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Introduction 

Accounting Research Manager is a comprehensive online database of analytical accounting and 
SEC information as well as primary source data. The program is updated daily and provides 
current, complete and objective resource materials for your financial reporting needs. 

Accounting Research Manager 
User’s Guide 

Welcome to Accounting Research Manager. This user guide will show you everything you need 
to know to access and utilize the wealth of information available from Accounting Research 
Manager. 

The Accounting Research Manager program is an Internet-based database that may be accessed 
by using one of the network computers in the Business Library in Tyler Hall or the Peninsula 
Center in Newport News. 

Mason School of Business graduate students, faculty and staff may also access this program 
through the Mason School of Business network using their personal Mason School of Business 
accounts. 
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Opening Screen/Home Page 
The Accounting Research Manager program opens with the program Home page displayed. 
This page is divided into two sections: a menu column on the left side (this column is displayed 
on all pages within the program) with a search function at the bottom of the column and the 
Quick Links section on the right side of the screen. 

Note: When you are finished using this program please click on the Logout link in the 
menu column. Otherwise, the program will stay active and no one else will be able 
to use the program for 20 minutes until it logs off due to inactivity. 
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Menu Column 
The menu column on the Home page has eight main headings, with 
some having selections under them. The headings with selections under 
them are not active. To access information about the heading you must 
click on the selections under the heading. The headings without more 
selections are active and information about that heading can be accessed 
by clicking on the heading.   

The bottom of the column has a Search data field and an Advanced 
Search link. Please go to page 14 for more information about the search 
function.  

The Standard data field near the top of the column is grayed out 
because there is only one selection available and that is the version of 
Accounting Research Manager currently displayed. 

Home 

Clicking on the Home selection will return you to the Home page from 
wherever you are within the program. 

What’s New 

The What’s New heading has 
four selections under it. These 
are: By Date, By Author, By 
Subject, and Checklist. Each of 
these selections will open pages 
with links to the latest changes 
and announcements relating to 
accounting. 

By Date, By Author, and 
By Subject 

Clicking on the By Date, By 
Author or By Subject selection 
will open the What’s New - By 
Date (or What’s New - By Author 
or What’s New - By Subject) 
page. This page has a list of items 
corresponding to the type of page 
(dates, subjects, etc.). Each item 
is a heading. Clicking on the plus 
(+) sign next to the item will expand that heading to reveal reports or articles that are available. 

The page has four links across the top and bottom of the page. These are: Expand All, Collapse 
All, Page Up, and Page Down. The Expand All and Collapse All selections will either open 
all headings or close them all depending on which link you select. The Page Up and Page 
Down links will scroll the list through more pages if it is long enough to flow over onto more 
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than one page. 

Clicking on the title will open the full-text article. The 
article page has the title of what the item is (i.e., FASB - 
Financial Accounting Standards Board Action Alerts 
No. 07-36), the date, and the text.  

There are buttons across the top of the article page. 
These are Print View, Linkages, Show URL and 
What’s New.  

The Print View button will open the document in a 
printer friendly format in a new window. You may then 
print the document. 

The Linkages button will display all linkages into the 
document.  

Clicking on the Show URL button will open an Explorer 
User Prompt window with the page’s URL in a data field. 

The What’s New button will open the What’s New - 
Checklist page. See below for more information about the 
What’s New - Checklist page. 

Checklist 

Clicking on the Checklist selection in the menu 
column will open the What’s New - Checklist 
page. This page will have a list of the latest 
checklist releases. Each item on the list is a link 
to the full checklist. Most of the time there is 
only one checklist on the list. 

Clicking on a checklist entry will open the 
What’s New Checklist Table of Contents 
page. This page lists all newly released 
literature and policy changes. 

Each item on the table of contents is the title 
of a document. The column on the left 
consists of document icons. Clicking on a 
document icon will open the selected 
document in full text.  
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The document page has a heading that lists the level in the Table of Contents in which the 
document is located. 
Below this is the title of 
the document (i.e., 
Summary of Changes in 
Accounting Principles - 
American Institute of 
Certified Public 
Accountants).  

Next are some notices that  
alert you to the fact that 
the document was added 
or updated (or both) 
within the past three 
months. 

