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Chapter 1 Creating SOX+ Operational Flow Documents

Creating a New Document

This chapter explains methods of creating the new SOX+ operational flow documents by using basic diagrams. The
following instruction is based on the sample flowchart described below.

riematcnal comoraten
Sales Dislon Management Diuslon

=)

Cllent mizsloraiical 55 km

1. From the “File” menu, click “New” to display the “New” screen. Click “Business” under “Template categories”. Select
“Basic Diagram” and click the “OK” button.

Personal Templates

Template A

o ) [ one ] (oo

*If your company has its own template, select the template from “Personal Templates”.

2. Open the pull down list in the Choose Shape Palette dialog box. Click SOX+ internal control to select the Standard
Form palette.
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3.  Select SOX+ Document Info on the SOX+ menu and enter document information into the dialog box.
*Document ID is required field.

Document 1D: | S001-002:01 ™ Make this document no subject o SOX+-
Company Info
ir] S0x Corporaton Co., Lt

[Tokyo
Process Info
I tame
e ED T
Subprocess: [ 002 [ Aecepting an ofer
Operation: [Tor of acceptng an order

Operationl Pocess Outine | Opera on nfo | Reated Document | SOX No. Configura_|»

perties | Do

m the dent: Iput the order data, check the stock, send s Entrge >>
receptation by the clent. 4

Summary: Process of acceptng a
conformation on order

Suppment ok, you should confem the stock data Ist i the purchase Entrge >>

Remark: ‘The same process & done n Osaka. Enlarge >>

4. Click “Save As” command on the file menu to save the file with an appropriate name. Type the file name into the
“File Name” box and click save. When saving the diagram, it remains open on the screen such that users can
continue working.  (The timing to save is on the voluntary basis)

5. To add Swimlanes to a diagram, open “Insert Swimlane” dialog by clicking “Swimlane” command on the “Insert”
menu. The Insert Swimlane tool on the Toolbox toolbar can be used as well.

Swimlane Orientation: Text Orientation: Apply
() Horizontal © Horizontal
© vertical (O Vertical oK
MNew Swimlane Name: Cancel
E Help
Location:
Top-Level =

* Layout of a diagram can be either horizontal or vertical. The sample shown below is placed vertically.

Document Components 8 X | in | | . 1 B 2 | 3 ] P '
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6. Click to select a shape on the standard form palette in the Shape Palettes.

7.  Click to place the shape where you want.



8. Enter a summary of operational procedure into the placed shape with short sentences.

in [ 1

2

3

Client

Sales

1

Sending an order
form

2

Inputting an order

9.  To connect two shapes, use Connector Line tool in the Toolbox toolbar. Select the line type to draw by clicking the
arrow under the Connector Line tool, and then select the line from the shortcut menu.

‘\h Direct Line
"L, Right Angle Line
"y Curved Line
5 Org Chart Line
33 Cause and Effect Line
== Lightning Bolt Line
A

+ Auxiliary Line

sl Line Library...

10. Place the mouse pointer inside the shape to begin drawing the line, click and hold the left mouse button. Drag the
pointer to outside of the shape to end the line, and release the mouse button.

Connected shapes can be added. To do so, click a shape in the Toolbox toolbar or the shape palettes. Position the

mouse pointer inside the existing shape to display the place/connect cursor.

-

Press and hold the left mouse button on the shape. The mouse pointer changes to display the outline of the shape

and the move cursor.

Drag the new shape from the existing shape to the desired location, and then release the left mouse button.

Some lines created may display case text. Case text appears as labels on the respective output of shapes with
decision behavior. By default, the diamond shape has a decision behavior specified.

No

OES
"es"

<None>

b o ke
3 Copy CuleC
(2 Baste by

add Vertex

By Eormat... Cerl+Shift+D

2 Properties..., Alt+Enter



When a first line is drawn from the decision point to an activity, the line is labeled with “No”. The second line drawn
from the decision point is labeled with “Yes”. These labels appear near the connecting point of the line and the
shape. To replace the case text, right click on either the line or the case text.



11. Define the detail of the operation at the same time or after placing the shape.

To input the operational detail,

double click the desired shape and open the Operational Detail dialog. SOX+ automatically allocates the

operational numbers. (These numbers are editable.)

Add

Name: | peration of inputting acceptance of an order Bﬁ,&?ﬁ:ﬂant’ ‘ International Corporation Sales Division

[ s

Operational Detail Content:

According to the order form, input the client code, product code, quantity, etc. or the data sent by EDI in the
sales systemn database. Output an order list from the order data.

Operational Detail Properties ‘ Remarﬂ Design Prucedures} Design Evaluation }

Vouchers and Other Forms Used: Policy Manual:

Enlarge >

Order form
Order acceptance list

Account Title: ‘ Sales, Accounts receivable

Operator: ‘ Person in charge j System Name:

Segregation of Duties
I™ Conservation I Record
™ Approval I~ Control

To add shapes without operational details, use shapes other than SOX+ subject.

12. To place the recognizable risks on the flowchart, click diagrams in the Standard Form palette in the shape palettes.

=

Risk[50%+R]

Select a risk on the palette in the shape palettes and then position the mouse pointer inside of the shape when

placing a risk. The cursor turns into the place & connect cursor.

.,

IR

Inputting an cedet Inputting an crder

Press and hold the left mouse button on the shape. The mouse pointer turns into a move cursor with an outline of
the shape. Drag the cursor from the existing shape to a desired location, and then release the left mouse button.

SOX+ automatically allocates a risk number to the new shape.

10



13. Double click the new risk shape to open the SOX+ Risk dialog and then enter details. The allocated risk number is
editable.
Enter descriptions into “Risk Content” input box. “Impact”, which indicates the influence caused by the risk, must
also be described. Click to check applicable boxes for “Category”, “Control Objective” and “Assertion”. Other fields
such as “Risk Level” etc. must also be specified.

- Operational [ paration of nputtng acceptance of an ardk  Dearr®M ["ntemational Corporasion Sales Divisen
.
" 2 R 1 Classffication No.: Category - View Controls
' Risk Content:
. ) ) Risk of accepting an unsolicted or false order. Eniarge >>
Chedking the unit
cost table

Risk Properties } Label/Remark | Effectiveness Evaluation |

Impact:
Control Objective Assertion
[¥ Relabilty of reporting ¥ Existence or occurrence
I Effectiveness and effidency of operations I™ completeness
I”" Complance with applicable laws and regulations ¥ Rights and obligations
I™ Safequarding of assets I Valuation
I Allocation
I™ Presentation and disclosure
Risk Level: Critical ~|  Extentof Impact: ~
Frequency: approx. 1 month ~|  Estimated Loss: -

14. Click on the Label/Remark tab and input descriptions. The content entered into the Label box is displayed on the
Flowchart screen.

Risk Properties Label/Remark ]
Label:

Remark:

The text appeared on the screen can be relocated to where necessary.

Fictitious order acceptance& 61 I

2

Inputting
acceptance of an
arder

15. To place a control which corresponds to the risk previously created, click to choose a control shape in the Standard
Form palette in the shape palettes

b

Cantroll50x+C]
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Select a risk on the palette in the shape palettes and then position the mouse pointer inside of the shape in which
you want to place the control. The cursor turns into the place & connect cursor.

% ;

Inputting an ceder Inputting an crder

Press and hold the left mouse button on the shape. The mouse pointer turns into a move cursor with an outline of
the shape. Drag the cursor from the existing shape to a desired location, and then release the left mouse button.
SOX+ automatically allocates a control number to the new shape.

16. Double click the new control shape to open the SOX+ Control dialog and then enter details. The assigned control
number is editable.

f!‘ “C1 I Onerational [5 tputting confimatin of an order Deparment [ temational Comoration Sales Divion
it [ 1 Control Type: | Manual control |
) v PL! 'na [ Control Content:
RS G £ Tssue 3 confimation of order without fal, and confirm the offer detais. Enbrge >>
arder

Control Properties | Target Risk | Test Detai | Label/Rermark | Design Procedures | Design Evaluation | CSA Procedures | €52 <] »
Evidential Document: Policy Manual:
Confirmation of order

Operator: [ person in charge =] system Name: Sales management -
Control Frequency:| As Needed (A/N) =l

Control Category Characteristics

I” Approvals/Authorizations [™ System access Type

W Management review " preventive {* Detactive

¥ Reconcilation s
I Segregation of duties

 primary " Secondary
I Polcies and procedures

Control Level
I~ Key performance indicators

I Error/Anomaly detection | j
I Automated control

I Control Deficiency

Insert Data ‘ 0K Cancel ‘

Enter descriptions for control content, evidential document and policy manual. Select applicable items for operator,
system name, control frequency, control category, characteristics, assurance level and control level.

Insert necessary data of selected subjects from relevant Operational Detail shape.
Subject to Insert
¥ Control Content: | Output confirmation of an order from the sale

¥ Evidental Document: | Confirmation of order

[ Policy Manual: |

[ Operator: | Person in charge

|v System Name: | Sales management

Clicking the “Insert Data” button opens the “Insert Data” dialog box; where users can transcribe contents from the

connected operational de tails.

(“Control Content” incorporates “Operational Detail Content” while “Evidential Document” refers to “Vouchers and
Other Forms Used”)

12



17. Next, open the “Target Risk” tub.

Select an operation from the pull down list which has document ID and operation name registered in the Document
Info dialog. The related risks to the operation selected are listed in the risk pull down list.

Control Properties  Target Risk ITest Deta\ls} Label/Remark ]

Add Delete View Target Risks
Operation: | 5001-002-01 Operation of accepting an order j

Risk: | R1 Risk of accepting 2n unsolicited or false order. j

Risk Info: Operational Details - [3]Operation of inputting acceptance of an order
Risk of accepting an unsolicted or false order.

Specify target risks. A detail of the risk is displayed on Risk Info window.

"Operational Details --> [3] Operation of inputting acceptance of an order" indicates the operational detail number
and the operational detail name connected to the target risk. Click Add to register the additional target risks.

18. If necessary, open the Label/Remark tab and input descriptions.

Control Properties | Target Risk | Test Detais Label/Remark 1
Label:

Remark:

The content entered into the Label box is displayed on the flowchart screen.

E(I:tégli::'ltl:::i:rder & "> G1 | Specifyine how to receive
- an order form

2

Inputting
acoeptance of an
crder

19. When closing SOX+, click to select “Save As” on the File menu to save the
diagram. When saving the diagram, it remains open on the screen to allow |
users to continue working. To continue working with another diagram, close the E
diagram. To close the diagram, click the “Exit Window” button located on the
upper- right side of the screen as shown in the picture below.

Clicking on the red button at the top right corner of the application window closes iGrafx FlowCharter.

13



Double click on a diagram file in the Explorer bar to reopen the diagram closed.

j Eile Edit Yiew Insert Format JTools  Arrange  Repo
DEH SQAV & @y ® 7/

Document Compeone.. & X in 1 1

y\% 2 Il
All Components w

B Ej Basic Diagrams Clignt

1 ] s001-002-01 -

= 73] 5001-002-02

<> 2| 5001-002-03 i

|:| Sending the

(| order data{EDI)

o

)

When the diagram document does not appear on the “Explorer-Document Components” window for opening,
confirm the document name in the “Window” menu and select the document.

To close a file, click on the “Close” command in the “File” menu. “Close All” command is used when closing all files

currently open. A message window appears to notify the user that changes made have not been saved when
closing a file.

14



Chapter 2 _SOX"Menu

This chapter explains methods of editing operational flow documents by using SOX+.

The main feature of SOX+ is that a new “SOX+” menu has been added to the original iGrafx FlowCharter's main menu. A

variety of functions available through the SOX+ menu is explained in this chapter.

SOX+ Command

Function

Document Info

Registers and edits information of operational flow documents.

Document List

Displays a list of SOX+ documents that are open.

Operational Detail List

Displays a list of operational details.

Risk List

Displays a list of registered risks.

Control List

Displays a list of registered controls.

Renumbering

Renumbers each number.

Consistency Check

Checks consistency in content of open SOX+ documents.

Display Info Update

Updates displayed information of diagram shapes in flowchart.

RCM Output

Outputs document info, narratives and Risk Control Matrix (RCM) in Excel format.

Batch Loading

Performs batch loading of document info, operational details, risks and controls that are
edited on RCM sheet, into SOX+ flowchart document.

Document List Output

Outputs the list of vouchers and forms used and evidential document registered in SOX
+ operational flow document.

SOX+ Version Info

Displays version information of SOX+.
Importation and initialization of customized file (definition file) are performed.

Document Information

Information to represent a set of documents developed through SOX+ operational flow drawing process is registered into

document information dialog box. Such information includes, document ID of operational flow document, company name

of the operational flow, business location, business process ID/name, business sub-process ID/name, and operation

ID/name.

Information registered into the dialog box can be set to be shown in the header or footer of a printed flowchart, RCM

document and a narrative document.

Document ID: 5001-002-01]

Company Info

I~ Make this document not subject to SOX+

Company Name: | Sox Corporation Co., Ltd.

Location: | Tokyo

Process Info
Name

Process: | So01 ‘ Sales process

Sub-process: | 002 ‘ Accepting an offer

Operation: | 01

‘ Operation of accepting an order

15



Document ID is a required field used to identify and distinguish each SOX+ operational flow document. A warning
message is displayed when leaving the field blank or the ID is duplicated. Duplicated ID must be corrected or check a
box for “Make this document not subject to SOX+” to ensure that SOX+ functions disregard the document.

Under “Operational Process Outline” tab, the following three types of information are registered: summary of an
operation, supplemental info and remark.

Operational Process Outline | Operational Process Properties | Documentztion Info | Refsted Document | SOX+ No. Configuration |

Summary: Process of accepting an order from the client: Input the order data, check the stock, send a Enfarge =>
conformation on order and confirm receptation by the client.

Supplemental In order to check the stock, you should confirm the stock data list in the purchase M
Infoz management system.

Remark: The same process is done in Osaka. Enlarge =3

Financially relevant subjects in each operation such as account title, system name, vouchers and other forms used, and
policy manual are needed to be considered. Such information is registered under “Operational Process Properties” tab.

Operational Process Outline  Operational Process Properties IDDcumentat\Dn Info ] Relted Document | 50X+ No. Configuration }
Account Title: Sales, Accounts receivable, Bad-deblosd

System Name: Sales managemant system and purchase managemant system

Vouchers and Order form, Order acceptance list, Confirmation of order

Other Forms

Used:

Policy Manual: Sales Procedures Manual

Under “Documentation Info” tab, each documenter for the respective set of operational flow documents (i.e. flowchart,
narratives and RCM) and its history record of creation/editing are registered. Version information of saved data is
displayed in the Saved Info field.

COperational Process Outling ] Operational Process Properties  Documentation Info IReIated Document ] SO¥+ Mo, Configuration
Documenter Info
Departrent/Division: | Tokyal|

Person Responsible; | WHHHN Person in Charge: ‘ RN

Documentation Histary

Wersion: | 000K Status: ‘ Approved

Documenter: | WK Documentation Date:‘ RN

Last Updated by: | 30x% Last Updated on: | XK/X/HHHK

Last Approved by; | WHHHN Last Approved on; ‘ R
Saved Info

SO¥+ Version Inf: | (Buid : 7.0.3)

Customized Fie: | Mo customized data

“Saved Info” field is updated each time operational flow data is saved.

16



Under “Related Document” tab, a list of documents that relates to the operational flow document can be recorded. Such
listed documents include: 1. a document listing its information included in a unit of RCM output, 2. a document listing
risks mitigated by the controls defined in the operational flow, 3. a document listing controls linked to the risks defined in
the operational flow.

Documents opened within iGrafx at the time of clicking “Renew” button are to be recorded in the “Related Document” list.
Unrelated documents listed in error may be removed by clicking “Delete” button.

Operational Process Outling } Operational Process Pmpertles] Documentation Info Related Document } SOX+ No. Configuration }
Document ID Operation Name
£.2001-002-02 Shipping. gperation
S001-002-03 Operation of accepting an order

If the RCM output is executed when all documents shown in Related Document are not open, the alert will pop up.

oK Caucs|

CIICK QK. [0 COUIUMNS 0L CIUCE], [0 6XIf°
vog angbnp
U fH12 C326' FUG [ULOLISFION I [UE NUODEUE] QOCNWELE? 516

2004-005-0!
+7 pocnweug aie uog obewr
I Zowe qocnweurs migy ojiomua pocaweus |p 1w fpe gepareq

You can continue to execute the RCM output by clicking "OK" button. However, the RCM might be created without the
appropriate control information etc. in the unopened documents.

