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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:
o 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 T5 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:

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

Automatic form selection facilitates form printing.

Audit and review features help pinpoint potential errors

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, T5, T5018 and NR4 slips, as well as for the
RL1, RL2, RL3 and RL4.

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




Benefits of Using

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:
¢ 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
o Flexible Licensing means you can install ProFile on more than one personal computer without having
to pay additional licensing fees
o 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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Chapter 1: 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:

o 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  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 2018-2019 fiscal year.



Composition of Revenues for 2018-19

Other revenues
8.8%

El premiums
6.7%

Other taxes and duties
(excluding GST) —
5.7%

Personal income tax

GST 49.3%

11.5%

Non-resident income tax
2.8%

Corporate income tax
15.2%

MNote: Numbers may not add to 100% due to rounding.
Source: Public Accounts of Canada.

More information on government expenditures for 2018-2019 is contained in the Annual Financial Report of the Government
of Canada. https: i f



https://www.fin.gc.ca/afr-rfa/2019/report-rapport-eng.asp#_Toc525903642

Characteristics of atax 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

ogakrwnE

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:

e 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

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

e 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 | 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. "I
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 El 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:

e had too much tax withheld during the year
e paid more tax instalments than necessary, or
e s 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).




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
detalls on tax toplcs and can help you to understand the tax system To get forms and publications, go to
da ) a html or call 1-800-959-8281.

If you are bllnd or partlally S|ghted you can get publlcatlons 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, 2020, you can apply for this credit on your 2019 income tax and benefit return. You
have to file a return to apply, even if you have no income.


https://www.canada.ca/en/services/taxes/income-tax.html
https://www.canada.ca/en/revenue-agency/services/forms-publications.html

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.

e Find outif you are eligible for benefits and credits

o &2 O
©y e

- O

Married or
Married or common- Single with common-law  Single and 19
law with children children under with no or older with
under 18 years old 18 years old children no 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".

11
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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.

13



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
X alen/revenue-agen ervices/forms-publications.htm

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.


https://www.canada.ca/en/revenue-agency/services/forms-publications.html

Pritected B when completed

2018

Income Tax and Benefit Return
Step 1 — Identification and other information

Ildentification information about you
Print your name and address below. Enbar your social insurance
nurmber (SN} EREIEEILNE ]
First name and initial Your Morih  Day
Maslanne Enter your date of bith: 1,8,8,0)7,2|1,2
Last nama
Bi-Laurani “fiour language of comespondanc; Eniglish Frangais
olre langue 08 Comespandante |
Mailing address: Apt No. - Sireet Mo, Street name u Zl
10 Main 8¢ Is this return for a deceased person?
PO Bax RR
It thils raturm |5 for & deceased Yoar Month  Day
parson, antar the data of daath
City Prov.Ter, Postal code L1
AN oy N| [m s Al 4 5] Marital status

Tick the box that applies to your marital status on
Dacember 31, 2018

Emall address
1] Mamied 2 [] Living comman-law 3] Widawed

By providing an amall addrass, you are reglstaring to racena emal notfcations
from tha CHA and agres 1o 1ha Tanms of usa uncar Stap 1 In tha guide ‘D Divorced 5D Soparnied GE Singla

Enter an amall address msl i canada ca

Iinformation about your residence

Erer your prevince ar terrilory of

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

Entar thair SIN: | L1 11 | 1 |

raskdance on December 31, 2018; Ontario
Entor thair first name:
Ertar the provines or taritory where
you currently reside if & is not the: Entar th
' air ned income for 2018

8ame a5 your malling address above: ta claim certain credits: S
IF you wara sof-amployed in 2018,
enter the provinos or territory where Entar the amount of urivarsal child care
your business had & pamanent benefit (UCCE) fram line 117
establishment: of their rabum:
If you BECAME or ceased fa be a FESldENt 0f CANAEA faor income fax puposes Enter tha amount of UCGE repaymant
Ir 2018, enter the date of: from: ine 213 of thair return:

B o il Loy Tick this box if ey wara sel-emplayed in 2018: 10

antry ar daparturs Lo

(Do not use this area | [ | | | ]

Elections Canada (For mora information, see "Elections Canada under Step 1. in the guide.)

A) Do you have Canadian ciizenshin® .. Yee E 1 Moz

If yea, go 1o guestien B. if no, akip question B.

B} As a Canadian citizen, do you authonze the Canada Revenue Agency to give your name, —_
address, date of birth, and citizenship 1o Elections Canada fo update the National Register of Electors?.. .. Yes E 1 Mo 2

Your authornzation is valid untl you file your next tax return. Your information will only be wsed for purposes parmitted under the Canada
Elections Act, which include sharing the information with provinciabterntorial election agencies, members of Parliamend, registered
poltical parties, and candidatea 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.



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

SoOwm>»

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

OOwm>

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

COowm>

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

COowm>

Correct answer is D
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Learning Objectives

At this chapter’s end
students will understand:

» How to install and activate ProFile
» How to manage ProFile licenses

« How to set up EFILE credentials

= How to use ProFile’s Options menu

Additional Resources

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

Professional Accounting Software

Tax Preparation & efiling
Return Software

Professional Tax Software Training
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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

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
OS: Windows 10tm recommended), Windows 8.1 tv
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

gpsetup.exe

o Double click gpsetup.exe and follow the installation prompts


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

ProFile - InstallShield Wizard X

‘Welcome to the InstallShield Wizard for ProFile

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

Lrystallatield

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
tstdttietd — < Back H [Hes> | _ P— F

ProFile activation

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




e Launch ProFile
¢ Inthe window that opens, enter your software Product Code and License Key

i ProFile License Activation X

Activate ProFile

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

Product Code License Key

Activate

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: 496-9598

License Key: 5612[-18534-

Sub-total: $2,355.00

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

ORDER DETAILS

Quantity  Item Id Unit Price  Ext Price

1 423452 $1,680.00 $1,680.00
FR PROFILE T¥14 QUEBEC SUITE

1 423522 $325.00 $325.00
FR ProFile T¥Y14 Quebec Suite License (1-4)

Required to activate your product:
Product Code:496-998 License Key:9059-8673-952 [l

e After entering the license and activating the software, a green checkmark will appear indicating that the
product is ready to go.



[/l ProFile License Activation x

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.

Finish

Managing Your Licences

o 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?
QuickStart...
Support >
Live Chat
Live Community
Privacy Policy

ispend Licenses
o € Fiexiole uicensing
Manage Licenses '

About

e Click on Details

License - [m] x

“You are currently licensed for

B T2
b T2 License Expires on 2019-12-31
T3 T3 T2/TPB4E License
FX  FXFX/Q License

Add New License ‘ Details ’

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




License

PRCHILE

You have the following active license(s). For assistance, please call Customer Care at 1-800-452-3370 or visit Intuit Technical Support.

Product Code License Key Expiry Date \T’::r T T2 T3 Fx +T2EF
807749 20191231 2018 TRIAL TRIAL TRIAL TRIAL

818235 2018-12-31 2017 Lic+QC Lie Lic+QC Lic+QC

818902 2017123 2016 Lic+QC Lic Lic+QC Lic+QC

—
G roentoene
_lew Loerae

Delete Selected License

e Enter the new Product Code and License Key

il 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 Toremove licenses—those that are old or outdated, for example—return to the License window, select

the license to remove
e Click on Delete Selected License

License

“You have the foll q C (s). For assi please call Ci Care at 1-800-452-8870 or visit
Intuit Technical Suoport.
Product . Expiry Tax
K m T T FX +T2-EF
c License Key Date Year | 2 _ 3 | | 2-E
818902 i 2017-1281 [2016 | LictQC |Lic LictQC LictQC
818902 |s0157 20171231 (2016 LietQC | Lic Lic+QC LictQC |
This license code is inactive, because itis overndden by the other license cod
Add New License
a Delete Selected Li
=




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
o Perform a full installation of ProFile on the server and restart the server
From the workstation, map the drive in which ProFile was installed by following these steps:
e Click on Computer, then choose Map network drive

~ N C
J ! » Computer » v
A iz
Organize » System peoperties Uninstall of change a program Map network drrve Open Contr)|
¢ Favorites # Hard Disk Drives (1
Bl Desktop Local Disk (C2)
8 Downloads - — —
Recent Places >

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

-

) Network Drive

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

Eample \\server\share

¥ Reconnect at logon

Connect using different credentials
Cancel

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

o Follow the installation wizard

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

Configuring Your Workstation Licenses
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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:

e [License]

e ProductCode=
e Code=

e 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=

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

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

e 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.

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

Help
ProFile Help F1
= What should we build next? =
QuickStart..

Support

Live Chat
Live Community
Privacy Policy

Send Feedback
About

e 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

e After choosing your option, click Save



\v 4 ProFile Flexible Licensing Settings bl

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 ta confirm that you would like to suspend your ProFile
licenses when you close ProFile.

Pick one
Prompt me every fime 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 far this functionality to work your computer must be connected to the internet.

Save

¢ 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
o Click on Details &

ld PrOFILE

file Goto Form Options EFILE Online Training Window Help
+ 38 - 4 o - ProFile Help F1
What should we build next?
QuickStart..

Support >
Live Chat
Privacy Policy

spend Licenses

Conhguve.Flexmle Licensing Licerse — O X
1 Manage Licenses %

Send Feedback You are currenlly licensed for

About T1 T1TVTPI License

T2 T2License - Expires On 2018-12-31
T3 T3T3TP646 License

FX  FXFX/QLicense

Add New Liconse a

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 o

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

You have the active For please call Customer Care st 1-800-452-9970 or visit

Intuit Technical Suoport.

Product % Expiry Tax
Code License Key Date Year m T2 T3

2018-12-31 2017 LictQC Lic LictQC LictQC
1 - . 2017-12-31 (2016 |LictQC Lic LictQC  Lic+QC

FX +T2-EF

Add New License | 1piq jicense code is valid and active. 2
Delete Selected Li




A Basic Setup

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

e In the left-hand window, click EFILE Internet

e Enter your On-line Number and EFILE password as provided to you by CRA i

Electronic Filing Options

-~ General
=T
y - Common
- EFILE Intemet
| TP Intemet
-T2
i~ T2EFILE
T2AT1 NetFile
T2 CO-17 Intemet Filing
L TR
.- Transmitter
i+ Contact information
i+ MAQ Slip Numbers
- Itemet File

LCRA Identification

Options
Retain EFILE Log

[C]Enable EFILE service

EFILE On-Line Number |D3331

EFILE Online Pazsword

[Case Sensitive]

[ Prompt for Session Type before connecting to CRé&
Show Print Prompt at End of Session

T1/TF1 Wizard I 0K

Cancel

Help

¢ In the same window, select T2 EFILE and you should see your credential appear there as well

Electronic Filing Options

General

T

Commot
EFILE Intemst

- T200417 Intemmet Fiing
LTI
- Transmitter

- Cantact information
MR Slip Numbers
“ Intermet File

? x

LCRA |dentification
EFILE Nurnber

‘ 41333

EFILE Password
[Case Sensitive]

EFILE Directory

| C:AlserssMichaelhD ocumentsiMy ProFile DatahT 2 ReturnshEFILE

| Browise

EFILE ‘web Service [For Technical Support Only)

(®) Default
O URL

T1/TP1 \Wizard Ok |

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 Fie Prepaier  Discounter Trustee Audit  System HypeDocs 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

[+ Save Desktop [ Allow Password

[v] Save Prompt [v] Update Documents Folder

[[]Ese Closes Window [ ] Discounter Info Dialog

[] File Protection ["] File Verification

Maximum Open Tabs [«] Auto save files every

|10 ‘ v tabs |1 ~ | minutes

Default File Type (module): | Most Recently Used hl

Recently Used Files

) off 4 + entries

(®) Aftach to Reopen menu item

() Atftach to File menu Clear

File Directories

Module Directory

i 2018 T1 [CiUsersimdila\DocumentsiMy ProFile Data\2018T 14 =
ji 2017 T1 C\Usersymdila\DocumentsiMy ProFile Data}2017T 14
2016 T1 C\Usersimdila\DocumentsiMy ProFile Datal2016T 14

i 2015 T1 C\Usersimdila\DocumentsiMy ProFile Data}2015T 14
2014 T1 C\Usersimdila\DocumentsiMy ProFile Datal2014T 14

2 2N12T1  miAllearsimdilaiNiam imantelbAs BraFila NMatal2N13T 14

ﬂ?l?l?l?lg
LI»

L

Office Info Setup wizard Cancel Help




e To change a folder’s default location, just click the menu for each module and tax year

File Directories
Module
2018 T1
2017 T1
2016 T1
201561
2014 T1

2n1a T

Directory ock j
k:i\Users\,mdila\Documents\My ProFile Data\2018T 14 9 -
C\Usersimdila\DocumentsiMy PraFile Datal2017T 14
C\Users\imdila\Documents\My ProFile Datal2016T 1}
C\Usersimdila\Documents\My ProFile Datal2015T 14

C\Usersimdila\Documents\My ProFile Datai2014T 14
Al learsimdAilaiNas manteibAe DraFila Natal2N12T 14

U VR VA

L«

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:

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

e Enter Québec preparer credentials

Environment Options ? X

Edit Dizplay  File
Preparer

Preparer  Discounter  Trustee  Audit  Spstem  HyperDocs PDF Notifications

M arne:

Firrn:

Street:

PO Box, RA:

City:

[ 1]

| Faw: |

Province: ~ | Fostal Code:

Phaone:

Email:

Initials

| Partner: | |

[ 1]
[ ]
[

| Business Number

Preparer: |

Quebec
Quebec enterprize number [NEQ):

| dentification Murnber:

Profeszsional Representative Mumber:

T1013 / RCS3
ReplD

Group 1D |G_

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.



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

season.

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:

e 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
Edit  Display File
Preferences
B Automatic Override
[ Audible Overide
Flyover Memos and Tapes
Restack Tabs on Open
[]Fixed Decimal Entry
[JUse Timer
] Allow Ditto Key
[ Allow Drag and Drop

Predictive typing

B4 Enabled []Son ltems
aximurn Entries <
“alidation

[J Active Validation
] validate SIN

Office Info Setup wizard

Freparer  Dizcounter  Trustee  Audit

[]Right Button Highlighter
Double Click Opens Links
Default Tape Descriptions

[ Close tape on total

[#] Continuous Forms

[]Form Explorer Checklist
Right Click Cut Copy Faste

[ Auta Insert Memo Date Stamp

Capitalization

O Marmal

DAl Uppercase

(®) Smar Capitalization

Concel

Spstem  HyperDocz  FOF

7 X

Motifications

Help

Display Tab

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
o Display zeroes for all NIL values
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e Automatically zoom the displayed tax file to full screen width

Environment Options ? X

Edit Display  File Preparer  Dizcounter  Trustee  Audit  System HyperDoc: PDF Motifications

Preferences

[l Page Breaks [ Zoom ta Screen Width

Bracket Megative Mumbers Drata Monitor

Zemoes in MIL fields Enable Font Scaling [requires ProFile restart]

Line Decimal Separators
Tab lcons

Office Info Setup wizard Cancel Help

System Tab

To ensure that you always have the most recent release, click the Systems tab and review the Automatic Update
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:
e Enable ProFile’s forum-like Live Community
¢ Enable or disable ProFile’s online features



Edit Display  File Preparer Discounter Trustee Audit  System  HypeiDocs PDF Notifications

Security File

CIFile |E:\Prog|amD ata\GreenPointyprofilehSecurity log bt | Browse
Shared Folders
Counters: |E:\Prog|amD ata\GreenPointsprofilesF ormMumbert, | Browse
Invoice: | | T

Automatic Check for Updates
Enable automatic check for updates

Check every 7 v|Dale) ~ sometime after [124M  +

Notify before connecting to the [ntemet
Notify before downloading

Live Community Transmission Coding

Enable Live Community Show on startup

PDF417 Bitmap

Privilege Elevation

Click the Register button to register the Privilege

Elevation libraries an this spstem. G Register
PraFile Drline For Techrical Suppart Only

[] Disable Online Features [] Static Logs

Office Info Setup wizard Cancel Help

Environment Options ? X

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 ? X

FOF Name
T1: @® Custom |{FirstNameHLaslNameHF\ eturmvearl, pdll + | - (O5ameas TaxFile Name
T2 @) Custam [Hame}{RetunTypeliveatndipdt | 4] |- (O Same as TaxFile Name
T30 Custom 4 |- ®Sameas TaxFils Name
Fé: () Custom 4+ - ®5Sameas TaxFile Name

FDF Archive Directories

[ Specify Default Custom Directory for FDF Archive Files

YitactHometDocuments\My ProFile D atahdrchives' Erovse Advanced
Module Custom Directory ﬁl
018 T1 r it T File |

2017 T [ With T File
2016 T1 r “ith Tax File
2E T r Wdith T 2w Fila ﬂ
FOF Secuity
Set User Password (Riead and Print Orly) Set Ourer Password
@) None

Fratects the PDF document from being edited
() CligntName + GIN/BM/TANPN [Smith333)

(O ClientName + DOB/Fiscal EndDate [SmithiYYMM) ‘
(O User Spesified

(Office Info Setup wizard Cancel Help

Edit Display  File Preparer Discounter Trustee Audit  System  Secuity HypperDocs FDF o Ny v

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.
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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.

Mad >
1208 T TH v 3z2016-2018T2 'lEQ.ZM?TSﬂ'PB% v l & 72ma R

Browse

General Diata Locking Variance Disclaimer

& Carry forward files Langua.ge
O Carry forward preparer initials ® English
O Carry forward parner initials O French
Bd Carry forward free form notes
[ Default MP-63 authorization

® Indiviclual
O Eusingss
Q Group (RCR4 EFILE) o Cancel

< > Help

T T i P

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



& Carny forward files

General Datalocking Variance Disclaimer T1/TP1 Review

B Carry forward slip descriptions
Bd Carry forward donation descriptions

Bd Carry forward free)
[ Carry forward pre
[ Carry forward part
[ Carry forward revi
B Carry forward auth
B Carry forward Ele
O cany forward fore)

General Datalocking Variance Disclaimer T1/TP1 Review

& New Files
[X] Default preparer initials

B Default partner initials
[0 Defaultto discounted
& Language of correspond

General DatalLocking Variance Disclaimer T1/TP1 Review

6 Pre-assessment review

[ Carry forward files ® Blank O Blank ~
[ Carry forward invd Q English
Q Contact preparer by mail
[ Carry forward T10 Q French @ Coscicliors
6 RC59 online acc & RC59 online access defd

6 Postassessment review
Q Blank
Q Contact preparer by mail

~ .

. ot QO RC59 default individy
Q© RC59 default group d
8 535‘2 default firm onl ® Contact client
&) RC59 defaultlevel autho| | & S2Uation
) e e ® Formal
£ Q Casual
& Options
[ Update preparer information on Info form {using the informati
B Complete preparer 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.

Module Options ? X
kil 12018 T1/TR "’l J20e-2mETE 0w ] B2M7 THTFEAE W I Rd7emar-«
File Template
|| | Brawse
General Datalocking ‘ariance Disclaimer T1TPT Review
[J'Warning on file creation Language
Client Status EFILE Status ® English
L Unknawn [ uUnknaim O French
ok procass Coreigio
[CJ'éaiting for client [JEligible .
Cin preparer review [ Ready ta transmit
Cin partner re_view O Transmitted
Egﬁigz Llert O aAccepted
Ccompleted et accepted
Cratfiling [ Paperfiled
Cancel
Help

Setting a client status
e Toseta file’s Client Status, open a tax file and then go to File > Properties.
e Click the Client Status dropdown and select the desired status
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¢ Note the checkbox, to the right of the Client Status dropdown, that lets you toggle file locking on and
off.

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

Client Status: 8. Completed ~ [Locked

. |0. Unknawn -
EFILE Status 1. Carried forward

SEMD Status: |2 ¥Work in process -
3. Waiting for client
TP1 Status: |4, In preparer review v
5. In partner review
T35 Status: |6 Ready to print ~
OCN 7. Printe:d

Imoice 9. Matfiling
[ T T

[MDiscounted?  [1CRAErars M2z133

Freparer, Fartner. |

File Name

‘\\Mac\HUme\DUcuments\My ProFile Dateh201 7 T1\Shrieve, Rall 17T ‘
Online Backup Disabled

Activate Online Backup

Concel
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

General DataLocking Variance Disclaimer T1/TP1 Rewview

Standard Disclaimer

[7] |Prepared without audit based on infarmation provided by the
taxpayear.

Business Disclaimer

[ |Prepared without audit based on infarmation provided by the
tawpayer.




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 retum electronically to Canada Revenue Agency (CRA) using the EFILE system The enclosed copy of your 2018 income tax retun 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 retum 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

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

|4 Template Editor ? *
ke L2018 TI/TR v\ 32016201872 v | @ 52017 TyTRE4E w | [ 220 Ry v
Base Template Diractory
MaciHome\DocumentsiMy ProFile DataiTemplates Browse
Mame Language  Descrigtion Type Filename ~
Attach English Attachments Default 2018 T1 Atachments RTF
Engage English Engagement latier Dafault: 2018 T1 Engagement Leter RTF
Userl English User letter 1 Default 2018T1 Userl RTF
DlLetter English Deceased dlient letter Default 2018 T1 Deceased letter KTF
User2 English User letter 2 Default: 2018T1 User2 RTF
Leter English Client |ettar Default 2018 T1 leter RTF
QOLatter English Client |attar Dafault: 2018 T1 TP letter RTF
Invoice English Clientimvoice Default 2018 T1 Invoice RTF
Qinvoice English Client invoice Default 2018 T1TP1 Invoice RTF
QDLetar English Deceased client lettar Default: 2018T1 TP1 Deceased leterRTF v
Template Parameters
MName fie: 4 Use defoulttemplate
Degcription: lient letter

Erint Condition: | T1lnfo B[8]=0

Eile Path 2018 T1 lettar

Edit Template Help Close

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
o Blue Field Codes can only be inserted or removed; they cannot be edited from within the template
o 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
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Aral Vo vl awe  [¥] Nene [v]B s u EEEE AN

g B 2 3 4 5 3 o
{Format(PrintDate,"MMMM dd, yyyy")} -

{T1PreparerName)

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

{1£ T1PreparerPOBox= "}{T1PreparerRR}{E1se}{1 £ T1PreparerRR ="}{T1PreparerPOBox}{e1se}{T1PreparerPOBox}
{T1PreparerRR}{endi f}{endi f}{endi £}

{T1PreparerStreetAddress)

{T1PreparerCity}, (T1PreparerProvince}

{T1PreparerPostalCode}

{ClientFirstName} {ClientLastName}

{1 £ (MailingLabelAddress1 <> J}{MailingLabelAddress 1)
{MailingLabelAddress2)

{else)

{MailingLabelAddress2)

{endif}

{1£ MailingLabelPOBox <> " or MailingLabelRR <> " }{1 £ MailingLabelPOBox =" MailingLabelRR }
{e1se}{MailingL abelPOBox} {MailingLabelRR}

{endi ){endi £}

{MailingLabelCity}, {MailingLabelProvince}
{MailingLabelPostaiCode}

{MailingLabelClientSalutation}

{1£ EFILE = 0}

We enclose two copies of your {TaxConstant("CurrentTaxYear")} income tax return. We have prepared your retum
based on the information you provded to us. Please mail one copy of the retum 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")} (end1 £} The
second copy is for your records

{else)

We have your return ly to Canada Revenue Agency (CRA) using the EFILE system. The
enclosed copy of your {TaxConstant("CurrentTaxYear")} income tax retum is for your records. We have prepared your
return based on the information you prowded to us. Keep all information slips, receipts, and other documents for six
years, in case CRA asks to see them

{enair)

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

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

If you have any questions about your income tax return, please contact me at {T1PreparerPhane]. Of feel free to email
me at TaxExpern@TE.cq|

Sincerely yours,

{T1PreparerFirm}

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

{enaif}

{if (ChildTaxBenefit Cut
Copy

Total estimated feder dTaxBenefit + T1ChildTaxBenefit[55]} are payable for the
Paste o "

year starting in July { )i and ending in June

{TaxConstant("Currer Clear

{if (NextYearRRSPL butions = 0}
Font...

Your RRSP deductioi Paragraph arPlusOne")} is ${NextYearRRSPLimit). {endif}

{i £ UndeductedRRS: T
You have undeductec Insert Graphic RRSPContributions} available to carryforward to your
{TaxConstant{"Currer wiYearRRSPContributions > 0} You can also make
additional RRSP ? to deduct on your retum.{endi £}{endi £}

se contact me at {T1PreparerPhone}.

If you have any quest’

Sincerely yours,

{T1PreparerFirm}

e Then, from the Insert Field list, choose the desired field and click Insert



Insert Field b

| Preparerlritialz | | Inzert
PrepareiFax A
PreparerFirm Cancel
Prepareitame

PrepareiPhone

PrepareiPostalCode

PrepareiProvince

PreparerStreet

Refund

SigningD ate

Spousedddress

Spousedge

Spousedpt v
RS A

Description

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

vi :
« v Q ProFile Data » Templates Eicm ch Templates L
Organize ~ New folder £z - (7]
2017T1 " Name Date modified Typ
201713
2018T1 No items match your search
database
EFILE
T2 Returns
Templates
v £ >
File nalige: 2018 T1 PF Tour Letter.RTF v ||
Save as type: Ri 0 ~|
A Hide Folders Save Cancel
e Click Yes to confirm that you want to use this form as the default
Confirm x

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

T

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




i 4 Form Explorer

[ Bl Cosan. Maria v ® )
Fom: |Letter || gpen Print List Detail Key Line
Forms Marne Categoy Description Used Lastyear Step -
n <5 Retum + sched..  Federal Tax Yes  N/A 344
- - s Fistun +sched . CPF on self-employment and other eamings  Yes  N/& 2
1 Ideniification | g ¢1q Retum + sched . Federal lution and education amounts Yes  N/A 356
™ 2 Sips 7?\@ Filing Information retum for electronic fiing Yes N& 388
™ 3 Income 'Engaqa Clierit Engagement latter Yes  N/A 2
- . est Client GST/HST credit Yes  N/A 450
4, Deductions & 715 ummary Client T1 Summary Yes  N/A 453
W5 Taxsoedts | f Client HRTC Comparative Summary Yes N 455
™ B Retum+scv| (L . Clert ... .Clentletter Y88 N/ 459 ]
Client Audit Summary Yes N/& 410
TP1 -

Letter:Client letter

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

Ve have transmitted your retum electronically to Canada Revenue Agency (CRA) using the EFILE system  The enciosed capy of your 2018 incame tax retum 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 2013

If you have any questions about your income tax retum, please contact me at (613) 825-3370_ O fesl free to contsct me at TaxExpert@me ca

Sincerely yours,

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

Edit Template >
I

(&) CUl+X

Copy Ctrl+C

Paste Ctrl+V opy of your 2018 income tax retum is for your rec
- 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 axExpert@me.ca

Create FX
Create T3

Previous year's return

Close Form
New Window
Print

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.



