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Note to Instructor

PURPOSE OF THIS BOOKLET

This guide is designed to accompany structured and guided ProFile training as provided by recognized learning institutions. It
also serves as a companion document to the PowerPoint presentation files to be used by teaching professionals. This
document is, therefore, focused in its scope and it is not intended as a self-study training guide.

CHAPTER COMPOSITION

Tax is all-encompassing. Software cuts a wide swath. Each in its own right can be presented and discussed at a
rudimentary level or all the way up to a granular level that digs deep down into the most arcane of discussions.
Put the two together and the range of discussion increases exponentially. As such, many chapters in this document
introduce features at a basic level or at a more advanced level. The hope is that, depending on your teaching
objectives, this guide will be able to help you meet your requirements.

ADDITIONAL RESOURCES

In addition to this document, Intuit provides numerous resources to accounting professionals. Refer to these sites to explore
additional tutorials and training opportunities:

e http://accountant.intuit.ca/professional-accounting/index.jsp
e http://profile.intuit.ca/professional-tax-software/index.jsp
e http://profile.intuit.ca/professional-tax-software/training.jsp




Introduction

Intuit ProFile Tax software is reliable and easy-to-use, and it offers sophisticated features that help tax preparers
experience a more productive tax season. The following paragraphs summarize the key components of Intuit
ProFile Professional Tax software

ProFile T1 imports and converts data created by competing software products. Whether you carry files forward
individually or in batches, you will find the process quick and convenient. Using ProFile’s WYSIWYG (what you
see is what you get) forms, you can view and edit federal T1 and Québec TP1 forms in either French or English.
You can also print all tax forms in either language at the click of a button.

ProFile T2 is designed for professional preparation of corporate tax returns in all provinces and territories. ProFile
T2 includes:
e Federal T2 returns, including T2 RSI (for 2006-2009 and earlier) and Corporation Internet Filing
e Provincial corporate tax returns for Alberta (including AT1 RSI), for Ontario returns with taxation
years ending prior to January 1, 2009 (including CT23 disk filing) and for Quebec (CO-17).
e Provincial capital tax returns for Manitoba, Saskatchewan and British Columbia

ProFile T3 prepares Trust income tax returns and supporting schedules, including T3 and TS5 slips that the trust
receives. Simply enter slip information on intuitive income-reporting screens and ProFile T3 automatically
transfers the amounts to the appropriate forms. ProFile T3 also integrates business and rental income statements.
In addition to T3 slips, the software allows you to prepare NR4 slips for non-resident taxpayers (including the
NR4 summary).

ProFile FX (Forms Expert) gives you more than 80 of the most commonly-used CRA forms which supplement
the form-sets in Intuit's other tax applications. Here are a few highlights of ProFile FX:

e Customizable options help you complete and file the forms you need.

e Automatic form selection facilitates form printing.

e Audit and review features help pinpoint potential errors

e Forms flexibility lets you print facsimile forms on plain paper or directly onto pre-printed CRA forms.
ProFile FX also prepares magnetic media files for T4, T4A, TS, T5018 and NR4 slips, as well as for the
RL1, RL2, RL3 and RL4.

e Import identification from an existing ProFile T1 or T2 data file minimizes potential data entry errors.




Benefits of Using ProFile

ProFile is powerful, efficient and secure tax software that helps you get your work done fast and efficiently.
Here’s how you benefit by using Profile:

e With phone, email or in-product live chat support, you have year-round access to knowledgeable
Canadian technical experts

e With its comprehensive set of forms and schedules, ProFile lets you handle just about every tax
scenario in any jurisdiction, including Québec

e  With a built-in auditor that runs up to 2,800 diagnostic checks of your tax returns, ProFile has your
back

e  Flexible Licensing means you can install ProFile on more than one personal computer without having
to pay additional licensing fees

e Work with QuickBooks? So does ProFile! There’s no need for manual data entry because you can now
export data from QuickBooks directly into ProFile

Plus, with ProFile you enjoy a consistent level of advanced features that include:

e Customizable client correspondence
e Database queries and reporting
e Online tools to quickly and easily stay in touch with your clients
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Learning Objectives Additional Resources

This document provides numerous resources to accounting
professionals. Refer to these sites to explore additional tutorials and
training opportunities:

At this chapter’s conclusion, students will understand:

http://profile.intuit.ca/professional-tax-software/index.jsp

e The history of taxation

*  How tax dollars are raised and disbursed http://accountant.intuit.ca/professional-
e The role of the Canada Revenue Agency (CRA) accounting/index isp

e A taxpayer’s filing options '

e Taxpayer responsibilities

L]

L

How to get information to help you file a tax return

How to access and use CRA electronic services o )
http://profile.intuit.ca/professional-tax-

software/training.jsp
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Chapter 1 All About Taxation

WHAT ARE TAXES?

Taxes are a mandatory payment made by individuals and corporations to government. Tax is levied upon various
transactions that include income, property, and sales. Taxes are used to support the government, and the programs
and services it provides.

Different levels of government collect tax. For example, in Canada individuals pay:

e federal taxes used for programs such as National Defence, Old Age Security, Canada child tax benefit, and
transfers to provinces and territories

e provincial and territorial taxes used for services such as bridges and highways, education, hospitals, and
wildlife conservation, and

e municipal taxes for services such as police, ambulance and fire services, libraries, parks and playgrounds,
public transportation, and garbage and recycling collection

Without a tax system, government would not have the revenue it needs to provide key services. Citizens support
the tax system by paying their fair share of taxes. In return, they benefit from the programs and services provided
by the government.

How are your tax dollars spent?

Many of the benefits you enjoy today are made possible through taxes. The government collects taxes to pay for
the facilities, services, and programs that it provides. Canada's tax system contributes to programs and
disbursements that include:

roads

public utilities

education

health care

economic development
cultural activities

defence

law enforcement, and

other programs and services

Tax revenue also helps redistribute wealth to benefit lower-income families, students, seniors, and people with
disabilities. Tax revenue funds social programs such as:

old age security

employment insurance

Canada child tax benefit
universal child care benefit, and
working income tax benefit

The tax system also supports businesses and boosts the economy in other ways.




Here is the Canadian government’s distribution of expenditures for the 2017-2018 fiscal year.

Composition of Expenses for 2017-18

Major transfers to
persons
28.2%

Major transfers to
other levels of
govemment
21.2%

Other transfer
payments
14.2%

Public debt charges
6.6%

Other direct program
expenses
29.8%

Note: Numbers may not add to 100% due to rounding.
Sources: Public Accounts of Canada.

More information on government expenditures for 2017-2018 is contained in the Annual Financial Report of the Government
of Canada. https://www.fin.gc.ca/afr-rfa/2018/report-rapport-eng.asp# Toc525903642




Characteristics of a tax system

A tax system is defined by six characteristics:

the source (who pays the tax)

the tax base

the rates to be applied to the base

general exemptions

general deductions, and

other measures, such as how tax is to be paid

AP

These characteristics determine how much revenue is produced, how fair the tax system is, and its ability to produce
economic growth.

A tax system needs to benefit all, and it should be flexible, so the government can use it to achieve specific social
and economic objectives. Finally, the process for administering the tax system has to be practical, efficient and fair.

In Canada, the federal government follows these guidelines when it develops new tax legislation:

o Fairness - the tax system needs to ensure that all taxpayers share the tax burden equally. People with similar
financial circumstances should receive the same tax treatment. In other words, all high-income earners
whether they are individuals or corporations, should pay their fair share of tax. Also, similar products should
be subject to the same rate of sales tax

¢ Stability - the federal government needs a stable and dependable source of tax revenue, so it can manage
the country's economy

¢ Canadian priorities - the tax system helps meet the national/provincial/territorial and economic needs that
are priorities for most Canadians

e Consultation - the federal government is committed to consulting Canadians before making final
legislative proposals for tax amendments

Canada's tax system has evolved over many years to accommodate the needs of an increasingly complex society.
However, the guiding principle has always been the same: our elected Parliament must have ultimate control over
tax legislation.

Canada's tax system is based on the self-assessment principle, which means that taxpayers complete their tax return

each year to report their income and to calculate whether they owe tax or receive a refund. It is considered the most
economical and efficient way to collect income tax.

An abridged history of tax

Many people assume that taxes are a recent development and that our ancestors did not have to pay them. This,
however, is not the case.

Of course, in the past, people did not always pay with money. Instead, most paid their tax bill with goods they
produced or raised, such as grain, fish, minerals, or animals.




History of taxes in the world

Tax as we know it today, existed in various forms in different societies throughout civilization. Kings, queens,
chiefs, rulers, and people in authority were responsible for imposing and collecting taxes from the people they ruled.
What was taxed, when it was taxed, and how much tax was imposed varied from society to society.

The French and Latin of the 13th century were credited with the first use of a word similar to tax. The French had
Taxer and the Latin used Taxare to describe the following tasks: to estimate, to assess, or to access repeatedly.

Canadian taxation before Confederation

The colonial governments collected taxes and sent them to the two mother countries, England and France. The
colonial governments usually collected revenue by charging customs duties. In 1650, Louis XIV of France imposed
the first recorded tax in Canadian history—an export tax of 50% on beaver pelts and 10% on moose hides that were
leaving his colonies.

In 1867 The British North America Act was passed, allowing the Canadian government to raise money by taxation.
Over the next 50 years, the federal government used only indirect taxes such as customs duties and excise taxes to
raise the money it needed. Direct taxation was only levied in the four Canadian provinces of Ontario, Quebec, Nova
Scotia, and New Brunswick.

The Fathers of Confederation divided the governmental responsibilities of this new country between the federal and
provincial governments. The most expensive areas of responsibility—railways, roads, bridges, and harbours —were
the responsibility of the federal government. The provincial governments were responsible for education, health,
and welfare.

Canadian taxation after Confederation

On August 4, 1914 Britain declared war on Germany and, as a British colony, Canada joined Britain in the Great
War. The pressures of financing World War I soon brought major changes to the Canadian tax system.

In 1916 the Canadian government used a new method of direct taxation by imposing a corporation tax known as
the business profit war tax. It affected corporations only if their profits were more than a certain percentage of their
invested capital. Although this was not income tax as we know it today, it was a milestone in the history of Canadian
taxation.

It was in 1917 that the federal government, led by Sir Robert L. Borden, introduced the Income War Tax Act. "1
have placed no time limit upon this measure . . . a year or two after the war is over, the measure should be definitely
reviewed," stated Sir Thomas White, Minister of Finance.

In July 1917, the federal government imposed a general tax on corporate and personal income that was collected by
the Department of Finance.

Other key changes to the Canadian tax system included:

1927 - The Department of National Revenue was created.

1952 - For the first time, the Department of National Revenue became involved in an area other than income tax
when it began to collect old age security tax on personal and corporate income. The department assessed this tax

under the Old Age Security Act.

January 1, 1991 - The federal government replaced the federal sales tax with the goods and services tax (GST).




May 2007 - The Government of Canada introduced the Taxpayer Bill of Rights, which outlines what a taxpayer
can expect from the CRA.

Common Canadian taxes

In Canada, there are various taxes, tariffs, and duties. In this section, we will briefly explain the following common
Canadian tax and salary deductions:

income tax;

employment insurance (EI) premiums;

Canada Pension Plan (CPP) contributions;

provincial sales taxes (PST); and

goods and services tax/harmonized sales tax (GST/HST).

Source deductions
All individuals pay income tax to the federal, provincial, and territorial governments. The amount of income tax is
based on the taxable income (total earnings minus allowable deductions) earned during the tax year.

Income tax is collected in various ways. The most common method, commonly called Source Deductions, sees
employers deduct income tax from each employee’s pay cheque and remit it directly to the Canada Revenue Agency
on the employee’s behalf.

If an employee did not have enough tax deducted through source deductions, she may have tax owing when she
files her tax return. Individuals who regularly have a balance owing may have to pay their income taxes by
instalments.

Employment insurance (EI) provides temporary financial assistance to unemployed Canadians who, through no
fault of their own, have lost their job. EI, therefore, assists them while they look for work or upgrade their skills.
Canadians who are sick, pregnant, or caring for a newborn or adopted child, as well as those who must care for a
family member who is seriously ill with a significant risk of death, may also be assisted by EI.

Like income tax, EI premiums are deducted at source by an employer from an employee’s wages. In addition to the
amount deducted on an employee’s pay cheque, employers also contribute to the EI pool, usually at a rate of 1.4
times the amount deducted from all employees.

The Canada Pension Plan (CPP) provides contributors with a stipulated amount when they lose income because
of retirement, death, or disability. In the event of death, the plan provides benefits to the contributor's survivors.
With very few exceptions, every employed person in Canada over the age of 18 pays into the Canada Pension Plan.
CPP, as with income tax and employment insurance, is also deducted by an employer at source. In addition,
employers also contribute to CPP at a rate equal to the amount deducted from all employees. For employees in
Quebec, the employer deducts Quebec Pension Plan (QPP) contributions instead of CPP contributions.

Refunds
It can happen that an individual is entitled to a refund of the taxes that were deducted at source. Refunds can be
triggered if an individual:

¢ had too much tax withheld during the year
¢ paid more tax instalments than necessary, or




e is entitled to claim more refundable tax credits than the total taxes paid. Examples of these credits include:
o Canada Pension Plan (CPP) overpayment;
o employment insurance (EI) overpayment;
o working income tax benefit (WITB); and
o provincial or territorial credits, which vary depending on the province or territory where you live.

In addition to getting a refund, individuals may also want to file an income tax return to receive certain credits and
benefits paid throughout the year, or to report amounts that can reduce the amount of tax that must be paid in the
future.

Other taxes

Provincial sales tax (PST) is a tax that most provinces levy on the sale of goods and services. PST is generally
added to the sales price of an item being purchased. The items that are taxed and the tax rate vary from province to
province.

Goods and services tax (GST) is a federal tax that is charged on the sale of most goods and services in Canada at
a consistent rate of 5%. It is important to note that the federal government, though, does not tax essentials such as
groceries, prescription drugs, residential rent, health care and dental care.

In some provinces, the GST is combined with the PST and the two are collected together at a combined rate. This
is known as harmonized sales tax (HST).




About the Canada Revenue Agency (CRA

The CRA’s mission is to administer taxation and related programs, and to ensure compliance on behalf of
governments across Canada, thereby contributing to the ongoing economic and social well-being of Canadians. It
does this by:

collecting taxes and administering tax laws for the federal government and most provinces and territories
delivering credit and benefit programs to Canadians such as:

o Canada child benefit (CCB)

o goods and services tax/harmonized sales tax (GST/HST) credit, and

o working income tax benefit (WITB)
collecting Canada Pension Plan (CPP) contributions and employment insurance (EI) premiums, and
administering Canada's international tax agreements with other countries

In carrying out its mission, the CRA affects the lives of many Canadians on a daily basis.

Getting information from the CRA
The CRA offers all of its services, (including Internet, telephone, and correspondence services), to Canadians in
both official languages.

CRA Web site
The CRA Web site https://www.canada.ca/en/services/taxes/income-tax.html is a valuable resource if you need tax
information, or information on programs and services.

The best way to navigate the site is to start in the section for Individuals. Menus throughout this section offer
information sorted by topic or client group (such as information for students or employees).

Forms and publications

CRA guides, forms, pamphlets, interpretation bulletins, information circulars, and other publications, provide
details on tax topics and can help you to understand the tax system. To get forms and publications, go to
https://www.canada.ca/en/revenue-agency/services/forms-publications.html or call 1-800-959-8281.

If you are blind or partially sighted, you can get publications in braille, large print, e-text, or MP3 by going to
www.cra.gc.ca/alternate. You can also get publications and personalized correspondence in these formats by calling
1-800-959-8281.

Here are some examples of the programs administered by the Canada Revenue Agency (CRA):

Goods and services tax/harmonized sales tax (GST/HST) credit
The GST/HST credit is a tax-free quarterly payment that helps individuals and families with low or modest incomes
offset all or part of the GST or HST that they pay.

If you turn 19 before April 1, 2019, you can apply for this credit on your 2018 income tax and benefit return. You
have to file a return to apply, even if you have no income.




Examples of CRA programs

Canada child benefit (CCB)

The government’s 2016 budget introduced the Canada Child Benefit, a key initiative of the Government to
strengthen the middle class and help those working to join it. There is no need to apply if you already receive
child benefits, but you and your spouse or common law partner have to file a tax return every year to continue to
receive it.

The Canada Child Benefit is:

simple — most families receive a single payment every month

tax-free — families don't have to pay taxes on payments received when they file their tax returns

targeted to those who need it most — low and middle-income families get higher payments, and those with the
highest incomes (generally over $150,000) receive less than under the previous system

generous — on average, families benefitting from the CCB receive about $6,800 in CCB payments annually.

o Find out if you are eligible for benefits and credits

ad

Married or common- Single with Married or Single and 19 or
law with children children under common-law older with no
under 18 years old 18 years old with no children children
Canada child benefit Yes Yes No No
Goods and services Yes Yes Yes Yes
tax/harmonized sales tax
(GST/HST) credit
Provincial and Yes Yes Yes Yes
territorial

benefits and credits

Tuition amounts
The tuition, education, and textbook amount is a non-refundable tax credit available to students to reduce the amount
of income tax they have to pay.

If you do not have to pay tax, you can carry forward or transfer all or part of your unused tuition, education, and
textbook amounts. To carry forward the credit to use in a future year, you must file a tax return and attach a
completed Schedule 11.

Registered retirement savings plans (RRSPs)

Money that you contribute to an RRSP can be used to reduce the amount of tax you have to pay.

The amount of RRSP contributions that you can deduct on your tax return is determined by your RRSP deduction
limit. This is often called your "contribution room".




The RRSP deduction limit is calculated based on the income you report on your tax return and on the carry-forward
of unused amounts from previous years.

You may want to file a tax return to begin building up your RRSP contribution room and have a greater deduction
limit available for use in future years.

CRA electronic services

The CRA's electronic services are quick, easy and secure, and they allow you to view, change and manage your
personal tax information. Some of the most widely used services are:

Child and family benefits calculators — Estimate the amount of CCB, GST/HST credit and other provincial and
territorial benefits that you may be entitled to receive.

Direct deposit — You can have your income tax refund, CCB, and GST/HST credit deposited directly into your
account at your financial institution in Canada.

Electronic payments — Make your payment online using the CRA's My Payment service or using your financial
institution's telephone or Internet banking services.

My Account — This is a secure, convenient, and time-saving way to access and manage your tax and benefit
information online, seven days a week. If you are not registered with My Account but need information right away,
use Quick Access to get fast, easy, and secure access to some of your information.

Tax Information Phone Service (TIPS) — For personal and general tax information by telephone, use the
automated service, TIPS, by calling 1-800-267-6999.

How the CRA gets information
The CRA not only gets information from your tax return, but from other sources as well. Other individuals and
organizations have a responsibility to report payments and send deductions to the CRA. They include:

employers;

financial institutions;

other organizations that pay interest or dividends; and
those making payments to non-residents of Canada.

Compliance with tax laws
The CRA is responsible for collecting taxes owed and for discouraging tax avoidance. To do this, CRA may carry
out a more detailed post review after your tax return has been assessed.

Review of your tax return

Each year, the CRA conducts a number of review activities that promote awareness of, and compliance with, the
laws it administers. These reviews are an important part of maintaining the integrity of and Canadians' confidence
in the Canadian tax system.

Three of CRA review programs are the:
e Pre-assessment review program
e Processing review program, and
e Matching program




Under these programs, CRA compares the information on a tax return to that provided by employers or financial
institutions. By reviewing a number of deductions and credits on the return, CRA ensure that various income
amounts have been correctly reported.

If the CRA makes changes to your return after a notice of assessment has been sent, they will send you a notice of
reassessment that explains any changes.




Filing a Tax Return

If you earned income during the year you have to complete an income tax return and send it to the CRA. Generally,
income tax returns are due by April 30, and the CRA begins processing returns in mid-February.

The Income Tax and Benefit return is the form you use to report income and to apply for benefits such as the Canada
child tax benefit (CCTB), the goods and services tax / harmonized sales tax (GST/HST) credit, and the working
income tax benefit (WITB).

The T1 General, Income Tax and Benefit Return covers all tax situations. It is available by going to
https://www.canada.ca/en/revenue-agency/services/forms-publications.html

Filing options

The CRA encourages all Canadians to file their taxes electronically. Electronic filing helps to reduce costs, achieve
greater accuracy and faster processing, and it also is environmentally friendly. The CRA's electronic tax-filing
services are known as NETFILE and EFILE.

NETFILE is a fast, easy and secure service that allows you to send your return directly to the CRA from mid-
February to the end of November using the Internet. Internet-filed returns must be prepared using one of the
commercial tax preparation software packages or Web applications certified by the CRA to meet its system
requirements. Intuit’s TurboTax is an example of a CRA-approved software package.

EFILE is an automated system that allows registered electronic tax-filing service providers (professional
accountants and tax preparers) to send income tax information to the CRA electronically. To use this service, an
individual must take her documents to a tax preparation service provider who will prepare the electronic return,
using software such as Intuit’s ProFile, and send it to CRA under its EFILE system.

Using CRA’s T1 General, Income Tax and Return form, individual taxpayers can also prepare their own tax return
and mail it to their CRA tax centre. Because it is a manual process, calculating the correct amounts on the tax return
can be a complex process, and the probability of omissions and errors is very high.

Here is the first page of CRA’s T1 General, Income Tax and Return as it would appear if it were hand-written. We
will explore this form in more detail in Chapter 4.




Protected B when completed

Bl 5505 e Sgmar T1 GENERAL 2017
Income Tax and Benefit Return

Step 1 - Identification and other information

Identification Information about you
Print your name and address below. Enter your social insurance
et st number (SIN): 4,4, 4444 4,42
irst name and initial 4.4, 4 4 4 4|
; Year  Month Day
Mananne Enter your date of birth: 1,9,7,9/1,2/2,7
Last name - >
3 Your language of correspondence: nglish rangais
St-Laurent Votre langue de correspondance :
Mailing address: Apt No. - Street No. Street name
12 Main Street Is this return for a deceased person?
POBox AR
If this return is for a deceased Year  Month Day
person, enter the date of death: | ) |
City Prov./Terr Postal code 1 L L
Aytown ON| |M4,A|1,A2]

Tick the box that a

Email address

1 understand that by providing an email address, | am registering for online mail
I have read and | accept the terms and conditions on page 17 of the guide.

Enter an email address: m123@me.co

1] Married 2] Living common-aw 3 [_] Widowed

4[] Divorced 5[] Separated 6 X Single

Information about your spouse or
common-law partner (if you ticked box 1 or 2 above)

Information about your residence
Enter your province or territory of Enter his or her SIN: |
1,2017.

residence on 3

Enter the province or territory where EAEC I s

you currently reside if it is not the

Enter his or her net income for 2017
same as your mailing address above: T el ek
If you were self-employed in 2017,

enter the province or territory of Enter the amount of universal child care

self-employment: benefit (UCCB) from line 117
of his or her retum:

If you became or ceased 1o be a resident of Canada for income tax purposes Enter the amount of UCCB repayment

in 2017, enter the date of: from line 213 of his or her retum:
SO Mot Dey Tick this box if he or she was self-employed in 2017: 10
entry | | or departure |
Do not use this area | | | | | ]

M Elections Canada (For more information, see page 19 in the guide.)

A) Do you have Canadian CtIZENSHIP?. .. .. ... iu ittt ittt e et i Yes @1 No| |2

If yes, go to question B. If no, skip question B.

B) As a Canadian citizen, do you authorize the Canada Revenue Agency to give your name, —
address, date of birth, and citizenship to Elections Canada to update the National Register of Electors?. .......Yes @ 1 No| |2

Your authorization is valid until you file your next tax return. Your information will only be used for purposes permitted under the Canada
Elections Act, which include sharing the information with provinciallterritorial election agencies, members of Parliament, registered
political parties, and candidates at election time.

After you file

It usually takes about four to six weeks to process paper returns and two weeks to process returns filed using
NETFILE and EFILE.

After the CRA processes a tax return, the agency will send you a notice of assessment showing any changes or
corrections made (such as identifying and correcting a math error). The notice will indicate that you either are
entitled to a refund or that you have a balance owing.

If you overpaid your taxes during the tax year, the CRA will issue a refund cheque attached to your notice of
assessment, or it will directly deposit the funds into your account at a financial institution in Canada.

On the other hand, if you have a balance owing because you paid less taxes than you should have, and you did not
attach the payment to your return when it was filed, the notice of assessment will contain instructions on how to
pay the balance owing to avoid any interest charges.
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Taxpayer Roles and Responsibilities

As a taxpayer, you have certain obligations. You are responsible for:

filing an income tax and benefit return by the deadline

paying the correct amount of tax

giving the CRA the necessary information to assess your return

giving the CRA up-to-date information, in order to receive accurate benefits, and to avoid unnecessary
delays in sending the benefits, and

e getting help when necessary

Self-assessment

Earlier in this chapter, we learned that Canada has a self-assessment tax system. This means that taxpayers
complete their tax return to report their annual income and to calculate whether they owe tax or are entitled to
receive a refund.

Under the self-assessment system, Canadian residents and non-residents with Canadian income are responsible
for making sure they have paid their taxes according to the Income Tax Act (the Act). Income and deductions are
listed on the income tax and benefit return so both the taxpayer and the CRA can calculate the taxes the taxpayer
has to pay.

In this way, taxpayers can check to make sure they are receiving fair and equal treatment under the Act. At the
same time, the CRA can properly administer the tax laws.
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Chapter 1 Quiz

Question 1: True or False: Taxes are a new concept and have only been collected since 1950

Correct answer is False

Question 2: The tax revenue collected by the government is used to:

Transfer funds amongst the provinces

Pay interest on the public debt

Pay for programs such as national defence
All the above

COowp

Correct answer is D

Question 3: True or False: Goods and services tax (GST) is applied to all goods and services sold in Canada

Correct answer is False

Question 4: True or False: If you are 18 years old or over and working, you may have to make contributions to
the Canada Pension Plan

Correct answer is True

Question 5: True or False: The Canada Revenue Agency is responsible for creating all of the tax laws in Canada

Correct answer is False

Question 6: True or False: If you do not owe income tax, you do not have to file a tax return

Correct answer is False

Question 7: The various types of taxes include which of the following?

Income tax
Provincial sales tax
Federal sales tax
All the above

COowp

Correct answer is D
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Question 8: True or False: The term Source Deductions is used to describe amounts that employers deduct from
their employees’ pay cheques

Correct answer is True

Question 9: The Canada Revenue Agency’s mission is to:

Collect taxes and administer tax laws on behalf of the federal government

Deliver credit and benefits programs such GST/HST credits

Collect Canada Pension Plan (CPP) and Employment Insurance (EI) premiums from taxpayers
All the above

COowp

Correct answer is D

Question 10: As a taxpayer, your role and responsibilities include:

Filing an income tax return

Giving CRA the necessary information so that it can accurately assess your tax return
Use a self-assessment method to report and remit the correct amount of tax

All the above

COowp

Correct answer is D
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Learning about

e v, Chapter 2: Installation & Set Up

2018/19
Learning Objectives Additional Resources
At this chapter’s conclusion, students will understand: This document provides numerous resources to accounting
e How to install and activate ProFile professionals. Refer to these sites to explore additional tutorials and
e How to manage ProFile licenses training opportunities:
e How to set up EFILE credentials
e How to use ProFile’s Options menu http://accountant.intuit.ca/professional-

accounting/index.isp

http://profile.intuit.ca/professional-tax-software/index.jsp

http://profile.intuit.ca/professional-tax-
software/training.isp
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25



Chapter 2 Installation and Set-Up

A Proper Setup

With its multifaceted installation options and its depth of features, it is important to fully grasp the various ways
you can install and set up ProFile. The options discussed in this chapter range from a set-up for a one-person tax
office to a large-scale set-up for a team of tax preparers. No matter the scenario, the objective remains the same:
maximizing efficiency and understanding the needs of the tax preparer(s) who will be using ProFile.

Before diving into the various installation options, it is important to note the following specifications and system
requirements:

ProFile Specifications

e Internet connectivity is required for licensing and auto-update
Windows servers software is not supported
Network/workstation install UNC path is not supported
.NET 4.5.2 installation & registration are required
Apple products are not supported

System Requirements
e Processor: 1GHz or faster processor
0OS: Windows 10™ recommended. Windows 8.1 ™ or Windows 7 ™ with service pack 1
Memory: 4 GB or higher
Hard Drive: 3 GB for installation
Printer: Windows compatible
Display: 1024 X 768 minimum resolution; 16 bit or higher colour
Internet: IE 11 or higher and high-speed connection

Other: eReview feature requires a MAPI email client and a PDF reader application (for example:
Adobe PDF Reader®), Microsoft .NET framework 4.5.2

SINGLE-USER INSTALLATION

This sequence of instructions explains how to install ProFile on the local (C:\) drive of your personal computer:
e Start by visiting ProFile’s website (profile.intuit.ca) and download the gpsetup.exe file

4

gpsetup.exe

e Double click gpsetup.exe and follow the installation prompts
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ProFile - InstallShield Wizard X

Welcome to the InstallShield Wizard for ProFile

The InstallShield Wizard will install ProFile on your computer. To continue, dick Next.

frscalZhisld <o [ o] [T conce

e During installation, make sure that you choose the Program Files folder of your local drive (usually
drive C:\) as the file destination

e Follow the prompts to complete the installation

ProFile - InstallShield Wizard X
Choose Destination Location
Select folder where setup will install files.
Install ProFile to:
. C:\Program Files (x86)\ProFile\ ' Change...
PROFILE
o P g [ [pes| O |

ProFile activation

Once installed, you activate ProFile by entering your license information.




e Launch ProFile
e In the window that opens, enter your software Product Code and License Key

\/ 4 ProFile License Activation X

INTUIT ProFile

Activate ProFile

To activate ProFile, please enter your Product Code and License Key.

Product Code License Key

Activate

Where do | find this information?

Finding your licensing information
Read on if you’re not sure where to find the licensing information required for the window above.
e After purchasing ProFile, you will receive an emailed receipt containing the product information to be
entered in this window
e If you purchased ProFile through Intuit’s Web Store, you will find the codes at the very bottom of the
receipt

ProFile Québec Tax Suite License (1-4) 1 $325.00 $325.00

Required to activate your product(s):
Product Code: 496-998

License Key: 5612018834-

Sub-total: $2,355.00

If you placed your order by telephone, the codes will appear in the Order Details section

ORDER DETAILS

Quantity ItemId Unit Price  Ext Price

1 423452 $1,680.00 $1,680.00
FR PROFILE TY14 QUEBEC SUITE

1 423522 $325.00 $325.00
FR ProFile TY14 Quebec Suite License (1-4)

Required to activate your product:
Product Code:496-998 License Key:9059-8678-95 2}

e After entering the license and activating the software, a green checkmark will appear indicating that the
product is ready to go.
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v 4l ProFile License Activation X

INTUIT ProFile

Success!
You're All Set.

Quick Tips:

Free ProFile training
Tips & Tricks
Community Forums

Please try ProFile Review

You can access online features by clicking on the icon in the top bar.

Managing Your Licences

e Keeping track of your ProFile licenses is an easy yet important part of the installation and set-up
process. Start by clicking Help > Manage Licenses

Help
ProFile Help F1
I What should we build next? H
QuickStart...

Support >
Live Chat

Live Community

Privacy Policy

License - [m] X

You are currently licensed for

-T2
- T2 License Expires on 2019-12-31
T3 T3T3/TP646 License
FX  FXFX/Q License

'Add New License ’

e Ifyou purchased additional licenses or modules (T2, T3, etc.) click on Add New License
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License

You have the following active license(s). For assistance, please call Customer Care at 1-800-452-9970 or visit Intuit Technical Support.

Product Code License Key Expiry Date E:r T T2 T3 FX +T2-EF
807749 7353 2019-12-31 2018 TRIAL TRIAL TRIAL TRIAL

818235 7080"**** 2018-12-31 2017 Lic+QC Lic Lic+QC Lic+QC

818902 5015 2017-12-31 2016 Lic+QC  |Lic Lic+QC | Lic+QC

o Enter the new Product Code and License Key

4 ProFile License Activation

Activate ProFile

To activate ProFile, please enter your Product Code and License Key.

Product Code License Key

Product Code License Key

Where do | find this information?

OnePay customer? > | Free Trial Activation > | 2011 or older license? >

e To remove licenses—those that are old or outdated, for example—return to the License window, select

the license to remove

o  Click on Delete Selected License a1

License

You have the foll active For please call Ci Care at 1-800-452-9970 or visit
Intuit Technical Suoport.

Product . Expiry Tax

Cod License Key Date Year m T2 T3 FX +T2-EF
818902 8158 20171231 [2016  [LictQC Lic  LictQC LictQC

818902  |5015™ 20171231 [2016  |Lic+QC Lic  LictQC LictQC |

This license code is inactive, because itis overridden by the other license cod

Add New License

a Delete Selected Li
d




PROFILE WORKSTATION INSTALLATION

In a network environment, where an office has multiple tax preparers, you may not want to install ProFile on each
individual computer. In other words, you’ll want a workstation installation. Here’s how to do it:
e Ensure that your network is properly setup and configured. You may require an IT professional or
Network Administrator for guidance on how to best proceed with this setup
e Perform a full installation of ProFile on the server and restart the server
e From the workstation, map the drive in which ProFile was installed by following these steps:
e Click on Computer, then choose Map network drive

Q\; &y Computer » v|4é
Organize » System pecperties Uninstall o change a program Map network dive Open Contn|
¢ Favorites # Hard Disk Drives (1)
I Desktop Local Disk (C2)
& Downloads C em——
Recent Places ca oo -

o Enter the address of the server by browsing to the target location (example: G:\my-server)

-

==
) Q@ Map Network Drive

What network folder would you like to map?
Specify the drive letter for the connection and the folder that you want to connect to:
Drive: Z -
Folder: v Browse...

Example \\server\shace

¥ Reconnect at logon

Connect using different credentials
hat 304 a0 yse to store vour documents and pictures,
Cancel

e In the mapped network folder where ProFile was installed, right-click on Workstation Install and select
Run as administrator

e Follow the installation wizard

o  When completed, a ProFile Workstation icon will appear on the workstation’s desktop

Configuring Your Workstation Licenses

There are two ways to configure workstation licenses. The first method is to configure the license codes for all
users. Modify the startup.ini file that is installed on your network server where ProFile is installed. The startup.ini
file has the following format:
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[License]
ProductCode=
Code=
Name=

To have a common code used by all client computers, enter the ProFile product code after ProductCode= and
enter the license key after Code=

The second method is used when your system administrator wants to limit individual users to specific
modules.

Under this method every user has their own access code (instead of everyone using the same
centralized code). It is recommended to leave the startup.init file in the location where ProFile is
installed

After you update the registry and complete the installation process, you are now configured to use
ProFile. To run ProFile next time, double-click the ProFile icon that was created on your desktop or
select ProFile from the Start menu.

PROFILE FLEXIBLE LICENSING

If you have more multiple computers and need to access ProFile from any one of them, then Flexible Licensing is
for you. Flexible Licensing temporarily suspends a ProFile license on one computer and activates that same
license on another computer. With Flexible Licensing, there’s no need to constantly delete the license on one
machine and then enter it manually on another machine.

To enable this feature, click the Help menu and then select Configure Flexible Licensing

Help

About

ProFile Help F1 L
= What should we build next?

QuickStart..

Support

Live Chat

Live Community
Privacy Policy

Configure Flexible Licensing

Send Feedback

Click Enable flexible licensing on this computer then select the mode of your choice. You can choose a
Manual mode that requires you to confirm you would like to suspend the license on a given computer,
or you can choose an Automatic mode that will suspend and activate the licenses for you. We
recommend choosing Automatic mode

After choosing your option, click Save
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/4l ProFile Flexible Licensing Settings X

INTUIT ProFile

Flexible Licensing Settings

You can update your settings for Flexible Licensing below. Click save to update your settings.

Flexible licensing temporarily suspends a ProFile license on one computer in order for the license to be
activated on another computer. Learn More. Learn More

Enable flexible licensing on this computer

) Manual - This option will require you to confirm that you would like to suspend your ProFile
licenses when you close ProFile.

Pick one

Prompt me every time when | close ProFile (@) Don't prompt me. Il do it manually.

® Automatic - This option will automatically suspend and activate your licenses when you
open and close ProFile.

You can access these settings by clicking the Help > Configure Flexible Licensing menu item above.
Please Note: In order for this functionality to work your computer must be connected to the internet.

e In automatic mode, ProFile will confirm your computer’s license status whenever you log in and out of
the application

Your licenses have been enabled on this computer.

Welcome back!

Your licenses have been successfully suspended on this
computer.

See You Later!

ProFile will now close ..

Maximum license warnings

When activating a ProFile license, you may see this warning: ProFile has been activated the maximum number of
times permitted for this license. This message appears either because a license is being used more times than there

are units available for use, or because it was not removed from an older machine before being transferred to a new
one.
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What’s a unit? If you purchased one license, you will receive an extra license unit for an unforeseen situation that
may trigger the need to reactivate your license. This means you have two units available. If you then try to
activate your license on more than two computers, you will receive the “Maximum activation error” message
described above.

To correct this issue, try deleting a license from an unused computer before activating it on a new machine.

e On the old machine, open ProFile and click Help > Manage License
e Click on Details B

4 PROFILE

File Goto Form Options EFILE Online Training Window Help

v 3 '\‘ v b q v ProFile Help F1
What should we build next?
QuickStart...

Support >
Live Chat
Privacy Policy

Suspend Licenses

Configure Flexible Licensing License — O X
Manage Licenses %

Send Feedback You are currently licensed for

About

m

T2

T3
FX

T1TI/TP1 License

T2License - Expires On 2018-12-31
T3 T3/TP646 License

FXFX/Q License

Add Now Licanse F

o (Click the license you’d like to delete. ProFile displays a message that the license is valid and active
e So that you can enter it on the new machine, make note of this license a

e Click on Delete selected license to deactivate ProFile on the old machine B
*  You can now activate the license on your new computer

License X
You have the active For please call Customer Care at 1-800-452-9970 or visit
Intuit Technical Suoport
Product . Expiry Tax
+T2-]
Code License Key Date Year m 12 T3 FX T2-EF
2018-12-31 2017 LictQC Lic LictQC LictQC
1 " - . 2017-12-31  |2016 LictQC Lic LictQC Lic+QC

Add New License This license code is valid and active.
Delete Selected Li
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In this section, you will learn how to quickly set up the minimum number of options that are required to get
ProFile up and running. Once these options are enabled, you can immediately begin working in ProFile.
Later in this chapter, we will describe how to delve into more advanced and more sophisticated options.