Default starting numbers for each series of diagram shapes i.e. operational detail shapes, IT operational detail shapes,
risk shapes, control shapes and IT control shapes, within the operational flow document are determined under “SOX+
No. Configuration” tab.

Operational Process Outline ] Operational Process Prnperties} Documentation Info } Related Document  SOX+ MNo. Configuration
Specify starting number for each series of shapes
Operational Detall Starting No.: ’736
IT Operational Detail Starting No.: ’71
Risk Starting No.: ’713
Control Starting No.: ’79
IT Control Starting No.: Y

For example, a previous operational flow document has operational detail number, risk number and control number
finishing at 35, 12 and 8 respectively. By using the SOX+ No. configuration, the start of the next sequential flow can be
configured and the starting number of each series in the next flowchart can be set as 36 for operational detail number, 13
for risk number and 9 for control number.

17



Document Info Item

Content

Document ID

*Required field

ID number or name for operational flow documents are entered into this input
box in free format. [20 characters]

SOX+ identifies each document based on this document ID.  An alert window
pops up when another operational flow document with identical ID are opened
and editing is started.

If a RCM file is created for multiple operational flow documents, each
document is sorted by document ID.

Make this document not subject to
SOX+.

By checking the deactivation check box, operational flow documents are not
subject to SOX+. As such, the documents do not appear in the RCM output list
and risks in this document may not be selected as target risk by other
documents.

Company Name

Company name is entered. [200 characters]

Location Location or department name of applicable business process is entered. [200
characters]
Process ID and name of process are entered into input boxes in free format. [10/200

characters] “Process” is defined as a concept that represents top-level of a
three-level hierarchy, including top-level (process), mid-level (sub-process) and
bottom-level (operation).

Sub-process

ID and name of sub-process are entered into input boxes in free format.
[10/200 characters] “Sub-process” is defined as a concept that represents
mid-level of a three-level hierarchy, including top-level (process), mid-level
(sub-process) and bottom-level (operation).

Process Outline

Operation ID and name of operation are entered into input boxes in free format. [10/200
characters] “Operation” is defined as a concept that represents bottom-level
of a three-level hierarchy, including top-level (process), mid-level (sub-process)
and bottom-level (operation).

Summary Summary of applicable operation reflected at the bottom-level of the three-level
hierarchy is described in the input box. Click “Enlarge” to open the full input
window for an expanded description. [4000 characters]

Supplemental Supplemental information is provided in the input box. Click “Enlarge” to open

Operational Info the full input window for an expanded description. [4000 characters]

Remark

Remarks are provided in the input box. Click “Enlarge” to open the full input
window for an expanded description. [4000 characters]

18




Document Info Item

Content

Account Title

Names of accounts that relate to the operation are described. [600 characters]

System Name

Names of systems used in the operation are described. [600 characters]

Operational
Process Vouchers and Names of vouchers and other forms used in the operation are described. [600
Properties Other Forms characters]
Used
Policy Manual Names of policy manuals used in the operation are described. [600 characters]
Documenter Info | Documenter Info including department, person responsible and person in
charge is provided in the input boxes in free format. [200 characters for
department and 40 characters for others]
Documentation Documentation history includes the following information: version, status,
History documenter, documentation date, last updated by (person), last updated on
Documentation (date), last approved by (person) and last approved on (date) that are evident
Info in free format. [40 characters]
Saved Info “SOX+ Version Info” is the version information of SOX+ at the time of saving a

file currently in use.

“Customized File” is the version information that is the creation date of a
customized file imported and currently in use.

Related Document

A list of open SOX+ documents.

SOX+ No. Configuration

Starting numbers for each diagram shape group are configured under the
“SOX+ No. Configuration” tab. The diagram shape group defines operational
detail shape, IT operational detail shape, risk shape, control shape and IT
control shape.

Articles shown in

in the table above are not relevant for RCM output.

4000 characters are allowed for summary, supplemental info and remark input boxes. Since the maximum length

displayed in a cell of Excel is limited, displayable/printable length in a RCM file depends on the Excel’s limit.

Information entered into SOX+ Document Info can be set as an output for the header and footer of SOX+ operation flow

documents when printing out.

Document Info

Output Variables

Document Info Output Variables

Document ID

%DiagramID%

Company Name %CompanyName% Location %BusinessPlace%
Process ID %ProcessNo% Process Name %ProcessName%
Sub-process 1D %SubProcessNo% Sub-process Name %SubProcessName%
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Document Info Output Variables Document Info Output Variables
Operation ID %DiagramNo% Operation Name %DiagramName%
Summary Y%Summary% Supplemental Info %SupplementalRemarks%
Remark %Remarks% Account Title Y%Account%
System Name %SystemName% Vouchers and Other %Document%
Forms Used
Policy Manual %Regulations% Department / Division %SectionName%
Person Responsible %ManagerName% Person in Charge %StaffName%
Version %Version% Status %Status%
Documenter %CreateStaff% Documentation Date %CreateDate%
Last Updated by Y%L astModifyStaff% Last Updated on Y%LastModifyDate%
Last Approved by %ApprovalStaff% Last Approved on %ApprovalDate%

The output variables indicated with “%%” can be defined as an output for the header and footer of the documents in
SOX+ operational flow document setting to print out each articles of Document Info.

can be displayed.

A preview of a page before printing

These output variables can be defined as an output for the header of Narratives and RCM documents as well.

(For more details, please refer to SoxPlusAdministratorKit User Guide. Note: There is the number of character limit in the
header of Excel. After defining the output variables for each articles, make sure not to exceed the limit when entering the

data in the articles of Document Information.)

Document ID: S001-002-01]

‘Company Info

[~ Make this document not subject to SOX+

Company Name: ‘ Sox Corporation Co., Ltd.

Center Section I Right Section

U

Location: ‘ Tokyo
Process Info

hame; Left Section
Process: ‘ 5001 | Sales process
Sub-process: ‘ 002 | Accepting an offer Company Name

o [ Gperation of " S Process
Operation: peration of accepting an orde Sub-process
Operation

% SubProcessMo%%SubProcessName%

%Diagramho% %DiagramName %

%CompanyName%
: %ProcessMo%%ProcessName%

Company Name : Sox Corporation Co., Ltd.

Process
Sub-process

: S001Sales process
: 002Accepting an offer

Oeeration . 010Erat\on of acceetmﬂ an order

Document ID: $001-002-01

Creation Date: yyyy/mm/dd
Last Update Date: yyyy/mm/dd

[

Client

Sales Division Management Division

mission-critical system

1 ?
Sending the
o(rkdah(EDU
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Document List

Alist of open SOX+ operational flow documents can be viewed by clicking “Document List” command on the SOX+

menu.

Document ID Operation Name
i 5001-002-01 Operation of accepting an order
5001-002-02 Shipping operation

When multiple SOX+ operational flow documents are stored in a single file, such documents are all listed in the explorer

bar.

jfile Edit View [Insert Format Tools  Arrange  SOX+ | Window Hr:_IP

=1" BE=Nr-% v [FeS @ / £ New Window
Document Components & X § 5 | 1 i Tile Vertically \
[-‘\" Components '] || * = Tile Horizontally o
Bj Basic Diagrams | Client -31 LCascade
= = | Split Ctrl+ Alt+5

Freeze Panes

1 verticalsample.igx - 5001-002-02

2 verticalsample.igx - S001-002-01
he [l————— - -

ol Aot oY |

Multiple diagrams registered in one file E

Multiple documents displayed in Window menu

|
‘—3—
Sending an order E Operation of
- form L inputting |-

Documents registered with document ID and stored in all the open files are shown on the “Document List” menu.

-0 000X

Regardless of whether a document has a document ID or not, a list of diagram documents can be viewed that are

currently open by clicking on the Window command.

An open SOX+ operational flow document listed in the Document List window will be brought to the foreground of the

display when selecting one in the window.

Item Content
Document ID Displays the document ID.
Operation Name Displays the operation name.

To open a document info dialog box, either click on “Details” button after highlighting one of the lines or directly double

click on a particular line in the list.

Note: Document info that is set for “not subject to SOX+” by checking the deactivation check box, it does not appear in

the document list window.
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Operational Detail List

Information for operational detail shapes is registered by using operational detail dialog box. Information to be entered
into the dialog box includes the following but not limited to operation number, operation name, operational detail content,
vouchers and other forms used, and operator.

A list of contents can be viewed for each operational detail shape drawn on a flowchart by clicking “Operational Detail
List” menu command.

International Corporation Sales Support

Client Lt S
Sales Division Management Division

Sending the erden----- - oo
data(EDI)

Onemt\nn:l S001-002-01 Operation of accepting an order j

No. Operational Detail Contents

1 [Sending the order data(EDI}] An order form will be sent from the client by EDI. FAX or telephone
2 [Sending an order form] An order form wil be sent from the client by EDL FAX or telephone.
3 Operation of inputting acceptance of an order] According to the order form, input the client cod
4 Checking the unit cost table] Confirm that the unit cost in the sales management system corresp
5

6

7

8

Op
" {nputtiny
of

ending an order farn

Confirming credit limit] The credit limit of each dient is decided according to the credit manageme;
Confirming stock] Confirm the products and quantities on the order form, and check the stock on
Outputting confirmation of an order] Cutput confirmation of an order from the sales management
Approval] Person in charge should check the product name, guantities, unit cost and sum cost in

9 Sending confirmation of an order] Send confirmation of an order to the client.
10 Accepting confirmation of an order] Client accepts the confirmation of an order.
11 Fiing] File the order form and the approved order acceptance list as one set.
12 Sales management system] AP Control

13 Sales management system] AP Control

14 Credit management system] AP Control

15 Purchase management system] AP Control

16 Sales management system] AP Control

17 Sales management system] AP Control

Detais Refresh Cancel

Item Content

Operation SOX+ operational flow documents currently in use are listed in this pull down list
and the selected document can be shifted to another list of operational details by
changing the operation from the pull down list. This box contains the following
information in the following order: document ID, operation name.

No. Displays the operational detail number.
Operational Detall Displays operational detail content. It contains the following information in the
Contents following order: operational detail name, operational detail content.

Indication moves to a related operational detail shape when you click on a listed line to select an operational
number/name/content in the operational detail list.

An operation detail may be directly input into a standard operational detail shape placed on a flow chart diagram. See
the example below left.

; e

Checking the unit Checking the unit |
cost table cost table

Standard form Extended form (rectangular callout)

Operational detail shapes in the extended form such as rectangular callouts are required to be linked with shapes made
by non-SOX+ version of iGrafx. These callouts are placed on a diagram in the same way risk and control shapes are
placed. See the example above right.
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Using these shapes in the extended form, SOX+ operational details may be added to an existing shape made by non-
SOX+ version of iGrafx FlowCharter rather than replacing it with a new operational detail shape. (This scenario does
not apply when using operational detail shape in the standard form and attempting to add operational details)

Either standard diagram shape or the connected rectangular callout (i.e. extended diagram shape) may be double
clicked to call up the same operational detail dialog box to edit information.

Operataionl Detail dialog box

To open an operational detail dialog box, either click on “Details” button in the operational detail list after highlighting one
of the lines or directly double click on a particular line in the list.

Name: [ peration of mputting acceptance of an order  Serre™™/ [Tntemational Corporation Sales Divsion | Add

[

Operational Detai Content:

Accarding to the order form, input the dlent code, product code, quantty, etc. or the data sent by EDI nthe  Enlarge »>
sales systam database. OutpUE an order st from the order data.

Operational Detai Properties | Remark | Design Procedures | Design Evaluation |
Vouchers and Other Forms Used: Policy Manual:

Order form
Order acceptance st

Account Tile: | Sales, Accounts receivable

Operator: Person in charge - System Name: -
Segregation of Duties
I™ conservation I™ Record
I” Approval I™ Control ‘
‘
|
T || o Gncel . ) i
- Operational Detail Properties tab
Operational Detall Properties Remark
Remark:
|
o> == Remark tab

“Previous” and “Next” buttons are added to a dialog box opened from the operational detail list. Operational details may
be shifted from one to the other by using these buttons.

These buttons do not appear when opening an operational detail dialog box by directly double clicking on an operational
detail shape.

Standard operational detail shapes have “_SOX+” at the end of its name i.e. shapeName_SOX+ while the extended form
of operational detail shapes have “*_SOX+A” at the end of its name i.e. shapeName_SOX+A.

Item Content

Name Operational details in a standard form : Name of operational detail are
shown. The words used to label the shape are used for the operational
name. [200 characters]

Operational details in an extended form : The words used to label the shape,
which is mapped to the operational detail shape by a callout line,
automatically becomes the operational detail name. The operational detail
name from the dialog box may be changed.

Department/Division Name of a Swimlane which the selected operational detail shape is located.
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Item

Content

Add

More specific name of department/division than the name of Swimlane
defined in the operational flow diagram can be entered. The entered name
is indicated with brackets when it appears in the department/division box.

Operational Detail No.

Operational detail number is determined. The largest number is
automatically applied when adding a new shape; however, the number is
editable with a maximum of 4-digits. Specific starting numbers can be set for
each operational flow document and the allocated numbers can be
automatically updated by using the renumbering function.

Operational Detail Content

An operation is described in detail. [4000 characters]

5W1H framework i.e. Why, What, Who, Where, When and How should be
considered in describing the details. Click “Enlarge” to open the full input
window for an expanded description.

Operational
Detail
Properties

Vouchers and
Other Forms Used:

Any applicable vouchers and other forms used in an operation are
mentioned. [600 characters]

Policy Manual

Any applicable policy manuals used in an operation are mentioned. [600
characters]

Account Title

Any applicable account titles that relate to an operation are mentioned. [200
characters]

Operator

An appropriate title for the operator of an operation to be selected from the
pull down list. A title in free format can be entered when an applicable title in
the list is not available. Titles listed are as follows:

Person in charge

Person responsible

Senior manager

Middle manager

Junior manager

Other person responsible

Other person in charge

System Name

Name of a system to be selected from the pull down list.
Atitle in free format can be entered when an applicable title in the list is not
available. Titles listed are as follows:

Credit sales management

Sales management

Personnel management

Purchase management

Segregation of
Duties

Information is provided in relation to segregation of duties.
Conservation
Approval
Record
Control
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Item Content

Remark Remark can be entered. [4096 characters]

Operational detail number can be displayed with zeros padded using the AdministratorKit.

The above contents are editable by using SoxPlusAdministratorKit.

Data entered into Operational Detail Content, Vouchers and Other Forms Used, Policy Manual, Operator and System
Name can be copied to corresponding items by using “Insert Data” function in the SOX+ control dialog box. The
contents of pull down lists for Operator and System Name in the operational detail dialog box are identical to the contents
of pull down lists for Operator and System Name in the control dialog box.

4000 characters for Operational Detail Content and 4096 characters for Remark are allowed to enter. However,
displayable/printable length in RCM file depends on the Excel’s limit.

IT Operational Detail dialog box

“IT Operational Detail” dialog box is similar to the Operational Detail dialog box except that, as an example, “Operator”
input box is not activated by default.

name: | Department] [ e Support Management Divsion Add

Division:
s

Operational Detail Content:

Enlarge >>

Operational Detai Properties | Remark | Design Procedures | Design Evaluation

Vouchers and Other Forms Used:

Account Tide: |

System Name: -

Segregation of Duties

r r

Operational Detail Properties tab

IT operational detail shapes have “ SOX+AP” at the end of its name i.e. shapeName_SOX+AP. Different Pre-fixed letters
are assigned to operational details and IT operational details to be able to distinguish which group the shape belongs to
without considering its name. No Pre-fixed letters are set for operational details and “S” is set for IT operational detail by
default. This setting can be changed by using SoxPlusAdministratorKit.

Diagram shapes and pre-fixed letters

Operational detail shape IT operational detail shape
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Risk List

Diagram shapes can be placed as indications of existing risks on the operational flow document, and can also register
detailed information such as risk number, classification number, category, risk content, and financial statements
assertion. This is to help clarifying locations of risks in operational processes.

A list of registered risks can be viewed in open SOX+ operational flow documents by clicking on “Risk List” command in
the SOX+ menu.