The text of the document 
is next. There are 
usually some 
document icons 
located in various spots. 
These will open additional 
documents. As you open 
each new document you 
will notice that there are 
more document icons 
located throughout the 
page. These will open 
more documents. This 
process can continue through many levels. 

There are some buttons across the top of the document page. They are: Print View; Linkages; 
Show URL; Prev., Index & Next; and What’s New. 

The Print View button will open the document in a printer friendly format in a new window. 
You may then print the document. 

The Linkages button will display all linkages into the document.  

Clicking on the Show URL button will open an Explorer User Prompt window with the page’s 
URL in a data field. 

The three-button group of Prev., Index and Next allow you to navigate through the Table of 
Contents page without returning to it. The Prev. and Next buttons will open the previous or 
next document in the original Table of Contents list. The Index button will return you to the 
Table of Contents page. 

The What’s New button will open the Table of Contents page. 
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Table of Contents Button Bar 
There are some buttons across the top of the Table of Contents page. These buttons are: Print 
View, Combine, Linkages, Show URL, and What’s New. 

The Print View button will open the document in a printer friendly format in a new window. 
You may then print the document. 

The Linkages button will display all linkages into the document.  

Clicking on the Show URL button will open an Explorer User Prompt window with the page’s 
URL in a data field. 

The What’s New button will reopen the same Table of Contents page. 

Combine Button 
Clicking on the Combine button will open a page that allows you to select what sections of 
the table of contents to 
combine into one document. 
There are two selections, All 
and Selected. Clicking on the 
radio button next to All selects 
all of the items in the list. 

Selecting the Selected option 
allows you to select the items 
you want to combine from the 
list. You choose items by 
highlighting them. More than 
one may be selected by using 
the Control [Ctrl] or Shift 
keys while clicking on selections. 

When you have finished making your 
selections click on the Combine link 
and the list will be displayed. This 
new list is also a table of contents. 
There are document icons at the end 
of each entry that describes a 
document. Clicking on a 
document icon will open the 
selected document.  

As you open each new document you 
will notice that there are more 
document icons located throughout 
the page. These will open more 
documents. This process can 
continue through many levels. 
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Contents 

The Contents heading has two selections under it. These are: Accounting and Regulatory. 
Each of these selections will open pages with links to documents containing the selected rules 
and regulations. 

Accounting 

Clicking on the Accounting 
selection will open the Contents - 
Accounting page. This page has a 
list of items in a table of contents 
format. Each item is a heading. 
Clicking on the plus (+) sign next 
to the item will expand that 
heading to reveal more headings. 
You may have to open three or 
more levels before displaying a 
link to a report. 

The Contents - Accounting page has four links across the top and bottom of the page. These 
are: Expand All, Collapse All, Page Up, and Page Down. The Expand All and Collapse 
All selections will either open all headings or close them all depending on which link you 
select. The Page Up and Page Down links will scroll the list through more pages if it is 
long enough to flow over onto more than one page. 

Clicking on a report link (i.e., 
Analytical Procedures) will open that 
report. It may be in the form of a table 
of contents. In that case clicking 
on one of the document icons will 
open that section of the report.  

As you open each new document 
you will notice that there are more 
document icons located throughout 
the page. These will open more 
documents. This process can 
continue through many levels. 

There are buttons across the top of 
the document page. These are 
Print View, Linkages, Show URL 
and What’s New.  

The Print View button will open 
the document in a printer friendly 
format in a new window. You may then print 
the document. 

The Linkages button will display all linkages 
into the document.  
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Clicking on the Show URL button will open an Explorer User Prompt window with the page’s 
URL in a data field. 

The What’s New button will open the What’s New - Checklist page. See page 5 for more 
information about the What’s New - Checklist page. 

When an organization has updated one of its documents Accounting Research Manager will 
insert a notice at the top of the page. While the 
new data is being processed for the database the 
entire new document is available in PDF 

format. Clicking on the Acrobat icon near the 
bottom of the page will open the file 
using Acrobat Reader.  

Regulatory 

Clicking on the Regulatory selection 
will open the Contents - Regulatory page. This 
page has a list of items in a 
table of contents format. Each 
item is a heading.  

The headings are grouped into 
two main headings: 
Accounting Research 
Manager (which is already 
expanded to show several 
levels) and PCAOB - Public 
Company Accounting 
Oversight Board.  