EFILE Options

Every professional tax preparer receives bespoke EFILE credentials from CRA. It is important, therefore, to enter
and save those credentials in ProFile. Follow these steps to record your credentials:
e Click EFILE > Options

o In the left-hand window, click EFILE Internet [l
e Enter your On-line Number and EFILE password as provided to you by CRA a

Electronic Filing Options ? X
General LCRA |dentification
T o N
EFILE On-Line Number |D9331 EFILE Online Password _“"””“
Common (Case Sensitive) 2
EFILE Internet Options
g | ntenet Retain EFILE Log
T2 EFILE [C] Prompt for Session Type before connecting to CRA
T2AT1 Net File N Show Print Prompt at End of Session
T2 C0O-17 Intemet Filing ] Enable EFILE service
T3/FX

Transmitter
Contact information
MRQ Slip Numbers
Intemet File

T1/TP1 Wizard Cancel Help

e In the same window, select 72 EFILE and you should see your credential appear there as well

Electronic Filing Options ? X
General CRA Identification
m EFILE Number 41339 EFILE Password [ Y
Common (Case Sensitive) g
EFILE Intemet EFILE Directory
= lI:.\Usels\MichaeI\Documents\My ProFile Data\T2 Retumns\EFILE ] Browse...
% EFILE Web Service (For Technical Support Only)
T2 C0O-17 Intemet Filing (® Default
T3/FX OURL
Transmitter

Contact information
MRQ Slip Numbers
Intemet File

T1/TP1 Wizard Cancel Help
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Environment Options

Under the Options menu, you will find a host of ProFile preferences. While all preferences are arguably
important, there are some that are considered mandatory. Here, therefore, are the options you should set under a
basic scenario.

It’s important to note that if you’re unsure about the functionality of any option, click the Question Mark icon at
the top right of the Environment window and then click on any function. ProFile will then display tab-specific,
context-sensitive help that will guide you in configuring your settings.

nvironment Options ?

Edt  Display File  Preparer Discounter Trustee Audit System HyperDocs PDF  Notifications

Office Info Setup wizard

File Tab

e Click Options > Environment and then select the File tab.

e Under the File tab, ProFile lets you set and/or confirm the default location for all your tax files. By
default, Profile creates a general folder called My ProFile Data and, within that folder, ProFile
establishes sub-folders to store files for each specific tax year and module (for T1, T3 and FX files).
Unless you have specific file-location requirements (a server environment, for example), you should
accept ProFile’s default folder settings.

Environment Options ? X
Edit Display File  Preparer Discounter Trustee Audit System Security HyperDocs PDF ¢ *
Preferences
[V Multiple Open Files [V Keep Backup
[V] save Desktop [ Allow Password
[V] Save Prompt [V] Update Documents Folder
["1Esc Closes Window "I Discounter Info Dialog
["]File Protection ["IFile Verification
Maximum Open Tabs [V] Auto save files every
10 ‘ s tabs |‘| s minutes
Default File Type (module): Most Recently Used v
Recently Used Files .
) off 4 - entries
(®) Attach to Reopen menu item —
() Attach to File menu Clear
File Directories
Module Directory Lock ﬂ
2018 T1 [C:\UsersimdilaiDocuments\My ProFile Datal2018T 1y - ® =
2017 T1 Ci\Users\mdila\DocumentsiMy ProFile Datal2017T 1\ F
2016 T1 Ci\Users\imdila\Documents\My ProFile Datal2016T 1} 4
2015 T1 Ci\Users\mdila\Documents\My ProFile Datal2015T 1\ P
2014 T1 CiAUsers\mdila\Documents\My ProFile Data\2014T 1\ &
212 T1 Al learcimdilaiNan imantethAs DraFila Natat2N12T 14 5 hd

Office Info Setup wizard Cancel Help
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e To change a folder’s default location, just click the menu for each module and tax year

File Directories

Module Directory
2018 T1 [CAUsersimdila\Documents\My ProFile Data\2018T 14
2017 T1 CiUsers\imdila\Documents\My ProFile Data\2017T 1}
2016 T1 C:\Users\imdila\Documents\My ProFile Data\2016T 1}
2015 T1 CiUsersimdila\Documents\My ProFile Data\2015T 1}
2014 T1 CiUsersimdilaiDocuments\My ProFile Data\2014T 1}

2012 T1  CAlleareimdilaiNas imantelhAu PraFila Natal2N123T 14

ok B
— |

Cﬂﬂﬂ@

=

Clicking the “Lock” checkbox to the right of each folder location ensures that ProFile always saves files to that
location, and always looks in that location when opening files.

In addition to selecting the file location for all your tax files, you also choose, under the File tab, usability
preferences such as the ability to concurrently display multiple tax files; allow password protection and display a
list of recently used files.

Preparer Tab

The Preparer tab of the Options > Environment window, allows tax preparers to enter their firm’s address and
contact information, as well as their Business Number and Rep or Group ID as determined by CRA. From the
Preparer tab, you can also:

e Keep track of the workflow by entering preparer and partner initials

e Enter Québec preparer credentials

Environment Options ? X

Edit Display File Preparer Discounter Trustee Audit System HypeDocs PDF  Notifications
Preparer

Name:

Firm:

Street:

City:

l
J
|
|
l

Province:

l Fax: ‘

l

Phone:

[
[
{
FOBoxRR: |
[
{
\
Email l

Initials

Preparer:

Partner: l ‘

Quebec

Quebec enterprise number (NEQ): :]
Identification Number: :l
Professional Representative Number: :}

T1013 /RC53
ReplD

] Business Number [—

Group D |G_____ I

Office Info Setup wizard Cancel Help
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Next steps
After setting up the basic options just described, you can jump ahead to Chapter 3 and begin working in ProFile.

A prudent tax preparer, though, might want to explore the more advanced preferences discussed in the next
section.
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An Advanced Setup

This section described the more advanced features and preferences that you might want to consider when
personalizing ProFile. These options help streamline the workflow and save time during a busy and hectic tax

s€ason.

Note that the following preferences are all accessed via the Options > Environment menu.

Edit Tab

The Edit tab lets you set preferences that enable fixed decimals data-entry (ProFile automatically places the
decimal point to the left of the last two digits entered in a field). Here you can also ask ProFile to capitalize every
word on a tax return or just the first letter in every word. From this tab you can also:

Manually override a calculated value on the tab return

Use the Ditto key to quickly copy and paste the same information in adjacent fields
Allow data to be dragged and dropped from one field to the next

Ensure that every Social Insurance Number entered in ProFile is valid
Double-click on a field in a tax return to jump to a related field

Right-click to enable Cut, Copy and Paste

Environment Options

Preferences
M Automatic Override

[ Audible Override
M Flyover Memos and Tapes
Restack Tabs on Open
[JFixed Decimal Entry
[JUse Timer
[JAllow Ditto Key
[ Allow Drag and Drop

Predictive typing

Maximum Entries =

Validation
] Active Validation
MValidate SIN

Office Info Setup wizard

Display Tab

M Enabled [JSort ltems

?

Edit Display File Preparer Discounter Trustee Audit  System HyperDocs PDF  Notifications

[JRight Button Highlighter
Double Click Opens Links
Default Tape Descriptions
Close tape on total
Continuous Forms

[JForm Explaorer Checklist

Right Click Cut Copy Paste

[ Auto Insert Memo Date Stamp

Capitalization

O Normal

O All Uppercase

(® Smart Capitalization

Cancel Help

X

The display tab lets you personalize your on-screen views. From the Display tab, you can:
e Enable on-screen page breaks
e Use brackets for negative numbers
e Display zeroes for all NIL values
e Automatically zoom the displayed tax file to full screen width
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Environment Options

Edit Display  File Preparer  Discounter Trustee Audit  System HyperDocs PDF

Preferences

[[]Page Breaks [[]Zoom to Screen Width

[ Bracket Negative Numbers Data Monitor

[ Zeroes in NIL fields Enable Font Scaling (requires ProFile restart)

[ Line Decimal Separatars

M Tablcons

Office Info Setup wizard Cancel

System Tab

To ensure that you always have the most recent release, click the Systems tab and review the Automatic Update

?

Notifications

Help

X

settings. Here can establish the frequency in which ProFile checks for updates and you can also indicate whether
you want ProFile to notify you before downloading and installing an update. Form the System tab, you can also:

Enable ProFile’s forum-like Live Community

Enable or disable ProFile’s online features

Environment Options

Edit Display File

? X

Preparer Discounter Trustee Audit  System HyperDocs PDF  Notifications

Security File

[IFile [C, \ProgramD ata\GreenPoint\profile\S ecurity log.txt Browse
Shared Folders
Counters: [C \ProgramD ata\GreenPoint\profile\FormNumber' J Browse
Invoice: [ Browse

[ Enable automatic

Check every

Live Community

PDF417 Bitmap

Automatic Check for Updates

[~ Notify before connecting to the Intermet
[ Notify before downloading

[4 Enable Live Community Show on startup ‘

check for updates

7 v Dayls) v sometime after |12 AM v

Transmission Coding

Privilege Elevation

ProFile Online

Click the Register button to register the Privilege .
Elevation libraries on this system. 9 Register

[[] Disable Online Features [ Static Logs

Office Info Setup wizard

For Technical Support Only

Cancel Help
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PDF Tab

You can use the PDF tab of the Environment Options to set personalized parameters for your client’s PDF files.

Here, you can also set file-naming conventions, as well as file location and password protection for all your PDF

tax returns.

Environment Options ? %
Edit Display File Preparer Discounter Trustee Audit  System Secuity HyperDocs PDF Ny« (»
PDF Name

T:@Custorn  [{FirstName}{LastName}{Retumivear).pef| |4 | | - | O Same as Tax File Name
T2: @ Custom l{Name}{HelumType)(YeavEnd).pdf ‘ + - (O Same as Tax File Name
T30 Custom 4 - (@ Same as TaxFile Name
Fx: O Custom 4+ - (@® Same as TaxFile Name

PDF Archive Directories

[] Specify Default Custom Directory for PDF Archive Files

WMaciHome\Documentsi\My ProFile Data\Archives Browse Advanced
Module Custom Directory il
J 2018 T1 r With Tax File |
2017 T - With Tax File
2016T r With Tax File
ANETH - Witk T 2w Fila =l
PDF Security
Set User Password (Read and Print Only) Set Owner Password
® None Protects the PDF document from being edited

O ClientName + SIN/BN/TAN/PN (Smith333)
O ClientName + DOB/Fiscal EndDate (SmithiyYMM) [
O User Specified

Office Info Setup wizard Cancel Help

Other Environment Settings

The Options->Environment window features other tabs including settings for establishing Discounter and Trustee
credentials, and for enabling more advanced features such as Audit and HyperDocs settings. We will revisit some

of these settings later.

Options>Module

ProFile’s Module options let you fine-tune the way ProFile works with each individual tax year and module (T1,
T2, T3 and FX). This granular level of detail lets you determine the tax settings that ProFile will choose on new

files, and on files you are carrying forward from a previous year. In this window, you can also establish your

language preference, and you can set variance thresholds for comparing a client’s current and previous year’s tax

file. The paragraphs below describe the Module options you should immediately set.

| 12018 T/ TP1 v b 320162018 T2 w| @@ 52017 T9/TP646 v | [&d 22018 Fx ¢

Browse
General Data Locking Variance Disclaimer
& Carry forward files A Langua'ge
O Cany forward preparer initials @® English
O Cany forward partner initials O French
Xl Cany forward free form notes
[ Default MR-69 authorization
® Individual
O Business
Q Group (RC59 EFILE) ) Cancel
< > Help
LA T N e N N AN AN A AN N
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General Tab

Scroll down this window to set defaults for new and carried-forward file. These defaults include RC 59 and
T1013 authorization levels, pre and post-assessment review settings, and slip descriptions for carried-forward
files. In this window, you can also:

Carry forward Elections Canada and foreign property questions, and T1DD information
Set defaults for language of correspondence and preparer information

Set client letter and invoice defaults

Establish naming conventions for your tax files

Choose form colours for client and spouse tax returns

General DataLocking Variance Disclaimer T1/TP1 Review

& Cany forward files A
B Carry forward slip descriptions
[Bd Camy forward donation descriptions
B Cany forward free)

O Cany forward pre
[ Cany forward par
[ Carry forward revi
B Carry forward auth
B Carry forward Ele
[ Carry forward fore)

General DataLocking Variance Disclaimer T1/TP1 Review

© NewFiles N
(Xl Default preparer initials

[X] Default partner initials

[ Defaultto discounted General Data Locking Variance Disclaimer T1/TP1 Review

© Language of correspond

O Cany forward files ® Blank ® F(’r)e-;ls;ekssmen( review .
O Cany forward invd Q English )
O Carry forward T1[ QO French O Contact pr.eparer by meil
& RC59 online acc & RC59 online access defd e g szzt;i:r:j:t review
" B QO RC59 defaultindividy

Q Blank
Q Contact preparer by mail
® Contact client

Q© RC59 default group d
QO RC59 default firm onl

® None
€ RCS9 defaultlevel autho| | & Saktation
PR ® Formal
€ Q Casual
& Options

[ Update preparer information on Info form (using the informati

E (Eompletg prepalrer information on T1 jacket v

< >

Data Locking Tab

This tab lets you enable a warning that prevents you from accidentally creating a tax file. You can also lock a
file—and prevent additional data entry—once the Client and EFILE status that you indicate in this window is
selected on a tax file. For example, if you click the Completed checkbox in the Client Status column, then ProFile
will lock a tax file once a tax preparer indicates that the tax file has been completed.
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Module Options ? X
i 12018 T1/TP1 v|ld320162018T2 v | @@ 52017 T3/TPe46 v | d 22018Fx «|»
File Template
ll | Browse
General Datalocking ‘Variance Disclaimer T1/TP1 Review
[J'Warning on file creation Language
Client Status EFILE Status @ English
L] Unknown [JUnknawn OFrench
[ Carried forward CINot eligible
[J'wWork in process O] Eligibl
[Jwaiting for client [Eflell=) ]
[JIn preparer review [JReady to transmit
[In partner review [ Transmitted
O R;ady to print [ Accepted
[JPrinted
[ Completed [CINot accepted
[ Notfiling [JPaperfiled
Cancel
Help

Setting a client status
o To set a file’s Client Status, open a tax file and then go to File > Properties.
o  Click the Client Status dropdown and select the desired status

e Note the checkbox, to the right of the Client Status dropdown, that lets you toggle file locking on and
off.

4l 2017 T1/TP1 File properties ? X
1. Shrieve, Ralf
Shrieve, Ralf (111111118)

Client Status: |8. Completed v [JLocked

. |0 Unknown
EFILE Status 1. Carried forward

SEND Status: | 2. Work in process
3. Waiting for client

TP1 Status:  |4. In preparer review v
5. In partner review
T1135 Status: |6, Ready to print v
. 7. Printed
DeN: 8. Completed
Invoice: 9. Notfiling
t

T T

["1Discounted?  [1CRAEmors 12139

| |

Preparer: Partner: ‘

File Name

l\\Mac\Home\Documents\My ProFile Datay2017T1\Shrieve, Ralf 17T ‘
Online Backup Disabled

Ac Inline Backup
Cance
Help Advanced >>

Disclaimer Tab

You may want to add a standard business disclaimer to your tax files to alert readers about your involvement with
that tax return. ProFile lets you set two different disclaimers.
e A general disclaimer, which will appear on the last page of the tax jacket, for the tax return as a whole

e A business disclaimer that will appear on business-type forms such as the T2125 schedule for self-
employed individuals
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General Datalocking Variance Disclaimer T1/TP1 Review
Standard Disclaimer

[] |Prepared without audit based on information provided by the
taxpayer.

Business Disclaimer

[ |Prepared without audit based on information provided by the
taxpayer.

Options > Templates

ProFile includes pre-formatted letters that you can print as part of your client’s T1 package. Here is an excerpt of
one such letter.

Raphaelle Shrieve
101099 Arlington
Anytown, ON
K9A 1R4

Dear Ms Shrieve:

We have transmitted your return electronically to Canada Revenue Agency (CRA) using the EFILE system. The enclosed copy of your 2018 income tax retumn is for your records.
We have prepared your return based on the information you provided to us. Keep all information slips, receipts, and other documents for six years, in case CRA asks to see them

Your return shows that there is no balance owing and no refund.

You will receive a GST credit of $284.00, payable in quarterly instalments of $71.00 in July and October 2019 and in January and April 2020
m AL e PN T N P e AN AN I e YNk a AN L s AP AN A

All of ProFile’s preformatted letters are saved in a templates subfolder within the My ProFile Data folder. To
view and edit any template, follow these steps:

e Click on Options>Templates
¢ Find and double-click the desired template, for example, Letter

il Template Editor ? X
[ 12018 T1/TP1 ¥ |l 320162018 T2 v | @ 52017 T3/TP646 v | & 22018Fx/Q v
Base Template Directory
‘\\Mac\Hume\Documems\My ProFile Data\Templates Browse
Name Lenguage  Description Type Filename @
Attach English Attachments Default 2018 T1 Attachments RTF
Engage English Engagement letter Defeult 2018 T1 Engagement Letter RTF
Userl English User letter 1 Default 2018 T1 Usernl RTF
DLetter English Deceased client letter Default 2018 T1 Deceased letter RTF
User2 English User letter 2 Default 2018 T1 User2. RTF
Letter English Client letter Default 2018 T1 letter RTF
Qletter English Client letter Default 2018 T1 TP1 letter RTF
Invoice English Clientinvoice Default 2018 T1 Invoice. RTF
Qlnvoice English Clientinvoice Default 2018 TITP1 Invoice RTF
QDLetter English Deceased client letter Default 2018 T1 TP1 Deceased letter RTF v
Template Parameters
Name: Letter Use defaulttemplate
Description: Client letter
Pint Condiion: [T1Info.B[8]-0
Eile Path: 2018 T1 letter RTF Browse
New Edit Template Delete Help Close
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The Letter template will open in a new window and it will display text in two different colours;
e Text appearing in blue signifies data that flows from ProFile data fields. Let’s call this type of
information Field Codes
Blue Field Codes can only be inserted or removed; they cannot be edited from within the template
e Black font represents free-form text—much like the text you enter with a word processor
o Black text can be edited or deleted, and you can also add any additional text to the template

Aral cfio V][ A [+ wee [f|B ru/lEEEE AR
0

a 1 2 3 4 5 8 a
{Format(PrintDate,"MMMM dd, yyyy")} -
{T1PreparerName}

{T1PreparerFirm{{i £ T1PreparerPOBox <>" or T1PreparerRR <>"}

{if T1PreparerPOBox= "{T1PreparerRR}{E1se}{if T1PreparerRR ="{T1PreparerPOBox}{e1se}{T1PreparerPOBox}
{T1PreparerRR}{endi f}{endi f}{endi £}

{T1PreparerStreetAddress}

{T1PreparerCity}, {T1PreparerProvince}

{T1PreparerPostalCode}

{ClientFirstName} {ClientLastName}

{i£ (MailingLabelAddress1 <> "J{MailingLabelAddress1}
{MailingLabelAddress2}

{else)

{MailingLabelAddress2}

{endif}

{i£ MailingLabelPOBox <> " or MailingLabelRR <> " {i £ MailingLabelPOBox ="}{ MailingLabelRR }
{e1se}{MailingLabelPOBox} {MailingLabelRR}
{endif{endif}

{MailingLabelCity}, {MailingLabelProvince}
{MailingLabelPostalCode}

{MailingLabelClientSalutation}

{if EFILE = 0}
We enclose two copies of your {TaxConstant("CurrentTaxYear")} income tax return. We have prepared your return

based on the information you provided to us. Please mail one copy of the return to Canada Revenue Agency (CRA) in

the enclosed pre-addressed envelope on or before {i£ (T1/nfo.S[12] <> ™) or (T1Info.B[7] = 1)}June 15,
{TaxConstant("CurrentTaxYearPlusOne")}.{e1se}April 30, {TaxConstant("CurrentTaxYearPlusOne")}.{endi £} The

second copy is for your records

{else}

We have itted your return lly to Canada Revenue Agency (CRA) using the EFILE system. The

enclosed copy of your {TaxConstant("CurrentTaxYear")} income tax return is for your records. We have prepared your

return based on the information you provided to us. Keep all information slips, receipts, and other documents for six

years, in case CRA asks to see them

{endif} ”

e To add text (black font), place your cursor in the desired area and begin typing

{TaxConstant("CurrentTaxYearPlusOne")} tax return.{i £ NextYearRRSPContributions > 0} You can also make
additional RRSP contributions of ${NextYearRRSPContributions} to deduct on your return.{endi f}{endif}

If you have any questions about your income tax return, please contact me at {T1PreparerPhone}. Of feel free to email
me at TaxExpert@TE co|

Sincerely yours,

{T1PreparerFirm}

e To add Field Text, right-click the template at the desired input area
e Click Insert Field

{endif}
{i£ (ChildTaxBenefit Cut
Copy
Total estimated feder dTaxBenefit + T1ChildTaxBenefit[55]} are payable for the
Lo Paste o o
year starting in July { )} and ending in June
{TaxConstant("Currer Clear
{if (NextYearRRSPL jbutions = 0)}
Font...
Your RRSP deductior Paragraph arPlusOne")} is ${NextYearRRSPLimit}. {endi £}
{i £ UndeductedRRSi Tabs
You have undeductec Insert Graphic RRSPContributions} available to carryforward to your
{TaxConstant("Currer xtYearRRSPContributions > 0} You can also make
additional RRSP - =0 Kﬁto deduct on your return.{endi £}{endi £}
If you have any quest ™ 7 Ued T ase contact me at {T1PreparerPhone}.

Sincerely yours,

{T1PreparerFirm}
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o Then, from the Insert Field list, choose the desired field and click Insert

Insert Field X
I Preparerlnitials I I Insert I
PreparerFax (]
PreparerFirm Cancel

PrepareiName
PrepareriPhone
PreparerPostalCode
PreparerProvince
PreparerStreet
Refund
SigningDate
Spousedddress
Spousedge
Spousedpt v
PSR A

Note

Description

e Click File > Save to save your changes
e And select the location (letter template folder) and enter a file name

Wi Save As
&« v <E « My ProFile Data > Templates v O > Search Templates L
Organize ~ New folder = - (2]
> 2017T1 A Name Date modified Typ
201773
No items match your search.
2018T1

> database
> EFILE

> T2 Returns

Templates
v < >
File Qa‘e: ‘ 2018 T1 PF Tour Letter.RTF > v
Save as type: Ridl 3 v
A Hide Folders Save Cancel

e Click Yes to confirm that you want to use this form as the default

Confirm X

o Use this file as the template for "Client letter"?

| Yes || No

e To view the finished product, use the Form Explorer to find and open the client’s Letter




il Form Explorer ? X
[ Cosan, Maria v ‘ ) R
For: [Letter || gpen  pint  new | Lit Detal Key Line
Forms Name Category Description Used Lastyear Step A
T <s1 Retumn + sched..  Federal Tax Yes N/ 344
- . <sg Retumn + sched..  CPP on self-employment and other eamings ~ Yes ~ N/A ;"2
1. Identification | g 519 Retum + sched..  Federal ition and education amounts Yes N/ 356
™ 2 Slips F s Filng Information retur for electronic filng Yes N/ 388
W 3 Income “Engage Client Engagement letter Yes N/ 2
- [ GsT Client GST/HST credit Yes N/ 450
£ i T15ummary Client T1 Summary Yes N/ 453
W 5 Tax+credts | [FNRTC Client NRTC Comparative Summary Yes  N/A 455
" 6 Retumn + sc LI i Letter Client Client letter Yes  N/A
< Audit Client Audit Summary Yes  N/A
TP1 | v
Letter:Client letter

e You can now preview the changes you made to the Letter template

We have transmitted your return electronically to Canada Revenue Agency (CRA) using the EFILE system. The enclosed copy of your 2018 income tax retur is for your records.
We have prepared your retum based on the information you provided to us. Keep all information slips, receipts, and other documents for six years, in case CRA asks to see them.

Your return shows that there is no balance owing and no refund.

You will receive a GST credit of $284.00, payable in quarterly instalments of $71.00 in July and October 2019 and in January and April 2020

We estimate that you will receive the Ontario Trillium Benefit of $301.00 in July 2019.

If you have any questions about your income tax return, please contact me at (613) 825-3370. Or feel free to contsct me at TaxExpett@me.ca

Sincerely yours,

e Ifyou’d like to make additional changes, right-click the form and select Edit Template

Edit Template >
B

Cut Cul+X

Copy Ctrl+C

Paste Ctrl+V opy of your 2018 income tax return is for your reco
- cuments for six years, in case CRA asks to see th,

Select All Ctrl+A

Font
Paragraph and April 2020.
Tabs

Insert Graphic

Insert Break

Create FX

Create T3

Previous year's return

Close Form Esc
New Window

Print

A PPN N e TN N AN AN oA

In addition to tax and template files, ProFile stores other types of files in the My Profile Data folder. These other
files include EFILE logs, backups, and certain settings file.
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=

« >

Home

.

#* Quick access
I Desktop
& Downloads
&=/ Pictures
. iCloud
! Photo Library
| Dropbox

= | My ProFile Data

Share View

> ThisPC > Documents > My ProFile Data >

A Name

EFILE

Link

Options Package
Settings
SettingsBackup1
SettingsBackup2
SettingsBackup3
T2 Returns

2016 T1

v Templates

68 items 1 item selected

Options>Form Selection

ProFile has a powerful set of tools for enabling print settings. This feature lets you determine the tax forms to
send to your clients. For example, rather than printing a complete tax return for each of your clients (which can

run many pages) you might want to print a tax summary with just a few selected schedules. Here’s how to
configure your print settings:

From the Options > Form Selection menu, choose the module and tax year
Choose the print job for the type of the tax return you are preparing for your client—the most common
print job being T1 EFILE )

After printing a return, ProFile lets you choose a default status. For example, once printed, you might
want to set the status of all tax returns to Completed. The window below displays the available types of

file status le]

Status after printing

[] Take snapshot
Change the status to

Completed

Unchanged
Carried forward
Work in process
Waiting for client
In preparer review
In partner review
Ready to print
Printed
Completed

Not filing

e Under Form Selection Details, you can choose the specific print set you’d like to prepare. For example,

for each tax return, you can choose to print a copy for your files, your clients and for CRA. It’s here
that you can also determine options such as duplex printing or four forms per page. You can also set

your PDF options here. )
You can rename the prints sets, or add more print sets as well. To do either, just type the desired form

names under Print Set Names a8
Scroll through the Form window to select (or deselect) the forms you would like to save or send to

your clients [l

e Click Carry-forward to assign last year’s print settings to the current year
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il Form Selection ? X
[ 12018 T1/TP1 ¥ | [ 320182018 T2 v | @5207TITPe v | [ Z2018FxA v
Piint Job Form Selection Details
T1EFILE v N
& &8
Status after printing B [T [  Printthese sets
[ Take snapshot [T F [ [ [F  Achivethese sets (PDF)
Change the status to T B F [F [ Emaithese sets (PDF)
Unchenged Y FEEFEFFE Duessets
Print Set Names T E [F [F [ Reviewmaks
1: [File I E E [ [E  4perpage
[TRCRTwT Language
2 [Clent iy
Find Form:
3 lo
1831 Information retum for electronic fiing - pages 1 A
o ] o T3 Iioamaion et o elestric g - s 2
5 5] El RC7- Discounting transaction - pages 1
— =] E Rcr2 Discounting transaction - pages 2
FPrinting Tips 3 1220181 Disabilty tax credit certficate
snmmgd » (el T1jacket - pages 1.2
‘ou can drag and diop
" theform list rows to & i iacket - pages 3.4.5
change their display a [ deral Tax
otder 8] ounts transferred from your spouse
(=] Capial gains for losses)
&] Capial gains for losses)
Nest [E] Statement of investment income
[E] Details of Dependant
=] ‘Working Income Tax Benefit
&] RRSP and PRPP Unused Contiibutions, Transfers..
L B I e B e e “ . . [ v
Select this job when
|EFILE=T)and(T oday>=Date(2002.01.15)
Canpfoward | | SetDefauts | Cancel Help

Options>Pricing

Tax practitioners likely bill out their work by the hour or by the return. In either case, with its Pricing Schedules,

ProFile lets you choose one method, or both.

In the Pricing Schedule window below, you can:

e  Record your GST Registration Number and tax rates and you can set your invoice numbering

sequence

e Indicate whether you want to provide a detail or summary invoice to your clients [

e Choose whether to bill by tax schedule or by the hour E

e  Establish your per-schedule pricing =

e  Carry forward last year’s pricing to the current year =]

Pricing Schedule ?

Next Invoice Number:

GST Registration Number: |:|. GST/HST rate 0.0
[ ] 1 PST rate 0.000

[J Automatically Increment Invoice Number

W 1208 T/ T2 2 2017 T/ TP G 3. 2016 T1/TP1 i 4.2 Pl @ 5.2014T1/TP1 @ 6.201 ¢
Invoice type: Detailed [ ] Brief Invoice by: [ ] Schedule Hour

Print Carry Forward Cancel Help

X

»

~

T1 Basic charge paper filed 0.00
T1 Basic charge electronically filed 0.00
S1 Federal tax calculation per schedule 0.00
S2 Amounts transferred from your spouse per schedule 0.00
S3 Capital gains (or losses) per schedule 0.00
S3 Capital gains (or losses) per item 0.00
S3 4 Principal Residence per item 0.00
S4 Statement of investment income per schedule 0.00
S4 Statement of investment income per item 0.00
S5 Eligible / infirm / caregiver amounts schedule 0.00
S5 Amount for an eligible dependant per claim 0.00
S5 Amounts for infirm dependants per claim 0.00
< >
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If you bill for your time, you can keep track of billable hours with ProFile’s built-in timer. You'll find the Timer
checkbox on the Edit tab of the Environment option.

Environment Options

Edt  Display File  Preparer Discounter Trustee Audit System
Preferences

[ Automatic Ovenide [JRight Button Highli

M Audible Override [ Double Click Ope
M Flyover Memos and Tapes [ Default Tape Des
M Restack Tahs on Open M Close tape on total

[ Continuous Forms
[[JForm Explorer Che
M Right Click Cut Co
M Auta Insert Memo

Capitalizatio
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Saving your Settings

Personalizing all of ProFile’s options and settings might take hours. Which may lead you to ask the following
questions:
e Do I need to do this on every computer in my office?
Do I have to repeat all these steps every time I install a new instance of ProFile?
Do I need to repeat these steps if [ purchase a new computer?
How do I prevent someone from making changes to my personalized settings?

Fortunately, the answer to the first three questions is an emphatic “No,” and, in the next few paragraphs, you’ll
learn how to save your settings for future ProFile installations, or share them with other users in your office. First,
though, let’s show you how you can prevent anyone from making unauthorized changes to your settings.

Options>Password
e To protect your option settings, simply enter and confirm your options password.

w4 Set Options/Delete Password ? X
0ld password

New password
Password: |

Confirm: [

EFILE Options (including the set up of login
information) are configured through the EFILE >
Options menu.

Cancel

It’s important to safely record and store your options password as the ProFile support team may not be successful
in helping you retrieve it.

Options>Administration

ProFile lets you save the global settings (those described just above) in a folder that’s separate from the program
files. This means if you upgrade or replace your computer, or if you reinstall ProFile, you can easily re-establish
your customized options. In addition, in a network environment, multiple users can point to one uniform options
package that specifies settings such as file location and tax preparer information.

e To view where ProFile stores your global settings, click Options and select Options Administration.

o The window below tells you your settings will be stored in an Options Package subfolder that’s located

within the My ProFile Data folder @
e To save your customized settings in the Options Package subfolder, click New. Bl Any new setting

will appear in the Options Package area [l
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Options Administration ? X

@1 My Folder: Apply options from this computer. Lesm more
'\; 2 Shared Folder Load options package highlighted below.

Qs Shared Folder: Ask which ontions oackace to load on startun.

: Include preparer and discounter name with Option packages.
e changes

: Allow multiple Optons package groups

Option package directory
m“‘l: ocuments\My ProFile Date\Options Package Browse
Options Packages

New

a Delete

Load

Save

e After clicking New, enter a name for your customized settings, and click OK
e Your settings are now saved in ProFile’s Options Package subfolder

New Settings ? X

Settings Name

General PF Settings

0K Cancel

Should you, in the future, need to reinstall ProFile, or if you add a new user or computer, return to
Options>Administration and then:

e Select the applicable radio button (in this example, an office of a sole tax preparer)

e Highlight the Options Package )

e Click Load, and ProFile will apply your settings a

e Note that you can optionally click the Multiple Options checkbox to create more than one package Bl
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Options Administration

@1 My Folder: Apply options from this computer.
Q2 Shared Folder Load options package highlighted below.
O 3. Shared Folder. Ask which ontions nackace to load on startup

[Jinclude preparer and discounter neme with Option packages.
F ‘romptto save changes

DAIIow multiple Options package groups

Option packege directory

\\Wac\Home\Documents\My ProFile Date\Options Package

Options Packages
General PF Settings

2

-

Help

M MO

Browse

Delete

Load

Save
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Chapter 2 Quiz

Question 1: True or False: You can install ProFile for a single-user or in a multi-user environment

Correct answer is True

Question 2: ProFile’s Flexible licensing lets you:

Allow up to ten simultaneous ProFile users

Keep ProFile running in the background

Ensure that multiple users have access to their files

Install ProFile on multiple computers for non-concurrent usage

SCOowp

Correct answer is D

Question 3: ProFile’s Environment options has features that include:

A file tab to indicate the location of saved tax files

A tax preparer tab to record names, addresses and other contact information
A systems tab to enable Live Community and other online features

All of the above

COowp

Correct answer is D

Question 4: True or False: You can EFILE tax returns without setting any EFILE Options

Correct answer is FALSE

Question 5: True or False: There is an option to lock a tax file and thereby prevent further changes

Correct answer is True

Question 6: What is the key difference between Environment and Module options?

Environment options are used by a tax preparer, Module by a systems administrator
There is no key difference between the two options

Unlike Environment options, Module options are module and year specific

None of the above

Cowp

Correct answer is C

Question 7: True or False: ProFile cannot create PDFs of a tax file.
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Correct answer is False

Question 8: True or False: ProFile has an option that lets you invoice your clients

Correct answer is True

Question 9: The ability to save all your option settings is found by clicking:

A. File > Save Tax Settings
B. Settings > Options

C. Options > Administration
D. None of the above

Correct answer is C

Question 10: True or False: To prevent unauthorized changes to your settings, ProFile lets you create an options

password.

Correct answer is True
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Learning about

Taxes With
Intuit ProFile

2018/19

Learning Objectives

At this chapter’s conclusion, students will understand:

How to navigate in ProFile

How to set various display options

How to use ProFile's auditor

How to decipher font colours and field symbols
How to enter data

How to use memos and tapes

How to work with the Form Explorer

Chapter 3: A Tour of ProFile

Additional Resources

This document provides numerous resources to accounting
professionals. Refer to these sites to explore additional tutorials and
training opportunities:

http://accountant.intuit.ca/professional-
accounting/index.jsp

http://profile.intuit.ca/professional-tax-software/index.isp

http://profile.intuit.ca/professional-tax-
software/training.jsp
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https://profile.intuit.ca
https://profile.intuit.ca/support/training/

Chapter 3: A Tour of ProFile

NAVIGATING IN PROFILE

Tabs, Menus and Tools

It’s easy to find your way around ProFile. No matter the type of return you work with, you will always see the
same ProFile user interface—commonly known as MAUI (Multiple Access User Interface). This means that, no
matter the type of return you are preparing, ProFile’s uniform set of menus, toolbars and tabs make navigation a
snap.

yj PROFILE - [2018 T1/TP1: Shrieve, Ralf - Personal information]
|y File Edit Audit Goto Form Options EFILE Online Training Window Help

~3AIW-@ O Q4 R D QER(EE | B | YR A OB @1 T @Tsummay 614 615

Tabs

Every time you create a tax return, ProFile displays a tab for each open form. You’ll see the tabs just above the
form you’re currently working in, and you can navigate to any open form by clicking its tab.

@ 1.Info W2 T | 3. T4| 24 RRSP/PRPP| g s SYearI

Pr B when completed
T T1 GENERAL 2018

Income Tax and Benefit Return

B a2 ¥aa W U e S T T e 2 i e I el S ot VUL NS o 00 N

You have the option to display the form name and icon on each tab, or just form name itself. Go to the Display tab
of the Options>Environment window to choose your preferred setting.

The Menu Bar

As with all software applications, you can use the Menu Bar to navigate in ProFile. With its extensive set of menu
commands, you can, for example, create or open tax files, setup preferences, arrange windows, and jump to
specific areas of a tax file.

“ PROFILE - [2018 T1/TP1: Shrieve, Ralf - Personal information]
nFile Edit Audit Goto Form Options EFILE Online Training Window Help

The Toolbars
Toolbars are a set of icons that let you quickly and easily move around in ProFile. There are three configurable
toolbars that you can enable (or disable) in ProFile.

e You can view the three toolbars by clicking Options>Toolbars

e The three toolbars are: Audit and review marks, Forms and Shortcuts
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ile Edit Audit Goto Form Options EFILE Online Training Window Help
vIAIN-EH 0 Environment... 3 Q B E) ‘u 1) H

Module...

Database...

Templates...

Form Selection...

Pricing...

Integration...

Customer Experience Program...

Options password...
Options Administration...

