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Home Pade 3

Quick Reference Card | November 2020 .
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Overview

The tiles on the home page have specific functionality as described in this
document. Your site may not have all available tiles as your engagement
team customizes your home page to include only relevant features.
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Collaboration home page

The collaboration home page provides features to help you collaborate with
your KPMG team, track the status of your audit, and obtain relevant insights
and other documentation.

kb

Title

Group reporting

These tiles may be available in your site:

Purpose

You can access the status of group and statutory
reporting by components. You can click the site title
to get the summary status of reporting or click on the
icon to access group reporting documents

Announcements

Announcements added by the group team

Audit Committee
reporting

A repository of Audit Committee documentation

Audit Status

Track the status of the audit

Calendar

Calendar events related to the engagement

Control Deficiencies

Manage the discussion of control deficiencies
identified within the course of the audit with the
engagement team

Insights and thought
leadership

KPMG industry publications and insights relevant for
you

Joint working

Share documents between you and your KPMG team

PBC management

Manage the PBC list(s) at group and component
level.

Statutory audit tracking

Facilitate project management and tracking of the
statutory audit items. It allows the Group team to
define tasks and due dates and track overall status.

Task managment

Track engagement tasks throughout the audit cycle

Transition plan

Track the status of transition of the audit where this is
KPMG's first year as your auditors

Your KPMG team

A directory of key KPMG contacts on your
engagement

US Standard Tile(s) —
KPMG Client facing
applications (cont.)
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Financial Reporting
View

Client Acct. Disclosure

Checklist*

Acct. Research
Online*

KPMG Exec.
Education*

Access to guidance, publications and insights to
financial reporting professionals.

Access to the Accounting Disclosure Checklist
(ADC) without the need to separately log in.

Access for your client to Accounting Research
Online (ARO). Separate log in required.

Access to KPMG Executive Education to keep
abreast of accounting and finance hot topics
while earning CPE credit. Separate log in
required.

*If these tiles are enabled on your homepage,
reach out to your engagement team for further
information.

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with
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AudtCommittee © O

Quick Reference Card | May 2018 .

Overview

The Audit Committee tile is a repository of final Audit Committee
presentations. Documents are organized by audit period, e.g. planning and
year end.

Where your KPMG team has granted you access to both group and
component documents, you will have the option to select group or
component. Otherwise, these options will not appear.

Group Component 4 Prior period reporting

Planning Scoping assessment Audit Plan

ABC
Intemational

ABC —
Intemational E |
&

Year end 2017 Audit report

Audit Commities
Repon

A0 iyt

-8

Audit Committee reporting ( 7
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Prior period reporting
If available, prior period reporting documents are displayed in
Al Prior period reporting . To return back to the Audit Committee reporting

tile, click

Prior period Audit Committee reporting 7

Group Component

2015 A Ricon
Year end

Fadd Comeitien

4

Working with documents

— To open document click on the image and the document opens in a new
tab

2017 Audit report

Audit Committee
Report

ABC Inernational

.

— You do not have the ability to add, edit or modify documents
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Galendar

Quick Reference Card | January 2017 .

Overview

In the Calendar tile you can view events set up by your KPMG engagement
team and set up events yourself with your KPMG team.
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Calendar views

Calendar

OOOOE

1. Day: calendar displays 9am — 6pm by default. You can change your
view by selecting the checkbox ‘Show 24 hours’

Work week: Monday to Friday

Week: Sunday to Saturday

Month

Year: this will show only events marked ‘display in year view’

Component: if you have access to calendar events for multiple
components, you can select the group/component whose events you
wish to view

Calendar
€ New Event
£ September- 2018 3

There are five available views:

IS i S

To view the full information of an event, click on the title of the event. A pop-
up window will open which allows you to see the. You can see who is able
to view the event in the ‘Visible to’ field.

Add event

If you are a part of the group, event(s) you add will be visible only to other
group members (including your KPMG group team). You can make an event
visible to specific components by selecting the component(s) from ‘Visible
to’ dropdown in the ‘Add new event’ window.

If you are a part of a component/subsidiary, event(s) you add will be visible
to the KPMG group engagement team as well as other members of your
component/subsidiary (including KPMG).

Clicking on © NewEvent wjll open a pop-up window. In the pop up window,
complete the relevant information and click > Save:
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Add New Event Ly
B8 b DV
c All Day Event a
Make this an all-day activity that doesn't start or end ata
spacific hour
e Title *
e Locaton
e Start Time * 20/01/2017 u 4PM | oolv
e Eod Tim 200112047 n sem v| oofv
a Description
e Calegory % i
; Specify your own value
Recurrence Make this a repaating event
@ Display in Year View
@ Visible To
1. All day event: this checkbox is selected by default and can be
deselected
2. Title: this is displayed in the main calendar view
3. Location: optional field. You can enter a location for the event
4. Start (day and time): event start time; there is no time zone adjustment
in the calendar, i.e. it will appear as the same time regardless of who is
accessing the calendar. This appears only if you deselect ‘all day event’
5. End (day and time): event end time
6. Description: optional field. You can enter a brief description of the

event

KPMG

rights reserved.

10.

1.

Category (select from the dropdown): you can select the type of event
from this pre-defined list of categories. This selection is displayed in the
calendar

Category (specify your own value): allows you to add a customized
category of event

Recurrence: creates a recurring event. If you select this checkbox, you
can then customize the recurrence, e.g. daily, weekly

Display in Year view: if this checkbox is selected, the event will also be
shown in the year view of the calendar

Visible to: allows you to grant access to additional groups beyond the
default, as described above

Edit and delete event

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All

To edit an existing event, click ZEdlin the view pop-up window. You
cannot edit event(s) that added by your KPMG team

To delete an existing event, click m in the edit pop-up window.
You cannot delete event(s) that added by your KPMG team

Events are sorted in chronological order
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[ask management

Quick Reference Card | May 2019 .

Overview

Your KPMG team and you can use task management to add and track tasks
through the audit cycle. The task management page has three main
components:

— Require attention dashboard

— Tasks summary dashboard

— Tasks grid

Task management )
7

[ Require attention Tasks Summary

| A ar

-

8

Upcoeming due

@ Open

@ Reopan

@ Hold

@ Monior
. @ Addressed

Closed

If L b
Tasks ofebiew bask [} Exportio Excel || Closed tasks E
> Clear a
categany w D category Titie Status Relates to Assigned to Due date HPMG owner
Meetings Mestng Agenda  Hold ARG Inlemational Ecnots, Lo A19FNG Prakash, Lauren
N FS Draft 1 FS Addressed ARC Infemational Prakash, Lauren A 5172018 Prakash, Lauren
saatu
50X IASOX Testing  Open Almond Shuey. Brooke Sa209 Prakash. Lauren
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The ‘require attention’ and ‘tasks summary’ dashboards are automatically
updated and reflect only the tasks to which you have access.

The ‘requires attention’ dashboard displays tasks that are overdue or with a
due date within 14 days from today which have not been closed.You can
click on the flags to show the relevant tasks in the tasks grid.

The tasks summary dashboard displays the status counts of tasks. You can
click on any status to show the relevant tasks in the tasks grid.

The tasks grid shows details of the tasks to which you have access and
allows you to filter by various categories.

Refiners
Use the refiners to filter the view in the tasks grid.
— Usethe v to expandor ~ to collapse the Sy
section.
Priority

— Once expanded, select the checkbox Z"" next
to the required selection. This will show the
relevant tasks in the grid.

— Use multiple refiners to filter the tasks to display
the exact information needed. For example, you
can filter for all tasks with high priority assigned
to you.

— To clear selections, select * c==ral | This will clear

Status

Related period

Assigned to

all the refiners and the filtered view of the tasks e

grld Relates to
Created by
KPMG owner
Client owner

Viewable by external users

Page | 6
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Closed tasks

By default, closed tasks are not included in the tasks grid. To display closed

Closed tasks
tasks, select .

Search

Use E to search for tasks containing key words. Input
the word or words to search for and the selectll. To clear the search select
c]

The search will not return results for dates or task id. Use the due date
refiner to search for specific dates.

Add Task

New task
To add a task select rew tas

sections of information:

— What is the task
— Tracking
— Comments

and a popup window is displayed with three

Use the v to expand the section or ~ to collapse the section.

Within each section, add the required content and select # =2Ve,

Mandatory fields are indicated by a red asterisk.

© 2020 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All rights

reserved.

What is the task

Add new task

What is the task?

