the Portal to upload documents and respond to queries as and

when you are notified by your auditor.

How do I respond to queries?

When your auditor has raised any issues for your action, an email will be generated by the Portal and

sent to your email inbox. The email will advise you of:

e The name of the superannuation fund
e The name of the auditor who sent the request

e Your login details
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IE) myworkpapers

Diear Sally Baker

Mary from Ace Pariners has sent you a notification for the file: Kidman Family
Superannuation Fund 30-Jun-2020

Pigase login on the website below to view the notification.

Login Details

Website: https.//podakrc. myworkpapers. com/
Firm Username: new

Username: bakersally @gmail.com

*If you have not had youwr MyWorkpapers scoount created yer or have forgotien youw password, plesse go 1o the
Website fink asbove and click on forgot password. Then click on the Continue button ance provided with fogin defails

in this email. An email will then be sent 1o you with your updated login

Should you reguire assistance with the Firm Porial please visit our Help Centre.
Thanks,

The MyWorkpapers team

J - SUe
s MyWorkpapers Limited SPC 3, Commercial

hitps.www. myvworkpapars.com

i A - 3 Lawson Srest

Tel: +61 7 5555 0100 - -
Southport OLD 4215
Australia

Upon the receipt of your first notification, you will have to use the forgot your password’ function, to

create your own unique password.
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Retrieving or Resetting Your Password

If you need to retrieve your password, or have forgotten your password, simply:

1. Go to https://go.myworkpapers.com
2. Click on the Forgot Your Password button

Sign in to MyWorkpapers
Note: The firm

Enter your Firm Username

Enter your Username

Enter your Password

English (Australia) [en-AU] v
Sign in Forgot your password?

username and your
username will be
provided in your email

notification

Fill in your Firm Username and your Username

Reset your password

We can help you recover your password. Once you have entered your details below please check your inbox.

Enter your firm usefname

Enter your username

sackosgnIn

3. Click Continue
4. Your username and password will be emailed to you

Logging In

Once you have reset your password, you can now login to the MyWorkpapers External Portal. Simply:

1. Go to https://go.myworkpapers.com

2. Onthe Login page, enter your Firm Username, Email Address and Password as per the email

you received and click Login

Sign in to MyWorkpapers Upon initia I Iogon,

ABC Practice Pty Ltd

bakersally@gmail

English (Australia) [en-AU] v

m Forgot your passwora?

change your password
for security reasons and
to also make

remembering your

password easier
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3. You will now be taken to the External Firms landing page. The landing page provides a list of
funds for which audits have been commenced, and queries made available to you, and provides
some summary information regarding their progress.

4. Make sure the correct year end is selected. If not you can Chose period via the dropdown

menu.
Ace Partners Portal saly ©
Sally Baker - 30-Jun-2020 Choose period ~
Please select the file name and complete the form where applicable.
File Name Date of latest request ~ No. of points outstanding ~ To complete Date of latest response Date Audit Report Issued
Kidman Family Superannuation Fund ~ 23-Apr-2021 1 Al

Viewing Notifications

To view the queries outstanding on the file, simply:

1. Select the A1 hyperlink under the heading To Complete or the SMSF Fund name under File
Name on the audit file you are interested in:

Sally Baker - 30-Jun-2020 Choose period ~
Please select the file name and complete the form where applicable.
File Name Date of latest request  No. of points outstanding ~ To complete  Date of latest response Date Audit Report Issued
Kidman Family Superannuation Fund 23-Apr-2021 1

Responding to Queries

Type your responses directly into the reply box, and select reply. Your responses will be immediately
visible to the auditor within the audit file.

Kidman Family Superannuation Fund 30-Jun-2020
Point Number WIP Ref Matter Resolved Responses e
1 Can you please provide all documents required for the 2020 audit
reply
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Upload Documents Requested by Your Auditor

You can upload documents for your auditor by simply dragging and dropping them anywhere onto the
query page. MyWorkpapers allows you to drag and drop multiple documents (you can also create a zip
folder of all the uploaded documents for external storage if required), you can also choose to browse
for your files and upload them.