International Corparation Sales Support
Client o o
Sales Divisian Management Divisian
Sending the ord
dataEDl) Operation: ‘ S001-002-01 Operation of accepting an order j
No. Risk Contents Linked Cntls
R1 Risk of accepting an unsolicted or false order. 5
R2 Risk of losing the arder form data and missing a sales chance. 1
R3 Risk of delivering the wrong order because of an input error. 2
2 R4 Risk of accepting an order with the incorrect unit cost. 5
RS Risk of accepting an order over the credit limit. 4
R&6 Risk of missing the requested delvery date. 4
9ending an order fon R7 Risk of falsification of order acceptance data. 1
Details Refresh ‘ Cancel

When clicking on a risk in the Risk List, a highlighting indicator moves to a selected risk shape on the diagram field.

Item Content

Operation SOX+ operational flow documents currently open are listed in this pull down
list and the selected document can be shifted to another risk list by changing
the operation from the pull down list. This box contains the information in the
following order: document ID, operation name.

No. Displays risk numbers.

Risk Contents Displays risk content. It contains the information in the following order: label,
risk content.

Linked Cntls Number of controls mitigating this particular risk.

=

°| Confirming credit f==-=-===f=======-----

limit |_
Order form
- Order acceptance list

A risk shape can be linked to an operaitonal detail shape to indicate that a risk exists in the operation.
By attaching a callout line of a risk shape to an operational detail shape, the risk is not only visually connected to the
operation, however, its data is also connected.
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Risk dialog box

To open a SOX+ Risk dialog box, either click on “Details” button in the risk list after highlighting one of the lines or directly

double click on a particular line in the list.

Operational

Risk Content:

Detai: ‘ Operation of inputting acceptance of an ord:

R 1 Classification MNo.: Category - View Controls

Department/

Division: ‘ International Corporation Sales Division

Impact:

Risk of accepting an unsolicted or false order. Enlarge >>

Risk Properties } Label/Rerark | Effectiveness Evaluation |

Control Objective Assertion
¥ Reliabilty of reporting ¥ Existence or occurrence
I™ Effectiveness and efficiency of operations ™ completeness
I Compliance with applicable laws and regulations [¥ Rights and obligations
I~ Safeguarding of assets I~ Valuation

I” Allocation

I™ Presentation and disclosure

Risk Level: ‘ Critical j Extent of Impact: ‘ j
Frequency: ‘ approx. 1 month j Estimated Loss: ‘ j
‘ Hext > | oK Cancel |

- g Risk Properties tab

Risk Properties Label/Remark }
Label:

Remark:

Label/Remark tab

“Previous” and “Next” buttons are added to a dialog box opened from the risk list. Risk dialog boxes can be shifted from
one to the other by using these buttons.

These buttons do not appear when opening a risk dialog box by directly double clicking on a risk shape.

Risk shapes have “_SOX+R” at the end of its name i.e. shapeName_SOX+R.

Item

Content

Operational Detall

Name of an operational detail shape that the risk is connected to is displayed. [200
characters]

Department/Division

Name of a Swimlane where the risk is connected to a particular operational detail shape.
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Item

Content

Risk No.

Risk number is determined. The largest number is automatically applied when adding a
new risk shape; however, the number is editable with a maximum of 4 digits. Specific
starting numbers can be set for each operational flow document and the assigned
numbers can be automatically updated by using the renumbering function. An error
message pops up when running error check where risk numbers are duplicated.

Classification No.

Classification numbers are entered with maximum of 5 digits when risks are classified by
its type and characteristic. This allows users to manage risks effectively by grouping the
similar risks.

Classification numbers can be displayed on risk shapes instead of displaying risk
numbers on the shapes by setting them up within the SoxPlusAdministratorKit.

Dictionary

Risk Dictionary can be edited by SoxPlusAdministratorKit to be used as a template
model. (When a risk is selected from the risk dictionary, overwriting of existing data with
a selected risk data is performed)

The risk dictionary needs to be activated by using the SoxPlusAdministrator
Kit prior to use.

Category

Category is selected from a pull down list
J-SOX Act
Company Law
Others

When outputting RCM file, category can be selected as an output condition.
Selected category is shown at the above of risk shape on the diagram.

View Controls

A list of controls that corresponds to a specific risk is shown from open SOX+
operational flow documents.

Risk Content Risk content is described. [4000 characters]
Click “Enlarge” to open the full input window for an expanded description.
Risk Impact Actual/expected impact on financial reporting and outcomes of a specific risk occurring
Properties are described. [2000 characters]
Control Control objectives defined as the purpose of mitigating a particular risk are selected. The
Objective following are business objectives should be considered when selecting relevant control
objectives.
Reliability of reporting
Effectiveness and efficiency of operations
Compliance with applicable laws and regulations
Safeguarding of assets
When outputting RCM file, control objective can be selected as a output condition
Assertion Financial statements assertions in which a particular risk may impact negatively are

selected. (Multiple selections allowed)

Existence or occurrence

Completeness

28




Item Content

Rights and obligations
Valuation

Allocation

Presentation and disclosure

Risk Level Risk level is selected from a pull down list.
Critical

Minor

Acceptable

Frequency Frequency of this particular risk occurring (minimum required period for monitoring the
risk) is selected from a pull down list.

approx. 1 month

approx. 3 months

approx. 6 months

Extent of Extent of impact from this particular risk is selected from a pull down list.
Impact - Among group companies

Within a single company

Among multiple processes

Within a single process

Estimated Estimated loss from this particular risk is selected from a pull down list.

Loss - Less than 1 million yen
Less than 10 million yen
Less than 30 million yen
Less than 50 million yen
Less than 100 million yen
Less than 300 million yen
Less than 500 million yen
Less than 1 billion yen
Over 1 billion yen

Label/ Label Descriptions entered are to be labeled on a diagram shape. [1020 characters]

Remark
Remark Remark can be entered. [4096 characters]

Risk No. can be displayed with zeros padded using the AdministratorKit.
The above contents are editable by using SoxPlusAdministratorKit.

2000 characters for Impact and 4096 characters for Remark, 4000 characters for Risk Content are allowed to enter.
However, displayable/printable length in RCM file depends on the Excel’s limit.
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Risk Dictionary

The risk dictionary should be activated by SoxPlusAdministratorKit prior to use. Once the Dictionary is activated,
registered risks can be used as template models.

When a risk is selected from the risk dictionary, overwriting of existing data with a selected risk data is performed.

Dictionary
Classffication No. Category Risk Contents
Tol:1 Risk.0f accenting an. unsolicited o false order.
TS1-2 Risk of losing the order form data and missing a sales chance.
T51-3 Risk of delivering the wrong order because of an input error.
TS14 Risk of accepting an order with the incorrect unit cost.
TS51-5 Risk of accepting an order over the credit limit.
TS2-1 Risk of missing the requested delvery date.
TS2-2 Risk of falsification of order acceptance data.

oK Cancel

Control List

Diagram shapes can be placed to represent controls toward existing risks on the operational flow document, and detailed
information such as control number, control content, target risk, and control category, can be registered. This function
serves to clarify how to implement controls toward existing risks in operational processes.

A list of registered controls can be viewed in open SOX+ operational flow documents by clicking on “Control List”
command in the SOX+ menu.

International Corporation Sales Support

mission-critical system
Sales Division Management Division v

B :

Operation of
inputting acesptans:
af an order

order form Operation: | S001-002-01  Operation of accepting an order j
Order acceptanc No. Control Contents Linked Risks

c1 Issue a confirmation of order without fai, and confirm the offer detals. 3

c2 A person in charge must review details of the order acceptance sheet, such as unit ¢ 5

C3 Another application and approval process are needed when changing the unit cost o 2

Limit the means of receiving the order form. basicaly o EDL 2

c5 Data in the master can be used when inputting order acceptance data. 6

6 Properly secure access to the data or the master. IT system controls the master . 4

c7 Order lists and confirmations of order are filed in sequential order automatically. 1

Rofoeh Cnco

When clicking on a control in the Control List, a highlighting indicator moves to a selected control shape on the diagram
field.

Item Content

Operation SOX+ operational flow documents currently in use are listed in this pull down list
and the selected document can be shifted for another control list by changing the
operation from the pull down list. This box contains the information in the
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Item Content

following order: document ID, operation name.

No. Displays control numbers.

Control Contents Displays control content. It contains the following information in this order: label,
control content.

Linked Risks Number of risks that a particular control is mitigating.

confirmation of an

Confirmation of arder

A control shape can be linked to an operaitonal detail shape to indicate that a control exists in the operation. By attaching
a callout line of a control shape to an operational detail shape, the control is not only visually connected to the operation,
however, its data is also connected.

Control dialog box

To open an SOX+ control dialog box, either click on “Details” button in the control list after highlighting one of the lines or
directly double click on a particular line in the list.

ggéﬁ'-tm‘ | outputting confrmation of an order Eﬁ,ﬁoﬁﬁ”ﬂ"“ | 1ntemational Corporation Sales Division

® 1 Control Type: | Manual control =]
Control Content:

Issue a confirmation of order without fai, and confirm the offer details. Enlarge >>

Control Properties | Target Risk | Test Details | Labe|/Rerrark | Design Procedures | Design Eveluation | CSA Procedures | cs2 <] »

Evidential Document: Policy Manual:
Confirmation of order

Operstor: [ Person in charge | system Name: Sales management -l
Control Frequencv:| As Needed (A/N) j

Control Category Characteristics

™ Approvals/Authorizations [~ System access Type

¥ Management review € Preventive /* Detective

¥ Recondiiation Assurance Level

[~ Segregation of duties & primary " Secondary

™ Policies and procedures ool
ontrol Leve!

™ Key performance indicators ‘ J 1

I ErrorfAnomaly detection |

I” Automated control I Control Deficiency

Next > Insert Data | oK Cancel |
|
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Control Properties | Target Risk | Test Deteils | Label/Remark |
Evidential Document: Policy Manual:
Confirmation of order
Operator: | Person in charge | System Name: Sales management |
Control Freuuencv:‘ As Needed (AfN) j
Control Category Characteristics
™ Approvals/Authorizations I™ System access Type
W Management review  Preventive ¥ Detective
W Reconciliation Assurance Level
™ Segregation of duties  Primary " Secondary
I” Policies and procedures
Control Level
™ Key performance indicators J
™ Error/Anomaly detection
™ Automated control I~ Control Deficiency

. Control Properties  Target Risk I Test Details ] Label/Remark ]

Delete

Add

View Target Risks

Operation: ‘ S001-002-01 Operation of accepting an order j
Risk: ‘ R1 Risk of accepting an unsolicited or false order. j
Risk Info: Operational Details -> [3]0peration of inputting acceptance of an order
Risk of accepting an unsolicited or false order.
Assertion Characteristics
I Type
] L L
= Assurance Leve!
L (@)
-
Control Level
r
- [l
-

Control Properties } Target Risk  Test Details } Label/Remark ]
Test

Method: | |

Operator: ‘

Cycle: ‘

Control Properties | Target Risk | Test Details Label/Remark I
Label:

Rermark:

“Previous” and “Next” buttons are added to a dialog box you have opened from the control list.

be shifted from one to the other by using these buttons.

Control Properties tab

Target Risk tab

Test Details tab

Label/Remark

Control dialog box can

These buttons do not appear when opening a control dialog box by directly double clicking on a control shape.

Control shapes have “_SOX+C” at the end of its name i.e. shapeName_SOX+C.

Item

Content

Operational Detail

Name of an operational detail shape that the control is connected to is displayed.
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Item

Content

[200 characters]

Department/Division

Name of a Swimlane where the control is connected to a particular operational detail
shape.

Control No.

Control number is determined. Numbers are automatically assigned when adding a
new control shape however the number is editable with a maximum of 4 digits. An
error message is displayed when running error check where control numbers are
duplicated.

Control Type

Control type is selected from a pull down list.
Manual control
IT dependent manual control
Automated IT control

Control Content

Control content is described [4000 characters]

Click “Enlarge” to open the full input window for an expanded description.

Control Evidential
Properties | Document

Names of evidential documents that are used in the operation are described. [600
characters]

Policy Manual

Names of policy manuals that serve as the basis for the control are described. [600
characters]

Operator

An operator of the operation is selected from a pull down list. A title of operator may
be entered in free format when an applicable title is not available in the list.

Person in charge

Person responsible

Senior manager

Middle manager

Junior manager

Other person responsible

Other person in charge

System Name

A system name of the operation is selected from a pull down list. A title of operator
may be entered in free format when an applicable title is not available in the list.
Credit sales management
Sales management
Personnel management
Purchase management

Control
Frequency

Control frequency (frequency of control being implemented) is selected from a pull
down list.

As Needed (A/N)

Daily

Weekly

Semimonthly

Monthly
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Item

Content

Quarterly

Semiannually

A/N (once a year)

A/N (2-4 times a year)

A/N (5-9 times a year)

A/N (10-49 times a year)
A/N (50-200 times a year)
A/N (over 200 times a year)
Annually

A/N (more than once a day)

Control
Category

Control Category is selected from a pre-defined list. (Multiple selections allowed)

Approvals/Authorizations
Management review
Reconciliation

Segregation of duties
Policies and procedures
Key performance indicators
Error/Anomaly detection
Automated control

System access

Characteristics

Type

Control type is selected.

Preventive
Detective

Assurance
Level

Assurance level (priority level) is selected.

Primary

Secondary

Control
Level

Control level is selected.
General Control

Key Control

“Key” is shown at the below of control shape on the diagram and a
control cell of a RCM sheet displays in a blue color when a key control
is selected.

Setting can be changed by using SoxPlusAdministratorKit.

Control
Deficiency

Checked when a control is not operating effectively.

Target Risk

Add/Delete

Risks that a particular control mitigates are set as target risks.

Multiple target risks should be registered when a particular control mitigates multiple

risks. Select a risk from the Risk pull down list and then click “Add” button to register

next target risk.

[1/2] Left : target risks currently displayed Right : Total number of target risks
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Item

Content

Click “Delete” to remove a selected risk from target risks.

Operation

Document ID and operation name of SOX+ operational flow documents are listed in
the pull down list, and can be selected.

Risk

Risks in a selected SOX+ operational flow document are shown in the pull down list,
and can be selected.

Risk Info

Details of a selected risk including operational detail number [n], operational detail
name and risk content are displayed.

View Target
Risks

A list of registered target risks can be viewed by clicking on “View Target Risks”
button. Select a particular target risk from the list.

Assertion

Financial Statements Assertions in which a particular risk may negatively impact are
selected. (Multiple selections allowed)

Existence or occurrence

Completeness

Rights and obligations

Valuation

Allocation

Presentation and disclosure

Assertions that are selected by the corresponding risks are highlighted. (Assertions
not highlighted can also be selected.)

Characteristics

Type Control type is selected.
Preventive

Detective

Assurance | Assurance level (priority level) is selected.

Level - Primary
Secondary

Control Control level is selected.

Level +  General Control
Key Control

“Key” is shown at the below of control shape on the diagram and a
control cell of a RCM sheet displays in a blue color when a key control
is selected.

Setting can be changed by using SoxPlusAdministratorKit.

Control Checked when a control is not operating effectively.
Deficiency
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Item Content
Test Method Test method is described [1020 characters]
Details
Operator Operator of the test is described [200 characters]
Cycle Test cycle is described [200 characters]
Label/ Label Descriptions entered are labeled on a diagram shape. [1020 characters]
Remark
Remark Remark can be entered. [4096 characters]
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Control No. can be displayed with zeros padded using the AdministratorKit.
Contents noted above are editable by using SoxPlusAdministratorKit. The cell color setting for key control to display in

color blue can be deactivated by using the AdministratorKit.
Articles shown in "in the table above cannot be used by default unless activated by the SoxPlusAdministratorKit.

4000 characters for control content and 4096 characters for remark are allowed to enter. However, displayable/printable
length in RCM file depends on the Excel’s limit.

IT Control dialog box

IT Control dialog box is similar to the control dialog box except that, as an example, “Operator” input box is not activated

by default.
Operational Department/
Detail: Division:
c |[1 Control Type: | Automated IT control |
Control Content:
Enlarge >>
Control Properties | Target Risk | Test Detais | Labe|/Remark | Design Procedures | Design Evaluation | CSA Procedures | €52 4| »
Evidential Document:
[ | system Name: |
Control Frequency:| ~|
Control Categary Characteristics
I~ Approvals/Authorizations I™ System access Type
I™ Management review ' Preventive © Detective
I” Recondiiation Assurance Level
I Segregation of duties @ primary Secondary
I” Policies and procedures
Control Level
I Key performance indicators =
I™ Error/Anomaly detection
I Automated control I~ Control Deficiency

Insert Data | oK Cancel |

Control Properties tab

IT control shapes have “_SOX+IC” at the end of its name i.e. shapeName_SOX+IC.