Title *

Priority *

*

Category *

Description *

ofofololo

Task relates to *

Task created by

KPMG owner *

Client owner

Related period *

OO

Motes

N/A

Open

Select

Select

Prakash, Lauren A

N/A

N/A

N/A
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1. Title: this cannot be edited after the task is saved. Make the title short
and clear to understand

Priority: high, medium or low

Status: open, re-open, hold, monitor, addressed and closed
Category: select the relevant category from the drop down
Description: a detailed description of the task

Task relates to: associate the task with either the group or a component.
The drop down menu will only contain the group or component(s) to
which you have access. This cannot be edited after the task is saved

7. Task created by: automatically populated

8. KPMG owner: assigh a KPMG owner to the task. Only users in the
group/component selected in the ‘task relates to’ field will appear

9. Client owner: assign a client owner to the task. Only users in the
group/component selected in the ‘task relates to’ field will appear

10. Related period: the period to which the task relates — interim, period
end, interim and period end

11. Notes: add notes about the task.

o gk wN

Tracking

Tracking ~

Assigned to @ Select -
Due date © @

1. Assigned to: assign a task to a user to indicate that that person needs to
take some action related to the task. Only users in the group/component
selected in the ‘task relates to’ field will appear. Assigned to can be a
KPMG user or client user

2. Due date: the date the task is due

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All

rights reserved.

Comments

Comments A

Add comments @
Attach a file @

1. Add comments: comments will appear as a thread, showing the user
who added the comment and the date

Add comments

Espinoza, Lauren commented on Tuesday, October
g, 2018 at 11:31:04 AM: Comments received and
accounting team in process of addressing

Prakash, Lauren A commented on Tuesday, October
9, 2018 at 11:29:30 AM: Engagement team provided
all comments on Draft 1 of the FS to the client

2. Attach a file: attach a file to a task

Edit Task

You can edit a task if you are the task creator, task owner or if the task is
currently assigned to you, otherwise you can only view the task.

To edit a task click on the task ID and the task details will be displayed in a
pop up. The following fields are editable:

— Priority — Status — Category

— Description — KPMG owner — Client owner
— Related period — Notes — Assigned to
— Due date — Comments — Attachments

Once fields have been updated, select 2 7P .

When a task has been closed, only the site administrator can change the
status.
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Delete a task

Only the task creator or an administrator can delete a task. To delete a task,
click on the task ID and select [II Delete |

Task management alerts

If the group team has elected for users to receive alerts, the following alerts
are sent to users overnight:

Client owner Assigned to
Overdue task (A) X
Upcoming due task (B) X
Assigned to X
Task status change X X
Comment added to task X X

(A) Overdue task: past the due date and not in the closed status.
(B) Upcoming due task: due within 14 days from today and is not in the
closed status. This includes tasks due today.
User access rights

You only have access to tasks related to your own component (or group
where you are a group user). Your KPMG team can see any tasks you add.

© 2020 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All rights

reserved.

Appendix: tips to use task management effectively

Use a combination of the dashboards and refiners to help focus your review
and show quickly which items need your attention.

For example:

— To see all past due group tasks:
— click the past due flag in the require attention dashboard
— Relates to refiner: group
— Status refiner: Open; Reopen
— To see all high priority tasks of which you are the owner:
— Priority refiner: high
— Client owner refiner: select your name

Appendix: example life cycle of a task
Below is an example of how you may use task managent to track a task

— The controller, Amanda, adds a task with herself as the client owner
and indicates the KPMG owner is Ben, the manager on the
engagement, assigns to Ben, to take action on the task

— Ben reviews the task and realizes that he needs input from the in
charge. He discusses this with Caroline, in-charge, who indicates that
she needs to investigate the task further; Ben adds a comment to the
task, and marks Caroline as the assigned to. Amanda and Ben, as task
owners receive an alert overnight indicating that a comment has been
added to a task

— Caroline investigates the task and then attaches documentation within
task management, adds a comment referring to the attachments and
assigns to Ben. Amanda as task owner receives an alert overnight
indicating that a comment has been added to a task

— Ben reviews the documentation, changes the status to addressed and
assigns to Amanda

— Amanda receives an alert overnight indicating that the status of the task
has been changed to addressed; she reviews the documentation, which
addresses the task; she changes the status to closed

Page | 9



Jontworking

Quick Reference Card | June 2020

Overview

The joint working tile facilitates sharing and collaborating on documents
between KPMG and the client. Acceptable uses of this tile includes the sharing
of agendas or audit status information and reviewing of documents pertaining
to the audit that would be outside of prepared by client requested documents.
Audit workpapers should not be shared with the client. As a reminder, prepared
by client requested documents should be uploaded to the PBC management
tile.

Joint working MLupload e @Adaa foider Fea ( 7)
Group Component
SiTle =i Last modified date
Accounting policies White papers
. o @D ia o @
Lorem Lorem Ipsum Lorem Ipsum Lorem Ipsums

KPMG

by guarantee. All rights reserved..

® Do not use the character underscore
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Add folder

Folders can be used to organize documents or restrict access to content
within the folder. The site administrator can restrict access to a specific
folder, see custom permission quick reference card.

You can add a folderby selecting @Add folder, which opens a pop-up window:

Add folder

Folder name*
Relates to*

Folder Select

» Save »® Cancel

1. Folder name: mandatory field which will appear on the folder tile

u

folder’'s name may duplicate documents uploaded.

2. Relates to: this determines to whom the folder is visible; select the user
group (Group or Component) to which the folder relates. Only the user
groups of which you are a member of are available in the drop down

3. Folder: this creates a sub folder within the folder selected from the drop
down. Only existing folders, for the relates to selected, are available in
the drop down

Once information is input, click > Save.

Page | 10
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Upload singular file

You can upload documents by selecting LUploadfie, which opens a pop-up

window:

x

Upload file

Multiple file upload @

Document title*

Relates to*

Folder Select
Sub folder Select
File*

Browse

Visible to client &> » Save ¥ Cancel

OIOIOIOIOLY;

1. Multiple file upload toggle:
documents

user can select to upload multiple

2. Document title: mandatory field which will appear above the thumbnail
of the document

3. Relates to: select the user group (Group or Component) to which the
content relates. Only the user groups of which you are a member are
available in the drop down

4. Folder: select a folder if you want the document inside a folder. If not,
the document is displayed on the joint working tile main page

5. Sub folder: select a sub folder if you want the document inside a sub
folder

6. File: select and navigate to the file to upload. The first page of
the document is displayed as a thumbnail

7. Visible to client: by default, the content added is not visible to external
users. You can make content visible to external users by selecting this
checkbox. You can deselect it later, if needed. This option is only
available to KPMG users, documents uploaded by clients are by default
viewable to external users

Once information is input, click > Save.

KPMG

by guarantee. All rights reserved.
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Multiple file upload

When the multiple file upload toggle is selected

Upload file x

Multiple file upload

Relates to* -

Folder Select -

Sub folder Select -
Visible to client < @ > ® Cancel

1. Multiple file upload toggle:
documents

user can select to upload multiple

2. Relates to: select the user group (Group or Component) to which the
content relates. Only the user groups of which you are a member are
available in the drop down

3. Folder: select a folder if you want the document inside a folder. If not,
the document is displayed on the joint working tile main page

4. Sub folder: select a sub folder if you want the document inside a sub
folder

5. Visible to client: by default, the content added is not visible to external
users. You can make content visible to external users by selecting this
checkbox. You can deselect it later, if needed. This option is only
available to KPMG users, documents uploaded by clients are by default
viewable to external user.

All documents uploaded will be uploaded based on the above inputs, for
example, if you select ‘Visible to client’ all documents uploaded will be
visible to client.

Once information is input, click > Next.

Page | 11
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Upload file

Drag and drop your files.

v

» Next

You can use drag/drop functionality or upload multiple documents. Once

documents are added, click > Next.

Upload file
# Document title File name
T | bocument A L Document A xisx
2 | bocument B . Document B.xisx
3 | Document ¢ " Document C.xisx
4 | Document D L Document D xIsx
5 | bocument E . Document E.xisx

» Save ¥ Cancel

' Microsoft, Word, Excel and PowerPoint are either registered trademarks
or trademarks of Microsoft Corporation in the United States and/or other

countries

By default, the document title will be the file name, modify update the
document title field. Document title is mandatory and cannot be the same
for any two files.

Note: Users may be unable to upload large files (i.e. 100-150mb) depending
upon the network connection. It is recommended to utilize PBC Management
to upload files that exceed this size.