= | My ProFile Dats - u] X
Home Share Viev ]
« 3 4 ThisPC > Documents » My ProFile Data v 2

1l

A

# Quick access
& EFILE

Il Desitop Link

& Downloads Options Package

& Pictures Settings
 iCloud SettingsBackup!
™ Photo Library SettingsBackup2
SettingsBackup3
T2 Returns

. Dropbox
2016T1 »
v Templates

68items 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:

e From the Options > Form Selection menu, choose the module and tax year (i1
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 7l

e  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 71

Statusz after printing

[] Take snapzhot

Change the status to

Completed w

Unchanged
Carried fonward
ok in process
Y aiting for client
I preparer review
In partner review
Ready to print
Printed

Mat 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. @l

e 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 [

e Scroll through the Form window to select (or deselect) the forms you would like to save or send to
your clients B

o Click Carry-forward to assign last year’s print settings to the current year
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| dl Form Selection ? x
L 1208 T1/TPY v || zemeema Tz v | @57 TaTres v | o Zomerxa v
Print Job Fiarm Selection Details
T1EFILE v 'Y
& b“l‘. &
Status ghtet piring B B F [T Frctthese sels
[ Take snapshot T E E [ [ Achivethese sets [FDF)
Change the status to T BFFE Erail these sets [PDF)
E UL i) Y T EE M E Do
Print Set Names [ P T CY Review marks
9 | File ‘ M EFEFEFE  4p=psge
2 [ ‘ T w/Tw/T =T ®/T > Language
Find Form
3 LRA 0
[1] 3] g nsn Infomation retum for electonic fing - pages 1 ~
4 ‘ 5 I = I 5 5 =53 Information retum for electronic fling - pages 2
5 ‘ B B B OB scna Discounting transaction - pages 1
- OB O @3 E rchz Discounting hransaction - pages 2
Printing Tips H OO 220 Disabilly ax credit cerificsts
:“""'gd e 3] E] a m.2 T1 jacket - pages 1.2
the form it row to OO @ 1345 jacket - pages 345
change their display 1] BEE s deral Tax
order BEIOD s ounts tansfemed from your spouse
O@nE s Capital gain [of bosses]
-2 5 e Capital gains [or losses)
Mest OE B s4 Statement of investment income
1] = 0 ss Details of Dependant
B EE ss ‘Warking Income T ax Beneit
BBEOOD s RSP and PRPP Unused Contributions, Transfers.
L T B e B e B B sl i . P e
Select thiz job when
[EFILE=T)and(T odey>—Date(2002.01 15) ﬂ
0K Cany-foward Set Defaulls 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:
o  Record your GST Registration Number and tax rates and you can set your invoice numbering

sequence
¢ 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 o1
e  Establish your per-schedule pricing ]

e  Carry forward last year’s pricing to the current year =1

Pricing Schedule ? x

GST Registration Number. l:l. GET/HST rate 0.0
| B om0

Next Invaice Number.

[ Automatically Increment Invoice Number

W 1 ems T 22017 THTP [ 3. 2016 T1/TPT [ 4.2 P1 @ 52014 T1/TP1 g 6201 |t
Invoice type: Detailed Dﬁrlel Invoice by: DSchedu[e Hour L)

T1 Basic charge paper filed 0.00
T1 Basic charge electronically filed 0.00
§1 Federal tax calculation per schedule 0.00
82 Amounts transferred from your spouse per schedule 0.00
55) Capital gains (or losses) per schedule 0.00
83 Capital gains (or losses) per item 0.00
83 Principal Residence per item 0.00
54 Statement of investment income per schedule 0.00
54 Statement of mvestment income per item 0.00
85 Eligible / infirm dep / caregiver amounts per schedule 0.00
85 Amount for an eligible dependant per claim 0.00
85 Amounts for infirm dependants per claim 000
< b3

Print Carry Forward Cancel Help




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

Edit Dizplay  File Preparer  Discounter  Trustee  Audit  System
Preterences
[ Automatic Cverride [[] Right Button Highli
[ Audible Owverride [~] Double Click Ope
M Flyowver Memos and Tapes Default Tape Des
Close tape on tota
[ Continuous Farms
[C]Form Explorer Che
Right Click Cut Co
M Auto Insert Memo

Capltalizatio
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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
guestions:

e Do I need to do this on every computer in my office?

o Do I have to repeat all these steps every time | install a new instance of ProFile?

e Do I need to repeat these steps if | purchase a new computer?

e 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.

il Set Options/Delete Password ? X

0ld passward

Mew passward
Pazsword: | |

Confirmn: | |

EFILE Options [including the zet 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.

e 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. 1= Any new setting
will appear in the Options Package area 71



Options Administration

(CAN My Folder. Apply options from this computar. Leam more

Shared Folder Load options package highlighted below.

Shered Folder. Ask which ootions oackace to load on startug

: Include preparer and discounter neme with Ophon packages.
omptto save changes

: Allow multiple Ophons package groups

Option package direclory
\W“\l:ocumnmw FroFila Dats\Options Packags Browse
Options Fackages

New 2

n Deleta

Load

o 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

Mew Settings ? *

Settings Name

General PF Settings

OF 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:

o Select the applicable radio button (in this example, an office of a sole tax preparer) Il
e Highlight the Options Package 2]

e Click Load, and ProFile will apply your settings =1
e Note that you can optionally click the Multiple Options checkbox to create more than one package 7]




Options Administration

@1, MyFolder Apply options from this computar. 1 Leem more

Q2 Shared Folder Load options package highlighted below.

Qs Shared Folder Ask which ontions oackace to load on startup.

[Jinclude preparer and discounter name with Option packages,
Prompt o save changes

:Allmmunlpla Opbons package groups 4

Option package direciony
\MaciHome\Documants\y ProFila Data\Options Package Browse
Options Packages
General PF Settings MNew
2 Delete
Load
Save




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

COow>

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

COw>

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

COw>

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

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:

File > Save Tax Settings
Settings > Options
Options > Administration
None of the above

COowm>

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




Learning About Tax with Intuit Profile

Chapter 3

A Tour
of ProFile

Learning Objectives

At this chapter’s end
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

Additional Resources

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

Professional Accounting Software

Tax Preparation & efiling
Return Software

Professional Tax Software Training



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

Wil PROFILE - [2018 T1/TP1: Shrieve, Ralf - Personal information]
W4 File Edit Audit Goto Form Options EFILE Online Training Window Help
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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.

e R —

@ 1.info E2T l:«i.Tﬂ )iRRSP{PRPP] g5 SYearl N

B when completed

T e T1 GENERAL 2018

Income Tax and Benefit Return

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.

\ il PROFILE - [2018 T1/TP1: Shrieve, Ralf - Personal information]
yj File 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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4 PROFILE
ile Edit Audit Goto Form Options EFILE Online Training Window Help
v3 8. () o Environment... > Q B E - E

Module...

Database...

Templates...

Form Selection...

Pricing...

Integration...

Customer Experience Program...

Options password...

Options Administration...

Language >

Toolbars 3 & Audit and review marks
Pause Timer Cirl+T & Forms
»  Shortcuts

e 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.

e 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

kj PROFILE - [2018 T1/TP1: Shrieve, Ralf - Statement of remuneration paid]
i i orm Options EFILE Online Training Window Help
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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 Toadd 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]
nFiIe 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.

v"tvue ..,\”f@ - 1 -

o 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

4l PROFILE
File Edit Audit Gote Form Optiens EFILE  Online Training Window Help
-AW-gd 0 0 Q|[# - % -6l - ] G| = & | &
' —— =
7 ===
@Linfo| @2TA| 3T B4T]| . |
T4 - ~
Statement of Remuneration Paid T4 SII .
Description
BEBBBB
Province of employment 10 |Ontario -
Employment income 14 59.555.00 0.00 0.00 0.00 55.5595.00
Employee's contributions | CPP 16 2,576.00 0.00 0.00 0.00 2,576.00
QPP 17 0.00 0.00 0.00 0.00 0.00
El premiums | 18 858.00 0.00 0.00 0.00 858.00
PPIP 55 0.00 0.00 0.00 0.00 0.00
Exempt CPR/QPP 28 Mo No No No
El NO NO NO NO
PPIP Mo Mo Mo Mo
Employment code 29 =
RPP contributions 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 2 §.000.00 0.00 0.00 0.00 5.000.00
El insurable eaminas 24 91.700.00 0.00 0.00 0.00 51.700.00 |v
< >
Modified EFILE: Not eligible |Balance/Refund 1,585.20 |GST Credit 0.00 |Combined balance2,975.30 + {

| 4 2018 TI/TP1: Balzac, Sarah - Statement of remuneration paid
D 1. Info } m;.'ﬁ } % 3. S4Worksheet I mﬂ‘T“ISummary I [ 5. Summary

T4
Statement of Remuneration Paid

Description ABC

Province of employment 10 |Ontario

Employment income 14 94,000.00 94.000.00

Employee's contributions | CPP 16 2,594.00 2,594.00
QPP 17 0.00 0.00
El premiums | 18 858.00 858.00
PPIP 55 0.00 0.00

Exempt CPP/QPP 28
El
PPIP

Employment code 29

RPP contributions 20

Pension adjugtment 52

o B T T e

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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File Edit Audit Gote Form Options EFILE Online Training  Window Help
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il [= ==
@ Linfo | @271 | % 3 S4Worksheet | [ 4 TiSummary | 0 5.Summary | = 6.T1032 | [ 2.T0320pt (887 |[agTA| + |

™ ~
Statement of Remuneration Paid
Slip #2
Description ABC
Province of employment 10 |Ontario |
Employment income 14 94,000.00 0.00 0.00 0.00 94,000.00
Employee’s contributions | CPP 16 2,594.00 0.00 0.00 0.00 2.594.00
QPP 17 0.00 0.00 0.00 0.00 0.00
El premiums | 18 858.00 0.00 0.00 0.00 858.00
PPIP 55 0.00 0.00 0.00 0.00 0.00
Exempt CPP/QPP 28 No Mo No MNo
El No No No Mo
PPIP No Mo hNo No
Employment code 29 |
RPP contributions 20 0.00 0.00 0.00 0.00 0.00
Pension
Income | kdl 2078 T1/TP1: Balzac, John - Statement of remuneration paid - [m] X
Elinsun File Edit Audit Goto Form  Window
CPP/Q - § -
EP\PwQH@\/'t_E-I - % -| & QEmEE v ? BB
Charial @ L.Info |ezma|@an B4™]| . |
Province of employment 10 |Ontario ~
Cleray ¥ [ £ pployment income 14 55.565.00 55.555.00
MR s Employee’s contributions | CPP 16 2,576.00 2.576.00
Hoardd QPP 17 0.00 0.00
Speci El premiums | 18 858.00 856.00
Travely PPIP 55 0.00 0.00
Medical = o not CPPIQPP | 28 |No
Other ta £l No
Soch PRI Mo
Employment code 29
Employ| 2P contributions 20 0.00 0.00
Eﬁficot\lw Pension adjustment 52 0.00 0.00
=———— |Income tax deducted 22 §.000.00 §.000.00
Modifié | £l insurable eamings u 51,700.00 51,700.00
CPP/QPP pensionable eamings 26 55,555.00 55,555.00
PPIP insurable eamings 56 0.00 0.00
Union dues 44 0.00 0.00
Charitable donations 0.00 0.00

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

aining = Window Help
Tile Horizontally
Cascade
Arrange

Launch Current Window

12018 T1/TP1: Balzac, Sarah - Statement of rermuneration paid
22018 T1/TP1: Balzac, John - Personal information

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

\v 4 2018 T1/TP1: Balzac, John - Statement of remuneration paid
@lmfo|m2TA|@3aT BaT| . |

T4
Statement of Remuneration Paid

Description ACME INC

Province of employment 10 |Ontario 1
Employment income 14 55,555.00 0.00 0.00 2
Employee's contributions | CPP 16 2,199.00 i ! i
QPP 17 0.00
El premiums | 18 §58.00 f
PPIP 55 0.00 by
Exempt CPP/QPP 28 4
Nt s AE S AN

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 F9 on your keyboard, and the Active
Auditor displays at the bottom of your screen.
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\v 4 2018 T1/TP1: Balzac, John - Statement of remuneration paid EI@
@linfo|m2ma|@an Ba™ ] -

T4 = ~
Statement of Remuneration Paid T4 SII J
Description ACME INC
Province of employment 10 |Ontario -
Employment income 14 55,555.00 0.00 0.00 0.00 55,555.00
Employee's contributions | CPP 16 2,199.00 0.00 0.00 0.00 2,199.00
QPP 17 0.00 0.00 0.00 0.00 0.00
El premiums | 18 858.00 0.00 0.00 0.00 858.00
PPIP 55 0.00 0.00 0.00 0.00 0.00
Exempt CPP/QFP 28 |No No NO Mo
El No Mo No Mo
nnirn Ml ki LYFN LYY 2

a Summary  ®, Warnings ®\ Notices + Sign-offs % lssues (| Owverrides Memos o EFILE o T1135 (% Onlinechange = Datalmport = Camyforwards & Tapes A Variance (= EDI

©, Motice T4/1 T4 Box 16 (CPP premiums) may be incerrect. CRA's formula suggests §2,576.72, Please check, ~
A MNotice T Tax owing must be remitted to CRA by April 30th to avoid penalties.
A, MNotice T This return should be filed by April 30th to avoid late filing penalties. v

Note the tabs in the audit window. These tabs include:
¢ Warnings that indicate potential processing problems, including messages about data may have been
overlooked
¢ Notices that alert you to important dates or deadlines. Notices also alert you to amounts that fall outside
a calculated range
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
CRA, after an EFILE was processed, will appear here.
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.

Acting on audit messages
e Toact on an audit message, double click the message.
o ProFile will open the applicable form, circle the item and add a yellow background to the field

\v 4l 2018 T1/TP1: Balzac, Jehn - Statement of remuneration paid EI@
@linfo| G2Ta|@am 24T } .
T4 = ~
Statement of Remuneration Paid T4 SII L

Description

Province of employment 10

Employment income 14 55,555.00

Employee's contributions | CPP. 1 2,199.00
QPP 17 0.00
El premiums | 18 858.00
PPIP 55 0.00

No No
Mo No

[ [

Exempt CPP/QPP 28

a Summary  ® Warnings ©\ Notices + Sign-offs % lssues (| Owverrides Memos o EFILE o T1135 = Onlinechange = Datalmport = Caryforwards & Tapes A Variance 1@ EDI

g Naotice T4/1 T4 Box 16 (CPP premiums) may be incorrect. CRA's formula suggests $2,576.72. Please check.
€, MNotice T Tax owing must be remitted to CRA by April 30th te avoid penalties.
A, MNotice T This return should be filed by April 30th to avoid late filing penalties. v




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 7 X

Edt  Display Fle  Prepwes Discourter Trustes 0t  Sysam HypeDocs PDF  Nolificslions

— — eEnable or disable features such as the Passive Auditor, review marks and
o s 14 circled fields

D ¢ Choose the information to display on the Summary Tab of the Active
Do Auditor

H e Determine the audit messages that will prevent ProFile from EFILING a
= return

] j“ eRemove audit messages on partner or preparer sign-off

H ok

Penmove Audt Mestages
[ 0n Prepanes Sigreait [ 0n Patnes Sigrvait

Office Info Setup wizard Cancel Help

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.

vl PROFILE
File Edit Awdit Goto Form Options EFILE Online Tr

‘_I-T..'Ho ‘\‘,E

File New arry forward a previous year file (Ctd+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
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Wil Carry forward file X

iomem v|igm2 | @ 4201778 v|E 52018 FX v
Lookin 2018T1 bl
LE Name Size Itern type Date modified ~
=] BackupFiles File folder 114201910

.-E‘a\:ac, Sarah 765 KB ProFile 20 ar212019 11
@ Carsonn. An_. 764 KB ProFile 20.. Q12202019 2.0..

St | @ Carsonn, Cara 301 KB ProFile 20..  9/22/20192:0
= @ Carsonn, Joh... 344 KB ProFile 20.. Q2212018 2.0..
= @ FORECAST.. 136. ProFile20.. 719201811

Q Hruzec.Sam 436 KB ProFile 20.. 9/2220163:2..
@ Joorna Jane 250KB ProFile 20.. 11118120186
’MDdlp]EU]B 344 KE ProFile 20.. /16201912
.Shcaﬂld Jane 34 7KE FProFile 20 114201810

e Crviriin Do £OE VD P A

File name ¥ Carry forward
Files of type Cancel
Help

2018 TaxPrep(tm) T1 {*118)
2018 ProFile T1 ("18T)

Whether you start with a new or carried-forward return, here are a few things to keep in mind:
e 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

il PROFILE - [2018 T1/TP1: <NoName> - Personal information]
WA file Edit Audit Goto Form Options EFILE Opline Training Window Help
~3W-Jd @& Q|3 v~ - ==Y Y= S sugcesion Wy A

01.Info|m2_T1‘~i.T4| . ‘

2018 Personal information

Taxpayer personal information Marital status

address:

CRA online mail:

Email address:

glectropically.n

SIN E Indicate your marital status on December 31, 2018

Title 1 :| Married 2 D Living common-law 3 D Widowed
First name 4[] Divorced 5[ | Separated 8[X] single

Last name

— If status ch d in 2018, enter date of ch /dd
Last name changed in 20187 Yes No status changecin enter date of change mm
Do you want to change your address? W Yes No Were you married or living common-law at any

Care of time in this tax year? ﬂ Yes |:| No
Street address Apt#

e | IR Province of residence

City on 2018/12/31 NA

Province Province of self-employment

Postal code If you became or ceased to be a Canadian resident in

Primary phone  ( ) 2018, enter date of: entry mm/dd

Birth date yyyy/mm/dd IAge 0 or departure  mm/dd

Date of Death  yyyy/mm/dd

Gender D Male D Female

Pravince or territory where taxpayer resides if different from mailing

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.

Do you want preparer to get
Electronic Notice of Assessment? [JYes [JNo

By checking yes on the box above, | am

Are you a non-resident? []ves El No
Residency status Resident
Country (cther than Canada)

Did you dispose of a property (or properties) in 2018 for which you are
claiming a principal residence exemption? Yes No

D Already registered D Yes D No

Use preparer address for:
@ Nothing |:| Notice of Assessment and Refund D Nof A

[[] 11 mailing address

allowing the CRA to

Entering data

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 T4 tab (from the window above), ProFile will launch the T4 Slip window which,
after you enter an employee’s earnings, will look like this

z T4 Slip |
Statement of Remuneration Paid Ip b

Box Slip #1 Slip #2 Slip #3 Slip #4 Total
. | »

Description ' IABC INC {
Province of employment 10 Ontario - - v, v I
Employment income 14 65,999.00 0.00 0.00 0.00 65,999.00 Ji
Employee’s contributions CPP 16 2,593.00 0.00 0.00 0.00 2,593.00

QPP 17| 0.00 0.00 0.00 0.00 0.00},

El premiums | 18 858.00 0.00 0.00 0.00 858.00

RRIF: | 85 | 0.00 0.00 0.00 0.00 0.00}
Exempt CPP/QPP 28 No No No

El No No No

PFIP No No No I
Employment code 20 A A a a £
RPP contributions 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 L 22 12,500.00 0.00 0.00 0.00 12,500.00
El insurable eamings 24 52,000.00 0.00 0.00 0.00 51,700.00
CPPIQPP pensionable eamings Pl 26 | 55,900.00 0.00 0.00 0.00 B 55,900.00 |
PPIP insurable earnings 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 4

Other information

Clergy housing allowance 0.00 !
Transfer allowance to T12237 | |

Board and lodging 30 0.00
Special work site 3 0.00
Travel in prescribed zone 32 0.00

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
o Black fonts are for direct data entry 71
¢ Red fonts mean that you overrode a calculated field [
o Blue fonts indicate a field calculated by ProFile I
e Green fonts denote a row or column total [l

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
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Residency
Province of residence

on 2018/12/31 O 0

Province of self-employment MNA

If you became or ceased to be a (British Columbia

2018, enter date of: Alberta
Saskatchewan
Manitoba

Are you a non-resident?

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

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

for more in ;
109,999]00 |§

Employment income (box 14 of all T4 slips)

Commissions included on line 101 (box 42 of all T4 slips) 102 0\00 i
Wage loss replacement contributions
(see line 101 in the guide) 103 oloo |§

Other employment income [104] 0|00 i

Old Age Security pension (box 18 of the T4A(OAS) slip) 113 0|00
CPP or QPP benefits (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 superannuation
Elected splil-pension amount (attach Form T1032)
Universal Child Care Benefit (UCCB)

- T
e Statement of Remuneration Paid
Employment insurance and other bel
Taxable amount of dividends (eligible]

corporations (attach Schedule 4 L] I—
,%%W Description ABC Ent
Province of employment : 10 Ontano
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
|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 |cPPiGPP | 28 No No No No
|EI No No No No
| PPIP No No INo Mo
Employment code 23
RPP contributions L2 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 eamings 24 5$1,300.00 0.00 0.00 0.00 51,300.00
B e T VT ey B N et o

Overrides
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.



T4
Statement of Remuneration Paid

4]

Employment code
RPP contributions
Pension adjustment

Description ABC INC
Province of employment | 10 Ontario
Employment income 14 65,999.00
Employee's contributions CPP 16 2,593.00
QPP 17 0.00
El premiums | 18 858.00
PPIP 55 0.00
Exempt CPP/QPP
El
PPIP

Income tax deducted
El insurable earnings
CPP/QPP pensionable earnings
PPIP insurable earnings
Union dues

Charitable donaticns

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.

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

i Memo ? *

Ask client to confimi this amount

] Camy-fonward to next year Insert Date Stamp

Review Mark,

@ MNone (O yf Preparer O X Enor
O o Pattner (07 Question

0K | Cancel Clear

To record a memo, click into any field

In the window that opens, enter a description (optional), and a value on each line

Using Tapes
e To use Tapes, click on a field
e Press CTRL+F8
[ ]
[ )

Press the = key and ProFile will paste the sum directly into the selected field
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Jan 120.00
Feb 144.00
Mar 148.00
AP 141.00
| +/- 0.00

[] Descriptions Fost Decimals s

[ Camy-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

| - Carrying charges and interest expenses
Accounting fees

Management or safe custody fees
Investment counsel fees

Reported on T5013 slips

Legal fees paid to collect, establish or increase the amount of support payments
Interest on money borrowed to earn interest, dividend, and royalty income

Interest on money borrowed to acquire an interest in a limited partnership or a partnership in which you are not
an active partner:

Tax shelter 000
Rental and leasing property 000
Resource property 0|00

0[00

Ei

is amount on line 221 of your return.

P



Finding What You Need

When preparing a tax return, you will want to work with additional forms and schedules. And, given you don’t

ente

r data directly on the tax jacket, this means you have to find those supporting forms and schedules somewhere

in ProFile.

Though ProFile’s toolbar includes a Search field that lets you enter the name of the

t! | form or schedule that you need, you may want a little more horsepower than that.

You may indeed want to use The Form Explorer.