Clicking on the plus (+) sign 
next to the item will expand 
that heading to reveal more 
headings. You may have to 
open three or more levels 
before displaying a link to a 
report. 

The Contents - Regulatory page has four links across 
the top and bottom of the page. These are: Expand 
All, Collapse All, Page Up, and Page Down. The 
Expand All and Collapse All selections will either 
open all headings or close them all depending on 
which link you select. The Page Up and Page Down 
links will scroll the list through more pages if it is long 
enough to flow over onto more than one page. 
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Clicking on a report link will open that report. It may be in the form of a table of contents. In 
that case clicking on one of the 
document icons will open 
that section of the report.  

As you open each new document 
you will notice that there are more 
document icons located 
throughout the page. These will 
open more documents. This 
process can continue through 
many levels. 

There are buttons across the top of 
the document page. These are 
Print View, Linkages, Show 
URL and What’s New.  

The Print View button will open the document in a printer friendly format in a new 
window. You may then print the document. 

The Linkages button will display all linkages into the document.  

Clicking on the Show URL button will open an Explorer User Prompt window with the 
page’s URL in a data field. 

The What’s New button will open the What’s New - Checklist page. See page 5 for more 
information about the What’s New - Checklist page. 

The PCAOB - Public Company Auditing Oversight Board section is similar to the Accounting 
Research Manager section but when you open a document page you will be directed to open the 
document in a PDF file or click on a link that will open the document on the PCAOB web site. 
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Topics 

The Topics heading has three selections under it. These are: All, Accounting, and Regulatory. 
Each of these selections will open similar pages with links to documents. 

All 
Clicking on the All 
selection will open the 
Topics - All page. 
There are three 
variations of this page 
that may be viewed. 
These views are 
controlled by the filter 
selections near the top 
of the page. These are 
Combined, IAS/IFRS 
Only and US GAAP 
Only. 

The default page is Topics - All - U.S. Only with the US GAAP Only filter selected. 

Selecting the Combined filter will display the Topics - All - Combined page. 

The IAS/IFRS Only filter will display the Topics - All - International Only page. 

See the Common Features section on page 12 for more information about the use of these 
pages. 

Accounting 

The Accounting selection in the menu column under the Topics heading will open similar 
pages. These are Topics - Accounting - U.S. Only, Topics - Accounting - Combined, and Topics 
- Accounting - International Only.  

All features on these page are similar to the pages opened under the All selection. 

See the Common Features section on page 12 for more information about the use of these 
pages. 

Regulatory 

The Regulatory selection in the menu column under the Topics heading will open the Topics - 
Regulatory - U.S. Only page. There are no filter selections for this topic. 

All features on these page are similar to the pages opened under the All selection. 

See the Common Features section on page 12 for more information about the use of this page. 
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Common Features 

The operation of the pages opened under the All, Accounting and Regulatory selections in the 
menu column under the Topics heading are similar. The filters selections are described on page 
11. 

Each page has four links across the top and bottom of the page. These are: Expand All, 
Collapse All, Page Up, and Page Down. The 
Expand All and Collapse All selections will 
either open all headings or close them all 
depending on which link you select. The Page Up and Page Down links will scroll the list 
through more pages if it is long enough to flow over onto more than one page. 

Each page has a Topic Lookup data field. You may 
use this simple search engine to find specific topics. 
For example, you may type REG 
into the data field and click on Go.  

The results of this search will be 
displayed below the data field. All 
topics relevant to the search term 
will be listed. 

Each page also has a Topics Help 
link. Clicking on this will open 
the About the Topics View page 
in a new window. 

This help page explains the features of the 
Topics pages, including the filters and what 
information the topic selections All, Accounting 
and Regulatory include. 

The main part of each page (All, Accounting, 
and Regulatory) has a list of items in a table of 
contents format. Each item is a heading.  

Clicking on the plus (+) sign next to the item 
will expand that heading to reveal more headings. You may have to open three or more levels 
before displaying a link to a report. 

Clicking on a report link will open that report. It may be in the form of a table of contents. In 
that case clicking on one of the document icons will open that section of the report.  

As you open each new document you will notice that there are more document icons 
located throughout the page. These will open more documents. This process can continue 
through many levels. 

