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Introduction

Purpose

Canadian Asset Amortization Tool (CAAT) provides a historical record of capital assets and
calculates amortization (depreciation) on those assets for financial statement purposes. CAAT
also provides documentation on acquisitions, disposals and capital gains for use in the
preparation of income tax returns. CAAT produces hardcopy reports suitable for use in your
working paper file, for filing with corporate and personal tax returns and for supplying a client with
information on their capital assets. Although it was developed primarily for use by the accounting
professional, this software can be used by anyone who wants to record and produce this
information.

Thi s user 0 stengithithd &counting proféssional in mind and addresses the multi-
client environment. It is assumed that the reader is familiar with the principles of amortization
(depreciation) so this document deals with the usage of the software and does not attempt to
teach the fundamentals of asset amortization.

File Management

Client files are stored in individual Microsoft Access (.mdb) database files. Each client file can
contain the assets for a single enterprise, or several related enterprises. Each enterprise is
stored in its own "division" within the client file. As each asset record is created, it is assigned to
the appropriate division.

Divisions can be identified as being for "tax only" purposes. Identifyingadi vi si on as fAtax onl )\
inhibits the calculation of amortization for assets in the division. Reporting for tax only divisions is
restricted to asset listings as well as listings of asset acquisitions and disposals.

1 Locate and open client files using the physical file name, the client/company name, or
division name.
1 "Check-out" client files so that they can be used outside of the office.

o Files that have been checked-out, must be checked in before they can be

opened by anyone else.
Open and work with external client files created by your clients.
Create a link to an external database that contains client information such as file numbers
and client names.

o If your office already uses a software program that stores this information in an
Access database, CAAT can be configured to display this information when a
client file is being created. In this way, client file numbers and names can be
kept consistent throughout the office.

o If your office uses a software program that utilizes another database format, you
may be able create an Access database and link it to your client database.

= =

Asset Management

Assets are assigned to a division when the asset record is created. If an asset's acquisition date
is prior to the first day of the current fiscal period, an opening amortization amount can be
calculated or manually recorded. The opening amortization amount can be changed until the first
Year End Update has been performed.

Asset Groups are used to group assets according to asset type. Typical asset groups might
include Land, Buildings, Equipment, etc. The Group Number and Sub-group Number given to
each group establish the order in which groups appear on reports. Each group is given a default
Amortization Method, Basis, Rate, and optionally a Residual Percentage and Tax Class.

New assets can also be assigned to a "parent assetd which in turn makes the new asset a "child
asseta This can be useful in cases such as the addition of a front-end loader to a tractor.
Parent-child relationships can also be established at the time of disposal of an asset. For
instance, if the tractor in the above example was purchased with the front-end loader attached,
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the loader can be established as "child" of the tractor in order to facilitate the disposal of the front-
end loader.

Assets are assigned to one of the available asset groups when they are created.
Assets inherit their amortization rate, method, etc. from the asset group. The user can
override each inherited trait.

1 Asset records can be located using their description, asset number, asset group, tax
class, acquisition date, acquisition period or parent-child relationship.

1
1

Calculations & Reporting

Amortization schedules can be produced at any time, without causing any updating of the client
file. When all of the asset additions and disposals have been recorded for the year, amortization
schedules can be prepared and reviewed. When the user is satisfied that the reports are correct,
the "Year-End Update" can be processed.

The Year-End Update causes amortization transactions to be recorded for each asset record.
The amortization transactions for an asset can be viewed at any time.

The accumulation of amortization transactions also allows the user to "roll-back” a Year-End
Update. The program accomplishes this by simply removing the appropriate transactions. It is
even possible to "roll-back” several Year-End updates if necessary.

1 A default set of reports can be specified for a client.

9 Individual reports can be produced on demand, for any period of time.

1 Reports sort options are available. This includes asset description, acquisition date, asset
number and disposal date.

1 Reports may be previewed before printing.

1 Previewed reports can be exported in DOC, PDF, RTF, XML or XLS format.

Administration

A password protected administration area is used to establish the operating parameters of the

software:

1 Identify the software licensee so that the licensee's name appears on reports that are
provided to the licensee's clients.

1 Specify the tax classes that will be available for use.

91 Define the available ITC Codes and ITC Rates that may be used.

1 Select from the list of available reports, those reports that will be included as default

reports.