TH

E 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

v Form Explorer X
(6@ Towarer,fmy b [ R S E BBk

nform: “
5|

Forms Mame Category n Description Used Lastyear Step  #
" 1. Identification @ irfo Identification Personal information Yes  Yes 1
. &% Dependant Identification Dependant information No No 3
2 Sips aCalryFWD |dentification Carryfarward Summary Yes Mo 4
3. Incame % T2202/TL1 Slips Tuition and education credit certificate No No (4
4 Deductions | 273 Slips Statement of tiust income Mo Mo 7
- ) 1 Slips Statement of remuneration paid Yes  Yes 8
STexvaredts | g s Slips Statement of pension, anruity and otherin.. No  No 9
" B Retum+sch.. | 4 748085 Slips Statement of Old Age Security No Mo 0
" 7 Filing L T44P Slips Statement of Canada Pension Plan benefits: Mo No n
™ 8 Clent j L T4ARCA Slips Statement of distibutions from a RC& No No 12
— o T4E Slips Statement of Emplopment Insurance and ... Mo Mo 12
T o T4PS Slips Statement of profit-sharing plan allocations... Mo No 14
TF1 ‘ & T4RIF Slips Statement of income from a RARIF Ne No 15 v

List Detal Key Ling

For
The

e If you use Windows Explorer tv, 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
¢ Notice, too, for carried forward files, the Form Explorer indicates whether a form was used in the

current or prior year 7l
o In the left pane, you’ll find folders that let you filter which forms to display ]
e To find a form, just type its name in the search field

m Explorer Icons
re 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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4 Form Explorer

pid Taxpayer. Am v
B Tawpayer. fmy Lo
IFom |
Forms Mame Category Description
1. Iderification @ nto \denlificatmn Personal inf.nrmatinn Yes
% Dependant | dentification Dependant infarmation Mo
2 Slips a CamyPwD |dentification Canyforward Summary Yes
3 Income s T2202/TI1 Slips Tuition and education credit certificate No
4. Deductions ';T3 Slips Statement of trust income Ho
o Ta Slipz Statement of remuneration paid Yes
5 Tax + credits
= U T Slips Statement of pension, annuity and other in No
B Retun +sch.. | o 48085 Slips Statement of Old Age Secuiity Mo
7. Filing o T44P Slips Statement of Canada Pension Plan benefit: Mo
8 Client j o T48RCA Slips Statement of distributions from a RCA No
— s T4E Slips Statement of Emplayment Insuiance and o
T1 = T4PS Slips Statement of profit-sharing plan allocations.. Mo
TP1 s T4RIF Slips Statement of income from a RRIF Ho

Yes
N
Mo
Mo
Ho
Yes
Mo
Mo
Ho
Mo
MNo
No
Ho

B od |

List Detail Key Ling

Used Lastpear ep

¢ Asthe name implies, the Detail view provides complete information, such as category and description,

for each form.

e 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.

o 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 If you right-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

4 Form Explorer
il Taxpayer, v
Bl Tapayer. Ay | ., =
Form: | T4 Open Print
% Name Desciiption Used Lastyear Step
W 2 Skos = el oo Yes _ Yes B |
[ 2 5% g Open 3 Yes  Yes 17
3 Income . T Open in new Window Cirl+AltsF6 | No  No 3
4 Deductions &7 Print No No 7
§ Tax+ ciedts . T Erin. No  No 9
A . T No  No 10
2 Reln+ - | @1 Uncheck all hefis No  No 1
1 Filing aT Ao
8 Chont T View No
Al - 1 Amange Icons by Name
A Used L1 Propertie by Category
B. Data entered % T101 Statement of renounced resofyce ex by Description
R (& T5006 Labou-sponsored funds tax by Used
. 75007 Statement of benefits
» T5008 Slatement of securiies transaction s
[ T5013 Statement of partnesship income Mo
i % 53Details Capital Gains Entry No  No 2
™ » S3Principalflesi . 53 Prncipal Residence Detai No No 3
[T4:Statement of remuneration paid

7 X

==lle |

List Detal Key Ling

A

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 liability of $24.44. The
Data Monitor reveals other information too, including available GST credits and Internet Filing eligibility.




va
01 Info W2.T1 ~3T4‘ . ’
Protected B when completed ~
Canada Revenue Agence du revenu
] = e 2018

Income Tax and Benefit Return

Step 1 - Identification and other information

Identification Information about you

Print your name and addrass below. Enter your social insurance number (SIN) [238 137 848
First name and initial W
S Year/Month/Day
e Enter your date of birth 1987/05/12
Hruzec Your language of correspondence: English Frangais
Mailing address: Apt No. - Street No._ Street name Votre langue de correspondance ] i
1212 Rue Principale i
PO Box RR Is this return for a deceased person?
I If this return is for a deceased Year/Month/D:
City ProviTer Posial code person, enter the date of death yyyy/mm/dd
Montreal ON M1A 1A1
i i i Marital status
Email address Tick the box that applies to rarital status on
By providing an email address, you are regi to receive email from 1,201

the CRA and agree to the Terms of use under Step 1 in the guide

2[] Living common-law 3[] widowed
Enter an email address: mdilauro@me.com ] 5[] separated 6 [X] single

Information about your residence ormation abo ] pouse 0

Enter your province of territory of
residence on December 31, 2018 Ontario ! Enter their SIN

Enter their first name:

1[] Married
4[] oivorced

Enter the province or territory where
you currently reside if it is not the Enter their net income for 2018

same as your mailing address above: B | |to cioim certain cres 0.00
L SR MR or in 201 R Fnter the amaunt of universal chikd care bt
Modified 00:09:26 EFILE: Not eligible Balance/Refund 24.44 GST Credit 0.00 Combined balance 2444 + ,>
Customizing the Data Monitor
You can customize and add information to the Data Monitor.
o For example, to display line 150, just highlight it
b 13 2 + b H
e (lick the “+” sign at the bottom of the window
e You have just added Line 150 to the Data Monitor Il
Add lines 101, 104 to 143, and 147. This is your total income. [150 65,999.00
Protected B when completed
Step 3 - Net income
Enter your total income from line 150, 150 65,999|00 .
Pension adjustment
(box 52 of all T4 slips and box 034 of all T4A slips) 208] oloo §
Registered pension plan deduction (box 20 of all T4 slips and box 032 of all T4A slips) [207] oloo |
RRSP and pooled registered pansion plan (PRPP) deduction
(See Schedule 7 and attach receipts.) [208] oloo §
Pooled regisiered pension plan (PRPP) employer confributions
(amount from your PRPP contribution receipts) 205 D|OO i
Deduction for elected split-pension amount (Gat and complete Form T1032 ) 210 0/00
Annual union, professional, or like dues (receipls and box 44 of all T4 slips) 212 0/00
Universal child care benefit repayment (box 12 of all RC62 slips) 213 0/00
Child care expenses (Get and complete Form T778.) 214 0|00
Disability supports (Get and complete Form T929.) 215 0joo v
Modified 00:13:06 EFILE: Mot eligible Balance/Refund 24.44 GST Credit 0.00 Combined balance 2444
T1:150: Total inco... 65,999.00 *

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. Right-click is also form dependent.




o For example, a right-click over a area of the T4, opens a window with a set of instructions including
Print, Carry forward, Close, and Copy Memos and Tapes

Copy field code

Copy Memo/Tape

Paste Memo/Tape

Close form Esc
Print form

New window

Launch window

Create FX

Create T3

Carry forward

Previous year's return

Show auditer Ctrl+F9

Environment...

e If you 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

65,999.00 =
Help

T4
T1212

v

Cut
Copy
Copy field code

Paste

Owerride F2
Attach memo 8
Attach tape Ctrl+F8
Copy Memo/Tape

Paste Memoy/Tape

Attach to HyperDoc

Review marks >
121 oloc Close form Esc
Print form

122 0/0¢ ’
125 oot New window
=1 | | Launch window
126 0o

i 2z oo Create FX

Create T3
128 000 o fonward
129 0/0(

130 olot Previous year's retum

Show auditor Ctrl+F9

Environment.

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
. Y

GEY:
o

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)% ?

e Use Correction Required to flag a field error on the return
£

v v'(%)?

L

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

v v %(?)

o

Using a Review Mark
e Inthe example below, the Auditor warns you that a T4’s CPP amount may be incorrect

Description ABC INC

] Province of employment 10 Ontaric
q Employment income 14,
{ Employee's contributions CPP
QPP
El premiums | 85822
PPIP | 0.00
{Exempt CPP/QPP No
No

JEmployment code
RPP coniributions
Pension adjustment

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

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

ABC INC

10 Ontario
14 65,999.00

16 2,199.00

17 | 0.00

18 | 858.22

| 55 | 0.00
28 No
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Chapter 3 Quiz

Question 1: ProFile uses Tabs to:

A. Indicate which forms are open on a tax return

B. Create multiple copies of a tax return

C. Toggle back and forth between different tax files
D. All the above

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:

A. Audit & Review Marks; Tax Prep; EFILE settings
B. Audit & Review Marks; Forms; Shortcuts

C. EFILE settings, Shortcuts, Archive and Save

D. None of the above

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

COwm>

Correct answer is D




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

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?

A. Warnings that indicate potential processing issues
B. A list of data carried forward from a prior year

C. Notices to alert you to important dates or deadlines
D. All the above

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 Tax with Intuit Profile

Chapter 4

A Basic 11

Learning Objectives

At this chapter’s end
students will understand:

= How to prepare an individual’s basic T1
tax return

« How to prepare a T1 for a married couple
= The Ato Z of preparing a T1 for a client
» How to use CRA's EFILE system

Additional Resources

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

Professional Accounting Software

Tax Preparation & efiling
Return Software

Professional Tax Software Training


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

Chapter 4: A Basic T1

T1BAsICS

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 sample page of a hand-written T1. Let’s explore how you would manually prepare a full
T1 tax return using CRA’s downloaded forms and schedules.

e Assume that Johnny Carsonn was a student during the tax year and that he also worked part-time. Here
is the T4 slip—statement of remuneration—that Johnny received from his employer:

ey —— 1Y Bl ] T4
Year [~ Statement of Remuneration Paid
Supenmiiiat Annse | 2018 ‘ Etat de la rémunération payée
1 Oak Street —-

Anytown ON

s.{m.,..m,.w. Tt 0 coms 1 Toreiores

Employee's name and address - Nom et adresse de [employé

r{cmsom Johany ]

1010 Main Street
Anytown ON CAN

8o o v .
Other information [~ | ‘ 1 [
(soe over) ]

Bos - Cane Amount - Morsare Bou - Cane

S [ ] [ 1Ll

Protected B when completed / Protégé B une fois rempli

T4 (14)

RC-14-500 9

e Because Johnny was a full-time university student, he also received the following tuition slip

.*. Agence du reveny  Canada Revenue Protected B when completed

% aesee Tuition and Enrolment Certificate o ksdeet

© Issue this certiicate 1o a student who was enrolled during the calendar year in a qualitying educational program of a speciied at a post-
institution, such as a college or university, or at an institution certified by Employment and Social Development Canada (ESOC).

« Tuition fees paid in respect of the calendar year 1o any one institution have 1o be more than $100. Fees paid 1o an institution certified by ESDC or fo a post-secondary
‘educational institution in Canada for courses that are not at a post-secondary school level, have to be for courses taken to get or improve skills in an occupation, and the
student has 1o be 16 years of age or older before the end of the year.

« Students calculate their provincial or territorial education amounts (if applicable) based on the number of months indicated in Box B or C below.

"Name of program of course Student number
Fine Arts 1010101
Name and address of student A
Johnny Carsonn Session periods, part-time and full-time | Eligible tuition m::es [Number of months for
1010 Main Street = = ubime sessions 5 =
0 W 7 W Part-time | Full-time
Anytown ON  MSA1A1  CAN 7078 [ o1 | 2018 ] 12 76159 0 [
0 0
CONCORDIA UNIVERSITY T 0
1455 De Maisonneuve 0 0
Montréal QC Totals 7ET5Y 0 3
H3G 1M8 Name and address of educational insttution
1
Information for students: See the back of slip 1. If you want to transfer all or part of your tuiion amount, complete the back of slip 2
T2202A E (18)
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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 compieted

Canada Rawenua IN0E Ol MevarL
I+l 52 o Carada 2018
Income Tax and Benefit Return
Step 1 - Identification and other information o
Identification
Print your name and adress below. Erter your social msurance

number (SIN): 4,8, 7T|4,8,7|8,8,9

First name and initial Year Day

Johnny Enter your date of birth: 1,8,9,8|0,1]|0,1

Last name

e Your language of comespondence: English Frangais
W -

Mailing address. Apt Mo, - Sirest No. Street name e

10110 Main St

PO Bax AR

ity Prov.Tem Posial cade

Anytown oN| |y s aligag]

Email address
By providing an email address, you are registering io recsive email nolifications
from the CRA and agree o the Terms of use under Step 1 n the guide.
Enter an email address
Information about your spouse or
common-law partner (if you scked box 1 2al
Information about your residence
Enier your province or tesrilory of Enter Sair S0 | B
residence on M, 2018 Ontario
Eniles the province or termtary whers Enter thelr s namne:
5’“"“‘"‘""'":“‘ ::"‘“":u Entter their net income for 2018
same 8 yaur mading Address A — | | 1o claim certain credits R [
It you were sell-empicyed in 2018,
enles e provinge ar lermiory where Enter the ameunt of unsersal child care
your business had a permanent benefit (UCCE) from line 117
estabiishment | |etmeirrem JER
If you became or coased 1o be a resident of Canada for income tax purposes Erter the amcunt of UCCB repayment
i 2018, enter the date of from line 213 of thesr retum R
Monh  Dey Menh Dey Tick thes o o they were self-emgioyed in 2018 1
entry ar departure | | 4 |

[ Do not use this area | 1 1 1 1 ]
m Elections Canada (For more information, see “Elections Canada® under Step 1, in the guide.)
A) Do you have Canadian citizenship? ves[#]1 No| |2

If yes, go 1o question B. If no, skip question B
B) As a Canadian citizen, do you authorize the Canada Revenue Agency 1o give your name,

address. date of birth, and citzenship to Elections Canada to update the National Register of Electors? ves[v]1 Mol |2
Your authonzation is valid untl you file your next tax return. Your information will only be used for purposes permitted under the Canada

Elections Act, which include shanng the information with provincialfterritonal election agencies, members of Parllament, registered
poltical parties. and candidates at election time

S I —— I I I ]
[ [ 72 ———— ™ | | [ I ]

80008 Page 1

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



Protected B wren comietess

Step 1 - Identification and other information (continued)

Please answer the following question:

Did you own or hold specified foreign property where the total cost amount of all such property, .
&t any time in 2018, was more than CANS100.0007 . ... ........................... BEdves[ 11 mox)2
If yes, get and complete Form T1135, Foreign Income There are penalties for not completing

and filing Form T1135 by the due date. For more information, see Form T1135.

Step 2 - Total income

As a resident of Canada, you have o report your income from all sources both inside and outside Canada.
The Income Tax and Benefit Guide may have additional information for certain lines.

E income (box 14 of all T4 slips) 101 sass | 12
Commissions included on ine 101 (box 42 of all T4 slips) 102 Lk
Wage loss replacement contributions
(See line 101 in the guide ) 103
Other income 104 +
Oid age security pension (bax 18 of the T4A{OAS) slip) Mis
PP or QPP beneits (box 20 of the T4AIP) sip) m+
Disability benefits inchuded on line 114
{box 16 of the TAA(P) siip) 152 |
Other pensions and superannuation (See ine 115 in the guide and complete the
Worksheet for Schadule 1 for line 314.) 15+
Elected spiit-pension amount (Get and complete Form T1032 ) 116 +
Universal child care benefit (UCCB) (See the RCE2 shp.) "7+
UCCB amount designated 1o & dependant 185 |
Employment insurance and other benefits (box 14 of the T4E slip) 19+
Taxable amount of avidends (eligible and ofher than eligible) from taxable
Canadian (Complets the for the returm.) 120 +
Taxable amount of drvidends other than eligible dvidends,
Included on line 120, from taxable Canadian corporations 180
Inieresi and other invesiment income (Compiete e Worksneet for the reium ) 121+
Met parmership income: imited or nON-acive parners only 122+
Registered disability sa income (box 131 of the T4A sl 125+
Rental income Gross 180 Net 126 +
Taxable capital gains (Compiets Schedule 3.) 127 +
Support payments recenved Total 156 Taxable amount 128 +_
RRSP income (from all TARSP shps) 129+
Other income Specify 130 +
Salf-amployment Income
Business income Gross 182 Net 135 +
Professional income Gross 184 MNet 137 +
Commission income Gross 186 Net 139 +
Farming income Gross 168 Net 141+
Fighing income Gross 170 Net 143 +
Workers' compensation benefits (bax 10 of the TS007 slip) 144 |
Soclal assistance payrents 145 +
Net federal supplements (box 21 of the TAA(OAS) sip) uo +
Add lines 144, 145, and 146. (See line 250 on this return.) BT
Add lines 101, 104 1o 143, and 147 This is your total income. 150[= - j
BO06-R Page 2

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

Protected B when completed

T1-2018 Federal Tuition, Education, and Textbook Amounts Schedule 11
Only the student must complete this schedule and attach it to their return. The person claiming the transfer should not attach this
schedule to their return. Use your completed designated forms (T2202A. TL11A, TL11B, and/or TL11C) or other official tuition tax
receipts, to complete this schedule to determine:

+ your tuition, education, and textbook amounts

* the tuition amount you can transfer to a designated individual

* the unused amount, if any, you can carry forward to a future year

For more information, see Guide P105, Students and Income Tax

Tuition, ed ion, and textbool laimed by the student for 2018
Unused federal tuition, education, and textbook amounts from your 2017 natice of assessment or notice of
reassessment. 1
Eligible tuition fees paid for 2018 from the forms noted above or your umdalmon tax receipts. To qualriy the leuyou 7615 o7

paid to attend each institution must be more than $100. Also complete the m+ 2
Add lines 1 and 2. Total available tuition, educalloﬂ. and textbook amounts for 2018 = 3
Enter the amount of your taxable income from line 260 of your return if it is $46.605 or less. R

Otherwise, complete Step B of Schedule 1 and enter the result of the following calculation: 8

amount from line 43 of your Schedule 1 divided by 15%. |

Total of lines 1 to 20 of your Schedule 1 - 1347922
Line 4 minus line 5 (if negative, enter "0"). =

Unused tuition, education, and textbook amount you are claiming for 2018.

Amount from line 1 or line B, whichever is less. -
Line 6 minus line 7. = )
2018 tuition amount you are claiming for 2018. .
Enter the amount from line 2 or line 8, whichever is less. + 9

Add lines 7 and 9. Total tuition, education, and textbook 0
Enter this amount on line 323 of Schedule 1. amounts claimed by the student for 2018 = 10

o oo
=
~

¢ 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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Protected B when completed
T1-2018 Federal Tax Schedule 1

This schedule represents Step 5 in completing your retum. Complete this schedule and attach it to your retumn.
Claim only the credits that apply to you.
The Income Tax and Benefit Guide may have additional information for certain lines,

Step A - Federal non-refundable tax credits

Basic personal amount claim $11,809 11809 00
Age amount (if you were born in 1953 or earlier) (Complete the Worksheet for Schedule 1.) (maximum $7,333
Spouse or common-law partner amount (Complete Schedule 5.) +
Mwmwamlhwwamm or eligible dependant age 18 or older

(Complete Schedule 5.)

Amount for an eligible (Complete Schedule 5.)

Canada amount for other infirm 18 or older Schedule 5.)
Canada caregiver amount for infirm children under 18 years of age

Enter the number of children for whom you are claiming this amount x$2182 = i+ 7
CPP or QPP contributions:

through employment from box 16 and box 17 of all T4 slips 314 58
(Complete Schedule 8 or get and complete Form RC381, whichever applies.) 3

on self-employment and other eamings

(Enter the amount from line 222 of your return.)
Employment insurance premiums:

through employment from box 18 and box 55 of all T4 slips
on self-employment and other eligible eamings (Complete Schedule 13.)
Volunteer igh amount

Search and rescue volunteers’ amount

Canada employment amount (Enter $1,195 or the total of your employment income you reported on
mammummmnenmm less.)

wN -

-~

1195 00

(maximum $10,000) <&

Pension income amount (Complete the Worksheet for Schedule 1.)
Disability amount (for self)
(Claim $8.235 or if you were under 18 years of age, complete the Worksheet for Schedule 1.)
Disability amount transferred from a dependant (Complete the Worksheet for Schedule 1.)
Interest paid on your student loans (See Guide P105.)
Your tuition, and textbook amounts (Complete Schedule 11.)
Tuition amount transferred from a child
Amounts transferred from or common-law [{ Schedule 2.)
Medical expenses for self, spouse or common-law partner, and your
dependent children born in 2001 or later

Enter $2.302 or 3% of line 236 of your return, is less. -

Line 25 minus line 26 (if negative. enter "0%) -

Add lines 1 to 24, and line 29.
Federal non-refundable tax credit rate x
M line 30 by line 31. = 2021] 88 32

Paper Observations

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



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 Info 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

W4l 2018 T1/TP1: Carsonn, Johnny - Personal information — a *

File Edit Audit Goto Form Window
WO FEASE~» - AmuE dvvx?@
@1.Info |[@2T1|s3 T4 ‘g.razuzﬂuw-"i I183| - |

2018 Personal information

Marital status
Indicate your marital status on December 31, 2018

Taxpayer personal information

SIN 487 487 589

Title Mr 1[] Married 2] Living common-law 3 [ ] Widowed
First name Jahnny 4[] Divorced 5[] Separated &X] Single

Last name Carsonn

e It in 2018, t mm
Last name changed in 20187 D Yes E No status changed in 2018, enter date of change 'dd
Do you want to change your address? [WYes No | Were you married or living common-law at any

T time in this tax year? [IYes [Ine
Streetaddress 1010 Main St Apt#

P_OEm‘i Irr Pravince of residence

Sl Anytown on 2018/12/31 Ontario

Province ON Province of self-employment

Postal code M5A 1A1

Primary phone _ (909) 808-1000

Birth date 1888/01/01 B Ace 19
Date of Death __yyyy/mm/dd

Gender E Male E Female

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

If you became or ceased to be a Canadian resident in
2018, enter date of entry mmidd
or departure  mmidd

Are you a non-resident? [Tyes [N

Residency status Resident

Country (other than Canada)

Did you dispose of a property (or properties) in 2018 for which you are
claiming a principal residence exemption? []yes [XINo

CRA online mail: [] Already registered [ | Yes [X]No
Email address:

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 nat be mailed to me from the CRA

Use preparer address for:

[¥| Nothing [ | Notice of Assessmentand Refund [ [NofA
[ 71 mailing address

Do you want preparer to get
Electronic Nofice of Assessment? [Tyes [ ho

e Once again, here is Johnny’s T4 slip

[y ey —— T T4
Year Statement of Remuneration Paid

Comer Supermarket Année | 2018 Etat de la rémunération payée
1 Oak Street o1 -
Anytown ON

—é (B Ermorers st s e o comereon romciorer

e

2

2 Toumtvo 7

g (2] 487 487 589

@

§n Employee's name and address - Nom et adresse de lemployé

3 O Tap——

o b{ CARSONN Johnay

3

E

8|  1010munsven

E Anytown ON CAN

©

2

I Bou - Cane . B0 - Cane ‘Aot - Montant Box- Cose P \

s Other information [ T T T

& |(seeover | L .

gy P Box - Cane Aot - Mordart__ Box - Came Amourt - Mosdant__ Box— Case Aot - Mostart__

(o . :

5 |tvor suverso) | | -

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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B Carsonn Johnr “ - . E o G By
Foern |14 ren Un Do o L

Descripton
1idscson Fo .
250

3 imom

4 Onbctors
A
P
2Fwa

v Surirvary
Tution and education cred.
Statement of trust income
Statement of rerunerafion
Statement of pension, ann

B O
19 Statement of Did Age Secu
4 oed Statement of Canads Persi
Y — Statemer
[ Loty

o0
T4 Statement of remuneration paid

o Enter the data on the T4 Slip form line by line
e And ProFile will transfer the T4 amounts to the corresponding line on the T1 return itself (the T1
Jacket)

Description Carner
Supermarket
Province of amployment 10 Ontarie:
Employment income 14 9,855.12 0.00 0.00 0.00 9.855.12
Employee's contributions CPP 16 458 0.00 0.00 0.00 314.5
i 17 b 00 0.00 a.00 0.00 0.04 Ll
El premiums 18 50.64 0.00 0.00 0.00 160.64
E :;rropp :: m 0.00 0006 from all sources both inside and outside Canada.
aET o o information for certain lines.
PPIP
Employment code 29
RPF contributions 20 0.00 0.00
Pension adjustment 0.00 0.00 0.00 0.00 .09 [103]

Income tax deducted

El insurable eamnings
CPP/QPP pensionable eamings
PPIP insurable earnings

Union dues

99.00 0.00 0.00 0.00 99.01
9,85512 0.00 0.00 0.00 9,855.12
9,855.12 0.00 0.00 0.00 9,855.1

0.00 0.00 0.00 0.00
0.00 0.00 0.00 0.00

Charitable denations. . 0.00 0.00 A5 oloo i
Elected spit-pension amount (Get and compiets Fa 116 0/00
Universal child care benefit (UCCB) (See L Ship.) 17 0/00
UCCE amount designated to & deg 185 oloo §
[Employment insurance an #hafits (box 14 of the T4E siip) 119 0/00
Tasable amount of d lgibie and oiher than eligibie) from taxable Canadian (|
& Worksheet for the return.) 120 000
8 drvdends oiher than eligible didends,
BN lne 120, from taxable Canadian corporations 180 oloo §
erest and other invastment incoma (Completa the Workshest for the return ) 121 0,00
Net partnership income: limAad of RON-aCive parners only 122 000
Registerad disability savings plan income (box 131 of the T4A slip) 125 0/00
Rental income Gross [160] ooo | Het 126 0/00
Tasabie capital gains (Complete Schedule 3.) 127 0jo0
e Here, again, is Johnny’s tuition slip
Agence du revenu  Canada Revenue Protected B when completed
B*l 2205 ooy
Tuition and Enrolment Certificate £
o student
© Issue this certiicate to a student who was enrolled during the calendar year in a qualitying educational program or a speciied educational program at a post-secondary
institution, such as a college or university, or at an institution certified by Employment and Social Development Canada (ESOC).
« Tuition fees paid in respect of the calendar year 1o any one institution have 1o be more than $100. Fees paid o an institution certfied by ESDC o fo a post-secondary
‘educational institution in Canada for courses that are not at a post-secondary school level, have to be for courses taken to get or improve skills in an occupation, and the
student has 1o be 16 years of age or older before the end of the year.
« Students calculate their provincial or territorial education amounts (if applicable) based on the number of months indicated in Box B or C below.
'Name of program of course Student number
Fine Arts 1010101
‘Name and address of student A
Johnny Carsonn Session periods, part-time and full-time | Elgible tuition fees, [Number of months for
1010 Main Street From To full-time sessions B T
Y W Y W Part-time | Full-time
Anytown ON  MSA1At  CAN 2078 [o1 | 2018 ] 12 761597 0 [
0 0
CONCORDIA UNIVERSITY 0 0
1455 De Maisonneuve 0 0
Montréal QC Totals 7515971 0 8
H3G 1M8 Name and address of educational institution
1
Inkormation forstudents: See the back of s 1. I you want o ransfer all o patof your tiion amourt, complte the back of sip 2
2202 )

e Use Form Explorer to find and open the T2202 tuition form. Record the slip information on that form
ProFile will transfer those amounts to the Schedule 11. Note that because Johnny didn’t have sufficient
income, ProFile applied no tuition credit at line 10 of Schedule 11.



Tuition Slips

Iy

Concordia U

Protected B - when completed
T2202A, TL11A, TL11B, TL11C ion, and Textbook Amounts Schedule 11
Tuition fees paid LA 781597 0.00 0.00 0.00 7 . The person claiming the transfer should not attach this schedule to their
Number of months in part-time enrolment B 0 0 0 0 0B, andlor TL11C slips) or other official tuition tax receipts, to complete this
Number of months in full-time enrolment | ¢ 8 0 0 0 8
| .00 0.00 0.00
Charitable donations 0
3tion, see Gu 3
Tuition, ion, and book claimed by the student for 2018
Unused federal tuition, education, and textbook amounts from your 2017 notice of
or notice of 000 jf 1
Eligible tuition fees paid for 2018 761597 )l 2
/Add lines 1and 2 Total available tuition, education, and textbook amounts 761597 3
Enter the amount of your taxable income from fine 260 of your retun if it is $46,605 or less.
(Othervise, complete Step B of Schedule 1 and enter instead the result of the
following calculation: amount from line 43 of your Schedule 1 divided by 15%. 985512 4
|Amount from Line 8A of Form T1206
[Total of lines 1 to 20 of your Schedule 1 5
Line 4 minus line 5 (if negative, enter "0") 6
Unused tuition, education, and textbog ‘claiming for 2018 I
Amount from line 1 or lipad oo fi» oloo j§ 7
[ellele] K:)
2018 tuition amount you are claiming for 2018
Enter amount from line 2 o line 8, whichever is less ooofle
|Add fines 7 and 9. Total tuition, education, and textbook
Enter this amount on line 323 of Schedule 1 amounts claimed for 2018 000 jf 10

o ProFile will then transfer all available amounts to the Schedule 1 and, ultimately, to the T1 Jacket itself.