View folder content
To view the documents within the folder, click on the folder icon.
View and edit a document

Click on the thumbnail of the document. The document will be opened in a

# Edit Document -

new tab. To edit the document select and “edit in
Browser”
/ EditDocument= | @ erint X Exit &4 Share
E‘ Edit in Word
Use the full functionality of Microsoft
Word.
p; Edit in Browser
% ) Make quick changes right here using
Word Online

This allows multiple users to edit the document simultaneously. Changes
made are saved automatically, once you finish editing, close the file.
Multiple users can edit simultaneously and changes will appear in the file as
users are editing the file. If you select ‘Edit in Word/Excel/PowerPoint’! this
opens the document in the relevant application

@ Itis recommended that documents are edited using the web browser.

Click on the Bl arrow to go to the next page if there are more than twelve folders
and/or eight documents in the page

* Documents can be sorted by title by clicking =i Title o by modified date
by clicking = Last modified date

2020 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by
KPMG Page | 12
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Edit folder

To activate edit mode, click &
for each folder.

. The edit and delete options will be visible

Accounting policies

-

e To edit theexisting folder name, click & in the folder. To exit editmode,
click > Done editing
e To delete, click T

Edit file

To activate editmode, click EEdi, The version history, checkout, edit and
delete options will be visible for each document.

e To view the version history, click EJ

e To check out the document for editing, click Fﬂ in the document. Using
check out is optional; when a document is checked out, it can be seen
but cannot be edited by any other user until it is checked back in. Once

the document is checked out, the button is toggled to [-_Ei To check in

the document, click L_E! Use this option only to prevent any other users
from editing the document. To work jointly in the document, open the
document, see ‘View and edit a document’ section

e To edit thetitle or select/unselect @Vsiblelocient @ click & in the
document. To exit edit mode, click ~ Pone ediing
e To delete, click

Documents cannot be replaced. You can delete an existing document and
upload its new version.

KPMG

by guarantee. All rights reserved.
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Access

Group Component

There is a group tab and a component tab. Users who have access only to
component documents, will see only the component tab. The component
tab is visible to component (KPMG and Client) users, as well as KPMG group
users.

KPMG and client users can, by default, add and edit folders and documents.

Access to the tile as well as to specific folder can be modified through
custom permissions, which allows you to restrict access to certain folders
or to change permissions to read only.
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YourkPMGTeam

Quick Reference

Card | January 2017

Your KPMG Team

Your KPMG Team displays contact details for your KPMG engagement oINS e

-

@
O i Assistant putton in the contact card.

Search

In the ‘Show All’ view, contacts are sorted by group first and then by
component, alphabetically. To view an assistant’s information, click the

You can export all contacts to a spreadeet by clicking | © ot

BeExpot (7))

team, both group and component. Compenent | Showat
Your KPMG team besot (7)) —  Enter a search term, e.g. name or title, into the search box and press
Gompenent | Shawl | B ‘Enter’ or click on
b cox s . ﬂ huong Nauyen — Click the X’ button or click on £ to clear search
Director qf Senior Manager tl Senior Manager
Liz Cox@KPMG.co.uk amewhirter@KPMG com phuongtnguyen@kpmg.com
207 694 2382 201 505 2045 201 505 2045
207 694 2382 2017837 201783 7620
National Bank of Widget... @ National Bank of Widget. @) National Bank of Widget. .. -
Assistant Assistant Assistant
9 Chiris Walters @ Patrick Sherrington Vicky Mcdonnel
W Senior Manager Managsr L i Project manager
Chris Walters@KPMG co.uk patrick. shemington@kpmg.com.uk Wicky Mcdonnell@KPMG.co.uk
207 694 3953 207 311 1620
782 687 8766 207 311 1820
Mational Bank of Widget Naticnal Bank of Widget.... Mational Bank of Widget..
View contacts
When you access Your KPMG Team, the default view is ‘Show All' and all
contacts are shown. Use the dropdown filter | ™" ! K to show
contacts for group or a specific component.
.IKPMG © 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All Page | 1 4
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At Status

Quick Reference Card | May 2020

Overview

Your KPMG audit team can use Audit status to keep track of the ongoing
audit and share overall progress with you.

Audit status ()
| ey A TR TR~ D S S TR
1, Uploaa &3 Full screen
A 8 c o £ F 3
Audit Status 2
2 Audd chent. Group Lid
1 FY 20000
s
) Component Main contact Location Audit status 1 Audit status 2 Audit status 3
Company ALl Component Audidor 1 Edinburgh, Sootland Dona In prograss In prograss
Company B Lid Component Auditor 2 Beijing, China Dione with Management Done
4 Company C Lid  Component Audilor 2 London, Enggland Done Do Dons
10 Company D Lid Component Auditor 4 Dallas, United States In progress Open Cpen
1 Company E Lid  Component Auddor 5 Dubling Ireand Dona Do Done
2 Company F Lid Component Auditor & Sydney, Ausiralia In progress Open Open
13 Company G Lid  Componant Audidor 7 Slockhalm, Sweadan Done Done Dona
14 Company HLtd Component Auditor 8 Madrid, Spain Cpen Open Open
15 Company | Lid  Component Auddor 8 Los Angsles, United States  Open Opan Opean
1 Company J Lid  Component Auditor 10 Paris, France Cpen Open Cpen
Company KLtd  Component Auditor 11 New York, United States Open Opan Open
Company L Ltd  Component Auditor 12 Berlin, Germany with Management In progress
Company M Lid  Component Audilor 13 Buenos Aires, Argenting Done Done In progress
Company N Ltd Component Auditor 14 Cape Town, South Africa  with Managemaent Open Open X
r = e b - A § < - =

" Microsoft Excel is a registered trademark of Microsoft Corporation in the United States
and/or other countries

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All
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View

[

You can view the audit status in full screen mode by clicking £2Fulscreen,

Audit status 1

el OV gl ) R — e e o

In full screen mode, the Excel®’ file opens in Excel® Web App. You have the
option to view the audit status within excel.

FILE L§: OPEN IN EXCEL DATA - FIND

A B C D E
1 | Audit Status
2 Audit client: Group Ltd
3 FY:20XX
4

5
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PBO management home page

Quick Reference Card | December 2019

Overview

The PBC management home page shows a summary of the PBC lists,
provides access to the PBC menu and allows you to create filtered views of
PBC lists to show items most relevant to you. The PBC management home
page has four main components:

— PBC selection
— PBC Menu
— Dashboards

— Documents grid

P Require attention

PBC summary

¥

¥, Documents [ e
241 resuitis)

oue

1262018

® You can only see PBC lists to which you have access.

! Microsoft and Excel are either registered trademarks or trademarks of Microsoft
Corporation in the United States and/or other countries

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All
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PBC selection

PBC management

Group/Component PBC list
National Bank of Widgets - Selectall -

Select which PBC lists to view using the two filters.

Use the Group/Component dropdown to select the relevant group or
component.

Use the PBC list dropdown to select the PBC list to display in the
dashboard and document grid. You can "select all’ to view all lists to which
you have access.

PBC Menu

The following options are available in the PBC menu (= ):

PBC list v

Download document

PBC status report

PBC list: access to your PBC list(s)

Download document: download all PBC documents uploaded. See
Download document Quick reference card for further details.

PBC status report: download Excel'® file with a detailed report of PBC
status across the Group and Components. Interactive graphs allow you to
better review the status of PBC collection throughout the audit.
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Dashboards

The dashboards display a summary of the PBC status and the requests
which require attention. You can view the underlying detail by clicking on
the charts, which applies a filtered view in the documents grid.

Require atiention

i PBC summary
o - i
15

You can upload documents directly in the documents grid.
Uploading documents

To upload documents to a PBC request click o

List 1= Nama Due Docs Status Assigned to
© Finalaudit PEC list 1 12116/2019 H Uploaded & W vew
(4] Final audit PHC lst 2 2018 o Mot Stared ,& Lq
& FinalawditPEC sl 3 12M16/2018 o ol Starled -
€ Final audt PRC ISt 4 1220019 @ Upinaded F-3 ;_Q

The require attention dashboard displays PBC requests which are overdue
or due within the next seven days and which have a status of not started or
reopen. You can click the flags to create a filtered view in the documents
grid to show the relevant PBC requests.