There are some buttons across the top of the document page. They are: Print View; Linkages; 
Show URL; Prev., Index & Next; and What’s New. 

The Print View button will open the document in a printer friendly format in a new window. 
You may then print the document. 
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The Linkages button will display all linkages into the document.  

Clicking on the Show URL button will open an Explorer User Prompt window with the page’s 
URL in a data field. 

The three-button group of Prev., Index and Next allow you to navigate through the Table of 
Contents page without returning to it. The Prev. and Next buttons will open the previous or 
next document in the original Table of Contents list. The Index button will return you to the 
Table of Contents page. 

The What’s New button will open the Table of Contents page. 

Feedback 

Clicking on the Feedback selection in the menu column will open a communications page. If 
contact with the company must be made please ask a member of the Business Library staff. The 
staff member will perform this task. 

Help/Contact Us 

The Help/Contact Us selection 
opens the Help/Contact Us page. 
This page has a variety of links 
to questions and answers, tools, 
contact information, a glossary, 
and an online tutorial. The 
tutorial requires a media program 
that is not installed on the Mason 
School of Business network. 

Logout 

The Logout selection closes the 
program without asking if that is 
what you really want to do. You must close the window and restart the program to return to the 
database. 

My Profile 

The My Profile selection does not perform a function because there is no profile information 
available. 
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Search 

The Accounting Research Manager program includes a search function, located at the bottom of 
the Menu Column. 

To use the search function you may use the simple search option as displayed on the Home page 
or you may use the Advanced Search option by clicking 
on the Advanced Search link that is just above the search 
data field. This will open the Advanced Search page. See 
page 15 for more information about the Advanced Search 
page. 

Simple Search 

To make a simple search enter a term or terms into the Search data field and click on Go. This 
will open a Search Results page with the documents found listed. 

Search Results 

The Search Results page 
has a Search for data field 
with your original search 
term entered, an entry 
listing the number of 
documents found, a Search 
Result Page box that allows 
you to move from page to 
page, and a Search Options 
box that allows you to 
select a variety of advanced 
search parameters. 

You may use these features 
to perform a new search. 

The documents found 
during your search are 
listed below the search 
features. The top of the list has some selected documents listed as Editor’s Picks. These are 
usually the documents with the highest relevance. 

Each document entry includes the relevance, the document’s name and a short excerpt from the 
document.  

Clicking on a document title will open the document page with the search term highlighted 
throughout the document. See page 6 for more information about the document page. 
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Advanced Search 

Clicking on the Advanced Search link on the Home page will open the Advanced Search page. 
This page allows you to 
set up specific parameters 
to narrow your search. 

The page has several 
sections: the Search for 
data field, the Search 
Domain section and the 
Search Options box. 

The Search for data field 
is what you use to enter 
search terms. If you enter 
two or more words 
without operators (AND, 
OR, NOT, etc.) the 
program will treat the 
words as a phrase instead 
of individual words. 

The Search Options box 
is used to select the the 
category for your search, how the results are sorted, how many documents to show, and whether 
to look for word variations or to use “fuzzy search.” A question mark icon next to each item 
will open a page with explanations of what the various items do (fuzzy search, for instance, will 
search for wide variations in the search term - “Californa” will find California because the fuzzy 
search will correct for misspelling). 

The Search Domain area has four data fields: Subject, Author, Book, and Current Book 
Selections. The Subject, Author and Book data fields have menus with selections. You may 
make more than one selection in each data field by holding the Control [Ctrl] key (one 
selection at a time) or Shift key (a block of selections) while making selections.  

The Current Book Selections data field is populated with book selections as you make 
selections in the Book data field. As you click on a selection in the Book data field it appears in 
the Current Book Selections data field. If you do not hold down the Control key the first 
selection will be replaced by a subsequent selection. If you hold down the Control or Shift keys 
the first selection will be joined by subsequent selections. 

After you have made your selections and entered search term(s) click on Go to begin your 
search. The results will be displayed in a Search Results page. Please go to page 14 for more 
information about the Search Results page. 
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Quick Links 

The top of the Quick Links section has three links: Daily Developments, Weekly Summary, 
and What’s New Checklist. The section below the Quick Links title is divided into sections 
with information displayed in columns. The Business Library subscribes to the Accounting and 
SEC sections of the database. These are the only sections that have active links. The Auditing, 
Internal Controls, and Government sections are grayed out and are not part of the 
Business Library’s subscription. This also applies to any BNA selections, which are not 
included in the subscription. 