Language >
Toolbars > & Audit and review marks
Pause Timer Ctrl+T & Forms

¥~ Shortcuts

_ ~RT TS

S A A

o The Audit and review marks toolbar lets a partner or preparer approve or request changes to any line on
a tax return. We’ll discuss review marks a little later in this chapter.

o The Shortcuts toolbar features icons that let you, quickly jump to a specific area. With shortcuts, you
can, for example, create or carry-forward tax files, find tax forms, toggle between spousal returns; print
single schedules or complete returns; open additional forms; and view file properties

b‘ PROFILE - [2018 T1/TP1: Shrieve, Ralf - Statement of remuneration paid]
3 ] FILE Online Training Window Help

3 v L QER(=e|

)

e The Forms toolbar, or JumpBar, is a customizable area on the toolbar that lets you add a favourite
form—making it “stick”—and rendering it available in any tax file. Once you add a form to the
JumpBar, it becomes a mouse click away on every tax return that you open.

e To add a form to the JumpBar, click and hold the form’s tab, and then drag it over to the JumpBar

4l PROFILE - [2018 T1/TP1: Shrieve, Ralf - 5 year tax summary]
nFile Edit Audit Goto Form Options EFILE Online Training Window Help
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Display Options

On the toolbar below, the Spousal icon indicates that two tax files are open (one for each spouse). Clicking that
icon will toggle between the spouses’ returns and display each one on your monitor in turn.
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e If you prefer viewing both spouses’ files at the same time, click the Tile icon to view each tax file, tiled
horizontally one above the other

ile Edit Audit Goto Form Options EFILE Online Training Window Help
-3 W-gdONR|ZFE 2 Rl R m"““\\lﬂl—l = A

[y 2017 T1/TP1: St. Francois, Richard - Stateme [=&]
Olinfo|@2T1 B3T4|eaTs| . |

g:atement of Remuneration Paid T4 S I i p

<« >
Description ABC Ent
Province of employment 10 |Ontario
Employment income 14 109,999.00 0.00 0.00 0.00 109,999.00
Employee's contributions CPP 16 2,564.00 0.00 0.00 0.00 2,564.00
QPP 17 0.00 0.00 0.00 0.00 0.00
El premi 18 439.00 0.00 0.00 0.00 439.00
PPIP 55 397.00 0.00 0.00 0.00 397.00
Exempt CPP/QPP 28 No No No No
El No No No No
PPIP No No No No
é Modified EFILE: Not eligible |Balance/Refund (1,029.68) |GST Credit 0.00 | Combined balance 346.62 ¢j
207 T1/TRN: Julie - of on paid =@

5174 ]El;. T1 Condensed | 74,1183 \ 5 5.T2204 | 6. TP1| = Z.TP1000 | © 8. TP1Slips | @amn | [4RL1 | B2 T5| o |

;‘atemem of Remuneration Paid T4 SI i p
ota

« >

Description ABC Ent

Province of 10 Ontario

Employment income 14 86,123.00 0.00 0.00 0.00 86,123.00

Employee’s contributi CPP 16 2,564.00 0.00 0.00 0.00 2,564.00
QPP 17 0.00 0.00 0.00 0.00 0.00
Elpremiums | 18 429.00 0.00 0.00 0.00 429.00
PPIP 55 397.00 0.00 0.00 0.00 397.00

LBy~ M e T TNASGRRIOPR. 28N

e If you use multiple monitors, you can display one file on each screen, Click the Launch icon to create a
floating window for the second file, and then then drag it over to your second monitor
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4l 2017 T1/TP1: JeanTalon, Julie - Statement of remuneration paid - ] X
g‘:atemem File Edit Audit Goto Form Window 4
HO 4@ R QAE@EE v 2R
=174 lﬁig.n Condensed | % 4.1183 | a5 T2204| 6. TP1 | 7 wwoo| O 8. TP1Slips | ot | AR
DS Crip ] e
Province of :
rovince =
Employd] Description ABC Ent 109,999
Employee' 2,564
Province of employment 10 Ontario
Employment income 14 86,123.00 0.00 0.00 43
Employee's contributions | CPP 16 2,564.00 0.00 0.00 39
Exempt QPP 17 0.00 0.00 0.00
El premi 18 429.00 0.00 0.00
PPIP 55 397.00 0.00 0.00
Employmel | Exempt CPP/QPP | 28 |No No
RPP contri El No No
< Pension ad PPIP No No 0
Income tax| | Employment code 29 | 16,555
)| Etinsurablé [Rpp contribution: 20 000 0.00 000 51,301
CPPIQPP| | pension 52 0.00 0.00 0.00 55,300
PPIP insuré [ 1ncome tax deducted 22 0.00 0.00
Union dues | gy earnings 24 51,300.00 0.00 0.00
Charitable | | pp/QPP pensionable 26 55,300.00 0.00 0.00 0
PPIP insurable earnings 56 0.00 0.00 0.00
Clergy hout [{inian dnec a4 non non non ¥ 00 0
Transfer all| < >
Board and| modified EFILE: Not eligible Balance/Refund 1,376.30 |GST Credit 0.00 | Combined bala 346.62 + 00 0%
Special work site 0.00 0.00 0.00 0.00 0
Travel in prescribed zone | 32 0.00 0.00 0.00 0.00 0
Medical travel assistance 33 0.00 0,00 0.00 0.00
e o TN SN e A=

e You can also use the Windows menu to cascade, tile or manually arrange your open windows

ne Training Window Help

- - Tile Horizontally

Cascade

Arrange

Launch Current Window

Launched windows >

~ 12017 T1/TP1: St. Francois, Richard - Statement of remuneration paid

The Auditor

ProFile comes with a comprehensive auditor that constantly scans a tax file and alerts you to missing or erroneous
information. ProFile’s auditor also makes suggestions for optimizing a tax return, and it reminds you about
memos you may have entered, amounts you may have calculated, or review marks that you annotated on a tax
return. ProFile, in fact has two types of auditors. Let’s look at each one.

The Passive Auditor

As you work on a tax file, the Passive Auditor constantly scans the return and, when it detects a potential error,
highlights that area of the tax file with a yellow background. When you move your cursor over that yellow field,
the passive auditor opens a context-sensitive message. Here is an example of a passive audit message:

e In the example below, ProFile’s Passive Auditor highlights Box 16 of an individual’s T4 slip. When
hovering your mouse over that field, an audit message opens and cautions you that the entered CPP
amount differs from CRA’s suggested value, the auditor suggests that you verify the highlighted
amount
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ement of Re eration Paid
4
Description ABC Ent
Province of employment 10 (Ontario
Employment income 14 109,999.00 0.00 0.00
Employee's contributions CPP 16 21 00_]";0 T4 Box 16 (CPP premiums) may be incorrect. CRA's
QPP 17 0.00 formula suggests_52,564.10. Please check. )
Elpremiums | 18 439.00 0.00 0.00
PPIP 55 397.00 0.00 0.00
Exempt CPP/QPP 28 No No No No
El No No No No
PPIP No No No No
Employment code 29
RPP contributions 20 0.00 0.00 0.00
Pension adjustment 52 0.00 0.00 0.00
Income tax deducted 22 16,555.00 0.00 0.00
El insurable earnings 24 51,300.00 0.00 0.00
CPP/QPP pensionable earnings 26 55,300.00 0.00 0.00
PPIP nsurable earnings, . —&‘i:x 0.00 0.00

Other examples of ProFile’s Passive Audit messages include:
e Missing data that is necessary for filing
Missing EFILE information
Amounts on tax slips that fall outside the tolerance range (as in the CPP example above)
Opportunities for additional claims (for example, the taxpayer is eligible for a disability amount)
Claims that may be more beneficial on a spouse’s return
Filing requirements specific to a return (taxpayer subject to minimum tax)
Suggestions to reduce a claim (excessive RRSP deduction or unnecessary CCA claim)
Planning opportunities
Other forms or elections that may be necessary but have not been included in the tax file

The Active Auditor

The Active Auditor displays a list of audit messages that apply to the current tax file. These include passive audit
messages mentioned above, as well as notices or processing errors, EFILE messages, fields with memos or
calculations attached, overridden fields, or fields with review marks attached.

To display the Active Auditor, click its toolbar icon & or just press F'9 on your keyboard, and the Active
Auditor displays at the bottom of your screen.

61



Wi File Edit Audit Goto Form Options EFILE Online Training Window Help
~r3aW-gO@ R4 @ e E el QE PR B =A@
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T4 Slip

Box Slip #1 Slip #2 Slip #3 Slip #4 Total

Description \ABC Ent
Province of | 10 [Ontario
Employment income ~ |14 109,999.00 0.00 0.00 0.00 109,999.00
Employee's CcPP 2,100.00 0.00 0.00 0.00 2,100.00

QPP 0.00 0.00 0.00 0.00 0.00

Elpremiums | 18 | 439.00 0.00 0.00 0.00 439.00

PPIP 55 397.00 0.00 0.00 0.00 397.00
Exempt CPP/QPP 28 No [No [No No

El No [No [No No

PPIP No [No [No No
Employment code (29

20 0.00 0.00 0.00 0.00 0.00

Pension adjustment | 52 | 0.00 0.00 0.00 0.00 0.00
Income tax deducted 22 16,555.00 0.00 0.00 0.00 16,555.00
Elinsurable earnings 24 51,300.00 0.00 0.00 0.00 51,300.00
CPP/QPP pensionable earnings | 26 55,300.00 0.00 0.00 0.00 55,300.00
PPIP insurable eamings 56 0.00 0.00 0.00 0.00 0.00
Union dues |44 0.00 0.00 0.00 0.00 0.00
Charitable donations 46 0.00 0.00 0.00 0.00 0.00
Other information
Clergy housing allowance L 0.00 0.00 0.00 0.00 0.00
Transfer allowance to T1223?
Board and lodging | 30 0.00 0.00 0.00 0.00 0.00
Special work site |31 0.00 0.00 0.00 0.00 0.00
Travel in prescribed zone 32 0.00 0.00 0.00 0.00 0.00
Medical travel assistance 0.00 0.00 0.00 0.00 0.00
e T e T e e 2 non non non non non

@ Summary € Wamings X Notices + Sign-offs % Issues Overrides Memos ¥ EFILE ¥ T1135 2= Online change = DataImport = Carry forwards

* EFILE#1003 This return has prevent filing audit messages (shown in red in the active auditor). To clear this error, address or sign-off these messages.
W EFILE#1080 Info The entry at field 266 (Foreign Income Reporting) is NOT a 1 (Yes) or a 2 (No). Please answer this question.
W EFILE#1082 Info The question "Provide information to Elections Canada?" must be answered in order to EFILE this return.

6 cmvirarananas e -

Note the tabs in the audit window. These tabs include:

e  Warnings that indicate potential processing problems, including messages about data may have been

overlooked

e Notices that alert you to important dates or deadlines. Notices also alert you to amounts that fall outside

a calculated range

CRA, after an EFILE was processed, will appear here.

Acting on audit messages
e To act on an audit message, double click the message.

e ProFile will open the applicable form, circle the item and add a yellow background to the field

Sign-offs which display Review Marks that a partner or tax preparer added to the tax return

Issues for any field that has a correction or question review mark attached to it

Overrides that alert you to a change that you made to a field’s calculated amount

Memos to remind you that you attached a note to a field in the tax file

EFILE warnings to prevent you from EFILING a tax file. In addition, any messages originating from

Carry forward that lists all the data brought forward from a prior year’s return

Tapes that highlight a field where ProFile’s calculator was used

Variance that highlights any changes made after you took a snapshot of the tax return
Data Import that lists taxpayer data imported using CRA’s Auto-fill My Return
Summary which consolidates all messages from the other tabs.
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ement of Re on Paid
4 »
Description ABC Ent
Province of employment 10 Ontario
Employment income 14 ek 0.00 0.00 0.00 1§
Employee's contributions CPP 1 00.00 0.00 0.00 0.00 }
QPP 17 S0 0.00 0.00 0.00 3
El premi 18 439.00 0.00 0.00 0.00 i
PPIP 55 397.00 0.00 0.00 0.00 $
Exempt CPP/IQPP 28 |No No No No
El No No No No
PPIP No No No No
Employment code 29 {
RPP contributions 20 0.00 0.00 0.00 0.00 1S
Pension adjustment 52 0.00 0.00 0.00 0.00 j
Income tax deducted 22 16,555.00 0.00 0.00 0.00 \
El insurable earnings 24 51,300.00 0.00 0.00 0.00 {
CPP/QPP pensionable earnings 26 55,300.00 0.00 0.00 0.00 f
PPIP insurable eamnings 56 0.00 0.00 0.00 0.00 \
Union dues 44 0.00 0.00 0.00 0.00 ¢
Charitable donations 46 0.00 0.00 0.00 0.00
Othe o atio
Clergy housing allowance 0.00 0.00 0.00 0.00
Transfer allowance to T1223? e
Board and lodging 30 0.00 0.00 0.00 0.00 3
Special work site 31 0.00 0.00 0.00 0.00 LS
Travel in prescribed zone 32 0.00 0.00 0.00 0.00 {
Medical travel assistance 33 0.00 0.00 0.00 0.00 /
Unmmn rnlnanbian lnnn dadkinbian 27 N nn N nn N nn N nn ]
 Summary & Warnings A Notices « Sign-offs X Issues | Overrides Memos ¥ EFILE ¥ T1135 = Online change = Data Ia
A Notice Info  If TP-1000.TE.V Part 3 is signed, mark this box.
A Notice Info  The preparer, discounter or trustee information on this return does not match the information in Options|Environment. To up§
preparer information”.
R Notice T4/1 T4 Box 16 (CPP premiums) may be incorrect. CRA's formula suggests $2,564.10. Please check.
St s1ox dr e s haro—cam—no/tha eaa """ NN ok A s AT AL AL TN

Personalizing ProFile’s Auditor

Options>Environment

Chapter 2 described how Options>Environment allows you to personalize ProFile to meet your requirements. The
Audit tab, also found under Options>Environment, lets you choose how you’d like to work with ProFile’s
Auditor. From this window, you can:

[Environment Options ? X
Edit Display  File Preparer Discounter Trustee Audt  System HyperDocs PDF  Notifications . . . .
pees e Enable or disable features such as the Passive Auditor, review marks and
Passive Auditor { Circle Fields
[A Display Review Marks [ Show Auditor Tabs Clrcled ﬁelds
[ Clear Review Marks on edit
S T i | [k e | #Choose the information to display on the Summary Tab of the Active
e e Auditor
& [ No Sign-off . . . .
Sty Sty e Determine the audit messages that will prevent ProFile from EFILING a
; Mel:: v ] Memos v re tum
[ e eRemove audit messages on partner or preparer sign-off
No Sign-off SEND Errors
Fys i 0l warings
Overides Mag Media Errors.
Remove Audit Messages
A 0n Prepaer Sign-off On Partner Sign-off
Office Info Setup wizard Cancel Help
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PUTTING IT ALL TOGETHER

Getting Started

Up to this point, you learned about ProFile’s set-up options, and you also read about ProFile’s design, and its
features and functions. In this section, we’ll tie all that information together and show you how those features help
you become an effective and efficient tax preparer.

Where to start
You will start by either creating a new tax return or carrying forward a file from the previous year, and you
accomplish either of those tasks by clicking the appropriate icon on the toolbar.

/4 PROFILE
File Edit Audit Goto Form Options EFILE Online Tr

v 3 oy - H o N 4 @

File New arry forward a previous year file (Ctrl+ R)|

Over and above its own prior-year files, ProFile lets you carry forward files prepared in other tax applications
including TurboTax, CanTax and TaxPrep. In addition, you can carry forward DT Max files by clicking, File
> DT Max Carry Forward.

120171 il 3T2 & 4207673 v | &8 82017FX

Lookin ‘ 2017T1 vl v
Retums Name Size Item type Date modified
=) @Go.  460KB PoFile201?7  2018-08-2711
@St 91KB ProFile2017  2018-02-044
@St 313KB Pofile2017  2018-01-106
Sz @shr.  372KB ProFile2017  2018-03-034
1) @Sh.  323KB ProFile2017  2018-10-294
=y @Go. 752KB Profile2017  2018-04261
@M. 117KB ProFile201?  2018-04192
@Co. 148KB ProFile2017  2018-03-027
@D 837KB ProFile2017  2018-042612
@Pa.  352KB ProFile2017  2016-04-261
File name [
1
Files of type: 2017 ProFile T1 (“17T)
2017 Cantax(im) T1 (-P17)
2017 TaxPrep(im) T1 (117,

Whether you start with a new or carried-forward return, here are a few things to keep in mind:
o ProFile opens a tax file at the Personal Information page. This is where you enter the taxpayer’s
contact information, as well as residency, marital status and other information
e ProFile automatically opens other forms and schedules, such as the T1 Jacket. You can tell which forms
ProFile opens by glancing at the forms’ representative tabs
e The yellow fields denote the Passive Auditor’s warnings about missing information
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vl PROFILE - [2017 T1/TP1: <NoName> - Personal information]
“ File Edit Audit Goto Form Options EFILE Online Training Window Help
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@211 @1info|s3T4| , |

ifo 2017 Personal information

Taxpayer personal information Marital status

SIN Indicate your marital status on December 31, 2017
Tte | 1[] Married 2] Living common-law 3 [ ] Widowed
First name 4[] Divorced 5[] Separated 6[X] single
Lastname
Last name changed in 20172 |:| Yes No If status changed in 2017, enter date of change mm-dd
Do you want to change your address? [ W yYes No | Were you married or living common-law at any
Care of time in this tax year? [Jyes [no
Street address Apt #
E'_OL I R Province of residence
P"V, 0n2017/12/31 NA

rovince Province of seff
Postalcode If you became or ceased to be a Canadian resident in
Primaryphone () - 2017, enter date of entry mm-dd
Birth date yyyy-mm-dd B Ace 0 or departure  mm-dd
Date of Death  yyyy-mm-dd
Gender D Male D Female

Province or territory where taxpayer resides if different from mailing
address:

CRA online mail: [ Aready registered [ ]Yes []No
Email address:

Are you a non-resident? [J¥es No
Resi y status Resident

Country (other than Canada)

Did you dispose of a property (or properties) in 2017 for which you are
claiming a principal residence exemption? [Jyes [INo

By providing your email address or updating an already registered email
address, | understand | am registering for online mail and

accept the terms and conditions that are set out on page 2 of the form
T183. Paper notices will not be mailed to me from the CRA.

Use preparer address for:
Nothing [ ] Notice of Assessmentand Refund [N of A

Do you want preparer to get [] 11 mailing address

Electronic Notice of Assessment? El Yes El No
“Gunche Vvanus " Nambay ahnuo lamalloweasba CRA

AP P DTN NN AN PN AN TINALL L LA

Entering data
e Even though ProFile automatically opens the tax jacket, it’s important to note that you enter data on
supporting forms and schedules, and not directly on the jacket itself.
e  When you click on the 74 tab (from the window above), ProFile will launch the 74 S/ip window which,
after you enter an employee’s earnings, will look like this

4 >

T4 =
Statement of Remuneration Paid S I I p
Description ABC INC
Province of employment 10 Ontario
Employment income 14 90,344.00 0.00 0.00 0.00 90,344.00
p 's contributi CPP 16 2,564.00 0.00 0.00 0.00 2,564.00 i
QPP 17 0.00 0.00 0.00 0.00 0.00
El premi 18 836.00 0.00 0.00 0.00 836.00 5
PPIP 55 0.00 0.00 0.00 0.00 0.00
Exempt CPP/QPP 28 |No No No No
El No No No No
PPIP No No No No
Employment code 29
RPP contributions 20 0.00 0.00 0.00 0.00 0.00
Pension 52 0.00 0.00 0.00 0.00 0.00
Income tax deducted 20,200.00 0.00 0.00 0.00 20,200.00
Elil i 55,000.00 0.00 0.00 0.00 51,300.00
CPP/QPP i le i 55,300.00 0.00 0.00 0.00 55,300.00
PPIP i i 4 0.00 0.00 0.00 0.00 0.00
Union dues 44 0.00 0.00 0.00 0.00 0.00
Charitable donations 46 0.00 0.00 0.00 0.00 0.00
Othe o atio
Clergy housing allowance 0.00 0.00 0.00 0.00 0.00
| T e lawas et RN~ LA A A e Am e N A
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Colours, Diamonds and Arrows

Learning about colours
A close glance at the window above reveals fields that have different font colours. Here’s what those colours
signify:
Fields with...
e Purple fonts denote data carried forward from a prior year
e Black fonts are for direct data entry
e Red fonts mean that you overrode a calculated field &l
o Blue fonts indicate a field calculated by ProFile @

e (Qreen fonts denote a row or column total 5]

Arrows and Diamonds
The right edge of certain fields may display an up-arrow, a down-arrow, or a diamond. Here’s what those
diagrams signify:

e Ifafield displays a down arrow, then a dropdown menu exists for that field

MProvince df resrdente . T M s T e
on 2017/12/31
Province of self-employment NA N
If you became or ceased to be a C4 British Columbia
2017, enter date of: Alberta
Saskatchewan
Manitoba
Québec
Are yQu a non-resident? [New Brunswick .\ V|

e When a field displays an up arrow, it means the data in that field originates from another form. In
addition, ProFile displays amounts in those fields in blue font

e  When a field has an up-arrow view, double-click it (or press F6) and ProFile will jump to the
referenced form




Step 2 - Total income

Employment income (box 14 of all T4 slips)

As a resident of Canada, you have to report your income from all sources both inside and o
When you come to a line on the return that applies to you, go to the line number in th

101

e for more in 3
109,999|00 §

Overrides

Commissions included on line 101 (box 42 of all T4 slips) 102 OIOO i
Wage loss replacement contributions
(see line 101 in the guide) 103 oloo |§
Other employment income 104 0[00
Old Age Security pension (box 18 of the T4A(OAS) slip) 113 0/00
CPP or QPP (box 20 of the T4A(P) slip) 114 0[00
Disability benefits included on line 114
(box 16 of the T4A(P) slip) 152 oloo §
Other pensions and sup 115 OIOO
Elected split-pension amount (attach Form T1032) 116 0
Universal Child Care Benefit (UCCB)
UCCB amount ¢ to a depel . o
Employment i e and other bel
Taxable amount of dividends (eligibl
corporations (attach Schedule 4 <
Description ABC Ent
Province of employment 10 |Ontario
Employment income 14 109,999.00 0.00 0.00
Employee's contributions CPP 16 2,564.00 0.00 0.00
QPP 17 0.00 0.00 0.00
Elpremiums | 18 439.00 0.00 0.00
PPIP 56 397.00 0.00 0.00
Exempt CPP/QPP 28 |No No No No
El No No No No
PPIP No No No No
| Emy code 29
RPP 20 0.00 0.00 0.00
Pension adjustment 52 0.00 0.00 0.00
Income tax deducted 22 16,555.00 0.00 0.00
Elinsurable eamnings 24 51,300.00 0.00 0.00

tion

109,999.00
2,564 00
0.00
439.00
397.00

0.00
0.00
16,555.00
51,300.00

If you decide to override a calculated field, ProFile does two things; it displays a red diamond in that field, and it
also displays the overridden amount in red font.

4

Description ABC Ent
Province of employment 10 Ontario
Employment income 14 109,999.00
Employee's contributions CPP 16 2,564.00
QPP 17 0.00
Elpremiums | 18 418.00
PPIP 55 397.00
Exempt CPP/QPP 28 |No
El No
PPIP No
Employment code 29
RPP contributions 20 0.00
Pension adjustment 52 0.00
Income tax deducted Rere s
El insurable earnings 24 50,000.00
CPP/QPP pensionable earnings
PPIP insurable earnings 56 0.00
Union dues 44 0.00
Charitable donations 46 0.00
Othe O atio

Overrides are great for “what if?” scenarios. After you complete your what-if analysis, just press the F2 key to

cancel the override and return that field back to ProFile’s original, calculated value.
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Memos and Tapes

ProFile’s memos are great for embedding notes and reminders into any field on a tax return. And you can use
ProFile’s calculator to add up a series of numbers and enter the total into any field of the tax return.

Using Memos
e To record a memo, click into any field

o Press the F8 key
e Type in your note
e Click OK

i Memo ? X

Ask client to confimr this amount

[ Canry-forward to next year Insert Date Stamp

Review Mark
@None O Preparer (OX Enor
O Pattner (O7? Question

Cancel Clear

Using Tapes
o Touse Tapes, click on a field
e Press CTRLAF8
o In the window that opens, enter a description (optional), and a value on each line
e Press the = key and ProFile will paste the sum directly into the selected field

v Tape ? X
Jan 120.00
Feb 144.00
Max 148.00
Apr 141.00
| +/- 0.00

[ Descriptions M Post Decimals 2.
[ Carty-forward descriptions

Ok Cancel Clear

When you record a memo, or use a tape in a field, ProFile puts a green background in that field. To display the
underlying memo or tape, just hover your mouse over that field

Il - Carrying charges and interest expenses

Accounting fees 0/00
Management or safe custody fees 0jo0
I counsel fees 0|00
Reported on T5013 slips 0/00
0/00
Legal fees paid to collect, blish or increase the amount of support payments 0/00
Interest on money borrowed to earn interest, dividend, and royalty income _I 4
Interest on money borrowed to acquire an interest in a limited partnership or a partnership in which you are not ¥
an active partner: I
Tax shelter 0joo i
Rental and leasing property 0
Resource property 0
0

Enj is amount on line 221 of your return.
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Finding What You Need

When preparing a tax return, you will want to work with additional forms and schedules. And, given you don’t
enter data directly on the tax jacket, this means you have to find those supporting forms and schedules somewhere

in ProFile.

ol Search

Though ProFile’s toolbar includes a Search field that lets you enter the name of the
form or schedule that you need, you may want a little more horsepower than that.
You may indeed want to use The Form Explorer.

THE FORM EXPLORER

If you don’t know the name of the form that you’d like to open; if you only know the line number you’d like to
access; if you’d like to see the forms that were used on this—or the prior year’s—return, then Form Explorer is

for you.

e To open the Form Explorer, click on the Filing Cabinet icon, or just press your keyboard’s F4 key

W4l Form Explorer ? X
L Taxpayer, Amy v ® o) ]
@ Torere Ay | .- B &k
Form: | | List Detal Key Ling
Foms |[ Mame Category IR Description Pl ccd Lostyesr Step A
W 1. Identification @ info Idenlif!cation Personal inh.:ulmallon Yes  Yes 1
- X 9o [ Dependant information No  No 3
2 Slips @ CanyFwD |dentification Canyforward Summary Yes No 4
™ 3. Income & T2202/TL11 Slips Tuition and education credit certificate No No 6
™ 4 Deductions \ :: T3 Slips Statement of trust income: No No 7
wET edi aT4 Slips Statement of remuneration paid Yes Yes 8
_° bl (aT4a Slips Statement of pension, annuity and other in...  No No 9
6 Retum +sch... | (4 744045 Slips Statement of Old Age Security No  No 10
™ 7. Filing s T4aP Slips Statement of Canada Pension Plan benefits ~ No No n
W 8. Clent - e T44RCA Slips Statement of distributions from a RCA No  No 12
— (5 T4E Slips Statement of Emplogment Insurance and No  No 13
m (& T4PS Slips Statement of profit-sharing plan allocations.. No  No 14
s T4RIF Slips Statement of income from a RRIF No No 15 v
TP1

e Ifyou use Windows Explorer ™, you’ll be comfortable with ProFile’s Form Explorer
e  The right pane of the Form Explorer window includes column headings for each form’s full name, its

category, and its description
e Notice, too, for carried forward files, the Form Explorer indicates whether a form was used in the

current or prior year =1

e In the left pane, you’ll find folders that let you filter which forms to display B

e To find a form, just type its name in the search field [l

Form Explorer Icons

There are four icons at the top right of the Form Explorer window. These icons provide view options. The bullets
below explain each icon’s purpose:
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4l Form Explorer
Taxpayer, Amy v‘ - E B (&7 r
v v = &5 a =
IFom | | List Detal Key Ling
Forms Name Category Description Used Lastyear Step
1. Identification @ Info Identification Personal information Yes  Yes 1
= #% Dependant Identification Dependant information No No 3
2 Shps [/} CamyFwD Identification Carryforward Summary Yes No 4
™ 3 Income & T2202/TL11 Slips Tuition and education credit certificate No No 3
W 4 Deductions | B T3 Slips Statement of trust income No  No 7
; S 14 Slips Statement of remuneration paid Yes  Yes 8
= T4 Slips Statement of pension, annuity and otherin...  No No 9
™ B Retum +sch.. | (4 T440AS Slips Statement of Old Age Security No  No 10
" 7 Filing 5 T44P Slips Statement of Canada Pension Plan benefits  No No n
™ 8 Client LI (s T4ARCA Slips Statement of distributions from a RCA No No 12
= & T4E Sli Statement of Empl t d.. N N 13
n 5 14ps Sips Stotenentof poftsharalonoocsiors o No 14
1 || & Temr Slips Statement of income from a RRIF No  No 15
e As the name implies, the Detail view provides complete information, such as category and description,
for each form.
o The List view gives you a simplified view where all forms are displayed as icons.
e The Key view lets you use keywords to find the required form. This view is ideal when you know what
information you’re searching but you’re not sure of the form’s name.
e Lastly, the Line view provides a line by line listing of all available forms. You find a form, in this view,

by entering a tax line number in the Form field

One more thing
o Ifyouright-click inside the Form Explorer window, you will open a dialog box that lets you choose
whether to print, open or sort the Form Explorer view. Your options include sorting by name, category,
descriptions, step or by whether the form was used

4l Form Explorer ? X
Tanpayer, Amy v l 1+ Lo, t';:: i b4 y.
Form: | T4 | Gpen  pint List Detail Key Line

Forms Name Description Used Lastyear Step A
" N RHE: Yes  Yes 8 |
8 2. Slips AR g peYes Yes 8 1
h £ Open e Yes  Yes 17
3 Income Open in new Window Ctrl+Alt+F6
" 4 Deductions Print
5. Tax + credits _
Check all
6. Retumn + sch...
- Uncheck all
Z. Filing
™ 8 Client View
™Al Arrange Icons by Name
A Used Properties by Category
B Dataentered | (% T101 Statement of renounced resofyce ex DY Description
W C Lastyear & T5006 Labour-sponsored funds tax cligdit by Used
& T5007 Statement of benefits by Step
{5 T5008 Statement of securities transaction: k
(s T5013 Statement of partnership income
n (& $3Details Capital Gains Entry No  No 28
TP1 | & S3PrincipalResi.. 53 Principal Residence Detail No No 29 v

|T4:Statement of remuneration paid

THE DATA MONITOR

As you add information, and append more forms to the return, ProFile constantly updates the taxpayer’s tax
status. At the very bottom of the window, ProFile displays an at-a-glance summary of the taxpayer’s tax status.
This display is called the Data Monitor.

As you can see in the example below, the Data Monitor reveals that the taxpayer has a refund of $1,027. In
addition, because it is a spousal return, it also shows there’s a combined amount of $342 owing CRA. The Data
Monitor reveals other information too, including available GST credits and Internet Filing eligibility.
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|y 42017 T1/TP1: St. Francois, Richard - T1 jacket
@ 1.info W2T1 |A;3.14|\:~5,75] o

2ental income Gross [160 0loo i Net [126 0[00 l 2
“axable capital gains (attach Schedule 3) 127 oloo
support payments received Total [156 0[00 i Taxable amount |128' 0[00 i
RSP income (from all TARSP slips) 129 0/00 i
Jther income Specify: 130 0/00 i
self-employment income - —

Business income Gross[162 0loo Net [135] oloo §

income Gross [164] 0[oo Net[137] ofoo

Commission income Gross[166 0[oo Net [139) oloo
Farming income Gross |168 0]00 Net|141 0Jo0 i
Fishing income Gross |170] 000 Net|143 0]00 i
Vorkers' compensation benefits (box 10 of the T5007 slip) [144] oloo §
social 145 ojoo
let federal (box 21 of the T4A(OAS) slip) 146 0/00 i
\dd lines 144, 145, and 146
see line 250 in the guide). 0/00 g» 147 0/00
\dd lines 101, 104 to 143, and 147 This is your total income. (150 110,012|80

Protected B when completed
Step 3 - Net income

“nter your total income from line 150 150 110,012|8l
’ension adjustment
box 52 of all T4 slips and box 034 of all T4A slips) 206 oloo |§
pension plan de (box 20 of all T4 slips and box 032 of all T4A slips) 207 0|00 i
RSP and pooled registered pension plan (PRPP)
see Schedule 7 and attach receipts) 208 oloo |§
RPP employer contributions
amount from your PRPP contribution receipts) 205 0}00 i
Jeduction for elected split-pension amount (attach Form T1032) 210 0|00 i
nnual union, professional, or like dues (box 44 of all T4 slips, and receipts) 212, 0.00] v
« — A
— —
<" Modified EFILE: Not eligible |Balance/Refund (1,027.04) |GST Credit 0.00 Combined balance  342.04 + _
B

Customizing the Data Monitor
You can customize and add information to the Data Monitor.

e For example, to display line 150, just highlight it
e Click the “+” sign at the bottom of the window [
® You have just added Line 150 to the Data Monitor

see line 250 in the guide). 0/00 » 147
\dd lines 101, 104 to 143, and 147 This is your total income. [150| 110,012.80]

Protected B when completed
Step 3 - Net income

“nter your total income from line 150 150 110,012 |8|
’ension adjustment
box 52 of all T4 slips and box 034 of all T4A slips) 206 0|00 i

i pension plan deduction (box 20 of all T4 slips and box 032 of all T4A slips) 207 0|00 i
RSP and pooled registered pension plan (PRPP) deduction
see Schedule 7 and attach receipts) 208 0|00 i
’RPP employer contributions
amount from your PRPP contribution receipts) 205 OIOO i
Jeduction for elected split-pension amount (attach Form T1032) 210/ OIOO !

I v
< >

Modified . Not eligible |Balance/Refund (1,027.04) |GST Credit 0.00 | Combined balance
T1:150: Total income  110,012.80

Removing a data monitor is easy. Just right-click it and select Delete




THE POWER OF A RIGHT-CLICK

Right-click a form to get quick and easy access to additional functionality.

e Right-click over a blank area of a form, and ProFile gives you a set of instructions including Print,
Carry forward, Close, and Copy Memos and Tapes

Shift+F5

Provincial toggle

Copy field code

16.585.00 Copy Memo/Tape

50.000.00 Paste Memo/Tape

55,300.00 Close form Esc
0.00 Print form

New window

Launch window

Create FX

Create T3

Carry forward
Previous year's return

. 0.00
0.00 0.00
.00 0.00

.00 0.00 Show auditor Ctrl+F9
00 0.00 Environment...

00 0.00

00 0.00

2.00 0.00
PSRRI S 7 RISV NV A VU

e Ifyou right-click on a field, you’ll see additional commands, including Link to related forms, Cut,
Copy, Paste, as well as Insert/Delete columns and Attach Memo/Tape

113 0 Provincial toggle Shift+F5
¢[114] 0 cCut
Copy
15| 0 :opy field code
{116 o e
117] 0 Override F2
o Attach memo F8
119 Q Attach tape Ctrl+F8
120 13 Copy Memo/Tape
Paste Memo/Tape
g_ Attach HyperDoc
121 0 Review marks >
122] Q Close form Esc
125 0 Print form
126 0 New window
127 0 Launch window
128| 0 Create FX
129 0 Create T3
f [130] 0 Carry forward
Previous year's return
Sﬁ\ 0 :
137 0 Show auditor Ctrl+F9
139] 0 Environment...
141 0[00
NN A

When you right-click over a blank area, or in a field, of the T1 Jacket, you can jump to specific areas of the tax

file




REVIEW MARKS

Review Marks let you or approve, or request changes on, any field of a tax file. There are four different types of

Review Marks.

e Use the Preparer Sign-off to confirm the amounts entered on each line of a return, or to approve any
errors or issues signaled by the Passive Auditor

@J‘X'?

e The Partner Sign-Off is similar to the Prepare Sign-Off, except that it’s used in an office where a
supervisor or partner approves all returns

v ()% ?

v '(%)?

p—g

e Use the Question Mark to tag a field for further analysis

v v %(?

Using a Review Mark

e In the example below, the Auditor warns you that a T4’s CPP amount may be incorrect

escription

o Use Correction Required to flag a field error on the return

ABC Ent

Province of employment

‘Tmployment income

mployee's contributions CPP

xempt CPP/QPP

EMRIOyMEPROde .~

Sees

e To indicate that the amount is indeed the correct T4 value, select a Sign-off Review Mark and click the

yellow field

e ProFile adds a review mark to that field, and also signals it in the Sign-offs tab of the Active Auditor

<

10 Ontario

% ABC Ent
{
]

14 109,999.00
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Chapter 3 Quiz

Question 1: ProFile uses Tabs to:

Indicate which forms are open on a tax return
Create multiple copies of a tax return

Toggle back and forth between different tax files
All the above

COowp

Correct answer is A

Question 2: True or False: All of ProFile’s toolbars are customizable

Correct answer is False

Question 3: ProFile’s toolbars include:

Audit & Review Marks; Tax Prep; EFILE settings
Audit & Review Marks; Forms; Shortcuts

EFILE settings, Shortcuts, Archive and Save
None of the above

COowp

Correct answer is B

Question 4: True or False: You can hide ProFile’s three main toolbars

Correct answer is True

Question 5: True or False: You can add any ProFile form to the JumpBar

Correct answer is True

Question 6: You can use ProFile’s display options to:

Launch tax returns so that they display on two monitors
Tile multiple tax returns

Display multiple tax returns on a monitor

All the above

Cowp»

Correct answer is D

Question 7: True or False: ProFile has two Auditors (Passive and Active)
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Correct answer is True

Question 8: True or False: A field with a yellow background indicates a Passive audit message

Correct answer is True

Question 9: Which of the following types of messages might the Active Auditor display?

Warnings that indicate potential processing issues
A list of data carried forward from a prior year
Notices to alert you to important dates or deadlines
All the above

COowp

Correct answer is D

Question 10: True or False: You can go to the Environment option to personalize the Auditor

Correct answer is True
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Learning about

Taxes With
Intuit ProFile

2018/19

Learning Objectives

At this chapter’s conclusion, students will understand:

How to prepare an individual’s basic T1 tax return
How to prepare a T1for a married couple

The A to Z of preparing a T1 for a client,

How to use CRA’s EFILE system

Chapter 4: A Basic T1

Additional Resources

This document provides numerous resources to accounting
professionals. Refer to these sites to explore additional tutorials and
training opportunities:

http://accountant.intuit.ca/professional-
accounting/index.jsp

http://profile.intuit.ca/professional-tax-software/index.isp

http://profile.intuit.ca/professional-tax-
software/training.isp
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Chapter 4: A Basic T1

T1 BAsICS

First of all, professional tax preparers rarely, if ever, use the term “tax return.” Most will distinguish a tax return
by its type. Rather than say “tax return,” tax preparers will simply call a personal tax return a “T1.” Likewise, a

corporate tax return is a “T2,” and a trust return, a “T3.”

In this section, we will explore the differences between a manually prepared T1 and one prepared in ProFile.

Paper versus ProFile

Chapter 1 introduced a hand-written T1 for an individual name

d Marianne St Laurent. Let’s explore how you

would manually prepare Marianne’s tax return using CRA’s downloaded forms and schedules.

T4 slip—statement of remuneration—that Marianne

Assume that Marianne was a student during the tax year and that she also worked part-time. Here is the

received from her employer:

Employer's name — Nom de femployeur
ABC Inc
ABC Marketing & SEO Services

Pl Ganacde Revenue  Agence du revenu

T4

Statement of Remuneration Paid
Etat de la rémunération payée

Year
Année

2017
tincome - Ine 101
Re venus d'emploi  igne 101

- 18,432[00

Income tax deducted ~ line 437
Impot sur le revenu reten - ligne 437

322{11

13030 1099 RP 0001

Prodce o emo\aymm Employee's CPP contributions ~ line 308
ce e

Sl insrsie sorings
Catisations de lemployé au RPC — ligne 308

Gains assur

ﬁ‘

Social insurance number

Numévouassu rance sociale CPPIQPP_EI PPIP

10 16
Exermpt - Exemption \—m 739/13 18,432]00

RPCRRQ AE  RPAP I—l_, ml ‘ ‘ lﬁl 18432|00 |

Urindves—the 212

Employee’s EI premiums — line 312

Employee's name and address — Nom et adresse de I'employé e 212

wascnese | (18] aoofes | [44] | |
—>| Saint-Laurent Marianne | RPP contributions - line 207 Charitable donations — line 349
Cotisaions & un APA - lgne 207 aisance - ligne 349

] [ ] [ ]

12 Main St Pension adjustment  line 206 P o DPSP rogisration number
al o ‘RPA ou dun RPDB
2] l o] |

Anytown ON CAN M4A 1L1

Employee's PPIP premiums —

y see over PPIP insurable eamings
Cousations e 1employs au RPAP - vor au verso

assurables du RPAP

] |

\ﬁ.