Protected B when completed
T1-2018 Federal Tax Schedule 1

This scheduls represents Step 5 in completing your retum. Complete this schedule and attach it to your return
Claim only the credits that apply to you.

The Income Tax and Benefit Guide may have additional information for certain lines.

Step A - Federal non-refundable tax credits

Basic personal amount claim $11,809 11.809/00 g 1
Age amount (if you were bor in 1953 or earier) (Complete the Worksheet for Schedule 1) (maximum §7,333) KWl ojoo | 2
Spouse or common-law pariner amount (Complete Schedule 5) oo 3
Canada caregiver amount for spouse or common-law partner, or eligible dependant age 18 or older
(Complete Schedule 5) ojoo g4
|amount for an eligible dependant (Complete schedule 5) oloo g 5
Canada caregiver amount for other infirm dependants age 18 or older (Complete Schedule 5) ojoo g 6
Canada caregiver amount for infirm children under 18 years of age

Enter the number of children born for whom you are claiming

this amount EFF] ofixs 2182 = opog7
ICPP or QPP confributions.

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

(Complete Schedlule 8 or gat and complete Form RC381, whichever applies.) 314/558 fl 8

on self- and other earnings (Enter the amount from line 222 of your retum ) 0j00 |f *9
Employment Insurance premiums:

through employment from box 18 and box 55 of all T4 slips $856.22) [ZF) 160[64 [ =10

on self 1t and other sligible samings (Complets Schedule 13) ofoo |f =11
Volunteer firefighters’ amount 0|00 g 12
Search and rescue volunteers' amount 0j00 @ 13
Canada employment amount
(Enter $1,195 or the total of your employment income you reported on
ines 101 and 104 of your retumn, whichever Is less.) $1,195) 00§ 14
Home (Complete the for Schedule 1.) (maximum $10,000) |00y 15
Home buyers' amount 16
{Adoglign expensgs 17

e Because Johnny had no other slips or additional information to record, here is snapshot of his tax return
¢ Note that the last page of the tax return indicates that Johnny is receiving a refund of $253.00
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Protected B when completed
Carada Revenie Tgence durewn
I*I Agency du Canata 2018
Income Tax and Benefit Return
Step 1 - Identification and other information
o
Print your name and address below. Enter your socis insurance number (SIN) l487 487 589
First ngma and inital
Johnny
Last name: Step 2 - Total income
Carsonn |As a resident of Canada, you have to report your income from all sources both inside and outside Canada.
Mailing address Apt No. — Eireet Mo Sireel of The Income Tax and Benefit Guide may have additional information for certain lines.
1010 Main St
PO Box W incoms ibox 14 of al T4 slips) 101 9.85512 ff
|Commissions included an line 101 (bax 42 of o T4 sips) 102 ofoo
Gity ProyfWage loss replacement conlributiors i}
Anytown i Ontsee ime 101 in the guice ) 103 oloo §
|othes emplogment income 104 oloo |§
|0 age security pension (box 18 of the TAA(DAS) siip) 113 oloo
B . 400 are "eG3lCPP or GPP bensfis (box 20 of tha TAAP) sip) 114 oo
o Disabilty benafits incuded on e 114 Protected B when completed
Entar an email address: l{bax 16 of tha T4A(P) siip) "
[Other pensions ana superannuaton (sae e 115 mme sl otep 3 = Net
[Workshast for Schedul 1 for line 314 ) Enter your trom line 150 150 985512 ]
Entar your prowince or feritary of Elected spit-pension amaunt (Get and compiete Form T10|pension adjustment
resience on December 31, 2018 |universal chid care benefit (UCCE) (See the RCE2 skp.) |(box 52 of all T4 siips and box 034 of &l T4A slips) 208 oloo §
UCCB amount designated to a dapandant
Enter tha province or taritory whara Employment insuranca and oiher benatits (box 14 of tha T|Registered pension plan deduction (box 20 of all T4 slips and bax 032 of all T4A slips) 207| oloo §
‘you currently reside (f & & ol the 'r—rjawuo amounl of diidends (shgible and ofher than elgib| RSP and potied registered pension flan (PRPP) deolcson TompE
e e |corporations (Complete the Warksheet for the refum. ) |(See Schedule 7 and attach receipts.) Step 7 - Refund or balance owing
ezl ot of drocands fhar hen atgble divdends, |Pooled regeiere penion pian (FREF) smployer coririufons Nat fodaral tax: entar tha amount from lins 61 of Scheduks 1 (Afiach Schodulo 1, ave if the result is 0" ) 420 oloo
included on ine 120, from taxable Canadian corporations |(emaunt fram your PRPP =
2 payati on playment and olher oarmi
Interest and ather invesiment (Complete fe Work:
ooyt and oliwr | incomie Decuction for eisched spit- ot (Get onm 71| (ComBlete Schedule & ar get and complete Fomm RC381, whichever applies.) 421 Qoo
insurance premiums payable on sell-employment and other eligible eamings (Complete Schedule 13 ) 430 0/00
Inat. o it or pon-acive . e T e e 422 ojoo |
iserad disabilty saings plan incoe (bax 131 of e {2728 1. professiona,or o dues (receipts on of 81 T4 350c1d benaits repayment (amount from line 235)
e R—— [Provincial or territorial tax (Atach Form 428, evan d the rasut is "0" ) 428 ojon
[Rantad incoma Gross[16 cor® benolt regayment (box 12 0l a hpe) lines 430, 421, 430, 422, and 428 This is your total payable. [435] oloo i+
‘gains (Comploto Schodue 3) Lm'ﬂn”:" == 1Getann compete Form ”;E;“ Tolal incoma tax deductod (amounts from ol Ganadisn sigs) a7 6[00 Jj~
o R BT s O6tucbin (501 609 ompise [ 0o T329 ) Quetiar abetemart (See bna 440 in e quida ) 40| oo -
upport payments recene o
PP Seel he quid 448, ojoo g
[RRSP income (from all TARSP sigps) e R TR Gross [228] . 1588 e J08 0 the Gude } — e JooR-
IMoving axperses (Get and compiete Form T1-M.) ety sl Sk
(Cimats acton incaniive (Complets Scheduls 14.) 43| 154/00 g
mese Teto) 230 Refundabie madical omplete the e retum ) 452 oloo g+
(Carrying charges and ineres! expenses (Complete the [Working income tax benafit (WITE) (Campiste Scheduie 6 ) 453| oloo jf+
Deduction for CPP ar QPP confributions an self-amployment and otherdRgrund of imestimant tax credl (Gel Form T2038(IND).) 454 /oo g
(Complete Schedule 8 or get and complete Form RCIE, WhEheV=t 8016, )1 3 iy s croxdit (bos 38 of o T3 slips and box 208 af all TSO13 sips) 456 ojoo -
Exploration 810 developmwee epenses (Gel and compits Form T1779
|Other employment expanses |[Employee snd partner GET/HST rebate (Get and compiete Form GST370.) 457| 0,00 =
|Clargy residence deducton (Get and complata Form T1223 ) |Eligibla educalor school supply tax cradit
Fregr— Specity. | Supplies axpenses. (maximum $1000) (468| ool x 150 fl% = 469 0jo0 fJ«
|Add s 207 1o 224, 229, 231, and 232 SR N 478 0joo g«
Line 50 minus ina 230 (1 nagaive, eatar 7} [Pravineial or territorial eredits (Complete Form 479, 1 1 apples ) 479) oloo e
" " P |Add lines 437 to 457, and 469 o 479. These are your total credits. 482 253/00 f» 253/00
Line 435 minus Ime 462 This s your Fefund or balance owing (253]00)]
T ihe resull s negaive, you have a refund_ 1f e fesull is posAve, yoli Mave & balance owing
Enlor Ihes amount beow on whichevar line apgies|
Generally, we 60 ot Charge or refund  drfference of §2 of less
Refund 484 25300 [+ Balance owing [485] oloo i+
For mare information Gn Now 1o meke your payment, e ine 185 In te guide or o
o canada. “Your payment is dua na latar than April 30, 2019

Conclusion

ProFile provides guided tax preparation that requires you to simply enter information on the required forms and
slip (in the above 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 Angela
Carsonn and Martin St-Pierre have asked you to file their T1 returns. So that you can proceed, they provide you
with the following tax slips:

e T4 slips that itemize each spouse’s employment earnings



l.l Canada Revenue ‘lmmmm

‘Employers name - Nom de femployeur _—
ProFile 2020 Tour Year Wl Statement of Remuneration Pald
1000 Main St Année Etat de la rémunération payée

T4

Protected B when completed / Protégé B une fois rempli

T4(18)

Anytown  ON  MdA 0A1 oo dunpit K 101 gk ot o roven et g 457
L 52,200/00 2 8,179/00

il e g

|_|'° on | [e] 2_410]65 ] (2¢] 5170400 |

Mimae Tasewance socule w EI mv Employee's QPP CPPIOPP

EW——I 29‘=°°'WW Cl“‘mwwwwmlo m:T é{mmm ;;::im ml

RPCRAQ AE  RPAP

coETployes's €1 promiume _ ine 312 Union dues - ine 212
Employee's name and address ~ Nom et adresse de I'employé “’"W”AE Sgne 312 Cotisations syndicales - ligne 212
Last name (in capial letters) ~ Nom de tamile (en letires moues) First name ~Prénom  inital - Infsale !EI 858[22 l [ﬁl r ]
-] Carsom Angela | | e Seamame s,
4 = R [ ]
1010 Main St Pension adustment — ine 206 RPP or DPSP r
Facteur déquivalence — ligne 206 N Gogrement cun FPA o Gn APOB
Anytown ON CAN M5A 1A1 Ql l I lﬂ{ ]
mm%“:"-ﬂp’mﬁhm Gt avsrabies o BEAP
=] || & [ ]

-l | s s | s | —

Autres Box - Case - Box - Case Amount - Montant Box - Case Amount - Montant
e [ ] [ 10 ] [ ][ ]I [ ]
;m'zng;o-‘l":ﬂu:' R .‘{:avl % o mm Statement of Hl.:unenﬂon Paid

1000 Main St Année | 2018 Etat de la rémunération payée

Employment income — ine 101 Income tax deducted — line 437
Revenus d'empioi - igne 101 Impot sur le revenu retenu - igne 437

(4] s2,0000 |[Z2] ggsia |

Anytown ON  M4A 0A1

4 Iﬁ"“””""“"""‘"”"‘"“‘““‘“’"'“‘""’“”" ’ v Gumpa " Cotesbons da amhopt PG - K 08 Gans assiablos THE

Pl o] B e | E oo ]

'g EIW ow-amw cmmmr-m iy 308 G-uwwam roit & pension —

: RPCARQ AE  RPAP (—t_l ‘1—7] I I [_1 521°d'°° I

§ Employee's name and address ~ Nom et adresse de I'employé Cot @’m”“ ‘9"!3‘2 m“ n":'zﬁl”z

E ' Jettors) - Nom de : First name - Prénom _ infial - Intale [El 353I22 ] [_] | |

s —’{ St-Pierre Martin I RPP mmgi_m;‘z‘u;n : Crartatle donatins - n:;" 9

20 46
L 1010 Main St Ll Pension adjust Alquoe J l_l PP orOPS no[nmmm I
Facteur déquivalence - ligne 206 dagrément dun RPA ou dun RPDB

- Anytown ON CAN MS5A 1A1 @l | I u I

'S cwulmsuruw::'u"ag:? ok s Vers0 mmmn AP

5 | [ | & [ ]
Box- Case Amount - Montant Box- Case Amount - Montant Box- Case Amount - Montant

8 [ [ [ 1[I l IC]:I:

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

: [ | [ T[] [ ][]

e 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




Canada Revenue  Agence du revenu Statement of Investment Income Your Protected B / Protégé B
l*. Agency du Canada T5 Elat des revenus de pl 2018
radenne s Fodoral crodl  Crod lederal Année
[E2] Acusmuet gt ot [25] Tt st avgon v [25] P oot o e

Drwdonds 11oem Canadan corpomions - Divdondes de soc ol o

when completed / une fois rempli

13 | Interest from Canadian sources |18 |  Capital gains dividends

1,985.01

Mortant rbel des ovsences detemnes Montant Inposabie 0es didendes Crécht dimpdt pour dnidendes déterminés | Jugrsts de source canadienne Dhidendes sur gaing en capital
Ao of icdend: T Swoenos Dividend tax o for dividends
[1o]  ameiiemvama || e haegmedwdmds  |12] oo o sagen sudenss. |21 Report Code [22] Recpient dentication number [23] Recipient type
o] 245 243 241 1
suiree G e Shactergs S puemings o Tl pou dhidendes e | Code du louiliet |  Numéss gidenttcaon du béndteiin | Type 0o béndfcaire
Other information
oo ] N | —
Audres rensaignements
voit au verso) Box/Case Amount / Mortant Box / Case Amount / Montant Box /Case Amount / Montant
Recipient's name (last name first) and address — Nom, prénom et adresse u bénéliciaire

Payer's name and address - Norr el adresse du payeur

ST-PIERRE MARTIN High-Fling Investments Inc
2 Front Street
1010 MAIN ST Anytown, ON M1M 1M1

ANYTOWN ON CAN M5A 1A1

Date Recerved Don regu o

. locenedDon % ® Nov 18, 2018
{77 Parkinson Canada G S o

COIDANG | P ST | wem g -
Prbe Dusrase s Mt €Upeere On bt svepure IR00 1 708 AR

Recept No Numero du requ L 100017816
Angela Carsonn
1010 Main St

Anytown, ON M5A 1A1

ntant du don: $100 00

w;,mg )é'dl*'

X -
AUNOTOC SO0 SgNatre BOrE60
Tha % 00 oM@l tan rece ot for MCO™e 12 DUrDOses | Recy 0wl sun fing de [ ot
Carata Reverve AQercy weww Cra g AT artwIandy w g
Agerce O, revers. 0. Caraca wwe CB &% 0 CATITE Vg meny S e

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, T5 and RRSP slips. Here’s how you complete and
file a T1013

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

Angela’s information page



\ #2018 T1/TP1: Carsonn, Angela - Personal information = |3
@1 Info |=6 ra‘ N |

info 8 Personal information |8

Taxpayer personal information Marital status
Indicate your marital status on December 31, 2018

SIN 453545 121 ice
Title Ms 1 X| Married 2[] Living common-aw 3 | Widowed
First name Angela 4[] Divorced 5[] Separated 6[]single

Last name Carsonn )

Last name changed in 20187 [lyes KNo If status changed in 2018, 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 |:| No
Street address 1010 Main St Apt#

F’_OL I RR. Province of residence

Cty  Anytown on 2018/12/31 Ontario

Province  ON Province of self-employment

Postal code MS5A 1A1
Primary phone  (909) 909-8099

If you became or ceased to be a Canadian resident in
2018, enter date of: entry mm/dd

Birth date 19741212 l Age 44 or departure  mm/dd

Date of Death  yyyy/mm/dd

Gender |:| Male E Female

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

address: Residency status Resident

CRA online mail: [] Already registered [ |Yes [X]Na | Country (other than Canada) 7

T D|q ygu dlspgsg ofa prcpany (or prc:{ames) in 2018 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 Use preparer address for:

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. E Nothing L = e D Nofa

r T1 mailing address

e To enter Martin’s spousal information, scroll to the bottom of Angela’s Personal Information page

\r 112018 T1/TP1: Carsonn, Angela - Personal information E=REER
@ 1. Info .§Ta| N ‘
~

pousal information Additional contact information
SIN 245 243 241 Work phone number () - ext.
Title M Fax number { ) -
First name Martin Secondary phone (
Last name St-Pierre
Care of -
Streetaddress 1010 Main St I Apt# Joint names Angela Carsonn and Martin St-Pierre
P.0. Box | (X Address
Ciy  Anytown 1010 Main St
Province ON B — I R
Postal code M5A 1A1 Gty  Anytown
Primary phone__ (909) 909-9099 Eic SN ON
Birth date 197410110 | 5 44 [f | Postalcods  MSA1A1
Date of Death _yyyy/mm/dd Joint Salutation Dear Ms Carsonn and M St-Pierre:
Netincome 52,722.61 Client Salutation _ Dear Ms Carsonn:
Spouse's province of residence
on 2018/12/31  Ontario ! C\ier!t !eﬂer type
Is spouse’s net income zero? [1¥es E No Use joint invoice?
Spouse self-employed in 20187 |_| Yes Neo
If spouse became or ceased to be a Canadian resident in
2018, enter date of: entry mm/dd

or departure mm/dd
Was spouse confined to a prison or similar institution:
- for a period of 80 days or more during the year?

Schedule 6) [Ives KnNo

o After entering Angela’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 they are new clients, select Create a
new return for spouse

Couple Returns x

(®) Create a new retum for spouse

(Z) Open an existing return

83



e Once you enter your clients’ Personal Information page, press F4 to open ProFile’s Form Explorer and,
in the Search field, enter T1013

e Onthe 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 T f i e P = [ =
@iinfo ~2T1013 |e6T4| , |
Authorizing or Cancelling a Representative A
The purpose of this form is to
[Authorize a representativel
E futherize a representative - OR |:| Not applicable
] 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.ca/my-cra-account. Your representative 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

r Part 1 — Taxpayer account information
Complete the line that applies.

SIN, TTN or ITN First name Last name

453 545 121 i Angela Carsonn
ITmst account number [Trust name ‘
T

 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.

To 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)
Your live must be reaisterad with a Cliant to obtain online access I

e Itis very important that your clients sign their T1013 before you submit them to CRA. Once signed,
click EFILE > EFILE the T1013 for this taxpayer

Il PROFILE
File Edit Audit Gote Form Options EFILE Online Training Wi
EFILE/ReFILE this return... Ctrl+F11

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 NetFile...

TP1 Connect... !
Reports >
Print All ACKs

View Notice of Assessment (ENOA)

Set EFILE Password

Options...

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
[T ———— o P——
Choosa from ane of two warys 10 acoess Represent a Clien:
Q)
= Use the same sign in iformaian you use for oiher online Services (or sxame, e
onde baning B
= onm o your Inormaton wl e shared wih CFA. Your ign-n Parner il ok
knaw which govemmen senvice you are using $ns
= Vot il ompcraryloave ha CAUA wabale 10 100 youe Sign-in Parnec.
» View the full st of Sign-in Partners Wiy
sum A=
" four A s 10 e passmcrd o s # o o kv 3 CPA us 5 3 _
« Folkot your passwond or user [07 CRA Logm
= Enlibg your CBA securily code?
Usar 0: roquiree)

v

o0 how your, , ver 10 our Pavsonal . Statament
e

FuAGHStar 1 you 818 & new uses

o ok cr change your CRA user 1D or Gasswand, o 1o Manage your secuily Quesiions a0d angwers, you must frst login

e Enter Angela’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)
453 545 121

Access SIN

BN (no spaces or dashes)

Access BN

e You are now at Angela’s Information page. Note the tax information that CRA makes available
including: prior-year Notice of Assessment, Statements of Account, and RRSP and TFSA balances




Tax returns

The 2017 return was assessed on April 15, 2019.
* View your 2017 Notice of Assessment

Change my retumn

Go to Tax returns details ©

Accounts and payments Related services

Client data enquiry

.

Income tax balance: $0.00

.
o
5
=2
@
e
3
3
D

2

View statement of account Tax information slips (T4 and more)

.

Proof of income statement (option 'C' print)

Goto A and details © Audit enquiries

Register my formal dispute

Open a non-resident tax account

Benefits and credits

.

File a GST/HST rebate

Request CPP/EI ruling
No benefits and credits payments are currently expected.

Request a remittance voucher

Climate Action Incentive Payments

Go to Benefits and credits details ©

Request relief of penalties and interest

RRSP and TFSA

Your 2019 RRSP deduction limit: $22,050.00

Your 2019 TESA contribution room: $53,273.00 | 1¢sa- important information
As of January 1, 2019

Go to RRSP and TFSA details ©

Entering tax data
With the tax returns 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 T4. Record the slip information on
Jane’s T4 form. Press F5 to toggle to Martin’s return. Enter his T4 information as well

—
Siip #1
Description ProFile Tour
2020

Province of employment 10 Ontario
Employment income 14 52,200.00 0.00 0.00 0.00 52,200.00
Employee's contributions | CPP 16 2,410.85 ann nan ann aasnas

app [z 000l i

El premiums | 18 858.22 File E . J orm Window

PPIP 55 0.00 - = =
Examet CPPIGPE | 28 MNo CL MRl | QEmEE sy vx?@

el No N @1.71| =2 S4Worksheet | € 3. Donations | @4,Info *8.T4 | - 5 Letter | 4 6 Dependant| »275| , |

PRIP No N —
Employment code 29 Box Slip #1 Slip #2 Slip #3 Slip #4 Total
RPP contributions. 20 0.00 . -
Pension adjustment 52 0.00 Description ProFile Tour
Income tax deducted 2 8.179.00 2020
El insurable eamings. 24 51,700.00
CPP/QPP pensionable eamings 26 52,200.00 Province of smployment 10 Ontario
PPIP insurable camings 56 0.00 | |Employment income 14 52,100.00 0.00 0.00 0.00 52,100.00
Union dues 44 0.00 | |Employee's contibutions | CPP 16 2,405.70 0.00 0.00 0.00 2,405.70
Cheritable donalions | 0.00 appP 17 0.00 0.00 0.00 0.00 0.00

El pramiums | 18 858.22 0.00 0.00 0.00 858.22

Clargy housing allowance 0.00 FPIP 55 0.00 0.00 0.00 0.00 0.00
Transfer allowance to T12237 Exempt CPP/QPP 28 No No No Mo
Board and lodging 30 0.00 El No No No No
Special work site M 0.00 PPIP No No No Mo
Travel in prescribed zone 32 0.00 Employment code 29
Medical travel assistance 33 0.00 RPP contributions 20 0.00 0.00 0.00 0.00 0.00
Other taxable benefits 40 000 S ottt = non non non oo "

e From Martin’s T, press F4 to find the T5 form and record that slip’s information
o Because you decided to allocate 50% of the investment earnings to each spouse, enter “50” on the line
that reads, “% reported by spouse”



T5
Statement of Investment Income

Box Slip #1 Slip #2 Slip #3

Description ProFile Tour
2020
% reported by spouse 50.0 0.0
% reported by taxpayer 50.0 0.0
Currency
Exchange rate to convert to Cdn $ | 0 0
Eligible dividends Actual Amount 24 0.00 0.00 0.00
Before March 28, 0.00 0.00 0.00
2018 (QC Only)
Taxable Amount 25 0.00 0.00 0.00 0.00 0.00
Interest from Canadian sources 13 1,885.01 0.00 0.00 0.00 1,985.01
Source of Box 13 interest (for EFILE) 1/Bank 1/Bank 1/Bank 1/Bank
Capital gains dividends 18 0.00 0.00 0.00 0.00 0.00
Dividends Actual Amount 10 0.00 0.00 0.00 0.00 0.00
Before March 28, 0.00 0.00 0.00 0.00 0.00
2018 (QC Only) _
Taxable Amount 1m 0.00 0.00 0.00 0.00 0.00
Other income from Canadian sources 14 0.00 0.00 0.00 0.00 0.00
Name of foreign country
Foreign income 15 0.00 0.00 0.00 0.00
Foreign tax paid ) 16 0.00 0.00 0.00 0.00
Royalties Work or invention 17 0.00 0.00 0.00 0.00
Other 0.00 0.00 0.00 0.00
Accrued income: Annuities 19 0.00 0.00 0.00 0.00
Box 19 received due to death of spouse? No No No No
Equity linked notes | canadian 30 0.00 0.00 0.00 0.00
interest foreign source 0.00 0.00 0.00 0.00

e Press F5 to return to Angela’s return and then use Form Explorer to open the DON (Charitable
Donations) form. Record that slip’s amount as indicated below

Donations

Charitable donations

Charitable donations details

Name of organization Amount paid

Parkinson's Society

Reported on slips Claim: Own slips
Total current year donations ‘

Donations to U.S. organizations

Name of organization

Total current year donations | o0[oo
Other gifts

Donations made to government entities 0‘00
Donaticns made to prescribed universities outside Canada. 0‘00
Donations made to the United Nations, its agencies, and
kertain charitable organizations outside Canada. 000
Donations made to a registered museum or cultural organization. 000
ICommunity Food Program Donation (Farmers) 000

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 open Form Explorer and find Angela’s Slip Summary form. Use it to confirm the T4 and
other slip amounts
e Press F5 to toggle to Martin’s T1 and to access his Slip Summary form as well
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v

@ 1. Info 2.T1013 |5 3.T4|

NAME: Carsonn, Angela

T4 Slips - Feuillets T4
Descaiption

Province of employment
Employment income

CPP contributions

El premiums

Income tax deducted
Elinsurable easmings

CPP/QPP pensionable eamings

RRSP Contributions - Cotisation versée au REER
Description

Contribution period

Contribution to own RRSP

Modified 03:29:51 EFILE:

2018 Slip Summary

»4.T5| © 5. Donations E 6. Slips |

1 Total
ProFile Tour
2020
Ontasio
14 5220000 5220000
16 241065 241065
18 838, 85822
2 8,179.00 8,179.00
24 $1,70000 51,700.00
26 $2,20000 52,2000
1 Total
BancOne
January 1|
2019 to March
£,00000 00000

Eigible | Balance/Ref]

T:150: Total income.