Different Pre-fixed letters are assigned to controls and IT controls as to distinguish which group the shape belongs to
without referring to its name. “C” is set for controls and “IC” is set for IT controls by default. This setting can be changed
by using SoxPlusAdministratorKit.

Diagram shapes and pre-fixed letters

Control IT control

ot I IC1

Method of selecting target risks

Under “Target Risk” tab, risks can be selected for a particular control that mitigates risks to establish a link between risks

and a control.

Control Properties  T2rget Risk | Test Detais | Label/Remark |

Add Delete View Target Risks

Operation: | 5001-002-01 Operation of accepting an order ﬂ

Risk: | R1 Risk of accepting an unsolicited or false order. ﬂ

Risk Info: Operational Details -> [3]0peration of inputting acceptance of an order
Risk of accepting an unsolicited or false order.
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Register multiple target risks when a particular control mitigates multiple risks. Select a risk from the Risk pull down list
and then click “Add” button to register as a next target risk. After registering multiple target risks, total number of target
risks and target risk number of currently displayed risk are shown such as 1/2. Risks can be removed from target risks
by clicking on “Delete”.

A list of target risks can be viewed by clicking on “View Target Risks” button.

SOX+ - View Target Risks X
Operation Risk
2001 1:0peration of accenting... R1:Risk of accenting an.unsolcted or false order.......

"'5001-002-01 peration of accepting R4:Risk of accepting 2n order with the incorrect Unit cast, T
5001-002-01:0peration of accepting RG:Risk of missing the requested delivery date.

View Target Risks

Method of using Target Risk Properties

SoxPlusAdministratorKit is used to activate the use of target risk properties.

Note: Usually, when the target risk properties are activated, overlapping items in the control properties should be
deactivated. Control properties are located between DJ and DQ columns and the target risk properties are located
between DR and DY columns in the RCM sheet.

“Target risk properties” is not used to define properties of each risk and control. It is used specifically when
providing detailed information on which assertion is related to a particular risk and control, or to specify

characteristics of each risk.

Control Properties  Target Risk ]Test Details | Label/Remark |

1/3 Add Delete View Target Risks

Operztion: |} S001-002-01 peration of accepting an order j
Risk: R1 Risk of acceptfig an unsolicted or false order. j
—
Risk Info: u] tional Details -> [3]Operation of inputting acceptance of an order
Ri accepting an unsolicited or false order.
Assertion Characteristics
[ Existence or occurrence Type
™ Complateness " Preventive " Detective
I~ Rights and obligations (f\ssumnce Lev{gl
™ valustion Primary Secondary
i Control Level
[ Allocation
[~ Presentation and disclosure | j
[ Control Deficiency

Assertions shown in color red are specified by a target risk. Select assertions that are covered by a particular control
from the highlighted assertions. Assertions that are not shown in color red can be selected.
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Renumbering

“Renumbering” function is used to reallocate sequential numbers to SOX+ diagram shapes beginning from a defined

starting number.

IV Risk Starting No.
¥ Control Starting No.

I IT Control Starting No.

I¥ Operational Detail Starting No.

I IT Operational Detail Starting Mo.

Specify starting number for each series of shapes

Renumbering Cancel

Item

Content

Number check box

Numbers are checked for renumbering.

Starting number input box

Starting numbers for series of sequential shape numbers are
specified. Default setting is performed in “SOX+ number
configuration” tab shown in Document Info dialog box.

Rules for renumbering are as follows:

1. New numbers are allocated to operational details and IT operational details, by default, in an order of each shape

that has been placed in a flow.

2. Renumbering is performed for risk numbers, control numbers and IT control numbers based on a link established to

other shapes as follows:

1)  Link in an order of Pre-fixed letters.

By default, Operational detail shape (no pre-fixed letter) --->IT operational detail shape (“S”).

2) Linkin an order of shape numbers.

3) The order of the place of each shape. (From top to bottom, left to right.)

Shape numbers

“Shape numbers” represents the diagram shapes incorporated internally while operational detail numbers are labeled

directly on each SOX+ operational detail shape. It is usually hidden and not visible on the flowcharts.

Renumbering of operational detail numbers are performed based on the shape numbers hidden underneath. New

operational detail numbers can be allocated and customized by organizing the hidden shape numbers prior to executing

the renumbering.

To perform renumbering process, the shape numbers need to be displayed nearby diagram shapes and then the

numbers are reorganized by using a Shape Numbering menu. Then, the Renumbering command on the SOX+ menu can

be executed to implement renumbering process.

12

14

an

16

7

4

¥

1) Display shape numbers on the flowchart screen.
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Method of renumbering shape numbers

2) Reorganize shape numbers.

3) Execute the Renumbering command

The following is a procedure of the renumbering of shape numbers.

1.

2.

3.
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Click on “Numbering” command on the Format menu to open the submenu list, and then click on “Show All Shape

Numbers” command.

Hide All Shape Numbers
's Shadow/3D

Format | Tools Arange SOX+ Window Help

A2 Font... D |7 00% - (@
Text Alignment. =
Text Layout...

3 [ 4

Fields.. '
Numbering » w Shape Number Ctrl=3
-] how All Shape Numbers

& Fill. 2

- Hide Shape Number

= Lincand Border..

.
. Callout Line.. Number Format...
% Default Number Format...

£ C
¢ Currency. Diagram Parent Shape...

& Diagram..
Auto Renumber..

Manual Renumber

Shape numbers are displayed. (In the case of sample operational detail shapes, the numbers are shown on the
upper right-hand corner of shapes.)

numbers in the way they are displayed.

Intemational Corporation

Sales Support
Sales Division

Management Division

mission-crtical system

7 00

conttabls

Chacking the Wit === fonmesmennenmnnsanne b

Be aware that these shape numbers may overlap with operational detail

rporation
izion

Sales Support
Management Division

mission-critical system

Use either “Auto Renumber” or “Manual Renumber” in the submenu list of the Numbering command. Select
“Manual Renumber” when partially fixing the shape numbers.

Show Shape Mumber Ctrl+3
Show All Shape Mumbers
Hide Shape Mumber

Hide All Shape Mumbers

Number Format...
Default Number Format...

Diagram Parent Shape...

‘{!3 Auto Renumnber...

o+5 Manual Renumber




1)  Automatic Renumber dialog box is shown when clicking on the Auto Renumber command.

Renumber
oK
© All Shapes
Selected Shapes Cancel

Starting Numbe
rting Number Help

1 =
Renumber Style
© By Flow through Diagram
() Top to Bottom by Swimlane

=]

For “Renumber Style”, select "By Flow through Diagram” when linking by connecter lines, or select “Top to Bottom
by Swimlane” when placing shapes within the Swimlane ("Left to Right by Swimlane” when the layout is horizontal

rather than vertical).

Show Shape Number Ctrl+3
Show All Shape Mumbers
Hide Shape Number

[z Hide All Shape Numbers

Number Format...
f Default Number Format...

Diagram Parent Shape...

%8 Auto Renumber...

L3 Manual Renumber

2)  When clicking on the Manual Renumber command, the mouse pointer becomes a magic wand and

“Renumber” tool bar opens.

The Renumber tool bar usually has the last number of the sequence placed in a flowchart. In this tool bar, type in
the desired number to replace with and then click either a shape number or a shape with the magic wand.

International Corporation Sales Support
Sales Division Management Division

Renumber &=

R, L] 2 =] Finished
3

& Operation of
inputting

scoeptance of an
=

The number entered into the Renumber tool bar is now allocated to the designated shape selected with the magic

wand. The Renumber tool bar automatically proceeds to the next sequential number.

Click on each shape in the desired order. As such, only operational detail shapes need to be
considered. Allocation of operational detail numbers disregards missing numbers from the
incomplete sequence of shape numbers. Consequently, the sequence of operational detail
numbers becomes complete regardless of the missing shape numbers.

New shape numbers are allocated on shapes for each click performed with the magic wand.

Click on “Finished” in the Renumber tool bar when completing the process or click on a flowchart diagram other

than the diagram shape to complete the shape number reallocation.

Finally, click on the Renumbering command on the SOX+ menu to complete the process.
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Consistency Check

RCM output and the renumbering process may result in error to exhibit its validity when the link of risks and controls are
established to the respective shapes other than operational detail shapes. “Consistency Check” is a system functionality
used to identify and alert the user regarding such data consistency errors.

When clicking on “Consistency Check” command on the SOX+ menu, the error check is performed not only on the flow
document displayed in foreground, however, on all open SOX+ operational flow documents.
Errors detected during the error check are shown in the Consistency Check List.

Document ID Ho. Emor Content
02-01 Document ID & duphcated, |
2-01 Document ID & duplcated.
-002-01 2 Operational Detai number i dupbcated.
0 2 QOperational Detal number &5 duplcated.
4 Extended form of operational detai shapes can not be Inked to operational detail shapes in standard form
18 An extended form of operational detal shape & Inked to a standard form of operational detall shape (4).

Not inked to a sh
emesponding control assertions are not consistent.,

R1 K sponding control assertions are not consistent.
Rl Rk n &7 § Cupical

R2 A Ink has been made to a non-operational shape or a connecter ine.

R2 This risk is not selacted as target risk by any control

R3 Risk assertions and a corresponding control assertions are not consstent,
R4 Rk a and a comresponding control assertions are not consistent.

1
1
1
1
1
1
1 u ted.
1 R1 Risk number & duplicated.
1
1
1
1
1
1

RS Risk as: and a corresponding control assertions are not consstent,
RE Risk assertions and a corresponding control assertions are not consistent. :[

Cancel

500!
5001-002-0

The error criteria are as follows:
1)  When Document IDs in the open documents are duplicated.
2)  When operational detail numbers, risk number or control numbers are duplicated.

3) Operational detail shapes of extended form, risk shapes and control shapes are linked to objects other than
diagram shapes (.g. a diagram shape is linked to a connecter line).

4)  Any single shape containing multiple links to operational detail shapes of extended form.

5) There is an operational detail shape of extended form that has no established link to the shapes.
6) No target risk is registered for any control shape.

7)  The corresponding controls to the risks do not exist in the open documents.

8) Any of the assertions is not assured by controls. (The selected assertions in the Control dialog, when the
target risk properties are activated, do not properly correspond to the assertions selected in the Risk dialog.)

Note: When the document is set for "not subject to SOX+" by checking the deactivation check box on Document Info
dialog, all risks and controls in that document will be detected as error.

Display Info Update

Display info update is used to reflect imported data to all the displayed information of SOX+ shapes as well as its internal
information.

When a customized file with Pre-fixed letters information and risk numbers converted to classification numbers has been
imported, internal information of the newly placed shapes are reflected immediately, while the labeled information on the
faces of shapes are not automatically updated.

Clicking on “Display Info Update” command on the SOX+ menu initiates the following processes, impacting open
operational flow documents. Therefore, processing time to complete may be delayed if and when many documents are
currently open.
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Updating display for Operational Detail numbers, Risk numbers and Control numbers.

Example 1: A pre-fixed-letter “C” has been changed to “CON”
cl | :> \*coml

Displayed information on a control shape is updated.

Example 2: A setting to display risk numbers has been changed to display classification numbers.

R 1 Clssification Mo.: | a-10] Dictionary
Risk Content:
Risk of accepting an unsolicited or false order.

= =

" The numbers displayed for risk shapes are updated.

Displaying information of operational detail input fields.

Certain items within the operational detail in the table below can be displayed in the flowchart field by setting up “Custom
data” property and using “Shape Fields” function.

Note: It is already set up for iGrafx sample template.

To open the “Custom data” property, right click on a shape and then select “Properties” command. When properties
window opens up, click on “Custom data” from a menu.

When entering information into the Operational Detail dialog box, it is automatically transcribed to the corresponding
custom field.

To use this function in a completed operational flow document, custom data are added afterward. However, mere
addition of the custom data does not automatically transcribe the field information. This is because the transcription is not
performed when adding custom data, instead performed when initial input and modifications are processed. For this
reason, “Display Info Update” command must be executed to transcribe all the data of open documents.

Custom data name Iltems to be transcribed

Regulations Policy Manual

Execution Operator

Document Vouchers andOther Forms Used
Account Account title

AddedDeptName Department/Division (added)
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“Field” function is used to display information transcribed to the custom data on the flowchart field.

Other
General

Displayhumber - | 3

Reguiations

Accounts receivable

Sales‘

3

Operation of

: Person in charge
nputting acceptancd

Order form
of an order

Order acceptance list

Links
Execuon | Person in charge
Tnputs Document | Order formOrder acceptance st
Outputs Account | Sales, Accounts receivable
Enterprise -~
AddecDeptiame .
B
o
text (hidden) e
Cancel Aoply Help

Sales Procedures Manual

Select a diagram shape to exhibit its internal information on the field and then right click on the shape. A list of
commands appears on the screen. Click on “Fields” command to open “Shape Fields” dialog box and then click on “New

Field” button.

Current Fields: Location: oK.
Shape Numbering eos [ ] 5373
\Visual Basic - ThisObject.C o7 e Cancel
Custom Data Block
o=
AddedDeptName
\Account e % - Field Type:
Document A Current Date/Time M
Gt Dot [JRaw value
New Field... e OV B O % Account
o == oA AddedDeptiame
Delete Field [[J indude Description @ Available Viork Time
- Custom Data Block
Displayhiumber
Document.

Exeaution
Reguiations

Description:
A custom data value from this object.

oK Cancel relp

Under “Field Type” in the New Field dialog box, open the tree hierarchy of “Custom data” to select a preferred data and
click OK. The contents of the selected data appear under “Current Fields” of the Shape Fields. Select to highlight a
preferred content and then specify a desired location where the information should be displayed by using “Location”.

To make information to be displayed immediately after placing a new diagram shape, open “Format Diagram” dialog box
by clicking on “Diagram” command on the Format menu, and then open the “Document Defaults” tab.

*To set by each diagrams, click “Defaults” tab and uncheck the mark of “Use Document Defaults”.

Process  Phases
Connector Lines

Select Defaults For:

[shapes.
Connector Lines

Borders and Dividers
Defaults

Off-Page Comnectors

Indicators Document Defauls

...

Shadow/3D.

Line and Border.

Fields.

oK

Apply Help
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Select to highlight “Shapes” in the list of “Select Defaults For” and then click “Fields”.

Current Fields: Location:

sos 0 v
olle & oo Cancel

o R ) Help

New Field... abc =} =

Delete Field Include Description

Information can be displayed in the flowchart field at the time of transcribing data to the custom data field by conducting

the default setting in advance.

*In the case that SOX+ Shape numbers or shape fields are not correctly displayed.

There are some cases that the numbers of operational details, control or risk shapes, and/or the display of shape fields
are all disappeared after some trouble. In this case, the display can be recovered by saving the document again.

1.  Save the document with a different name or in a different location by selecting [File] - [Save as].

2. Close all open documents, and open the saved document again to check the display.

Risk and Control Matrix (RCM) Output

Information organized in SOX+ operational flow document such as document information, operational details, risks and
controls are converted into RCM file (in Microsoft Excel format) as a software output.

Clicking on “RCM Output” command on the SOX+ menu opens RCM Output dialog box. It shows a list of open SOX+
operational flow documents.

Document 1D Operation Name
5001-002-01 Operation of accepting an order
5001-002-02 Shipping operation
Output Furrnat:‘ Default (SoxMatrix.xisx) j

Header Field (Following text wil appear in the header field of Narratives, RCM and RCMatrix sheets.)
Left Section | Right Section |

&14

Sox Corporation Co., Ltd.
500153ales process

002Accepting an offer
10neration of accenting an order

Target Risk Select Condition
Category All - Control Objective | Al j

Target Control Select Condition

Control Level All -
Qutput File
o | C:\Users\Public\Documents\5001-002-01 .xlsx Browse

" Disable auto-save of RCM output

™ Hide Control contents already output

Export Cancel
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Selecting documents from the list

Document ID

5001-002-01
5001-002-02

Operation Name

Operation of accepting an order
Shipping operation

1)  When selecting documents and executing the RCM Output command, all the operational details of selected

documents are transcribed to a narrative sheet while information of risks and the corresponding controls are

transcribed to a RCM sheet. (Risks only in a selected document are compiled in the RCM output. While all

the corresponding controls from the open documents are compiled.)