The PBC summary dashboard displays an overall status of all PBC
requests:

¢ Not started: the default status of all PBC requests, indicates that no
documents are uploaded to the request

e Uploaded: documents have been uploaded

e Reopened: incorrect or incomplete documentation has been
uploaded

e Fully provided: the engagement team has reviewed the
documentation and confirmed that everything has been received

e Completed: optional status which can be used by teams which
wish to record that they have completed the audit work in relation
to that request and no further documentation is required

You can click the status in the pie chart to create a filtered view in the
documents grid.

Documents grid

The documents grid provides details of the PBC requests for the selected
list. You can upload documents to the PBC request, view documents
uploaded to the PBC request and view the client contact the PBC request is
assigned to.

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All

rights reserved.

The document upload popup will appear:

Final audit PBC list--Debt covenants

& new document or drag files here

Y [ Name Modified Modified By PECID  Category Document names PBClistname  PEC type

You will have the option to upload a single file, by selecting @ new document
or multiple files using drag/drop:

Internal control--Accounts payable reconciliation

ﬂﬂ Drop here...

Any files previously uploaded will appear in the popup.

® Files with the following special characters cannot be uploaded
\/ ¥ 2<> |[#{}%~&", "

® Individual documents with size above 100MB could show an error message, but the
file gets uploaded successfully.
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Deleting documents

EEE

To delete documents uploaded, click on

=

and in the popup, click on

I next to the document to delete:

Signed bank confirmation letters for each loan account with confirmation
response to be addressed to KPMG.

[¥al

o

L Ll

LA

Uploaded

MNaoes 727
LA S L2

2000942017 22:22:43
20/09/2017 22:22:42

Comerica_Confirm.docx

]
WellFargo_Confirm.docx i

View the client contact assigned to the request
. e . . .
Click ® or and the client contact(s) is displayed in the popup.

Comments

Use comments to provide additional information or respond to questions
from your engagement team.

List D Name Due Docs  Status Assigned to

@  Final auditPBC list 1

Loan confirmations ... 1216/2018 0 Not Started 2 View

To add a comment, click on and in the popup, add your comment.
Comments are tracked via thread, indicating who added the comment and
date.

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All
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Comments

[3/12/2019 7:20:33 AM] hethompsen : One of the documents is outstanding for this PBC request.

> Ok *® Close

When there are no comments on the PBC request, the comment appears

as ', and when there are comments it appears as ¥Q. To access the
comment thread, click on the comment box.

Prior period documents

List D Name Due Docs Status Assigned to

Loan confirmations ... 12/16/2019 0 Not Started 2 '.G

© FinalauditPBClist 1

Click on view to access prior period documents if they are kept during PBC
lists rollforward. All documents are read-only.

To download, click on download.

x
Internal control--Loan confirmations prior period documents
1D Name Decument name Download
1 Loan confirmations BOA_Confirm.docx
® Close
Page | 18



Create a filtered view

Create a filtered view with those PBCs most relevant for you using the

refiners.
sresee > Click ¥ to expand the section or ~ to
collapse the section.
PBC list bt
> Once expanded, select the checkbox next to
S v the selection. This will apply a filter to the
s N documents grid.
— . > Toclear selections, select > *=*', This will
Euploaded clear all the refiners and the filtered view of
Fully Provided v .
the documents grid.
Due date i

> Use multiple refiners to filter the
Assignedo v documents grid to display the exact
information needed.

Sort PBC data

[+] Final audit PBC list | Loan confirmations «.. 12/16/2019 0 Not Started 2 ‘_D View

Click the column headings to sort PBC data alphanumerically. Columns
Assigned to, Comment, and Prior Period are not sortable.

Export to Microsoft® Excel®

[ Expont
98 result(s)

FBG list PBG request Due Docs  Status Assigned to Comments Frior period docs

NS payabie reconcEation

€ imemnal control 25Ma208 2 Uiploased &

Click B0 tg export the current view. All PBC lists you have access is
exported as an Excel® file

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All Page | 1 9
rights reserved.



PG IS

Quick Reference Card | May 2020

Overview

Your KPMG team has setup prepared by client (PBC) list(s) to allow you to
share documentation required for the audit and to track the status of the

requests.

If you are assigned as a Client Administrator Group or Client Administrator
Component you also have access to create and edit PBC requests in existing

PBC lists.

All PBC lists to which you have access are listed under ‘PBC list’ option in

the PBC menu:

PBC management

Grouprcomponent

Hational Bank of Widgets

Require attention

PBC list

status

Final audt PAC Ist

PBC summary

13 b o ety
@ Uploaded

Documents B Exgont
List o Name Due Docs Status Assigned to
PBC it Final audit PG list 1 12162010 Uploaded ¥y (=
© Finalaudit PEC it 2 121212019 0 Hot Started A (=]
Category © Finalawdit PFBCIst 3 12/16/2019 0 Not Started a
© Finalaaescist 4 12122019 Uploaoes A (=
©  Final audit PEC list & agreen 12/52019 0 Mot Started &

PBC list A~

Final audi PBC list

Inlerim audit PBC list

Download document

® Fuly Provices

Completed

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All
rights reserved.

PBC list(s)

Final audit PBC list B2 (1)
Calegory  ALLPEC  Showpasidue  PBC documents [pEport &, import
© New O Eodin datashie
1|DA2 Category 3 Name 4 Detalled description 5 Due date 6 eAudiT 7 $taws 8 Chent 9 KPMG 10 11 Docs 12 13
reference cantact contact
Upioaded  amewhiner  hehompson pload 2 o 2
i

PBC list view consist of PBC requests for documentation and includes the
following columns:
ID: PBC request ID

2. Category: groups similar PBC requests together, e.g. all requests for
accounts payable

3. Name: short description of the request

4. Detailed description: details of the documentation requested by the
audit team. Additional details for the PBC request can be found by
clicking the ellipsis ’...".

5. Due date: the date by which the engagement team has requested the
documentation. The due date appears in red when the PBC request is
past due and the status is ‘Not started’ or ‘Reopened’

eAudIT reference: internal KPMG reference

Status:
o0 Not Started — no documents are uploaded to the request
0 Uploaded - documents have been uploaded

0 Reopened - incorrect or incomplete documentation has been
uploaded

o Fully provided - the engagement team has reviewed the
documentation and confirmed that everything has been
received

Page | 20




1.

12.
13.

o Completed: optional status which can be used by teams which
wish to record that they have completed the audit work in
relation to that request and no further documentation is
required

Client contact: client contact assigned to the PBC request. This can be
multiple people.

KPMG contact: KPMG contact assigned to the PBC request

. Add documents: click on ‘Upload’ to upload new documents to the PBC

request

No. of documents: number of documents that have been uploaded for
each PBC request; click on the number to view the documents uploaded
Comments: see below

Prior period documents: click on view to access prior period documents
if they are kept during PBC lists rollforward. All documents are read-
only.

Each column can be sorted by clicking on the name of the column.

Create and edit PBC requests

Add new PBC requests
There are two ways to add new PBC requests:

Final audit PBC list = (7

2
Category ALLPBC Showpasidue  PBC documents [Fy Export | 4, impon
1 ze "
O New G Editin datasheet

ID* Category Name Detailed description Due date eAudIT Status Chient HKPMG Docs
reference contact contact

oITowings Uploaded  amewhiner  hethompson  Upiead

1. Clickon @ Newgng complete all required information in the popup.

PBC Reguest

-4

Aol detats

amewtine: gt com

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All Page | 21
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1. Name (mandatory) — must be unique and duplicate names are not
accepted. The following special characters cannotbe used: " ! @ $ A
(Y _+=[1;"

2. ID (mandatory) — only numbers are allowed
Category (mandatory) — the following special characters cannot be
used:"()1#$% "' *+ . :;<=>?2@ " {}|~ _I[]

4. Due date (optional) — must be a valid date format based on the date
format set during site setup

5. Status (mandatory) — not started, uploaded, reopened, fully provided
or completed

6. Detailed description (mandatory) — provide enough detail for a team
member to understand the request

7. Additional details (optional) — provide additional detail for a team
member to understand the request
eAudIT reference (optional) — eAudIT file reference
KPMG contact (optional) - KPMG user who is responsible forthe PBC
request. Only KPMG users that have access to the PBC list will
appear in the drop down

10. Client contact (optional) — client who is responsible for the PBC
request. Only client users that have access to the PBC list will appear
in the drop down. You can select multiple client users. Use the % to
remove the user after selection

#, Import . . . .
Use the “~ functionality (see export and import section).

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All
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Edit existing PBC requests
There are three ways to edit requests:

1. Edit individual requests

To edit an existing PBC request, click on the name of the PBC request.