Protected B when completed / Protégé B une fois rempli

Box- Case Amount - Montant Box - Case Amount - Montant Box— Case Amount — Montant
Other information
(see over)

Box— Case Amount - Montant Box - Case Amount - Montant - Case Amount - Montant

renselgnemenls
(voir au verso)

| | 1 |

T4 (14)

| [ ] [

RC-14-599 1

Because Marianne was a full-time university student,

she also received the following tuition slip

el T Tution, Education,and Textbook Amounts Cartficete Protected B / Protégé B T2202A (16
C.'“m'* scolarité. montant relatif aux 6tudes 1o~ compioted ' ure ‘ors ermol o stuoen
WE"‘M Pour Ibtudar
Dervre

Mananne St-Laurent

12 Main St -
Anytown ON  M4A1A2  CAN ~ LI I
. 2017, 01 | 2017 | 04 3,285.47
2017|098 | 2017 12 3,329.80|

Concordia University
1455 De Maisonneuve Bivd W

Montreal QC H3G1M8

Iotor o 13 siudents. o1 Pyou
e pous et uslars . nes 0 st 0
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To manually prepare a T1, first obtain a copy of CRA’s T1 General, Income Tax and Benefit Return. You can
download a fillable PDF from CRA’s website, or a hard copy from any Canada Post outlet.

e Start with Page 1 of the tax return (the T1 Jacket) and begin entering your name, address and other
contact info

Protected B when completed

el S0g o feng T1 GENERAL 2017
Income Tax and Benefit Return

Step 1 - Identification and other information

Identification Information about you

Print your name and address below. Enter your social insurance
st iial number (SIN) 55,5/5,5,55,5,6
f‘;;;";;ntlm N Year Month  Day
Enter your date of birth: 19,7,9/11,2|11,7
Lastname . .
int- Your language of correspondence: nglish rancais
Saint-Laurent Votre langue de correspondance : b:4 0
Mailing address; Apt No. - Street No. Street name
1212 Main Stree Is this return for a deceased person?
PO Box RR
If this return is for a deceased Year  Month Day
person, enter the date of death: { |
City Prov.Terr. Postal code S ! -

Anytown |loN| | KOA |1, A0

Email address

1understand that by providing an email address, | am registering for online mail
I have read and | accept the terms and conditions on page 17 of the guide.

1) Married 2 [] Living common-law 3 [_] Widowed

4[] Divorced 5[] Separated 6 X single

Enter an email address:

Information about your residence
Enter your province or territory of Enter his or her SIN: Lev Lo by

residence on December 31, 2017 Ontario

Information about your spouse or
common-law partne! al

nter his or her fi :
Enter the province or territory where Enter his or her first name:

you currently reside f it is not the

same as your mailing address above: i";‘g"’xz::‘;f“ I o for2017
If you were self-employed in 2017,
enter the province or territory of Enter the amount of universal child care
self-employment benefit (UCCB) from line 117 |
———— | | ot his or her return:
If you became or ceased to be a resident of Canada for income tax purposes | | Enter the amount of UCCB repayment
in 2017, enter the date of. from line 213 of his or her return:
Montipgbey, icustig Doy Tick this box if he or she was self-employed in 2017: 10
entry | Ly or  departure | |
[ Do not use this area | | [ | | ]
M Elections Canada (For more information, see page 19 in the guide.)
A) Do you have Canadian GHiZeNShID?. .. ... . .ottt e Yes[X1 No[ ]2

If yes, go to question B. If no, skip question B.

B) As a Canadian citizen, do you authorize the Canada Revenue Agency to give your name,
address, date of birth, and citizenship to Elections Canada to update the National Register of Electors?

.Yes[X1 No[ ]2

Your authorization is valid until you file your next tax return. Your information will only be used for purposes permitted under the Canada
Elections Act, which include sharing the information with provincialferritorial election agencies, members of Parliament, registered
political parties, and candidates at election time.

e On Page 2, enter the employment income amount as indicated on your employer’s T4




Step 2 - Total income
As a resident of Canada, you have to report your income from all sources both inside and outside Canada.
When you come to a line on the return that applies to you, go to the line number in the guide for more information.

income (box 14 of all T4 slips) 101 18 43200
Ci iSSi included on line 101 (box 42 of all T4 slips) 102
Wage loss replacement contributions
(see line 101 in the guide) 103
Other employment income 104 4+
Old age security pension (box 18 of the T4A(OAS) slip) 13 +
CPP or QPP benefits (box 20 of the T4A(P) slip) 14 +
Disability benefits included on line 114
(box 16 of the T4A(P) slip) 152 I
Other pensions and sup: 0 15 +
Elected split-pension amount (attach Form T1032) 116 +
Universal child care benefit (UCCB) 17 4+
UCCB amount designated to a dependant 185 |

i and other benefits (box 14 of the T4E slip) 119 +
Taxable amount of dividends (eligible and other than eligible) from taxable
Canadian ions (af 4 120 4

Taxable amount of dividends other than eligible dividends,
included on line 120, from taxable Canadian corporations 180 |

Interest and other i income (attach 4) 121 4+
Net p ip income: limited or non-active partners only 122 +
Registered disability savings plan income 125 4
Rental income Gross 160 | Net 126 +
Taxable capital gains (attach 3) 127 +
Support payments received Total 156 | Taxable amount 128 4 |-
RRSP income (from all T4RSP slips) 129 +
Other income Specify: 130 +
Self-employment income
Business income Gross 162 Net 135 4
Professional income Gross 164 Net 137 +
Commission income Gross 166 Net 139 4
Farming income Gross 168 Net 141 4
Fishing income Gross 170 Net 143 4
Workers' P! ion benefits (box 10 of the T5007 slip) 144
Social asst pay 145 +
Net federal supplements (box 21 of the T4A(OAS) slip) 146 +
Add lines 144, 145, and 146 (see line 250 in the guide). = 147 +
Add lines 101, 104 to 143, and 147. This is your total income. 150|= 18 432 OOI

e Find Schedule 11 and use the T2202 issued by your learning institution to calculate your eligible tuition
credits

Protected B when completed
T1-2017 Tuition, Education, and Textbook Amounts Schedule 11

For more information, see line 323 in the guide.
Only the student must complete this schedule and attach it to his or her return.
Use your official tuition tax receipt or completed form T2202A, TL11A, TL11B, and/or TL11C slips to complete this schedule to:
« determine your federal tuition, education, and textbook amounts;
* determine the federal tuition amount available to transfer to a designated individual; and
* determine the unused federal amount, if any, available for you to carry forward to a future year.

Tuition, and laimed by the student for 2017
Unused federal tuition, education, and textbook amount from your 2016 notice of assessment or notice of

Eligible tuition fees paid for 2017, from your tuition tax receipt or designated form as noted above.
If you paid $100 or less in tuition to an institution, see line 323 in the guide. N+ 661527 ,

Add lines 1 and 2. Total tuition, and for 2017 = 661527 3
Enter the amount of your taxable income from line 260 of your retum if it is $45,916 or

less. If your taxable income is more than $45,916, enter instead the result of the

following ion: amount from line 44 of your 1 divided by 15%. 18 432/00 4

Total of lines 1 to 21 of your Schedule 1 - 5

Line 4 minus line 5 (if negative, enter "0%). = 143 6

Unused tuition, education, and textbook amount claimed for 2017.

Amount from line 1 or line 6, whichever is less. — | 3 7
Line 6 minus line 7. = 4 57943 8
2017 tuition amount claimed for 2017.

Enter the amount from line 2 or line 8, whi is less. + 4579439

Add lines 7 and 9. Total tuition, education, and textbook
Enter this amount on line 323 of Schedule 1. claimed by the studentfor2017 = 4 579 4310

e You will also need to find Schedule 1 and enter the basic personal amount at line 300, the Canada
employment amount at line 363, and the CPP and EI amounts from your T4 slip at lines 308 and 312.
Finally, transfer the amount from line 17 of Schedule 11 to line 323 of Schedule 1
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This is Step 5 in completing your return. Complete this schedule and attach a copy to your return.
For more information, see the related line in the guide.

Step 1 - Federal non-refundable tax credits

Basic personal amount claim $11,635 00
Age amount (if you were born in 1952 or earlier) (use the federal (maximum $7,225) |
Spouse or common-law partner amount (attach 5)
Canada caregiver amount for spouse or common-law partner, or eligible dependant age 18 or older
(attach Schedule 5)
Amount for an eligible (attach 5)
Canada caregiver amount for other infirm age 18 or older (attach 5)
Canada caregiver amount for infirm children under 18 years of age
Enter the number of chikiren for whom you are g this amount x $2150 = O+
CPP or QPP contributions:

through employment from box 16 and box 17 of all T4 slips

(attach Schedule 8 or Form RC381, whichever applies)

on self and other earnings (attach 8 or Form RC381, whi applies)
Employment insurance premiums:

through from box 18 and box 55 of all T4 slips

on self. and other eligible eamings (attach 13)

amount

Search and rescue amount
Canada employment amount
(If you reported income on line 101 or line 104, see line 363 in the guide.)

Public transit amount (only claim amounts from January 1 to June 30, 2017)

Home accessibility expenses (attach Schedule 12)

Home buyers’ amount

Adoption

Pension income amount (use the federal

Disability amount (for self) (claim $8,113, or if you were under 18 years of age, use the federal

Disability amount froma (use the federal

Interest paid on your student loans
Your tuition, education, and textbook amounts (attach 11)

Tuition amount from a child

Amounts from your spouse or common-law partner (attach

Medical expenses for self, spouse or common-law partner, and your
children born in 2000 or later

2)
30
Enter $2,268 or 3% of line 236 of your retum, whichever is less.
Line 26 minus line 27 (if negative, enter "0%) =
Allowable amount of medical expenses for other dependants
(do the ion at line 331 in the guide) 33118
Add lines 28 and 29. =

Add lines 1 to 25, and line 30.
Federal tax credit rate

Multiply line 31 by line 32.
Donations and gifts (attach 9)

Add lines 33 and 34.

Enter this amount on line 47 on the next page. Total federal non-refundable tax credits 2764

Paper Observations

As the example above illustrates, manually preparing a T1 is a protracted and complex affair. The need for

Protected B when completed
T1-2017 Federal Tax Schedule 1

wnN -

-

complicated calculations, the risk of omitting a schedule or form, or of not transferring the proper amounts to the

right forms, all mean that the probability of errors and omissions is quite high.
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Once again, in ProFile

Let’s now explore how we prepare the same T1 in Profile:
e Launch ProFile and go to File > New > 2017 T1
e After ProFile opens the /nfo page, enter the individual’s name, social insurance number, date of birth
and other relevant information
e The Info page should look like the image below

\/ 412017 T1/TP1: St Laurent, Marianne - Personal information X

@ 1.Info |z.n|~3.51|~§.s11 ] a«_t.n] \si.rzzozm.n| . \

2017 Personal information

Taxpayer personal information Marital status

SIN 444 444 442 Indicate your marital status on December 31, 2017

Title Ms 1] Married 2] Living commondaw 3] Widowed

Firstname __Marianne 4[] Divorced 5[] Separated 6[X] single

Last name St Laurent .

7“5[ name changed in 20172 |:| Yes |Z| No If status changed in 2017, enter date of change mm-dd

Do you want to change your address? !_I Yes No Were you married or living common-law at any

Care of time in this tax year? Yes []No

Streetaddress 12 Main St Apt# Residenc

Z'.O'L A BRR Province of residence

i on20174231 _ Ontario

% M4A 1A2 Province of self-employment

L 1 If you became or ceased to be a Canadian resident in

Primary phone _ (909) 555-5555 2017, enter date of- entry mm-dd

Birth date 1979-12-17 BAce 38 e [

Date of Death _yyyy-mm-dd

Gender [:| Male Female

Province or territory where taxpayer resides if different from mailing Are you a non-resident? [¥es No

Ll Residency status Resident

CRA online mail: [ Aready registered [ ]Yes [X|No | Country (other than Canada)

Email address: qu you dlsp(_)se_ ofa plppeny (or prop_erlles) in 2017 for which you are
- claiming a principal residence exemption? Yes No

By providing your email address or updating an already registered email

address, | understand | am registering for online mail and

accept the terms and conditions that are set out on page 2 of the form Use preparer address for:

T183. Paper notices will not be mailed to me from the CRA. Nothing [ ] Notice of Assessment and Refund  [JN of A

Do you want preparer to get D T1 mailing address

Electronic Notice of Assessment? [J¥es No

By checking yes on the box above, | am allowing the CRA to electronically

provide my assessment results and my notices of assessment and

reassessment to the electronic filer (including a discounter) named in Part

€ of T182 | will now receive a conv of mv nafices of assecsment and v

e Once again, here is the T4 slip that Marianne received from her employer

Emoioyers name - Nom 06 (e poyeur l‘l C;::m mm T4
ABC Inc Year [“o016 Statement of Remuneration Paid
Année
ABC Marketing & SEO Inc Etat de la rémunération payée
Employment ncome - e 101 income tax deducied - ine 437
Reverus demploi - igne 101 it sut e revenu reter - igne 437
(4] 1842100 |[22] g |
g 2{‘ PRV Q0SS e THmare o oo < v P ovovncn Gergis  Cotetame Oe Fmglopt o AP - lghe 308 Ga s G2E
: o] (o refn | Bl ]
@ Socil msurance rumber Exempt - Exemption ON s LJ\ 8.421j00
° Numéro dassurance socale CePOPP E1 - PPIP Employee’s QPP contributons - Ine 308 CPPIOPP pensionable
[12] 26 ouGergis  Cotastons e fergioyt au ARG - e300 _Gains v 0ot  penn - APCARD
2 444 444 442 17 [26] 8,421/00
E wemmase e 2| LI ] | ] 1842100 |
P— Urion dums e 212
'8 [Employes's name and sddress - Nom ef adresse de Tempioyé Cotsaions Go eyt 4 TAE - ghe 312 Cotisasons syndcales - igne 212
] [ ey | (1] segar | (%]
& | »{ StLaurent Marianne | PP corrbutors 1w 207 Craatte oratons e 34
3 Covpatora s o RN sore 307 o g Biaares - oo 30
20 46
E (o] [ ] [ [ ]
=3 12 Main St Persion adustment - e 206 P o DPSP segsaton nurber
g Faciow dbaaioncs - igne 208 s S o Gun P08
52 50
€ | Anytown ONCAN M4A 1A2 (2] | | Ll |
2 2 PPIP sremiuma - 000 over PPIP rwrae sarme
£ Cosaations 0o (ompioyd au APAP - vo a4 vorso Gaine sesuration 0u AAP
. CHmmaag
g Box - Case Amourt - Montant Box - Case Amount - Morant Bos - Case Amourt - Mortart
§?’:;::"""‘°"Dl [ 1 I | I ]
o
N B - Case RS— Box - Case Amoust - Morsare Box- Case JRs—
: [ LI | LI [ ]
= mvwwso) I ‘ J
RC-14-500

e To record the T4 slip in ProFile, press the F4 key to open Form Explorer and then, in the Search field,
type T4. Double-click the T4 line in the right pane of the Form Explorer window, and ProFile will open
that form
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And ProFile will transfer the T4 amounts to the corresponding line on the T1 return itself (the T1

V4 Form Explorer ? X
Wl StLaurent Marianne M|l T E E o) ']
Eorm: T4 Bint List Delal Key Lie
Foms Name Category Description Us. Last. St A
n @icto Identfication  Personal information Yes NA 1
W 1 1derth #4Dependant  Identfication  Dependant information No NA 3
2 S @CaryPWD  Identfication  Camylorward Summary Yes NA 4
o (-T2202/TLIN Slips Tuition and education creditcerti. No  N/A 6
- BT Slips Statement of frust income No NA 7
ELCEEED aT4 Slips Stetementof remunerationpaid ~ No  N/A 8
B 5Tax cudie BTA Slips Statement of pension. ennuityond.. No N/A 9
W 6 Retum + schedules | (4 TAAOAS Slips Statement of Old Age Security No NA 10
™ 2. Filng | arer Slips Stotementof ConodaPension P No  N/A 11
L) (8 T4ARCA Slips Statement of foma.. No NA 12 e
o Enter the data on the T4 Slip form line by line
[ )
4 D
Description ABC INC
Province of employment Ontario R
Employment income 8 00 00 00 18 43; | Income
Er CPP 00 00 00
QPP 00 00 00
El premiums 00 00 00 3 14 of all T4 slips)
00 00 00

Protected B when completed

730,13 [anada, you have to report your income from all sources both inside and outside Canada.
fo a line on the return that applies to you, go to the line number in the guide for more information.

PPIP on e 101 (box 42 of all T4 slips) [102]
Exempt CPPIQPP | 28 contributions

El de)

PPIP [104)
Employment code ion (box 18 of the T4A(OAS) slip) 113]

i 0.00 fiox 20 of the TAA(P) siip) 113

P 0 ,:Fm online 114
Income tax deducted 322.11 siip) [152 oloo §
Elinsurable earnings | [1185]
CPPIQPP 18]
PPIP insurable earnings 7]
Union dues % dependant [185] oo |
Charitable donations S¥and other benefits (box 14 of the T4E siip) 1]

Other information

ns (attach Schedule 4)

fends (lgible and olher than elgible) from taxable Canadian

able amount of dividends other than elgible dividends.

included on line 120, from taxable Canadian corporations [180] 0J00 i
Interest and other (attach Schedule 4)
imited or non-active partners only
Registered disabilty savings plan income
Rental income Gross[160) oloo § Net

attach Schedule 3)

Support payments received Total [156] oloo § s
RRSP. TARSP slips)
|other income. Specity.

EEREHEEE

Here, again, is Marianne’s tuition slip

el aEmn— Tuition, Education, and Textbook Amounts Certificate Protected B/ Protégé B T2202A (16)
Certificat pourfrais de scolarié, montant relatf aux études tod / une o o For s
when completed /une fois rempl | " *
. mv.mmw:mu.wuwmv" mmw.quwn, ‘o Débivrez oo Corifical & un Gludiant QU 64 Inecrl, 8u Cors de [année Gvike, & un programme de.
ecucatona oz cational prograrm i a post-secordary PsIAON such a5 lormalon acmssiie Ou & Tormaon Oéterie Gars
nmmwnmmwula"m‘reﬁmﬁw:ryrmwnwscaavx)-m omm un colligo ou tne uworsas, ou dans par Emplo ot
Canada [€SDC) socal Carada (COSC)
« Tuton foes ot i respec of e Calendar your 10 any 0o Insttuson have Yo ba mare han e Les fai aun pour o arparcer
$100. Foes pad 10,8 post-secondary stRu0n have 10 be for coursas taken af he 100§ Los ¥aus papés & un izablasement costseconGaro davent weer Ges Cours db AVeR
post- level. Fees paic % an institution cered by ESOC have 1 be 'or courses taken Dostsecondare. Les Yas Dayés & un Eladissement recony par EDSC dovert viser des Cours suvis en
10 et or improve sidlls in an occuDEton, and the student has 10 be 16 years of age or Older Ve ¢ BaCQuénr Ou O amélorer des compétences drofessonnedes. ef eludan SOt avor 16 ans ou Dlus.
befora the na of e yor avart a i 6o fannbe.
Do not enter the cost of textbooks on this form Stucerts calcuaie e educalon and . L etussart caicule et -
textbook amounts based on the number of months nocated - Box B or C below umnw‘vrw\.u‘mhwammummmumcacm

(areing

Name 0 200 of st Nom o adente 3u St

3

Use Form Explorer to find and open the T2202 tuition form. Record the slip information on that form

Marianne St Laurent
12 Main St
Anytown ON M4A 1A2 CAN o
Concordia University g
1000 Main St 0
Anytown ON M1ATA3 T, 8] 0
Al ot 1 endis 1L s Vot ot . 1 v ks i o s € i v e S 0 i s b G of e s, sl o vere St . 1

[ ]

e ProFile will transfer those amounts to the Schedule 11
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T2202ATL11
Tuition and education credit

Concordia U

Description Protected B - when completed

T2202A, TL11A, TL11B, TL11C cation, and Textbook Amounts Schedule 11

Tuition fees paid LA | 661527 6,615.27
Tuition fees paid before 502017 32854 3,285 47 |fttach itto his or her retum. Use it to:
Number of months in p':n-nme enrolment B 0 0 0 ol individual: and
before September 5™ 2017 0 I 0 0 farry forward to a future year.
Number of months in ful-time enrolment c 8 0 0 8
. before September 5™ 2017 4 0 0 imed by the student for 2017
TL11D ryour2016nonoe of
Tuition fees paid 0o g1

Tuition fees paid before September 5% 2017 \ 320 661527 W 2
Charitable donations | . ilable tuition, education, and textbook amounts for 2017 661527 3

OUNT OT OB z i your return if it is $45,916 or less.

If your taxable income is $45,916, enter instead the result of the

following calculation: amount ine 44 of your Schedule 1 divided by 15%. 18,432|00,
Total of lines 1 to 21 of your Sche: 13,852
Line 4 minus line 5 (if negative, enter "0 45798 5 6

Unused tuition, education, and textbook amd aimed for 2017 &

Amount from line 1 or line 6, whichever is less A > oo g7
Line 6 minus line 7 579143 4 8

22017 tuition amount claimed for 2017

Enter amount from line 2 or line 8, whichever is less 4579143 89
Add lines 7 and 9. T =~ _.dcation, and textbook

Enter this amount on line 323 of Schedule 1 amounts claimed for 2017 I 4579143 § 10
2017 enrolment information

| The following additional information is required for the administration of federal programs such as the working income tax benefit,

scholarship exemption, life long learning plan, and various provincialfterritorial programs.

Tick this box if you were eligible for the disability tax credit or you had, in the year, a mental or physical

impairment and a doctor has certified that the effects of the impairment are such that you cannot reasonably be

expected to be enrolled as a full-time student.

Enter the number of months you were enrolled as a part-time student,

column B of forms T2202A, TL11A, TL11B, and TL11C. (maximum 12) @ 0 i

Enter the number of months you were enrolled as a full-time student,

column C of forms T2202A TL11A, TL11B,and TL11C. (maximum 12) EE:] 8 i

e ProFile will then transfer the amounts from Schedule 11 to the Schedule 1 and, ultimately, to the T1
Jacket itself.

T1-2017 Federal Tax Schedule 1

This is Step § in completing your return. Complete this schedule, and attach a copy to your return.
For more information, see the related line in the guide.
Step 1 - Federal non-refundable tax credits

Basic personal amount claim $11,635 K{ili]

11,635

if you were born in 1952 or earlier) (use federal worksheet)
Spouse or common-law partner amount (attach Schedule 5)
Canada caregiver amount for spouse or common-law partner, or eligible dependant age 18 or older
(attach Schedule 5)
Amount for an eligible dependant (attach schedule 5)
Canada caregiver amount for other infirm age 18 or older (attach Schedule 5)
Canada caregiver amount for infirm children under 18 years of age

Enter the number of children born for whom you are claiming

this amount B2l ofixs 2150 =
CPP or QPP contributions:

through employment from box 16 and box 17 of all T4 slips

(attach Schedule 8 or Form RC381, whichever applies)

on self- and other earnings (attach Schedule 8 or Form RC381, whichever applies)
Employment Insurance premiums:

through from box 18 and box 55 of all T4 slips i $836.19) Kj V3 300

on self- and other eligible earnings (attach 13)
Volunteer firefighters’ amount
Search and rescue volunteers' amount
Canada employment amount
(If you reported employment income on line 101 or line 104, see line 363 in the guide) (maximum $1,178) kIX} 1,178
Public transit amount (only claim amounts from January 1 to June 30, 2017)
Home ac ibili (attach Schedule 12)
Home buyers' amount
Adoption expenses
Pension income amount (use the federal worksheet) (maximum $2,000;
Disability amount (for self) (claim $8,113, or if you were under age 18, use the federal worksheet)
Disability amount froma (use the federal worl )
Interest paid on your student loans
Your tuition, education, and textbook amounts (attach Schedule 11)

Tuitinn amaunt trancfarad fram o child

[N}

8[8[8 [8[8 [8

C N

=)
8
~

o8
.9

=)
3la

EE8E8E8E8EREEEE

e Because Marianne had no other slips or additional information to record, here is snapshot of her tax
return

o Note that the last page of the tax return indicates that Marianne is receiving a refund of $322.11




Protected B when compieted

™ B

s T1 GENERAL 2017

Income Tax and Benefit Return

12 Main St

Step 1 - and other ir
Identification Information about you
Print your name and address below. Enter your social insurance number (SIN) 444 444 442
Frstrane s e YearnlonthiDay
arianne Enter your date of birth: 1979-12-17
Lastname
St Laurent Your language Engisn  Frangais
i s A5 o~ See o it rane Vore angue g conespondance i)

| understand that by providing an email addres:
have read and | accept the terms.

Is this return for a deceased person?

{When you come to a line on the return that applies to you, go to the line number in the guide for

and cor
(b0x 14 of al T4 sips) [101]

Protected B when compieted 3

‘more information.
18.432/00 |

0loo f§
oloo )y
oloo |

Enter an email address [Commissions included on tne 101 (box 42 of ail T4 sips) ozl ofoo
[1ag¢ loss replacement contrbutons
(see tne 101 nthe guide) oloo §
Enter your province or tertoryof o [fod]
residence on December 31, 2017 9 pension (box 18 of he TAA(OAS) i [113]
ICPP or QPP benefts (box 20 of the TAA) sip) 14
;TL.',':;W'?S;; f"l':‘:"‘y M“’;;" [Disability benefits included on line 114,
[(box 16 of e T4A(P)sip) [52 ool

same as y

—{other pensions and

in 2017,
enter the province or ertory of
seft-employment

f you became or ceased to be a
017_enter the date of

T1032iStep 3 - Net income
jour total income from ine 150

[universal Chiia (ucce)

Protected B when compieted L3

150 18.432/00 J|

adustment

resident of[Employment insurance and ofher benefs (box 14
Faiabe amount o didends (e and oner ] 222203 e oo i
|corporations (attach Schedule 4) loo i
Fraxable amount of didends oier Tnan Sigiie Gi/Registered pension plan deducton (box 20 of al T4 ips T4A sips) [207] oloo
[ncluced on ine 120, rom taable Canadian corpe| RSP @13 po0ied registered pension pian (PRPP) deduction .
et e e e ot als2e Schedul 7 and attach receipis) [208] oloo §
2 REP employer conlibutons
fimited or your PRPP contribution receipts) oloo §
ings plan income: loeaucton for elected spit  (attach Form T1032) ! 0| ool

T a4 |

i
G professional, o ike dues (box 44 of all Td siips, and rec|
[Taxable capital gains (attach Schedule 3) |Line 236 minus line 257 (if negative, enter "0"). This is your taxable income. [260) 18,432|00
|universal Child Care (box 12
received T inci itori
Tr78) 5
=5 = Step 5 - Federal tax and provincial or territorial tax
[Other income. 1 ¥ Form 428 your provincial o territonal tax.
[Sei-empioyment ncome Gross[228
st e Protected B when completed 5
Professional income G .
| Tota1[230] Step 6 - Refund or Balance owing
iR sEstsasa o Scn:d-:lme 7 et federal tax enter the amount from line 62 of Schedule 1 (attach Schedule 1. even i the result is "0") 420 oo
[Deduction for GPP or QPP contioulions on selr-employment and GihefCFP coniibutons payable on seff-empioyment and ofher eamings e oo
|iattach Scheduie & or Form RC381, whichever applies) Form RC381, whichever applies)
Fom T1229) 18) 430 0[o0
lother. ment 422 000
CEreenc=aetton rovineial o territorial tax (attach Form 428, even f the resultis '0°) 428 000
lotner deductions Specity |Add ines 420, 421, 430, 422 2nd 426, This is your total payable. [435] ojoo i+

nad ines 207. 208. 210 to 224, 229, 231, ana 232

[Total income tax deducted

lLine 150 minus line 233 ( negative. enter 0")

[Refundable Québec abatement

Conclusion

ProFile provides guided tax preparation that requires you to simply enter information on the required forms and

eported income on Ine 113, 110, or ¥
[Use the federal worksheet out repayment (enter your excess contrbutons)
[Line 234 minus line 235 (if negative. enter "0°).
I you have a spouse or common-taw partner see ine 236 inthe guic o i)
|Retuna ot in Form T2038(ND))
[Part 1.2 trust all T3 slips and box 209 of all T5013 slips)

[Employee and pariner GSTHST GsT370)
[Eflgibie educator school

lsupply tax credit Supples expenses [468] oo fix 150 % =

[Tax paid by mstaiments

Provincial or territorial credits (attach Form 479 i i applies)

|Add ines 47 to 479

These are your total credits. 482

» 322|11

|Line 435 minus line 452

This is your refund or balance owing

irthe

fthe result is negative,

Refund [484]

32211 -

. you have a 0
Enter the amount below on whichever i appies.

Generally, we do not charge or refund a iference of $2 o less.

Balance owing [485] oloo -

slip (in this example T4 and T2202) and ProFile then completes the T1 based on those entries.

Contrast that with the same hand-written example, and the benefits gained by using tax-preparation software are
immediately evident.

A TAX PRACTITIONER APPROACH

Preparing a T1 for a Married Couple

This section explores how a tax preparer works with a client—in this example, a married couple named Jane and

Javier Cosan—who have asked you to file their T1 returns. So that you can proceed, they provide you with the

following tax slips:
T4 slips that itemize each spouse’s employment earnings
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Empioyers name - Nom de [ employeur
Hi-Test Resources

Rel 250 anar T4

Year Statement of Remuneration Paid
Année Etat de la rémunération payée

Employment income - ine 101 Income tax deducted - kne 437
Revenus dompioi - igne 101 Impt s o reveru rwtens — Sone 437
| |029u]oo Ilﬁ[ 2ug12es |
B[54 [Empiover: €1 insurabie camings
P U] e L]
¢ Fmmomeo | B [ H |
£ el L e ﬁ_l [ wonla |
g Employce's name and address - Nom ot adresse de [employs. s et s 212
[ o —
E —b{ Cosan Jane ] RPP contritusions — line 207 Chantable donasions -
g RPA - igne 207 Oons de trentasance - lwl"
Hin =] i T
E. 12 Main St w.qm. -_;‘z« a»uwmw
8
§ | Anyownoncan MIA L1 ] l | LI |
2 Enpiosen P pmns o e e
3 & [ ] B [ ]
3 e e e e e
§ [ ] [ 1l | ]
i P pox- Case pus— tox - Case S tox-Case p———
¢ [ [ [ ]I [ LI
AC-14.599 1
Employers mame ~ Nom de lempioyeur .’l Canada Revenue mm T4
e me ] g
Employment income - ine 101 Income tax deducted - kne 437
Revenus dempiol - igne 101 Impdt sur le reveny reteny - Sgne 437
]| 101 owbt ]IEI 2288488 |
Proviece demplcr | Cotisatons de employé au RPC m:n- [t

54 | Emplor
_1|30301099RP000|

Social rwurance number

—ion 0] ON | [16] 2seafio | [2¢] 5130000 |

c»o» B e

Employed's QPP contributions - ine 308 CPP/OPP penioruble samings

RPCRAQ AE  RPAP

Cerra—nn e T T B wsfm ]

.

§

2

k-]

2

>

b E ' ‘and address ~ Nom et adr de Wlﬂlﬁ’mlf‘ft‘.&s‘? MIMI 13'7‘7

g J—— e | 0] scfo | ] e |
—hIOosan Javier | RPP coetribusons ~ line 207 Charitable donaticns — ine

~ Cotisasions & un RPA - igne 207 Dons do bientaisance - igne 349

H =] | ssdfoo |

% 12 Main St Persion adustment - ine 206 ,RPP«WWW

: s

§ | Anytown ONCAN M1A 1L1 El l I @‘ |

H pemmaTT e, et

2 B [ ] B [ ]

e L. —

g [ [ [ I [ I ]

e mem e mom e mow e

¢ oz [ [ LI [ LI [ ]

RC-14509 |

o There is also a charitable donation receipt and a T5 slip issued by a bank or other financial institution
that lists the amount of investment income earned in the tax year. Assume that the investment income
was shared equally by each spouse

Income Year Protected B / Protégé B

Canada R Agence d
Bl 55555 Foere g

T5 Lataes reozanun de

[2017] when / une fois rempli
Drmonss fom Canatian corporavens ~ Dvdondes o so0iets canadonnes Fedoralcroan — Créd t6oera Année
2] [2=] D= | [16]
2,400.00
Mersan réldes dvidondosattorinss | Moniant imsabe dos eendes ntéréts ]
o] e [11]  paresrenid e 2] Duae e o (o] Ropon Godo [22] Respient denificaion number | 23] Recipent e
2,240.00 2,620.80 275.75 o 888 888 880
mmimeene,, | smmmmeses | oo, | cowe
Other information
i | I | —
(voir au verso) Box / Case Amount / Montant Box /Case Amount / Montant Box / Case Amount / Montant
(ast name first) and address — Nom, prénom et
COSAN JANE HIGH-FLYING INVESTMENTS
COSAN JAVIER 1010 FRONT ST
12 MAIN ST
ANYTOWN QC CAN M1A 1L1 TORONTO ON  M4M 1A1
Currency and identification codes For information, see the back.
> E] l I l I I Fecon Pour obtenir des renseignements,
Devises étrangéres Numéro de compte du bénéficiaire lisez le verso.
23

Ts0n
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Date RecerveaDon regy o
. Dato IssuocRoc 2017/12/12
|77 Parkinson Canada P of esuaa & maion. Tororks, ON

——

w0
s
Receipt No/Numéro du requ: L 100032616
$100.00
Jane Cosan Donation Amount/Montant du don
12 Main St

;"u 1A2 g ‘ W]é"“{"“

ALNONZOC SN0 SIGNINI0 BANCFBO0

Tha is a0 oMicial tax recet for Incoma fax PUrDOSes | Recu officiel aux fine de Mmoot
Canaca Reverve AQercy wwm C7 O CALAAE0 34N WG
AGerce Oy revers, 0. Canaca www C7B-a% G CATATS-gvrg meny Fa nem

With these slips you are ready to proceed.

T1013

As a professional tax preparer, you will want all new clients to complete and sign CRA’s T1013 authorization
form. Think of a T1013 as your T1 Launchpad. With it you can access CRA’s website and obtain your clients’ tax
information. The information that a T1013 provides will include: Notices of Assessments, client data summary,

account balances, as well as information slips such as T3, T4, TS5 and RRSP slips. Here’s how you complete and
filea T1013

e C(Create a new tax return in ProFile and fill out the Personal Information page. Here’s an excerpt of
Jane’s information page

/42017 T1/TP1: Cosan, Jane - Personal information F=mter |

@ 1.Info |,;2‘T4‘ + |

e 2017 Personal information 8

Taxpayer personal information Marital status

SIN 888 888 880 Indicate your marital status on December 31, 2017

Title Ms 1[X] Married 2[] Living common-aw 3 [] Widowed

Firstname ___ Jane 4[] Divorced 5[] Separated 6[]single

Last name Cosan

7“51 name changed in 20172 |:| Yes No If status changed in 2017, enter date of change mm-dd

Do you want to change your address? [WYes No | Were youmarried or living common-law at any

Care of time in this tax year? ﬂ Yes |:| No

Street address 12 Main St Apt# Residenc

P.0.Box IRR . -

Ci Anviown Province of residence

P—"’,— ONyt°‘” on2017/12/31 Ontario

IUVINGERN Province of self-employment

Postalcode _ M4A 1A2 If you became or ceased to be a Canadian resident in

Primary phone _ (416) 555-5555 2017, enter date of: entry mm-dd

Birth date 1971-05-19 HAge 46 ordeparture  mm-dd

Date of Death _yyyy-mm-dd

Gender [OmMale []Eemale

Province or territory where taxpayer resides if different from mailing Are you a non-resident? [Yes No

address: - -

Residency status Resident

CRA online mail [] Atready registered [ ] Yes []No | Country (other than Canada)

Eailachess cosan@csn cc Did you dispose of a property (or properties) in 2017 for which you are
- ) ) | claiming a principal residence exemption? Yes [X]No

By providing your email address or updating an already registered email

address, | understand | am registering for online mail and )

accept the terms and conditions that are set out on page 2 of the form Use preparer address for

T183. Paper notices will not be mailed to me from the CRA. Nothing [ ] Notice of Assessmentand Refund [N of A

Do you want preparer to get [] 11 mailing address

Electronic Notice of Assessment? D Yes No
By checking yes on the box above, | am allowing the CRA to electronically
provide my assessment results and my notices of assessment and
reassessment to the electronic filer (including a discounter) named in Part
C of T183. I will now receive a copy of my notices of and v

o To enter Javier’s spousal information, just scroll to the bottom of Jane’s Personal Information page
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/412017 T1/TP1: Cosan, Jane - Personal information

[

01.|mo|~;;_14\ ol
Spousal information Additional contact information ~
SIN 222 222 226 Work phone number « ) - ext.
Title M Fax number « ) -
First name Javier Secondaryphone () -
(L:asma[LCosan -| Mailing label
are of -
Streetaddress 12 Main St I Apt# Joint names Jane and Javier Cosan
SBE Address
B ERR 12 Main St
e Anytown P.0. Box ERR
N ON City Anytown
Postal code M4A 1A2 B ON
Primary phone _ (416) 555-5555 Postal cod MAA 1A2
Birth date 1969-05-18 BAce ostalcode
Net income 117,571.22 | Joint Salutation Dear Ms and M Cosan
Spouse's province of residence Client Salutation Dear Ms Cosan
0n2017/12/31 _ Ontario
Is spouse’s net income zero? ﬂ Yes No S s Joint !
5 s ?
Spouse self-employed in 20172 [ﬂ Yes No e Yes [. bo.
If spouse became or ceased to be a Canadian resident in
2017, enter date of: entry mm-dd
ordeparture mm-dd

e After entering Javier’s information, press F5, or click the toolbar’s Spouse toggle icon

e ProFile will ask if you want to open or create a tax return. Because Jane and Javier are new clients,

select Create a new return for spouse

Couple Returns X

@ Create a new retumn for spouse
() Open an existing return

Cancel

e Once you enter Jane and Javier’s Personal Information page, press F4 to open ProFile’s Form Explorer

and, in the Search field, enter 71013

e On the T1013, check the Authorize a representative box and ensure that the information--including the
clients’ names and social insurance numbers, your CRA representative information as well as the

authorization level—are all accurate
e  Submit the T1013 to your client for signature

I* et s Authorizing or Cancelling a Representative =)

The purpose of this form is to:
Authorize a representative

X OR [] Notapplicable
D Cancel a representative OR |:| Cancel the consent(s) given for the individual

® You can view, add, modify, or cancel your authorized representatives online using My Account at canada.cals int. Your

will have instant access to your information and online services to easily manage your account. To immediately cancel a representative, call us at
1-800-959-8281.

|® If you recently moved, you can update your address and contact information online using My Account, by telephone at 1-800-959-8281, or in writing.
'® Complete a separate Form T1013 for each account (Part 1) and representative (Part 2).

'* Do not complete a new form every year if there are no changes.

|® See the attached information sheet if you need help completing this form.

- Part 1 — Taxp

y
Complete the line that applies.
SIN, TTN or ITN First name Last name
888 838 880 | Jane Cosan
‘Trust account number ‘Trus( name |
T

r Part 2 — Representative information and authorization
Complete section A or B, as applicable.
To grant an individual online access, enter his or her RepID.
To grant a group online access, enter its GroupID.
[] 1o grant a business online access, enter its Business Number (BN).

A. Authorize online access for all tax years (including access by telephone and in writing)

RepID
First name ] Last name | |
GrouplD
G19191 I Group name: Ace Tax Prepars l
Business Number (BN)
name: | |

Level of authorization (level 1 or 2)
Notes
A representative of a trust account will have access to all tax years with no online access.