53,192.50

v

SIN: 453545121

vi

1. T1 | = 2. S4Worksheet

NAME: St-Pierre, Martin

T4 Slips - Feuillets T4
Description

Province of employment
Employment income

CPP contributions

El premiums

Income tax deducted

El insurable eamings

CPP/QPP pensionable camings

T5 Slips - Feuillets TS
Desenption

<

Modified | 01:05:31 EFILE
T1:150: Total inc...53,092.50

= | @
U 3. Donations | @ 4. Info | »5.T4| = 6.T5 © 9.Slips
2018 Slip Summary
1 Total
ProFile Tour
200
Ontario
14 5210000 52,100.00
16 240570 240570
18 33822 85822
2 988124 988124
24 $1,700.00 1,700.00
26 5210000 $2,10000
1 Total
ProFile Tour

2020

Ehgible |Balance/Refund (1,742.07) GST Credit

&3

‘

s

»

-

e You can also use ProFile’s Sign-offs Review Marks to indicate, on each form, that you have verified
and confirmed all entered amounts
Box Slip #1 Slip #2
4
Description ProFile Tour i
2020

Province of employment 10 |Ontario ntario {
Employment income 14 52,200.00 0§
Employee's contributions CPP 16 2,410.65 Cf
QPP 17 0.00 o}
El premiums | 18 858.22 63
PPIP 55 0.00 4
Exempt CPP/QPP 28 No i
El No 2
PPIP No J
Employment code 29 \'.
RPP contributions 20 0.00 o
Pension adjustment 52 0.00 @
Income tax deducted 22 8,179.00 e}
El insurable earnings 24 51,700.00 0f
CPP/QPP pensionable earnings 26 52,200.00 (}’

WW"W% 0

Using the auditor
[ ]
[ )

Use a sign-off to clear the au

dit message

Press CTRL+F9 to consult ProFile’s Auditor for errors, omissions and suggestions
Double-click an audit message to jump to the related form



Agence du revens)
& Canada
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Income Tax and Benefit Return

Protected B whon Compietd ~

2018

Print your name and address below.

First name and mitial

Angela

Last name

Carsonn

Mallng accress. Apt No.— Sireel No. Sireet name

1010 Main St

PO Box RR

City Prov.Terr Postal code
Anytown ON B msa1a1

Step 1 - Identification and other information

Enter an email address

By proviing an email address, you are registering to recens ema notifications from
the CRA and agree to the Terms of use under Step 1 i the quide

1453 545 121
Yoar/MonthDay
(874112112 |

Enter your social insurance number (SIN):

| Enter your date of birh

Your lenguage oo
Yok legres o) Enter this amount on ine 180 of your return. 180[ 0[00
Taxable amount of eligible dividends (specify)
oloo
Enter this amount on line 120 of your return, 120[ [

Interest and other investment income

Specil
ProFile Tour 2020 (50.0% of 1885.01) **

©
8

ol

88

Income from foreign sources (specify):

Information about you
Enter your province or tertory af

N otice

\ Summary  Warnings % Notices ¢ Sign-offs X Issues « Overrides < Memos  EFILE}
SdWorksheet Taxpayer has investment income. Are there carnying charges of interest ex

Enter this amount on line 121 of your retum

Carrying charges and interest expenses
Accounting fees

5

ment or safe custody fees

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

Investment counsel fees

Reported on T5013 slips

Legal fees to collect, establish or increase the amount of support payments

Interest on money borrowed to ear interest, dividend. and royalty income

Jﬁ;;g;g; !g

Interest on money borrowed to acqui in a limited hip or 8 pa

active partner:
Tax shelter

ip in which you are not an

Rental and leasing property

Resource property

Enter this amount on line 221 of your return.

Overrides

Memos % EFILE # T1135 ©

your clients to sign CRA’s T183 form.

e To print the return, click the toolbar’s Print icon

o ProFile will open the Print Selection window—ready to print only those forms that you selected under
Options>Print Selection

d 2018 T1/TP1 Print Selection

Opticris

|| Keep selections

Print All Pages i
M Date in heading

M Default panter

M Mesge prink sets

u Shiow only Selected

Printing Tips
Find Form

Upon finding a form, use the
- Tab key to select it.

ID0EDOEEEDO0O0E
1D0pNHDEEEEOBEE

idoEoEE®

Mext

Simpiified

=

EEEEEEEEE
[CIRERCIRCIRCI R T RCIRC)

Pririt Job N 1. Carsonn, Angela 2, St-Pienre, Martin
o e Print Detads
B B [T [T Printthese sets

T EF [T FE Achivethese sets (PDF)

MERHBEHME Duplex sets

T E E E B Reviewmaks
i pr g I E E H 4 per page
|| Take snapshot [CECECERENE Language
Change the status to Find Form: ‘ e

= Tes-2
= RC1-1

(=

RC71-2
RC72-1
RC72-2
T1-1.2
T1-3.45

S1

s2

53
Sdworksheet

= 85

(5 S6

a7

Selup...

Unchanged R i 51 T183-1 Information raturn for electronic filin... 94

Infarmation return for electronic filin..
Discounting transaction - pages 1
Discounting transaction - pages 2
Motice of the actual amountofthe r..
MNotice of the actual amount of the r.
T1 jacket- pages 1.2

T1 jacket- pages 345

Federal Tax

Amounts transterred from your spo
Capital gains {or losses)

Statement of investment income:
Details of Dependant

‘Woarking Income Tax Benefit
CDOD snd DODD | Inima A Canbrbag

v

Set Defaults 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,

e Click Email to send the tax file E

3 1. Carsonn, Angela 2. StPierie, Mattin
e Print Dietais
T1 Paper
TP1 paper 2 M B T T F o Emalthese sets [PDF)
T1 Early Business
v
TP1EDI v EE E B E  Reviewmaks
i ROTEREEERE Lo
After Build PDF/Email . ‘ 7
|| Take snizpshot Find Fom:
Change the status to [FT | T1831 Infarmation return for electroniclin.. A
sy v - | T183-2 Information return for electronic filin
@ G RC71-1 Discounting transaction - pages 1
Optiors @ & RC71-2 Discaunting fransaction - pages 2
|| Keep selections & RC7e-1 Notice of the actual amount of the .
|| Date in heading @A RC7e2-2 Notice of the actual amount ofthe r.
|| Meige print sets E - | T1 jacket- pages 1,2
| Show only Selected JEO - | T1 jacket- pages 3,45
| Delets POF [y - | Federal Tax
@ & Amounts ransterred from your spo...
Hesohution S ETUE] ~ @ = Capital gains (of losses)
Emai Template - | Statement of investment income
<none> 2 = & Details of Dependant
Frving T @ EE=EEE S ‘Working Income Tax Benefit
e F'_:; . TEEEE S RRSP and PRPP Unused Contribu..
orm -
1l el @ (s th
Upon s a i S8 CPP on self-emalovment and other..
o Tabkeyto select it
- Email address for Carsonn, Angela
‘msp@cmadaca E
Simplified 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.

m Canada Revenue :eecmu revent Information Return for Electronic Filing of Protected B
Agency Y a an Individual's Income Tax and Benefit Return when completed

Tax Year : 2018

o The information found on this form comesponds to the tax year indicated on the right

l*  Before you fill out this form, read the information and instructions on page 2 of this form.

o Part D must be signed by the individual identified in Part A or by the individual's legal representative. Your electronic filer must fill out Parts C (prior to your return being submitted) and Part E
(once your retumn has been submitted).

o Give the signed original of this form to your electronic filer and keep a copy for yourself

Part A - Identification and address as shown on your return (mandatory)

First name Last name Social insurance number
Angela Carsonn 453 545 121

Mailing address: Apt no — Street no Street name PO Box RR City Prov./Terr Postal code
1010 Main St iAnytown ON dMSA 1A1

et your CRA mail electronically delivered in My Account at canada.ca/my-account (optional

mail address:
By providing an email address, | am registering to receive email notifications from the CRA and | agree to the Terms of use on 2 of this form.

Part B - Declaration of amounts from your General Income Tax and Benefit Return (mandatory)
Enter the following amounts from your retum, if applicable’

Total income (line 150) 53,192/50 f§

Taxable income (line 260) 45,192|50 [ Refund (ine 484) 2.429/00 f§
or

Total federal tax credis (line 350 of Schedule 1) 2,780|78 [ Balance owing (ine 485) ojoo il |

Part C - Electronic filer identification (mandatory)
By signing Part D below, | declare that the following person or firm is electronically filing the T1 return or the amended T1 retum of the person named in Part A_Part D must be signed before
retum s elecionically ransmitted

Here are a few additional need-to-know items regarding the T183:

e Ensure that your client signs where required



o Double-check that the correct method is selected for the Notice of Assessment

Part D - Declaration and authorization (mandatory)
1 declare that the information entered in Part A, B and C is correct and complete and fully discloses my income from all sources. | also declare that | have read the information
. on page 2 of this form, and that the electronic fier identified in Part C is filng my return. | allow this electronic fler to communicate with the CRA 1o correct any errors or
1

OMISSIONS.
2019/11/03 |
nature (individual identified in Part A or ] Name and title of representative Year Month Day

Part E - Document Control number (mandatory)

‘The document control number generated for my electronic record
D9339186IN3AT

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 of the following electronic options:
Ei | am registering (as indicated in Part A above) or | am already registered 10 receive email notfications from the CRA and can view and access my notices of assessment and
reassessment online.

[T 1 wouid tike my electronic flr to receive  one time natice of in their software and provide me with a copy
Provide your electronic filer with authorization by filing out Form T1013, Authorizing or Canceling a Representative
T understand that by ticking the box above (X), | am allowing the CRA o electronically provide my assessment results and my notices of assessment and reassessment o
e L T o e o T TR e et e et M F s s Faoh ke
see page 2 of this form
orR
[ X 1 wouid ke to receve paper notices of assessment and reassessment through Canada Post

Twill receive my notices of assessment and reassessment through Canada Post once my return or amended retum has been assessed. If | have already registered to receive email
notffications from the CRA and | tick this box, | understand that | will not receive a copy of my notice through Canada Post

e To EFILE the T1 return, just click the EFILE menu and select EFILE/ReFILE this return

Ctrl+F11

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!




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

COowm>

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 ona T1
Enter the name, address and other personal information

COw>

Correct answer is D

Question 4: True or False: Each type of income (T4, T5, 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-0ff 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

SoOw>»

Correct answer is D




Question 7: True or False: There is an icon on ProFile’s toolbar to toggle between spouses’ T1s

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

COowm>

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 Tax with Intuit Profile

Advance
T1 Work

Learning Objectives

At this Chapter’s end Additional Resources
. This document provides numerous
students will understand: resources to accounting professionals.
Refer to these sites to explore additional
= How to prepare a T1 when there training opportunities
are dependents Professional Accounting Software

« How ProFile optimizes a T1 Tax Preparation & efiling

Return Software

« How to prepare a T1 for the self-employed

Professional Tax Software Training



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

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. Chapter introduced a
married couple Angela Carsonn and Martin St-Pierre. We also prepared a separate and independent tax return for
a university student by the name of Johnny Carsonn. Chapter 4, therefore, assumed no relation between the
married couple (Angela and Martin) and the student (Johnny). In this chapter, you will learn how ProFile
optimizes tax returns—using a feature called Family Linking—when there is a relationship amongst various
taxpayers.

Let’s begin, though, by assuming that the married couple, Angela Carsonn and Martin St-Pierre, submit even
more 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 NANME
NUMBER DAYS OF THE YEAR OF THE YEAR
Feb 20, 2019 8000.00 Angela Carsonn
ANNUITANT 'S SOCIAL | CONTRIBUTOR'S SOCIAL
Angela Carsonn INSURANCE NUMBER INSURANCE NUMBER
453 545 121 453 545 121
Contribution was in whole or D

in part, in kind

[official tax receist] #
et receiotp S R ————

(CANADA) and subiject thereto.

e And a schedule of Medical Expense

Medical Expenses

Date Name Provider Description Amount
March 14, 2018 Angela Carsonn Clear Sight Eyes Eyeglasses 1588.44
June 28, 2018 Angela Carsonn | Dr. Nicholls Dental 888.78
November 30, 2018 Angela Carsonn Barclay & Associates | Physiotherapy 1044.22

o Further assume that Angela submitted to you the following T4 and tuition slip for her daughter, Carla,
who was a full-time student at Concordia University
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l.l :upnudumvlu Canada Revenue Protected B when completed

Tuition and Enrolment Certificate For shidet

* Issue this certificate to a student who was enrolled during the calendar year in a qualifying educational program or a specified educational program at a post-secondary
institution, such as a college or university, or at an institution certified by Employment and Social Development Canada (ESDC).

« Tuition fees paid in respect of the calendar year to any one institution have to be more than $100. Fees paid to an institution certified by ESDC or to a post-secondary
educational institution in Canada for courses that are not at a post-secondary school level, have to be for courses taken to get or improve skills in an occupation, and the
student has to be 16 years of age or older before the end of the year.

 Students calculate their provincial or territorial education amounts (if applicable) based on the number of months indicated in Box B or C below.

Name of program or course Student number
Fine Arts NCC-1701
Name and address of student A
Cada » CARSONN Session periods, part-time and full-time Ebgmmm .’:es [Number of months for|
1010 Main Street From To full-time sessions B 3
¥ M Y M Part-time | Full-time
Anytown ON  MSA1A1  CAN 5078 [ 01 | 2018 | 12 5,486.48 0 8
0 0
CONCORDIA UNIVERSITY 0 0
1455 De Maisonneuve 0
Montréal QC Totals 8,488.48 0 8
H3G 1M8 Name and address of educational institution
1
?mmmg?vm See the back of slip 1. If you want to transfer all or part of your tuition amount, complete the back of slip 2.
Empioyers name — Nom de femployeur I Canada Revenue ;‘wms du revenu T4
HI-IMPACT HR Year m Statement of Remuneration Paid
1000 Main St Année Etat de la rémunération payée
Anytown ON  M4A DA1 E;vfb:ﬂmr!l-‘:cnm ﬂg‘rlr 1'01‘ --\p'é'.f'u".i' 'r:m”ﬂefn] H-nlfgﬁ:ar
(4] otoojoo (2] J ‘
[ e e i P roves e Cobodlons o iyt oy PG - e 398 G acoyeties G1E
89911 1911 RP 0001 % T T
Social insurance number Exempt - Exemption L‘i/ L‘ 277l20 | \_| 9.1 00}00 ‘

Numero Gassurance socie CPPPP El PP‘P Employment s QPP contribulicns — line CPP/OPP pansionable sami

12 676 767 627 Codé amplel ﬂé‘%’n‘:’m ‘mployd aunn|u ugne:wlo Q« ouvrant droit & ::u:;:)lm%nnu

RPC/RAQ AE HPAP

i/ Protégé B une fois rempli

E 9 €1 promiums - ing 3 Unian dues - line
Employee's name and address - Nom et adresse de I'employé Cotaationsde omployd & "SM 2 Cotieations syncicaies - "9“e 212
Last name (in capitallefiers) - Nom g famille (en letes moulées) Furst name ~Prénom il - sk 18 151’06 ] “ } ‘
-»] GARSONN CARLA | Py —— Crartate donatons e 543
Cotisations a un APA — ligne 207 Dons de bientaisance — ligne 329
=] [ ] & [ ]
= 1010 Main Pension adjustment — line 206 RPP or DPSP registration number
Facteur déquivalence — ligne 206 N° dagrément dun RPA ou dun RPOB
- (=] | & |
s Anytown ON CAN MSA 1A1
< layee's PRIP FPIP insurabl
H Coteatone o Smplaye o READ - vor 2 vorse isurables o RPAP
o 55 | 56 ‘ ‘
-
Box - Case Amount - Montant Box - Case Amount - Montant Box- Case Amount - Montant
Other information
& [tseeoven
Autres Box- Case Amount - Montant Box— Case Amount — Mantant Box- Case Amount - Mantant
Z | renseignements
= (voir au verso)

Recording RRSP contributions
o With Angela and Martin’s tax return open, press F4, enter RSP in the Search field, and Profile will
open the RRSP/PRPP deduction form



RRSPIPRPP RRSP/PRPP deduction

RRSP contributions

Verify unused amount from Box B Notice of Assessment or enter it as 'Prior to 2018,

Contributions made to

Description Contribution period Own RRSPs Spousal RRSPs
TDW January 1, 2019 to March 1, 2019 i 8,000/00 oloo
March 1 to December 31, 2018 || 0loo 0/oo
Subtotal 8,000/00 0/oo

PRPP Contributions

Employee Contributions

- — s Made to
Description Contribution period Own PRPP
January 1, 2018 to December 31,2018 i oloo
Subtotal D{DO

PRPP employer contributions: January 1, 2018 to December 31, 2018
(amount from your PRPP contribution receipts) - report on line 205 D{DO l

Total RRSP/IPRPP contributions

Contributions made to
Own RRSP/PRPP  Spousal RRSPs

RRSP contributions 8,000/00 0|00 l
PRPP contributions 000
Subtotal 8,000(00 olco i
Less: Designated Home Buyers' Plan (HBP) repayment 0/00
Designated Lifelong Learning Plan (LLP) repayment 0jo0
Non-deductible contributions due to HBP or LLP withdrawal 0/00 000
Refund of undeducted contributions included abeve 000 000
b TOtALER; buti 00000 Mo L

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

RRSP/PRPP deduction limit
Option 1: Enter limit from 2017 Notice of (Re)Assessment 9,500 I

Option 2: Calculate the limit
2017 earned income 0 X18%
Lesser of A or $26,230
Less: Pension adjustment from 2017 T4/T4A slips
2018 past service pension adjustment
Plus: 2018 pension adjustment reversal from T10 slip

Subtotal

Plus: Unused RRSP/PRPP deduction room from 2017

o|o|jo|o|o|o|a|o

Subtotal 9,50

Less: Saskatchewan Pension Plan deduction 0
RRSP/PRPP deduction limit for 2018 9,500

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 Angela’s T1

e Press F4, enter Med in the Search field and ProFile will open the Medical Expenses form
o Enter the medical expenses as illustrated below
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Medical

Medical expenses

Optimize medical expenses? Yes [ ] No [

penses - line 330

Period covered by claim: from  2018/01/01 to 2018/12/31 |1
Payment date Name of patient Payment made to E?Zi;g:?: -\lrsnl:l‘;ﬁg;'? Amount Claim
2018/04/14  |Angela Carsonn Clear Sight Eyes Eyeql No 1.588[44 1.588|44
2018/06/22  |Angela Carsonn Dr Nicholls Dental No 888|78 888|78
2018/11/18  |Angela Carsonn Barclay & Assoc Physio No 1,044(22 1.04422
yyyy/mm/dd No 0joo 000
Medical expenses subtotal 3.521/44
Are you claiming medical expenses? Yes !
Taxpayer Spouse
Premiums paid to private health service plans 0|00 0/o0
Employee/Recipient-paid premiums for private health services plan o] [¢]e] 0]00
Québec prescription Drug Insurance Plan - 2017 (o] [s]] 0|00
Nova Scotia Seniors' Pharmacare Program 0|00 0[00 DlD(] I
Total medical expenses - line 330 3,521/44 I
Allowable amount of medical expenses for other dependants - line 331
Name of other dependant E Net income (o] [e]4]
Payment date Payment made to Description of expense [ K,;?gﬁ;‘,;o Amount Claim
yyyy/mmidd No ofoo | 0/00
Total medical expenses 0[00

Recording Dependant Information

o With all of the spouses’ information entered in ProFile, the last step is to record the slip information for
the couple’s daughter, Carla. To do this, you will use a ProFile’s Family Linking feature.

FAMILY LINKING

When you create a dependant’s tax return, ProFile will link the return with that of the
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.

osan, Jane
Cosan, Javier

~  Cosan, Mana

o With the spousal return open, Press F4 and enter Dep in Form Explorer’s Search field
o Enter Carla’s personal information on the Dependant information form



Dependant Depe nda nt information

Family caregiver amount claimed by

lAre you eligible to receive the Child Tax Benefit?

Yes E No ]
You [X| Spouse [ |

Social Insurance Number

First name

Last name

Relationship

Birth date

Net income

Total splitincome from Line 6836

of form T1206

TOSI-adjusted net income

Claim as eligible dependant?
Dependant claiming GST credit?
Dependant claiming PST

credit (MB)?

Did you or your spouse or
common-law partner receive child
assistance payments from

Retraite Québec for December 20187
Did dependant live with you in 20187
Dependant meets all of the
conditions of a qualified dependant

e To create Carla’s T1 return, right-click on any field in the form and select Return for Carla

[Family caregiver amount claimed by

676 767 627

Carla

Carsonn

Daughter

2002/10/10
0.00
0.00

000§

No

Yes

No

No

Yes

Yes

lAre you eligible to receive the Child Tax Benefit?

Social Insurance Number

Claim as eligible dependant? No
Dependant claiming GST credit?
Dependant claiming PST

o ProFile will open a window to confirm the action. Click OK

First name

Last name

Relationship Daughter

Birth date 2002/10/10

Net income 0.00
Total splitincome from Line 6836 0.00
of form T1206

TOSl-adjusted net income 0.00 1

Dependant #1

Daughter

yyyy/mm/idd
0.00
0.00

0.00 [

No

Yes

No

No

Yes

Yes

Yae X1 Nn [
Help F1

Retum for Carla
Cut

Copy
Copy field code

Insert column

Delete column
Format override Ctrl+F2
Attach memao 8

Copy Memo/Tape
Paste Memo/Tape

Dependant #2
J

0 ProFile

Create a new return for Carla?

Cancel

e From Carla’s tax file, return to Form Explorer and enter her T4 and T2202 (tuition) information

IN/A
yyyy/mm/dd
0.00

0.00

0.00 i

Yes
Yes

Dependant #3
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T4

Statement of Remuneration Paid

Description Hi-IMPACT HR

Province of employment 10 Ontario
Employment income 14 9,100.00 9,100.00
Employee's contributions CPP 16 277.20 277.20
QPP 17 0.00 0.00
El premiums = 18 151.06 51.06
PPIP 55 0.00 0.00
Exempt CPPIQPP 28 No
El No

PPIP No
Employment code 29
RPP contributions 20
Pension adjustment 52

Tuition Slips
Slip #1 Slip #2 I Slip #3

Concordia U
Description

T2202A, TL11A, TL11B, TL11C

Tuition fees paid A 8.488.48 0.00 0.00 0.00 8,488.48
Number of months in part-time enrolment B 4] 0 0 0 4]
Number of months in full-time enrolment C 8 0 0 0 8

TL11D
Tuition fees paid
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 Carla had excess tuition expenses, ProFile automatically transfers the applicable tuition credit
to the appropriate spouse. A quick glance at line 324 of Martin’s S1 form confirms the transfer

Interest paid on your student loans (See Guide P105.)
our tuition, education, and textbock amounts (Complete Schedule 11)
[Tuition amount transferred from a child

Amounts transferred from your spouse or com
o Nt e

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.”

Module Options ? B3
Wl 22017 TITR VI 32M6-2019T2 ¥ I L) 52METHTPEAE ¥ I Eea2mzrx
File Template
“ | Browse
General Datalocking Wariance Disclaimer T1/TP1 Review
O Camplete line 6509 Al | ptanguage
B Jaint client leter @ Englizh
B Joint client invoice O French
Autpmatica arry forward "Form Selection” settings
& Calculation options
B Al family linking
B Recalculate invoice on data locked returns
& File naming
® Long names
Q Longwith SIN
S e
O Long using SIMs
O Client reference numher © 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 screenshot below shows the Tax Summary for a married couple named Mary and Frank. Mary earns
significantly more that her spouse, Frank, some of her income stemming from a pension of $48,950. Tax
practitioners will know that there is an opportunity, therefore, to split the pension income and reduce the couple’s
overall tax liability.

Total income

Old Age Security

CFFIQFF benefits
Other pensions
Split-pensicn smount

Universal Child Care Benefit

Taxable dividends
Interest

Limited

RDSP

Rental

Taxable capital gains
Support

RRSP

Other

Self.

Workers' compensation and
social assistance

Total income

Credit
Netincome Donatic
RPP 207| 0 0 |
RRSP- 208 [ o | Total pd

Split-Pe n Deduction o 2
H S T

e To optimize pension income, go to the pension-transferor’s return and open form T1032
e Scroll down the form and click Split-Pension Income

Protected B
when completed
 Step 3 - Elected split-pension amount
For in the elected split- ion amount, s r Split-Pension Income wofksheet.
Enter the amount that you and your spouse or common-law partner decide to jointly el
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 ing spouse or law partner’s retum and on line 116 of
the receiving spouse or common-law partner’s retum
 Step 4 - Pension income amount (line 314)
Part A - Calculate the pension income amount of the transferring spouse or common-law partner
Amount from line A 48,950 001 |G
e e " — ~ NPt od

e ProFile opens the T10320pt pension worksheet form. Right-click the form and select Optimize split
pension income
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Information for the elected split-pension amount

[The Spit-Pension Income optimization workshest helps you determine the amount, i any, to enter on line G of the T1032 - Joint Election to
Spit-Pension Income.

To wenw the amourt that we suggest for transfer, nght click on the worksheet and select Optimize split.pension income
For addibonal information, press <F1> fo access help for this worksheet.

