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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:

e Federal T2 returns, including T2 RSI (where applicable) 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:

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

e Automatic form selection facilitates form printing.

e Audit and review features help pinpoint potential errors

o 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.

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




Benefits of Using ProFile

ProFile is powerful, efficient and secure tax software that helps you get your work done quickly 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

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

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

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

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
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What are Taxes?

Taxes are mandatory payments 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:

e roads

e public utilities

e education

e health care

e economic development

e cultural activities

o defence

¢ law enforcement, and

e 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:

e old age security

¢ employment insurance

e Canada child benefit

e universal child care benefit, and
e 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 (most recent year
on record).

Composition of Revenues for 2018-19

Other revenues
8.8%

El premiums
6.7%

Other taxes and duties
(excluding GST)
57%

Personal income tax

)
GST 49.3%

11.5%

Non-resident income tax
2.8%

Corporate income tax
15.2%

Note: 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://www.fin.gc.ca/afr-rfa/2019/report-rapport-eng.asp# Toc525903642
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Characteristics of a tax system

Per the Government of Canada, a tax system is defined by these characteristics:

the source (who pays the tax)

the tax-base

the rates to be applied to the base

general exemptions and deductions

other measures, such as how tax is to be paid

vk wNRE

Source:https://www.canada.ca/en/revenue-agency/services/tax/individuals/educational-programs/why-
taxes/canada-tax-system.html

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

e 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.
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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. "l
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.

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

Other key milestones in the Canadian tax system include:

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:

e income tax;

e employment insurance (El) premiums;

e Canada Pension Plan (CPP) contributions;

e provincial sales taxes (PST); and

e 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 (El) provides temporary financial assistance to unemployed Canadians who, through no
fault of their own, have lost their job. El, 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 El.

Like income tax, El 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 is entitled to claim more refundable tax credits than the total taxes paid. Examples of these credits

include:
o Canada Pension Plan (CPP) overpayment;
o employment insurance (El) overpayment;
o working income tax benefit (WITB); and
o provincial or territorial credits, which vary depending on the province or territory where you live.

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

Other taxes

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

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

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




About the Canada Revenue Agency (CRA)

The CRA’s mission is to administer tax, benefits 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 (El) premiums, and
administering Canada's international tax agreements with other countries

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

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

official languages.

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

tax information, or information on programs and services.

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

Forms and publications

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

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

Examples of CRA programs

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

Goods and services tax/harmonized sales tax (GST/HST) credit
You are eligible for the GST/HST credit if you are considered a Canadian resident for income tax purposes. You

must also meet one of the following criteria:



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

e you are at least 19 years old
e you have a spouse or common-law partner
e you are a parent and live with your child

For more information on the GST/HST credit, consult CRA’s guide: https://www.canada.ca/en/revenue-
agency/services/forms-publications/publications/rc4210.html

Canada child benefit (CCB)

Administered by CRA, the Canada Child Benefit is a tax-free monthly payment made to eligible families to help
the cost of raising children under the age of 18 years of age. For more information, consult the table below or
visit CRA’s website: https://www.canada.ca/en/revenue-agency/services/child-family-benefits.html

¢ Find out if you are eligible for benefits and credits

o0
@ & &

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

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 must 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.
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Registered retirement savings plans (RRSPs)
Money that you contribute to an RRSP can be used to reduce the amount of tax you have to pay.

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

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

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

CRA electronic services

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

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

Direct deposit — You can have your income tax refund, CCB, and GST/HST credit deposited directly into your accont
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:

e employers

e financial institutions

e other organizations that pay interest or dividends; and
e 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 several 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:

o 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 the 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.
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Filing a Tax Return

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

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

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

Filing options

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

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

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

The table below illustrates the filing method for tax returns received by CRA between February and November
2020.

Returns received by filing method

" [Paper
100%

Returns received from February 10, 2020 to November 8, 2020

Filing method Number of returns Percentage of total
EFILE 17,305,680 57.1%
NETFILE 9,931,286 32.7%
File my Return (FMR) 69,555 0.2%
Total - electronic 27,306,521 90.0%
Paper 3,026,180 10.0%
Total - all methods 30,332,701 100%



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

Filing a Tax Return
Using CRA’s T1 General, Income Tax and Return form, individual taxpayers can prepare their own tax return and

mail it to their CRA tax centre. Because it is a manual process, calculating the correct amounts on the tax return
can be a complex process, and the probability of omissions and errors is very high.