If you have a "care of" address on your account, we will send you a letter asking you to call the CRA to authorize the online access.

e [tis very important that your clients sign their T1013 before you submit them to CRA. Once signed,

click EFILE > EFILE the T1013 for this taxpayer
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m Options EFILE Online Training Window Help

) H EFILE/ReFILE this return... c+F11 o | B g

4207 T1/  EFILE the T1013 for this taxpayer...
®1In 11135
Build T1 EFILE Online Batch...
L’;":'t:;‘ EFILE Online Batch
Arepre Build TP1 Netfile... o online access.
If you he TP1 Connect... asking you to call the C|
B. Authc Reports >
Ifyo Print All ACKs ime in the appropriate
Ifyo View Notice of Assessment (ENOA) iss in the appropriate b
Ifyo  Set EFILE Password er the individual's full na
the .
First nar. Options... tIAME
name:
- BExt Fax_ - - E
oA < AL AV L aae -

e Once CRA authorizes access, log into CRA’s Represent a Client portal at www.canada.ca (select the
Income Tax dropdown)

e Choose CRA login and enter your CRA Represent a Client credentials

Represent a Client

Continue to Sign-in Partner

oniine banking)
= Nono of your information wil be shared with CRA. Your Sign-In Partner wil not
Know which government service you are using.
= You wil temporariy leave the CRA website to use your Sign-In Partner.

> View the full st of Sign-In Partners

CRA Login

|* User ID: (required)

AlTaxPrep
Eorgot your user ID?

Eorgot your password?

For more information on how your privacy s protected, refer to our Personal Information Collection Statement
Ext
Register f you are a new user.

To revoke or change your CRA user ID or password, or fo manage your security Questions and answers, you must first logn.

e  Enter Jane’s social insurance number and click Access SIN

Access Client Information

To access information on behalf of clients, the CRA must have authorizations on file from these clients granting online
access.

Enter the Social Insurance Number (SIN) or the Business Number (BN) of the account you want to access:
SIN (no spaces or dashes)

444444442

Access SIN

BN (no spaces or dashes)

Access BN

e You are now at Jane’s Information page. Note the tabs at the top of the page that give you access to
CRA’s tax information for that client




e —me—

< Home Tax returns Accounts and payments Benefits and credits RRSP and TFSA Client@

Welcome, A1 Tax Preparers

We have the following information on file for Jane Cosan

© View mail

YYou have 3 unread items

Important information

The 2015 return was assessed and a refund of $260.55 was deposited directly into your client's bank account
on May 12, 2016.
o View your 2015 Notice of Assessment

The 2014 return was assessed and a refund of $860.69 was deposited directly into your client's bank account
on May 26, 2015.
o View your 2014 Notice of Assessment

View your T4 and other tax slip information.

Entering tax data
With Jane’s tax return open in ProFile, use Form Explorer to open the forms and schedules that you need to
record Jane’s slip information.

e Press F4 to open Form Explorer, and, in the Search field, enter 74. Record the slip information on
Jane’s T4 form. Press F'5 to toggle to Javier’s return. Enter Javier’s T4 information as well

vi R [E@lE]
ol.lnm\ g.nmz\ﬁl;n .;514‘ . |
T4 - ~
Statement of Remuneration Paid T4 Sli P
Box Slip #1 Slip #2 Slip #3 Slip #4 Total
Description HiTest
Resources
Province of employment | 10 [ontario
Employment income: [14 | 102911.00 0.00 0.00 0.00 102,911.00
Employee's contributions | CPP 16| 2,564.10 000 000 aon 4
QPP 7 0.00 ||, /2017 T1/TP1: Cosan, Javier - Statement of remuneration paid E=REER X"
Epeemums 18 | 830191 @ Linto |@2T1| @351 54 T4 |15 Dependnt | : 6 T2125#1 | 3 7, T2125CCASummany#1 |+ B To125Assets1 | & 2 Busautom |, |
Exempt CPPIQPP__| 28 [No T4
El No Statement of Remuneration Paid
PPIP No
Employment code 29 Box Slip #1 Slip #2 Slip #3 Slip #4 Total
RPP 20 0.00 . K
Pension adjustment 52 0.00 | Description HiTest
Income tax deducted 22 24,312.44 | Resources
El insurable eamings 24 51,300.00 | |
CPPIQPP mings 26 55,300.00 | Province of 0 |Ontario
PPIP insurable earnings 56 0.00 income 101,010.01 0.00 0.00 0.00 101,010.01
Union dues a4 448.00 cPP 2,564.10 0.00 0.00 0.00 2,564.10
Charitable donafions 46 125.00 QPP 0.00 0.00 0.00 0.00 0.00
Elpremums 5619 000 000 000 &6.19
Clergy ince 0.00 PPIP 000 0.00 0.00 0.00 0.00
ransfer allowance to T12237 Exempt CPPIQPP No No No No
oard and lodging 30 00 El No Eu Eo No
Special work site 31 00 PPIP No No No No
one 00 | Employment code 29
fedical 33 00| RPP 20 0.00 00 00 00 0.00
Home iction 37 00 | Pension adjustment 52 0.00 00 00 00 0.00
Other taxable benefits 00 | Income tax deducted 22 22,884.88 00 00 00 22,884.88 |
‘Stock option deduction }Mﬂ(d) 39 0.00 | Elinsurable eamings 24 51,300.00 00 00 00 51,300.00 |
1001 d 1) | 41 0.00| CPPIQPP 2 55,300.00 00 00 00 55,300.00 | v

e Return to Jane’s T1 by pressing F'5 again, and press F4 to find the TS form and record that slip’s
information

e Because you decided to allocate 50% of the investment earnings to each spouse, enter “50” on the line

that reads, “% reported by spouse”
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n 2017 T1/TP1: Cosan, Jane - Statement of investment income
©Linfo| 271013 |@3.T1| &4T4 as,rs| . |
5 H
Statement of Investment Income T5 S I I p
« o
Description HighFlying [ ]
Investments
% reported by spouse 50.0 0.0 0.0 0.0
% reported by taxpayer 50.0 0.0 0.0 0.0
Currency
Exchange rate to convert to Cdn $ 0 0 0 0
Eligible dividends Actual Amount 24 0.00 0.00 0.00 0.00 0.00
Taxable Amount 25 0.00 0.00 0.00 0.00 0.00
Interest from Canadian sources 13 2,400.00 0.00 0.00 0.00 2,400.00
Source of Box 13 interest (for EFILE) | |1/Bank 1/Bank 1/Bank 1/Bank
Capital gains dividends 0.00 0.00 0.00 0.00 0.00
Dividends Actual Amount 2,240.00 0.00 0.00 0.00 2,240.00
Taxable Amount 2,620.80 0.00 0.00 0.00 2,620.80
Other income from Canadian sources 14 0.00 0.00 0.00 0.00 0.00
Name of foreign country L
Foreign income 15 0.00 0.00 0.00 0.00 0.00
Foreign tax paid 16 0.00 0.00 0.00 0.00 0.00
Royalties ‘Work or invention 17 0.00 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00 0.00
Accrued income: Annuities 19 0.00 0.00 0.00 0.00 0.00
Box 19 received due to death of spouse? No No No No
Equity linked notes | Current year 30 0.00 0.00 0.00 0.00
interest Prior years 0.00 0.00 0.00 0.00

e Press F4 and enter DON in the Search field to open the Charitable Donations form. Record that slip’s
amount as indicated below

/412017 T1/TP1: Cosan, Jane - Charitable donations
o1 Infol 2.T1013 \ @an | \;5.74| 575 D 6. Donations ‘ . |

Donations Charitable donations

Charitable donations details

Name of organization Amount paid
[Parkinson Canada 100(00
0/00
Reported on slips Claim: Own and spouse’s slips # 575/00 |
Total current year donations 675/00

Donations to U.S. organizations
Name of organization Amount paid
0[00
| Total current year donations | )

Donations made to government entities 0. \00
Donations made to prescribed universities outside Canada. OJOO
Donations made to the United Nations, its agencies, and

certain charitable organizations outside Canada. 0]00
Donations made to a registered museum or cultural organization. 0]00
‘Community Food Program Donation (Farmers) OJDO

Charitable donations summa

Wrapping things up
Before finalizing things, you’ll want to double-check the tax returns. As discussed earlier, ProFile’s auditor is a
powerful tool that alerts you about any errors or missing information. In addition to the auditor, you will also want
to refer to the Slip Summary form. This form lists, on a single page, the information from every slip used on a T1.
e Press F4 to find Jane’s Slip Summary form. Use it to confirm the T4 and other slip amounts
e Press F5 to toggle to Javier’s T1 and to access his Slip Summary form as well
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42017 T1/1P1: Cosan, Jane - Slip Summary
01,|nfo\ 2,11013|ﬁ3.n | @5.T4| \95,T5| O 6. Donations B 7. Slips| o |
2017 Slip Summary A
NAME: Cosan, Jane SIN: 888888880
T3 slips - Feuillets T3 1 Total
Description ABC Family
Trust
% reported by tavpayer 1000
Taxable amount of dividends 32 731250 7312.50 |y 42017 T1/TP1: Cosan, Javier - Slip Summary @
T4 Slips - Feuillets T4 1 Total @ 1.Info | @am | ©3.51 | (54,74 O Slips | #% 5. Dependant | 2 6. T2125#1 | HZT21 4
Description HiTest .
R e oces 2017 Slip Summary X
Province of employment Ontario 5 : )
Employment income 14 10291100 102911.00 {AME: Cosan, Javier
CPP contributions 16 2,564.10 2,564.10
El premiums 18 836.19 836.19 *4 Slips - Feuillets T4 1 Total
Income tax deducted 22 2431244 2431244 lescription HiTest
Elinsurable eamings 24 51,300.00 51,300.00 Resources
CPP/QPP pensionable eamings 26 55300.00 55,300.00
Union dues 44 44800 44800 rovince of employment Ontario
Charitable donations 46 125.00 12500 mployment income 1 101,010.01 101,010.01
PP contributions 16 2,564.10 2,564.10
T5 Slips - Feuillets TS 1 Total I premiums 18 83619 836.19
Dt HighFlying 1come tax deducted 22 2288488 2288488
Investments Linsurable eamings 24 51,300.00 51,300.00
PP/QPP pensionable eamings 26 55300.00 55,300.00
Smponiod by spoume 500 fnion dues 44 44848 44848
Kreported by fnpayer 500 ‘haritable donations 46 45000 45000
Interest from Canadian sources 13 2,400.00 2,40000
Taxable amount of dividends 1 262080 262080
RRSP Contributions - Cotisation versée au REER 1 Total
Description DW
Contribution to own RRSP 8,000.00 3,000.00
Modified EFILE: Not eligible |Balance/Refund
v
< >
Modified EFILE.  Not eligible |Balance/Refu 7,925.54 |GST Credit 0.00 |Combined..8657.23 +

® You can also use ProFile’s Sign-offs Review Marks to indicate, on each form, that you have verified
and confirmed all entered amounts

|/ 412017 T1/TP1: Cosan, Jane - Statement of remuneration paid =
o1 |nfo\ 2,71013\311 5474 |5 Ts\ g6 Donaxions\ ozsips| . |

T4
Statement of Remuneration Paid

‘ »
Description HiTest [ 4
Resources
Province of employment Ontario d
income 4 102,911.00 B 0.00 0.00 0.00 102,911.00
i cPP 2,564.10 0C 00 0.00 2,564.10
QPP 0.00 0 .00 0.00 0.00
Elpremiums | 18 836.19 .0 .00 0.00 836.19
PPIP 55 0.00 0 0 0.00 0.00
Exempt CPP/QPP 28 |No No No No
El No No No No
PPIP No | ) | [ | [
Employment code 29 .| .| .|
RPP contributions 20 000 i 000 i 000 i 0.00 0.00
Pension adjustment | 52 0.00 0.00 0.00 0.00 0.00
Income tax deducted 22 24,312.44 0.00 0.00 0.00 24,312.44
Elinsurable eamings 24 51,300.00 0.00 0.00 0.00 51,300.00
CPPIQPP pensionable eamings 26 55,300.00 ¢ 000l 000l 0.00 55,300.00
PPIP insurable earnings 56 000 i 000l 000l 0.00 0.00
Union dues 44 44300 @ 000 i 0.00 0.00 448.00
Charitable donations 46 125.00 0.00 0.00 0.00 125.00
Other information
Clergy housing allowance 0.00 0.00 0.00 0.00 0.00
Transfer allowance to T1223? .|
Board and lodging 30 000 i 000 i 000 i 000l 0.00
| Special work site 31 0.00 0.00 0.00 0.00 0.00
Travel in prescribed zone 32 0.00 0.00 0.00 0.00 0.00

Using the auditor

e Press CTRLAF9 to consult ProFile’s Auditor for errors, omissions and suggestions

e Double-click an audit message to jump to the related form
e Use a sign-off to clear the audit message
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\/ 42017 T1/TP1: Cosan, Jane - T1 jacket

Ol.lnfo‘ 271013 @W3T \ag_m|9§nsa| ai.T5| ng.Donations| DZSIlpsl . |

Protected B when completed A~

Canada Revenue ‘Agence du revenu
I I Agency du Canada

Income Tax and Benefit Return

T1 GENERAL 2017

Step 1 - Identification and other information

Identification

Information about you

Print your name and address below. Enter your social insurance number (SIN) |888 888 830
SIIS( name and initial YearMontDay
ane Enter your date of birth: 1971-05-19
Last name
Cosan ‘Your language of correspondence: English Francais
Mailing address: Apt No — Street No Street name Votre langue de correspondance f]
12 Main St i
PO Box RR Is this return for a deceased person?
| | [I7inis return s for a deceased Year/Month/D:
City Prov./Terr. Postal Code person, enter the date of death: yyyy-mm-dd
Anytown o § vaa 12 ]
Enalladdioss) T1-2017 1t of Inv 1t Income Schedule 4
I understand that by providing an email address, | am registering for online mail.
have read and | accept the terms and conditions on page 17 of the guide. = 2 D o State the names of the payers below, and attach any information slips you received. Attach a separate sheet of
2 VIN paper if you need more space. Attach a copy of this schedule to your return
Enter an email address: cosan@csn.cc '] 4[Jovorces 5[] sep)
1-  Taxable amount of dividends (eligible and other than eligible) from taxable Canadian corporations
Information about your residence Taxable amount of dividends other than eligible dividends (specify):
Enter your province or temitory of HighFlying (50.0% of 2620.80) 1,310J40
= ABC Family Trust 731250
A Summary ® Warnings X Notices + Sign-offs X Issues | Overrides [0
A Notice T1 Tax owing must be remitted to CRA by April 30th to avoid penalties. Enter this amount on line 180 of your return. 180] 8622190
' Notice T1 This return should be filed by June 15th to avoid late filing penalties. Taxable amount of eligible dividends (specify)
0 e ome. Are there g charge be ded ooo §
‘ Enter this amount on line 120 of your return. 120| 8,622(90
Modified G 4 Eligible |Balance/Refund 731,69 |GST Credit II-  Interest and other investment income
Specify:
HighFlying (50.0% of 2400.00) 1,200/00
0[00

Income from foreign sources (specify):

Enter this amount on line 121 of your return.

- Carrying charges and interest expenses

Out the door

You’ll need to provide to your clients a copy of their tax returns. You can, of course, print the return or, as is
becoming increasing popular, provide a PDF copy. In either case, in order to EFILE the returns, you will want

Accountit 0[00
Management or safe custody fees 0[oo
Investment counsel fees 0j00
Reported on T5013 slips 0J00
0[00
Legal fees paid to collect, establish or increase the amount of support payments 0/00
Interest on money borrowed to earn interest, dividend, and royalty income 0/oo
Interest on money borrowed to acquire an interest in a limited partnership or a partnership in which you are not an
Resource property
0[00 |
Enter this amount on line 221 of your return. 221 j0.00]

your clients to sign CRA’s T183 form.

e To print the return, click the toolbar’s Print icon
e ProFile will open the Print Selection window—ready to print only those forms that you selected under

Options>Print Selection

4l 2017 T1/TP1 Print Selection ? X
Print Job 1. Cosan, Jane [7] 2 Cosan, Javier [7] 3. Cosan, Maria
Allow mliple jobs Pk Detede
T1 Paper N
Hﬂ[ prE. B Print these sets
ady Business
. TEE Arcive these sets (PDF)
TP1EDI
Alftes pinting ™ Duplex sets
| Wi ™ Review marks
Change the status to _
— o FFEEE spepe
[TEIT M S S Language
Options
[[JKeep selections Find Form: ‘ o
Pt |AlPages o 2] T183-1 Infarmation return for electronic filing - pages 1 ~
Dels in headh a = T183-2 Information return for electronic filing - pages 2
LoD Q= RC71-1 Discounting transaction - pages 1
D ey a = RC71-2 Discounting transaction - pages 2
LEmepiiees ] TI1.2 T1 jacket- pages 1.2
[[] Show only Selected a = =@ T1-345 T1jacket- pages 3.45
Piining Tips a = S1 Federal Tax
Printin BEHEHEB S Amounts transferred from your spouse
¥ BydelasllF'wFllemllplinllhe BEEE s Capital gains (or losses)
" required forms to be sent to a = 54 Statement of investment income
1 2 M etails of Dependant
B = B s5 Details of Depend ©
- - o o o - -
Simplied Setup.. | | SetDefauts | | Cancel Help
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e Ifyou’d rather email a PDF, first enter the client’s email address on the Personal Information form,
then click Print / Email PDF

In the eReview Print Selection window, ProFile enters the email address for you
e After confirming the address, 0

o Click Email to send the tax file B

4 2017 T1/TP1 eReview Print Selection ? X
Print Job 1. Cosan, Jane 2. Cosan, Javier 3. Cosan, Maria
|Allow muiple jobs Piint Details
211 EFILE ~
TE1EN v T B [T [T [ Emaithese sets (PDF)
After Build PDF/Email
[] Take snapshot [ B [E E Reviewmaks
Change the status to COTSE T Language
U d
pcharge v Find Form [ |©
Options B - BB Information return for electronic filing - pages 1
[ Keep selections B = = Information retum for electronic filing - pages 2
[] Date in heading D B E Discounting transaction - pages 1
[/] Merge print sets B G E Discounting transaction - pages 2
[ Show oniy Selected | - = T1 jacket-pages 1.2
[]elete POF o | = = T1jacket-pages 3.45
@ = E st Federal Tax
Resolution | 300 DPI e DEE B s2 Amounts transferred from your spouse
Emai Template @ EE E S3 Capital gains (or losses)
<none> ~ @ B E sS4 Statement of investment income
Pinting Tips @ EE 5 S5 Details of Dependant
Pant B EEEE S Working Income Tex Benefit
L) moEm Q7 DDED and DEDD | lninn A Pontribugions Trancfarn
L Youcan diag and diop the
= torm list rows to change their
display order. Emai address for Cosan, Jane
[oonomes a
Simpliied Preview Cancel Help

EFILE it
The very last step is to EFILE the return. EFILE is CRA’s electronic-filing portal that all professional tax
preparers are required to use.

Before a preparer can EFILE a tax return, she will need the client’s signature on CRA Form T183. Here are a few
additional need-to-know items regarding the T183:

e Ensure that your client signs where required

e Consider checking the box that reads How do you want to receive your notices of assessment and
reassessment?
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/42017 T1/TP1: Cosan, Jane - Information return for electronic filing
@ Linfo| 271013 |@3.T1| ©9.54| 54 T4 281183 |‘;§_TS| 0 6. Donations | € Z.Slips| ;|
I *l Canada Revenue Aq%me du revenu Information Return for Electronic Filing of Protected B
Gosi e an Individual's Income Tax and Benefit Return when completed
Tax Year : 2017

*  The information found on this form corresponds to the tax year indicated on the right
«  Before you il outthis form, read the information and instructions on page 2 of this form.

e PartD must be signed by the individual identified in Part A or by 's legal Your mustfill out Parts C (prior to your retur being submitted) and Part
E (once your retum has been submited),
this form to your Yourself.

Pnrl A - Identification and address as shown on your return (mandatory)

First name Last name Social insurance number
Jane Cosan 888 888 880

Mailing address: Apt no — Street no Street name PO Box RR City Prov./Terr | Postal code
12 Main St | Anytown ION M4A 1A2

Part B - Declaration of amounts from your General Income Tax and Benefit Return (mandatory)
Enter the following amounts from your return, if applicable:

Total income (ine 150) 112,733[90 J§

Taxable income (line 260) 104,285(90 [f Refund (ine 484) oloo |
or

Total federal non-refundable tax credits (line 350 of Schedule 1 2,509(74 i Balance owing (line 485) 731/69 i

Part C - Electronic filer identification (mandatory)
By signing Part D below, | declare that the following person or firm is elecronically filing the T1 return or the amended T1 retum of the person named in Part A. Part D must be signed before
the return is electronically transmitted.

Name of person or firm: ACE TAX PREPARERS 1 number: D9331 1

Part D - Declaration and authorization (mandatory)
T L
is filing my return. | allow this electronic filer to communicate with the CRA to correct any errors or

omissions.
2018-11-26
Signature (individual identified in Part A or Name and title of legal Year Month Day
Part E - Document control number (mandatory)
Enter control number for the ind
D93311769KT1N | |

Part F - Delivery of your notices of assessment and reassessment (a selection must be made)
How do you want to receive your notices of assessment and reassessment?
Select one or mare of the following electronic options:

B8 T3 siready reqisiered for online miall 310 Cn e 370 SECESS T ROUCES Of 35585 SENt 3nd T635SESSMERToRIAg]

Sign up for online mail!

my notices online anytime. | will sign up for online mail by providing my email address below.

e To EFILE the T1 return, just click the EFILE menu and select EFILE/ReFILE this return

Ctrl+F11

s taxpayer...
EFILE the T1013 for this taxpayer...

EFILE the T1135...

Build T1 EFILE Online Batch...

EFILE Online Batch

Build TP1 NetFile...

TP1 Connect...

Reports >
Print All ACKs

View Notice of Assessment (ENOA)

Set EFILE Password

Options...

And that’s it. Job done!
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Chapter 4 Quiz

Question 1: Tax preparers use the term “T1” to describe:

The form an employer sends to an employee at year-end
A statement that a bank sends to investors

A corporate tax return

A personal tax return

COowp

Correct answer is D

Question 2: True or False: You record all income and deductions directly onto ProFile’s T1 jacket

Correct answer is False

Question 3: ProFile’s Info page is used to:

Enter all amounts earned during the year

Enter the names of employers, banks and investments houses
Indicate which forms and schedules you want to use on a T1
Enter the name, address and other personal information

COowp

Correct answer is D

Question 4: True or False: Each type of income (T4, T3, etc.) is recorded on a dedicated form or Schedule in
ProFile

Correct answer is True

Question 5: True or False: The T2202 Form is used to enter tuition amounts paid to a learning institution

Correct answer is True

Question 6: A signed T1013 form is used to:

Get a client’s sign-off on a completed T1

Record deductions and credits

Ensure that there are no CRA omissions

Access CRA’s website and obtain a client’s tax information

COowp

Correct answer is D

Question 7: True or False: There is an icon on ProFile’s toolbar to toggle between spouses’ T1s
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Correct answer is True

Question 8: True or False: You use the Slip Summary form to verify the amounts from all slips

Correct answer is True

Question 9: A signed T183 is used to:

Record the amount of tax deducted on a T4 slip
Get a client’s authorization to EFILE a T1
Change an error on a filed T1

All the above

COowp

Correct answer is B

Question 10: True or False: ProFile cannot EFILE a T1. You can only do so from CRA’s website

Correct answer is False
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Learning about

neererte  Chapter 5: Advanced T1 Work

2018/19
Learning Objectives Additional Resources
At this chapter’s conclusion, students will understand: This document provides numerous resources to accounting
e How to prepare a T1 when there are dependents professionals. Refer to these sites to explore additional tutorials and
e How ProFile optimizes a T1 training opportunities:

How t T1 for the self-employed L .
* ow o prepare or the scll-employe http://accountant.intuit.ca/professional-

accounting/index.isp

http://profile.intuit.ca/professional-tax-software/index.jsp

http://profile.intuit.ca/professional-tax-
software/training.jsp
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https://profile.intuit.ca
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Chapter 5: Advanced T1 Work

DEPENDANTS AND DEDUCTIONS

Now that you have learned the basics, let’s explore T1 preparation at a more advanced level.

Building on the previous example, assume that a married couple, Jane and Javier Cosan, submit additional forms.
e These forms include the following RSP slip

TD Waterhouse Canada Inc.
77 Bloor St. W.
Ii ' P.O. Box 5999, Station F
REGISTERED RETIREMENT Toronto, ON M4Y 2T1
SAVINGS PLAN
ATTACH TO FEDERAL INCOME TAX RETURN
DATE ACCOUNT  DURING THE FIRST 60 DURING THE REMAINDER CONTRIBUTOR'S NAME
NUMBER DAYS OF THE YEAR OF THE YEAR
Feb 28, 2018 8000.00 Jane Cosan
ANNUITANT 'S SOCIAL | CONTRIBUTOR'S SOCIAL
INSURANCE NUMBER INSURANCE NUMBER
Jane Cosan 444-444-442 444-444-442
12 Main St Contribution was in whole or D
Anytown, ON in part, in kind
M4A 1A2
(CANADA) and subject thereto. e D e

e And a schedule of Medical Expense

Medical Expenses
January - December 2017

Date Name Provider Memo/Description Amount Balance
01/24/2017 Jane Clear Sight Eyes Eyeglasses 1,478.50 1,478.50
211712017 Javier Barclay & Assoc Physiotherapy 170.00 1,648.50
04/21/2017 Javier Clear Sight Eyes Eyeglasses & Contacts 1,199.99 2,848.49
11/29/2017 Jane Barclay & Assoc Physiotherapy 370.00 3,218.49

$ 3,218.49

o Further assume that Jane submitted to you the following T4 and tuition slip for her daughter, Maria,
who is a full-time student at Concordia University

Caracs Reverne  Agerce o revers

..l Agency o Canada Tuition, Education, and Textbook Amounts Certificate Protected B/ Protégé B T2202A (16)

Certificat pour frais de scolarité, montant relatif aux études 1o comp romoli For student
et montant pour manuels ey Pour etudant

o ssue s Certcale 10 8 ShOBT WO Was eVOIRC CURNG The Calenca’ yea” in 8 Quaifyng o Délivrez ce Consficat & un étudan qul el inscrl. au Cours de [année Gvike. & un programme de
ecucabonal PrograT Of 8 soeched ecucabonal DOTET o & Post-secondary TSIRAON. such as lormaton acmsstie Ou & U programme de 'ormEtion OMerT e Cats N Matissement DUSISECONGaTe.
2 COlOge 0F uwersty O Al A AEITSO" 08740 Dy b OOy ™Rt anc Sanal Deveaoment £OM™Me T COMIGE DU AP LTSS Ou dans LA Hablesamant raCoNTU DA’ F DKo 8l v opDeTert
Canada (ESOC) socal Canada (EDSC)

@ Tut0" 106t DAE ~ "PROEC O the CABAAN yOa’ 10 ANy 06 AKITLO" Save 1 he Mmare ar @ L0 trars 00 SCOMNMS Payds & Un HADISSEMENT QUEICONQUE POUT UNE ANNGS CV COVEN! APasser
$100 Foos pad 10 8 POSH-8600NGAry NSITBON Aave 10 Do for COUrsas taken at the 1008 -vna.yau.mnmwm 78 A5 vent Viser 30 O 30 A vea
post-secondary level. Fees paic 1o an instiution cerifed by ESOC have 1o be 'or courses taken  postsecondare. Les rais payés & un élabissement reconny par EDSC doivert viser des cours suivis en
© get or mprove shdls " 8N OCCUDENO” mﬁnmmnuvenndvum’- vue ¢ BCQuén Ou U armélorer des Compétences Drofessomeles el Gludat SOt avor 16 ans ou Dlus
Botors the ond of the year avart &t %6 Tannee

» D0 not enter the cost of textbooks on this form Shucerts calcuiie e educaton and o Ninscrivez pas le codt des manuels sur ce formulaire | étucart caicue les montarts re! s sux
texibook amounts based on the number of months ndcaled » Box B or C below #tuces et pour manue's Caprés ke nombre de mols NSicub dans s cases B ou C G-dessous
Name o owan o7 Cowse Mo Ou prowaTie 0. 94 oy St rtw maro d it
Fine Arts 323122
Name 0 200wt O Stawr e o a3eie 3 1w oaT P
Maria COSAN
12 Main St

A "

Anytown ON M4A 1A2 CAN

2017, 01
09

Concordia University 2017

1455 De Maisonneuve Bivd W

Montreal QC H3G1M8

1o mtion 107 students See e Bace F 54 ¢ 7 you mant o Vaste ¥ 0 part
Reseignennts our s EUGIATS el & v 0. Teuler | & w0 e
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Employer's name — Nom de femployeur IQI f"”‘“‘ Revenue sl;”cm %‘;W" T4
Hi-Test Resources Year Statement of Remune.rahon Paid
Année Etat de la rémunération payée
Employment income - line 101 Income tax deducted - line 437
Revenus d'emploi - ligne 101 Impdt sur le revenu retenu — ligne 437
MI 11.921[00 ||£| 775{65 I
‘S [54 |Employers account number / Numéro de compte de Femployeur Province of employment _Employee's CPP contributions — line 308 El insurable earnings
£ Province d'emploi  Cotisations de I'employé au RPC - ligne 308 Gains assurables d'AE
(] 10 16 [ I 24 ‘ |
o
@ Social insurance number Exempt — Exemption I_m' 41684 11,9200
o Numéro sodale CPPIGPP _EI  PPIP  Employment code Employee's QPP contributions — line 308 CPP/QPP pensionable eamings
o [12]555 555 556 Code demploi _Colisations de Iemployé au RRQ - ligne 308 _ Gains ouvrant droft a pension - RPC/RRQ
c ‘—'
5 29 17 | | 26 L |
o RPC/RRQ AE  RPAP ‘—‘_I 11,921.00
w Employee’s El premiums - line 312 Urion dues - line 212
g Employee's name and address — Nom et adresse de l'employé Cotisations de l'employé  'AE - ligne 312 Cotisations syndicales — ligne 212
3 Last name (n captalleters) ~Nom de famite (en etres moudes) Firstname —Prénom il ntise \E‘ 194|31 | \ﬁ‘ l |
a Cosan Maria I RPP contributions — line 207 Charitable donations — line 349
; Cotisations & un RPA - ligne 207 Dons de - ligne 349
o 20 l | 46 [ l
5]
=3 12 Main St Pension adjustment — line 206 RPP or DPSP registration number
g Facteur d'équivalence — ligne 206 N° d'agrément d'un RPA ou dun RPDB
o 52 I | 50 |
S Anytown ON CAN M4A 1L1
= Employee's PPIP premiums — see over PPIP insurable eamings
otisations de I'employé au - voir au verso ins assurables du
B3 Ce de I'employé au RPAP Gaif bles du RPAP
o 55 | | 56 { |
°
2
2 Box-— Case Amount— Montant Box - Case Amount - Montant Box - Case Amount — Montant
gl L J T J0CJC T J[]
- see over)
a (¢ )
Autres Box- Case Amount - Montant Box- Case Amount - Montant Box - Case Amount — Montant

T4 (14)

renseignements
(voir au verso)

Recording RRSP contributions

o With Jane and Javier’s tax return open, press F4, enter RSP in the Search field, and Profile will open
the RRSP/PRPP deduction form

/41 2017 T1/TP1: Cosan, Jane - RRSP/PRPP deduction
@ 1info| = 211013 | @3 T | @2s4| (8574|576 T183 O RRSP/PRPP I\;‘, 275 | [ & Donstions | [ g.Slips | + |

SRSEEREE RR RPP deductio

Verify unused amount from Box B Notice of Assessment or enter it as 'Prior to 2017'.

Contributions made to
Description Contribution period own RRSPs Spousal RRSP:
TDW March 1 to December 31, 2017 ] 8,000/00 J§ oloo

March 1 to December 31, 2017 || 0[00 I ojoo m
Subtotal 8,000J00 0joo

PRPP Contributions

Employee Contributions

e P - Made to
Description Contribution period own PRPP
January 1, 2017 to December 31, 2017 ojoo |§
Subtotal ofoo |

PRPP employer contributions: January 1, 2017 to December 31, 2017
(amount from your PRPP contribution receipts) - report on line 205 0|00 I
Total RRSP/PRPP contributions

Contributions made to
Own RRSP/PRPP  Spousal RRSPs

RRSP contributions 8.000(00 f§ oloo il
PRPP contributions 0 gl
Subtotal 8,000[00 oloo i

Less:Designated Home Buyers' Plan (HBP) repayment 0Joo I

Designated Lifelong Learning Plan (LLP) repayment 0Joo I

Non-deductible contributions due to HBP or LLP withdrawal oloo 0]oo l

Refund of undeducted contributions included above 0[00 0 ﬂl
Total RRSP/PRPP contributions 8.000]00 0/00 .
< >

e  When entering RRSP contributions on this form, scroll down to enter or confirm the taxpayer’s
deduction limit (which you will find on CRA’s Notice of Assessment). Note that ProFile will not allow
an RRSP deduction until you fill in this field.
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/4 2017 T1/TP1: Cosan, Jane - RRSP/PRPP deduction (=R
@ Linfo| = 2T1013 |3 T1| @454 (2574|576 T183 D RRSP/PRPP ]\—» 775 | [ & Donations | [J &.5lips | + |

~

RRSP/PRPP deduction limit
Option 1: Enter limit from 2016 Notice of (Re)Assessment 18.523 I

Option 2: Calculate the limit
2016 earned income 102911 X18% 18,523 IA
Lesser of A or $26,010 18,523

[ |

Less:Pension adjustment from 2016 T4/T4A slips

2017 past senvice pension adjustment ofl
Plus: 2017 pension adjustment reversal from T10 slip 0 I
Subtotal 18,523 |
Plus: Unused RRSP/PRPP deduction room from 2016 0 I
Subtotal 18,523 |§
Less: Saskatchewan Pension Plan deduction of
RRSP/PRPP deduction limit for 2017 18,523
RRSP/PRPP summary
2017 RRSP/PRPP deduction limit 18.523
Eligible income transferred to your RRSP/PRPP 0
Subtotal 18.523 18.523 I B
RRSP/PRPP contributions to March 1, 2018 8000 §C
RRSP/PRPP deduction (lesser of lines B and C) 8,000 I D
RRSP/PRPP contributions carried forward to 2018 (C - D) ] I
SPP contributions carried forward 0 I

Repayments under the Home Buyers' Plan

Option 1: 2017 required repayment from 2016 Notice of (Re)Assessment 0|DD I
HBP Outstanding balance oloo |}
< >

Entering Medical Expenses
e To optimize a married couple’s tax return, you will want to combine and claim medical expenses on
only one of the spouse’s returns. Assume, therefore, that you have decided to enter the medical
expenses on Javier’s T1
e OnJavier’s T1, press F4, enter Med in the Search field and ProFile will open the Medical Expenses
form
e Enter the medical expenses as illustrated below

\/ 4 2017 T1/TP1: Cosan, Jane - Medical expenses oo )=
211013 | @371 | wasa| 25T4| P8 T183| D RRSP/PRPP  [J 1. Medical I_;, 7 Ts| [ 8 Donations | [J 9.Slips | + |
Medical H
Medical expenses
Optimize medical expenses? ~ Yes []  No
Medical expenses - line 330
Period covered by claim: from 2017-01-01 to 2017-12-31 l
l Payment date Name of patient [ Payment made to | ;5::‘;‘::: 'f":]:’:g‘;" Amount ‘ Claim ‘
2017-01-24 _|Jane Cosan Eveglasses o 1.478]50 i 1.478[50 |}
2017-02-17 _|Javier Cosan Physio o .| 70{00 17000
2017-04-21 _|Javier Cosan Eyeglasses o . | 1.199|99 1.199|99
2017-11-29 [Jane Cosan Physio o .| 70/00 | 370[00 @
[vyyy-mm-dd I o | oloo | ojoo @
Medical expenses subtotal | 3218[40
Are you claiming medical expenses? No ]
Taxpayer Spouse
Premiums paid to private health senvice plans 0/oo 0[oo
Employee/Recipient-paid premiums for private health services plan 0/oo 000
Québec prescription Drug Insurance Plan - 2016 0[00 00
Nova Scotia Seniors' Pharmacare Program o[oo oloo oloo |
Total medical expenses - line 330 0[00 I
Allowable amount of medical expenses for other dependants - line 331
Name of other dependant |8 Net income 0[oo
Payment date Payment made to | Description of expense I.s““n:‘:n“n.‘," | Amount Claim
[vyyy-mm-dd_| [ [No | 0[00 0]00
Total medical expenses 0[00
Are you claiming medical expenses for this dependant? No
Minun- Q0L aflinn D8 af'n ratiien (mavimim € 2821 alnn B hd

Recording Dependant Information

e With all of the spouses’ information entered in ProFile, the last step is to record the slip information for
the Cosan’s daughter, Maria. To do this, you will use a feature called Family Linking.
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FAMILY LINKING

Cosan, Javier

v Cosan, Maria

e  With the spousal return open, Press F4 and enter Dep in Form Explorer’s Search field
e Enter Maria’s personal information on the Dependant information form

[o[®- ]

e To create a T1 file for Maria, right-click on any field in the form and select Return for Maria

\/ 4 2017 T1/TP1: Cosan, Jane - Dependant information
W3t | «ast|(a5T4| 5 67183 | O RRSP/PRPP | [J 1.Medical &% 2. Dependant |\;1. 5| [ & Donations | [
Are you eligible to receive the Child Tax Benefit? Yes o []
Family caregiver amount claimed by You Spouse |:|
Dependa Dependa D
<
Social Insurance Number 555 555 556 |
First name a =
Last name Cosan ——
Daui}er Return for Maria A
Birth date 1998 Emm— T
Net income 0 Cut
Claim as eligible dependant? No Copy
Dependant claiming GST credit? |Yes et
Dependant claiming PST No 24
credit (VIB)? Paste
Did you or your spouse or No
common-law partner receive child nsedcolumn
assistance payments from Delete column
Retraite Québec for December 20172
Did dependant live with you in 20172 |Yes Attach memo F8
et 2PRSSA v JAZMAILSA L AL N M AT A

e ProFile will confirm that you want to create a tax file for Maria. Click OK

Confirm X

n ProFile

Create a new return for Maria?

Gancel

1/ 4 2017 T1/TP1: Cosan, Jane - Dependant information

@W3T|was|(2574| 5 67183 | O RRSP/PRPP | [J 1.Medical &% 2 Dependant l\;z. 75| [ & Donations | [J 9.5lps |+ |

Dependant = "

Dependant information

Avre you eligible to receive the Child Tax Benefit? Yes No D

Family caregiver amount claimed by You Spouse |:|

Dependant #1 Dependant #2 Dependant #3
»

| Social Insurance Number 555 555 556 " .|

First name Maria | |

Last name Cosan

[ Relationship Daughter N/A IN/A

Birth date 1998-06-24 lyyyy-mm-dd lyyyy-mm-dd

let income 0.00 0.00 0.00

Claim as eligible dependant? No] No No

Dependant claiming GST credit? Yes No No

Dependant claiming PST No No No

credit (MB)?

Did you or your spouse or No No No

common-law partner receive child

assistance payments from

Retraite Québec for December 20177

Did dependant live with you in 20177 |Yes No No

Street address 12 Main St

P.O. Box, RR.

Apt No.