2)  When executing the RCM Output command without selecting any of the listed documents, operational

details of all listed documents are transcribed to a narrative sheet while information of risks and the

corresponding controls are transcribed to a RCM sheet. (Controls are compiled in the output including those

which do not correspond to any risks)

In case whereby risk-control relationships are detected over multiple SOX+ operational flow

documents that are stored in different files

It is necessary for all the SOX+ operational flow documents that have target risks for the controls to be open. Otherwise,

the RCM sheet may contain incomplete data due to the missing information of target risks in the closed flow documents.

This is because the output process fails to obtain information from closed documents.

Control Properties  Target Risk } Test Details ] Label/Remark }

Operation: | 5001-002-01

1/3 Add Delete View Target Risks
Operation of accepting an order j
Risk: | Deleted Risk?[45] El

Risk Info:

Output format

Only “Default” is usually available. Therefore, there is no need to change this setting.

Qutput Format: ‘ Default (SoxMatric.xls)

5

Header Field Window

Header Field (Following text wil appear in the header field of Narratives and RCM sheets.)
Left Secton | Right Section |

214

Sox Corporation Co., Ltd.
S0015ales process

002Accepting an offer
n10neratinn nf accentinn an arder

Header Field (Following text wil appear in the header field of Narratives and RCM sheets.)
Left Section Right Section

Document ID: 5001-002-01

Docurmentation Date: X0U/X04000
Last Updated on: X304

]

Information in the Header Field window is printed as the header of the Narrative sheet and the RCM sheet. The content

of the header in this window can be changed. The default setting of the Header Field can be changed by using

SoxPlusAdministratorKit.
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Note: Do not delete the letters “&14” shown in the Header Field window. This information is necessary to transcribe
the format to ECXEL format. In the absence of the letters, an output loses a user customized format and Excel’s
default setting is adopted. The letters are not displayed on the printed documents.

Example: RCM files: Print preview of RCM file (Top left & top right section)

Sox Corporation Co., Ltd Document 1D:S001-002-01
5001Salse process CreateDate: yyyyy/mmidd
002Accepting an offer LastUpdateDate: yyyyy/mm/dd

Document info ocourred in I Contiol done

P PR 0 | swpuestame | © | sk Contont o | Conic Conet

S001-002-01 SO0 |Sakse process 002 {Accapting an offer [

5001-002-01 5001 [Salse process 002 [Accapting an offer o

This header field can be edited by using "Change RCM format" function of SoxPlusAdministratorKit. For more details,
please refer to SoxPlusAdministratorKit User Guide.

Target Risk Select Condition

Target Risk Select Condition
Category All - Control Objective | Al j

Risks and Controls to be output can be selected by specifying the Category and/or Control Objective under Target Risk
Select Condition. Category and Control Objective can be combined as the select condition

When the Target Risk Select Condition is specified, the risks that match the condition and the control targets the risks
specified will be output.

To output all risks and controls, select “All” from the list. When “(Blank)” is specified, risks with no data in the Category or
Control Objective will be output.

*Information in the Narratives will be output regardless of the target risk select condition.

*When attempting Batch Loading of the RCM files created by selecting conditions, a confirmation message will be
displayed at the time of loading.

Target Control Select Condition

Target Control Select Condition

Control Level Al <

As in the case of "Target Risk Select Condition", risks and controls to be output can be selected by specifying the Control
Level under Target Control Select Condition. Conditions specified under "Target Risk Select Condition" and Target
Control Select Condition can also be combined. When the Target Control Select Condition is specified, the controls that
match the condition and the risks targeted by the controls will be output.

To output all risks and controls, select "All" from the list. When "(Blank)" is specified, controls with no Control Level data
will be output.

*Information in Narratives will be output regardless of the target control select condition.

*When attempting Batch Loading of the RCM files created by selecting conditions, a confirmation message will be
displayed at the time of loading.
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Output file

1. Name file and Output

{_ DRIp[S INEO-2IAS Of KClW ongbng

i | C:/neste/bnppc/DoCnsULe/200T-005-01 XX BLOMZE

ongbng ks

The Excel file output is automatically named after the document ID of an active operational flow document which is
displayed in foreground.

To change a name or a destination of an output file, click “Browse” to select a new destination and type a new name into
the input box, and then click “Export”.

A progress indicator of RCM output appears after clicking on the Export button.

RCM is being created.
Creating a RCM sheet

Cancel

Note: Microsoft Excel must to be installed to perform the RCM output.

A dialog box appears when choosing the same name and destination to the previously saved file.

C:\Users\Public\Documents\S001-002-01 xlsx file already exists.
Would you like to replace?

Normally, click “Yes” to overwrite the old file.
The Excel file (RCM) opens on the screen for a purpose of confirmation.

When closing a file, a prompt screen is displayed to confirm a file save or not, even though file has been auto-saved
during the output process.

2. Output without auto-saving

Qutput File
’ o |

+ Disable auto-save of RCM output

“SoxMatrix1” is the default name for the Excel output when selecting “Disable auto-save of RCM output”. The file is
opened on the screen after the output process has been completed. However, the file has not been saved during the
process as the auto-save is disabled. Therefore, the file needs to be saved with a new file name.

Hide Control contents already output

I+ Hide Control contents already output

When there are controls which are output several times, the contents of control already output can be undisplayed by
putting checkmark (only document ID and No will be displayed).

*The settings can be changed by using SoxPlusAdministratorkKit.
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Without Checkmark (Do not hide control contents already output)
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Details for each Excel sheet

A RCM file contains three sheets that are “Document Information”, “Narratives” and “RCM”.

HEDocument Information sheet

This sheet is an output of document information from the document info dialog box, which serves as a cover page for the
narrative document.

| DocumentiD  {5001-002-01 |

Document Information

[Company/Process Information]

| Company Name ;Sox Corporation Co., Lid |

Location iTokyo J
0 MName
Process 5001 Sales process
Sub-process 002 Accepting an offer
Operation 01 Operation of accepting an order

[Operational Process Outline/Operational Process Properties]

Summary of the Operation
Process of accepting an order from the client: Input the order data, check the stock, send a conformation on order and confirm ‘

receptation by the client

Supplemental Information for Majer Transactions Involved in the Operation
|\n order to check the stock, you should confirm the stock data list in the purchase management system |

Remark

[The same process is done in Osaka. |
Significant Accounts Relevant to the Operation Vouchers and Other Forms of Evidential Documents
|Sa\e5 Accounts receivable, Bad-debloss | |Order form, Order acceptance list. Confirmation of order |
System Name Relevant to the Operation Policies and Procedures for the Operation

Sales managemant system and purchase managemant ‘ Sales Procedures Manual ‘
system

[Documentation Info/History]

|Deuanmemewlslun iTokyo |
|F‘ersun Responsible #0000 Person in Charge 000K |
Version OO Status Approved

Documenter KOO0 Documentation Date X000

Last Updated by OO0 Last Updated on OO

Last Approved by SO0 Last Approved on yeO v eeed

“Document Information” for the active operational flow document which is displayed in foreground is prepared in
processing multiple SOX+ document output.  All the fields of Document info dialog other than document ID are subject
to be loaded during the Batch Loading process.

HENarratives

This sheet is an output of operational details. When this output is created from multiple SOX+ documents, information

on the narrative sheet is organized in the following hierarchical order: document IDs > operational detail numbers.
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' 1 1 » 2 1 w2 ® 5 | s [
Document ID | No | Operational Detail Operational Detail Content D"‘D"i:‘s"';?""/ Operator
s
500100201 [ 1 |Sendingthe order |An order form will be sent from the client by EDI, FAX or telephone. [Client
data(EDI)
1
S001-002.01 | 2 |Sending an order form | An order form will be sent fiom the cient by EDI, FAX or telephone. [Client Personin
" charge
00100201 | 3 |Operation of inputting _|According to the order form, input the client code, product code, _ [Intemational _|Person in
acceptance of an order [quantity, etc. or the data sent by EDI in the sales system Corporation lcharge
database. Output an order st fiom the order data Sales Division
S001-002.01 | 4 |Checking the unit cost |Confirm that the unit cost in the sales managemen system ntemational _|Person in
table carresponds to the unit cost on the order form Corporation charge
5 Sales Division
S001002.01 | 5 |Confirming credi imit|The credi imit of each clent is decided according to the credi _[Intemational _|Person in
[management system, so you cannot input the data ifyou exceed ~[Corporation charge
the fimit. The credit management division controls the revsion of |Sales Divsion
. the crecit limit
500100201 | 6 |Confuming stock __|Confirm the products and quantiies on the order form, and check _[Intemational _|Person in
the stock on the display. I there is a shortage of stock, consult |Corporation lcharge
the product dvision Sales Division
S001-002.01 | 7 |Outputting confirmation| Output confirnation of an order from the sales management system|inemational _|Person in
of an order database. Corporation charge
® Sales Division
S001-002.01 | 8 |Approval [Person in charge should check the product name, quanlities, unit_[Intemational _|Person in
cost and sum cost in the confirmation of order against the order ~[Corporation charge
¥ form before approving it Sales Division
S001-002.01 | 9 |Sending confimation of|Send confirmation of an order to the clent intemational |Person in
an order Corporation charge
1 Sales Division
S001-002-01 | 10 |Accepting confirmation |Client accepts the confirmation of an order. Client Person in
of an order charge
1
S001002.01 [ 11 |Fiing File the order form and the approved order acceptance list as one [Sales Support _|Person in
set. Management  |charge
2 Division
00100201 | 12 |Sales management _|AP Contral mission-criical =
Document Information | Narratives | RcM | @ i v




Risks and controls that are related to the operational details can be set to be shown at the right end of the narrative
document by using SoxPlusAdministratorKit.
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B RCM sheet

Risk - control relationships i.e. the link between controls and its target risks are shown on this sheet. Risks are listed on
the left section of RCM sheet while corresponding controls are listed on the right section of the sheet.
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When "Key Control" is selected at the Control Level in the Control dialog, the row of Control at RCM sheet will be
displayed with blue color.



Batch Loading

Contents of each sheet in a RCM file (Document Information, Narratives and RCM) can be loaded to a SOX+ operational
flow document.

When editing a RCM file directly, such adjustments can be reflected in a SOX+ operational flow. This allows the flowchart
to be consistent to the changes made in the RCM file. Also, the new data edited on the RCM file can be loaded by adding
new shapes in the operational flow.

Note: Please refer to “Details for each Excel sheet” on page 73, 75 (the information on "Load" column) for more
details on loadable items and its types.
Do not add or delete the column of RCM sheet when using Batch Loading function.

Images of editing SOX+ operational flow document

RCM cutput Diocument Info D perationsl Detail Information

Document [0 Mo O perational Details| Operational Detail Content

oot -00-00 e [ e [ rda | e
001 -00-00 e[ e 2 BEE | eeeees
oot -00-00 - 3 Qoo | eeeees

Modify
the RCM
file

Batch loading Document Info Operational Detail Infor mation
Document 1D Mo, (Operational Detail| Operational Detail Content
001-00-00 1 00D

<:| 001-00-00 2 EEE
001-00-00 . - 3 EFF

1. Create a SOX+ operational flow document and then output a RCM file.
2. Edit contents of the RCM file. Save the file and close. (Files need to be closed to perform batch loading)

3.  Perform batch loading to load the changes made on the RCM sheets back into the SOX+ operational flow
document.

Clicking “Batch Loading” command on the SOX+ menu opens the “Select Batch loading files” dialog box that allows
users to browse and select a RCM file to be loaded. Select an applicable file and then click “Open”.

SOX+ “Batch Loading” dialog box opens and documents included in the selected RCM file are displayed on the list.

I Fle to be loaded ] Flow

Document ID Operation Name Operation| RCM Open
5001-002-01 Operation of accepting an order exist exist true
S001-002-02 Shipping operation exist exist true

I¥ Load Document Information
I¥ Load Narratives
I Replace operational details name. (Make sure that the box is checked when adding new operational detail shapes)
[ Delete operational detail shapes that are not in the file to be loaded.
IS

Iv Import risk/control
[ Delete risk/control shapes that are not in the file to be loaded.

[™ Do not update target risk information including risk-control refationship properties.

Load Cancel
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Consistency in the relationships of a RCM file to be loaded and a flow document as its destination must be ensured.

| File to be loaded | Flow
]

Document ID Operation Name Operation| RCM Open

5001-002-01 Operation of accepting an order exist exist true

5001-002-02 Shipping operation exist exist true

The left part of the dialog box shows document IDs and operation names which are included in the selected RCM file. On
the other hand, the right part of the diagram box shows “true” or "false” to indicate whether or not the destination
operational flow documents are currently open.

All the destination documents that relate to the information in the RCM file being loaded must be open to perform batch
loading. If “false” is shown in the dialog box, please open necessary documents and try again.

The next step is to select the desired information to load by checking boxes.

¥ Load Document Information
¥ Load Narratives
[ Replace operational details name. (Make sure that the box is checked when adding new operationzl detai shapes)
[~ Delete operational detail shapes that are not in the file to be loaded.
r

¥ Impaort risk/control
™ Delete risk/control shapes that are not in the file to be loaded.

™ Do not update target risk information induding risk-control refationship properties.

Clicking "Load” button opens a dialog box to confirm user action. Click “OK” to confirm.

SOX+ (0023) X

| This will change a wide range of document data.
The data can not be recovered once the action is permitted.

Click "OK” to continue or click "Cancel” to exit.

*When loading the RCM file which was applied the output condition, the message dialog appears. To Load the RCM file,
click “OK” button.

SOX+ (0152)

The Excel file you specified was applied the output condition
when the file was created.
It you execute the importing, it might cause the inconsistency

problem.
Would you like to continue?

Yes No
A SO+ (0026) X
Reading operational details ...
Line 15 of sheet Marratives being processed ... Batch loading has been completed and no errar has been found.
Please check the content.
Cance

A dialog box opens to inform users when the process has been successfully completed. Click “OK” in the message
dialog. |If errors are detected, the following error message dialog appears.

SOX+ (0024) X

. Bateh loading has been completed.
iGrafx has encountered 5 error(s). The first error is located at
line 10
The error lacation is represented in red and explanations are
given,
Please check the erroris).
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A copy of the loaded RCM file opens and the root causes of the error are shown in color with comments.
Red — Data that should normally be loaded but failed to load. (Words not in the data list have been selected etc.)

Yellow — Data that are not necessary but required for this time where existing inconsistency is alerted. (C1 appears
three times but the third one is different from other two etc.)

Blue — Data that are newly loaded.

Options

The following options can be selected for batch loading.

¥ Load Document Information
Iv Load Marratives
™ Replace operational detals name. (Make sure that the box is checked when adding new operational detall shapes)
[ Delete operational detail shapes that are not in the file to be loaded.
r

¥ Import risk/control
™ Delete risk/ control shapes that are not in the file to be loaded.

™ Do not update target risk information including risk-control relationship properties.

Item Content

Load Document Information Loads information in the cover page to the Document Information.

Load Narratives “Replaces operational detail name. (Make sure that the box is checked when adding
new operational detail shapes)” Operational detail name i.e. names labeled on
operational detail shapes are also replaced.

“Delete operational detail shapes that are not in the file to be loaded”

Delete operational detail numbers in the SOX+ operational flow documents when
the operational detail numbers are not in the narratives to be loaded and exist.

“Delete all the corresponding risk/control shapes linked to the operational detail
shapes.”

Delete risk shapes and controls shapes that are connected to operational detail
shapes to be deleted.

Import risk/ control “Delete risk/control shapes that are not in the file to be loaded.”

Delete risks and controls in the SOX+ operational flow documents when the risks
and controls are not in the RCM sheet to be loaded.

“Do not update target risk information including risk-control relationship properties.”

Information on links made between risks and controls on the RCM sheet are not to
be loaded.

These functions to delete data that are not in the RCM file being loaded are set as options to prevent deleting necessary
data in error.
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Deleting diagram shapes, which are not in the RCM file to be loaded, from the operational flow

document

Shapes remain on the flow even after deleting related data in the RCM file being loaded because, by default, flowchart
data does not correspond to whether the RCM file data is deleted.

To synchronize the flow data exactly with the RCM file data, click to check the boxes for “Delete operational detail shapes
that are not in the file to be loaded” and “Delete risk/control shapes that are not in the file to be loaded” and then perform

batch loading.