Final audit PBC list

Category ALLPBC  Showpastdue  PBC documents

© New (i Eatin gatasheet  @rOpen in explorer

ID* Category  Name
reference

....

Detailed description Duedate  eAudiT Status

Client
contact

KPMG
contact

[y Export

Docs

&

>

Import

In the pop-up window, edit the details of the request.

FBC Reques!

Detaled description *

amshirter gmad som

Select * *¢ to save changes.
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2. Export and Import

To edit multiple items in a PBC list:

Category  ALLPBC  Showpastdue  PBC documents

© New [ Editin datasheet

count

Final audit PBC list 7

ID* Category  Name Detailed description Due date  eAudIT Status Client KPMG Docs
reference contact contact
Borrowings  Loan nfirmation 12162019 Upioaded  amewhier hethompson  Upload i
confimations

e Click Er&®orto export as an Excel® file
e Modify the file — see Appendix for rules to follow when editing

.y Import . . .
e Click button to import the revised file

e Click 2"~ | |ocate the file

Import wizard - PBC list

 Upioad | X Cancel

¢ In the mapping wizard, select the PBC header which equates to the
column in Excel®.

Import wizard - PEC list o= Magp and mport

-l f!i \.H vql, T ,," oo ik ,..!I, vig s

PBC 0 FBC categony Nams

Detalled description PBC dus aate AT reterence PEC status

e Once all columns are mapped, click + Map and imp0r1_

® The data must be in the first tab of Excel® file.

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All
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3. Editin datasheet view

To edit multiple items in a PBC list, you can use & Editin datasheet

Final audit PBC st @

Category ALLPBC Showpastdue  PBC documents [y Export &, Import

© New |G Editin datasheet

ID* Category  Name Detailed description Duedate  sAudT status Cliant KPMG Docs

reference contact contact

Edit in datasheet allows you to edit the list directly, including copying and
pasting fields such as due date or status for efficient updates. As soon as
you navigate off the cell the change is saved.

Final audit PBC list
v
FBC ID Category Name Detailed description Due date eAut reference Status
Signed bank confirmation letters for each lean &
1 | Borrowings Loan confirmations account with confirmation response to be addressed | 12/16/2019 | L1-1 Uploaded
to KPMG.

After making changes, click * to close the popup.

® Itis not possible to add a new request through Edit in datasheet mode.
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Document ma nagement

Uploading documents

Documents can be uploaded to your site by selecting ‘Upload’ for individual
PBC request:

Final audit PBC list = (D
Categary  ALLPRC  Show pastdue  PBC documents EyEwport &, Impori
© New [ Edit in datashest

ID*  categery  Name Detailed description Due date  eAudIT Status Client KPMG Docs

referance contact contact

Bomowngs

The document upload popup will appear:

Internal control--Loan confirmations

® new document or drag files here

v
D Name Modified Modified By PBCID Category Document names PBC list name PBC type Client contact Status KPM

There are no files in the view "All Documents™.

Use drag/drop to add files from your computer:

e View

Internal control--Loan confirmations

W‘ Drop here

Desh. » PEC Ma. v B

YEPBC Estads

aloa 8o ;

Additionally, you can upload a single file, by selecting @ new document

® Files with special characters cannot be uploaded.
® Individual documents with size above 100MB may show an error message, but the
file gets uploaded successfully.

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All
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Accessing and deleting documents

Files can be accessed by clicking on number displayed in the No. of
documents column:

Final audit PBC list

]
(=)

Category ALLPBC  Snowpastdue  PBC documents [EyExpon &, impon

O New (¥ Editin datasheet

o Category Name Detailed description Due date RAUDIT Status Chient KPMG Docs

reference contact contact

Bomowings

A popup will display all documents that have been uploaded to the PBC
request. You can download or delete documents from this popup.

Final audit PBC list--Debt covenants

PBC received Uploaded

ID Category Name Document name on by Comments Modified on Download

4 Borrowings Debt Debt covenant 12/4/2019 hethompson 12/4/2019 Download
covenants calculation xlsx 12:45:55 PM 12:45:57 PM

4 Borrowings Debt Approved terms - debt 12/4/2019 hethompson 12/4/2019 Downioad
covenants covenants.pdf 12:45:55 PM 12:45:57 PM

Comments

Use comments to provide additional information or respond to questions
from your engagement team.

Final audit PBC list = Q

Category  ALLPBC  Showpasidue  PBC documents FyExpot &, Import

O New G Edit in distashest

ID* Category  Name Detailed description Duedate  eAudiT Status Client KPMG Docs
reference contact contact
-
Bomowings NG Mot Stared  amewhiner  hethompson  Usioad o '_L:I e
i) Bomowings 121672019 Not Staned  ames oad 2

To add a comment, click on and in the popup, add your comment.
Comments are tracked via thread, indicating who added the comment and
date.
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Comments

[12/4/2019 12:36:27 PM] hethompson : One of the documents is oulstanding for this PBC request

» Ok % Close

When there are no comments on the PBC request, the comment appears as

,and when there are comments it appears as '-L_“‘. To access the comment
thread, click on the comment box.

Prior period documents

Final audit PBC list E {1
Calegory  ALLPBE  Showpastdue  PBC documents EyExpon &, impoet
© New G5 Ean in datashast
D4 Category  Name Detailed description Dusdats  sAudiT Status Cliont KPMG Docs
reference contact contact

1222019

amewhiner  het

Borrowings  Loan Bank statemenls andior 12162019

Click on view to access prior period documents if they are kept during PBC
lists rollforward. All documents are read-only.

To download, click on download.

x
Internal control--Loan confirmations prior period documents
D Name Document name Download
1 Loan confirmations BOA_Confirm.docx
X Close

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All
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Views

Final audit PBC list
I Category ALL PBC Show past due PBC documents @E.\cpon
© New (% Editin datasheet
ID* category Name Detailed description Due date eAudIT Status Client KPMG Docs
reference contact contact

A, import

@

Standard filtered views are available:
e Category: view PBC requests grouped by category
e Al PBC: view all PBC requests in the list

e Show past due: show all PBC requests which are past their due date
and are in a status of open or reopened

e PBC documents: view all documents for the PBC list

Individual PBC documents can be downloaded from the PBC documents

view using the 29020 jiny

Final audit PBC list

Category ALL PBC Show pastdue  PBC documents @ Export
© New [ Edit in datasheet & Open in explorer

A, Import

D= Category Name Document name PBC received on  Uploaded by Comments Modified on Download
4 Borrowings  Debt Debt covenant calculation.xlsx 12/4/2019 hethompson 12/4/12019 Download o
covenants
4 Borrowings ~ Debt Approved terms - debt 12/4/2019 hethompson 12/4/2019 | Downioad i
covenants covenants._pdf
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Export to Microsoft Excel'®

Use [ Export to export the PBC list to Excel®.

Internal control

o= Category  Name Document name PBC received on  Uploaded by Comments Modified on Download

Comenen_Canfinm sock 10092018 |ameszhackpmg 09102018 Download ]

Categary ALL PEC Show past oue PEC doguments

Navigate to other PBC lists

You can navigate to other PBC lists by using

Calegory  ALLPEC  Showpasioue  PBC doguments [y Export
o= Category  Name Document name PEC received on  Uploaded by Comments Modiied on Download
OTEWNgS Comenica_Ganfinm dock 10018 |ameszhackpmg 0SMOEMHE  Download ]

Internal control E @

You can navigate back to the PBC management home page by using

! Microsoft and Excel are either registered trademarks or trademarks of Microsoft
Corporation in the United States and/or other countries
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Download PBG documents

Quick Reference Card | December 2019

Overview

Download document allows Client Administrators to download multiple
documents from the PBC list(s) at the same time.

Download document

To access download document, within the PBC management page,
navigate to the menu and click on the download document link.

PBC list W

Download document

PBC status report

Downloading PBC documents

The download document page displays the PBC list(s) to which you have
access. if no documents are available to download N/A is displayed.

Download PBC documents @
A ey sy £ .

1 Group/Component: | National Bank of Widt E
]| PBC list name PBC documents
1| Interim N/A
| Internal controls NIA
2 Q1
Q2
Q3
Q! N/A

3 ® Download with folder structure

(O Download to one folder

4 | 3. Download documents | % Clear

1. Select the relevant group or component
2. Select the checkbox of the relevant PBC list
3. Select how to download documents:

i Download with folder structure (default): all documents are
downloaded in folders, with one folder for each PBC
request.

ii. Download to one folder: all documents are downloaded in
one folder.