Specify how many copies of each report are to be printed.

Assign labels to the 3 user-defined fields.

Establish a default set of asset groups. Each asset group has its own amortization

method, amortization basis, amortization rate, and tax class.

1 Define any number of client types and optionally specify flat billing rates and/or an asset

record charge for each client type.

Assign default reports and a default number of copies for each report, to each client type.

View a list of those client files that have been "checked-out" of the office.
0 The administrator can also force a previously checked-out file back to checked-in

status. This is useful if a checked-out file has become lost.

1 Add or change the password which prevents unauthorized access to the CAAT
administration area.

1 The contents of the administration area can be printed for documentation purposes.

= =4 =9

= =4
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Chapter 1 Program Setup

The Tools menu provides access to system administration features that should be
addressed prior to creating any client asset files.

([ CAAT v2.007 =re)

File View | Tools | Windows Help
Shared Data Location

Client Master Setup
Administration
Billing

Check QOut History

Tools Menu

With the exception of the Check Out History, all of the selections on the Tools menu are

password protected. T h e PASSWORDa lIn opler ® snswerttdhtthes set t o
CAAT administrator maintains control over the administrative settings, this password should be

changed once the desired settings have been established. The password can be changed using

the Administration menu item.

When CAAT is first opened, the Open Client dialog is displayed by default. To bypass this task

and proceed to the main CAAT program window where the Tools menu can be accessed, click
the Close button.

"& New Client =)

Creste @3 Find in Client Master | Show/Hide Client Master

ltems with bold headings are required.
File Name |

Client Name

Create Im  C:\Users"Man/\Documents\CAAT Data'. Browse

Division Type |Accounting ~| {Amortization is not calculated an Tax Only.)

Current Year End ICBJ’ZBJ‘ZCNB vl MM./dd Ayyyy
Previous Year End IEE"'ZBJ‘ZCDB Vl MM./dd Ay

Optionial
Client Type | + | ffor Bilng Purposes)

Mirimum Threshold § (erly applies to Diminishing Balancs)

Open Client

Custom DataCentrei Canadi an Asset Amortization TobBage7User 6s Gu



1.1 Shared Data Location

While the Shared Data Location is selected during the software installation, there may be times
when it becomes necessary to employ a new folder for the storage of client asset files. While the
Shared Data Location can be in the form of a mapped drive, or a UNC path, the use of UNC
paths is preferred because there is less opportunity for confusion arising from different CAAT
users employing different mapped drive letters.

Choosing Shared Data Location from the Tools menu causes the current data location to be
displayed. A Browse button is also provided to permit the user to select a new Shared Data
Location.

Select Data Location (S0

| Browsel Save  Close

Select the Folder containing your shared Data
{contains CAATDE.MDE, CAAT.MDB and cannot be the same folder as the application)

Cument Location:  C:\Users‘\Many\Documents'\CAAT Data'.

Location of shared data must be selected for program to continue.

Mew Location:

Select Shared Data Location

Clicking the Browse button causes a Windows Explorer like tool to be opened with the current
data location selected.

Browse For Folder @

Select location of shared data.

Bl Desktop -
a |ﬁ Mary

. AppData
F& Contacts
FD Desktop

P Fr Documents
, Billing

, CAAT Data

. CO_CAAT
J History

m

. Integration Services Script Component

| Integration Services Script Task

[ [ ok ][ caneel | T

Browse For Folder
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This tool may be used to browse the local and network drives to find the new Shared Data
Location. Once the desired folder has been located, click on the folder name and then click the

OK button.

Select Data Location

===

Browse Save Close

Select the Folder containing your shared Data
(contains CAATDE.MDB, CAAT.MDB and cannct be the same folder as the application)

Cument Location:  C:h\Users\Many\Documerts CAAT Data®

Location of shared data must be selected for program to continue.

New Location: WW¥236\Data\CAATData

[ATTENTION: Selected location does not contain valid data. |

Select Shared Data Location

Notice in the example above that a warning message has been provided advising the user that
the selected folder does not contain and CAAT data files. Because this folder does not contain
the expected data files, the Save button has not been enabled.

After copying the contents of the original data location to the new Shared Data Location, the
Select Shared Data Location tool permits the selection to be made and enables the Save button.