The Operational Flow Document befors loading the data

The fil= to be loadsd (RO chest)
RCM output Risk Control

=

The Operational Flow Document afrer loading the data
1 [ BT The fils to be loaded {Iarrative sheet)
coo -
Batch loading Document Info Opertiond Cetds

Cocurment (Cr | ko |Operstiond Detsls|  Content

=

Rer oz |

Delets the dats in Cperational Detail Mo, 2

Dielets the data in the fils to be loadsd

to be deleted slonz with the dzletion of Operations] Detail Mo, 2.
not to delsts it

1.  Create SOX+ operational flow document and then output RCM file.

2. Edit the RCM file to remove unnecessary data.
+ R2 has been deleted on the RCM sheet.
+ Operational detail No.2 has been deleted on the narrative sheet.

3. Save the RCM file and close.

4. Click to check the boxes for "Delete XXXX that are not in the file to be loaded” which are explained above and
then execute the Load command to perform batch loading.
+ R2 is to be deleted.
+ Operational Detail No.2 is to be deleted.
+ C1is also to be deleted as the Operational Detail No.2 in which C1 is connected to is deleted.

Risks and controls are also deleted when related operational details are deleted. De-select "Delete all the corresponding
risk/control shapes linked to the operational detail shapes” box to prevent deletion of the risks and controls.
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Create shapes that are not originally in the SOX+ operational flow document by editing the RCM
file being loaded

Not only to edit or delete the RCM file data for the flow document, new data can be added to the RCM file in order to
create shapes on the flow document.

To create new shapes on the flow, click to check the box for “Replace operational detail name” to load the new data.
Newly added shapes are placed on the top left side of the operational flow document.

S| Operational Detail shapes are created from the information on Narratives sheet,
\S
=] and Risk shapes and Control shapes are created from the information on RCM

4 sheet.

Document IDs and each shape numbers are required for the new data to be added. (Other data fields are optional to

complete)

When loading new data, each shape number is entered as an asterisk (*).

f you add data to a new Operational Flow Document

Narrat ives
Daocument Info Operational Detal Inform ation ¢l
- Batch _l
Pocument 1D Na. [Operational Detsils| Operationsl Detal Content N &I
loading
O-00-00 | «e | creeer ¥
R R I v
mww | o o T o =
RCH sheet @ f you add data to an existing Operational Flow Document
Risk. Gontrol
No, No
...... ,
...... *
...... ¥
...... N

When loaded data has asterisks (*) used for operational detail numbers in the RCM file, the flow document automatically
allocate continuing sequential numbers after the highest operational detail number used in the flow. For a new flow
where there are no operational details, the number starts from the starting number defined by the user.

When specifying each shape number in the data loading, assign easily identifiable numbers after the asterisks as in the
following examples: (*10 ) for an operational detail number, ( *R10 ) for a risk number and ( *C10 ) for a control number.

Narrat ive sheet f vou add data to a new Operational Flow Docunent

Document Info Operstionl Detl Information
DozumentID Me. | Operstisnd Deti Nare | Qpersions| Detil Content || 13 0 “c10 P
SR R T lonting —|\c" | r_
01-0000 | e | v w0 F
001-00-00 | eee | v a0
Joor -0-00 TR A +dl) |:>

If you add data to an existing Operational Flow Docunent

RCM_sheet
Risk Contral %
No Ho
...... TRT

...... Ik

...... *010
...... 011

If you specify a shape number which duplicates
an existing shape number, you will cause a loading error.
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When specific numbers are added to the asterisks for shape numbers such as *10, *R10 and *C10, these numbers are
allocated to the shapes created on the SOX+ operational flow document. However, data cannot be loaded properly when
specifying existing numbers in the destination flow document because these duplicate numbers are detected and
classified as an error during batch loading.

Rules for numbering new shapes in the batch loading are as follow:

Allocate numbers automatically To specify numbers
Operational detail *
number
Risk number ) *R1
Control number *C1

Type of operational detail shapes to be created can be selected.

To select a type of operational detail shapes, enter full names of operational detail shapes into the “T” column (the 20"
column) of the shape name field in the narrative sheet. Keep opening the SOX+ palette that contains the same
operational detail shapes selected and then proceed to batch loading.

For example, when creating new shapes by using an “internal control documentation” collection which includes the
following shapes: “operation_SOX+”, “confirmation_SOX” and “storage_SOX+".

1. Edit a RCM file being loaded. Enter shape names into the “T” column in the shape name field of the narrative sheet.
2.  Save the RCM file and close.

3.  Open SOX+ operational flow document which the data to be loaded and display an “internal control documentation”
palette.

4. Click to check the box for “Replace operational detail name”. Select a RCM file to be loaded and then proceed to
batch loading.

5.  When same shape names exist between the shape name filed of the narrative sheet and on “internal control
documentation” palette, the creation of new shapes looks for the same shape names on the palette and to capture
its shape types.

s T

Operational Detail Content Shape Name

‘form will be sert from the cliert by EDI, FAX or

System| SOX+]
torm will be sent from the cliert by EDI, FAX or Process (Rounded
Sojuare)]_SOX+)

g to the order form, input the client code, product code,
etc. or the data sent by EDI inthe sales system
Output an order list from the order data.

Process|_S0%+]

at the unit cost in the sales management system
Incis to the unit cost on the order form,

Process[ SOX+]

*Placement of new shapes always begins at the left top corner of a flowchart screen. Although the RCM may have
information regarding Swimlane that the new shapes are located, initial placement of these new shapes do not refer to
such information.

Data on links between operational details and risks/controls are not supported in the loading process. Such links must be
reestablished in organizing a flowchart again.
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[Loading to add risks and control]

When a control or a risk corresponds to multiple risks or controls, on the RCM sheet, content that is only in the top cell is
to be loaded. For example, C1 links to three target risks as R2, R4 and R5, the control, therefore, is shown in three
columns of the RCM sheet, resulting in one column each for a target risk. However, the loading process retrieves content
only from the first control i.e. C1 which links to R2.

Data on after the second risks or controls are loaded as information for links. That is, a risk and a control being lined up
on the same line of RCM are regarded that they are linked. In other words, only a description in the first line needs to be
sufficient and the contents for after the 2" line can be neglected as long as document IDs and shape numbers are
provided.

[When delete and new creation are executed at the same time]
New creation is first operated followed by delete function.

Example: When there are two auto numbering risk shapes indicated with the asterisks (*) on the RCM sheet and there is
a risk R1 in the destination flow, the two risks with the asterisks are first created as R2 and R3.

R1 is then deleted form the flow document because it does not exist on the RCM sheet. As a result, only R2 and R3
remain in the flow document.

If you add data to an existing Operational Flow Document

Risk Contraol
Mo I Batch - E
..... * loading -
..... *
...... * |::> . cl |
""" bl ° Tes 7
Mo
3
ez

“R17 will be deleted after a new Risk is added

i Y
=,
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Creating new operational flow document from narrative sheet

By using batch loading function, the process of creating the operational flow may be chosen in the following order. That

is, operational detail list is first created on a narrative sheet of the RCM file.

It is then loaded onto the destination flow

document to complete the flow diagram by placing each shapes and adding connecter lines.

Narrative sheet

Document Info

Operational Detail Information

Document 10

Operationsl Detal Name

Operational Detail Content

001 -00-00

001 -00-00

001 -00-00

001 -00-00

Operational D

etail numbers w

ere newly added

Batch
loading

Operational Detail numbers will he newly added
{Operation numbers are assigned automatically)

Wodify the Operational Flow Document (manually)

Document Info Operational Detal Informaton

Document IC Ha (Operational Detail Name | Opersfional Detall Content RCM 1

HOT00-00 | eve | ereenr T e | Output | | ..

OT-00-00 | eee | eeeens s | e ::I L

DOT-00-00 | e | e I PP E o 3

001-00-00 | v | weeens s | e ™
4

1. In an empty RCM file, enter information on document ID and process name and other relevant data into the

Document Info sheet and information on document ID, Operational detail number, operational detail name and
content, and shape name into a narrative sheet. Document IDs and operational detail numbers are required fields.

2. Save the RCM file and close.

3.  Open an operational flow document that has the same document ID to the RCM file data in order to save a newly
created operational flow document with only the completed document ID. If certain shape names on the RCM file

are specified, open a palette which the corresponding shapes are listed on.

4. Select the RCM file and execute batch loading. Document Info is loaded into the operational flow document and
operational shapes with allocated numbers are also to be placed on the flow diagram.

5. Move each shape to appropriate positions. Establish links by connecter lines and then place risks and controls in

the flow.

6. Proceed to output the RCM file.

59



Document List Output

The list of the vouchers and forms used registered by operational detail and the evidential document registered by

control is output.

Clicking on the menu opens the “SOX+ Document List Output” dialog box. It shows a list of open SOX+ operational flow

documents.

Selecting a document output only the information of the selected document. (Multiple choices allowed)

Document 1D Operation Name

5001-002-01 Operation of accepting an order
5001-002-02 Shipping operation

Header Field (Following text wil appear in the header field of Form List and Evidence List sheets.)
Left Section | Right Section |

al14

Sox Corporation Co., Ltd.
S0015ales process
002Accepting an offer

Target Control Select Condition

Control Level | All <
Output File
* ‘ C:\Users\Public\Documents\Document S001-002-01.xlsx Browse

" Disable auto-save of Document List output

Export Cancel ‘

Header Field Window

Header Field (Following text will appear in the header field of Document List and Evidence List sheets.)
Left: Section | Right: Section |

&14

Sox Corporation Co., Ltd.
S001Sales process
002Accepting an offer

[Left Section]

Header Field (Following text wil appear in the header field of Document List and Evidence List sheets.)
Left Section  Right Section |

Document ID: 5001-002-01

Documentation Date: X300
Last Updated on: Y04/ 0004

[Right section]

Information in the Header Field window is printed as the header of the Form List sheet and the Evidence List sheet.

The content of the printed header is the content of the Document Information of an active SOX+ operational flow
document which is displayed in foreground when the Document List Output is selected. The content of the header in this

window can be changed.

Note: Do not delete the letters “&14” shown in the Header Field window. This information is necessary to transcribe
the format to Excel format. In the absence of the letters, an output loses a user customized format and Excel’'s
default setting is adopted. The letters are not displayed in the printed header fields.
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Example: Print preview of Evidence List sheet (Top left & top right section)

EV
Sox Corporation Co., Ltd. Document I1D: S001-002-01
S001Sales process
002Accepting an offer Documentation Date: XX/XX/XXXX
010peration of accepting an order Last Updated on: X}/ XX/XXXX

This header field can be edited by using the Change Document list format function of AdministratorKit. For more details,
please refer to SoxPlusAdministratorKit User Guide.

Target Control Select Condition

Target Control Select Condition
Control Level | All j

The control level can be selected as the select condition of the evidence list.

When the Target Control Select Condition is specified, the evidence documents of the controls that match the condition
will be output.

To output all controls, select “All” from the list.
When “(Blank)” is specified, controls with no data in the Control Level will be output.

* Information in the Form List will be output regardless of the target control select condition.

Output file

1. Name file and Output

Qutput File

f+ | C:\Users\Public\Documents\Document S001-002-01.xlsx

" Disable auto-save of Document List output

The Excel file output is named after, according to the rules of Document_Document ID, the document ID information of
an active operational flow document displayed with iGrafx in the foreground when the “Document List Output” command
is selected.

To change a name or a destination of an output file, click “Browse” to select a new destination and type a new name into
the input box, and then click “Export.”

2. Output without auto-saving

Qutput File

|

* Disable auto-save of Document List output

“DocumentList1” is the default name for the Excel output when selecting “Disable auto-save of Document List output”.
The file is opened automatically on the screen after the output process has been completed. However, the file has not
been saved during the process as the auto-save is disabled. Therefore, the file needs to be saved with a new file name.
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Details for each Excel sheet

A Document List file contains two sheets titled “Form List” and “Evidence List”.

The information in these sheets is not the target of the batch loading.

mForm List sheet

This sheet is an output of the forms registered in the operational details in a list form.

The form used on each line is handled as an individual form name.

A L o) p T L=
8 Vouchers and Operational Detail Department/
ez o Other Forms Used = Name Division Opel
9
10 |5001-002-01 Order form or FAX [ 2 |Sending an order form Client Person in ch
$001-002-01 Order form 3 Operation of inputting acceptance of an International Corporation Person in ch
11 order Sales Division
4 Checking the unit cost table International Corporation Person in ch
12 Sales Division
5 Confirming credit limit International Corporation Person in ch
13 Sales Division
6 Confirming stock International Corporation Person in ch
14 Sales Division
8  |Approval International Corporation Person in ch
15 Sales Division
11 |Filing Sales Support Management  |Person in ch
16 Division
S001-002-01 Order acceptance list 3 QOperation of inputting acceptance of an International Corporation Person in ch
17 order Sales Division
5 Confirming credit limit International Corporation Person in ch
18 Sales Division
6 Confirming stock International Corporation Person in ch
19 Sales Division
8  |Approval International Corporation Person in ch
20 Sales Division
11 |Filing Sales Support Management  |Person in ch
Division
5001-002-01 Confirmation of order 7 |Outputting confirmation of an order International Corporation Person in ch
22 Sales Division
8  |Approval International Corporation Personin ch|,
Form List | Evidence List ® v

mEvidence List sheet

This sheet is an output of the evidence documents registered in the control in a list form.

The evidence document on each line is handled as an individual evidence document name.

A K N o R u \ Y Z -
Document ID | Evidential Document No Operakmna\ el No Control Type Erminl DEEimE QOperator
ame Frequency Division
$001-002-01  |Confirmation of order [ 7 |Qutputting confirmation | €1 {Manual control As Needed  |International Person in charge
of an order (AMN) Corporation
10 Sales Division
8 |Approval C2  |Manual control As Needed  |International Person in charge
(AMN) Corporation
1 Sales Division
i C3  |Manual control As Needed  |International Person in charge
(AMN) Corporation
Sales Division
S5001-002-01  |Order form 8 |Approval C2  |Manual control As Needed  |International Person in charge
(AMN) Corporation
13 Sales Division
i C3  |Manual control As Needed  |International Person in charge
(AMN) Corporation
14 Sales Division
12 |Sales management C4  |Automated IT As Needed  |mission-critical system |Person in charge
15 system control (AN)
i C5  |Automated IT As Needed  |mission-critical system |Person in charge
16 control (A/N)
5001-002-01  |Order acceptance list 8  |Approval C2  |Manual control As Needed  |International Person in charge
(A/N) Carporation
17 Sales Division
i C3  |Manual control As Needed  |International Person in charge
(AN) Carporation
18 Sales Division
| 12 |Sales management C5  |Automated IT As Needed  |mission-critical system |Person in charge
an R camn
Form List Evidence List 3

* When

will be displayed in blue color.

* When the Control Level is set for each target risk and if at least one Control Level is “Key Control,” the value of the

Control Level will be output as the “Key Control.”
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SOX+ Version Info

Version info is displayed in a dialog box. Refer to this dialog box when making inquiries to SPS technical support.

Version : 7.1 (Build : 7.1.0)

Edition: ‘ Standard Edition j

Copyright{C) 2016 Sun Planning Systems Co., Ltd. All rights reserved

This computer program is protected by copyright law and international treaties. Unauthorized
reproduction or distribution of this program, or any portion of it, may result in severe civil and
criminal penalties, and will be prosecuted to the maximum extent possible under the aw.

Import Customized File
5@5 Sun Planning Systems Go.. Ltd.

Design/Operating Evaluation Option | oK

“Import Customized File” function (page 70) is used when importing a customized file created by
SoxPlusAdministratorKit.

Temporarily Disabling the SOX+ Add-on

iGrafx FlowCharter now has an add-on function to be presented as SOX+ that is to support documentation of operational
flows.

This add-on function, called SOX+ function, can be temporarily disabled. Go to the “Tools” menu and then click “Visual
Basic” command for a submenu list. Click “Extension Projects”.

Tools | Arrange  SOX+  ‘Window Help

¥ speling... ] 100% - @ _
(5] Protect Document. .. |
Change Diagram Type 3 2 , 3 ;
| Yisual Basic » ﬁ Visual Basic Editor  Alt+F11
,% Setup Custom Data...
Macros. ..
Edit Code

i €

Show Properties

_;3 Publish Web Project. .. L
|l Code Assistant...

where Used | Extension Projects. ..
Wwhere Used...

SECUHty...

I§ Design Mode:

25 Customizs...
=] Cptians...

The Extension Projects dialog box opens.

Visual Basic Extension Projects

BigxChangelanguage. fix

Deselect “EngSOX-Sol.flx" to disable the SOX+ function.