City |Anytown

Province ON

Postal code M4A 1A2

Province of residence on 2017/12/31 |Ontario HNA HNA

Disabilitv/infirmity v

Q E;] When you create a dependant’s tax return, ProFile will link the return with that of the
1 parents. You can tell Family Linking is enabled by the toolbar icon and dropdown
menu that lets you toggle amongst the family’s tax files.
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e From Maria’s tax file, return to Form Explorer and enter Maria’s T4 and T2202 (tuition) information

Tuition fees paid

/4 2017 T1/TP1: Cosan, Maria - Statement of remuneration paid E]E
@1info|f@2T B3T4 ] & 4T220m01| + |
T4 = ~
Statement of Remuneration Paid T4 SII .
Bo P p P p #4 ota
4 1D
Description HiTest
Resources

Province of employment Ontario .| .|
Employment income 11,921.00 | o000 i 000 i 0.00 11,921.00
Employee’s CPP 41684 ooo i ooo i 0.00 416.84

QPP o000 i o000 i 000 i 0.00 0.00

El premiums 10431 1 ooo i ooo i 0.00 194.31

PPIP 55 0.00 000 i 000 i 0.00 0.00
et (E:IPP/ L mg /41 2017 T1/TP1: Cosan, Maria - Tuition and education credit certificate [E=REcE ==

PPIP No @1info |@2T|(83T4 BaT2OMN | L |
Employment code 29 T2202AMLA1 e = -
REE _conml_:u!mns 2 0.00 Tuition and education credit certificates TU|t|0n SII . S
Pension adjustment 52 0.00
Income tax deducted 2 77565 Box Slip #1 Slip #2 Slip #3 Slip #4 Total
El insurable eamings 24 11.921.00 < »
CPP/QPP pensionable earnings 26 11.921.00
PPIP insurable earings 56 0.00 Wl | pescri Concordia U
Union dues 44 0.00 -
Charitable donations 46 0.00 T2202A, TL11A, TL11B, TL11C

6.615.27

Tuition fees paid before September 5™ 2017 3,285.47 || 000§ [ | ey | 3,285.47
Number of months in part-time enrolment B ofl ofl ofl ofl 0
. before September 5™ 2017 ofl ofl ofl off 0
Number of months in full-time c | ofl ofl ofl 8
__ before September 5 2017 4 0 0 0 4

Tuition fees paid before September 5 2017
Charitable donations

Tuition transfers
When a student’s income isn’t high enough to use up all of the tuition credit, CRA allows that student to transfer
the excess credit to a family member. ProFile takes care of this transfer automatically. It does so by a process
called optimization.

e Because Maria had excess tuition expenses, ProFile automatically transfers the applicable tuition credit

to the appropriate spouse. A quick glance at line 324 on the S1 form of Javier’s T1confirms the transfer

Inter paid onyour S| uenan
Your tuition, education, and textbook amounts (attach Schedule 11)

Tuition amount transferred from a child
Amounts transferred from your sp

or common-law partner (3

h Schedule 2)

Megioa sxgenses o sel, spouse opsqmmon-law parpes.gnd your

There is a setting in ProFile that toggles family linking on or off. To make sure that this setting is enabled, go to
Options > Module and scroll down, under the General tab, to the section that reads “Allow family linking.”
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Module Options

7 X
v|@sa07re <[>

22017 T1/TP1 ¥ |l320162019T2 v | &) 2018 T3/TPE46
File Template
“ | Browse
General Datalocking Variance Disclaimer T1/TP1 Review
O Complete line 6503 Lﬂnguége
[ Joint client letter @ English

B Joint clientinvoice OFrench
X] Automatica arry forward "Form Selection” settings
87" Calculation options
[ Allow family linking
FhGemnlata ta

OAS

X Recalculate invoice on data locked returns
& File naming
® Long names
O Long with SIN
QO SINonly (8.3)
Q© Long using SINs
O Client reference number © Cancel
< > Help
OPTIMIZING

As mentioned in the previous paragraph, ProFile provides seamless, invisible optimization, and it alerts you with
audit messages designed to achieve the most beneficial tax results for a tax preparer’s clients.

Here is what ProFile’s optimization prowess includes: medical expenses; donations and losses; foreign tax credits;
advantageous caregiver and infirm dependant claims between spouses; smart disability credit transfers; and
intelligent transfer of tax credits between taxpayers and their dependants.

Pension Splitting
Splitting pension income is another example of ProFile’s optimization capability. Let’s look at an example.

The Tax Summary below shows that Mary earns significantly more that her spouse, Frank, and it also reveals that
Mary has pension income of $48,950. There is an opportunity, therefore, to split the pension income and reduce
the couple’s overall tax liability.

Summary

Total income

Old Age Security
CPP/QPP benefits

Other pensions
Split-pension amount
Universal Child Care Benefit

Tsxable dividends
Interest

Limited

RDSP

Rental

Tsxable capitsl gains
Support

RRSP

Other

Self.
Workers' compensation and
social assistance

Total income

Netincome

RPP

RRSP * 0 0 W Total p:
0

Split-le’gn Deduction ~ -~

e To optimize pension income, go to the pension-transferor’s return and open form 77032
e Scroll down the form and click Split-Pension Income
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Protected B
when completed

r Step 3 - Elected split-pension amount
For assi: in ining the elected split ion amount, see our Split-Pension Income wofksheet.

Enter the amount that you and your spouse o common-law partner decide to jointly o

split pension amount for the year. The split-pension amount cannot be more than the amount from Line F. G
Enter this amount on line 210 of the transferring spouse or common-law partner’s return and on line 116 of

the receiving spouse or common-law partner’s return.
r Step 4 - Pension income amount (line 314)
Part A - Calculate the pension income amount of the ing spouse or law partner.

(Amount from line A 48.950.001 [}
B s A v _ -

e ProFile opens the T/0320pt pension worksheet form. Right-click the form and select Optimize split
pension income

T10320pt e = = =
Optimize - Split-pension income
Information for the elected split-pension amount
[ The Spiit-Pension Income optimization worksheet helps you determine the amount, i any, to enter on line G of the T1032 - Joint Election to
Spiit-Pension Income.
To view the amount that we suggest for transfer, right click on the worksheet and select Optimize split-pension income:
For addtional information, press <F1> to access help for this worksheet.
Calculation of the elected split-pension amount Copyfield code
Zero transfer  Suggested transfer ~ Calculator Copy Memo/Tape
Scenario #1 Scenario
Paste Memo/Tape
Elected spit-pension amount 000 00 0.00 0 Closeform Esc
Tiay 000 0 o e
Total payable (ine 435) [Frank 000 00 00 0
Combined 0.00 00 00 g =T
Mary 0.00 00 00 0. Launch window
Balance owing / refund [ Frank 000 00 00 0 Cmerx
[Combined 0.00 00 00 0 5
Combined net benefit (cost) 00 00 0. Create T3
Carry forward
Maximum spit-pension amount from line F of your T1032) 2447500  Previous year's retum
Please enter the split-pension amount you wish to transfer to Frank. Show suditor CuleFo
[This amount will appear on line G on your T1032 Elected split-pension amount 000| .

e Agsillustrated in the window below, ProFile will run an analysis and then suggest the pension income to
transfer
e The form highlights the net benefit of accepting the suggested transfer

e And it also provides a chart outlining the tax liability with different transfer amounts B
e To accept ProFile’s suggested transfer, right-click the form and select Elect split-pension amount of

$24.475 @

Calculation of the elected split-pension amount

< >
Elected spit-pension amount ) 2447500 00
lary 43533 32,003.13 | 00
Total payable (line 435) [Frank 3,688, 11.044. 00
Combined 47,222 43,047 00
Mary 20.374. 14,844
Balance owing / refund | Frank 311.71) 108422 € Eiect i wsza,m.m
Combined 20,062.9 15.,888.35 | S
Combined net benefit (cost) 4174 Copy field code
Summary of the elected split-pension amount Copyiemaliiee]
Paste Memo/Tape

We have determined that transferring $24,475.00 to Frank's retum will result in the lowest combined total payable. If you elect to transfer t

suggested amount, the balance owing of $20,062.97 is dcreased to $15,888.35. This represents an overall savings of $4,174.62. &=
Maximum split-pension amount (from line F of your T1032) 2 475.00}
Please enter the split.pension amount you wish to transfer to Frank.
This amount will appear o ine G on your T1032. Elected split pension amount 0.00
Create FX
Impact of electing a split-pension amount on your combined total payable . ": i
Carry forward
op0
Combined | 4 ¥
total Show auditor Ctri+F9
payable | . 5
(line 435)
«l
S0 s2e S4E9s  Sa2 SO70 12207 S14685 ST SIS0 S22027  S26475
BT unt (max S24,475.0

You can learn more about optimizing, go to Help > ProFile Help, click the Search tab and enter “Optimizing” in
the Search field
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/i ProFile Help

] ; & m
@ 7P v Help WebSite  Online Resouces  Contacts

e > 0
Back Fowad Siop Refiesh Pt

Contents Index ~Search Optimizations

Type in the keyword to find:

Optimiz ProFile provides seamless, invisible optimizations,
" ‘ and savvy audit messages designed to achieve the
best results for your clients. In addition to the
List Topics optimizations described here, there are foreign tax
credit optimizations, advantageous caregiver and
SelcliTonE oy infirm dependant claims between spouses, smart

disability credit transfer, and intelligent transfer of

Gifts and Income Tax
tax credits between taxpayers and their

Medical: Medical expenses

dependants.
Optimizing chartable donations [PIINE medical expenses
Optimizing losses donations
Optimizing medical expenses optimizingNINH)
Display
Topic feedback: Comments about this help topic:

O Topic was very useful
O Topic was patially useful

O Topic was irelevant Submit

4] Display comments area Enable anonymous help tracking

PROFILE AND THE SELF-EMPLOYED

As professional-grade tax software, ProFile can accommodate many types of income-generating scenarios.
Examples include rental income, investment income and income from self-employment. This section will
illustrate ProFile’s ability to accommodate the latter scenario.

Sam Hruzec, runs an un-incorporated marketing business called SH Marketing Services. Sam has asked you to
prepare a T1. Sam has no income or expenses, other than the Statement of Revenue and Expenses below.




SH Marketing Services
P&L
Jan - Dec 2017
PBC
Revenue 91,773
Total Revenue
EXPENSES
Accounting Fees 4,800
Advertising & Promotion 1,447
Bank Service Charges 1,547
Office supplies 1,398
Telephone 626
Travel Expense 780
Vehicle Expenses
Biz KM 3255
Total KM 10061
Fuel 827
Insurance 914
Repairs 637
Parking 112
Home Office Expenses
Total space 1695
Business use space 317
Insurance 628
Rep/Maint 1775
Heat 1288
Hydro 764
Prop Tax 3840
T2125

You will record all of Sam’s business-related revenue and expenses on form T2125, Statement of Business or
Professional Activities. After entering Sam’s personal and contact information on the Info page, use Form
Explorer to find and open the 72125




il Form Explorer ? X

TR . S v ) b ] |
@ Hrose. Sem W . ~.NEEEE
Fom: 12129 ] Gpen Pt New | Lit Detal Key Line
Forms Name Category Description Used Lastyear Step A

T ez T2091WSH Income Principal Residence Worksheet No NZ& ]

L T21218% Income Fishing activities No NZ& a3

AR T2121CCASum... - Income Summary of CCA for fishing activities No NA 90

2 Slips T2121CECH Income Cumulative eligible capital for fishing activi..  No NZ& a1

3 Income T2 21Assetht Income Asset details No N/ 92

4 Deducti T3 T2121AssetListt  Income Asset list No NZ& 94

& Deelons | 4 11210088 Income Detais of CCA No  NA 93

5 Tax+crediv| | 4 72121 Compara... Income T2121 - Comparative summary No N/ 95

TiT21258 Income Business activities No N/ 96
TP1 — " e ey — " P e v

[T2125#:Business activities

Here’s how to complete form T2125

e Enter the business contact details and other required information under identification area, and record

the gross sales under Part 1 — Business Income

— Part 1 - Identification

Name Hruzec, Sam Your social number 238 137 848
Business Name Business Number

SH Ent (15 RT

Business address

Number _ Street, P.O. Box Apartment or suite

1212 !Rue Principale

City Province or territory _ Postal code

Montreal Hac MHoH oH

Fiscal Period Was 2017 your last year of business?  Yes | | No

From: Year/Month/Day Year/Month/Day
2017-01-01 to: 2017-12-31 ICaIendarYear

Main product or service Industry code (press F6) 811119
Promotion (see the appendix in Guide T4002)
Tax shelter identification number Partnership Business Number Your percentage of
(9 digits) the partnership
100.0000 | %

Name and address of person or firm preparing this form
ABC_IMPOT

1445 Stittsville Main St

Stittsville, Ontario

— Part 2 -Internet b

If your webpages or websites generate business or professional income, fill in this part of the form.

e Record all business expenses in Part 4 of the T2125

How many Intemet web pages and websites does your business earn income from? Enter "0" if none. 0 I

Provide up to five main webpage or website addresses, also known as uniform resource locator (URL):

htp:/

Percentage of your gross income generated from the webpages and websites.

(If no income was generated from the Internet, enter "0".) 0.0000 I %
T1139: Last year additional business income (T1139 line G) oloo i
— Part3A- i income

2 If you have business income, tick this box and complete this part. Do not complete parts 3A and 3B on the same form.

Type of income Business Commission

Gross sales, commissions, or fees (include GST/HST collected or collectible 91,773/00 I

Income reported on T4 slips 0j00

Income reported on T4A slips ojoo |y

Fees for senvices (T4A box 28) 0/00

91.773[00 g1

Minus Goods and senvices tax and provincial sales tax (GST and PST) or harmonized

sales tax (HST) (if included in sales above) 0|00 I
Returns, allowances, and discounts (if included in amount 1) 0|00 l
0j00 @2
Subtotal : Amount 1 minus amount 2 91 773 3
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r— Part 4 - Net income (loss) before
Gross business or professional income (line 8299 of Part 3C) or Gross profit (line 8519 of Part 3D) 91.773|00 l a
Expenses (enter only the business part)
Advertising 8521 1.447[00 |
Meals and entertainment 0|00 I x 50%
Meals and entertainment (long haul truck drivers) 0foo |l x 80% 0Joo
Bad debts 0[00
Insurance 0|00
Interest 1.547)00
Business taxes, licences, and memberships 0|00
Office expenses 1.398/00
Office stationery and supplies 0[oo
Professional fees (includes legal and accounting fees) 4.800/00
Management and administration fees 0|00
Rent 0|00
Repairs and maintenance 0[00
Salaries, wages. and benefits (including employer's contributions| 0joo
Property taxes 0]00
Travel expenses 780/00
Utilities 62600 |
Fuel costs (except for motor vehicles) 0[00
Delivery, freight, and express 0joo
Motor vehicle expenses (not including CCA)
see Chart A) - from worksheet 88135 |
Motor vehicle expenses (not including CCA)
(see Chart A) - other oloo HEEEX 88135 Ji
Capital cost allowance (from Area A) 9936 0|00 i
Allowance on eligible capital property 0[o0 i
0j00

Convention fees 0[00
Private health senices plan premiums 0joo I
Resenes 0[o0 I
Terminal loss 0Joo i

Other expenses = oloo HEEQ o0loo

Total expenses: Total of the above amountsfelad  11.479[35 | » 11.479]35 b

Net income (loss) before adjustments: Amount a minus amount b EEI 80.293|65 I

o Note, however, that you don’t record vehicle expenses on the T2125 itself, but on the Business Auto
ancillary form (see illustration below), and you indicate, at the top of the Business Auto form, where to
send the vehicle expenses

Here are other key points to consider with the Business Auto form

e  You must indicate the business kilometers and the total number of kilometers driven in the tax year.
ProFile uses these values to calculate the allowable vehicle expense

e Any vehicle loan or leasing costs are calculated in a separate area of the Business Auto form. See Chart
D, at the bottom of the window below, which is where the eligible leasing cost is calculated

Business Auto H H
Motor vehicle expenses (Business
Allocation of expenses s EREs} peméd d
T2125#1:SH Ent
Chart A - Motor vehicle expenses
Description of ile Filmore
Enter the kilometers you drove in the tax year to eam business income 3.255 @1
Enter the total kilometers you drove in the tax year 10.061 | 2
Taxable Non Eligible Total
G HST
Fuel and il oloo il oloo i 827]00 s27]00 § 3
Interest (see Chart B) 0Joo ojoo W 4
Insurance 914/00 914/00 @ 5
License and registration 0Jo0 ojoo W 6
Maintenance and repairs oloo J§ oloo i 637/00 537)00 lf 7
Leasing (See Chart D) ojoo ojoo 0loo ojoo i 8
Other expenses (specify) ojoo § ofoo oloo ojoo f§ 9
0[00 0[00 0[00 0[00 @ 10
Total motor vehicle expenses 0joo 0[o0 2.378|00 2.378j00 @ 11
Business use part: Multiply line 11 by 3235 | % oloo l§ oloo i 769)35 ] 769]35 JJ 12
Business parking fees ojoo J§ oloo i 112Joo ] 112Jo0 J§ 13
Supplementary business insurance 0|00 I 0|00 I 14
Allowable motor vehicle expenses oloo J§ oloo i 88135 J§ 88135 J§ 15
Chart B - Available interest expense for passenger vehicle
Date interest payments commenced 2017-01-01
Date interest payments terminated 2017-12-31
Total interest able (accrual method) or paid (cash method) in the fiscal period 0.00 W (A)
The number of days in the fiscal period for which interest
was payable (accrual method) or paid (cash method) 365 X 10.00 = 3.650.00 @ (B)
Available interest expense (amount A or B, whichever is less) (enter this amount on line 4 of Chart A above;] 0.00
Chart C - Capital Cost Allowance for motor vehicles

One further step in recording Sam’s business expenses is to enter the allowable home office expense. As a self-
employed individual working from home, Sam can deduct a portion of her home expenses. This portion is
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calculated by adding up all of Sam’s home expenses and multiplying it by a factor that represents the percentage
of the home’s area used to run her business.

e To record home expenses, scroll down to Part 7 at bottom of the T2125

e Enter the home’s total area and the area used for business

e Enter the operating costs for the home including heat, electricity, insurance, etc.

[ )

ProFile will calculate the allowable home office expense and include as an eligible business expense on
the T2125

— Part7-C. ion of busi f-h expenses
Area of home used for business (A) 317 I
Total area of home (8) 1695 |}
Heat 1.288/00 |1
Electricit 764J00 2
Insurance 628/00 I3
i 1.775/00 4
Mortgage interest 3,840[{00 W5
Property taxes oloo 6
Other expenses (specify):
Oloo @7
Subtotal: Add amounts 1to 7 8.295/00 @8
Minus: Personal-use part of the business-use-of-home expenses 6743166 B9
(Amount 8 minus amount 9) 1.551|34 I 10
Plus: Capital cost allowance (business part only), which means amount i of Area A minus any portion of
CCA that is for personal use or entered on line 9936 of Part 4) 0loo I 1"
Amount carried forward from previous year 0loo | 12
Subtotal: Add amounts 10 to 12 1.551|34 #13
Minus: Net income (loss) after adjustments (amount e of Part 5) (if negative, enter "0") 80.293[65 | 14
B -use-of-home exp i to carry forward: Amount 13 minus amount 14
if negative, enter "0") 0]o0 I 15
Allowable claim: The lesser of amount 13 and 14 above (enter your share of this amount on line 9945 of Part &) 1.551]|34 16

After entering all required information on the T2125, ProFile will calculate the gross and net business income and
transfer it to the T1 Jacket.

Step 2 - Total income
As a resident of Canada, you have to report your income from all sources both inside and outside
When you come to a line on the return that applies to you, go to the line number in the guide for m

Employment income (box 14 of all T4 slips) W‘ 0|00

Commissions included on line 101 (box 42 of all T4 slips) 102 0[oo i

Wage loss replacement contributions

(see line 101 in the guide) 103 oloo §

Other employment income [104] oloo

0ld Age Security pension (box 18 of the T4A(OAS) slip) 113 oloo |

CPP or QPP benefits (box 20 of the T4A(P) slip) 114 0joo |

Disability benefits included on line 114

(box 16 of the TSA(P) siip) 152 oloo §

Other pensions and super i [115] oloo N

Elected split-pension amount (attach Form T1032) [116] oloo |

Universal Child Care Benefit (UCCB) 117 0joo |

UCCB amount toa 185 0]00 i

Employment insurance and other benefits (box 14 of the T4E slip) [119] 0{00 i

Taxable amount of dividends (eligible and other than eligible) from taxable Canadian

corporations (attach Schedule 4) 120 0{00

Taxable amount of dividends other than eligible dividends,

included on line 120, from taxable Canadian corporations 180 0]00 i

Interest and other investment income (attach Schedule 4) ﬁ 0

Net partnership income: limited or non-active partners only 122 0

Registered disability savings plan income 125 0

Rental income GrossW\ OIOO i Net|126 0

Taxable capital gains (attach Schedule 3) 127 0

Support payments received Tutalm 0|00 i Taxable amount|128 0

RRSP income (from all TARSP slips) 129 0

Other income Specify: 130 0

Self-employment income
Business income Gross[162] 91.773 Net[135] 78,742
Professional income Gross [164 0 Net[137 0
Commission income Gross |166 0 Net|139 0
Farming income Gross [168 0 Net[141 0
Fishing income Gross 170 0 Net[143 0

Workers' compensation benefits (box 10 of the TS007 slip) 0[00

Social assistance payments 145/ 0[00

Net federal (box 21 of the T4A(OAS) slip) 146 0]00

Add lines 144, 145, and 146

(see line 250 in the guide). 0[00 |» 147 0[00

Add lines 101, 104 to 143, and 147 This is your total income. |150 78.742(31
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PART-YEAR RESIDENTS

In this section, we’ll briefly describe how to set up ProFile for newly-arrived residents.

Working on a part-year resident return

If someone is newly arrived in Canada, follow these steps to set up a T1 return.
o Complete the Info page as you normally would. So that ProFile can prepare the proper schedules,

ensure that you select the correct province of residence

e Report the date of entry into Canada 2
e After reporting the date of entry, ProFile will open additional fields, including Line 5292 and 5293. In

these fields, report Canadian and foreign-sourced non-resident income. In this example, there is

$10,000 of foreign-sourced, non-resident income B

e Once you enter an amount on either Line 5292 or 5293, ProFile will tick the box to prorate non-

refundable tax credits

¢  You may then complete the rest of the return as you normally would

Title Mr 1 JMarried 2 [ JLiving common-law 3 ] Widowed
E"s:%gzgfanes 4 |:| Divorced 8 |:| Separated 6 |X] Single

ast name
D e e T E 1 D Yes No If status changed in 2017, enter date of change mm-dd
Do you want to change your address? [l Yes No | Were you married or living common-law at any
Care of time in this tax year? [] Yes D No
gtgelsaoidress 1515 Orchard Street . - Apt # Residency
C:t.—An own o Province of residence
o on 2017/12/31 Ontario
%I\MA 1A9 M Province of self-employment
M If you became or ceased to be a Canadian resident in
Primary phone _ (905) 555-5121 2017, enter date of: entry 06-01
Birth date 1988-12-19 l Age 29 or departure - mm-dd
Date of Death _ yyyy-mm-dd .
— Spouse’s or common-law partner's net
Gender Male D Eemale income while the taxpayer is living in
Province or territory where taxpayer resides if different from mailing Canada 5263 0.00
address: M Spouse’s or common-law partner's net

. o . income while the taxpayer is living outside

ERA-IOHL:EE mél|, |:| Already reglsteredl:l Yes No of Canada 5267 0.00
Bmal ad ess: — od p— c Canadian sourced non-resident income 5292 10,000.00 I

y providing your email address or updating an already registere: X Ry -
email address, | understand | am registering for online mail and Foreign sourced non-resident |n.come 5293 19.000.00 I
accept the terms and conditions that are set out on page 2 of the form| Prorate non-refundable tax credits for part
T183. Paper notices will not be mailed to me from the CRA. year resident? m Yes D No
Do you want preparer to get Are you a non-resident? |:| Yes No
Electronic Notice of Assessment? D Yes No | Residency status Resident
By checking yes on the box above, | am allowing the CRA to Country (other than Canada)

Residency rules, for both Canadian citizens and non-Canadians, can be a complex affair. For more information,

consult CRA’s guides, such as T4058 Non-Residents and Income Tax, and T4055 Newcomers to Canada.
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Chapter 5 Quiz

Question 1: The feature that allows you to prepare T1s for married couples and their dependants is called:

A. Hub and Link

B. Synchronization
C. ProFile Review
D. Family Linking

Correct answer is D

Question 2: True or False: ProFile will calculate the allowable RRSP deduction even if no deduction limit
indicated:

Correct answer is False

Question 3: Select the best way to create a dependant’s T1:

Go to the File menu and click New T

Right-click a T1 Jacket and select New

Click the Synchronize icon

Right-click the dependant’s name on the Dependant form, and click Return for...

COowp

Correct answer is D

Question 4: True or False: If a dependant has excess tuition credits, ProFile will transfer the excess amount to a
parent’s linked return

Correct answer is True

Question 5: True or False: ProFile has an option to toggle Family Linking on or off

Correct answer is True

Question 6: Which of following tax situations does ProFile’s Optimization verify?

Medical expenses
Charitable donations
Tuition credits

All the above

COowp

Correct answer is D

Question 7: True or False: The T1032 form allows you to optimize and split pension income between spouses
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Correct answer is True

Question 8: True or False: ProFile cannot prepare tax returns for self-employed individuals

Correct answer is False

Question 9: To prepare a T2125, ProFile requires the following. Choose the best answer:

ProFile cannot prepare a T2125 return

A statement of revenue and expenses (Income Statement or Profit & Loss)
A balance sheet

None of the above

COowp

Correct answer is B

Question 10: True or False: ProFile can prepare a T1 for part-year residents

Correct answer is True
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Learning about

moseerte | Chapter 6: An Online World

2018/19

Learning Objectives Additional Resources

At this chapter’s conclusion, students will understand: This document provides numerous resources to accounting
e How to use ProFile’s online tools professionals. Refer to these sites to explore additional tutorials and
e How to use CRA’s AutoFill My Return training opportunitics:

How to ReFile a T1 .. L.
* owioRetriea http://accountant.intuit.ca/professional-

accounting/index.isp

http://profile.intuit.ca/professional-tax-software/index.jsp

http://profile.intuit.ca/professional-tax-
software/training.jsp
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https://profile.intuit.ca
https://profile.intuit.ca/support/training/

Chapter 6: An Online World

GETTING ONLINE

Every day, more and more businesses are taking things online. Online information is part of our everyday lives. It
should come as no surprise, then, that tax preparers too are increasingly using online tools. Canada Revenue
Agency, for example, demands that tax preparers EFILE tax returns and, at the same time, with a dedicated
Represent a Client account, CRA gives tax preparers online access to an array of client information that was
unthinkable just a few short years ago. ProFile is building on this cloud trend as well. As a ProFile user, you have
access to an increasing number of cloud tools. Let’s take a closer look:

The online toolbar
The Online toolbar sits permanently under ProFile’s Menu bar. Let’s explore these four icons:

e Click the Live Chat icon...

O N

... To engage a ProFile support agent and chat online

B & @ profileChatSupport X | +

2 (O A @ accountantsintuitcom, hxe S5 L (& eo

Live Chat - ProFile

Ask a live Suppo
questions and get the;
b

related
ow by clicking the

Click the Notification Centre...

=) @

... To view alerts, reminders and other ProFile messages

ProFile Notification Centre Clear All

v $100 notes - Known issue in Profile 2017.1.0 X

Learn More

Do Not Disturb

o  Click the Online Settings to access ProFile’s online tools...
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r;@g

...Including features for online access and backup of your tax files

Online Settings
Online Account

You are signed in as: imsimsi—" -

ADMIN of Company: DiLauro CPA_CMA
*All files will sync to this user's Erofile He:

account.

Online Backup
(@® Enable Online Backup

Each time you save a file. a backup copy of that file will upload to your

Crofile Heview account.
O Disable Online Backup
Cloud Bridge
(@ Enable Cloud Bridge

Automatically sync ProFile T1 data to your ProFile Review account for
easy on-the-go access.

Select Folder: \\Mac\Home\Documents\My ProFile Data\

O Disable Cloud Bridge

OK Cancel

e (Click the Review icon...

Vo A (L

e ... Toaccess and download your backups...
B & @ ProFile Review X 4+ v - o X
&~ O & 8 intuitca a3 ¥ v I -
nfuIt profile R Freean 5 Michael A D ®
Backup
All Tax Years v Al file types v
FILE NAME ~ CREATED ON + DOWNLOAD DELETE
St Laurent, Marianne. 17T 12/16/2017, 02:38 PM £y [m]
e ...And also to view your tax files online
B & @ Profile Review X 4+ v - o X
& O @ 8 intuitca

SOk ¥« L 2
C’ S} Michae

INTUIT ProFile

ga Client List
Return Status

ToTAL UNKNOWN  CARRIED WORKIN WATING
FORWARD PROGRESS  FOR CLENT

2 0 2 0 0

INPARTNER  READYTO PRINTED
REVIEW PRI

0 0 0 0 0

COMPLETED  NOTFILING

Tax Year 2017 - My Clients - [9)
LAST FIRST LATEST TAX CLIENTCHECKLIST _ CLIENTREVIEW _ RETURN

O ® ¢ CONTACT ® ® . .
NAME NAME STATUS

O  Cosan Jane =2 &9 217 7] Send  Share Carried Forward

©2014 Intuit. Al rights reserved Privacy | Legal | Terms of Service




Accessing your online account

If you have a ProFile account, getting online is quick and easy:

From the toolbar, click the Online Settings icon and ProFile launches the sign-in window

.
e Click Sign In @
e Enter your user ID and password &)
e Select your firm (or add a new one) B
e Click Finish and you’re done f41

Online Account
You are not signed in  Sign Please select the business this license of ProFile

To use Online Backup and Cloud Bridge. sign in with your ProFile

usemame snd passuiord ® B

Each ime you save a file, a backup copy of thatfile will upload to your

Select Folder

InfuIt Profile
X

Select your business

should be connected to.

account

File T1 data to your e Review account for

Add New Business
Home\Documents\My ProFile Datal

OK Cancel
Connect Business

v Signin 62 ProFile Online Backup - Login ? X

Sign in

Success! You're All Set.
Email or user ID

You are signed in as

Password n eqe Your Onine Setings | - Launch Profile Revier

l l You can access online features by clicking on the

& icon in the top bar.

TIP: Try it out - you can always change it later in settings
Free ProFile training

¥ Remember me

1 forgot my user D or passwor

New to Intuit? Create an accou

But I don’t have an online account
If you don’t have one, creating an online account is a snap:

From the toolbar, click the Online Settings icon to launch the sign-in window
Click Sign In @

Click Create an account B

Enter your email and company name.

You will also need your order or service number from when you bought ProFile o
Follow the prompts, per steps 2 through 4 in the previous example, to complete the process

See the images further below for details on order or services numbers




Online Settings X
Online Account
You are not signed in  Sign In n

To use Online Backup and Cloud Bridge, sign in with your Prof
usemname and password

va

Each time you save a file. a backup copy of that file will upload to your INTUIT ProFile

ProFile Review account

‘w o e

A

o

1 Slgn In Already have an account? Sign In
| Email

sam@samuelson.ca

Email or user ID a Company Name

michaeld@dilauro.ca

A1 Tax Preparers

Password Order/Service Number*

Where can I find this?

Create company

« Remember me

&a Signin
| forgot my user | v
New to Intdit? Create an account

Order/Service Number
Read on if you’re not sure where to find the Order/Service Number required for the window above.

e  After purchasing ProFile, you will receive an emailed receipt containing the product information to be
entered in this window. If you purchased ProFile through Intuit’s Web Store, you will find the codes at
the very bottom of the receipt.

ProFile Québec Tax Suite License (1-4) 1 $325.00 $325.00

Required to activate your product(s):
Product Code: 496-998

License Key: 5612018834-

Sub-total: $2,355.00
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If you placed your order by telephone, the codes will appear in the Order Details section

Quantity

ORDER DETAILS

Item Id Unit Price  Ext Price

1 423452
FR PROFILE TY14 QUEBEC SUITE

$1,680.00 $1,680.00

1 423522 $325.00 $325.00
FR ProFile TY14 Quebec Suite License (1-4)

Required to activate your product:
Product Code:496-998 License Key:9059-8673-95 2 i}

AUTO-FILL MY RETURN

AutoFill My Return (AFR) is a secure Canada Revenue Agency (CRA) service that allows individuals and
authorized representatives to automatically fill-in parts of a T1 return with information that the CRA has available

at the time of filing the return. Many authorized representatives are already accessing CRA’s online services to

gather client information. AFR is the logical next step. By filling in key tax data, CRA’s AFR simplifies the tax
preparation process.

To use the AFR service, a tax preparer must:

Register and be an approved electronic filer
Register in CRA’s Represent a Client and have a RepID, GroupID or business number (BN)
Have a valid Form T1013 Authorization Form (described in Chapter 3) for each client

1t is important to note that AFR service is not mandatory for EFILE certified software products. Some products
include the service in their product, but others may not. ProFile falls in the former category and has full AFR
functionality.

Summary of Tax Information that CRA delivers with AFMR

Information Slips

T3, Statement of Trust Income Allocations
and Designations

T4, Statement of Remuneration Paid

T4A, Statement of Pension, Retirement,
Annuity, and Other Income

T4A(OAS), Statement of Old Age Security
T4A(P), Statement of Canada Pension Plan
Benefits

T4E, Statement of Employment Insurance
and Other Benefits

T4RIF, Statement of Income from a
Registered Retirement Income Fund

TS5, Statement of Investment Income
T5007, Statement of Benefits

T5008, Statement of Securities
Transactions

RC62, Universal Child Care Benefit
Statement

RC210, Working Income Tax Benefit
Advance Payments Statement
Registered Retirement Savings Plan
contribution receipt

T1204, Government Service Contract
Payments

RENT ASSIST
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T4RSP, Statement of Registered Retirement
Savings Plan Income

Other Tax-Related Information

RRSP contribution limit

Lifelong Learning Plan repayment amount
Capital gains and losses

Federal tuition, education, and textbook
carryover amounts

Client Data Enquiry (CDE)

Home Buyers' Plan

Social assistance or workers' compensation
benefits

Working income tax benefit advance
payments (RC210)

Reassessment information

New balance owing message for prior
claim(s) on a refund

Current tax year return

Insolvency, consumer proposal indicator
Recent page access

Provincial tuition, education, and textbook
carryforward

Unfiled returns

External refund set-off amounts
Reassessment in progress

CPP payments (T4A(P))

Working income tax benefit

Emigration Date

Direct deposit indicators

AFR Download
Before you file a tax return with the CRA using the information delivered by Auto-fill My Return, you must make
sure that all the proper fields on the return are filled in and that the information provided is true and accurate.

If you notice a mistake on an information slip, contact the employer, payer, or administrator responsible for
preparing that slip.
If you notice a mistake in the tax-related information, have an account-specific question about other tax-related
information, or need additional information, call the individual income tax and trust enquiries line at 1-800-959-

8281.

Home Buyers’ Plan repayment amount
Non-capital losses

Capital gains deductions

Provincial tuition, education, and
textbook carryover amounts

Lifelong Learning Plan

Employment insurance and other benefits
(T4E)
Universal child care benefit (RC62)

Balance owing
No debt owing indicators

Bankruptcy

Other existing outstanding balances
Federal tuition, education, and textbook
carryforward

Disability tax credit eligibility

Review

Internal refund set-off notification
T4A income

Outstanding GST/HST returns
Immigration Date

EFILE ineligibility indicators
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Using AutoFill My Return (AFR)

e With a client file open in ProFile, click File>Import CRA Data

|4 PROFILE

file Edit Audit Goto Form Options EFILE Online Training W
New la-® -
Carry Forward... CtlsR
DT Max Carry Forward...
Open... Ct1+0  |siips | 5674
Reopen >
Save Ctrlss
Save As..
Close Clsw
Close family cul+Q
Properties.. Ctrlsl
Print... Cul+P
Print / Email PDF... Ctrl+AltsP EHE".
Print Slips Yes [X]
Quick Print > Aot
Print Setup... RR T

Print Slips Setup...
Setup Mailing Labels...

HyperDocs...
Delete...
Couple. Age
Uncouple.

Link a Corporation.

ferent from mailin
Review Linked Corporations.

Purchase OnePay. —
QBOA Import. Llered OYes [
Import.

Auto-fill my Return (AFR) Iready registerec
Import RQ data il and
QuickBooks Desktop Import ":‘ﬁ%eni"“"e"
Exit Alt+F4

Electronic Notice of [Oyes |
-~ By ghecking yes onthe box above, Lam alloyina.he CRAto elect;

o Click Launch CRA Website

J© CRAData Import x

ProFile CRA Data Import

* Save time by automatically importing client information
« Prevent manual data entry errors b—
*  Ensure client data is always accurate and up-to-date e L f—.

* Learn more on intuit.ca

—
& Launch CRA Website P

e ProFile will open a browser and take you to CRA’s website
e Click CRA Login B

e Enter your credentials a

e Confirm CRA’s request then click Next ]

e (Close the window to return to ProFile 2]
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Tax information web service

The Tax information web services currently include the following applications:

Canada Revenue Agency Canada

+ Auto-fill my return, used to get tax information for individual tax returns
+ T2 Auto-fill, used to get tax information for corporate tax retums
+ Express NOA

Choose from one of two ways to access CRA's Tax information web service:
Option 1 - Using one of our Sign-In Partners

Log in or register with the same sign-in information you use for other online services (for example, onlins c RA L°gm

Sign-In Partner Login / Register
» View list of Sign-In Partners Forgot your user 1D? a

* Password (required)

* User ID (required)

ssssssccece
Option 2 — Using a CRA user ID and password
Forgot your password?

Log in with your CRA user ID 3"“""“- or register. For more information on how your privacy is protected, refer to our Personal Collection

CRA register

to manage your security questions and answers, you must first login.

Canada Revenue Agency CcMs30

Tax information web service—request confirmation

You are requesting 2017 tax information for the following SIN(s):

Note: If you are requesting tax information for more than 10 SINs you will have to make a separate request.

View Terms and Conditions of Use

For more information on how your privacy is protected, refer to our Personal Collection
close this window.
- [
[eo e .l
3

e Profile displays the Data Import Worksheet where you can select or deselect the information to import
into the tax file

o  Click Import Selected Data

e Close the window that confirms the import is complete B

e ProFile will list the imported information on the Data Import Summary form - )

®  You have successfully used CRA’s Autofill My Return
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© CRA Data Import X
o o .
Data Import Worksheet Data Import Summary
Review the imported data below Data Imported on Apr 02 2018 01:32:33 PM
Here is the overview of all imported sips and CDE data from the CRA / Revenu Québec
/! Check/UnCheck All You can see each individual skip by clicking on the details link.
¥ T4 Statement . Imported Slips
n i
Client Data Enquiry
< T4A Statement Add As New [No Debt indicator [Yes
| Replace CITY OF OTTAWA |~ Balance Owing Amount
O T
¥ THE GOVERNMENT OF CANADA LE GOUVER! |1471.00 105 Add As New o o @
a import Selected Data Data Import Completed

ALL ABouT REFILE

If you are an EFILE service provider, you can use ReFILE to EFILE T1 adjustments. The ReFILE service lets

you change the same lines that individual taxpayers can with the “Change my Return” service in CRA’s “My
Account” portal.

