Electronic Workpaper System Overview

This system has been devised by Bill Miller, our County Auditor, over a period of years at several different agencies. 

We scan all hard copy documents to pdf files and add notes and bookmarks to those documents for referencing and Purpose, Source, Scope and Conclusion (PSSC). 

Here is the file structure:

A_Master Index

(Master Index Excel File attached)

B_Report


1 Report - Draft


2 Report - Review Board


3 Report - Agency Comment


4 Report Final

C_Certifications

(See files attached. Standard form of Certification files.)

D_Verification

E_Survey

F_Research

G_Client Contacts

H_Internal Contacts

I_Administration

J_Work In Progress

(This folder has a sub-folder for each staff member on the audit.)

K_Permanent File

L_Hard Copy Documents 

We have template files for Excel worksheets and Word documents, such as Interviews. Each of the templates has built in information gathering such as Purpose, Source, Scope and Conclusion along with place for Preparer and Reviewer information. (Excel template has a standard worksheet named Review notes for the information.)

We create a file in the appropriate folder - say Survey. The file is named EXX - Name. The XX is a sequential number in E. Then we create an entry in the Master Index file by hyperlink to the newly created file.

We also create a short cut to the file. The shortcut is moved to the Work In Progress subfolder for the staff member creating it. When complete, the shortcut is moved to the Reviewer's folder in WIP. When fully completed the shortcut is deleted. (The shortcuts allow the file to stay in its folder. This is safer for the hyperlinks.)

All referencing is done by hyperlinking to the appropriate file in the structure.

Reports are written collaboratively and all revision and comments are retained in the Word document. When ready to go out we clean a final copy and move it to the Report Final Folder.