Calculation of the elected split. amount
" Copy Memo/Tape
. - : Paste Mema/Tape.
Elocted spit-pension amount 000 000 0 Closefom [
g | — o Print form
Total payable (line 435) |Frank .00 000 0
Combined 000 000 G e wiciow
Mary 000 000 0 Launchwindow
Balance owing / refund | Frank 0.00 000 0
0.00 0.00 o Create FX
[Combined net beneft (cost) 000 [ Create T3
Carry forward
Maximum 5 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 audior CileF3
This amount will appear on line G on your 71032 Elected split-pension amount 000| S

o Asillustrated 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 121

e And it also provides a chart outlining the tax liability with different transfer amounts
e To accept ProFile’s suggested transfer, right-click the form and select Elect split-pension amount of

$24,475

[Calculation of the elected 5, 15i0n amount
: 0
Elected spWl pension 3moual 700 2247500 000 000
T [Mary 4353368 3200313 000 000
Total payabie (line 435) |Frank 3 688 50 11,044 43 0 000
Combined 47.222.18 43,047 56 [ 000
Wa 2037468 14,844 13 0 0 g
Balance owing / refund | Frank 31171} 104422 [ O @™ Eiect spit-pension ameunt of S4ATS0
[Combined 20,062 7 765,888.35 0. [ i
Combined net beneft (cost) 117462 0.00 0 Copy field code
|Summary of the elected split-pension amount Copy MemorTepe.
Paste Memo/Tay
We have datermined that transfering $24,475.00 to Frank's retum will resultn the lowest combined total payable. ¥ you slect o transfert] "o 1
suggested amaunt, the balance owing of $20,062 87 is decreased to $15,388 35 This represents an averall sangs of $4,174.62 Close foem B
Maximum spit-psnsion smeunt (Fom lins F af your T1032) _ EEEE e
New windewr
Please enter the split pension amount you wish to transfer to Frank.
This amount will appear on line G on your T1032 Eloctod split pension amount 000 e —
Create FX
Impact of electing a split-pansion amount on your combined total payable [‘:‘m
Carry forward
e | 5 | S
total Show sudtor CuieFe
payable o a B
(ine 435)
al
$1 Sew Sems  SLMZ  SOTID  S122W  SME5  SIL02  S9SN0 S0 SaaTs
0 ot {ma 524 375

To learn more about optimizing, go to Help > ProFile Help, click the Search tab and enter “Optimizing” in the
Search field

va
- L4 i L w
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& = o [Ei &5
Back Forward Stop Refresh Print
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List Topics credit optimizations, advantageous caregiver and infirm dependant
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PROFILE AND THE SELF-EMPLOYED

As professional-grade tax software, ProFile can accommodate many types of income 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 2018

Revenue 91,773
EXPENSES

Accounting Fees 4,800
Advertising & Promotion 1,447
Interest & Bank Charges 1,547
Office expenses 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
Home Insurance 628
Home Rep/Maint 1775
Heat 1288
Hydro 764

Property Tax 3840
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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 T2125

v Form Explorer ? X
|H|uza:‘Sam v Lo bEI ‘EEI rﬂ: ]
Fom: [T2124 Open Pt New | List Detsl Key Line
Forms Name Category Desciiption Used Lastyear Step o]
il L T2091WS 8 Income Principal Residence \Workshest Ne N ]
_ S Ta28 Income Fishing activities No N &9
1 Identfication | -4 15121ccASum.. Income Summary of CCA for fishing activibes No M 0
W 2 Slips "1 TZ121CECH Income Cumulative elighle capitalfor fishing activi..  No  N/& El
3 Income: 1 T2 Assettt Incarme Asset details Ne N/ R
= i "L T2 Assetlisth  Income Asset st No N 54
4 Deductions | — 11100 Income Detais of CCA Mo Ne& t]
§ Tauvcred >| | 3 12121Compasa.. Income T2121 - Comparaive summary No N/ %5
AT Income Business activites No N 9%
TP1 S S . R - =2
[T21252:Business activities

Here’s how to complete form T2125
o Enter the business contact details and other required information under identification area, and record
the gross sales under Part 3 — Business Income

I.T :’;aaen::; Revenue ﬁ%ﬂ;:;:n;revenu ] Statemenlt of L B when completed
Business or Professional Activities

* Use this form to calculate your self-employment business and professional income.

* For each business or profession, fill out a separate Form T2125.

® Fillin this form and send it with your income tax and benefit retum.

® For more information on how to fill in this form, see Guide T4002, Self-employed Business, Professional, Commision, Farming and Fishing

Income.

r— Part 1 - Identification

Name Hruzec, Sam Your social insurance number 238 137 848
Business Name Business Number

SH Marketing (15 characters) RT

Business address

Number _ Street, P.O. Box Apartment or suite

1212 JOak Street

City Province or territory _ Postal code

Anytown Hon Am1a 1A1

Fiscal Period Was 2018 your last year of business? Yes D No E
From: Year/Month/Day Year/Month/Day

2018/01/01 to:  2018/12/31 ICaIendar Year

Main product or service Industry code (press F6)

Promotion (see the appendix in Guide T4002)

Accounting method Tax shelter identification number Partnership Business Number Your percentage of
{commision only) iqi i

Cash || Accrual [X] TS (8 digitz) ﬂwwaogz‘lg;;r;hi)%

Name and address of person or firm preparing this form

P A B T TS S o G st S pem " "

2. [X| 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 E Business |:| Commission

Gross sales, commissions, or fees (include GST/HST coll d or collectible) 91,773|00
Income reported on T4 slips 0|00
Income reported on T4A slips Qjoo
Fees for services (T4A box 28) 0|00
91,773/00 g1
Minus Goods and services tax and provincial sales tax (GST and PST) or harmonized
sales tax (HST) (if included in sales above) DlOO
Returns, allowances, and discounts (if included in amount 1) 0[00
ojoo @2
‘Subtotal : Amount 1 minus amount 2 91,773j00 || 2
If you are using the quick method for GST/HST G i c d as follows:
GST/HST collected or collectible on sales, commissions and fees eligible for the
quick method 0loo I 4
GST/HST remitted, calculated on (sales, cummlsswons and fees eligible
for the quick method plus GST/HST colk d or ible) multiplied by the
applicable quick method remittance rate oloo s
Subtotal: Amount 4 minus amount 5 0|00 @6
Adjusted gross sales : Amount 3 plus amount 8 (enter on line 8000 of Part 3C) 91,773|00

e Record all business expenses in Part 4 of the T2125



— Part 4 — Net income (loss) before adjustments
Gross business or professicnal income (line 8299 of Part 3C) or Gross profit (line 8519 of Part 3D) 91,773/00 Ia
Expenses (enter only the business part)
Advertising 8521 1,447/00 i
Meals and entertainment 0/00 I % 50%
Meals and entertainment (long haul truck drivers) 0/00 I % 80% 0jo0
Bad debts 000
Insurance 000
Interest 1,547|00
Business taxes, licences, and memberships 0|00
Office expenses 1,398/00
Office stationery and supplies 0j00
Professional fees (includes legal and accounting fees) 4,800/00
Management and administration fees 0j00
Rent 000
Repairs and maintenance 0|00
Salaries, wages, and benefits (including employer's contributions) 0/00
Property taxes 0/00
Travel expenses 78000
Utilities 626|00
Fuel costs (except for motor vehicles) 0|00
Delivery, freight, and express 0j00
Motor vehicle expenses (not including CCA)
(see Chart A) - from worksheet 881 {35 i
Moter vehicle expenses (not including CCA)
(see Chart A) - other oloo IR 881[35
Capital cost allowance (from Area A) 9936 1,856/44

e 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

Protected B when completed
Motor vehicle expenses (Business)
Terminal Owned by
HEETITE business?
Chart A - Motor vehicle expenses
Description of automobile Filmore
Enter the kilometers you drove in the tax year to earn business income 3,255 I 1
Enter the total kilometers you drove in the tax year 10,081 I 2
Taxable Non Eligible Total
GST HST
Fuel and oil oloo J§ oloo i 827/00 82700 Jj 3
Interest (see Chart B) 0|00 Q00N 4
Insurance 914/00 S14/00 @ 5
License and registration 000 I} K
Maintenance and repairs 0[o0 0|00 637|00 637100 @ 7
Leasing (See Chart D) [o] [a]e] 0/00 000 [o]leslo] ]
Other expenses (specify) 0|00 0l00 0/00 OO0 @ 9
0[00 0/00 0/00 000 W 10
Total motor vehicle expenses 0]oo 0joo 2,378/00 2,378|00 @ 11
Business use part: Multiply line 11 by 32.35 % oloo i oloo i 769)35 ] 76935 | 12
Business parking fees oloo i oloo i 112j00 | 112jo0 | 13
Supplementary business insurance oloo J§ ofoo | 14
Allowable motor vehicle ex oloo Jj oloo ] 88135 Jj 831/35 |] 15

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
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
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e Enter the home’s total area and the area used for business
o 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
Area of home used for business (A) 317
Total area of home (B) 1,695
Heat 1,288/00 [§1
Electricity 764/00 12
Insurance 62800 @3
Maintenance 1,775/00 g 4
Mortgage interest 000 @5
Property taxes 3,840/00 g6
Other expenses (specify):
000 @7
Subtotal: Add amounts 1to 7 8,295/00 g8
Minus: Personal-use part of the business-use-of-home expenses 6,743 66 §9
Subtotal: Amount 8 minus amount 8 1,55134 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. 0|00 g11
Amount carried forward from previous year 000 g12
Subtotal: Add amounts 10 to 12 1,551[34 I 13
Minus: Net income (loss) after adjustments (amount e of Part 5) (if negative, enter "0") 78,43721 g 14
Business-use-of-home expenses available to carry forward: Amount 13 minus amount 14
(if negative, enter "0") OJOO I 15
Allowable claim: The lesser of amount 13 and 14 above (enter your share of this amount on line 9945 of Part 5) 1,551/34 16
Me— Pm— e SR S ——— i

After entering all required information on the T2125, ProFile will calculate the gross and net business income and
transfer it to the T1 Jacket.

[ AN e A A N A s AN et NN PN PN N AN PPN e P,
Net partnership income: limited or non-active partners only 122 0
Registered disability savings plan income (box 131 of the T4A slip) 125 0
Rental income Gross |160 0|OO i Net |126 0
[Taxable capital gains (Complete Schedule 3.) 127 0
Support payments received Total [156 0|OO i Taxable amount 128 Q
RRSP income (from all TARSP slips) 129 0
lOther income Specify 130 0
Self-employment income
Business income Gross 162 91,773(00 Net 135 76,885/87
Professional income Gross [164 0[o0 Net 137/ 0|00
Commission income Gross [166 0|00 Net [139] 0[00
Farming income Gross [168 0|00 Net 141 000
Fishing income Gross [170 0|00 Net (143 0|00
Workers' compensation benefits (box 10 of the T5007 slip) 144 0/00
ISocial assistance payments 145 0|00
et fps~eraypajpmmmictyny 21 0f iha TA(PEP N~ i~ AL om0

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.
e 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 [
o  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 ]



Taxpayer personal information

Once you enter an amount on either Line 5292 or 5293, ProFile will tick the box to prorate non-

refundable tax credits @

Note how the auditor alerts you that amounts are prorated =l
You may then complete the rest of the return as you normally would

2018 Personal information

Marital status
Indicate your marital status on December 31, 2018

Electronic Noti

SIN 222 222 226
Title Ms 1] married 2[]Living common-law 3] Widowed
First name: Rene 4[| Divorced 5[ | Separated 6 X single
Last name Descartes
T If status ch: in 2018, enty te of ch m/dd
Last name changed in 20187 HIBB lZIuc status changed in 2018, enter date of change mi
Do you want to change your address? [ Wyes [XENo Were you married or living common-law at any
Care of time in this tax year? Yes [INe
Street address 1299 Main St Apt#
ECIC S | B Province of residence
Ciy  Anytown on 201812131 Ontario [ 1]
Prevince ON Province of self-employment
Postal code M2A 1A1 If you became or ceased to be a Canadian resident in
Primary phone  (905) 999-8999 2018, enter date of entry 06/12 :,‘;‘u’;:"""‘"‘ e
Birth date 1999/12112 Bage 19 or departure  mm/dd T E
Date of Death _ yyyy/mm/dd Spouse's or common-law partner's net
Gender Male D Female income while the taxpayer is living in
Province or territory where taxpayer resides if different from mailing Canada 5263 0.00
address: Spouse’s or common-law partner's net
p e g
CRA online mail [] Already registered [ | Yes [ No '::gam;::”e feiare B i 5267 0.00
e Canadian sourced non-resident income m 12,222.00 l
By providing your email address or updating an already registerad email . " f 55 n
address, | understand | am registering for online mail and B 12,222.00 l
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? X ves [Hno n
Are you a non-resident? —| Yes m_Ng]

Do you want preparer to get
I £.of Asgessme

nt?

Residency status __Resident

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 T1

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...

COwm>

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?

A. Medical expenses
B. Charitable donations
C. Tuition credits

D. All the above

Correct answer is D



Question 7: True or False: The T1032 form allows you to optimize and split pension income between spouses

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

COowm>

Correct answer is B

Question 10: True or False: ProFile can prepare a T1 for part-year residents

Correct answer is True

109



Learning About Tax with Intuit Profile

Chapter 6

An Online
World

Learning Objectives

At this chapter’s end

students will understand:

» How to use ProFile’s online tools

= How to use CRA’s AutoFill My Return
« How to ReFile a T1

Additional Resources

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

Professional Accounting Software

Tax Preparation & efiling

Return Software

Professional Tax Software Training



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

&

... To engage a ProFile support agent and chat online

B &1 @ erofile Chat Support X + - o X

O @ accountants.intuit.com * ¥ L e -

Live Chat - ProFile

Click the Notification Centre...

r

... To view alerts, reminders and other ProFile messages

ProFile Notification Centre Clear Al

o 5100 notes - Known issue in Profile 2017.1.0 X

Learn More

Do Not Disturb

e Click the Online Settings to access ProFile’s online tools...
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e ...Including a service to back up your files online

Backup to Cloud

Securely protect your returns online using ProFile's Backup to Cloud. Here's how you can get started:

Tl
Al

6]

Enable Backup to Cloud Choose when to back up Download on demand
You'll need to turn it on in You can back up to the cloud Rest easy, you can retrieve
your Environmen ions, automatically when you save your your returns if they are lost

return or have more control by or damaged.

backing up with ProFile Hub.

[”] Don't show again Enable now Remind me later

Accessing your online account

If you have a ProFile account, getting online is quick and easy:

e From the toolbar, click the Online Settings icon and ProFile launches the sign-in window
e Click SignIn

e Enter your user ID and password il

e Select your firm (or add a new one) [

e Click Finish and you’re done 11



[oniine Settings X
Online Account
‘Yau are not signed in an I

To use Online Backup and Cloud Bridge. sign in with your “rofile Review
username and password.

Each lime you save a file, a backup copy of that file will upload 1o your
account

File T1 data to your account for

Select Folder: WMacHomeDocuments\My ProFile Data\

OK Cancel

Select your business

Please select the business this license of ProFile
should be connected fo.

° s |

Add New Business

Connect Business

INTUIT ProFile

i. Sign In & ProFile Online Backup - Login

Sign in

Email or user ID

Password H

...................

+ Remember me

Torgal my user 1D or password

New o intut? Create an acoount

7
'
Q Success! You're All Set.
You are signed in as
tings |
You can sccess onling features by clicking on the
@ icon in the top bar.
TIP: Try it out - you can always change it later in settings
o -

But I don’t have an online account
If you don’t have one, creating an online account is a snap:

e From the toolbar, click the Online Settings icon to launch the sign-in window

e Click Create Company N

e Enter your credentials and then click Create account =1

jé@

infurk Frofie

Create your company

Already

Email

Company Name

Back

-~

il Sign |

x

nfurt pofile

Arsady have an azeeure) Sign A
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BACK up TO THE CLOUD

To back your files up to ProFile’s cloud servers, you must first enable the feature:

E. Click Environment > Options, select the Backup to Cloud tab and click the appropriate options. Note that
you can choose to automatically back up all files upon saving.

Discounter Trustee Audit System Security HyperDocs PDF  Backup to Cloud Nofifications ¢ |*

ProFile users can back up returns to the cloud for storage and security.
Learn more.
[V Enable Backup to Cloud for this computer

[] Automatically back up returns on saving

Note: You can back up multiple returns using Hub

B I i SR NI an WSS

F. To manually back up one or multiple files from the Menu Bar, click Go to>Hub, select the desired filesn

G. Click the Actions dropdown and choose Back up to the Cloud =]

© Profile Hub - = %
Workflow &N Signln | T1 Module
Action All years [m
Open File
"f“‘d“" ol “ FILE NAME INTUIT LINK CRA IMPORT cot |
clou
wallet, gui
D g s |

Taxpayer, Amy

3]

_ Taxpayer, Amy

_ Taxpayer, Amy

O o ®

. Taxpayer, Amy

Cmida Faula

Total Client{s): T1 82 | Selected Client(s): T12 ProFile Hub Service: Available

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:
e Register and be an approved electronic filer
e Register in CRA’s Represent a Client and have a ReplD, GrouplD or business number (BN)
e Have a valid Form T1013 Authorization Form (described in Chapter 3) for each client



It 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

TAE, Statement of Employment Insurance
and Other Benefits

T4RIF, Statement of Income from a
Registered Retirement Income Fund
TARSP, 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

T5, 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

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
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T4A income

Outstanding GST/HST returns
Immigration Date

EFILE ineligibility indicators

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.

Using AutoFill My Return (AFR)

e With a client file open in ProFile, click File=Import CRA Data

i PrOFILE
File Edit Audit Goto Form Options EFILE On Training W
New
Carry Forward. Cri+R -
DT Max Carry Forward.
Open. Ctri+O
Reopen
Save CtrlsS

S
Close CurisW

Properties. Cirlel

Print Ctri+P
Print / Email PDF. Ctri+Alt+P

[] Yes

Quick Print

Print Setup.

Print Slips Setup.

Setup Mailing Labels.

HyperDocs... %

ye'em from maikin

jtered I:I Yes
Auto-fill my Return (AFR) Lbeaay registerec
Import RQ data
page 2 of the fi
Exit AltsF4
Eiecl ronic Notice of [Cyes |

ing yes on the box al 1 alwnr_nmeCRAroelecu

e Click Launch CRA Website



CRA Data Import X

ProFile CRA Data Import

* Learn more on intuit.c

< ! Launch CRA Website > Cancel ]

e ProFile will open a browser and take you to CRA’s website
o Click CRA Login &

e Enter your credentials

e Confirm CRA’s request then click Next

e Close the window to return to ProFile [

Tax information web service

The Tax information web services currently include the following applications:

Canada Revenue Agency Canadi

« Auto-fill my retum, used to gel tax information for individual tax returns
= T2 Auto-fill, used to get tax information for corporate tax returns
= Express NOA

Choose from one of twa 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 oniine services (for example, onlin CRA Log n

* User ID (required)

Sign-In Partner Login / Register

» View list of Sign-in Partners Eorgot your user ID?
* Password (required)

wsssssssass

Option 2 - Using a CRA user ID and password
Forgot your password?

Log in with your CRA user ID ‘wurd or register For more information on how your privacy is prolected, refer to our Personal Information Collection Statement.

Exit

CRA register

to manage your security questions and answers, you must first login.
¥ Y

CMS.30

Canada Revenue Agency Canadi

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 Information Collection Statement
osa i windom

ca|
-

o Profile displays the Data Import Worksheet where you can select or deselect the information to import
into the tax file
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e Click Import Selected Datan
e Close the window that confirms the import is complete Bl
e ProFile will list the imported information on the Data Import Summary form n\

®  You have successfully used CRA’s Autofill My Return

Data Import Worksheet Data Import Summary

Data imported on Apr 02 2018 01:32:33 PM u

Here is the overwew of all imported skps and CDE data from the CRA / Revenu Québec
] Check/UnCheck Al You can see each individual sip by chcking on the detais link

¥ T4 Statement . Imported Slips

- Client Data Enquiry
Add As New No Debt inchcator
Replace CITY OF OTTAWA | Balance Owing Amount

R Ok Dot g

¥ T4A Statement

¥ THE GOVERNMENT OF CANADA LE eRt [1471 108 Add As New

H Import Selected Data Data Import Completed

ALL ABOUT REFILE

If you are an EFILE service provider, you can use ReFILE to EFILE T1 adjustments for tax years between 2015
and 2018. 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 though 2018)
. You have level 2 authorization from your client

. Thenitial return was filed online (EFILE)

. Thenitial 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:

. isamending an election or wants to make an election (for example, using Form T2057, Election

on Disposition of Property by a Taxpayer to a Taxable Canadian Corporation)
. Isapplying for child and family benefits
. Isallocating a refund to other CRA accounts
. isapplying for the disability tax credit
. hasareassessment in progress

. hasafirst return that has not been assessed (you can view the Express Notice of Assessment
(NOA); view the regular NOA on Represent a Client or My Account for Individuals; or have a

paper NOA on hand to validate that a return has been assessed)
. IS subject to provincial or territorial income tax in more than one jurisdiction

. the first return was filed by the CRA as a 152(7) assessment

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:

. Mmarital status
. address

. direct deposit
. email address

In addition, you cannot use ReFILE to change:
. ataxreturn that has not been assessed

. ataxreturn where nine reassessments exist for a particular tax year
. abankruptcy return

. areturn prior to the year of bankruptcy

. carryback amounts such as capital or non-capital losses

. areturn 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
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https://www.canada.ca/en/revenue-agency/services/e-services/e-services-individuals/account-individuals.html

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)

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

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.

Go to File >Save As... and save the file under a new name (optional)

TRI Status: |1 Not slighle

T1196 Status: |1 Not eligble
DCH

Invoice: 213 Time: [00:0454

wscounted?  [T1GRA Frirs M58

2 sersimdia DocumentsiMy ProFile Dafai201 8T11Shaeve, Raphaelle REFILE. 15T

Onlirve Backup Disable

Car

Hep 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 F4 to open Form Explorer and, in the
Search field, enter TLIReFILE


https://www.canada.ca/en/revenue-agency/services/forms-publications/forms/t1-t1-adjustment-request.html

T1 ReFILE Request

* Use this worksheet to amend your 2018 personal tax retum

* ReFILE transmission requests cannot be used to change the following fields:
- Address
- Name
- Social insurance number
- Date of birth
- Marital status
- Residency
- Elections Canada
- Alteate address
- Email address
- about spouse or 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.

Al included in the ded return are as amended. This means data from amended schedules will overlay the previous
data.

* Toamend a T1 return, make sure you completed all the information on the tax retum and answer the following questions:
SIN 525 515 151 i

Name Shrieve, n i

Date of ReFILE  2019/09/24
Is this an amended tax retun?  [Yes [ |No

If you are changing any of the fields mentioned below, please select what is the reason of change.

AN NP LRA TN NN i N e N AN P e b Bt S N e NN NN AP

. Ensure the client information (SIN and Name) is correct
. Enter the current date in the Date of ReFILE field =]

. Select Yes for the line that reads ... “Is this an amended tax return?”: 1]
. Note: failing to select the “yes” option will produce an error when attempting to ReFILE.

. Answer any other relevant questions on the form

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

. A letter “R” now displays in the 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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. Canada Revenue :"é‘;‘:‘ revenu Information Return for Electronic Filing of
Aoy A an Individual's Income Tax and Benefit Return

ax Year: 2018 R

. 10 the tax year indicated on the right
[ Before you il out this form, read the information and instructions on page 2 of this form
[ Part D must be signed by nPatAor by the Your electronic fier must fil out Parts C (prior o your return being submited) and Part E

{once your retun has been submited)
/o Gwe the signed original of this form to your electronic fler and keep a copy for yourself

Part A - Identification and address as shown on your return (mandatory)

Last name Social insurance number

Shrieve 525 515 151

PO Box RR City Prov.Tert Postal code
i Anytown [ON K9A 1R4

optional

e ] |

By providing an email address, | am regrstering to receive emanl notifications from the CRA and | agree to the Terms of use on page 2 of this form

Part B - Declaration of amounts from your General Income Tax and Benefit Return (mandatory)
Enter the following amounts from your return, if applicable:

Mailing address. Apt no — Streel no Streel name
101099 Arlington

Total income (ine 150) 99,998(00 §
Taxabla income (ine 260) 99,999|00 [ Retund (ine 484) oloo §
or
Total federal non-refundable tax credits (ina 350 of Schedule 1) 4,236(15 JJ Batance owing (ine 485) 1,718[70 §
Part C - Electronic filer identification msndaw
8y sgnng Part D beow g the T1 retum or 4 T1 retum of Part A Pari D must be signed before |
retum is electronically transmitted

Part D - Declaration and authorization (mandatory)
I declare that the mformation entered in Part A, B and C is comect and complete and fully
on P3ge 2 o hes form.and thl the lectionic fer i Part C & fing my feur. | allow this eecionc R 9 comamtaicsa wen i CRtA b coret any enors or

omissions
2019/09/24 |
ign [( identified in Part A or legal Name and tile of Year Month Day

Part E - Document Control number (mandatory)
record

. 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...

LE Pre-authorized Debit foks tax

] EFILE the IS taxpayer...
b EFILEthe T135..
N Build T1 EFILE Online Batch...
b EFILE Online Batch
e Build TP1 NetFile...

TP1 Connect...
ke Reports >
I Print All ACKs
r—: View Notice of Assessment (ENOA)
L Set EFILE Password
- Options...

EFILE i ing on Tuesday, March 21, 2017 at 1:07 PM

Transmitiing C\Users\swunl\DowmentsWy ProFile Data\EFILEV2016T 1 VN T A0
CiUsers\sivanl\DocumentsiMy ProFile DatalEFILEYR016T 1 SN RESPTAX downloaded.

The Canada Revenue Agency has successtully received the 2016 ReFILE submission forlIN
Any changes 10 taxpayer information (listed on the ReFILE webpage as invalid) will not be
updated to the Canada Revenue Agency. Your client's express notice of reassessmentwill be
available for viewing through the software, provided you have met the requirements. Refer to the
“What's New" section on the EFILE website for further details. The taxpayer needs to keep all tax
information slips and documents for six yeors, Please keep this confirmation number and DCN for
your records

EFILE session done.

L [ ok ][ concel J[ oo |




Confirming the ReFILE submission

ProFile enters the ReFILE confirmation number on the Info form. to the return. It matches the number displayed
in the ReFILE confirmation message.

—

T1 EFILE/ReFILE confirmation number:

=

— |

T1135 EFILE cor

TP1 NetFile confirmation number:

ion number:

T1013 EFILE confi

ion number:

T1PAD confirmation number:

. You can also confirm the history of the submission by selecting Properties option under the File

Review the history of the return; the ReFILE displays as an EFILE with the date of the ReFILE displayed in the

T1 EFILE Ready to Transmit «gmmd Initial EFILE of retu

Elapsed

menu
Date field
Discounted? |CRAErors 2139
Date Freparer Action
16/11/2310:.. SD Modified
16/11/2811... SD
16/11/2811... SD Modified
17/03/21 14 T1 EFILE Reegto Transmit
17/03/2114... SD T1 EFILE Accepted
17/03/21 14, SD Modified

g of

r

eturn
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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

COowm>

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

COw>

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

SoOw>»

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

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

You must make additional adjustments by paper-filing a T1-ADJ

All the above

COw>

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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Learning About Tax with Intuit Profile

Data Mining with
Client Explorer

Learning Objectives

At this Chapter’s end Additional Resources
. This document provides numerous
students will understand: resources to accounting professionals.

