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

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

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



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




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 i
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 Desktop @ 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
z & 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




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 ]

¢ 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

e All attached documents appear in the HyperDocs window along with any comments that you entered.
The HyperDocs window also lists key information that includes:

e The date the document was attached and/or modified

e The process you chose to attach the file (linked or embedded)

e And the form to which the document was attached



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.




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
inimum 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

® Oniy Payment on Fiing (POF ) for the curment tax year wil be allowed to create PAD sgreemer e T1 Efilers.

* To Efle PAD-Agreement: Go to the Efile Menu and select “Efile Pre-Authorized Debit for this TaxPayer”

First name I Last rame ] Social insurance number
John Wra B 23031238 |
Total amount owing
Total amount you would like to pay through PAD (single one tme payment) (See notes) Pay in ful [X]
Complete the banking information area below
Do you wantto use the same banking nformation entered in T1DD (Direct depos) form? No

Branch Institution Account Payment
number number number__ o

=l " 4
[ (5 dgts) I G dges) {mavmum 12 Gigt) | VY ARITD)
12345 | oo K 132112424124 2019/12/12 |

Notes

 The amount paid through the Py Debt (PAD) " y applied by the CRA to any outstanding balance due from the
current tax yeer

©However, a preparer can choose to pay in excess of the current tax year's balance o cover the previous year's outstanding balance, if any.

© The total amount paid wilfst be appiled the current tax year's balance and the sxcess wil be appied to the previous tax year's
belsnce

o Goto EFILE and select EFILE Pre-Authorized Debit for this Taxpayer

13



e Once EFILED, ProFile will record the TLIPAD 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

Question 2: True or False: A different file template can be set up for each ProFile module

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

Question 4: True or False: You can use HyperDocs to send documents such as donations receipts to CRA

Question 5: True or False: HyperDocs lets you attach a document to either the tax return itself or to a line on the
return

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

Question 7: True or False: Once you attach a HyperDocs file to a tax return, you cannot remove it




Question 8: True or False: Profile uses a Snapshot to EFILE the tax return to CRA

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

Question 10: CRA’s T1 Pad is used to

COw>

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
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