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

Protected B when completed

Income Tax and Benefit Return 2019

Before you start:
If you are filling out this return for a deceased person, make sure you enter their information in all the boxes in Step 1.

Step 1 - Identification and other information
P ON[8]
Identification Information about you
Print your name and address below. Enter your social
) insurance number (SIN): [a,4,4[a,8,4]a,4 2]

First name and initial Year Month Day

Marianne Enter your date of birth: 1,9/8)0]1,2]1,2

Last name - N

Saint-Laurent Your language of correspondence: English Frangais

Mailing address: Apt No. — Street No. Street name Votre langue de correspondance :

10 Main St. =

PO Box RR Is this return for a deceased person?

& 5 reod Ensure the SIN information above is for the deceased person.

ity Prov./Terr. ostal code If this return is for a
Anytown [o N |msal1,a6]|q d person, enter the Year  Month ~Day
date of death:
Email address -
— - - Marital status

By providing an email address, you are registering to receive Tick the box that applies to your marital status on

email notifications from the CRA and agree to the Terms of use December 31, 2019:

under Step 1 in the guide.

Enter an email address: mail@anytown.co 1[] Married 2] Living common-law 3 [] Widowed

4[] Divorced 5[] Separated 6 [v] Single

Information about your residence

Enter your province or territory of
residence on December 31, 2019: ONTARIO

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

Enter the province or territory Enter their SIN: T T
where you currently reside if it is
not the same as your mailing Enter their first name:
address above:
If you were self-employed in 2019, Enter their net income for 2019
enter the provinpe or territory to claim certain credits:
where youtr bUISISI(?S: hadt a Enter the amount of universal child
permanent establishment: care benefit (UCCB) from line 11700
If you by or d to be a resident of Canada for of their return: 1
income tax purposes in 2019, enter the date of: Enter the amount of UCCB repayment
Month Day Month Day from line 21300 of their return:

entry or  departure Tick this box if they were self-employed in 2019: 10

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

Do not use
this area

[ | | \ | | | | \ |
17200, I | ! {17100, i ] l ‘

5006-R Page 1

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.

Taxpayer Roles and Responsibilities

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

e filing an income tax and benefit return by the deadline

e paying the correct amount of tax

e giving the CRA the necessary information to assess your return

e 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

oo wp

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: 90% of tax returns are electronically filed with CRA

Correct answer is True

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

Income tax
Provincial sales tax
Federal sales tax
All the above

o0 w»

Correct answer is D

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: True or False: The Canada Revenue Agency is responsible for making all the tax laws in Canada

Answer is FALSE: CRA administers the tax laws proposed by the Department of Finance and passed by
Parliament

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

on®>

Correct answer is D
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Learning About Tax with Intuit Profile

Installation
& Set Up

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



https://quickbooks.intuit.com/ca/accountants/accounting-professionals/
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 2 Installation and Set-Up

A Proper Setup

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

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

ProFile Specifications
e Internet connectivity is required for activation, licensing, auto-update and additional functionality
such as EFILE
e Network/workstation install UNC path is not supported
e .NET 4.5.2 installation & registration are required
e Apple products are not supported

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

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

Welcome to the InstallShield Wizard for ProFile

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

Irystallstield < Back

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....
P — <gacka N [ o> | — m— P

ProFile activation

Once installed, activate ProFile by entering your license information.

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




4l ProFile License Activation X

INTUIT ProFile

Activate ProFile

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

Product Code License Key

Activate

Where do | find this information?

Finding your licensing information
Read on if you’re not sure where to find the licensing information required for the window above.

e After purchasing ProFile, you will receive an emailed receipt containing the product information to be
entered in this window

e If you purchased ProFile through Intuit’s Web Store, you will find the codes at the very bottom of the
receipt

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

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

License Key: 5612\318834-

Sub-total: $2,355.00

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

ORDER DETAILS

Quantity ItemId Unit Price  Ext Price

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

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

Required to activate your product:
Product Code:496-998 License Key:9059-8673-95 2}

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

INTUIT ProFile

Success!
You're All Set.
Quick Tips:

Free ProFile training
Tips & Tricks

Community Forums

Please try ProFile Review

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

Managing Your Licences

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

exioie Licen: g
Manage Licenses '

About

e Click on Details

License - a X

You are currently licensed for

B-T2
— T2 License Expires on 2019-12-31
T3 T3T3/TP646 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

PRCFILE

You have the following active license(s). For assistance, please call Customer Care at 1-800-452-3970 or visit Intuit Technical Support.

