Obtaining Client Data

In order to run any of the ACL applications, the client data files will need to be requested.  But before you run off and ask for “all accounts payable” files, it is best to have a plan of action.  Therefore, the below four steps provide such an action plan to help any auditor obtain the specific data for the Payables Test Set.

Step 1(Determining the Automated Procedures and Objectives
Step 2(Making Arrangements with the Client to Obtain Data

Step 3(Transferring the Client’s Data
Step 4(Verifying the Data Received from the Client

Step 1(Determining the Automated Procedures and Objectives
To effectively and efficiently use the Payables Test Set, the auditor should spend time planning how the tests can best be used on the audit.  The auditor should decide which procedures should be applied using the Payables Test Set and the specific objectives of the procedures to be tested.  These decisions should be based on the cost-benefit of the procedures in achieving the audit objectives.

Once the audit procedures are identified, the Excel worksheet “XYZ” should be reviewed to identify all of the desired data fields.  Please note that this worksheet has a column for each data field required for each batch.  This worksheet also has a column named “Selected Batch” where you can place an “X” next to each selected application.  Then, when you are completed selecting your applications, you can decide to either sort the file based on this field or use Excel’s Auto Filter feature on the field.

Step 2(Making Arrangements with the Client to Obtain Data

The auditor should meet with the appropriate client personnel (generally the primary contact for the audit and a key contact in information systems) to make arrangements to obtain the client data.  Matters to be discussed include:

· Specific data needed  

· Types of files needed

· Record layout of the file (The auditor should arrange to get copies of the record layout.)

· Timing of the transfer

· Method of transfer (See Step 3 below)

· Arrangements for verification information (see Step 4 below)

EXAMPLE OF A DATA REQUEST LETTER
Mr. X

IS Manager

ABC Company

Dear Mr. X:

As part of our audit, we will be performing certain audit tests in the payroll area using data extraction software.  We expect that this processing will save the Accounts Payable Department time in their audit involvement for this upcoming period.   For any benefits we find using the data, we will definitely reference you as someone who assisted us in detecting the benefits.  

As we discussed today, we require the X file be available for us on X/X/XXXX.  We believe the following fields are required from the file as of X/X/XXXX:

· List Fields Here


If you believe, after looking at the reports we expect to process on page 2 of this request, that we will need more data fields besides those listed above, please provide these fields in the file extraction.

If it would be easier, we can receive the entire X file from which we can extract and define our desired fields.  

We will need this file in a flat file format (no delimiters).  Please do not translate the file to ASCII in the download if you are downloading the file from a mainframe computer.  To assist in downloading the file to our PC, we prefer that the file be provided on a CD-ROM.

Please contact us if you are unclear as to the source or significance of any of the items requested.  

Thank you for your assistance.

Sincerely,

Mr. Y

Expected Reports To Produce

	Report Name
	Expected Completion Date

	List reports here
	List desired report completion date

	
	



Step 3(Transferring the Client’s Data
There are many ways to transfer data to a the Payables Test Set computer, depending on the equipment of the client and auditor.  Examples of possible data transfer methods include:

· Floppy disk

· E-mail

· Tape

· High storage disks (such as, 100MB Iomega Zip disks)

· FTP or network transfers

· CD-ROM

The first two methods are more likely to be used for small PC systems.  The last four methods are more likely to be used on larger systems (LANs, minicomputers, or mainframes).  Traditionally, downloading data had been one of the most difficult tasks in computer assisted auditing because of the complexities of reading the client’s data. Today’s tools can read data files from almost any computer system. Also, both IDEA and ACL can use ODBC technology to download client data directly from any compliant database system with minimal assistance from client personnel.

Step 4(Verifying the Data Received from the Client

It is generally good practice to verify client data before processing it.  There are two reasons for this. First, the auditor can confirm that the data file received from the client is complete and accurate.  Second, the auditor can assure that the data has been read correctly by the computer assisted audit tool.  Verification of client data is generally accomplished through one or more of the following procedures:

· Obtain a printout of the first 100 rows and match “on screen” to the data file.

· Compute totals for key data fields and agree them to control totals supplied by the client’s IS personnel.

· Agree account totals to general ledger balances.

· Calculate totals or statistics of the file to determine if the relative size of the activity appears reasonable.

· Check the sequence (such as, check numbers, inventory part numbers, or invoice numbers) for gaps and/or duplicates.

· Select a sample of data items and trace the information to client records.

· Any exceptions, unreconciled amounts, or other indications of problems should be resolved before applying the automated procedures.  