Refer to these sites to explore additional
training opportunities

« What Client Explorer does and what infor-
mation it prOVideS Professional Accounting Software

= How to use Client Explorer at a basic level

Tax Preparation & efiling
Return Software

= How to use Client Explorer’s powerful
reporting tools Professional Tax Software Training



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

Chapter 7: Data-mining with ProFile’s Powerful Client Explorer

INTRODUCING CLIENT EXPLORER

Client Explorer is a powerful database, built into ProFile, that helps you view and manage all aspects of your
client files. With Client Explorer, you can create custom filters that let you open, carry-forward and batch EFILE
tax returns. You can also export and print customizable data on your clients and their tax files. Finally, if you
want to print groups of returns or file groups of returns by EFILE, you must use Client Explorer.

The first time you save a new client file, Client Explorer automatically adds a record for that client to the
database. Then, 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.

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:

o Faster network access: Client Explorer works on standalone workstations or small networks, and it 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

() None

Client Explorer Options
ProFile Database Server to use

(®) Perzonal Server [Only you can uze)

() Shared Server

Database to use

(®) Llge Client Explarer

(O Use Classic Database

Database Mame
PROFILEDE

Personal database folder
‘“MactHome\Documentsiky ProFile DatatDatabasze

Clear

&) Setup Wizard

0K

Batch Optionz... Advanced >

Cancel Help

Click Use Client Explorer and in the following window, click No to indicate that you are a sole

practitioner
Client Explorer Setup wizard
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 do
Client Explorer Setup wizard Fou 2on canfams eing the ctaesio calat LNse ®to
This wersion of ProFile contains a powei) © Use Clort Explras
Explorer. () Use classic database
This tool helps you manage and. if you w{
information waith other members of your of|
ProfFile needs you to answer a few quest
up properly for yous work enviranment
Click the Next button to continue.
Back Next Cancel Help
Back I Next Cancel Help ‘
Back Next Cancel Help
e Asasole practitioner, select the first radio button and click Next
¢ Finally, click Finish




and file information

“You have two options 3t this point, You can;

by angone on the network.

alwaps on,

ProFile searched your office netwark and found that no computers were sharing ProFile client

(8 Work with a personal collection of client and file inforn|

This database of ProFile client and file infarmation will only be acd  information,

() Make this computer a Shared Database Server

A4 Shaied Database Server iz used to share the same ProFile ched
with other ProFle users connected to your network. it is preferabl{

oo

Client Explorer Setup wizard X

You've successfully configured ProFile to work with & personal database of client and file

Click the Finish button to exit this wizard.

Back Finish 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 Inafollowing window, click the second radio button to make the computer a shared database

Client Explorer Setup wizard

(@) Yes

Back

Do you work in an office where different people need to work on the same
tax returns or financial plans in ProFile?

X

(DI Na

Client Explorer Setup wizard x

ProFile searched your office network, and found that no computers were sharing ProFile client
and file informatior.

*f'ou have bwo 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 nat
by anpone on the network.

(®) Make this computer a Shared Database Server
& Shared Database Server iz used to share the same ProFile client and file information

with ather ProFile uzers connected to your netwaork: it is preferably on a computer that is
always on.

Back Cancel Help

o 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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IClient 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 chent and fle nformation
with the Client Explorer.

Click the Finish button to exit this wizard.

Request for privilege elevation

o ProFile Privilege Elevation

L Windows ® is about 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.

41 Don't show this again

Lo ]

Back Cancel Hep

Using Client Explorer

e To open Client Explorer just press the F3 key. The first time it launches, Client Explorer displays an
empty window
¢ You will need to load references to the existing files. To do so, click Index

%7 =1 IEH Y
iew Al Clients - P Save View * Fiter e
Details x| SsarchBy Client name v .
e - i annannan NN onNnoDnnornrne
Selectall
Files << }
Files 1otal: 0

o Browse to the file location (usually My ProFile Data) and click Include subfolders

¢ Indicate how you want Client Explorer to handle password protected files 2]
e Click OK



Add Files To Client Explorer

Folder

X

| CAUsersiMichaehDocumentsi\by ProFile Data

[v]Include subfolders?

Advanced

Fassword Protected Files

(@) Skip password protected files

() Prompt for pagswards

() Use this pagsword

oK

| D Select File Types

Cancel

V|| Browse |

Help

e After the indexing process is finished, Client Explorer displays all tax files stored in the designated

folder

\v 1 Client Explorer
Miew A1 Cients
Details X
Actions <<
Selert 0

Chents <<

i i Save View
SeachBy  Clientnams 2l
Ala b c d e f g

Dupuis. Serge
Files

O @2017 ProFile: Dupuis, Janst and
Fradricks, Cindy
Files

O @2013 ProFile; Fradricks, Cindy 19
Harp, Batty
Files

O @2013 Profile: Sharp

Hruzee. Sam
Filos
O @2017 ProFile: Huzec. Sam 177

Johnseson. Alexia

Flles
O @2017 ProFile: Johnssson, Alsda
O & 2017 ProFile: Dupus. Janet and

JIDnes, Jack
Fllos
O @2017 ProFile: Jones, Janst and .
<
Fies fotal- 166

7 Fitter Inle

h i j k | m n o

Jones. Jane
Filos
O W@ 2017 Profie deres. Jane 177
JOnes, Marisa
Files
O 182017 FroFie JOnes, Marisz anc

JOnes, Sam
Files:
O 2017 Profie Janes. Sam1 77
JONESONS, HELEN
Filos
O 1@ 2016 ProFie: Soleil Maurics & M

JONESONS. LESLIE
Files
O @ 2016 ProFis: Solsil Maurios & M

Joonna, JAne
Files
O Wi2018 Profie: Joonna Jane. 18T
O 1@ 2017 FroFie JOnes, Marisz anc

P g 1 s t u v w
La Maire. Henri
Files

O W2016 ProFile: LaPrairie. Jeannine

LaPrairie, Jeannine
Files
O Wz016 ProFile: LaPrairie, Jeannine

McDonald. Leslie
Files
O W2015 ProFile: McDonaid. Leste 1
NonResident. Renee
Filos
O E2018 Profile: Shrisve, Raphasle
O @z File: Shepard. Jane. 1§
O @2016 ProFile: NonReeident Ren

Ona Corp Inc.
Files
O B Frofle: One Com Inc (201 7073

Pansioner. Mary
Files.

=]

2018 ProFie: Shrieve, Raphaslie
2017 ProFie: Descartes. Rene |

W 2016 ProFie
2016 Profie
82016 FroFiie. Pensionss. Frank 2
2016 ProFie: MASTER: Pension:
2016 ProFile: MASTER Per
2016 FroFie Invester, Jane. 167
W 2016 ProFie: COPY Pensioner, |
2016 ProFie: Pensioner. Frank =
2015 ProFie Invester, Jang. 157
W 2014 ProFie: Pensions:

2014 ProFie. Investor. Jans
2014 ProFie. Invester, JaneCoF
W 2014 ProFie: Invester. Jane 14T
2014 ProFie: Divdend. Jane 14
@ 2013 FroFie. Reynard, Serge 1%
O 1@ 2013 ProFie: Pensionse. Fran 2

ank 2
5

0000000000000 D0O0O00

== x|

PS5 CORP 1 INC

O BProFie: Newde
PS CORP 2 ING:
Files.

O @FroFie P oC
Quebecorpl

Files

Fie: Cushe

QuebecCorp?
Files.
O Bpvofie: Duste
Reynard. Marise
Files
O Wz015 ProFie F
v

>

e By default, View is set for All Clients. To change that view, just click the dropdown

/4 Client Explorer

View Wts

All Clients

Contact View

T1 - EFILE Eligible
fTI - EFILE Not Accepted
TP1- EFILE Eligble
T1 - Carryforward to Current Year
T1 - Current Year - Ready to Print

1

PI it name

of dgh i K

I
Selact All

19 client(s) selected

23 file(s) selected

Save file selection

Bl 51 3T D1 Tamaniaba 197

Files

Files total: 156. Files visible: 23

i Save View

mn

7 ProFile: 201 7TP1Template

i 2017 ProFile: OffTemplate.17T
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e The Contact View, for example, displays full contact information for all your clients
e Use the tabs to narrow your search parameters

bj Client Explorer ?’?

View Contact View b B Save View 7 Fitter Details Index

Search By

f g h i k | m n o P 9 r s t u
Harp. Betly ~ Johnsesan, Alexia JOnes, Marisa JONESONS, LESLIE
SIN SIN SIN SIN
474-441-665 7777172 TIT-T-IT 244617182
Home Address Home Address Home Address Home Address
1963 19 5t Ne 29 Dolan Vancouver. BC T11ERINWQODS CIRCLE
Calgary. AB QOttawa. ON JOnes. Sam NEPEAN. OM
TZE 4RB K2 ap6 SIN K2J BM7
Home Phone Home Phone J44-404-443 Home Phone
- 5 55
(403) 1111112 (905) 655-5665 Home Address (613) 655-5566
Hruzec, Sam JOnes, Jack Vancouver, BC Joonna, JAne
SN SN JoNESONS. HELEN SIN
238-187-848 883-885-884 SIN 220-222-222
Home Addreﬁg ) Jones. Jane 248-178-667
1212 Rue Principale SIN Home Address
Montreal. ON 888-886-T77 111ERINWOODS CIRCLE
MIATAT NEPEAN, ON
Home Pr:one K2 BMT
(613) 666-1911 Home Phone
Email

(613) 655-5566
mdilauro@rne corm

<

Files total: 166  Files visible: 78

o Client Explorer lets you customize views by setting filters

o Click Filter to open the bottom panel and customize the files that Client Explorer displays

The Filters panel lets you select a wide range of parameters including, tax types, tax years, client and

file status and date-range

vi
View All Clients b P Save View o Invcex
Details x| Search By Client d search
Actions << Al a8 b ¢ d g h i i k I m n| o p q r s t u | v |w | x|y|z 128
Salact Al
Files Files Files Files
p— < O & 2016 Profile: HoName 16T O W2016 ProFile: TEMPLATE 16T O @2017 ProFile: OttTemplate 17T O W2017 FroFile: Template 17T
Client:
Files Files Files Files
Files << O & 2016 ProFile: Tempalte 16T O @ 2017 ProFile: 201 7TP1 Template O &@2017 ProFile: Template2017.171 O &2018 ProFile: NoName 18T
<
Files total: 166
Filters
BTl ET2 ET3 EFX
T Years Client Status T1 EFILE Status P1 EFILE Status SEND Status Event
E w208 A ¥Unknown & Unknown & Unknown 4 Unknown ~ || » [w]Show Spouse In List Freparer
F w2017 “ Carried forward ~ Not eligible “ Not eligible v Not Eligible Shnwcampentors Files
“2016 “Work in process  Eligibla  Eligible “ Eligible 50181 1/20 Discourted
“2016 waiting for client “ Ready to transmit ¥ Ready to fransmit “ Ready ta transemit - —
“2014 | preparer review & Transmitted  Transmit Failed A Transmitted ETE N0 [V ves
“2013 “ In pariner review ¥ Accepted ¥ Tranamit OK. “ No dabt - — Pre-Assessed
42012 A Ready to pnnt I Not accepted + Accepted 4 Debt under $10 N .
V2011 & Printed i Paper filed & Not accepted i Debt over $10 iANe be]res
w2010 + Completed i Paper filed A Prior claim
2000  Not filing 4 El benefit
W 2008 v YITBOOT7 Benefit hat

Partrar

Files
O W2015 ProFile: 1

12W ENTERPRISE |
Files
O & proFile: 12w E

Apply Fitters | %

Advanced




e Once you create your customized view (see window above) click Save View 71
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,
|Currer1t Corp Clients |

Cancel

Using Client Explorer to find files
e Client Explorer has a Search tool that helps you find a specific client file
e Use the dropdown field to select the search parameter
e Type the query term, click Search and Client Explorer will display all files matching your search query

n Client Explorer

Wiew Contact View

SIM
Business Number : :
a b |Clientname i |
Client Reference #

P S— S —

i Business Nur

i ani4i1o47

Mailing Address ]

{1 Main Street '

Client Explorer as a Contact Manger
e 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

v 4l Client Explorer
Niew Al Clierts. - ## Save View N 7 Filter

Datais % SearchBy  |Clientname v

B 4 s b ¢ d e f g h i j Kk | m

Files Files L

O B2016 ProFie: HoName 16T O B 2017 Frofile Temﬁ

Files Files |

O @2016 ProFie: Toempaite 16T O 2013 ProFile ucui

BBE-565-655 Filos Flles
Home Addross O @ 2018 Profie TEMPLATE 16T O B 2018 ProFile: Temg
2 Main St

12W ENTERFRISE INC

Arytcwn. ON

1384928 ONTARIO INC..
Files. Files.
O @ 2017 ProFie: O#Template. 17T O & Frofile: Mis=Client
O @ proFile: Miscients)

Files. 1958977 Ontario Inc.
O @ 2017 ProFie. Template2017.171 Files

Files. Files.
O @ 2017 ProFie: 201 TTP1Template O & profile 12w 'u'r?

O B profile: 1988977

<

Save file selection

B A NP |
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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

P

Open Files

Carry Forward Files

ha i Save View Ediit Client Details...

Search By Client name Print Files

Print Forms in File...

All
aflble]ldle Print Mailing Labels...

Joonna, JAne Export.

Files Print Report...
O @2018 ProFile: doonfia. JAne.” Add files to Client Explorer...
O 82017 ProFile: JOnes. Marisa Index Files.

La Maire. Henri Moye Files...

Files Copy Files...

O 2016 ProFile: LaPrrie. J
rorte: Larre. Jean Delete Selected Items...

LaPrairie. Jeannine

- Clear Selections Ctrl+D
Files
O @ 2016 ProFile: LaPrairidy Jean Select All Cirl+A
Refresh

McDonald. Leslie
Files
O @ 2013 Profile: McDaonald. Le

F5
Apply Filters
Show Filter Panel
NonResident, Renee Show Details Panel
Files iew

[i2018 FroFile: Shrieve. Raphaeld v

O W 2018 ProFile: Shepard. Jane 187
O @2016 ProFile: NonResidert. Ren

o o I o o o o s R |

<

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 Inthe client list pane, click the Select all tab (on the left)

n Client Explorer EI@

Wiew All Clients v Ef Save View ~ Filter
Dietails = Search By =] [} w |
Actions o Al ac o gh i K omnoop oar st owv owx ye 123

+ Openfiles
Carry forward files

Build EFILE... Investor, Jane
Printfiles Files Files

- Frintfarms in the files Ll 2016 ProFile: NoMame 16T 00 & 2016 P

— 5 1394928 ONTARIO INC. g 22”15 P

Selectall Files = mzma P

[ (& ProFile: MiscClients. 15 2016 P

O i zme Pr

Chartrand, Jeannine O 2015 By

Files O @201 o

N o B 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.

e To view tax files eligible for EFILE, select T1 — EFILE Eligible [
e From the list of eligible files, select the files that you want to include in the next transmission =1
e To prepare the files for submission, choose Build EFILE (=]

} j Client Explorer

Wiew T1-EFILE Eligible n b £f Save View
Details %| Search By Client name v
Actions << Al a b (& d ] f g h [
t Onen files
a4 Carrv forward files
E Ruild FFIl F Dupuis. MArie
oy Print files Files

Print forms in the files
o W 2017 ProFile: Dupuis, MArie.17T
Clear selection

Select all Hruzec, Sam

Files E

3 client(s) selected << L rEas i e e
Johnseson, Alexia

Dupuis. MArie EEs

Hruzec, Sam

B 2017 ProFile: Johnseson, Alexia
Johnseson, Alexia

3 file(s) selected
Dupuis. MArie 17T

@ Hruzec, Sam 17T
@ Johnseson. Alexia.1 7T

Save Tile selection
Files total: 166. Files visible: 3

o If necessary, in the Build window that opens, further specify the type of EFILE file to create (or the
Agency, Data Type and Slip Type when you are building an electronic media file for slips/relevés).
e Click OK when you're done
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|74l Build EFILE File e

@ Build T1 EFILE On-Line Batch O Build TP1 EFILE

Client Narne Filenarme

Dupuis, Marie CilsersimdilaiDocumentsiMy ProFile Datah201 7T WDupuis, Marie 17T
Hruzec, Sam ChUsersimdilaiDocumentsiMy ProFile Data201 7T\ Hruzec, Sam 17T
Johnseson, Alexia CiUsersimdilalDocumentsiMy ProFile Datal2017T 1iohnseson, Alexia 17T

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 il
%3 Dupuis, Marie Successful.
\") Hruzee, Sam Successful.
L) Johnzeson, Aleia Successful.

Client:  Johnzeson, Alexia
File: C:AUszershmdilasDocumentsiby PraFile Datah 200 7T 14 ohnzeszon, Alex
Statuz:  Successful.

| Transrit nows | Transmit later Cancel

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

Export to Excel
Here’s how you can export data from Client Explorer to Microsoft Excel tv:

e From Client Explorer, select the files for the year and module you’d like to export
o Click the Database menu and select Export 71


/Users/michaeldilauro/Documents/Client%20Files/Intuit/Marisa%20Projects/ProFile%20Education%20Training%20Guide/2020/Instructor%20Handbook/hcediinternetsession.htm

v 4l PROFILE
File Database Goto Form Options EFILE Online Training Window Help
Open Flles 3 - - =) Search
7 [
v Print File f o Save View 2 Ind
O Client narme b |
E 2 ef gh K mn op q r 5 t u v W
Files
17 ProFile: 201 7TP1 Termplaie O 2017 ProFile Template2017.171
. Selected Items ‘
Add files to Client Explorer... Files
n 17 ProFile: OttTemplate 17T O @2017 proFile Template 17T
n
Select All Ctrl+A ‘
~  Show Filter Panel ‘FH
~  Show Details Panel
! View >
T OT2 OT8 OFX
kY Years Client Status T1 EFILE Status TP1 EFILE Status SEND St
E 2018 A MUnknown A & Unknown & Unknown & Unknow!
LN~ 0011 7 + Camied forward + Not eligible “ Not eligible “ Mot Eligi
2016 4 Work in process  Eligible I Eligible  Eligible
2016 4 Waiting for client ~ Ready to transmit “ Ready to transmit “ Ready t
2014  In preparer review ~ Transmitted ¥ Transmit Failed W Transrnit]
2018 W In partner review « Accepted v Transrmit OK W Mo debt
2012 4 Ready fo print & Mot accepted ¥ Accepted & Dbt ury
2011 “ Printed  Paper filed “ Not accepted i Debt avel
2010 v 2 Completed o v Paper filed & Prior clai
2003 A Nt filinn VI El hana

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.

Clignt Mame Filenarme ~
<MNo MName> ChlUsers\MichaehDocumentsiby ProFile Detab2016T14NoMNarne
Chartrand, Jeannine  CiUsers\MichaelDocumentsihdy ProFile Datal2016T14Bellivesr
Imvestor, Jane CiUsers\MichaehDocumentsiby ProFile Datab2016T14COPY P
Investor, Jane CiUsers\MichaelDocumentsibdy ProFile DatalZ016T14Investor,
Investor, Jane CilUsers\MichaehDocumentsiby ProFile Detab2016T1\MASTEF
Investor, Jane ChlUsers\MichaehDocumentsiby ProFile Detab2016T14MASTEF
Investor, Jane ChUsers\MichaelDocumentsihy ProFile Datal2016T 14Fensione
Jacobie, Sam CilUsers\MichaehDocumentsiby ProFile Detal2016T14Copie Je
Jacohie, Sam CiUsers\Michael\Documentsiiy FroFile Datab2016T14Jacobie.
Jacohie, Sam CilUsers\MichaelDocumentsibdy ProFile Datab2016T 1\ Jacques
Jacohie, Sam ChlUsers\MichaehDocumentsiby ProFile Detab2016T 14 Jamesor
Jacobie, Sam ChUsers\MichaelDocumentsiby ProFile Datal2016T14Shamroc
Jacobie, Sam CilUsers\MichaehDocumentsiby ProFile Detab2016T14Taxpaye
JoNESOMNS. HELEN  CiUsers\MichaehDocumentsiby ProFile Detal2016T14Saleil Me o
< >

‘ Options Cancel Help
o

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

o Click Add to begin selecting the fields you’d like to export Il
e Select the field to add in your export, then click OKH
e Toinclude more fields, keep clicking Add
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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 .gex 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 7]

e Type in a name for your file =]

e Ifyou’re using a .csv extension, click the dropdown and select All files =1
e Click Open [

ﬁ Export Options ? x

Fields ~Format

Export To File | =

Export Type Tah Delimited w Export Character

Export Field Names

w4 Open x
CJPut Double Quotes Around Exported Fialds

™ » This PC » Documents * My Profile Data > Reports v ) | Search Reports 2

[IRecalculate Each File Before Exporting
Organize = New folder = m @

2015T1 G Name h Date modified Type Size

201573

2016FX

201611

201673

2017FX

2017T1

database

EFILE

Link.

Options Pack:

Reports

Load Save Cance I >

File name: | RefVSBalDue.csv :E n All filles (+4) i

e[}

ld Export Options ? X
Fields  Format
Export
ClientFirstiame Add Wil Select Field ? X
ClientLastame n e Personal Info T1Jacket T1 Schedules Invoice
BalanceOwing
— FieldNeme  Description
_Ll_n_g_A_E_E -------------------------------------------------------------------- = Line459 Line 459: Children's fitness tax credit
A Line460 Line 460: Direct deposit - branch number
Lined61 Line 461: Direct deposit - institution nurmber
N7 Lined62 Line 462: Direct deposit- account number

Lina465 Line 465; Ontario Opportunities Fund

Lina466 Line 466: Net refund

Line 468 Line 458; Supplies expens

Lina469 Line 469: Eligible educator school supphy tax credit

Lined76 Line 476: Tax paid by instalments

Line474 Line 479: Provincial or tenitorial credits

Linads2 Line 462: Total credits

) P PR

< >
< > | Ok Cancel Help
Line4ph) Pick

Load Sawve Cancel Help




ProFile will return to the Export Options window where you can finalize your setup options

¢ 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 121

e Check Export Field Names, which will put the field code at the top of each column in Excel Il
Lfﬂ Export Options ? X

Fields Farmat

Export Ta File |C:\Users\Michae\\Documems\My ProFile DataReponsiRefvSBalDue.cav n:l =

Export Type Tah Delimited a ~ Export Character

Export Field Names EE
[C]Put Double Guotes Arauntd Exported Fields

[CRecalculate Each File Before Expotting

Load Save Cancel Help

e Go back to the Field tab and click Save [

o ProFile will save the design of the report as a .gex file =1

e Click Save once more to save the .gex file N

e Click OK, and you’ll be taken back to the main export window [
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il Export Options ? X
Fields  Format
Export
ChentFirstName Add
ClienfLastName T
Inse
BalanceOwing
Line466 Delete
Wl save ns
4 1 > ThisPC > Documents » My Profile Data > Reports v
Organize New folder
20067 &
200671
20673
< 2017Fx
Et
ClienFirsthame n n
database
EFILE
ont || s o) I
Options Pack
Repons
cominen ¥ €
R Users\Michae |\ Doc t5\My ProFile Data\Reports\RefVSBalDue. QEX] a
Save as type: | Expart option files (*QEX)
e Flten ﬂ o

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 Narme Filenarne ~
<MNo Mame> ChlsersiMichaehDocumentsity ProFile Datab2016T1YNoMName

Chartrand. Jeanning
Investar, Jane
Investar, Jane
Investar, Jane
Investar. Jane
Investar. Jane
Jacobie,
Jacohie,
Jacohie,
Jacohie,
Jacohie,
Jacohie,

JoNESOMNS, HELEMN  ChUsers\MichaehDocumentsiby ProFile Dateb201 6T 1YSoleil M: «

Chlsersi\MichaehDocumentsiby ProFile Datab2016T14Belliveal
ChlsersiMichaehDocumentsiby ProFile Datab201 6T 14WCOPY P
Chlsers\MichaehDocumentsiby ProFile Datab201 6T 14 mvestor,
ChlUsers\MichaehDocumentsiby ProFile Dateb201 6T 1WASTEFR
Chlsers\MichaehDocumentsiiy ProFile Datah201 6T 1WAASTEFR
Chlsers\MichaehDocumentsiMy ProFile Datah2016T14Fensione
ChiUsers\MichaehDocumentsity ProFile Datah2016T14Copie Je
Chlsers\MichaehDocumentsity ProFile Datah2016T14Jacohie,
Chlsers\MichaehDocumentsity ProFile Datah201 6114 Jacques
Chlsersi\MichaehDocumentsity ProFile Datab2016T 1Y Jamesor
Chlsersi\MichaehDocumentsiby ProFile Datab201 6T 14Shamroc
ChUsers\MichaehDocumentsiby ProFile Datab201 6T 1Y Taxpaye

>

<

Help

‘ Export ’ Cancel

e 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




Page Layout
iy, dboa Calibri (Body)
Copy
Paste B I U
Formar =
H31 fx
A B
1 ClientFirstName ClientLastName
2 Alan Belliveau
3 Jacgues Savoie
4 Emilie Leblanc
5 Frank Pensioner
6 Mary Pensioner
7 Yvan Gravel
8 Anne Gravel
9 lane Investor
10 Sam Jacobie
11 Jacques Savoie
12 Emilie Leblanc
13 lames Jameson
14 Frank Johnseson
15 Mary Jones
16 Frank Pensioner
17 Mary Pensioner
18 Frank Pensioner
18 Mary Pensioner
20 Frank Pensioner
21 Mary Pensioner
22 Alex Redressement
23 Fred ShamrockVilee
24 |LESLIE JONESONS
25 HELEN JONESONS
26 Amy Taxpayer

Formulas

1839.47
10870.34
0

0
20374.68
4981.93
1700.78
1481.78
0
10870.34
0

0
31484.52
3950.23
0
20374.68
1044.22
14659.9
647.72
14838.94
350,71
214.8
141131
12903.75
6613.69

Data

BalanceOwing Line466

0

0

0.36
383.71

o oo ooo

0.36
3540.86
0

0
383.71

oo o o0oooooo

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.

Create Report ? X

The following returns will be ad[&dtu the report.