Product Code License Key Expiry Date E:{ T T2 T3 FX +T2-EF
807749 7353 2019-12-31 2018 TRIAL TRIAL TRIAL TRIAL
818235 7080"*** 2018-12-31 2017 Lic+QC | Lic Lic+QC | Lic+QC
818902 5015 2017-12-31 2016 Lic+QC Lic Lic+QC Lic+QC

L roivonteemse )
i e Lcense

Delete Selected License

e Enter the new Product Code and License Key

I/ 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,

. 1
select the license to remove [

e Click on Delete Selected License &




License

PROFILE

Intuit Technical Suoport.

Add New License

a Delete Selecled Li

Product . Expiry
Code LicenseKey  pate

1 }818902 _8158"""’ 2017-12-31
818902 5015 2017-12-31

Tax
Year

|2016
2016

m T2 T3

LictQC Lic
Lic+QC Lic

You have the following active license(s). For assistance, please call Customer Care at 1-800-452-9970 or visit
FX +T2-EF

LictQC LictQC |
LictQC  LictQC

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

PROFILE WORKSTATION INSTALLATION

In a network environment, where an office has multiple tax preparers, you may not want to install ProFile on
each individual computer. In other words, you’ll want a workstation installation. Here’s how to do it:

e Ensure that your network is properly setup and configured. You may require an IT professional or
Network Administrator for guidance on how to best proceed with this setup

e Perform a full installation of ProFile on the server and restart the server

e From the workstation, map the drive in which ProFile was installed by following these steps:

e Click on Computer, then choose Map network drive

O_Q [, Computer »

Organize System peoperties

W Favortes
B Desktop
8 Downloads
V. Recent Places

Uninstall o change a program

Map network drve

+ Hard Disk Drives (1)
Local Disk (C2)
e  e— —

Open Contn

e Enter the address of the server by browsing to the target location (example: G:\my-server)
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< @ Map Network Drive

What network folder would you like to map?

Specify the drive letter for the connection and the folder that you want to connect to

Drive Z -

Folder: v Browse...
Example \\server\share

¥ Reconnect at logon

Connect using different credentials

Cancel

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

e Follow the installation wizard

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

Configuring Your Workstation Licenses

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

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). It is 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.
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PROFILE FLEXIBLE LICENSING

If you have 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

Configure Flexible Licensing

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

/4l ProFile Flexible Licensing Settings X

INTUIT ProFile

Flexible Licensing Settings

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

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

Enable flexible licensing on this computer

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

time when | close ProFile (e Don't prompt me. I'l do it manually

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

You can access these settings by clicking the Help > Configure Flexible Licensing menu item above.
Please Note: In order for this functionality to work your computer must be connected to the internet.
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e In automatic mode, ProFile will confirm your computer’s license status whenever you log in and out of
the application

Your licenses have been enabled on this computer.

Welcome back!

Your licenses have been successfully suspended on this
computer.

See You Later!

ProFile will now close ..

Maximum license warnings
When activating a ProFile license, you may see this warning: ProFile has been activated the maximum number of

times permitted for this license. This message appears either because a license is being used more times than
there are units available for use, or because it was not removed from an older machine before being transferred

to a new one.

What’s a unit? If you purchased one license, you will receive an extra license unit for an unforeseen situation
that may trigger the need to reactivate your license. This means you have two units available. If you then try to
activate your license on more than two computers, you will receive the “Maximum activation error” message
described above.

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

e On the old machine, open ProFile and click Help > Manage License

e Click on Details a
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lvd PROFILE
File Goto Form Options EFILE Online Training Window Help

38~ 4 Q|4 @ v & ProFile Help F1
What should we build next?

QuickStart...

