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Lab 5-1 Set Up a Cloud Folder

‘Auditors collect evidence in electronic workpapers that include a permanent file with infort
mation about policies and procedures and a temporary file with evidence related to the cur,
sent audit. These files could be stored locally on a laptop, but the increased use of remote
‘communication makes collaboration through the cloud more necessary. There are a num:
ber of commercial workpaper applications, but we can simulate some of those features with
‘consumer cloud platforms, like Microsoft OneDriv.

Company summary

You have rotated into the internal audit department at a mid-ized manufacturing company.
Your team s stillusing company e-mal 1o send evidence back and forth, usually in the form of
‘documents and spreadsheets. There isa ot of duplication of thes fle, and no one i quite sure
‘which version i the latest. You see an opportunity o strealine this process using OneDrive.

Technique
* Gather documents, explore document bistory and revisions
Software needed
* A modern web browser
In this lab, you will:

Part 1: Create a shared folder.

Part 2: Upload files.
Part 3: Review revisions.

Part 1: Create a Shared Folder

Note: These instructions are specific t0 the free consumer version of Microsoft OneDrive.
The approach i similar for competing products, such as Box, Dropbox, Google
‘other commercial products.

1. Go to OneDrive.com.
2. Click Signin in the top right corner.
3. Sign in with your Microsoft account. (If your organization subscribes to Office 365,
use your school o work account here.)
. On the main OneDrive screen. click New > Folder.
Name your folder DA Audit Working Papers.
. Open your new folder and click Share from the bar at the top of the screen.
Add the e-mail address of one of your classmates or your instructor, as directed.
Choose Allow editing from the drop-down box next to the addresses, then click Share.
. Take a screenshot (label it S-1A).

QL. What advantage is ther
copies back and forth?

¢ 10 sharing files in one location rather than

ailing

Part 2: Upload Files
Now that you have folders, you can upload some documents that will be useful for labs in
this chapter and the next.

9. From Connect, download the Audit Analties Lab Fils 1. as directed by your instructor.

10. Unzip the file you downloaded to your computer. You should see two folders: Master
e : e
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eiurn (0 your OneDrive it s folder, and upload the two fol

a. Click Upload > Folders in OneDrive and navigate to the folder where you unzipped
the lab files.

. Or drag and drop the two folders from your desktop to the OneDrive window in
your browser.

12. You should sce two new folders in your OneDrive. Because you added them to a
shared folder, the people you shared the folder with can now see these as well.

I13. Take a screenshot (label it 5+1B).
Q2. Explore the two folders you just uploaded. What kinds of documents and files

do you see?

Q3. How do you think these files can be used for data analysis?

End of Lab

Lab5-2 R 'w Changes to Working Papers (OneDrive)

See Lab 5-1 for backeround information on this lab. The goal of a shared folder is that
ther members of the audit team can contribute and edit the documents. Commercial soft
are provides an approval workflow and additional internal controls over the documents
o reduce manipulation of audit evidence, for example. For consumer cloud platforms, on
ontrol appears in the versioning of documents. As revisions are made, old copies of the
ocuments are kept 5o that they can be reverted to, if needed.
In this lab, you will: :

Part 1: Upload revised documents.
Part 2: Review document revision history.

Eart 1: Upload Revised Documents
s start by making changes to files in your DA Working Papers.

1. From Connect, download Awdit Anltics Lab Files 2, as directed by your instructor.

2. Unzip the file you downloaded to your computer. You should see two files: Audit Plan
and Employee File.

3. Retwrn to your OneDrive DA Audit Working Papers folder, and upload the Audit Plan
into your Master Audit File and the User_Listing into your Current Audit File. You vl
be prompted to Replace or Keep Both files. Click Replace for cach.

4. Take a screenshot (Iabel it 5-2A).

rt 2: Review Document Revision History

fow let's look at the history of the document.

5. Rightclick on one of the newly uploaded files. and choose Version history from the
‘menu that appears. The document will open with a version pane appearing on the left.

6. Click the older version of the file from the Older Versions list.

7. Take a screenshot (label it 5-2B).

8. Move between the old version of the file and the current version by clicking the time
stamp in the panel on the left.

QL. What has changed between these two versions?

End of Lab