Click to check this box to enable the function again.

Note that an error message may appear when placing a SOX+ shape onto the field while the SOX+ function is disabled.
(This does not cause any problem.)
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Chapter 3 Editing SOX*Operational Flow Documents

Please refer to “iGrafx help” and “iGrafx Quick learning guide” for more information related to the functionality of iGrafx
FlowCharter. It is stored as Adobe®© Acrobat® PDF files on the application CD-ROM.

Understanding User Interface

The look and feel of the user interface is similar to many other Windows applications. Since the user interface is similar
to Microsoft Windows, users can quickly begin to work. Some of the elements used most frequently are as follows:

The Menu Bar

j File Edit View Inset Format Tools Arrange S0X+  Window Help

Menu items can be selected, such as “File” and “Edit” etc. and a command on a menu from the menu bar can be utilized.

The Standard Toolbar

NEH Qv FeN o B 100% - | @

The “Standard” tool bar for operations can be used such as, opening files, printing, copying fonts and viewing diagrams
etc.

The Formatting Toolbar

= =200

Arial -0 - B F U A& A.

The appearance of text, lines and shapes can be defined using the “Formatting” toolbar.

Toolbox Toolbar

The “Toolbox” toolbar contains tools for selecting placed shapes and lines,
adding Swimlanes, placing frequently used shapes and connecting shapes by Seleets clements In the diagram space
together with lines. Use the “Toolbox” toolbar for managing Swimlanes, S Adde Swimlanes
placing frequently used shapes in the shape library, customizing lines in the =
line library, registering text formats, or creating short-cuts for actions such o Places shapes in the diagram space
as specifying shape numbers. ,
D-L- Connects shapes with lines
If the “Toolbox” toolbar is not displayed on the application window, ’
A ——Adds text objects
click the “Toolbars” command on the “View” menu, and then select b Displays shape numbering options
“Toolbox” in the Toolbars dialog box. 2 Changee the 200m lovel
|_:'r| Displays the Explorer Bar Tool
Toolbox Toolbar
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iGrafx Explorer Bar

A specialized tool called the iGrafx “Explorer” bar allows users to organize and view diagram components added to the
respective document created.

With the Explorer bar, you can manage and manipulate components, repositories, and diagrams can be managed and
manipulated by adding new components. Existing elements can be rearranged, copied, pasted, or deleted.

The Explorer bar is a dockable tool used to resize or move around the application window. It appears on the left side of

the application by default setting.

Yiew To change the name of a diagram,
All Components e - i X W B
— Mew »  right-click on the “Explorer“bar, open the
= j Basic Diagrams | .
] s001-002-01 Y Properties... context menu, and then select “Rename”.
7] so01-002-02 7 Delete
Eename
3 Copy
Paste
=4 Print Tree...
j Document Components | J% Repositories Copy Tree

The iGrafx Explorer bar with the Component tab in focus. The other tabs used are for iGrafx PLATFORM

management and Cause and Effect diagram.

To print out or copy the Explorer tree view, right-click inside the Explorer bar and choose “Print Tree” to send the output
to the printer, or choose “Copy Tree” to copy the contents to the clipboard.

Shape Palettes, Formatting Window

The formatting window is a formatting command center. The format can easily be changed by usiig the formatting
window as a shortcut for many formatting functions, such as filling or changing fonts and line ends.

Users can open a palette containing the shape collections to create an Operational Flow Document. In the shape
palettes, various shapes used in writing a process chart are registered. The shape palette is positioned on the right-hand
side of the screen for easy access, and the shapes appearing in the shape palettes can be resized by clicking and
dragging their corners inwards or outwards.

o< T O@e®

M x Nwag

gy prepumis
H x prepunis sa

[ SO0
OLIE
/O
JLH:HC)
=0

@ = @ &4 view -
8 Shape Palettes 3 Formatting | [£5 Themes

B3
L

T
=

@ = @ Z a8 View.
9 Shape Palettes @), Formatting [£ Themes

OIN@)
@@
WO

OIVIO
o llw]

- = [F 2 A B view-
8 Shape Palettes % Formatting [ Themes

“Private Media Collections” can be further created and customized in the “Choose Shape Palettes” dialog box.
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Documents vs. Diagrams

Two concepts, “document” and “diagram” are used in this users guide. These two are different due to the following
reasons:

- Documents are files —A document is a file that contains diagrams. A file can accommodate multiple diagrams as
many as required. Newly created document includes one diagram by default.

- Diagrams are components of iGrafx —In diagrams; users can place and connect shapes, and draw graphics.
Users may also view, edit, print, and link diagrams to other diagrams in a document with in a sub-process or other
files. Collecting and linking multiple diagrams in one document keeps corresponding information in one place.

SOX+ Shapes

Two forms, which include “Standard form” and “Extended form”, are pre-registered as samples of SOX+ shapes in the
Public Media Collection.

Shape Palettes

)
e .| (OO || [

# Business Cxicsl

5 Flowchart o 3
 General Shapes =

& ndusty || =R ) ——
@ Lean Colapse All

# Manufacturing
& Process

5 SOX~+Internal Control

{8 Standard form
L8 Extended form / I
@ Privste Media Collections

w8 Private A

Use pre-registered

00<

samples in SOX + Internal

S x wiopiepueis
8 x wiospapuona

Control collections.

- - B - - -

Help @ > F 44 U5 View - - = 8 2 B View -
B Shape Palettes 3 Formatting | [ Themes B Shape Palettes ¥ Formatting [£5 Themes
s & = &5 - il

The following samples are pre-registered.
- Standard form — designed for creating the new document from the start.

- Extended form — designed for additional use of operational flow documents created by iGrafx FlowCharter. This
format is to add the operational detail using the indicator on the existing operational flow documents.

Use Standard form when creating a new operational flow document with SOX+ Internal Control.

DEenglEQUE

Process| S0%+ Systeml S0x+] Decision] S0+ Manual Inputl_ £ Moniorl S0X+]  Disk_S0X+] Magnetic Tapel  Cornecter  Forms[_S0+]

OO O @]

Process [ound Process (Dolted Process [With r Savel SOX+] Approval ete[ £ Risk[SOX+R]  Contrall50%+C] Policy Manualls Vouchers and 0

x Wioyprepuvs

kL

Operational Det. Multpls Contert

- = [F 3 U View -
T Shape Palettes 3 Formatting [£ Themes
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The extended form is designed to add SOX+ shapes to the existing operational flow document created by iGrafx Flow
Charter.

The operational detail shape can be used as an indicator when it is added on the existing document. The extended form
contains the System Container to help grouping the multiple shapes. It also contains IT operational detail shapes and IT
control shapes.

m
&
x
Operational Det. IT Operational T Risk[SOx%+R]  Control[SOX+C] 1T Control[SO+ 1T Process 500 Spstem Containe i
=

- = [F 33 U View -
Eﬁ% Shape Palettes {Z'/ Formatting | [£3 Themes

Operational detail shapes, risk shapes and control shapes in the extended form can be linked to shapes that represent
operations.

System Container Shapes

System container shapes provide an easy way of grouping operational detail shapes. The system name appears on the
upper part of the system container shape, and it serves as a reference to enhance the understanding of the business
flow.

To enter the system name, place the shape and double click the system container shape. The system name can be
entered directly, or selected using pull-down list.

Department/

Division: | HEE

System Name:| Credit sales management j

A system container shape can include several diagram shapes. All shapes included can be moved all at once by
moving the container.

1 2
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The format setting of System Container shape

Once a system container shape is selected and placed on the flowchart, its format reflects the indicator settings in the
Format Diagram dialog box.

The default is set as follows.

Process  Phases  BordersandDividers  Off-Page Cannectors
Connector Lines Indicators Defaits Document Defauits
& system container
LNEE spedfic Indicator: shape in Extended
] L -

Subprocess S Format
Container

Risks.
Measurements
Requirement
Supports Goal
Supports Strategy
Controls

Add..
Change Shape:

Border... r—

Sample:

| o — ‘ When the containeris
! - S actually placed
| ‘ on the flow

oK Cancel Apply Help

The box is checked for “Border” setting in the Format dialog as shown above. This means when the container shape is
placed on the field, it does not represent the appearance of the shape on the palette. To alter the appearance of the
container shape placed on the field, change the setting in the Format dialog.

To change the name of the container shapes, edit a part in front of ©_SOX+SC” and do not change “_SOX+SC”.

Policy Manual/Vouchers and Other Forms Used

These shapes display descriptions of the Policy Manual and the Vouchers and Other Forms Used entered into the

* operational detail directly on the flowchart screen.
L 4 Place the shape in the same way as placing the risk/control shape. Simply connect
1 Checking the unit f------ L_.-] the shape to the operational detail shape and descriptions appear close to the
cost table connected shape.
[
: To edit the content, open the operational detail dialog and change the content.
Order farm)

Operational Detail Content

This shape displays the operational detail content directly on the flowchart screen. Simply connect the shape to the
operational detail shape and descriptions appear close to the connected shape.

To edit the content, open the operational detail dialog and change the content.

¥

-

e L L E LR TR T | “| Chedcking the unit F------ -
iConfirm that the unit cost in the salez management systerm cost table

tcoresponds to the unit cost on the order form. L'__:I

Order farm

The edited content is displayed when the operational detail dialog is closed.

Edit the size and format of the operational detail content shape when needed.
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Multiple Content Display

This shape displays multiple contents including operational details, risks and controls directly on the flowchart screen.

It is displayed as the ordinary text box when placed on the flowchart screen.

Enter the number for displaying content details.

Subject to disply

Operational Detail | to |
IT Operational Detail | to |
Risk | to |
Control | to |
IT Confrol | to |

Display | Cancel

The Displaying Content Details dialog box appears when placing the shape where appropriate and double click on it.
Enter the shape number to display. (Enter 1-999 when displaying all)

[Operational Detail]
1.An arder form will be zent from the client by EDI, FAX ortelephone.

240 order form will be zent from the client by EDI, FAX ortelephone.
F.According to the order form, input the client code, product cade, quantity, |ete. ar
the data sent by ED| in the sales system database. Output an order list frdm the

order data. i

[ITCperational etail]
1.AF control

Sales management

Systam

[Rizk]

1.Risk of accepting an unsolicited or false arder

2. Risk of losing the order form data and missing 3 =ales chance
2.Risk of delivering the wrong order because of an input ermmar

[ITCantral]
1.Limitthe means of receiving the order form, basically ta EDI.
2.[ata in the master can be used when inputting arder acceptance data.

[Operational Cretail]

\
i
1
o

4. Confirm that the unit cost in the zales management system corresponds to the
unit cost on the order form.
Sales managament
system 5. The credit limit of each client iz decided aceording to the credit managemdnt

systemn, so wou cannot input the data if vou excead the limit. The credit
management division cantrols the revision of the credit limit.

. RRDEEE

All the selected contents are displayed in the multiple content display shape. Adjust the size and replace it to the
desired location.

To edit the content, open dialog boxes for each diagram shape and modify the content.

Editing content of each diagram shape does not automatically update the content of multiple content display shape.
reflect the changes, click “Display” button in the Displaying Content Details dialog box.



Chapter 4 Import Function for Customized File

By importing the customized file, the settings of each article for Operational Detail dialog, Risk dialog, and Control dialog,
as well as the settings of RCM format can be customized for project's original setting.

This chapter explains methods of importing the customized files created in the SoxPlusAdministratorKit into other
computers. To use this function, these customized files must first be distributed to computers, reflecting the changes
made by the customized file, via email etc.

Opening the Dialog Box to Import Customized File

To import the customized files, click “SOX+ Version Info” on the SOX + menu and then open “Version Info” dialog.

Version : 7.1 (Buid : 7.1.0)

Edition: | Standard Edition =]

Copyright(C) 2016 Sun Planning Systems Co., Ltd. Al rights reserved

This computer program is protected by copyright law and international treaties. Unauthorized
reproduction or distribution of this program, or any portion of it, may result in severe civil and
criminal penatties, and wil be prosecuted to the maximum extent possble under the law.

Import Customized File

SPS Sun Planning Systems Co.. Lid.

Design/Operating Evaluation Option | oK

Open the “Importing Customized File” dialog box by clicking on the “Import Customized File” button located at the bottom
center of the dialog box.

Customized File to Import:

Browse

Last Imported File (Currently in use)
Date of Import:

|
Date of Creation: |
|

Creator:

Creator's Comment:

Destination Folder: | Systemn defaulc Default Setting |
Import Cancel |

Content Description
Customized File to Import Customized files to be imported are selected.
Last Imported File Details of the customized files are displayed when there is a file
(Currently in use) currently in use.
Default Setting The data currently in use is removed to be default (Destination
Folder : System default)
Click “Cancel” to remain default.

Click on the “Browse” button to select the received customized file stored in your computer to import into the application.
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Once clicking on the “Import” button, it begins to import the file.

SOX+ (0060) *

File import completed successfully,

Restart SOX+ application after a new collection is imported.

SOX+ (0059) X

Collection file has been loaded to [Private Media Collections] during
the customized file import.
To use the collection, please restart iGrafx application,

Confirmation date message

An error message below appears if selecting a file created on the same day or prior to the date that the file currently in
use has been created.

If there is no problem, continue the process.

You have selected a file created on the same date or prior to the date that the file
currently in use has been created.

Please make sure that all the information is correct.

Click 'Import’ to import a selected file or 'Cancel to exit.

File to Import:
| C:\Users\Public\Documents\ custormizedfile.igs

Selected File (Being imported)
Date of Creation: | 3/4/2025 8:55:18 PM

Creator: | SPS

Creator's Cornment:| definition file

Import | Cancel

Errors in updating collection

Importing a collection attached to a customized file overwrites an existing collection in the shape palettes when these two
collections are in the same name. The error message below appears when a collection to be overwritten is currently in
use. That is when a palette of the collection is open.

SOX+ (0049) X

Collections could not be updated while SOX+ definition has been
updated successfully.

If a Shape Palettes window is open, please close the pallet being
updated from a Shape Palettes window and try again.

Settings for SOX+ and RCM template file are successfully imported even when overwriting of collection failed unless
other types of errors occur. If update of collection is not necessary, ignore this error.
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Otherwise, close all the documents and the palette in the shape palettes window, and try the import process again.

0o

1 @ Open Palette... F9

Standard form LClose Palette 3

2

prpuns

Right-click on the palette name and close the palette from the menu when there is an open palette with a same name or,
alternatively, switch it to a palette that does not relate to the collection to be imported.

& =] %ﬁ,ﬁ‘-@‘ﬁ&wv

Retry to import the file after opening the "Importing Customized File” dialog box. Continue on the process regardless of
the confirmation message screen displayed due to the prior completion of the customized file import.

*If the import process fails while all the palettes are closed, under C:¥Program Files might not be allowed to write.
Please ask system administrator in case the situation occurs.

Different version of customized files

As a general rule, a customized file in the same version should be created. The following error message may appear
when customized files attempted to import were created in the earlier version: “File could not be imported because the
version info does not match. In this case, please ask for the creator of the customized file.

Once the import is complete, close the [SOX+ Version Info] dialog box.
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Chapter 5 Appendix

Table for items included in the Narratives sheet

In the table below, a check mark (v') in a “Display” column indicates that the item is set to be displayed by default while a
hyphen (-) indicates not to be displayed.
The setting can be changed by using SoxPlusAdministratorKit.

Please refer to the "Load" column to see whether the information for the items is subject to be loaded during the batch
loading process.

[KEY]: All data will not be loaded unless the data for this item in Narratives sheet is corresponded with the flow.

[-]: The data cannot be loaded.

[T]: The data written in text data will be loaded directly.

[v]: The data marked with "*" in Excel will be loaded, and a check mark will be displayed on the corresponding article of dialog.

[L]: The data only exist in data list will be loaded.

Column No. Display | Load | Label Explanations/Remarks

1 A v KEY Document ID Output Document ID from Document Info.

2 B — — Company Name Output Company Name from Document Info.

3 C — — Location Output Location from Document Info.

4 D — — ID Output Process ID from Document Info.

5 E — — Process Name Output Process Name from Document Info.

6 F — — ID Output Sub-process ID from Document Info.

7 G — — Sub-process Name Output Sub-process Name from Document Info.

8 H — — ID Output Operation ID from Document Info.

9 — — Operation Name Output Operation Name from Document Info.