Select Data Location

===

Browse ISave ICIose

Select the Folder containing your shared Data
(cortains CAATDE MDB, CAAT MDE and cannct be the same folder as the application)

Cument Location:  C:\Users'Many\Documents*CAAT Data'

Location of shared data must be selected for program to continue.

New Location: \W¥236\Data\CAATData

Select Shared Data Location

Click the Save button to record the new Shared Data Location. CAAT will need to be reopened.

Application Close

' [S5)
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1.1.1 Stand-Alone Mode

What would happen if the Shared Data Location could not be accessed?

Browse Save Close

Select the Folder containing your shared Data
(contains CAATDE.MDE, CAAT.MOB and cannot be the same folder as the application)

Cument Location: 5\

Location of shared data must be selected for program te continue

Shared Data Location

In this example, the Shared Data Location is a mapped drive S..

I f access to the mapped drive S: is lost, the

Notice the title bar reads ASTAND ALONE MODEO

named CO_CAAT in the userb6s document folder.
(CEREETI oz [ TR

File View Tools Windows Help |

& Open  [JShow/HideList  Close

File Name |

ILm-aed h |CA\Users\Many\Documents\CO_CAATY |

Status

el

The program has assumed that the computer is disconnected from the Shared Data Location.

To reconnect to the Shared Data Location, close CAAT and re-establish the connection to S:
drive. CAAT will now open with the Location defaulted to the Shared Data Location.

If the Shared Data Location has changed, use Tools > Shared Data Location to changed to the
new location.

progr
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1.2 Client Master Setup

The use of this program feature is entirely optional and it has been provided solely for the
purpose of assisting CAAT users in being consistent with the naming of client files and the
spelling of client names. In order to use this feature, your firm must:
1 Employ a client management system that uses a Microsoft Access database or,
1 Be able to create a Microsoft Access database that links to the database that is used by
your client management system.

Select Client Master Setup from the Tools menu to begin the process of creating a link between
CAAT and your client management database.

In the example below, the following information has been provided by the user:

Data Field Description
Software Name: This name is for documentation purposes only.
Type the name of your client management software.
Path to Database: The path to the client management system database.
Use the Browse button to use the Windows Explorer like tool.
Database File Name: Type the name of the database file that contains your client data.

Save Setup  Remove Setup  Close

Software Name  Client Master
Path to Database  “\¥236\Data"Client Mastar'. Browse

Database File Name  Client Mastermdb

Connect to Database

Table Name -

Field containing File Name Sample Data from Field

Data Type  Mumeric or Text

Field containing Client Name Sample Data from Field

Status | |
| ———————

Client Master Setup

Click the Connect to Database button to open a connection to the client management database.
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Complete the remaining fields so that CAAT will display the proper data items.

Data Field Description
Table Name: Choose the table that contains client names and file numbers
from the drop-down list of tables in the database.
Field containing File No.: Choose the field that contains the client file number from the
drop-down list of fields in the selected table.
Field containing Client Name: Choose the field that contains the client name from the
drop-down list of fields in the selected table.

Client Master Setup = | B [

| — -
I Save Setup I Remove Setup  Close

Software Name  Client Master

Pathto Database  “\¥236\Data“Client Master', Browse
Database File Mame  Client Master.mdb

Connect to Database

Table Mame  Clients -
Field cortaining Flz Mame  FileNo ~  Sample Data from Field

0

Data Type Text 00100
00200
00300
00400
00500

Field containing Client Name  BIETE v | Sample Data from Field
Adams Audio

Custom Data Centre

Gitzel Krejci Dand Peterson
Mo Selection

Reliable Auto Sales
Wooden Fumiture Ltd.

Status

Client Master Setup

The Client Master Setup tool will display a sample of the data that it finds in each of the selected
data fields. Use this sample data to assist in the selection of the proper fields.

When the Client Master Setup tool has been completed to your satisfaction, click the Save Setup
button.

CAAT can use the above database information to help CAAT users specify the proper File
Number and Client Name when creating a new client asset file.