Client Marme

<Mo Mame>
Chartrand, Jeannine
Investar. Jane
Investar. Jane
Investar, Jane
Investar, Jane
Investar. Jane
Jacobie, Sam
Jacobie, Sam
Jacobie, Sam
Jacohie, Sam
Jacobie, Sam
Jacohbie, Sam
JoMESONS, HELEM

<

Filename -~
ChlUsers\MichaelDocumentsihy ProFile Date\2016 T1YNoMName
ChUsers\MichaehDocumentsihvty ProFile Date2016T 14Bellives
ChUsers\MichaehDocumentsihvty ProFile Date\2016T14WCORY P
ChJsers\MichaehDocumentsi\hy ProFile Dateh2016T hnvestor,
Chlsers\MichashDocumentsivy ProFile Date\2016 TIWAASTEF
ChUsers\MichaehDocumentsihvy ProFile Date\2016T1WASTEF
ChilUsers\MichaehDocumentsihy ProFile Datah2018T1WPensiont
ChiJsers\MichaehDocumentsihy ProFile Dateh2016T14Copie Je
Chlsers\MichashDocumentsi\vy ProFile Date\2016 T Jacohie,
ChUsers\MichashDocurmentsihvy ProFile Date\2016T 1YJacques
ChilUsers\MichaehDocumentsihy ProFile Datah2018T hJamesor
ChUsers\MichaelDocumentsihy ProFile Date\2016 T14Shamroc
ChUsers\MichaehDocumentsihvty ProFile Date\2016T 1Y Taxpaye
ChlUsers\MichaehDocumentsihly ProFile Data\2016T1YSoleil Me
>

(EER))

Pririt 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
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~
>

n Report Options
Header Fields Footer Farmat

[avial Vo V][ Ao [+] Mene [+]B 1 u|
0
4

1 2 3

2o}

{Today}

CurrentTime

Load Save Cancel Help

e The top row of the Fields tab displays column headings. Select the first cell and then click Properties
¢ Inthe Title Cell Properties window, you can set up text formatting and enter the text for Title 1
e Click OK to close the window

¥l Report Options ? X

Header Fields  Footer Fomat

Colum: Add Insert Delete = = Propesties ﬂ

:-T-“: ;- ﬂ ----- 1 e

[ - Add

Insent
Delete Title Cell Properties ? X

Tent
Fratans |
Font
‘ Size [10] ~
[T @ubohicligt A | Color Wek ]
T Eu Gothic Medum
% (@u Gothic Ul Syle Bold
T @vuGothic Ul Light E takc
% @vuGothic Ul Sembo

Title 1 Pick B @YuGothie Ul Semiigh LoD
T Agency FB Lbgrment  |Lekt ~
T Algenian =

Lot || Sae Cocd | Heb v Lopou [Mide -
Other Sample
sk
Column'Widh  [15 = First Name
RowHeight  [02° =
B - =

e 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 Inthe Select Field window, choose ClientFistName and click OK



I Repor Optons
Header Fields Footer Format
Column Add Insert Delete =3 Proparties
First Name Fow
Add
[ — —
ld select Field ? X
PersonalInfo T1 Jacket T1 Schedules Invoice
Field Name Description >
ClientAddress Street address [}
Clientage Age
Clientapt Apt. or unitno.
ClientSithDate Birth date
ClientCareOf Care of
ClientCellPhone Cell phone
ClientCity City
CligntCauntry Country {other than Canada)
ClisgiEadl
| P | CligntFirsthame Firstname - ]
v
i >
1 o |t
—

e Click Add and repeat the step above to add more fields. Once done, your report template will look like
this

n Report Options ? X
Header Fields Footer Format
Column Add Insen Delete < Fropenties
First Name | Last Name | Bal Due | Refund Fiow
ClientFihame | cliemastame | Balancecwing Line456 ! e
Insert
Delete
Line 466 Pick
Load Save Ok Cancel Help

e Use the Footer tab to set up footnotes that appear at the bottom of each page.
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n Report Options

? X
Header Fields Footer Format
[Arial V|||1U v||| Auta m” Nane u‘B I Q‘ E=EE
7 1 2 3 4 5
{Page}
< >

CurrentTirne

Load Save Cancel Help

e Use the Format tab to set up other options such as the printer that will generate the report.

|l Report Options ? X
Header Fields Footer Format

Printer

bdicrosoft Print to FOF ~ Properties

Copies |1 = [Jcollate

Margins
Left ID g - Top 05"
= Bottom  [gs5e

[]Black and white Print Grid Lines []shade Altemate Rows

-
=
-
=

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

The following returns will be added to the report.

Client Name
<MNo Mame>
Chartrand, Jeannine
Inwestar, Jane
Investar, Jane
Investar, Jane
Investar, Jane
Irvestar, Jane
Jacohie, Sam
Jacohie, Sam
Jacohie, Sam
Jacohie, Sam
Jacobie, Sam
Jacohie, Sam

Filename

Chsersi\hichaehDocumentsi\hWy ProFile Datal2016T14NalMame
Chllsersi\hichaehDocumentsiby ProFile Datah2016T 1B ellives
Chllzers\WichaehDocuments\vy ProFile Datalh201 8T IWCORY Fe
Chlsers\WichaehDocumentsi\hWy ProFile Datal2016T 14nvestor,
Chllsers\MichaehDocumentsiyy ProFile Datah2016T 1WAASTEF
Chsers\MichaehDocumentsi\hWy ProFile Datal2016T1\MASTEF
Chlsers\hichaehDocumentsiyy ProFile Data\2016T1WFeansion:
Chllzers\WMichaehDocumentsi\hy ProFile Datal2016T 1\ Capie J
Chlsers\hWichaehDocumentsi\hy ProFile Datal2016T14Jacohbie,
Chllsers\MichaehDocumentsiyy ProFile Datah2016T 14 Jacques
Chsers\MichaehDocumentsi\hWy ProFile Datal2016T 1\ Jamesor
Chllsersi\hichaehDocumentsiyy ProFile Data\2016T 1hShamroc
Chllzersi\WichashDocumentsi\by ProFile Datad2016T W T axpaye

JoMESONS, HELEMN  Ch\Users\hichael\Documentsify ProFile Datal2016T 143 oleil M:

< >
e Here is your report
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 20,37468 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 1087034 0.00
Anne Gravel 1,700.78 0.00
Yvan Gravel 4,981.93 ]\\\0-00

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
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e Click a Module tab &

e Click the dropdown to choose your label type 4]
o 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. 2]
e Click OK

Label Selection 7
22016 T1/TR1 Yl 272 ] w 4 2ME T TPE4E

Label Type Label Details
2160 Awery Addressing 2160 Avery Addressing

2160 Averny Addressing
2162 Aveny Addreszing
2163 Avery Addresz/Shipping

v/

Label: Across

>
ik

2164 Avery Shipping Labels Down |8 =
2180 Avery File Folder-&ssorted ; " =
2181 Avery File Folderwhite Side Margin [o51
2660 Avery Clear Address ; = s
2662 Avery Clear Address b Top Margin |D'5 -
— Label width |2.83" -
= Label Height |1 " =
Harizantal Fitch |2.83" :
— Yertical Pitch |1 " =

H Continuous Feed

o ]

e To print mailing labels, follow these steps.

MNew Label Cancel

Note that when printing a group of labels, all files must be of the same module and tax year.

Help

e Press F3 and from Client Explorer, choose just a few files for a test run

¥ Filter

[E=NECE =%

Index

|y 4 Client Explorer

View All Clients ~ P Save View
Details % Search By Client name ~
Actions bl Al ob cd e gh i K mn oop g
#i] Open files

Caury forward files

Build EFILE.

Printfiles, Filas
e o thafilas O @ 2016 FroFile: NoName, 16T

Clear selection 1394928 ONTARIO INC.

Selectall Files

O BFroFile: MiscClients 15X
Chartrand. Jeannine
Jacobie, Sam << Files
SIN ~ 01 W 2016 ProFile: Belliveau. Alan 16T
99929995 Investor. Jane
Home Address :
Files
12 Main v [m]

1file(s) selected <<

ncobie. Sam

Jacobie, Sam 16T

Wl Jameson James. 16T
ShamrockVilee, Fred 15T

W Toxpayer, Amy end TaxPayer. |

| Files
| i 2016 ProFile: Texpayer, Amy and TexPq
[ 2018 ProFile: Shamrockvilee. Fred 16T/
| B W06 ProFile Jameson, James 16T |

< > ¢

Save file selection =
Files total. 63, Files visible: 20

st u v ow x y

JONESONS. LESLIE
Files
O [ 2016 ProFile; Soleil Maurice & Marie. 16T

Pensioner, Frank

Files
O k2016 FroFile: Pensioner, Frank and Man,
1 b 2016 ProFile: MASTER Pensioner. Frant
m] Uzma Frofile: MASTER Pensionar. Frant
01 2016 ProFile: Jones. Mary. 15T
a w2015 ProFile Johnseson, Frank 16T
[ & 2016 ProFile: COPY Pensioner. Frank ar

Redressement. Alex
Files.
1 b 2016 ProFile: Redressement, Alex 16T

ie, Jacques

[l 2016 ProFile: Jacques, Savoie 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 71



e Clickok B

Make sure to feed the correct labels into your printer, before starting the print job.

147



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

oDOwp

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

COwm>

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

SoOw>»

Correct answer is D




Question 7: True or False: You can create your own customized view options (called Filters) in Client Explorer

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:

Carry forward prior-year tax files
EFILE tax returns in a batch
Select and print tax files

All the above

COowm>

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. .gexand.qrp
B. .pdfand .atf
C. .gexand .csv
D. .gtl and .at2

Correct answer is A
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Learning About Tax with Intuit Profile

Chapter 8

Advance
Features

Learning Objectives

At this Chapter’s end Additional Resources
. This document provides numerous
students will understand: resources to accounting professionals.
Refer to these sites to explore additional
» The purpose of a file template training opportunities
» How to attach ancillary documents to a T1 Professional Accounting Software
» How to pay CRA using T1 PAD Tax Preparation & efiling

Return Software

Professional Tax Software Training



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

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 set up a file template:
e Create a new tax return.
o 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

1 Info ‘Ez T|#3 74|04 Don.abons‘ U 5 Medical | 9 & RRSP/PRPP 1

+

2018 Personal information

Taxpayer personal information Marital status
SIN Indicate your marital status on December 31, 2018
Title 1 D Married 2 [: Living common-law 3 ] Widowed
First name 4[| Divorced 5[] Separated 6 X] Single
Last name
If f /
Last name changed in 20187 [Iyes KXlNo ) If status changed in 2018, enter date of change  mmv/dd
Do you want to change your address? Wyes XEno Were you married or living common-law at any
Care of i b time in this tax year? [Jyes [INo
Street address Apt#
l RR Province of residence
on 2018/12/31_ . Ontario
Province of self-employment
If you became or ceased to be a Canadian resident in
2018, enter date of entry mm/dd
Bace 0 ordeparture  mm/dd

Date of Death _yyyy/mm/dd

Gender L Male u Female

Province or territory where taxpayer resides if different from mailing Are you a non-resident? = [Jyes XNo

address: status Resident

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

Email addn l Did you dispose of a property (or properties) in 2018 for which you are
TG claiming a principal residence exemption? ﬂ Yes | |No

By providing your email address or updating an already registered email

address, | understand | am registering for online mail and Use preparer address for

accept the terms and conditions that are set out on page 2 of the form oth I3 Noti A nt and Ref: INofA
T183. Paper notices will not be mailed to me from the CRA. :]] 21 mﬁ nd.d otice of Assessmentand Refued  [JNof A
[} 71 mailing address

Do you want preparer to get =
Electronic Notice of A ? [Yes [INo
By checking yes on the box above, | am allowing the CRA to

provide my results and my notices of

and to the filer a

discounter) named in Part C of T183. | will now receive a copy of my
notices of and from my filer.

EFILE this return? XJ Yes No re you a Canadian Citizen? [X] Yes
EFILE multiple years? Yes No Provide information to Elections Canada? Yes
Amended retumn? (T1ReFile) | Yes No Bid.taxpayer own specified foreign property at
Authorization for efiler to represent taxpayer? X| Yes No any time T 2048-with.at0 ost of more thao s

ion for efiler will expire on yYyyy CANS100,000? r] Yes U No
First time filer in 20187 [lyes [XINo Is taxpayer's income zero? []Yes % No
i i IO o sk 1 yve s i o s yaer i Yoo XNo
Contact by mail | ~— — = =) 3
Contact :‘r’:::m v E bl Mentally or physically infirm? Yes [ XJ No

- = Indian within the meaning of the Indian Act? Yes X/No

Is return discounted? _________ [lYes XNo Is this an Early Filed or Elective deceased
Is return completed under the CRA's = retum? [ ]y" [MNo
volunteer program? L|Yes ﬁ No Subsection 104(13.4) election to have certain
Is a fee charged for preparing this tax retum? X Yes No income taxed on the T1 return of the deceased

er bengficiary, rpa than on a T3 re
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e Save the file with a generic name, perhaps naming it something like 2018 T1 Template

Wl Save 2013 T1/TP1 As
1. NaNamea
NoNarne
Cuent Status. | 2. Work in process [ Locked
EFILE Status: | 1. Not eligible e
SEMND Status: |2 Eligible v
TP1 Status 1. Not eligible g
T1136 Status: 1. Not eligible o
DCH
Irwaice 2162 Time: [00:41562
M Nisenurtad? [ 1CRA Freors IR
Preparer MDL Fartrier
File Nams
CiUsersimdilaiDocumentsiMy ProFile DiE\2018T142018 T1 Template 18T
Online Backup Meabled
Save Cancel
Help Advanced >>
o In order for ProFile to open any new file with the settings established about, go to the Options menu
and select Module
o Click the Browse button beside the File Template field, search and select the T1_Template file on your
hard drive
v
« v « My ProFile Data > 2018T1 v U  Search 2018T P
Organize ~ New folder - M @
~ Name Date modified ~
s Quick access
B Deskiop & 2018 T1 Template 11/19/2019 11:08 AM
@ Pensioner, Mary and Jason 11/12/2019 3:58 PM
¥ Downloads i i o
: @ Johnseson, Alexia and Jones, Mark 11/12/2 56 PM
5 Documents ‘ Shepard, Jane 11/11/2 45 PM
® iCloud Drive @ Jadasl, Sam 11/11/2019 2:39 PM
% Dropbox @ Snide, Carla
T2 Returns @ Snide, Angela and Martin
My ProFile Dz @ Rlaf, Sarah
. & TempCalgary
=] Documents
" Joonna, JAne
&3 Dropbox @ Snide, Johnny
@ Shriove Ranhaslle REFIIF /221701 v
@ OneDrive v L >
File name: ‘2018 T1 Template ~ | 2018 ProFile T1 (*.18T) ™
Open Cancel
e Click OK

Going forward, ProFile will use the default settings in this template file whenever you create a new file of the
same type.



o 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)
o A window will open letting you select the file you wish to add

Wi HyperDocs ? X
Attach or link documenis to this retum o @0

1. S1Laurent, Marianne

HyperDioc Size Outof. Datelinked Date Maditied Type  Fom

File name: Al Files (*4)

e To attach a HyperDocs to a specific field on a client form, right-click on the field and select Attach
HyperDocs
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Step 2 - Total income

income (box 14 of all T4 sips)

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.

o] g

Commissions included on ine 101 (box 42 of 8ll T4 sips) [102] ojoo § Help ]
Viage loss replacement contributions W 1s P
(see fine 101 in the guide) 03 oloo § N

Qther empiayment ncome [104] o

0id Age Securtty pension (Box 18 of the T4A(DAS) sip) [113] 0| Cut

CPP or QPP benefis (box 20 of the T4A(P) sip) [114] 0 Copy

Disabilty benefts included on ine 114

(box 15 of the T4A(P) sip) [152] ojoo § Copy field code

Oner pensions ana [115] of  paste

Elecied spit-pens:on amount (attach Form T1032) [116] o

Universal Chig Care Beneft (UCCB) [117] 0] G =
UCCB amount designated 1o a dependant [185] oloo |§ Attach memo F&
Employment nsurance and other benefis (box 14 of the T4E $ip) [119] 0| Attach tape Ctrl-FB

Taxable amount of dwidends (ehgble and other fhan eigbie) from laxable Canadan
corporations (attach Scheduie 4)

o

Copy Mema/Tape

Taxabie amount of dividends. other than sigie diidends
included on ine 120, from taxabie Canadian corporations [180] 0loo |§ - Attach HyperDoc
interest and other investment income (attach Schedule 4) [121] — 4
Net parnership income- imted or nan-active partners only 122 0|
Close form Esc
Regstered dsabilty savngs plan income 125) 0
Print form
Rental income: Gross [160] oloo § et [ 126 0 New window
Taxabie capital gans 3) 127] 0
Launch window
Supgart payments received Total[156] oloo § Taxable amount|128 0 P
RSP income (from all T4RSP sips) 129 0 S
Other ncome Specity. 130 0| Create T3
Seif-employment income — Carry forward
Business income Gross[162] 0]00 Nt [135] 0 et
Professional incoms Gross [164 0joo et [137 0 .t
Commasion ncome Gross |166] 0jo0 Net[139) 0 Show auditor Cirl-F9
Farming ncome Gross 168 ojoo Net [141 0|
Gross 170/ oloo noet 143 [1]

e After you select the file, ProFile asks whether to embed or link your document

w4l HyperDocs ? x

(") Embed Document Copy
(@) Link Document

[oc ]

o Embedded documents open as read-only and cannot be edited in ProFile
o 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

Cancel

Managing attached documents via HyperDocs
Whether you add a HyperDaocs 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

¢ 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



il
- - - U M
Attach or link documents into this tax return.
1. Hruzec, Sam
HyperDoc Size Out .. Date Linked Date Modified Type Farmn
ElTax Free Car Allowance prg EEKE No TINS201911 . 11418 Linked Tas Rt
o HyperDoc T2125 Statement S06KE No Thgzoan nhzrene2 Lnked Tax Ret
< >
Comments (for your reference)
Close Help

Removing a HyperDocs document

e Toremove a HyperDocs document, right-click on the document in the HyperDocs window and choose

Remove
| il HyperDocs ? x
Attach or link documents into this tax return. Hoo
1. Hruzec, Sam
HyperDoc Size Out .. Date Linked Date Modified Type Farmn
FEITax Free Car Allowance pig BEKE No 1N%20a1 TN Linked Tamx Fet
Bl HypierMer T1 95 Statarmant W AR KE No 1119201911 110220192 Linked Tax Fett
Add Ctrl+D
Open Ctrl+ O
Synchronize Ctrl+Y
Remaove Ctrl+R
Print Ctrl+P
Go To Field
lcons
Details
Refresh F5
< >
Comenants (for your referenca)
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.
o 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
o Alternatively, after selecting the document, click the green Snyc icon

Lfﬂ HyperDocs \X
Attach or link documents into this tax retumn. ¢ (X
Hruzee, Sa m
HyperDoc Size Out Date Linked Date Modified Type Form
[ETax Free Car Allowance No TTNH201911 . 1IN1209s8 Linked Tax Fie
Hyperl tatara AR K TNAY201911.. 1A22092 Linked Tax Fie
Add Ctrl+D
Open Ctrl+O
Synchronize Ctrl+Y
Remove Ctrl+R
Print Ctrl+P
Go To Field
lcons
» Details
Refresh F5

\ Mﬁummﬂ#«w

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
o 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



Active: MNaone

Da

Description Freparer
Naone Delete
Cloze
Help
Take snapshot *
Description:

i |W’hat if scenario |

Preparer:
|MDL |

Activate this snapshot

Cancel

e Asyou make changes in the file, you can see the variance analysis on the Variance tab of the Active

Auditor
QU Summary “\ Warnings @, Notices Sign-offs ¥ lssues ;| Overrides Memos ¥ EFILE o T1135 J= 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%) 1o

B B 8 B B 8

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.

£m income (box 14 of all T4 siips) [101] 44,322|ooi‘\'mm'n scenario: $18.421.00 |
c included on fine 101 (box 42 of i T4 sips) 102 oo § W’
Wage loss replacement contributions.

(see ine 101 in the guide) 103 oloo §

Other employment income
OMd Age Securtty pension (box 18 of the T4A(OAS) slip)
CPP or QPP benefits (box 20 of the T4A(P) sip)
Disabiity benefits ncluded on line 114

(box 16,0 the TAA(P) sip

i
3 OOO!
4

oloo |

=1=1=]

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.

| Active ‘What if Scenano
|
New

Descrption Fraparer Date
None Delete
‘what if Scenanio MDL 2019119

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

e Click a module tab, for example, 2017T1
e Click the Variance tab.
e Select the Show previous year variance by default checkbox
e Click OK
W22018 TITP1 Y= 3.2017-2019 T2 v|Es52018TyTPE4E Y| 72019FN/Q ¢ »
File Template
Browse
|
| General Data Locking Variance Disclaimer T1/TP1 Review
Minimum Variance i Language
Dollar ($) 30000 - @ English
| Percentage (%) 1100 : O French
| Show previous year variance by default
|
|
Cancel
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.

@22018 TI/TP1 ¥4 32017-2019 T2 v @52018TYTPE46 Y| W72019FX/Q ¢ *
File Template |
Browse
w*Data Locking Variance Diselaimer T1/TP1 Review

linimum Variance Language

Dollar (8) 30000 ® English

Percentage (%) French

dious year variance b

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 o set up Pre-Authorized Debits (PAD) for current year tax owing? Yes

Instructions

©Pre-authorzed debit (PAD) is 8 secure, oniine, sef-service payment option for individuals and businesses. This opton lets you set the payment
amount you authorze the Canada Revenue Agency (CRA) to withdraw from your Canadian chequing account 1o pey your taxes on a date you
choose
Oy Payment on Fiing (POF) for the current tax year wit be ailowed 1o create PAD agreemer nt tvough T1 Efilers
* To Efle PAD-Agreement: Go 1o the Efile Menu and select “Efile PMMIMHIW Debit for this TaxPayer”

First name ] Last name ] Social insurance number

John Wra B 23031238 |
Total amount owing =4 62035 ||
Total amount you would like to pay through PAD (sgle one tme payment) (See notes) Pay in full [ Toazlas |
Complete the banking Information area below
Do you wantto use the same banking nformation entered in T1DD (Direct depos) form? No
Branch nstiuton Accout Paymert ]
nomber | number rumber | __date |
T S — ) v 12 dgi] T TYYYARD) |
12345 oo TSaTi2428124 | 2018/12/12 ]
Notes
© The amout pad hrough the P Debt (PAD) . ¥ spplied by the CRA to any outstanding balance du from the.
current tax yesr
©However 8 preparer can choose to pay in excess of the currant tax year's balance to cover the previous years outstanding balance, if any

ormwmmmnwuwumz iment tax year's balance and the ex :tumlb.-pmdw!mulnwlmyovl
balance

o Goto EFILE and select EFILE Pre-Authorized Debit for this Taxpayer
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e Once EFILED, ProFile will record the TLPAD confirmation number in the yellow field above, and on
the INFO form as well

EFILE Online Training Window Help
EFILE/ReFILE this return... Ctrl+F11
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 NetFile...
TP1 Connect...
Reports >
Print All ACKs
View Notice of Assessment (ENOA)
Set EFILE Password

Options...

EXPRESS NOTICE OF ASSESSMENT

Express Notice of Assessment (NOA) is a CRA service that allows you to view the basic result of an assessment
immediately after filing a return and to receive the full notice of assessment the next day.

This instant assessment provides the status of your client’s return with a summary of the refund, amount owing, or
a zero balance and deposit information, if applicable.

The full notice of assessment provides an account summary with the result of the assessed return showing a
refund, a zero balance, or a balance owing, tax assessment summary, explanation of changes and other
information, and RRSP/PRPP deduction limit statement. It may also contain the Home Buyers' Plan statement and
Lifelong Learning Plan statement.

ENOA requirements
To use the Express NOA service, you must:

. bearegistered electronic filer
. Dbe registered in Represent a Client and have a RepID, GrouplD or business number

. have avalid Form T1013, Authorizing or Cancelling a Representative with Level 1 (or higher)

authorization for online access on file with the CRA

. have avalid Form T183 and have completed Part C for the Express NOA function

Follow these steps to activate ENOA in ProFile:

. Navigate to the Info page and click the ENOA checkbox

Do you want preparer to get
Electronic Notice of Assessment? Ye D Nd

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. | will now receive a copy of my
notices of assessment and reassessment from my electronic filer.




Open the T183 Form and confirm that you’d like to receive a one-time electronic notice of

assessment. Note that ProFile warns you if you don’t have a valid T1013 on file with CRA
Part F - Delivery of your notices of assessment and ri sment (a selection must be made)

How do you want to receive your notices of ent and nent?
Select one of the following electronic options:

Ei | am registering (as indicated in Part A above) or | am already registered to receive email notifications from the CRA and can view and access my notices of assessment and
reassessment online
I would like my electronic filer to receive a one time notice of assessment and reassessment electronically in their software and provide me with a copy.
Provide your electronic filer with authorization by filling out Form T1013, Autharizing or Cancefling a Representative.
lunderstand that by ticking the box above (X), | 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. | will now receive a copy of my notices of assessment and reassessment from my electronic filer. For more information,
see page 2 of this form.
[Electranic delivery of the notices in OR

1 wfthe software has been selected. A o o cessment and reassessment through Ganada Post
Vwill rece@d Form T1013 must be on file |y oaccessment through Ganada Post once my retur or amended return has been assessed. If | have already registered to receive email
notificatighith the CRA. authorizing you to |y | ynderstand that | will not receive a copy of my notice through Canada Post
eceive the taxpayer's notices
wlectronically in the software and
provide them with a copy. Paper
natices will not be mailed to the
axpayer from the CRA.

To proceed to CRA’s website and then onto your client’s notice of assessment, click EFILE >

View Notice of Assessment (ENOA)

EFILE/ReFILE this return... Ctrl+F11
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 NetFile...

TP1 Connect...

Reports >
Print All ACKs

View Notice of Assessment (ENOA)

Set EFILE Password

Options...
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Chapter 8 Quiz

Question 1: A file template is used to:

Ensure that all data is recorded properly

Create returns for various family members

Pre-select the fields and forms ProFile will set up on a new tax return
Verify the accuracy of the tax amounts

oDOwp

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

DO

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: HyperDaocs 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

SoOw>»

Correct answer is C




Question 7: True or False: Once you attach a HyperDocs file to a tax return, you cannot remove it

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

COw>

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

oow»

Correct answer is A
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