Who can use ReFILE?
Preparers can use the ReFILE service if the following conditions apply:
« You have ProFile version 2016.4.3 or later (for tax years 2015, 2016 and 2017 ReFILE)

« You have level 2 authorization from your client
« The initial return was filed online (EFILE)
« The initial return was assessed

« You have acquired a new sign-off on a revised T183 from client

What does the ReFILE service exclude?

In addition to CRA’s standard EFILE and Change My Return exclusions, you cannot use the ReFILE service if
the taxpayer is:

« Subject to provincial or territorial income tax in more than one jurisdiction

« Waiting for either an initial Notice of Assessment or a Reassessment

122



Amending an election or wants to make an election (for example, Form T2057, Election on disposition of

property by a taxpayer to a taxable Canadian corporation)

Applying for child and family benefits

Allocating the refund, if applicable, to other CRA accounts

Applying for the disability tax credit

Waiting for a CRA reassessment

In the position of having been arbitrarily assessed by CRA

You cannot use ReFILE to change page 1 of the taxpayer's T1 Income Tax and Benefit Return. Instead,
individual taxpayers should use My Account to make changes to the following information:

marital status
address
direct deposit

email address

In addition, you cannot use ReFILE to change:

a tax return that has not been assessed

a tax return where nine reassessments exist for a particular tax year
a bankruptcy return

a return prior to the year of bankruptcy

carryback amounts such as capital or non-capital losses

a return of an international or non-resident client (including deemed residents of Canada, newcomers to
Canada, and individuals who left Canada during the year)
the elected split-pension amount

a return where you have income from a business with a permanent establishment outside your province or
territory of residence (you have to complete Form T2203, Provincial and Territorial Taxes for 2017 -

Multiple Jurisdictions)

a return that was arbitrarily filed by CRA under subsection 152(7)

Service limitations

The online system accepts only nine adjustments per tax year for each taxpayer, whether the taxpayer or
you or CRA initiates the adjustments

If you go over the limit, you will get an automated response saying the limit has been reached and

explaining how to send a paper request
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. Make additional requests on paper, preferably using Form T1-ADJ, T1 Adjustment Request, and mail

them to the CRA

Using ReFILE

Before attempting to ReFILE a return, verify that you have a valid T1013 form--with level 2 authorization—on

file with CRA. If CRA already has the authorization information on file, another filing of the T1013 is not

required.

To ReFILE a return

« Open a T1 return that has already been filed online, and for which a CRA assessment has been received.

« Goto File >Save As... and save the file under a new name

Wil Save 2017 TI/TP1 As

1. Shrieve, Ralf

Shrieve, Ralf (111111118)
Client Status: | 8. Completed

EFILE Status:

SEND Status:

TP1 Status:

5. Accepted
2. Eligible
1. Noteligible

T1135 Status: | 1. Not eligible

? X

v [OlLocked

DON, [

Invice [ | Time: [o0:0000

["1Discount ted?  [1CRAEnors 12139

Save

Help

Cancel
Advanced >>

. Enter the new information that mandates a ReFILE. If, for example, a client has received an unexpected

T4, then enter that new information on ProFile’s T4 Slip

. After making the necessary changes to the tax file, press 4 to open Form Explorer and, in the Search

field, enter T/ReFILE
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@ Linfo [[@2T1| (53T P LTIREFLE [[5 2.72202/TL11 | @ 5511 | @ 6.ONSTT |+ |

T1 ReFILE Request

* Use this worksheet to amend your 2017 personal tax return

* ReFILE transmission requests cannot be used to change the following fields:
- Address
- Name
- Social insurance number
- Date of birth
- Marital status
- Residency
- Elections Canada
- Alternate address
- Email address
- Information about spouse or common-law partner
- Direct deposit

Changes to these fields must be made by the taxpayer through the CRA "My Account” portal.
* The amended return must include the full return and all the schedules, not only the revised amounts.
* All schedules included in the ded return are d
previous data.

as ded. This means data from amended schedules will overlay thi

* To amend a T1 return, make sure you completed all the information on the tax return and answer the following questions:

SIN 11111118 § .

Name Shrieve, Ralf ]
Date of ReFILE  2018-08-07
Is this an amended tax return? m No n

If you are changing any of the fields mentioned below, please select what is the reason of change.

1. Field 245 - Why is the taxpayer changing their RRSP contributions? (Please check all that apply) 4
a. The taxpayer received an RRSP slip for contributions made in the first 60 days of the year following the tax year.
b. The taxpayer received an RRSP contribution slip after filing their return
c. The taxpayer received an amended RRSP contribution slij
d. The CRA published information (web pages, tax manuals, letters etc.) is not clear on how to report RRSP
contributions.

. RRSP contribution limit found on the NOA/MyAccount was not clear.

o

o

« Ensure the client information (SIN and Name) is correct

. Enter the current date in the Date of ReFILE field [2]

« Select Yes for the line that reads ... “Is this an amended tax return?”’: e
Note: failing to select the “yes” option will produce an error when attempting to ReFILE.

« Answer the subsequent questions in the form |

0 Note: these questions are not mandatory, and preparers are not required to provide answers. Any notices
related to these questions may be ignored.

Before completing the submission, you must update the T183 Form

« Open the T183 used for the initial EFILE of the return

« Aletter “R” now displays in the Tax Year field indicating the form was referenced for ReFILE ™ This

new designation is permanent and cannot be rescinded from the form
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@ Linfo | @271 (2374 | & ZTIRFILE 2 81183 I&A,Tzznznm |@ssin| mgonsti| + |

l *I Canads Revenue Return for Filing of
Agency e an Individual's Income Tax and Benefit Return

+  The information found on this form corresponds to the tax year indicated on the right.

+  Before you fill out this form, read the information and instructions on page 2 of this form.

+ Part D must be signed by the individual identified in Part A or by the individual's legsl representative. Your electronic filer must fill out Parts C (prior to your retum being
submitted) and Part E (once your retun has been submitted)

xeep a copy
Pan A - Identification and uddress as shown on your return (mlm‘mwy)

First name Last name Social insurance number
Ralf Shrieve 111111118

Mailing address: Apt no — Street no Street name PO Box RR City Prov./Terr Postal code
100 Preston St o Ottawa ON K1S 4P4
Part B - ion of amounts from your General Income Tax and Benefit Return (mandatory)

Enter the following amounts from your return, if applicable:

Total income (ine 150) 61.655/44 i

Taxable income (line 260) 61,655(44 [ Refund (ine 484) oloo §

or

Total federal non-refundable tax credits (line 350 of Schedule 1) 3,364/99 Balance owing (line 485) 306/38
Part C - Electronic filer identification (mandatory)

By signing Part D below, | declare ing person o firm & 7 the T1 return or the smended T1 retur of the person named in Part A Fart D must

be signed before the return is electronically transmitted.

Name of person or firm + Tax Prep LLP | Etectonicfiter number: D9331 | |
Part D - Declaration and authorization (mandatory)

1 Geclr i e Irfomaion erered n Part A, 8 nd G s corc an3complteard (ly dislses my ncome fom ol soures. 1 s Geclre | ave rad e nfomaion

n page 2 of this form, and that the slectronic fler ideniified in Part  isfiling my return. | allow th the CRA

omissions,

2018-08-07
Siansture (individual identiied in Fart A or gal representative] __Name and e of lsgal representaiive Year Month Day

control number

« Acquire a new sign-off from the client on the updated T183 form prior to your ReFILE attempt
. After the client signs the updated T183, click EFILE/ReFILE this return...

EFILE/ReFILE this return...
LE Pre-authorized Debit fo
EFILE the
EFILE the T1135...

Build T1 EFILE Online Batch...
EFILE Online Batch

Build TP1 NetFile...

TP1 Connect...

LS.

IS taxpayer...

RSV ek

ke Reports

- Print All ACKs

r_e' View Notice of Assessment (ENOA)
Set EFILE Password

I Options...

P et "

. After the ReFILE process is successfully completed, ProFile will display a confirmation window

v 2l EFILE Session (]
EFILE session starting on Tuesday, March 21, 2017 at 1:07 PM
Transmiting C\Users\sivan1\DocumentsiMy ProFile Date\EFILEV201 6T 1 N T A%
CiUsers\sivanl\DocumentsiMy ProFile Data\EFILEV2016T 1 S RESPTAX downloaded.

stully received the 2016 ReFILE submission forlllR
tion (listed on eFILE webpage as d) will not be
d cy. Your clie ) reassessmentwill be
available fory mg!hvougn the software. provided you h ements. Referto the
“What's Ne i ite for further details. The taxpayer needs to keep all tax
information slig reors, Please keep this confirmation number and DCN for
your records

EFILE session done.

The Canada Revenue Agency |
Any chan

nnd documents for

=4 Pint v ok | [ cancet |[ Hew




Confirming the ReFILE submission

ProFile enters the ReFILE confirmation number on the /nfo form. to the return. It matches the number displayed
in the ReFILE confirmation message.

@ Linfo |@2.T1](53.74] £ Z.TIRFILE | 57 8.T183 | (5 4.T2202/TL11 | % 5.511 | @ 6.ONs11| » |%

T1 EFILE/REFILE confirmation number:

R LR

1hea] el

TP1NE 0
T1135 EFILE confirmation number: | ]
T1013 EFILE confirmation number: | |
T1PAD confirmation number: [ ]

Spousal information Additional contact information

Work phone number () -
ax number ) -
S fa~——rv

« You can also confirm the history of the submission by selecting Properties option under the File menu

« Review the history of the return; the ReFILE displays as an EFILE with the date of the ReFILE displayed

in the Date field
| Discountad? T1CRAEmors 12139
Date Freparer Action Elepsed
16A11/2310:... SD Modified
16/11/2811:... SD T1 EFILE Ready to Transmit <= Initial EFILE of return
16/11/2811:.. SD Modified
17/03/21 14 T1 EFILE Ready to Transmit
17/03/2114.. SD T1 EFILE Accepted <_J ReFILE of return
17/03/2114... SD Modified
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Chapter 6 Quiz

Question 1: ProFile features a number of Online tools. These tools include:

ProFile ReFile
ProFile Review
Online backup
All the above

COowp

Correct answer is D

Question 2: ProFile’s toolbars include a dedicated set of icons for accessing online features

Correct answer is True

Question 3: The four online icons are:

Chat, Notifications, Online Settings, and Review
Chat, Explorer, Review and Bridge

Run, Synchronize, Archive and Bridge

None of the above

COowp

Correct answer is A

Question 4: True or False: You can use ProFile Review to view T1 returns online

Correct answer is True

Question 5: True or False: With ProFile you can use CRA’s AutoFill My Return to download tax amounts to a
T1 file

Correct answer is True

Question 6: To use CRA’s AutoFill My Return, you must:

Register to become an approved electronic filer

Register in CRA’s Represent a Client program and have current and valid credentials
Have a signed T1013 Authorization form for each client

All the above

COowp

Correct answer is D

Question 7: True or False: With AutoFill My Return, ProFile will be able to autofill all tax data including RRSP
contributions, medical expenses and charitable donations
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Correct answer is False

Question 8: True or False: ReFile is a CRA service that lets you make adjustments to the same T1 return an
unlimited number of times

Correct answer is False

Question 9: What are the ReFile service limits:

You cannot change information such as marital status, address or direct deposit information
T1 ReFile lets adjust the same tax return up to nine times

Y ou must make additional adjustments by paper-filing a T1-ADJ

All the above

COowp

Correct answer is D

Question 10: True or False: Before ReFiling a T1 on behalf of a client, you must first obtain an updated and
signed T183

Correct answer is True
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Lemingsbout | (Chapter 7: Data-mining with

Taxes With

oty Client Explorer

Learning Objectives

At this chapter’s conclusion, students will understand:
e  What Client Explorer does and what information it
provides
How to use Client Explorer at a basic level
e How to use Client Explorer’s powerful reporting tools

Additional Resources

This document provides numerous resources to accounting
professionals. Refer to these sites to explore additional tutorials and
training opportunities:

http://accountant.intuit.ca/professional-
accounting/index.isp

http://profile.intuit.ca/professional-tax-software/index.isp

http://profile.intuit.ca/professional-tax-
software/training.jsp
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Chapter 7: Data-mining with ProFile’s Powerful Client Explorer

INTRODUCING CLIENT EXPLORER

Client Explorer is a database, built into ProFile, that helps you view and manage your clients and their files. With
Client Explorer, you can create custom filters that let you open, carryforward and batch EFILE tax returns. You
can also export and print information on your clients and their tax files.

The first time you save a new client file, Client Explorer automatically adds a record for that client to the
database. And whenever you make a change to a client file, ProFile updates the record for that client.

Client Explorer does not store all of the data found in each individual client file. Instead, it contains references to
the file location. However, you can still print reports and export files that include the data from those client files.
Also, you must use Client Explorer to print groups of returns or to file groups of returns by EFILE.

It’s important to note that, in addition to Client Explorer, ProFile offers a separate and functionally-different client
database called Classic Database. This booklet only covers Client Explorer.

Note: You can use either the Classic Database or Client Explorer — not both.

Client Explorer Advantages
The benefits of Client Explorer include:

e Faster network access: Client Explorer works on standalone workstations or small networks, and also
provides faster access for larger offices that share a database over a network.

e Client-centred records: Client Explorer groups files for the same client in a single client record,
regardless of the type or year of the file. You see all of a client's files and returns in one place.

e Customized views: You can set and personalize Client Explorer views and save those settings. You can
use filters to quickly and easily change how you view your files and which files you view.

e Intuitive batch functionality: Most multi-file-select actions work the same way as Microsoft
Windows®. You can use filters to view only the files you need, select all of the visible files, and then
select an action from the Database menu or from a right-click menu.

e Access to client details: You can use Client Explorer as an address book or contact list. You can change
client addresses in the Client Explorer without affecting previously-filed returns. And you can
customize the Details pane to include any fields from client returns.

Setting up
You start by setting up Client Explorer, and the set-up options depend on whether you works alone as a sole
practitioner or work with others in a shared network environment.

Setting up Client Explorer for a Sole Practitioner
e Click Options -> Database
o Select the Client Explorer radio button.
e Click Setup Wizard
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Database / Client Explorer Options ? X
(O None (®) Use Client Explorer (O Use Classic Database
Client E zplorer Options

ProFile Database Server to use
(®) Personal Server (Only you can use)
(O Shared Server
Database to use

Database Name Personal database folder

PROFILEDB \\Mact\Home\Documents\My ProFile Data\Database

Clear
Batch Options... Advanced >>
1| ®sewpwizad | oK Cancel Help

o Click Use Client Explorer and in the following window, click No to indicate that you are a sole
practitioner
Client Explorer Setup wizard X
Client Explorer Setup wizard Do you work in an office where different people need to work on the same
tax returns or financial plans in ProFile?
You can set Client Explorer to be your de

Client Explorer Setup wizard FE4 B0 Continde using the clasiic datsh Oltes o

This version of ProFile contains a power O

Explorer. O Use classic database

This tool helps you manage and, if you v

information with other members of your of|

ProFile needs you to answer a few quest

up propely for your work environment.

Click the Next button to continue.

Back Next Cancel Help
Back I Next Cancel Help |

Back Next Cancel Help

e As asole practitioner, select the first radio button and click Next
e Finally, click Finish




ProFile searched your office network and found that no computers were sharing ProFile client
and file information

‘You have two options at this point. You can; Client Explorer Setup wizard X

© Work with a personal collection of client and file inforn ‘You've successfully configured ProFile to work with a personal database of client and file
This database of ProFile client and file information will only be acq  information.
by anyone on the network.

Click the Finish button to exit this wizard.
(O Make this computer a Shared Database Server

A Shared Database Server is used to share the same ProFile ched
with other ProFile users connected to your network; it is preferabl|
always on.

Back I Finish I Cancel Help

Setting up Client Explorer for a Shared Database
e Go back to the Setup Wizard, and click Yes at the prompt about working with different people
e In a following window, click the second radio button to make the computer a shared database

Client Explorer Setup wizard X

Do you work in an office where different people need to work on the same
tax returns or financial plans in ProFile?

@) VYes ONo

Client Explorer Setup wizard X

ProFile searched your office network and found that no computers were sharing ProFile client
and file information.

‘You have two options at this point. You can:

() Work with a personal collection of client and file information

This database of ProFile client and file information will only be accessible by you and not
by anyone on the network.

(® Make this computer a Shared Database Server
A Shared Database Server is used to share the same ProFile client and file information

with other ProFile users connected to your network; it is preferably on a computer that is
always on.

Back

Back Cancel Help

e Name your shared database, click OK to accept any Windows prompts (such as ProFile Privilege
Elevation), and click Finish to complete the process
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|Client Explorer Setup wizard X
‘What name would you like to give to the new Shared Database Server?

The name of the Shared Database Server will be visible to users and will make it easier for
them to configure ProFile to use this server.

PROFILESRY

Client Explorer Setup wizard X

‘You have successfully configured this computer to run a Shared Database Server. You and
other users of Profile can connect to this server and share ProFile client and file nformation
with the Client Explorer.

Click the Finish button to exit this wizard.

Request for privilege elevation

o ProFile Privilege Elevation

L] Windows® is sbout to ask you to enter your administrator password

Windows Vista requires privilege elevation in order to allow ProFile to
the ProFile Database Server. Without privilege elevation, ProFile will n.
able to setup the ProFile Database Server.

£ Don't show this again

Back Cancel Hebp

Using Client Explorer

To open Client Explorer just press the F3 key. The first time it launches, Client Explorer displays an
empty window

e You will need to load references to the existing files. To do so, click Index

y—— S
View All Clients v £ Save View - | 7 Fiter | = @
Actions b Al 2 b c d e f g h i j k I m n o p g r s t u v w x y z 123
Selectall
Clients <<
Files << %

Files total: 0

e Browse to the file location (usually My ProFile Data) and click Include subfolders

e Indicate how you want Client Explorer to handle password protected files a
e Click OK
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Add Files To Client Explorer ? X
Folder

|C:\Users\Michael'\Documents\MyProFiIe Data V| | Browse |

Advanced
Password Protected Files

(@ Skip password protected files [%
(O Prompt for passwords

(O Use this password } []selectFile Types

OK Cancel Help

e After the indexing process is finished, Client Explorer displays all tax files stored in the designated
folder

|4l Client Explorer
View Al Ciients M # Save View < |7 Fiter Index
Details x| SearchBy  |Clientname v Clear ‘
Actions pa Al a b ¢ d e f g h i | k | m n o p g r s t u v w x y z 128
~
Select all Dupuis. Serge Jones. Jane La Maire. Henri Pensioner. Mary PS CORP 1 INC
Files Files Files Files Files
Clionts << O @2017 ProFile: Dupuis. Janet and O @2017 ProfFile: Jones, Jane. 17T O @2016 ProFile: LaPrairie. Jeannine O &2018 ProFile: Shrieve. Raphaelle O @rroFie: Ps cC
Clients u} o
Fredricks. Cindy JOnes, Marisa. LaPrairie, Jeannine 2017 ProFile: Descartes, Rene 1 ProFile: PS CC
Files Filos Files O @2016 ProFile: Pensioner. Frank 2 O @eproFie: Supert
O z O@
O @2013 ProFile: Fredicks, Cindy.1¢ O @ 2017 ProFile: JOnes, Marisa anc O @2016 ProFile: LaPraire, Jeannine 82016 ProFie: Pensioner. Frank & BeroFie: Neve
O B2016 ProFile: Pensioner. Frank 2 PS CORP2ING
(. EE17 Jenes, S Blcbonaldilosi O @ 2016 Froie: Pensioner. Franks 1y
. iles
Files Files Files O @ 2016 ProFile: MASTER Pension: O @erofie: PS CC
- - O @2013 ProFile: Sharp. Andrew anc O @2017 ProFile: JOnes, Sam 17T O @2013 ProFile: McDonald. Lesle 1 O @ 2016 ProFile: MASTER Pension:
iles
Hruzec. Sam JONESONS. HELEN NonResident. Renee O @2016 ProFile: Investor, Jane.167 | QuebecCorpl
Filos Filos Filos O @2016 FroFile: COPY Pensioner, | F"SSW
O 2017 ProFile: Hruzec. Sam.17T O @ 2016 ProFile: Soleil Maurice & M O W2018 ProFile: Shrieve. Raphaelle O @2015 ProFile: Pensioner, Frank @ O W%F“e Quabg
0@ 3 O @2015 ProFile: Investor, Jane. 15T ProFe: Quebe
Johnseson, Alexia JONESONS, LESLIE 812018 ProFile: Shepard. Jane. 15 om
Files Files O @2016 ProFile: NonResident, Ren @2014 FroFie: Pensioner. Frankz | QuebecCorp2
- - O @2014 ProFile: Investor. JaneTES
O @2017 ProFile: Johnseson, Alexia O @2016 FroFile: Soleil Maurice &M | One Corp Inc o® ! Files
5 2014 ProFile: Investor. JaneCOF O BeroFie: Quebe
2017 ProFile: Dupuis, Janet and Filos
Joonna. JAne T B rofie: One Corp Ino (2017073 O @2014 ProFile: Investor. Jane.14T e———
roile: One Corp Inc ard, Marise
JOnes. Jack Files " O @2014 ProFile: Dividend, Jane 14 FT’"
Files O @ 2018 ProFile: Joonna, JAne. 18T O ®@2013 ProFile: Reynard, Serge 1% ISQ
O @2017 ProFile: Jones. Janet and . O W2017 FroFile: JOnes. Marisa anc O ®@2013 ProFie: Pensioner, Frank @ 2013 Profile- Y
< >
Files fotal: 166

o By default, View is set for All Clients. To change that view, just click the dropdown

n Client Explorer L —
View Ws \ £ Save View
All Clients N
Detail Contact View Cliént name v

= flgh i K
. T1 - EFILE Not Accepted Sl ol i
nen f

iy f{TP1 - EFILE Eligible
ild F|T1 - Carryforward to Current Year
" T1 - Current Year - Ready to Print

= Prin

Print .

© Views... / 7 ProFile: 2017TP1Template
Clear seler
Select all
Files
i

19 client(s) selected << ‘ 2017 ProFile: OttTemplate. 17T
23 file(s) selected << |
B8l 501 7T DA Tarmaniaba 17T < <

Save file selection
Files total: 166. Files visible: 23

AT TN AN T TV TN A A A




The Contact View, for example, displays full contact information for all your clients

Use the tabs to narrow your search parameters

<

V‘ Client Explorer

mdilauro@me.com

Files total: 166. Files visible: 78

e (lient Explorer lets you customize views by setting filters
o Click Filter to open the bottom panel and customize the files that Client Explorer displays
e The Filters panel lets you select a wide range of parameters including, tax types, tax years, client and

file status and date-range il

View Contact View 27 £f Save View * Fitter Details Index
Search By Clie i mp—
f i j k | m n o q r s t u
Harp. Betty Johnseson, Alexia JOnes. Marisa JONESONS. LESLIE
SIN SIN SIN SIN
474-441-565 77777772 717177 244-517-132
Home Address Home Address Home Address Home Address
1963 19 St Ne 29 Dolan ‘Vancouver, BC T11ERINWOODS CIRCLE
Calgary. AB Ottawa, ON JOnes. Sam NEPEAN, ON
T2E 4R5 K2J 4P6 SIN K2J M7
Home Phone Home Phone 444444443 Home Phone
(403)111-1112 (905) 555-5565 Home Address (613) 555-5565
Hruzec. Sam JOnes. Jack ‘ancouver, BC Joonna, JAne
SIN SIN JONESONS. HELEN SIN
238-137-848 888-388-884 SIN 222-222-222
Home Address Jones, Jane 248-178-667
1212 Rue Principale SIN Home Address
Montreal. ON 888-886-777 111ERINWOODS CIRCLE
MIATAT NEPEAN. ON
Home Phone K2J BM7
(613)665-1911 Home Phone
Email (613) 555-5555

View All Clients N ¥ Save View Index
Details x| Search By Client nam| 2 » Search
Actions bl Al a b ¢ d g h j kK I m n o p gq
Select all
Files Files Files
O @2016 ProFile: NoName.16T O @2016 ProFile: TEMPLATE 16T
Clients <<
Files Files Files
Files << O @ 2016 ProFile Tempalte. 16T O 2017 ProFile 2017TP1Template
<
Files total: 166
Filters
m T2 T3 FX
T Years Client Status T1 EFILE Status TP1 EFILE Status SEND Status
E 2018 A ¥ Unknown ~ Unknown & Unknown M Unknown ~
= ©2017 i Carried forward “ Not eligible “ Not eligible ¥ Not Eligible
V2016 M Work in process  Eligible  Eligible M Eligible
¥2015 ¥ Waiting for client ¥ Ready to fransmit ¥ Ready to tfransmit ¥ Ready to transmit
V2014 M In preparer review  Transmitted & Transmit Failed M Transmitted
V2013 M In partner review v Accepted ¥ Transmit OK I No debt
“2012 ¥ Ready to print ¥ Not accepted ¥ Accepted  Debt under $10
V2011  Printed “ Paper filed ¥ Not accepted  Debt over $10
“2010 “ Completed i Paper filed i Prior claim
¥ 2009  Not filing M El benefit
@ “2008 v MTB007 Benefit v

Clear

O 82017 ProFile: OtiTemplate 17T

O 82017 ProFile: Template2017.171

Event
None

Files

Files

Show Spouse In List

Show Competitor's Files
Discounted
No
Pre-Assessed

[“no

Yes

Yes

e Once you create your customized view (see window above) click Save View ]

O @2017 ProFile: Template 17T

O @ 2018 ProFile: NoName. 18T

Preparer

Partner

Files
O @2018 ProFile: 1

12W ENTERPRISE |
Files
O & ProFile: 12w E

Apply Filtters | %

|

Advanced
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e In the dialog box that opens, name your customized view and click OK.

Save View As X

Please enter a name for your current
view.

|Current Corp Clients

][ o

Using Client Explorer to find files

Client Explorer has a Search tool that helps you find a specific client file

Use the dropdown field to select the search parameter

Type the query term, click Search and Client Explorer will display all files matching your search query

n Client Explorer

View Contact View

SIN

Business Number
Client name

Client Reference #
SIN

Trust Number \‘

Business Nul
301411047
Mailing Address

1 Main Street

v

399939398

Client Explorer as a Contact Manger
You can easily use Client Explorer as a Contact Manager. Just select a file (by clicking into its
checkbox) and the left pane displays contact information for that client

|

s Client Explorer

View All Clients v £ Save View  Filter
Details X Search By Client name v
Actions bl Al a b ¢ d e f g h ik 1om
it Ooen files
3 Canvforward fies
Fuld FFIlF
= Printfi Files Files

les
Print forms in the files

O B2016 ProFile: NoName.16T O B2017 ProFile: Tem

Clear selection
et Al

Files
O &2016 ProFile: Tempalte 16T

656-665-556
Home Address
12 Main St
Anytown, ON

Files
O B2016 ProFile: TEMPLATE 16T

Files
O ®2017 ProFile: 201 7TP1 Template

Files
O @ 2017 ProFile: OttTemplate. 17T

Files
O @2017 ProFile: Template2017.171

<

Save file selection
Al i~

o~ L Files totang B,

Files
O &2018 ProFile: NoN

Files
O &2018 ProFile: Tem

12W ENTERPRISE INC
Files
O L ProFile: 12w ENTI

1394928 ONTARIO INC.
Files
O @ proike: MiscCiient:
O B ProFile: MiscCients|

1958977 Ontario Inc
Files
O @ proFie: 1958977

e To carry out more actions, right-click a file to open a context-sensitive window that lets you Open,
Carryforward or Print Files, as well as Export, Copy or Delete them
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Open Files
Carry Forward Files
Edit Client Details...

v £F Save View

Print Files

Search By Client name

Print Forms in File...

Al a b c d e

Print Mailing Labels...

Export...

Joonna, JAne s
Files Print Report... S
B 2018 Profile: Joonha. Jane Add files to Client Explorer...
O @2017 ProFile: JOnds, Marisa ek Eks
La Maire. Henri Moye Files...
Files Copy Files...

O @2016 ProFile: LaPrdrie. Jean
Delete Selected Items...

LaPrairie. Jeannine . N
3 Clear Selections Ctrl+D
Files O
O @2016 ProFile: LaPraiidy Jean  Select Al areA | fo
McDonald. Leslie Refresh F5 o
Files Apply Filters F6 [m}
O @201 ProFile: McDonald, Led Show Filter Panel o
q o
NonResident, Renee Show Details Panel O
Files i
7 o
O W 2018 ProFile Shepard. Jane 18" O
O 82016 ProFile: NonResident, Ren o
]
<
Files total: 166

EFILE wWiTH CLIENT EXPLORER

Chapter 4 introduced CRA’s EFILE system and described how a tax preparer uses EFILE to electronically file a
client’s T1. This section illustrates how you can use Client Explorer to EFILE multiple T1s at the same time.

Batch EFILE with Client Explorer

To create EFILE files for a group of returns:
e Press F3 to open Client Explorer
e In the client list pane, click the Select all tab (on the left)

n Client Explorer EI@

View All Clients ™ I Save View v  Filter
1
Details X Search By SIN v |
]
Actions b Al ac df gh §j kI mn op gr st uv wx yz 123
4.1 Openfiles
Carry forward files...
Build EFILE... Investor. Jane
Printfiles Files Files
= Print formes in the files Ll 2016 ProFile: NoName. 16T O 2016 P
. . 1394928 ONTARIO INC. S gzms Pr
Selectall Files = Ej2EI1BF>n
O &3 ProFile: MiscClients 15% 2016Pn
O WaotePr
Chartrand, Jeannine O @ 2015 Pn

P = W e

In the View drop-down list, select the type of EFILE operation that you want to perform. ProFile filters the list to
display only files with the selected status.
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e To view tax files eligible for EFILE, select T/ — EFILE Eligible m
e From the list of eligible files, select the files that you want to include in the next transmission Bl

e To prepare the files for submission, choose Build EFILE B

W Client Explorer

View T1 - EFILE Eligible
Details X
Actions <<

#00 Openfiles

3 Carry forward files
‘ Ruild FFII F
Print files

Print forms in the files

|

Clear selection
Select all

3 client(s) selected <<

Dupuis. MArie
Hruzec, Sam
Johnseson, Alexia

3 file(s) selected <<
Dupuis, MArie 17T

Hruzec, Sam.17T

@ Johnseson, Alexia.1 7T

Save file selection

e Ifnecessary, in the Build window that opens, further specify the type of EFILE file to create (or the

Search By Client name v

All

Files total: 166. Files visible: 3
Vs T SN SR g VeV A ST e st A VSNV

n 2 £ Save View

a b © d e f g

Dupuis. MArie
Files
2017 ProFile: Dupuis. MArie 17T

Hruzec. Sam

Files E
W5017 ProFile: Hruzec. Sam. 17T |

Johnseson, Alexia
Files
W 2017 ProFile: Johnseson, Alexia

Agency, Data Type and Slip Type when you are building an electronic media file for slips/relevés).
e (Click OK when you're done

|4l Build EFILE File

(®) Build T1 EFILE On-Line Batch

(O Build TP1 EFILE

Client Name Filename

Dupuis, MArie CilUsers\imdila\DocumentsiMy ProFile Datal2017T11Dupuis, MArie 17T
Hruzec, Sam CilUsers\imdilaiDocumentsiMy ProFile Datai2017T1\Hruzec, Sam. 17T
Johnseson, Alexia CiUsersimdilaiDocumentsiMy ProFile Datai2017T1iJohnseson, Alexia.17T
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e ProFile reports progress on the selected returns as it builds them. A Successful build status should

appear next to each return

e Click Transmit Now to EFILE the batch

Build EFILE On-Line file: 777777772.TAX X
@3 Dupuis, MArie Successful.
@3 Hruzec, Sam Successful
(3 Johnseson, Alexia Successful.

Client: Johnseson, Alexia

Status:  Successful.

I Transmit now | Transmit later

For more details on transmitting T1 and TP1 returns that you prepared in this way, go to ProFile Help and
search for “Transmit a batch of EFILE Online files”

PRINTING AND EXPORTING WITH CLIENT EXPLORER

File: C:\Users\mdila\D ocumentsiMy ProFile Datah2017T1% ohnseson, Alex

Cancel

Export to Excel

Here’s how you can export data from Client Explorer to Microsoft Excel ™

o From Client Explorer, select the files for the year and module you’d like to export
o  Click the Database menu and select Export 8
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|4l PROFILE

Print Report...
Move Files...
: Copy Files...
Delete Selected Items...

Add files to Client Explorer...

Index Files...

Clear Selections

Select All Ctrl+A
V' Show Filter Panel
V' Show Details Panel

File Database Goto Form Options EFILE Online Training Window Help

17 ProFile: 2017TP1Template

17 ProFile: OttTemplate. 17T

il

Open Files v v B & H H i Search
= Carry Forward Files
i Edit Client Details..
v Print File i Save View - y Indk
Print Forms in File...
g Print Mailing Labels... CIERRENTD e “
E Export... ef gh i kKl mn op q r s t u voow

f View

T OT2 OT8 OFX

z Years Client Status T1 EFILE Status TP1 EFILE Status SEND Sta|

"; 2018 A MUnknown A MUnknown & Unknown & Unknowt

~ vEIE v Carried forward  Not eligible  Not eligible  Not Elig
2016 M Work in process & Eligible & Eligible  Eligible
2016 “Waiting for client ¥ Ready to transmit ¥ Ready to transmit ¥ Ready t
2014 & In preparer review & Transmitted & Transmit Failed & Transmit]
2018 “In partner review ¥ Accepted ¥ Transmit OK ¥ No debt
2012 ~ Ready to print ~ Not accepted ~ Accepted  Debt un
2011  Printed  Paper filed “ Not accepted ¥ Debt ovel
2010 v @ Completed v & Paper filed & Prior clai
2009 “ Nt filine ¥ Fl henaf

Files
O @2017 ProFile Template2017.171

Files
O @2017 ProFile: Template. 17T

e From the Export Files dialog box, click Options

Export Files ? X
Define your export options and click the Export button to extract data from the client files
listed below.

ClientName Filename A
<No Name> CiUsersiMichaehDocumentsiMy ProFile Datal2016T1\NoName
Chartrand, Jeannine  CiUsers\Michaeh\DocumentsiMy ProFile Data\2016T1\Belliveat
Investar, Jane CiUsers\MichaehDocumentsiMy ProFile Data\2016 T1A\COPY P¢
Investor, Jane CiUsersiMichaehDocumentsiMy ProFile Datal2016T 1\ Investor,
Investor, Jane CiUsers\MichaehDocumentsiMy ProFile Data\2016 T1\MASTEF
Investor, Jane CiUsersiMichaehDocumentsiMy ProFile Datal2016T1\MASTEF
Investar, Jane CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Pensione
Jacohie, Sam CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Copie Je
Jacobie, Sam CiUsersi\MichaehDocumentsiMy ProFile Datal2016T1\Jacobie,
Jacobie, Sam CiUsers\MichaehDocumentsiMy ProFile Datai2016T1\Jacques
Jacobie, Sam CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Jamesor
Jacobie, Sam CiUsersiMichaehDocumentsiMy ProFile Datal2016T1\Sharmroc
Jacohie, Sam CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Taxpaye
JoNESONS, HELEN CiUsersiMichaelDocumentsiMy ProFile Datal2016T14Soleil Mz +
< >

< Options ’ Cancel Help

The Fields tab of the Export Options window (below) is where you choose the fields code for the information that
you want to include in your export

e Click Add to begin selecting the fields you’d like to export [
e Select the field to add in your export, then click OK ]
e To include more fields, keep clicking Add

141



n Export Options

? X
Fields  Format
Export
ClientFirstName Add
ClientLastName
Insert
BalanceOwing
Line466 Delete
A
7
< >
Line466 Pick
Load Save Cancel Help

ﬁ Select Field ? X

PersonalInfo T1 Jacket T1 Schedules Invoice

Field Name Description

Line459 Line 459: Children's fithess tax credit

Lined460 Line 460: Direct deposit - branch number

Lined61 Line 461: Direct deposit - institution number

Lined62 Line 462: Direct deposit - account number

Linedes Line 465: Ontario Opportunities Fund

Line466 Line 466: Net refund

Lined6s Line 468: Supplies expense%

Lined69 Line 469: Eligible educator school supply tax credit

Lined?6 Line 476: Tax paid hy instalments

Lined79 Line 479: Provincial or territorial credits

Line4g2 Line 482: Total credits

(»- T >
Ok Cancel Help

There are two files you need to create. One is the design of the export which indicates what information you need

to extract from the ProFile tax files. This file is saved as a .qex file and it is configured on the Fields tab of the
Export Options window above. The second file stores the actual information that will be used to import into
Excel. This second file is usually saved as a .txt or .csv file. You save this file on the Format tab of the Export

Options window above.

e To create and save the second file, navigate to the Format tab and click the Browse button to the right

of the Export to File field

e Type in a name for your file B

e Ifyou’re using a .csv extension, click the dropdown and select A/l files

e Click Open 1]

L‘ Export Options

? X
Fields Format
Export To File =
Expon Type Tab Delimited ™ Export Character
[Y] Export Field Names i Oen x
[C]Put Double Quotes Around Exported Fields
T > ThisPC > Documents > My Profile Data > Reports v O P
[[JRecalculate Each File Before Exporting
Organize > New folder - m @
2015T1 o3 ame Date modified Type Size
201513
2016FX
2016T1
201673
2017FX
2017T1
database
EFILE
Link
Options Pack
Reports

Load Save

Cancel

v <

File name: | RefVSBalDue.csv E

All files (**)
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ProFile will return to the Export Options window where you can finalize your setup options

e Note that the file is saved in MyProFile Data\Reports and it is here that you will browse to to import the
data into Excel
e Choose the export type, Tab Delimited, for example Bl

o Check Export Field Names, which will put the field code at the top of each column in Excel
n Export Options ? X

Fields Format

Export To File ‘C:\Users\MichaeI\Documents\My ProFile Data\ReporsiRefvSBalDue.csv n:l =

Export Type Tab Delimited a 52 Export Character

Export Field Names qE
[JPut Double Quotes Around Exported Fields

[JRecalculate Each File Before Exporting

Load Save Cancel Help

e Go back to the Field tab and click Save
e ProFile will save the design of the report as a .qex file E]
e Click Save once more to save the .qex file &)

e Click OK, and you’ll be taken back to the main export window [l

|yl Export Options ? X
Fields  Format

Export

ClientFirstName Add

ClientLastName

Insert
BalanceOwing

Line466 Delete
A
i save As X
4 1 > ThisPC > Documents > My Profile Data > Reports v O se 1 »
Organize ~ New folder - ()
20168X A Name ate modified
201671
201673
< 20176

2017M1

ClientFirstName
EFILE

Load Save Cancel Link

Options Pack:

Reports

Sottinne i K >

220" C:\ Users\ Michael\ Documents\My ProFile Data\Reports\RefVSBal Due.QEX] a v

Save as type: |Export option files (QEX) v

~ Hide Folders Save Cancel
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e At the Export File window, click Export and the information will be sent to the .csv file that you
created earlier

Export Files ? X
Define your export options and click the Export button to extract data from the clientfiles
listed below.