Support >
Live Chat
Privacy Policy

Suspend Licenses

gg’ﬂgf F.'e)f‘ble Llce‘lsmg License - ) X
1. .AWW-J%: ,,,,,
Send Feedback You are currently licensed for
About Tl TI1TVTPI License
T2  T2Llicense - Expires On 2018-12-31
T3 T3 T3/TP646 License
FX  FXFX/QLicense

A Now License W

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 &
e Click on Delete selected license to deactivate ProFile on the old machine

e You can now activate the license on your new computer

‘You have the ft active For please call Ci Care st 1-800-452-9970 or visit
Intuit Technical Suoport.
Product . Expiry Tax
c License Key Date Year m T2 T3 FX +T2-EF
[P |- . 12018-12-31 2017 LictQC Lic LictQC LictQC |
1 . |- 20171231 [2016  |Lic*QC Lic LictQC LictQC |

Add New License | yiq jiconse 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 o

Electronic Filing Options ? X
General LCRA Identification
T o "
¥ D9331 oo
Common EFILE On-Line Number EFILE Online Password - 2
(Case Sensitive)
EFILE Internet Options

. TP1 Intemet Retain EFILE Log

T2 EFILE [C] Prompt for Session Type before connecting to CRA

T2AT1 Net File Show Print Prompt at End of Session

T2 C0O-17 Intemnet Filing [ Enable EFILE service
T3/FX

Transmitter
Contact information
MRQ Slip Numbers
Intemet File

T1/TP1 Wizard 0K Cancel Help

e Inthe same window, select T2 EFILE and you should see your credential appear there as well
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Electronic Filing Options ? X

General CRA |dentification

m EFILE Number 41339 EFILE Password
Common [Case Sensitive)
EFILE Intemet

EFILE Directory
el lC:\Users\MichaeI\Documenls\My ProFile Data\T2 Returns\EFILE ] Browse...
m EFILE Web Service (For Technical Support Only)
T2 CO-17 Intemnet Filing @ Default
T3/FX OURL

Transmitter
Contact information
MRQ Slip Numbers
Intemnet File

T1/TP1 Wizard 0K Cancel Help

Environment Options

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

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

nvironment Options ?

Edt  Display File  Preparer Discounter Trustee Audit System HyperDocs PDF  Notifications

Office Info Setup wizard Cancel

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.
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Environment Options
Edit  Display File

Preferences
Multiple Open Files
Save Desktop
Save Prompt
[[J Esc Closes Window
[JFile Protection
Maximum Open Tabs

> tabs

Default File Type [module):

Preparer  Discounter

Recently Used Files

O off

(@ Attach to Reopen menu item
O Attach to File menu

File Directories

?

Trustee Audt  System Securty HyperDocs PDF
Keep Backup

[] Allow Password

Update Documents Folder

[[] Discounter Info Dialog

I File Verification

[ Auto save files every

> minutes

| Most Recently Used v

< et
< entries

Clear

X
B[

Module Directory Lock
2020T1 C:A\Users\mdila\OneDrive'My ProFile Data\2020T1% v
20191 C:A\Users\mdila\OneDrive'My ProFile Data\2019T14 v
2018 C:\Users\mdila\OneDrive\My ProFile Data\2018T14 v
2017 T C:A\Users\mdila\D ocumentsMy ProFile Data\2017T1% v
2016 T1 C:AUsers\mdila\D ocuments\My ProFile Data%2016T14 v
215 T1 C:\Users\mdila\Documents'\My ProFile Data\2015T1% v

Office Info Setup wizard

Cancel

E

Help

e To change a folder’s default location, just click the

menu for each module and tax year

File Directories

Module

2017 T
2016 T1
2015 T

2014 T1
¥ 2N12 T1

Directory

2018 T1 [CiUsers\mdila\Documents\My ProFile Data\2018T1}
C:\Users\mdila\DocumentsiMy ProFile Data\2017T 14
Ci\Users\mdila\DocumentsiMy ProFile Data}2016T 14
C:\Users\mdila\Documents\My ProFile Data\2015T 1}

C:\Users\mdila\Documents\My ProFile Data\2014T 1\
Al learatmdilaiNac imantethAs PraFila Natat2N12T 14

aaaaae§

2

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

e Enter Québec preparer credentials

Environment Options

Edit Display File Preparer Discounter Trustee Audt  System HypeDocs PDF

Preparer

?