10 J — — Account Title Output Account Title from Document Info.

11 K — — Policy Manual Output Policy Manual from Document Info.

12 L — — Vouchers and Other Output Vouchers and Other Forms Used from
Forms Used Document Info.

13 M — — System Name Output System Name from Document Info.

14 N — — Phase Output Phase Name which contains Operational Detail

Shapes.
15 O — — For sorting operation numbers Cell used by system(Not editable)
16 P — — Operational Detail Object ID Cell used by system(Not editable)
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Column No. Display | Load | Label Explanations/Remarks
17 Q v KEY No. Output Operational Detail No.
18 R 4 T Operational Detail Name Output Operational Detail Name
19 S 4 T Operational Detail Content Output Operational Detail Content
20 T — T Shape Name Output Operational Detail Shape Name
(Referred when newly loaded)

21 U — T Account Title(OperationalDetail) Output Account Title from Operational Detail
22 \ — — Department/Division Output Department/Division

(Full Expression) (Names throughout a hierarchy)
23 W v — Department/Division Output Department/Division from Operational Detail

(Name only for the bottom hierarchy)

24 X 4 T Operator Output Operator from Operational Detail
25 Y - T Policy Manual Output Policy Manual from Operational Detail
26 z - T Vouchers and Other Forms Output Vouchers and Other Forms Used from

Used Operational Detail
27 AA — v Segregation | Conservation Segregation of Duties from Operational Detail:

of Duties Conservation
28 AB — 4 Approval Segregation of Duties from Operational Detail: Approval
29 AC — 4 Record Segregation of Duties from Operational Detail: Record
30 AD — v Control Segregation of Duties from Operational Detail: Control
31 AE — v Reserve Segregation of Duties fromOperational Detail: Reserve
32 AF — v Reserve Segregation of Duties from Operational Detail: Reserve
33 AG — v Reserve Segregation of Duties from Operational Detail: Reserve
34 AH — v Reserve Segregation of Duties from Operational Detail: Reserve
35 Al — v Reserve Segregation of Duties from Operational Detail: Reserve
36 AJ — v Reserve Segregation of Duties from Operational Detail: Reserve
37 AK — v Reserve Segregation of Duties from Operational Detail: Reserve
38 AL — v Reserve Segregation of Duties from Operational Detail: Reserve
39 AM — T System Name Output System Name from Operational Detail
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Column No. Display | Load | Label Explanations/Remarks

40 AN — T Remark Output Remark from Operational Detail

41 AO — — Risk Risk ObjectID Output Risk Object ID of Connected Risk

42 AP — — No Output the No. of Connected Risk

43 AQ - - Classification No. | Output Classification No. of Connected Risk
44 AR — — Label Output Label of Connected Risk

45 AS — — Risk Content Output Risk Content of Connected Risk

46 AT — — Impact Output Impact of Connected Risk

47 AU — — Control Control ObjectlD | Output Control ObjectID of Connected Control
48 AV — — No Output the No. of Connected Control

49 AW — — Label Output Label of Connected Control

50 AX — — Control Content Output Control Content of Connected Control

From No.41 to 50(A0 to AX) in the list above are options that are not to be in the output when it is set as non-display
subjects in the template. All the other data are reflected in the output regardless of whether they are set to be displayed
or not.

Table for items included in the RCM sheet

In the table below, a check mark (v') in a “Display” column indicates that the item is set to be displayed by default while a
hyphen (-) indicates not to be displayed.
The setting can be changed by using SoxPlusAdministratorkKit.

Please refer to the "Load" column to see whether the information for the items is subject to be loaded during the batch
loading process.

[KEY]: All data will not be loaded unless the data for this item in Narratives sheet is corresponded with the flow.

[-]: The data cannot be loaded.

[T]: The data written in text data will be loaded directly.

[v]: The data marked with "*" in Excel will be loaded, and a check mark will be displayed on the corresponding article of dialog.

[L]: The data only exist in data list will be loaded.

Column No. Display Load Label Explanations/Remarks

1 A 4 KEY Document ID Output Document ID from Document Info.

2 B — — Company Name Output Company Name from Document Info.
3 C — — Location Output Location from Document Info

4 D — — ID Output Process ID from Document Info.
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Column No. Display Load Label Explanations/Remarks
5 E — — Process Name Output Process Name from Document Info.
6 F — — ID Output Sub-Process ID from Document Info.
7 G — — Sub-Process Name Output Sub-Process Name from Document Info.
8 H — — ID Output Operation ID from Document Info.
9 — — Operation Name Output Operation Name from Document Info.
10 J - - Account Title Output Account Title from Document Info.
11 K — — Phase Output phase Name
12 L — — Operational Detail (ObjectID) Cells used by system (Not editable)
13 M v — No Output Operational Detail No. from Operational Detail
14 N v — Operational Detail Name Output Operational Detail Name from Operational
Detail
15 O — — Account Title Output Account Title from Operational Detail
(Operational Detail)
16 P — — Department/Division Output Department/Division
(Full Expression) (Names throughout a hierarchy)
17 Q - - Department/Division Output Department/Division
18 R — — For sorting numbers Cells used by system(Not editable)
19 S — — Risk ObjectID Cells used by system(Not editable)
20 T v KEY No Output Risk No.
21 U — T Classification No. Output Risk Classification No.
22 \Y v L Category Output Risk Category.
23 W — T Label Output Label
24 X v T Risk Content Output Risk Content
25 Y — T Impact Output Impact
26 z — 4 Control Output [*] when selected
Objective | Rjiability of
Reporting
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Column No. Display Load Label Explanations/Remarks
27 AA - v Effectiveness Output [*] when selected
and Efficiency of
Operations
28 AB - 4 Compliance Output [*] when selected
with Applicable
Laws and
Regulations
29 AC — 4 Safeguarding of Output [*] when selected
Assets
30 AD — 4 Reserve Reserve
31 AE — v Reserve Reserve
32 AF — v Reserve Reserve
33 AG — L Risk Level Output Risk Level
34 AH - L Frequency Output Frequency
35 Al — L Extent of Impact Output Extent of Impact
36 AJ — L Estimated Loss Output Estimated Loss
37 AK — T Remark Output Remark
38 AL 4 v Risk Existence or Output [*] when selected
Assertions Occurrence
39 AM v v Completeness Output [*] when selected
40 AN v v Rights and Output [*] when selected
Obligations
41 AO 4 v Valuation Output [*] when selected
42 AP v v Allocation Output [*] when selected
43 AQ v v Presentation and | Output [*] when selected
Disclosure
44 AR — 4 Reserve Reserve
45 AS — 4 Reserve Reserve
46 AT — v Reserve Reserve
47 AU — v Reserve Reserve

77



Column No. Display Load Label Explanations/Remarks
48 AV - v Reserve Reserve
49 AW - v Reserve Reserve
50 AX - v Reserve Reserve
51 AY - v Reserve Reserve
52 AZ — — Target Risk Document ID Output Document ID of target risks
53 BA — — Risk's ObjectlD Cells used by system(Not editable)
54 BB — — File Name Output file names of target risks
55 BC — — Risk No. Output target risk numbers
56 BD — v Control Existence or Output[*]when selected
Assertions Occurrence
57 BE - 4 Completeness Output[*]when selected
58 BF — v Rights and Output[*]when selected
Obligations
59 BG — v Valuation Output[*]when selected
60 BH — 4 Allocation Output[*]when selected
61 BI — v Presentation and | Output[*]when selected
Disclosure
62 BJ - v Reserve Reserve
63 BK - v Reserve Reserve
64 BL — v Reserve Reserve
65 BM - v Reserve Reserve
66 BN - v Reserve Reserve
67 BO - v Reserve Reserve
68 BP - v Reserve Reserve
69 BQ - v Reserve Reserve
70 BR v KEY Document ID Output Document ID from Document Info.
71 BS — — Company Name Output Company Name from Document Info.
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Column No. Display Load Label Explanations/Remarks

72 BT — — Location Output Location from Document Info.

73 BU — — ID Output Process ID from Document Info.

74 BV — — Process Name Output Process Name from Document Info.

75 BW — — ID Output Sub-Process ID from Document Info.

76 BX — — Sub-Process Name Output Sub-Process Name from Document Info.

77 BY — — ID Output Operation ID from Document Info.

78 Bz — — Operation Name Output Operation Name from Document Info.

79 CA - - Account Title Output Account Title from Document Info.

80 CB — — Phase Output Phase Name.

81 CcC — — Operational Detail Object ID Cell used by system(Not editable)

82 CD 4 — No Output Operational Detail No from Operational Detail

83 CE v — Operational Detail Name Output Operational Detail Name from Operational

Detail

84 CF — — For Sorting numbers Cells used by system (Not editable)

85 CG — — Control Object ID Cells used by system (Not editable)

86 CH 4 KEY No Output Control No.

87 Cl — T Label Output Label

88 CJ v T Control Content Output Control Content

89 CK 4 L Control Type Output Control Type

90 CL 4 L Control Frequency Output Control Frequency

91 CM — L Occasional Control Frequency Output Occasional control frequency
(undisplay)

92 CN — — Department/Division Output Department/Division from Operational Detail
(Full Expression) (Names throughout a hierarchy)

93 CO v — Department/Division Output Department/Division

94 CP v T Operator Output Operator

95 CcQ v T Evidential Document Output Evidential Document
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Column No. Display Load Label Explanations/Remarks

96 CR v T Policy Manual Output Policy Manual

97 CS 4 T System Name Output System Name

98 CT — v Control Approvals/ Output [*] when selected

Category Authorizations

99 (6]V] - v Supervisory Output [*] when selected
Review

100 CV — 4 Reconciliation Output [*] when selected

101 cw — v Segregation of Output [*] when selected
Duties

102 CX — 4 Policies and Output [*] when selected
Procedures

103 CY — v Key Output [*] when selected
Performance
Indicators

104 Ccz — v Error/Anomaly Output [*] when selected
Detection

105 DA — v Automated Output [*] when selected
Control

106 DB - 4 System Access Output [*] when selected

107 DC — v Reserve Reserve

108 DD - v Reserve Reserve

109 DE — v Reserve Reserve

110 DF — v Reserve Reserve

111 DG — v Reserve Reserve

112 DH — v Reserve Reserve

113 DI — 4 Reserve Reserve

114 DJ v v Type Preventive Output [*] when selected

115 DK 4 4 Detective Output [*] when selected

116 DL — v Reserve Reserve

117 DM 4 v Level Primary Output [*] when selected
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Column No. Display Load Label Explanations/Remarks

118 DN v 4 Secondary Output [*] when selected

119 DO — 4 Reserve Reserve

120 DP 4 L Control Level Output Control Level

121 DQ — 4 Control Deficiency Output [*] when selected

122 DR — v Type Preventive Output [*] when selected
(Target Risk

123 DS - 4 Properties) Detective Output [*] when selected

124 DT — v Reserve Reserve

125 DU — v Level Primary Output [*] when selected
(Target Risk

126 DV — 4 Properties) Secondary Output [*] when selected

127 DW — v Reserve Reserve

128 DX — L Control Level Output Control Level
(Target Risk Properties)

129 DY — v Control Deficiency Output [*] when selected
(Target Risk Properties)

130 Dz — v Test Details Method Output Test Method

131 EA — 4 Operator Output Test Operator

132 EB — v Cycle Output Test Cycle

133 EC - v Remark Output Remark

Table for items included in the Form List sheet

In the table below, a check mark (v') in a “Display” column indicates that the item is set to be displayed by default while a
hyphen (-) indicates not to be displayed.

The setting can be changed by using SoxPlusAdministratorKit.

The information on this sheet is not the target of the batch loading.

Column No. Display Label Explanations/Remarks

1 A v Document ID Output Document ID from Document Info.

2 B — Company Name Output Company Name from Document Info.
3 C — Location Output Location from Document Info.
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Column No. Display Label Explanations/Remarks
4 D — ID Output Process ID from Document Info.
5 E — Process Name Output Process Name from Document Info.
6 F - ID Output Sub-Process ID from Document Info.
7 G — Sub-Process Name Output Sub-Process Name from Document Info.
8 H - ID Output Operation ID from Document Info.
9 — Operation Name Output Operation Name from Document Info.
10 J — Account Title Output Account Title from Document Info.
1 K - Phase Output phase Name
12 L 4 Vouchers and Other Forms Used Output Vouchers and Other Forms Used from
Operational Detail
13 M — For sorting operation numbers Cell used by system(Not editable)
14 N — Operational Detail Object ID Cell used by system(Not editable)
15 0 4 No. Output Operational Detail No.
16 P 4 Operational Detail Name Output Operational Detail Name
17 Q - Operational Detail Content Output Operational Detail Content
18 R — Account Title (Operational Detail) Output Account Title from Operational Detail
19 S — Department/Division (Full Expression) Output Department/Division
(Names throughout a hierarchy)
20 T 4 Department/Division Output Department/Division from Operational Detail
(Name only for the bottom hierarchy)
21 U 4 Operator Output Operator from Operational Detail
22 \% — Policy Manual Output Policy Manual from Operational Detail
23 W — Segregation of Conservation Output [*] when selected
Duties
24 X — Approval Output [*] when selected
25 Y - Record Output [*] when selected
26 Z — Control Output [*] when selected
27 AA - Reserve Reserve
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Column No. Display Label Explanations/Remarks

28 AB — Reserve Reserve

29 AC - Reserve Reserve

30 AD — Reserve Reserve

31 AE — Reserve Reserve

32 AF — Reserve Reserve

33 AG — Reserve Reserve

34 AH - Reserve Reserve

35 Al - System Name Output System Name from
Operational Detail

36 AJ — Remark Output Remark from Operational Detail

Table for items included in the Evidence List sheet

In the table below, a check mark (v') in a “Display” column indicates that the item is set to be displayed by default while a
hyphen (-) indicates not to be displayed.

The setting can be changed by using SoxPlusAdministratorKit.

The information on this sheet is not the target of the batch loading.

Column No. Display Label Explanations/Remarks

1 A v Document ID Output Document ID from Document Info.

2 B — Company Name Output Company Name from Document Info.
3 C — Location Output Location from Document Info

4 D — ID Output Process ID from Document Info.

5 E — Process Name Output Process Name from Document Info.
6 F — ID Output Sub-Process ID from Document Info.
7 G — Sub-Process Name Output Sub-Process Name from Document Info.
8 H — ID Output Operation ID from Document Info.

9 — Operation Name Output Operation Name from Document Info.
10 J — Account Title Output Account Title from Document Info.

11 K 4 Evidential Document Output Evidential Document from Control
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Column No. Display Label Explanations/Remarks
12 L — Phase Output phase Name
13 M — Operational Detail (ObjectID) Cells used by system (Not editable)
14 N v No Output Operational Detail No. from Operational
Detail
15 O v Operational Detail Name Output Operational Detail Name from
Operational Detail
16 P — For sorting numbers Cells used by system(Not editable)
17 Q — Control ObjectID Cells used by system(Not editable)
18 R v No Output Control No.
19 S — Label Output Label from Control
20 T — Control Content Output Control Content
21 U v Control Type Output Control Type
22 \% 4 Control Frequency Output Control Frequency
23 w — Occasional Control Frequency (undisplay) Output Occasional control frequency
24 X — Department/Division (Full Expression) Output Department/Division from
Operational Detail
(Names throughout a hierarchy)
25 Y 4 Department/Division Output Department/Division
26 Z 4 Operator Output Operator from Control
27 AA — Policy Manual Output Policy Manual from Control
28 AB — System Name Output System Name from Control
29 AC — Control Approvals/Authorizations Output [*] when selected
Category
30 AD — Supervisory Review Output [*] when selected
31 AE — Reconciliation Output [*] when selected
32 AF — Segregation of Duties Output [*] when selected
33 AG — Policies and Procedures Output [*] when selected
34 AH — Key Performance Output [*] when selected
Indicators
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Column No. Display Label Explanations/Remarks

35 Al — Error/Anomaly Detection Output [*] when selected

36 AJ — Automated Control Output [*] when selected

37 AK — System Access Output [*] when selected

38 AL — Reserve Reserve

39 AM — Reserve Reserve

40 AN — Reserve Reserve

41 AO — Reserve Reserve

42 AP — Reserve Reserve

43 AQ — Reserve Reserve

44 AR — Reserve Reserve

45 AS v Control Level Output Control Level

46 AT — Test Details Method Output Test Method from Control
47 AU — Operator Output Test Operator from Control
48 AV — Cycle Output Test Cycle from Control
49 AW — Remark Output Remark from Control
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