Client Name Filename A
<No Name> CiUsers\Michael\DocumentsiMy ProFile Data2016T1\NoName
Chartrand, Jeannine  Ci\Users\MichaehDocumentsiMy ProFile Datal2016T14Belliveat
Investor, Jane CiUsers\MichaeDocumentsiiMy ProFile Data\2016T1\COPY P
Investar, Jane CiUsers\MichaelDocumentsiMy ProFile Datah2016T 1\Investor,
Investar, Jane CiUsers\Michael\Documentsity ProFile Data\2016T1\MASTEF
Investar, Jane CiUsers\Michae\Documentsity ProFile Data\2016T1\MASTEF
Investaor, Jane CiUsers\MichaehDocumentsity ProFile Datay2016T14Pensiont
Jacobie, Sam ChUsers\MichaehDocumentsiMy ProFile Datai2016T14Copie Je
Jacobie, Sam ChUsers\MichaehDocumentsiMy ProFile Datah2016T1\Jacobie,
Jacobie, Sam CiUsers\Michael\DocumentsiMy ProFile Data2016T1\Jacques
Jacobie, Sam CiUsers\MichaeDocumentsiMy ProFile Data\2016T1\Jamesot
Jacobie, Sam CiUsers\MichaeDocumentsiiMy ProFile Data2016T1\Shamroc
Jacobie, Sam CiUsers\MichaeDocumentsiiMy ProFile Data2016T1\Taxpaye
JoNESONS, HELEN CiUsers\MichaehDocumentsiMy ProFile Datai2016T1\Soleil M:
< >

‘ Export ’ Cancel Help

*  You are now ready to import the data to Excel, all you need to do is find the .csv file and open it in
Excel

Formulas Data Review
12 A=~ A~ = | = | =79 Wrap Text Ge
SNETEE =|=|l=|le]|= $
H31 - fx
A B C D E F G H

1 ClientFirstName ClientLastName BalanceOwing Line466

2 Alan Belliveau 1839.47 0

3 Jacques Savoie 10870.34 0

4 Emilie Leblanc 0 0.36

5 |Frank Pensioner 0 38371

6 Mary Pensioner 20374.68 0

7 Yvan Gravel 4981.93 0

8 |Anne Gravel 1700.78 0

9 |Jane Investor 1481.78 0

10 Sam Jacobie 0 0

11 Jacques Savoie 10870.34 0

12 Emilie Leblanc 0 0.36

13 |James Jameson 0 3540.86

14 |Frank Johnseson 31484.52 0

15 Mary Jones 3950.23 0

16 Frank Pensioner 0 38371

17 Mary Pensioner 20374.68 0

18 Frank Pensioner 1044.22 0

19 Mary Pensioner 14655.9 0

20 Frank Pensioner 647.72 0

21 Mary Pensioner 14838.94 0

22 Alex Redressement 350.71 0

23 |Fred ShamrockVilee 214.8 0

24 |LESLIE JONESONS 141131 0

25 HELEN JONESONS 12903.75 0

26 Amy Taxpayer 6613.69 0
Printing Reports

The steps for printing reports are similar to what you just learned for exporting data. As illustrated in the previous
example from Client Explorer, select the files to print, and then click Database > Print Report

e In the Create Report window, click Options.
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Create Report ? X

The following returns will be ad&d to the report.

Client Name Filename A
<No Name> CiUsers\MichaehDocuments\My ProFile Datah2016T 14NoName
Chartrand, Jeannine  Ci\Users\MichaehDocuments\My ProFile Datah2016T14Belliveat
Investor, Jane CiUsers\MichaehDocuments\My ProFile Datah2016T1WCOPY P
Investor, Jane CiUsers\MichaehDocumentsi\My ProFile Datay2016T 1\Investor,
Investor, Jane CiUsers\MichaehDocuments\My ProFile Datah2016T1\WASTEF
Investor, Jane CiUsers\MichaehDocuments\My ProFile Datah2016T1\WMASTEF
Investor, Jane CiUsers\MichaehDocumentsi\My ProFile Datah2016T1\Pensione
Jacobhie, Sam ChUsersiMichael\DocumentsiMy ProFile Datay2016T14Copie Je
Jacohie, Sam CiUsers\MichaehDocuments\My ProFile Datai2016T 1Y Jacobie,
Jacohie, Sam CiUsers\MichaehDocuments\My ProFile Datah2016T1YJacques
Jacobie, Sam CiUsers\MichaehDocumentsi\My ProFile Datah2016T1YJamesor
Jacobie, Sam CiUsers\MichaehDocuments\My ProFile Datat2016T14Shamroc
Jacobhie, Sam CiUsers\MichaehDocuments\My ProFile Datah2016T 1\ Taxpaye
JoNESONS, HELEN CiUsers\MichaehDocumentsi\My ProFile Datah2016T1\Soleil Mz «
< >

‘m ’ Print Cancel Help

e On the Header tab, select text that will appear on all pages. For example, to use today’s date, double-

click on Today

n Report Options

Header Fields Footer Format

<

[avial Vo V][ Awe  [v][ Nene [v]B 1 U]
g 1 2 3 4
{Today}

Page

Copy
Part

CurrentTime

Cancel

Help

e The top row of the Fields tab displays column headings. Select the first cell and then click Properties

e In the Title Cell Properties window, you can set up text formatting and enter the text for Title 1

e Click OK to close the window
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4l Report Options 7 X

Header Fields Footer Format

Colurnn: Add Insert Delete 4 B Properties E
i3N n ------

Row

Add

Insert

Delete Title Cell Properties ? X
Test
[Fist Name |
Font

T @uGothicligt A | Color
B @Yu Gothic Medium

T @Yu Gothic Ul Style Bold

i @Yu Gothic Ul Light el
B @Yu Gothic Ul Semibo D Ui
Title 1 [ Pk I @Yu Gothic Ul Semiigh

Alignment  |Left

Load Save Cancel Hep

v | Layout Midde

Other
Column Width 1.5"
Row Height 0.2"

n Apply Cancel Help

r g
g |3
=
)
3
o

<<

*  You now need to input data for the report. Double-click the cell directly under First Name and choose
from a list of Field Codes.

e In the Select Field window, choose ClientFistName and click OK

W Report Options
Header Fields Footer Format
Column: Add Insert Delete Z || B Properties
First Name Row
Add
Incart
i select Field ? X
Personallnfo T1 Jacket T1Schedules Invoice
Field Name Description A
ClientAddress Street address %
ClientAge Age
ClientApt Apt. or unitno
ClientBirthDate Birth date
ClientCareOf Care of
ClientCellPhone Cell phone
ClientCity City
ClientCountry Country (other than Canada)
ClisniEad
v
>

3| Ok Cancel Help

e Click Add and repeat the step above to add more fields. Once done, your report template will look like
this
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V‘ Report Options ? X

Header Fields Footer Format

Column: Insert Delete < || = Properties

First Name [ Last Name | Bal Due [ Refund Row

CientFirstName. | ClientLestName | BalanceOwing fLineast 1 el
Insert
Delete
A
=

Lined66 Pick

Load Save 0Ok Cancel Help
[ )

Use the Footer tab to set up footnotes that appear at the bottom of each page.

w Report Options

Header Fields Footer Format

[Aviel Vo V) Ao [+][ Nene [+]B 1 u]
X 1 2 3 4 5
{Page}

CurrentTime

Load Save Cancel Help

e Use the Format tab to set up other options such as the printer that will generate the report.
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n Report Options ? X

Header Fields Footer Format

Printer

Microsaoft Printto PDF v Properties

Copies |1 = [Jcollate

Margins

Left 05" s Top 05"
Right 05" : Bottom  [gg»

[ Black and White Print Grid Lines [shade Altemate Rows

-
v
-
v

Load Save Cancel Help

e Save your setup options and click OK to open the Create Report window. Click Print to run the report.

Create Report ? X

The following returns will be added to the report.

Client Name Filename A
<No Name> ChUsers\MichaelhDocumentsi\My ProFile Datal2016T14NoName
Chartrand, Jeannine  Ci\Users\MichaehDocuments\My ProFile Data\2016T14Belliveat
Investor, Jane ChUsers\Michael\Documents\My ProFile Datal2016T14WCOPY P
Investar, Jane CiUsersiMichaehDocumentsiMy ProFile Datal2016T 14 Investor,
Investor, Jane ChUsers\MichaelhDocumentsi\My ProFile Data\2016T1\WMASTEF
Investor, Jane ChUsers\Michaelh\Documentsi\My ProFile Datal\2016T1Y\WMASTEF
Investor, Jane CiUsersiMichaehDocumentsiMy ProFile Datal2016T1\Pensiong
Jacobie, Sam ChUsers\Michael\Documents\My ProFile Data\2016T14Copie Je
Jacohie, Sam CiUsers\Michaeh\DocumentsiMy ProFile Data\2016T14Jacobie,
Jacobie, Sam ChUsers\MichaelhDocuments\My ProFile Data\2016T 1\ Jacques
Jacohie, Sam ChUsers\Michaelh\Documents\My ProFile Data\2016T1YJamesor
Jacohie, Sam CiUsersiMichaehDocumentsiMy ProFile Datal2016T14Shamroc
Jacobie, Sam ChUsers\Michaelh\Documents\My ProFile Data\2016T 14\ Taxpaye
JoNESONS, HELEN ChUsers\MichaehDocumentsiMy ProFile Datal2016T14Soleil M:
< >

e Here is your report
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Monday, October 9, 2017
First Name Last Name Bal Due Refund
0.00 0.00
Alan Belliveau 1,839.47 0.00
Mary Pensioner 20,374.68 0.00
Jane Investor 1,481.78 0.00
Mary Pensioner 20,374.68 0.00
Mary Pensioner 14,659.90 0.00
Mary Pensioner 14,838.94 0.00
Emilie Leblanc 0.00 0.36
Sam Jacobie 0.00 0.00
Emilie Leblanc 0.00 0.36
James Jameson 0.00 3,540.86
Fred ShamrockVilee 214.80 0.00
Amy Taxpayer 6,613.69 0.00
HELEN JONESONS 12,903.75 0.00
LESLIE JONESONS 1,411.31 0.00
Frank Pensioner 0.00 383.71
Frank Johnseson 31,484 .52 0.00
Mary Jones 3,950.23 0.00
Frank Pensioner 0.00 383.71
Frank Pensioner 1,044.22 0.00
Frank Pensioner 647.72 0.00
Alex Redressement 350.71 0.00
Jacques Savoie 10,870.34 0.00
Jacques Savoie 10,870.34 0.00
Anne Gravel 1,700.78 0.00
Yvan Gravel 4,981.93 0.00
N

Creating Mailing Labels with Client Explorer

Before using Client Explorer to print labels, you will have to set up your mailing labels.

e Go to the File menu and select Setup Mailing Labels

e (Click a Module tab [e]

e  (Click the dropdown to choose your label type

e Ifyou’d like to format your own label, click New Label (ProFile will designate it as User Label 1) and

enter the label rows, columns on the right side of the window below. g

e Click o8

Label Selection
22016 T1/TP1 v|iam

Label Type

?

| G 42016 T3/TP846

Label Details

v/

2160 Avery Addressing

2160 Avery Addressing
2162 Avery Addressing

2164 Avery Shipping

2660 Avery Clear Address
2662 Avery Clear Address

2163 Avery Address/Shipping

2180 Avery File Folder-Assorted
2181 Avery File Folderwhite

2160 Avery Addressing

Labels Across
Labels Down
Side Margin
Top Margin

New Label

Label Width
Label Height
Horizontal Pitch
Vertical Pitch

Continuous Feed

0K Cancel

0.81"

05"

T

Help

X

4P 4 4 4 4».» “»
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e To print mailing labels, follow these steps.

Note that when printing a group of labels, all files must be of the same module and tax year.

e Press F3 and from Client Explorer, choose just a few files for a test run

n Client Explorer

View All Clients.
Details X
Actions <<

#2 Openfiles
Carry forward files.
Build EFILE.

¢my Printfiles

Printforms in the files...

Clear selection
Selectall

Jacobie, Sam <<
SIN ~
999-999-998
Home Address
12 Main v
4file(s) selected <<
Jacobie, Sam.16T
Jameson, James. 16T
ShamrackVilee, Fred.16T
Taxpayer, Amy and TaxPayer, |

< >
Save file selection

d £ Save View

E=T o =)

7 Filter Index

Search By Clientname v

] | search

Al ab cd ef gh §j K mn op q

Files
O i 2016 ProFile: NoNare. 16T

1394928 ONTARIO INC.
Files
O &3 ProFile: MiscClients. 15X

Chartrand, Jeannine
Files
O & 2016 ProFile: Belliveau, Alan 16T

Investor, Jane
Files
b

Facobie. Sam
| Files
L4 2016 ProFile: Texpayer, Amy and TexP:
Ll 2016 ProFile: ShamrockVilee, Fred. 16T
| Lel 2016 ProFile: Jamesan, James. 16T

s[4 bl 2016 ProFile: Jacobie, Sam.16T

r

<
Files total: 69. Files visible: 20

s t u v ow x y z 13

JONESONS, LESLIE
Files
O k& 2016 ProFile: Soleil Maurice & Marie. 16T

Pensioner, Frank
Files
O L& 2016 ProFile: Pensioner, Frank and Mary
O i 2016 ProFile: MASTER Pensianer, Fran
O i 2016 ProFile: MASTER Pensianer, Frant
O & 2016 ProFile: Jones, Mary. 16T
O & 2016 ProFile: Johnseson, Frank.16T
O [ 2016 ProFile: COPY Pensianer, Frank ar

Redressement. Alex
Files
O [ 2016 ProFile: Redressement Alex.16T

Séyoie. Jacques
Fills

1 2016 ProFile: Jacques, Savaie and Tren

O [ 2016 ProFile: Copie Jacques. Savoie an

o Click Database > Print Mailing labels
e Mailing labels for spousal returns will show both spouses’ names. To avoid printing two labels for each

spousal return, check the box marked Print only one label for coupled returns E

e Clickox B

Make sure to feed the correct labels into your printer, before starting the print job.
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Chapter 7 Quiz

Question 1: Client Explorer is a database that lets you:

View and manage your clients and their tax files

Create custom filters for selecting only certain types of files
Print or export customized reports

All the above

COowp

Correct answer is D

Question 2: True or False: ProFile has two different database tools: Client Explorer and Classic Database, and
you can use both at the same time

Correct answer is False

Question 3: The first time you launch Client Explorer you must:

Index the existing files

Copy files from the data folder and paste them into Client Explorer
Run the Synchronize and Archive feature

Ensure that all files are linked to each other

COowp

Correct answer is A

Question 4: True or False: You cannot share a Client Explorer database with other tax preparers

Correct answer is False

Question 5: True or False: Client Explorer can only access files stored in one folder and its nested subfolders

Correct answer is True

Question 6: To use Client Explorer as a contact manager, you should:

Create a customized report and export it to Excel

Extract the names and addresses from within the T1 view

You cannot, in fact, use Client Explorer as a contact manager

Click the dropdown arrow in the View field and select Contact View

COowp

Correct answer is D

Question 7: True or False: You can create your own customized view options (called Filters) in Client Explorer
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Correct answer is True

Question 8: True or False: You can use Client Explorer to prepare mailing labels

Correct answer is True

Question 9: Client explorer lets you:

A. Carry forward prior-year tax files
B. EFILE tax returns in a batch

C. Select and print tax files

D. All the above

Correct answer is D

Question 10: There are two special types of files Client Explorer prepares for print jobs and for exporting. The
file extensions of these two files are:

A. .gex and .qrp
B. .pdfand .atf
C. .gex and .csv
D. .gtl and .at2

Correct answer is A
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Learning about

e Chapter 8: Advanced Features

2018/19
Learning Objectives Additional Resources
At this chapter’s conclusion, students will understand: This document provides numerous resources to accounting
e The purpose of a file template professionals. Refer to these sites to explore additional tutorials and

e  How to attach ancillary documents to a T1 training opportunities:

How t CRA using T1 PAD
* owlo pay using http://accountant.intuit.ca/professional-

accounting/index.jsp

http://profile.intuit.ca/professional-tax-software/index.jsp

http://profile.intuit.ca/professional-tax-
software/training.jsp
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Chapter 8: Advanced Features

FILE TEMPLATE

If you find that you are constantly checking the same boxes on ProFile’s Info page (for example, the Elections

Canada question), or if you find that most of your clients live in the same city or province, you can set up a file
template that automatically fills in those fields for you. This capability is called a file template and, once you’ve

set it up, Profile uses the settings in the file template to automatically fill in the fields of any new tax return.

In addition to pre-filling fields, you can also set the forms (and the sequence of forms) you want ProFile to open

when you create a new file. You can create a separate file template for each ProFile module.

Note: When you carry forward prior-year files, information from the previous year will always overwrite any file

template data.

To create a file template:

e (Create a new tax return.

e Enter data into any field on any form. The example below has data for City and Province, as well as
Canadian Resident, Elections Canada, and Language fields
e Open any forms that you want ProFile to open automatically when you create a new client file that is
based on this file template

6.T1013

First name

Last name

Last name changed in 20172 D Yes No

Do you want to change your address? ‘] Yes No
Care of

Street address
P.O. Box

Province
Postal code
Primary phone () -

Birth date Yyyy-mm-di | 8 0
Date of Death _ yyyy-mm-dd

Gender |:| Male |:| Eemale

Province or territory where taxpayer resides if different from mailing
address:

CRA online mail: |:| Already reg|s!ered|:| Yes No
Email address:

By providing your email address or updating an already registered
email address, | understand | am registering for online mail and

T183. Paper notices will not be mailed to me from the CRA.

Do you want preparer to get
Electronic Notice of Assessment? |_| Yes No
By checking yes on the box above, | am allowing the CRA to
I ically provide my results and my notices of
and to the el ic filer (including a
discounter) named in Part C of T183. | will now receive a copy of my
notices of and from my el ic filer.

EFILE this return? Yes L]
EFILE multiple vears? Yes N
Amended return? (T1ReFile’ Yes l N
Authorization for efiler to represent taxpayer? X] Yes l No
Authorization for efiler will expire on yyyy-mm-dd
First time filer in 20172 [ es No
Method of contact for: P Post

Contact preparer by mail l l
Contact client

Is return discounted? |:| Yes No
Is return completed under the CRA's

volunteer program? I:l Yes No

Were you confined to a prison or similar institution:
- for a period of 90 days or more during the year?

(Schedule 6, ON479 & GST / HST Credit) [Jyes No

accept the terms and conditions that are set out on page 2 of the form

=
4 D Divorced 5] D Separated
If status changed in 2017, enter date of change mm-dd

Were you married or living common-law at any
time in this tax year? Yes I:l No

e

Residency
Province of residence
on 2017/12/31 Ontario .
Province of self-employment |
If you became or ceased to be a Canadian resident in
2017, enter date of: entry mm-dd

or departure  mm-dd

Are you a non-resident? D Yes No

Residency status Resident

Country (other than Canada

Did you dispose of a property (or properties) in 2017 for which you are
claiming a principal residence exemption? I:l Yes No

Use preparer address for:
Nothing |:| Notice of Assessment and Refund D N of A

|:| T1 mailing address

Provide information to Elections Canada? Yes
Rid taxpayei cified foreign property

with a total cost of mare
than CAN$100.000?

Is taxpayer's income zero?
Claim disability amount?
If yes. is this a first year claim?
Mentally or physically infirm?

ndian within the meaning of the /ndian Act?

Is this an Early Filed or Elective deceased
return?

Subsection 104(13.4) election to have certain
income taxed on the T1 return of the deceased
hag a n a 13 retun

3 aty 0

Language of correspondence English

If your province or territory of residence changed

anina data 2N12_12.0

e Save the file. Name it something like 77 Template
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4l Save 2017 T1/TP1 As ? X

1.NoName

NoName

Client Status: | 2. Woark in process v [JLocked
EFILE Status: 1. Not eligible v
SEND Status: 2. Eligible v
TP1 Status: 1. Noteligible )
T1135 Status: | 1. Not eligible o
DCN: \ |
Invoice: |1 014 ‘ Time: |I]D:UI]:I]U ‘

[Discounted?  [1CRAErors 12133

| |

Preparer: Partner: ‘

File Name

Wﬁoﬁle Data2017T1NT! Template]17T = |
Online Backup

Activate Online Backup

Save Cancel

Confirr Help Advanced >>

e Go to the Options menu and select Module

e  Click the Browse button beside the File Template field, search and select the 71 Template file on your
hard drive

i Open X
A || « MyProfileData > Templates v|® | Search Templates y)
Organize v New folder =~ M @
A Name Date modified Type
# Quick access
@ T1_TEMPLATE 2017-10-09 410 AM  ProFile 2016 T1
I Desktop »
& Downloads #
&=/ Pictures *
[} iCloud *
|| Dropbox  #
2016T1
Autosaved Capti
PendingCapture
Training Guides
& OneDrive
v < >
File name: | T1_TEMPLATE v] 2016 ProFile T1 (*.16T) v

e Click OK

odule Options ? X
22017 T1/TP1 52018 T3/TP646 ¥ I &3 22018/ ¢ |*

File
Browse
General Data Locking Uanance Disciaimer /TP1 Review
& Cany forward files s Languége
B Carny forward slip descriptions @ English

|3 Carry forward donation descriptions

|3 Carry forward free form notes

O Cany forward preparer initials

|m} Carry forward partner initials

|m} Carry forward reviewer initials

O Cany forward authorization question

O Carry forward Elections Canada question

O Canry forward foreign property question

O Cany forward files to same location as previous year
O Carny forward invoice description of services

[ Carry forward T1DD information OK
& RC59 defaultlevel authorization

OFrench

v Cancel

Help
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e ProFile will use the default settings in this template file whenever you create a new file of the same
type.

e If you want to share the template with other users on a network, save the template into a shared server
folder.

e In Client Explorer, files will display by client name or SIN. On a template, both these fields are blank.
When you look for your template on the Client Explorer, the template file appears as NoName.

o Select the NoName file in the database client list. Below it, you will see the file name you assigned,
such as T1 Template, in the file details area.

e  Open the template when you need to modify the defaults for all your new clients.

HyPERDOCS

It may happen that you’d like to attach or link an electronic document to a tax file. For example, you may want to
attach a PDF of a CRA document such as a tax ruling or an interpretation bulletin. Or you may want to link to an
image file itemizing details of charitable donations or medical receipts. With ProFile’s HyperDocs, you can do
exactly that. In other words, HyperDocs lets you attach multiple documents, in any format, to a form or field of a
T1 return.

It’s important to note that any HyperDocs document attached to a tax file will be stored for internal purposes only.
This means that no HyperDocs attachment will ever get transmitted to CRA.

Adding a HyperDocs document

You can choose to attach a HyperDocs to a tax file, or to a specific form or line in a tax file.

e To add a new HyperDocs document to the tax file itself, go to File > HyperDocs and click the Add icon
(circled in the image below)
e A window will open letting you select the file you wish to add

Vi HyperDocs ? X
e x
Attach or link documents to this return O

1. StLaurent Marianne

HyperDoc Size Outof.. Date Linked Date Modified Type  Fom

Comments (for your reference)

\vd Select Files X

I @ > OneDrive

New folder I /)

v Quick access

im Desktop

& Downloads

& Pictures

< iCloud
2016T1
Autosaved Captt
PendingCaptures
T2 Returns

& OneDrive
= This PC

File name: Al Files ()

e To attach a HyperDocs to a specific field on a client form, right-click on the field and select Atfach
HyperDocs
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Step 2 - Total income
As a resident of Canada, you have to report your income from all sources both inside and outside Canada.
When you come to a line on the return that applies to you, go to the line number in the guide for more information.

Employment income (box 14 of all T4 slips) 101] [EREF e
Commissions included on line 101 (box 42 of all T4 slips) [102] [ | Help F1
Wage loss replacement contributions B F6
(see line 101 in the guide) [103] oloo §
T212
Other employment income 104] o]
0ld Age Security pension (box 18 of the T4A(OAS) slip) 113) 0] Cut
CPP or QPP benefits (box 20 of the T4A(P) slip) 114 of Copy

Disabity benefts included on line 114
(box 16 of the T4A(P) slip) 152 0loo i Copy field code

Other pensions and 115] o] Paste
Elected spit-pension amount (attach Form T1032) 116 0 R

Override F2
Universal Child Care Beneft (UCCB) 117 0]
UCCB amount designated to a dependant [185] ofoo Attach memo F8
Employment insurance and other benefits (box 14 of the T4E sip) 119 0|  Attachtape Ctrl+F8

Taxable amount of dividends (eligible and other than eligible) from taxable Canadian Copy Memo/Tape
corporations (attach Schedule 4) 0 Py P

Taxable amount of dividends other than eligble dividends,
included on line 120, from taxable Canadian corporations [180] oloo § Attach HyperDoc
Interest and other investment income (attach Schedule 4) 121 e — N
Net partnership income: limited or non-active partners only 122 0
Close form Esc
Registered disabilty savings plan income 125] 0
Print form
Rental income Gross [160) oloo | net[126 0 New window
Taxable capttal gains (attach Schedule 3) 127 0
Launch window
Support payments received Total[156] 0loo § Taxable amount 128 0! ———
RRSP income (from all TARSP sips) 129 0 feae
Other income Specity: 130] 0 Create T3
Self-employment income Carry forward
Business income Gross [162 0J00 Net[135 0 Crmmrogre
Professional ncome Gross [164] 0foo Net[137 0 i
Commission income Gross 166 0/00 Net[139 (1) Show auditor Ctrl+F9
Farming income Gross|168| 0/00 Net|141 0
Fishina income. Gross[170] oloo Net[143] 0

e After you select the file, ProFile asks whether to embed or link your document

v 4 HyperDocs ? X

(O Embed Document Copy
(® Link Document

e

e Embedded documents open as read-only and cannot be edited in ProFile
e Linked documents open from the source, so you can edit them directly in ProFile, and your changes
will be saved to the source document on your computer

Managing attached documents via HyperDocs
Whether you add a HyperDocs to the tax file in general or to a specific area of the tax file, you will find all
attached documents in the HyperDocs window. To view all attached documents:

Go to File > HyperDocs

e All attached documents appear in the HyperDocs window along with any comments that you entered.
The HyperDocs window also lists key information that includes:

e The date the document was attached and/or modified

e The process you chose to attach the file (linked or embedded)

e And the form to which the document was attached
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Removing a HyperDocs document

4 HyperDocs ? X
Attach or link documents to this retum 0 M
1. St Laurent, Marianne
HyperDoc Size Outof.. DateLinked Date Modified Type Form
|S]ProFile 2017 License.png 19KB  No 20171217 307:38PM 20171013 8:48:004M  Embed..  T1:101
|§]uber.png 206KB  No 20171217 30214PM 20171117 550:304M  Embed..  TaxRetun
Comments (for your reference)
Close Help

e To remove a HyperDocs document, right-click on the document in the HyperDocs window and choose

Remove
w4 HyperDocs ? X
Attach or link documents to this retum CH Q
1. StLaurent, Marianne
HyperDoc Size Outof.. Date Linked Date Modified Type Form
|S]ProFile 2017 License.png 19KB  No 20171217 3.07:38PM 20171013 8:48:004M  Embed..  T1:101
Iﬁjﬂbel.iﬁ 206KB  No 20171217 30214 PM 20171117 5:50:30AM  Embed, Tax Retun
Add Ctrl+D
Open embedded Ctrl+0
Open Source Ctrl+U
S X Y
Remove Ctrl+R >
Go To Field
Icons
L————— '+ Details
Comments (for
Refresh F5
Close Help

Deleted forms

If you delete a form that had HyperDocs attached to it, the HyperDocs will also be deleted. Deleting a HyperDocs
document will only remove the link or embedded document from ProFile - it will not affect the source file stored

on your computer.

Opening attached documents
From the HyperDocs window, double click on the document. If the document is linked, ProFile opens it from its
source and saves any changes you make directly to the source file stored on your computer. If the document is

embedded, ProFile opens a read-only version.

You can keep HyperDocs documents open while you continue working in ProFile.
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Synchronizing out-of-date documents via HyperDocs

If you alter a linked document outside of ProFile, you may need to synchronize the document so that ProFile has
the latest version of the file.

e Because embedded documents open as read-only, to make changes to an embedded file, you must edit
the source file and synchronize it in ProFile

e You can edit linked documents directly in ProFile, as they open from the source and your changes are
saved to the source file

Any out-of-date, or unsynchronized, documents are displayed in red in the HyperDocs window along with an
exclamation point icon.

e To synchronize an out-of-date file, right click the document and select Synchronize

il HyperDocs 7 X

Attach or link documents to this retum
1. St Laurent, Marianne

HyperDoc Size Outof Date Linked Date Modified Type Form

Iﬁ] ProFile 2017 License.png 19KB  No 20171217 3:07:38PM 20171013 8:48:00AM  Embed, T1:01
?) Profit & Loss.xlsx KB Yes 20171217 32411PM 20171216 23205PM  Linked T1:104
|E2] Uber.png 206KB  No 20171217 3.0214PM 20171117 5:50:30 AM  Embed. Tax Retumn

Comments (for your reference)

e Once ProFile has synchronized the document, the exclamation point will disappear, and any red
lettering will revert to black font

VARIANCE AND SNAPSHOT

Variance is a feature that you use to highlight significant changes on a tax return. Variance lets you experiment
with different scenarios and quickly identify the impact of those change. Variance is only calculated for fields
with CRA line numbers. So, not all fields (for example on worksheets) will be included in the variance
comparison. You activate the variance feature by taking a snapshot of the tax return.

To take a snapshot of your current return

e From the Audit menu, select Snapshot/variance and click the New button. This will take a picture of the
current contents of the tax return

e Give the snapshot a name that will remind you of the purpose of the scenario

o Select the Activate this snapshot option to have ProFile compare any changes you make in the file to
this snapshot and click OK
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Active: None

Description Preparer Date
None Delete
Close
Help
Take snapshot X
Description:

1 lWhal if scenario |

Preparer:
[MDL |

Activate this snapshot

Cancel

e As youmake changes in the file, you can see the variance analysis on the Variance tab of the Active
Auditor

o Summary e Warnings ©, Notices Sign-offs ¥ lIssues || Overrides Memos ¥ EFILE o T1135 = Online ¢ | *

Variance T1 Line 101: Employment income - What if scenario: $18,421.00 (increase of $25,901.00 / 140.6%) -
Variance T1 Line 150: Total income - What if scenario: $18,421.00 (increase of $25,901.00 / 140.6%)

Variance T1 Line 234: Net income before adjustments - What if scenario: $18,421.00 (increase of $25,901.00 / 140.6%)

Variance T1 Line 236: Net income - What if scenario: $18,421.00 (increase of $25,901.00 / 140.6%)

Variance T1 Line 260: Taxable Income - What if scenario: $18,421.00 (increase of $25,901.00 / 140.6%)

Variance S1 Line 323: Your tuition, education, and textbook amounts - What if scenario: $4,701.10 (increase of $6,806.90 / 144.8%)
Variance S1 Line 335: Unadjusted federal non-refundable tax credits - What if scenario: $18,421.00 (increase of $6,814.08 / 37.0%)

EFILE: Eligible |Balance/Refund  4,491.47 |GST Credit 32.35 |Combined bal...4,491.47 +

e  And you can also view the changes in ‘fly-over’ messages when your cursor is over a yellow variance
field

Step 2 - Total income
As a resident of Canada, you have to report your income from all sources both inside and outside Canada.
When you come to a line on the return that applies to you, go to the line number in the guide for more information.

income (box 14 of al T4 slips) [101] _44.322|00 [§[What i scenario: $16,421.00
C included on line 101 (box 42 of all T4 slips) 102 ofoo |f of §25,901.00 / 140.6%)

Wage loss replacement contributions.

(see line 101 in the guide) 103 0|00 i

Other employment income m_!
0id Age Security pension (box 18 of the T4A(OAS) slip) 0[oo
CPP or QPP benefits (box 20 of the T4A(P) slip) 4 ofoo |y

Disabilty benefits included on line 114

Shelf-life of a snapshot

Snapshots may have a short self-life. For example, you may have created a snapshot last week using a client
RRSP contribution of $5,000. This week you may want to evaluate the impact of reducing that contribution to
$3,000.

However, if you also added a new T3 slip since taking the first snapshot, variance will detect the impact of both
the T3 and the RRSP. To best use variance, make sure you carefully manage which data fields you've changed
since taking a snapshot.

Deleting a snapshot
If you change other data in the return, like adding income from a forgotten contract job, you will need to delete
your original snapshot and create a new one, reflecting the extra income, before comparing that scenario to

current data.
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e  On the Snapshot Variance dialog (go to the Audit menu and select Snapshot/variance, select a snapshot
that you no longer need and click the Delete button to remove that snapshot.

Snapshot / variance for St Laurent, Marianne X

Active: ‘What if scenario
New
Description Preparer Date
None Delete
Whatif scenario MDL 201712117

Help

Previous year variance

ProFile includes several features to help you identify and analyze variances between two tax scenarios. If you
carry forward information from a previous year's return, you can use these variance features to find out how much
a field changed in comparison to the previous year.

To turn on previous year variance:
e Go to the Options menu and select Module
Click a module tab, for example, 201771
Click the Variance tab.
Select the Show previous year variance by default checkbox
Click OK

Module Options ? X

22017 T1/TP1 ¥| 3201620192 w | [e) 52018 T3/TPE46 v | @ 22018 F% ¢ |
File Template
[\\Mac\Hame\Dacuments\My ProFile Datat2017T14T1 \ Browse

General Datalocking Variance Disclaimer T1/TP1 Review
Minimum Yariance Language
Dollar () 500 @ English

Percentage OFrench
Show previous year variance by default

Cancel

» o

“

Help

When you carry forward a return and there is a difference between the previous and current year amounts, ProFile
highlights the changed fields with an orange background. Move your cursor over the field to see the message
associated with that field.

Variance thresholds

You can set variance thresholds to meet your own requirements. Go to the Options > Module and click the
Variance tab.

Set a minimum dollar value or percentage of change that will trigger a variance calculation. If you set both a
dollar and a percentage amount, ProFile calculates a variance only when the amount differs by more than the
dollar value and the minimum percentage.
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Module Options ? X
W 22017 T1/TP1 ¥|li320162019 T2 w | &) 52018 T3/TP646 v | g 2018 Fx < [
File Template

‘\\Mac\Hnme\DocumEnts\My ProFile Datai2017T14T1 Template. 17T ‘ Browse
General Datalaslking auance Disclaimer T1/TP1 Review
i Language
Dollar ($) 10000 = @Engiish
> OFrench

Percentage (%) 10

Show previous yearvanance by default

Cancel

Help

T1PAD

Pre-authorized debit (PAD) is a secure, online, self-service payment option for individuals and businesses. This
option lets you set the payment amount you authorize CRA to withdraw from a Canadian chequing account to pay
taxes on a date, or multiple dates.

Due to the processes that must take place between the CRA and the financial institution, the selected payment
date must be at least five business-days from the date your PAD agreement is created or managed.

A PAD agreement can only be done online. Here’s how to do it in ProFile:

Use Form Explorer to Open T1PAD

Type Yes to set up PAD

Click the Pay in full checkbox

If you are already set up for Direct Deposit and you want to pay from that account, enter YES.
Otherwise enter NO and enter the bank transit info

‘ Pre-Authorized Debits (PAD) ‘

Do you wish to set up Pre-Authorized Debits (PAD) for current year tax owing? Yes

Instructions

* Pre-authorized debit (PAD) is a secure, online, self-service payment option for individuals and businesses. This option lets you set the
payment amount you authorize the Canada Revenue Agency (CRA) to withdraw from your Canadian chequing account to pay your taxes on
a date you choose.

* Only Payment on Filing (POF) for the current tax year will be allowed to create PAD agreement through T1 Efilers.

* To Efile PAD-Agreement: Go to the Efile Menu and select "Efile Pre-Authorized Debit for this TaxPayer”

[ First name | Last name |_Social insurance number
[Martin Jst-Pierre | 555 555 556

Total amount owing 2.465[52 |
Total amount you would like to pay through PAD (single one time payment) (See notes) Pay in full 2,465|52 I
Complete the banking information area below
Do you want to use the same banking information entered in T1DD (Direct deposit) form? No

Branch Institution Account Payment

number number number date

(5 digits) (3 digits) (maximum 12 digits) ONYYY/MIDD)

12345 004 N 1342423322 2018-12-15
Notes

© The amount paid through the Pre-Authorized Debit (PAD) service is automatically applied by the CRA to any outstanding balance due
from the current tax year.

* However, a preparer can choose to pay in excess of the current tax year's balance to cover the previous year's outstanding balance, if
any.

# The total amount paid will first be applied the current tax year's balance and the excess will be applied to the previous tax year's
balance

T1PAD confirmation number:
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o Go to EFILE and select EFILE Pre-Authorized Debit for this Taxpayer

e Once EFILED, ProFile will record the TIPAD confirmation number in the yellow field above, and on

the INFO form as well

EFILE Online Training Window Help
EFILE/ReFILE this return...
EFILE Pre-authorized Debit for this taxpayer...
EFILE the T1013 for this taxpayer...
EFILE the T1135...
Build T1 EFILE Online Batch...
EFILE Online Batch
Build TP1 NetfFile...
TP1 Connect...
Reports
Print All ACKs
View Notice of Assessment (ENOA)
Set EFILE Password

Options...

Ctrl+F11
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Chapter 8 Quiz

Question 1: A file template is used to:

A. Ensure that all data is recorded properly

B. Create returns for various family members

C. Pre-select the fields and forms ProFile will set up on a new tax return
D. Verify the accuracy of the tax amounts

Correct answer is C

Question 2: True or False: A different file template can be set up for each ProFile module

Correct answer is True

Question 3: HyperDocs is designed to:

Link or embed an electronic file to a tax return

Add audit messages to a tax file

Link an amount on a tax return to the relevant information on CRA’s website
Create a hyperlink that can be emailed to a client

COowp

Correct answer is A

Question 4: True or False: You can use HyperDocs to send documents such as donations receipts to CRA

Correct answer is False

Question 5: True or False: HyperDocs lets you attach a document to either the tax return itself or to a line on the
return

Correct answer is True

Question 6: You synchronize a Hyperdocs file by clicking:

On the Synchronize command in the File menu

The source document in Windows Explorer

On the green Synchronize icon in the HyperDocs window
You cannot, in fact, synchronize a HyperDocs file

COowp

Correct answer is C

Question 7: True or False: Once you attach a HyperDocs file to a tax return, you cannot remove it

165



Correct answer is False

Question 8: True or False: Profile uses a Snapshot to EFILE the tax return to CRA

Correct answer is False

Question 9: Select one reason you would use ProFile’s Variance feature:

To compare the difference between two spouses’ T1 files

To highlight significant changes between the prior and current year’s T1 files
To track the last time you opened a T1 file

To make sure all tax preparers are using the same version of the tax file

COowp

Correct answer is B

Question 10: CRA’s T1 Pad is used to

Send an electronic payment to CRA

Keep track of all amounts already paid to CRA
Ensure that all client notes are saved in a notepad
Modify a file that you EFILED with CRA

COowp

Correct answer is A

166