Top Links 

Clicking on the top links will open pages with the information indicated.  

The Daily Developments link will open the 
What’s New - By Date page. This is the 
same page that is opened when the By Date 
selection in the Menu Column is selected. 
Please go to page 4 for more information 
about the What’s New - By Date page. 

Clicking on Weekly Summary will open 
the Accounting Research Manager page. 
This page has a list of recent activity. 
Most of the listings are not active links. 
However there are document icons that 
will open specific documents about the 
subject. 
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The Archive and Contact Us links near the top of the Accounting Research Manager page will 
cause the page to scroll to those sections of the page. The Archives section lists previous weeks 
activities pages and has links to open those pages. 

The Feedback link will open an e-mail page. If contact with the company is necessary, please 
contact the Business Library staff. The staff will perform this task. 

The What’s New Checklist link in the top section of the Quick Links section will open the 
What’s New Checklist Table of Contents page. This is the same page that is opened when 
Checklist is selected from the Menu Column. Please go to page 5 for more information about 
the What’s New Checklist Table of Contents page. 

Quick Links Section 
The Quick Links section is divided into five main groups with information displayed in 
columns. The main 
groups are 
Accounting , SEC, 
Auditing, Internal 
Controls and 
Government. The 
areas that are 
grayed out are not 
part of the 
Business 
Library’s 
subscription to this program. This includes the Auditing, Internal Controls and 
Government areas and 10-K Lookup in the SEC group. 
The Training group of links provides numerous links to other pages that offer different training 
opportunities. These training sessions are not scheduled through the Business Library. The 
Mason School of Business network does not support media presentations. In order to use these 
products you must schedule them yourself or download them to use on your personal 
equipment. 

Accounting 

The Accounting section has three columns with links. The first column has a general link to 
Accounting Standards.  

The Standards column has 
links to FASB, AICPA, EITF 
and IASB. The links in the first 
and Standards columns open 
the Contents - Accounting 
page, with the headings opened 
to the appropriate section. This 
is the same page opened when 
Accounting is selected from 
the Menu Column. Please go to 
page 8 for more information about the Contents - Accounting page. 
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The links in the Interpretations and Examples column open specific pages within the 
Accounting section. The Business Combinations, Compensation Arrangements, Derivatives 
and Hedging, Financial Assets and Liabilities, Disclosures Manual, Fair Values (FAS 157), 
Income Taxes (FIN 48), Leases, and Revenue Recognition, links open Table of Contents 
pages. These pages are similar in appearance and operation as the What’s New Checklists Table 
of Contents page. Please go to page 5 for more information about the What’s New Checklists 
Table of Contents page. 

The Checklists and More links open the Contents - Accounting page with the headings opened 
to the appropriate areas. Please go to page 8 for more information about the Contents - 
Accounting page. 

SEC 

The SEC (Securities & Exchange Commission) section has three columns with links. The first 
column has a general link to SEC 
Practice.  

The Standards column has links to 
Regulations S-X, S-K; Forms 10-
K, 10-Q; SABs; Sarbanes-Oxley; 
and PCAOB.  

The SEC Practice and PCAOB 
links open the Contents - 
Regulatory page, with the headings 
opened to the appropriate section. 
This is the same page opened when 
Regulatory is selected from the 
Menu Column. Please go to page 9 
for more information about the 
Contents - Regulatory page. 

The other links in the Standards 
column (Regulations S-X, S-K; 
Forms 10-K, 10-Q; SABs; and 
Sarbanes-Oxley) and the 
Regulation S-X, and Regulation S
-K links in the Interpretations and Examples column open Table of Contents pages. These pages 
are similar in appearance and operation as the What’s New Checklists Table of Contents page. 
Please go to page 5 for more information about the What’s New Checklists Table of Contents 
page. 

The Checklists link opens the Contents - Regulatory page with the headings opened to the 
appropriate area. Please go to page 9 for more information about the Contents - Regulatory 
page. 
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