Notifications

Name:

Firm:

Street:

City:

\
l
|
\
l

Province:

Phone:

||

l

l
l
[
FOBox RR: |
l
l
[
Email: l

\

Initials

Preparer: [

‘ Partner: [

Quebec
Quebec enterprise number (NEQ):

Identification Number:

Professional Representative Number:

T1013 /RC59

[ ]
[ ]
[

ReplD |

| Business Number l_

Group ID |G_

Office Info Setup wizard

Cancs|

Help

X

Next steps

After setting up the basic options just described, you can jump ahead to Chapter 3 and begin working in ProFile.

A prudent tax preparer, though, might want to explore the more advanced preferences discussed in the next

section.
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An Advanced Setup

This section describes the advanced features and preferences that let you personalize ProFile. These options will
help you save time and streamline your workflow 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 such as enabling fixed decimals data-entry (ProFile automatically places the
decimal point to the left of the last two digits entered in a field). From this tab you can also:

e (Capitalize every word on a tax return, or just the first letter in every word.

Manually override a calculated value on the tab return

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

Ensure that every Social Insurance Number entered in ProFile is valid

Double-click on a field in a tax return to jump to a related field

Right-click to enable Cut, Copy and Paste

Environment Options

Preferences
M Automatic Override

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

Predictive typing
Enabled

Maximum Entries =

Validation
[] Active Validation
M Validate SIN

Office Info Setup wizard

Edit  Display File  Preparer Discounter Trustee Audit

[JSort ltems

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

[[JForm Explorer Checklist

Right Click Cut Copy Paste

[ Auto Insert Memo Date Stamp

Capitalization

O Normal

O All Uppercase

(® Smart Capitalization

Cencel

System HyperDocs PDF

? X

Notifications

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

Environment Options ? X

Edit Display  File Preparer Discounter Trustee Audit  System HyperDocs PDF  Notifications

Preferences

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

Bracket Negative Numbers Data Monitor

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

Line Decimal Separators
Tab Icons

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 you 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. From the System tab, you
can also:

e Enable ProFile’s forum-like Live Community
e Enable or disable ProFile’s online features
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Environment Options ? X

Edit Display File Preparer Discounter Trustee Audit  System HyperDocs PDF  Notifications
Security File

[IFile [C: \ProgramD ata\GreenPoint\profile\Security log.txt ‘ Browse
Shared Folders

Counters: IC: \ProgramD ata\GreenPoint\profile\FormNumber\, ‘ Browse
Invoice: [ ‘ Browse

Automatic Check for Updates
[ Enable automatic check for updates

Check every 7 v Dayls) v sometime after |12 AM v

[ Notify before connecting to the Intemet
[ 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 on this system. g Register
ProFile Online For Technical Support Only
[[] Disable Online Features [ Static Logs

Office Info Setup wizard Cancel Help

PDF Tab

Use the PDF tab of the Environment Options to personalize your client’s PDF files. Here, you can set file-naming

conventions, as well as file location and password protection for all your PDF tax returns.

Edit Display File Preparer Discounter Trustee Audit  System Security HyperDocs FDF
PDF Name

T1: @ Custom [{LastName}(HetumYear}{HelumType}.p‘ + | - (O Same as Tax File Name
T2: O Custom 4+ - (@ Same as Tax File Name
T3: O Custom 4+ - (@ Same as TaxFile Name
F%: O Custom 4+ - (@ Same as TaxFile Name

PDF Archive Directories

Specify Default Custom Directory for PDF &rchive Files

l C:\Users\mdila\Documents\My ProFile Data\PDF FILESY Browse Advanced
[ Module | Custom | Directory ‘ il
20201 r With Tax File _|
20191 v C:A\Users‘mdila\Documentsi\My ProFile Data\PDF FILESY2019 T14
2018 T1 v C:\Users\mdila\Documents\My ProFile Data\PDF FILESA2018 T14
M7 T v Al lsarshradilaA N an mantet bin PraFila N skt POE FILFGL2NT7 T14 .ﬂ
PDF Security
Set User Password (Read and Print Only) Set Owner Password
O None

Protects the PDF document from being edited
(@ ClientName + SIN/BN/TAN/PN (Smith333)

O ClientName + DOB/Fiscal EndDate (SmithYYMM) I
(O User Specified |

B¢

Office Info Setup wizard Cancel Help
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Other Environment Settings
The Options->Environment window features other tabs including settings for establishing Discounter and

Trustee credentials, and for enabling more advanced features such as Audit and HyperDocs settings. We will
revisit some of these settings later.