Kidman Family Superannuation Fund 30-Jun-2020
Point Number WIP Ref Matter Resolved Responses P
1 Can you please provide all documents required for the 2020 audit

reply

Supporting Documents

0 Reference Description Document Name Added by

No supperting docum

| ¥ < | Upload Docs = [} X

Home  Share  View Q

Upload supporting document

Reference Correspondence type T > Upload Docs v | O O Search Upload Docs
- select - v =
~ [0 Name Date modified Type
Description \i ING Bank Statement.pdf 16/11/2017 8:31 PM Adobe Acrobat D,
$ DA [£ NAB Bank Statement.pdf 16/11/2017 8:03 PM Adobe Acrobat D.|
c
7 3  Settlement Statement.png 17/04/2018 1043 AM  PNG File
- = DeoF |%) Westpac Bank Statement.pdf 16/11/2017 8:02 PM Adobe Acrabat D,
load =/ Pic A
Choose File [No file chosen =P 5 =
4 items 1item selected 56.1 KB =

Notifying the Auditor of Your Query Responses

At the bottom of the page, select the Notify Audit firm button:

Notify firm that you have taken action for the issues raised above:

Notify firm | *This will send an email to the firm
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Import Documents Requested by Your Auditor

If you are a client of MyWorkpapers and subscribe to the SMSF year end template, you can import
documents from your year end file direct to the External firm portal. From the query page click on the
MyWorkpapers logo.

Ace Pariners Portal saly O
Kidman Family Superannuation Fund 30-Jun-2020
Point Number WIP Ref Matter Resolved Responses &

1 Can you please provide all decuments required for the 2020 audit
reply

Supporting Documents

O Reference Description Document Name Added by

Mo supporling documenis have been uploaded yel You can drag and drop a file in or use the upioad form below.

Upload supporting document

Reference Correspondence type

- select - ~
Description
4
Choose File | No file chosen
Import from MyWorkpapers
[ myworkpapers

This will take you to a sign in page where you login to your firm.

& myworkpapers »

Sign in to MyWorkpapers

Enter your Firm Usemame
Enter your Username

Enter your Password
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Once signed in, search for the file.

[ myworkpapers ~

You have successfully logged in to Firm: new1 Log out

Copy supporting document{s) from files. Search file below, then select the document(s) to import

Search for files

File: | Search file Q

Cancel

Click on the appropriate file and select the folders or individual supporting documents that you wish
to import. Once the supporting documents have been selected click on the Import button.

I myworkpapers ~

You have successfully logged in to Firm: new1 Log out

Copy supporting document(s) from files. Search file below, then select the document(s) to import.

Search for files

Select Workpaper(s) to import from a
Kidman Family Superannuation Fund Year End 30-Jun-2020
File: | kidman Family Superannuation Q Y=t
[J  Select all folders and associated work papers
Kidman Family Superannuation Fund #9894 ~ o — BEFl B
Year End 30-Jun-2020 i B - Planning
O = C - Income
Kidman Family Superannuation Fund #9895
Year End 30-Jun-2020 = B C-7 - Westpac_Bank_Statement paf
I C-6-Dividend_Statement.jpeg
o B C-2-C2_Interest_Received_worksheet3.xisx
O b C-3-C3 Dividends Received worksheet3.xisx
(] B C-4-C4_Rental_Property_worksheet.xisx
O B C-5-C5_Trust Distributions_worksheet xlsx
[ @F-Assets
B F-G - Settlement_Statement.png
B F-5 - Shareholder_Statement.jpeg -

Cancel Import »

Confirmation of the documents uploading will appear. Click on the Done button.
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Uploading...

File

€ _ <<

Westpac_Bank_Statement.pdf
Dividend_Statement jpeg
Settlement_Statement png

Shareholder_Statement jpeg

The documents have now been shared with the auditor and will appear in the Supporting Documents

table within the query page of the External Firm Portal.

Ace Pariners Portal

Kidman Family Superannuation Fund

Point Number WIP Ref

1

Supporting Documents
O Reference
O Seftlement Statement
D Shareholder Statement

[ Westpac Bank Statement

O Dividend Statement

Matter

Can you please provide all documents required for the 2020 audit

Description

saly ©
30-Jun-2020
Resolved Responses <
reply

Document Name Added by
Settlement Statement
Shareholder Statement Sally Baker

on 23-Apr-2021
Westpac Bank Statement Sally Baker

on 23-Apr-2021
Dividend Statement Sally Baker

At the bottom of the page, select the Notify Audit firm button:

Notify firm that you have taken action for the issues raised above:

Notify firm | *This will send an email to the firm
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