4. Click on & Download documents
5. Select save file; documents are downloaded as a zip file.

You can clear the selection of PBC list(s) by clicking ¥ ©'ea"

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All Page | 27
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REDOS

Quick Reference Card | September 2018 o

Reports

Reports provide you with summary of PBC requests. Access reports
through the home page menu.

Alerts

Reports

PBC reports

PBC reports provide the following summary information:

e All documents added modified ever (include all PBC lists)

e All documents added modified in last 7 Days (include all PBC lists)

e All documents added modified report based on a selected date range
(include all PBC lists)

e Customized PBC list (by PBC list)

Click on E Export button to access the PBC reports page.

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All
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-3

Reports download
| S S N R N S AN & IR osewmes o

GroupiCompenent| Sesect Group/Compol -

[ e N | e

All documents, added modified ever All documents added modifed m last T days

5] Export
Please chck on this button to generate a repod of all documents added modiied
Ever (since beqinning) in this site

5] Export

Please click on this button to generate a repart of all documents added
modified in iast 7 days in this site

B S L S .

All documents added modified report based on a selected date range

SSUAHRWLLL g

Customized PBC st repons.

From n PBC list
To Type
n @A documents added modified
“yAll doruments added moditied in last 7 days
TFBC comment report
5] Export

5] Export
Piease chck on this button 1o generate a report of all documents added modihied
report based on a selected date range

Before generating any report, it is necessary select the Group/Component.
If no data exists, a message ‘No records found’. Only the group or
components you have access to are displayed.

All documents added modified ever report

This report provides you with details of all PBC documents modified
(additions, deletions, or edits) that have occurred since the creation of the
site.

All documents added modified ever

5] Export

Please click on this button to generate a report of all documents added modified
ever (since beginning) in this site
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Click E Export 4, generate the Microsoft® Excel'® report generated:

A B & D E
1 |Document library name Document name Created date Modified date Document url
2 a1 Borrowings breakdown.xlsx 08/11/2017 16:44:33 PM  08/11/2017 16:44:35 PM  https://kcentral.ex
3 a1 banking confirmation.xlsx 08/11/2017 16:45:41 PM  08/11/2017 16:45:43 PM  https://kcentral.ex
4 Q1 banking confirmation.xlsx 08/11/2017 16:52:58 PM  08/11/2017 16:53:00 PM  https://kcentral.ex

All documents added modified in last 7 days report

This report provides you with details of all PBC document modifications
(additions, deletions, or edits) in the site within the previous seven days.

All documents added modified report based on a selected date range

From

8102017 ﬂ

All documents added modified in last 7 days

5]  Export
Please click on this button to generate a report of all documents added
modified in last 7 days in this site

To

8142017 n
|E Export

Please click on this button to generate a report of all documents added modified
report based on a selected date range

Click [ Export to generate the Microsoft® Excel'® report:

A B € D E
1 |Document library name Document name Created date Modified date Document url
2 a1 Accounts payable reconciliation.xlsx 08/11/2017 16:56:19 PM  08/11/2017 16:56:20 PM  https://kcentral.ex
3 a1 Accounts payable reconciliation.xlsx 08/11/2017 19:14:07 PM  08/11/2017 19:14:09 PM  https://kcentral.ex
4 |01 Aging of accounts receivable.xlsx 08/11/2017 19:14:46 PM  08/11/2017 19:14:48 PM  https://kcentral.ex

All documents added modified report based on a selected date
range report

This report provides you with details of all PBC document modifications
(additions, deletions, or edits) in the site within a specified date range.

! Microsoft and Excel are either registered trademarks or trademarks of Microsoft
Corporation in the United States and/or other countries
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Input a date range and click E Export to generate the Microsoft® Excel'®
report:

A B € D E
1 |Document library name Document name Created date Modified date Document url
2 a1 Accounts payable reconciliation.xlsx 08/11/2017 16:56:19 PM  08/11/2017 16:56:20 PM  https://kcentral.ex
3 Q1 Accounts payable reconciliation.xlsx 08/11/2017 19:14:07 PM  08/11/2017 19:14:09 PM  https://kcentral.ex
4 Q1 Aging of accounts receivable.xlsx 08/11/2017 19:14:46 PM  08/11/2017 19:14:48 PM  https://kcentral.ex
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Customized PBC list reports

Customized PBC reports show information for a specific PBC list. There are
three types of customized PBC list report:

Customized PBC list reports

PBC list

Type
@Al documents added modified

Al documents added modified in last 7 days
TPBC comment report

5] Export

Only the PBC lists to which you have access are available.

¢ All documents added modified: details of all PBC documents modified
(additions, deletions, or edits) that have occurred since the creation of
selected PBC list

e All documents added modified in 7 last days: all PBC document
modifications (additions, deletions, or edits) that have occurred in the
selected PBC list within the previous seven days

e PBC comment report: details all comments added to a PBC request of a
selected PBC list

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All Page | 30
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Statutary audit tracking

Quick Reference Card | September 2018

Overview

The statutory audit tracking tile can be used to facilitate project management
and tracking of the statutory audit process across the group. It allows your
KPMG group team to assign tasks and due dates to component audit teams
and allows them and you to track overall status.

The statutory audit tracking page has three key features:

— Require attention dashboard
— Statutory audit summary dashboard

— Task grid
Statutory audit tracking 7,
Require attention ' Statutory audit summary
o

A ‘ @ Not starled
\ @ In progress
u u @ Approved by management
@ Compieted
Past due Upcoming due q

Tasksetings 3]Export  #,impont & Download template

Relates to Planning metting ’ Draft financials Final financials
Ammond Not started Not started Not started Al
9102018 91872018 101172018
Blue bel Not started - Not staried
9102018 10172018
Biue bizzard Not started Not staried Not staried
9102018 91872018 10172018
Bols i Not staried Not started
; 91242018 10172018 v

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All
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The require attention dashboard displays assignments that are overdue or
due within 7 days from today and are not in completed status.

The statutory audit summary dashboard displays the status counts of all
assignments in the statutory audit tracking.

The task grid shows all the assignments to which you have access along
with status and due dates/completion dates.

Export to Microsoft® Excel'®

Use 2500 tg export the task grid to Excel®. The export will only include
the components to which you have access

1 Microsoft and Excel are either registered trademarks or trademarks of Microsoft Corporation
in the United States and/or other countries
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Gontrol aeficiencies

Quick Reference Card | May 2018

Overview

Nature of deficiency: (Added by KPMG) Can be a control deficiency or
significant deficiency.You do not have the ability to edit this field.

Description: (added by KPMG)This is the description of the identified
deficiency by your KPMG team. You do not have the ability to edit this field.

Status: four statuses are available:
- Draft (selected by KPMG): the control deficiency is being drafted by your
KPMG team.

- Ready for management review (selected by KPMG): your KPMG team
has added the control deficiency and requires your response to the

The control deficiencies tile can be used to facilitate project management of
interactions between you and your KPMG team to discuss control deficiencies
identified within the course of an audit. It allows you to draft your response to the

deficiency.

- Ready for KPMG review: You can change the status to indicate that you
have added your response .

control deficiency and includes comment functionality for discussion points.

® The control deficiencies tile is not considered to be a formal communication to

management and/or those charged with governance as required by the relevant

auditing standards. Your engagement team will issue a formal communication
separately.

Control deficiencies

- Final (selected by KPMG): indicates that the control deficiency and
response are complete.

View control deficiency

To view the full description of a control deficiency identified by the engagement

team, click the title of the control deficiency.

Inventory count x

Group

Identification of leasing arrangement 1

Significanl deficiency 2

Lo sum dolor il amet, conseclelur adpsCng el in el sementum m. a
Iobortis purus. Alguam erat volulpat. Rulam it amet pos !
pUrss NUla. EBaM tempor nbh eu eQestas inibus. Sed gravida Iuctus 6o ¢ mal

Contract modification

Significant seficiency

Mauris rutrum augue nisl, sed viverra nisd dictum a. Vestibusum eget mauris purus.
Morti in orcl in massa viverra posuere, Aliquam mi lorem, egestas vitae elit vel,
placeral porta nisl. Viestibulum vehicula eget lectus in maximus. Pellentesq ...

Inventory count

Contral defciency

fior odio, porta Ul instique e, placerat 3 ante. Curanitur beandi masmus
wrabitur Blandil libero metus, éu moaximus (oo vehicula ul. UL nibh
mauris, aliquam a efficitur sit amet fermentum ac es! Praesent vitae feu ..