Custom DataCentrei Canadi an Asset Amortization Tdagel2User 6s



1.3 Administration

The Administration selection on the Tools menu is used to define program defaults, create Asset
Groups, manage the optional Billing rates, and update the Company Information. The CAAT
administrator can also reset a previously checked-out c¢cl i ent f il eedlonda. status of

The Administration Password must be provided to the program in order to gain access into this
area. The initial password is PASSWORDa

1.3.1 Default Values/List

This tab of the Administration Tool provides the CAAT administrator with a way of establishing
and maintaining the following:

1 Labels for the 3 user-defined fields.

1 Alist of available Tax Classes to which assets may belong.

1 Alistof ITC Codes that may be given to Assets. The use of ITC Codes is optional and
the ITC Codes list is provided for backwards compatibility with client files where they may
have been used in the past.

1 A master set of Default Reports can be used to simplify the printing of reports. The
CAAT administrator can select those reports which should be included in the default set
of reports. In addition, the number of copies to be printed and the sort order for those
reports can also be established as defaults. Once established, these Default Report
settings will be inherited as the default reporting options for all new client files. However,
the Default Reports for each client file can be edited and saved for future use.

Administration o o
&Print  Close
Defautt Values, List | Asset Groups | Check In | Client Types for Biling | Company Information,Password |

User Defined Fields Tax Classes
Enter Descriptive Mames for User Defined Fields Save Changes Tax Class E
User Defined Fisld #1  Serial # o1 W
0z
User Defined Field #2  Tag # n
User Defined Field #3  Location 04
Default Reports gz
Report Name Default? | Copies Sort/Details . —
|Summary 1 nia [+] o7 Il
Additions - Accounting 1 Asset Description = Maote: Tax Class DD_ is for printing of Capital Losses
Disposals - A = 1 Disposal Date ? on the Disposal - Tax report.
Detailed Schedule 1 with Detail =
— - — o — ITC Codes
Asset Listing - Accounting 1 Asset Description | -
- L = Code | Rate
Additions - Tax Fi 1 Asset Description
- T
Dispesals - Tax 1 Disposal Date - m 200
Asset Listing - Tax 1 Asset Description T 05 700
Additional Informatien Listing B 0 Asset Description T A 1600

Status

Administration T Default Values/List
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1.3.2 Asset Groups

The CAAT administrator can use this area to establish and maintain a set of default Asset
Groups. As new assets are added to client files, these assets are assigned to an Asset Group.
Assets will then inherit their amortization Method, Basis, Rate, and Tax Class from the Asset
Group to which they have been assigned.

Administration

=

of X

&hPrint  Close

Default Values/List | Asset Groups | Check In | Cliert Types for Biling I Company Information,Password ‘

Group No

100
150
200
300
400

Description
Land - Deeded

Buildings & Structures
Leaseholds

Furniture & Fixtures
Equipment
Automotive

Method Basis Rate | Tax Class

No Caleulation |z| Not Used|z| 0.00
Diminishing Ba\anoelElF’rorate |z| 400 01

Straight Line |z| Prorate |Z| 200013
Diminishing Ba\anoelzlprorate 20.00 08
Diminighing Ba\anoellerorate 200008

Diminishing Ba\anerF‘rorate |z| 30,0010

ENENENENENEN

Status

Administration i Asset Groups

When working in client files, CAAT users are free to edit the values that are inherited from the
default Asset Groups. CAAT users may also create new Asset Groups within individual client

files.
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1.3.3 Check In

CAAT has been equipped witht he abil ity to permit users of the soft
from the office and thenusethe ic hedkf eat ure to return the updated cl
the office. Once a client file has been checked out of the office, the file cannot be opened from

the Shared Data Folder until the client file is checked in again.

This feature allows CAAT client files to be taken out of the office where they can be worked on at

home, at a satellite office,fileasrcheeked owt,faeopycoftheent 6 s si t e.
client file is placed in the CAAT Program Files Folder of the CAAT user who is performing the

check out.

Client files that are checked out for offsite use are not removed from the Shared Data Folder.
They are simply flagged as being checked out and the presence of this flag prevents the client file
from being edited until the file is returned to the office and checked in, or until an Administration
Check In is performed. This behavior ensures that a checked out file that becomes lost or
damaged does not have to be restored from your backup media.

If a checked out file does become lost or damaged, the Administration T Check In tool can be

used to reinstate the checked out file. This will make the file available for editing from the Shared
Data Folder.

Administration T Check In

To perform an Administration Check In, select the client file to be checked in and click the Check
In Selected Files button.
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