& Edt [ Export
4 Fina

U et Vel Convalls, uches feaor quis, semper Bcus. Pelenlesque st igula
pona cheifend [Usto e, QICIUm accumsan feils. Maurs i leius leugial tstigee ness
Sed. OMANe pUns. FUSCE CoNSECIEr odio metus, vitae consectet .

Ready for KPMG review
Lorem ipsum dolor 58 amet. consectetur agipiscing elit. Cras laoreet orci nibh. id

vestibuium felis consectetur ut. Etiam in fibero non massa tringiita tempor ul viiae
ligia Fusce in ipsum mia, Fusce alquam korem ey odio egestas. inm

=

Ready for management review

Mo management response avaiable

© Add response

] 4“.' v ]

Description of the deficiency

Mulla tortor odio. porta ut tristique eu. placerat a ante. Curabitur blandit maximus phareira. Curabitur blandit libero metus, eu maximus tortor vehicula ut. Ut
nibh mauris, aliquam a efficitur sit amet, fermentum ac est. Praesent vitae feugiat ex. Aliqguam pretium nisi sed felis tincidunt vestibulum. Aenean ullamcorper
lerat vel ullamcorper laoreet. Vestibulum ante ipsum primis in faucibus orci luctus et ultrices posuere cubilia Curae; Nullam vel lectus tincidunt, varius turpis in,
lpretium dolor. Integer vitae turpis nisi.

Manag resg to

INo management response available

1. Title of deficiency: (Added by KPMG) You do not have the ability to edit this

field.

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All
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Add response

To add a response to the control deficiency select © A997sPo1se and a popup is
displayed:
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Add management response to deficiency x
Title Inventory count
2 Status” Ready for management review -

1 Management response 1o
deficiency*

3 Client assigned to

Drax, Hugo
Smith, John -

> ¥ Cancel

1. Management response to deficiency: enter your response to the control
deficiency, which will be included in the formal communication to
management and/or those charged with governance.

2. Status: Change status to ‘Ready for KPMG review’.

3. Client assigned to: You can change this as necessary to assign it to another
person on your team to add the response.

Edit response

To activate edit mode, select & Edit | In edit mode you can edit or delete a
response.

e To edit the response, select @ for the response you want to edit. In edit
mode you can edit all fields except ‘Title’. Once edits are made select
» Update to save changes.

e Todelete a response, click ™ . The response will be deleted
permanently.

To exit edit mode, click @ Done editing

! Microsoft and Excel are either registered trademarks or trademarks of Microsoft Corporation
in the United States and/or other countries
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Add Discussion Points

Use discussion points to provide additional information or questions regarding the
control deficiency with your KPMG team or view their discussion points and
responses to you.

To add a discussion point, click on
discussion points.

and in the popup screen add your

Discussion points are tracked via a thread, indicating the date and who added the
discussion point.

Discussion points b 4

[5/22/2018] Mewhirter, Amy M : Pellentesque ornare turpis negue, ac cursus nisl porta
a. Duis quis iaculis est, eget volutpat elit. In dictum, turpis eget consequat bibendum,
magna lectus viverra lacus, vitae sagittis libero eros nec ipsum. Vestibulum suscipit
lectus et velit viverra blandit.

[5/23/2018] Das (ext), Avijit AD : Lorem ipsum dolor sit amet, consectetur adipiscing elit

» Ok ® Close

If there are no discussion points, the icon appears as and when there are
discussion points available, it appears as #*. To access the discussion points,
click on the discussion points icon.

® When the status of a control deficiency is selected as ‘Final’, you are not able to
add discussion points.

Export to Microsoft® Excell®

Use E2Export to export the control deficiencies and related responses to
Excel®.
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PG Alerts

Quick Reference Card | June 2020

Overview

You can set alerts to receive notifications for the following items:
- Overdue and upcoming PBC alerts
- PBC comments alerts
- PBC custom alerts

PBC alerts

To access the PBC alerts page, navigate to Home Menu > Alerts > PBC alerts.

Alerts A

PBC alerts

Other alerts

Activate alerts to notify you of changes to a PBC list or to documents
uploaded to a PBC list, including when the client uploads documents.

If you have access to multiple components, you must select the relevant
group/component to populate the PBC lists.

rights reserved.

KPMG

PBC alerts

Group/Companent National Bank of Widgets = &

Overdue and upcoming PBC alerts

F P ¥

PBC custom alerts

PBC list name Type

Change type Changed by Frequency Day Time Status
Document . All changes - Al changes - Daily . Stanciay . 12 00 AN . ¥ Subscribe
Document - Al changes . A changes . Daity - Sianday . 12.00 AM - » Subscribe
Document - All changes . Al changes - Diaily - Sunday . 12.00 AM - > Sutiscribe

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All

Three types of alert are available:
Overdue and Upcoming PBC alerts

Activate alerts to notify you of the PBC requests which are overdue or will
become due in the next seven days and are still pending.

Subscribe to these alerts for specific PBC lists by turning the button on

@ and unsubscribe by turning the button off

PBC alerts

Overdue and upcoming PBC alerts

Interim audit PBC list L

You will only receive an alert if you are either the client contact or
KPMG contact.
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Interim requests ?)
Calegory ALLPBC  Showpasldue  PBC documents [Er Export
ID* cCategory  Name Detalled Duedate  eAudiT Client Status. Commerfls  KPMG Add No. of Prior period

description referendll  contact contact document documents documents

Echois Lo [l Uploaded Prakash Upled 1 View
Lauren A

Borowings  Lean
confimaton

10 KPMG.

PBC custom alerts

Activate alerts to notify you of changes/updates in the PBC document
libraries.

PBC document alerts will notify you of documents which have been
uploaded to PBC requests.

PBC request alerts notify you of new PBC requests added into PBC
management that have been assigned to you.

You can also select type ‘All’ to subscribe to both alerts.

Subscribe to or modify these alerts for specific PBC lists by using the
following dropdown menus:

N OB O O © ®

Day Time Status

FBC list name Type Changed by Frequency

AN - Al changes . All changes . Diaily - Sunday - 9 00 AM - » Subrscribe
" » Update
Document ' New e ane a1 . Someone eise iy - Wewkly n Thurse - 200 PM P
>  Linsubserne

Hequest - AN chAnges - - 2ty . Sy . 12 00 AN - » Subrscribe

Change type

1. Type: specify the type of PBC alert subscription. Document (default
value), Request, or All.

2. Change type: specify what type of change to be alerted to. All changes
(default value), New items are added, or Items are deleted.

3. Changed by: specify changed by criteria. All changes (default value),
Someone else changes a document, or Someone else changes a
document created by me.

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All

rights reserved.

4. Frequency/day/time: specify frequency of alert receipt (based on Eastern

time zone).).

5. Status: user can subscribe to an alert by clicking # Subscribe, Click # Update
to save any changes to alert subscription. Click % Unsubscrine to delete
alert subscription.

PBC request alerts are sent daily with the Overdue and Upcoming PBC alerts
mail.
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(theraierts

Quick Reference Card | May 2019

Overview

You can set alerts to receive notifications for non-PBC items.

Other alerts

To access the Other alerts, navigate to Home Menu > Alerts > Other alerts.

Alerts =

PBC alerts

Other alerts

You can set up various alerts to be informed of updates or action items for
the various tiles. The alerts page contains the following sections:

e Standard alerts (Collaboration): set alerts for Task management,
Audit Committee, Insights and thought leadership, Transition plan,
and custom tiles

e Custom alerts: set alerts for announcements and joint working tiles

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All

rights reserved.

Other alerts &
Y 4 7
Standard alerts (Collaboration) @
Task management - Audit Committee reporting - nsights and thought leadership
! Transition plan - custom tile KPMG Executive Education @

A

Custom aierls@

Tile Change type Changed by

- Al changes
- All changes

Frequency Day Time Status

B H -l g
- Daily - Sunday - IZDDAM-

Announcements % Update

All ch
changes * Unsubscribe

Joint working Allchanges % Subscribe

To activate any alert (except Custom alerts), click . Active alerts are

indicated by -

1. Standard alerts (Collaboration)
Activate alerts to notify you of changes in the following tiles:

e Task management

e Audit committee reporting (option will only appear if you
have been provided access to the tile))

¢ Insights and thought leadership
e Transition plan
e Any customized tile created under Collaboration page

Task management alerts are received daily. See the Task
management Quick Reference Card for alert triggers.

All other alerts are sent weekly.
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2. Custom alerts

You can activate custom alerts for announcements and joint working.

Custom alerts @ @ @ @

Tile Change type Changed by Frequency Day Time Status

All changes - All changes - Draily - - 12.00 AM - » Subrscribe
New items are add . Someone else cha - Wieskly - Tuesday - 900 AM - & Lipaate
X Unsubscribe

1. Change type: specify what type of change to be alerted to.

2. Changed by: specify changed by criteria.
3. Frequency/day/time: specify frequency alert (alert time based on Eastern time zone)

4. Status: subscribe to an alert by clicking? SUPS¢™®®  Click » UPdate g save

any changes. Click % Unsubscribe +4 gelete alert subscription. Fields are
reset to default on unsubscribe.

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company limited by guarantee. All Page | 37
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Glentloginand passwordreset

Quick Reference Card | March 2021

Overview

Client users are required to log in to KPMG Clara audit sites using a unigue
username and password on the KPMG Login page. Your engagement team
will add approved client users to the sites based upon the users you provide
to them. If you are a new user to KPMG sites, you will receive an email which
includes your username, which is your email address, and a one-time use
link to create a new password. If you are an existing user of KPMG sites,
such as KPMG Clara or Accounting Disclosure Checklist, you will use your
existing username and password.

Minimum requirements and supported browsers

Category Minimum Requirements Recommended
Wind
Operating System e Windows
Mac 0S
Ints t Expl 11
RiemiE e Internet Explorer 11 or higher
Chrome 70 .
Internet Browser : Chrome 70 or higher
Safari 11
Edge 44
Edge 44

T0 promote successiul client user experience

— Have your IT administrator perform the following for your
organization:

*  Whitelisting the following URL as a trusted site
https://*.us.kpmg.com

* Add these emails addresses as trusted email domains
donotreply@kpmg.com
noreply@kpmg.com

Initial login

For new users, the initial email received will contain a one-time use link to
initiate the password setup process. Upon clicking the link provided in the
email, an email with a link that will allow you to create a new password will be
sent, as confirmed by an on-screen prompt.

Create New Password Email Sent

An email with a link that will allow you to create a new
password has been sent.

The additional email sent will now include a link which when clicked, will allow
the new user to set their initial password.

kMG

Password Reset

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company

KPMG' limited by guarantee. All rights reserved.
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https://*.us.kpmg.com/
mailto:donotreply@kpmg.com

Next you will create a unique password which will be used to log in when
navigating to the site.

New password requirements:
— Cannot be a password you've used before
— Password must be 8 characters orlonger
— Password must contain the following characters:
» At least one uppercase characters (A -Z)
» At least one lowercase characters (a - z)
» At least one numerical digit (O - 9)

On successful change of password, confirmation of password creation is

displayed, and you are prompted to navigate back to your KPMG Login page.

Upon login, input the new password.

Password Changed

‘Your password has been changed. You may now close
this window and re-launch your application”s login
screen

KPMG KPMG Login

Usarname (smad sddness]
Paszwom

Wowld you B US 10 FmEMBEeS this deviceT

WARNING:

Dual factor Authentication
After entering your username and password, answer the “Would you like us to
remember this device?” question as:

- “Yes” if this is personal computer/device (i.e. not shared with others), which
will allow the browser to remember your device as trusted and eliminate the
need for a one-time passcode for 90 days. At the end of the 90 day period,
one-time passcodes will resume for each login and you will be asked again if
you want your device to be remembered as trusted.

-“No”, if this is a shared computer/device, you will be prompted for the one
time passcode each time you log on.

Tip: If your browser is not configured by your IT administrator for accepting
‘cookies’, the selection to this question will not be remembered and you will
need to enter the one-time passcode each time you log in regardless of how
you answered the question. Contact your IT administrator to determine if
cookies can be accepted for this trusted site. See Appendix for more
information.

Forget password / Passwaord reset

Utilize the “Forgot password” link on the login page to initiate setting up a new
password for your account.

TOUDee RN ¢

Enter your username and click Submit and you will receive an email with a
link, which expires in 60 minutes to click and create a new password for your
account. Ensure you follow the new password requirements stated
previously. If you click the password reset link after the 60 minutes you will be
prompted to request a new one from the KPMG Login screen. Navigate back
to the URL site’s login screen and click “Forgot password?” again. If you click
the link prior to the 60 minute expiration and receive a message that the link
has already expired, see Appendix for more information.

If you try to log in unsuccessfully five times, the system will lock you out for 30
minutes. After the 30 mins you can utilize the “Forgot password” link to unlock
your account and create a hew password.

© 2021 KPMG LLP, a Delaware limited liability partnership and a member firm of the KPMG global organization of independent member firms affiliated with KPMG International Limited, a private English company
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If you require quicker access or additional assistance, please call the Client
Support line at 844-414-0049 between the hours of 8:00 a.m. to 8:00 p.m.
EST. Client Support analysts can assist with unlocking accounts and
password resets. The Client Support line phone number is also located on the
log in page for your convenience. If preferred, you can contact Client Support
via email us-fwkpmgcentralsup@kpmg.com between the hours of Monday —
Friday 9:00 a.m. to 5:30 p.m. EST.

KPMG Login

Username (emait address)

Password

o

KPMG Clara Service Desk: If you noed assstance with KPMG Clara, conttact the support hotine (344) 4140045  Hotine hours are
Monday 1o Frigay (Sam EST to 8pm EST)

Once the password is reset by Client Support, you will receive an email with a
temporary password that you can use to log in. Upon log in, you will be
prompted to create a new password for your account following the new
password requirements stated previously.

Refer to Appendix for froubleshoating and common questions
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Appendix: Troubleshoating and common questions

This appendix provides guidance for the most common IT-related KPMG login questions. If the guidance below does not resolve your IT question, please reach out to
your engagement team for more assistance.

Site performance questions

Emails

The site seems to be running slow, from the homepage loading to
uploading documents.

- Run the speed test at www.speedtest.net, and review the
results. In order for the site to operate at optimal
performance, the download speed should be at least
10mbps and the upload speed should be at least 5mbps.

- Assuming the speed is sufficient in the previous step, discuss
with your internal IT department the performance issues you're
experiencing and ask about potential causes (network
infrastructure, firewalls, IP filters, etc.). Suggest that they
whitelist/trust the following URL.: https://*.us.kpmg.com which
might resolve these issues. If speed is sufficient and the site has
been whitelisted, reach out to your engagement team for KPMG
IT support or email the KPMG helpdesk directly.

Emails come from donotreply@kpmg.com and noreply@kpmg.com,
be sure to have your IT administrator add these addresses as
trusted email accounts for your organization to prevent delays in
receiving emails for one-time passcodes and password resets,
which result in expirations of the time sensitive information contained
in the email.

One-lime passcode questions

Each time | login | am required to enter the "one-time passcode’: Is
there a way to only enter it once?

- When entering your password within the log-in page, be sure to
select "Yes, this is my personal computer/device'": By selecting
yes, the browser will remember the one-time passcode, and you
will only be required to re-enter it once every 90 days for security
reasons.

- Ifyou have already selected "Yes, this is my personal
computer/device'; but are still being prompted to enter the one-
time passcode upon each log-in, verify with the system
administrator that the internet browser is setup to accept
cookies.

| received the one-time passcode in my email, but when | enter it into the
KPMG Login page, it says that it has expired or is incorrect.

- For security reasons, the one-time passcode expires after 10
minutes. If it has been longer than 10 minutes since you received
the one-time passcode email, navigate back to the login screen
to enter your username and password to generate a new one-
time passcode. If you entered the expired one-time passcode and
the on-screen prompt indicates your passcode is expired, click
the “Regenerate” button to have a new one-time passcode sent
to your email.

- If you have requested multiple one-time passcodes (by using the
regenerate button), you may be trying to enter an old passcode.
Each time you regenerate a new code, the previous code
becomes invalid. Click the regenerate button one more time, and
delete all old passcode emails. Enter in the new passcode
received into the site.

Generallog-n questions

| have entered my username and password but am receiving a "Sorry,
this site hasn't been shared with you" message.
- Please discuss with the engagement team to ensure they have
correctly added you to the site and has given you access rights.

| have correctly entered the username, password and one-time
passcode, but instead of getting directed to the KPMG Clara or KPMG
Central Audit site homepage, | am receiving an error message. It is
possible that a bad cookie has been embedded within the browser. Clear
the cookies, cache and temporary internet files per the instructions here,
and then try accessing the KPMG site again.
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