Options>Module

ProFile’s Module options let you fine-tune the way ProFile works with each individual tax year and module (T1,
T2, T3 and FX). This granular level of detail lets you determine the tax settings that ProFile will choose on new
files, and on files you are carrying forward from a previous year. In this window, you can also establish your
language preference, and you can set variance thresholds for comparing a client’s current and previous year’s
tax file. The paragraphs below describe the Module options you should immediately set.

L) 1.2020 T1/TP1 VI g320m7-2020T2 0w I 52019T3/TP646 ¥ I (& 7.2020 Fx ¢

File Temp

’ l Browse

General DataLocking Variance Disclaimer T1/TP1 Review

& Carry forward files ~ Langua.ge
Xl Carry forward slip descriptions @® English
B Carry forward donation descriptions O French
B Cary forward free form notes
[ Carry forward preparer initials
O Carry forward partner initials
O Carry forward reviewer initials
[ Carry forward authorization question
[ Carry forward Elections Canada question
[ Carry farward foreign property question
[ Carry forward files to same location as previous year
O Carry forward invoice description of services
[ Carry forward T1DD information
& Default MR-69: > Cancel
< > Help
General Tab

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

e Carry forward Elections Canada and foreign property questions

e Set defaults for language of correspondence and preparer information
e Set client letter and invoice defaults

e Establish naming conventions for your tax files

e Choose form colours for client and spouse tax returns
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General Datalocking Variance Disclaimer T1/TP1 Review

& Carny forward files A
B Carry forward slip descriptions
Bd Carry forward donation descriptions

[ Canyforward free General Datalocking Variance Disclaimer T1/TP1 Review
O cany forward pre
[ Canyforward parf | & New Files A
[ Carry forward revi Default preparer initials
i3] Carry forward auth Default partner initials
(X Carry forward Ele [ Defaultto discounted General DatalLocking Variance Disclaimer T1/TP1 Review
O cany forward fpre © Language of correspond & Pioaseae oo foview R
[ Carry forward files ® Blank O Blank
O Carry forward invd Q English O consctpienaier by el
[ Cary forward T10 Q French ® Contact Elieﬁt Y
€ RC59 online acc & RC59 online access defd & Phdkastassmant revicw
o Mo To LN QO RC54 default individy
< Q Blank
QO RC53 default group d
. Q Contact preparer by mail
QO RC59 defaultfirm onl :
® None ® Contact client
& Salutation
6 RC59 default level autho
) e e ® Formal
Sl Q Casual
& Options
[ Update preparer information on Info form (using the informati
B Complete preparer information on T1 jacket v
< i ‘ : >

Data Locking Tab
This tab lets you enable a warning that prevents you from accidentally creating a tax file. You can also
automatically lock a file once a Client and EFILE status is indicated. 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.

i 1.2020 T1/TP1 v|id3o072020T2 v | @ E2019TyTPE4s v | d Z2020 R < |

File Template
‘ | Browse
General Datalocking Variance Disclaimer T1/TP1 Review

[Jwaming on file creation Language
Client Status EFILE Status @® English

O Unknown [JUnknown O French

[ Cartied forward CINot eligible

[Wwork in process ClEligi

[Jwaiting for client Eligible ]

OIn preparer review [JReady to transmit

[In partner review O Transmitted

[JReady to print Wl

[ Printed 0O

[ Completed Not acgepted

[INotfiling [Paperfiled

Cancel
Help

Setting a client status

e To set a file’s Client Status, open a tax file and go to File > Properties.
e C(Click the Client Status dropdown and select the desired status
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e Note the checkbox, to the right of the Client Status dropdown, that lets you toggle file locking on and
off.

|4l 2019 T1/TP1 File properties ? X
1. CARSONN, Johnny
CARSONN, Johnny (487487589)

Client Status: | 1. Carried forward v|  [Olocked

. |0. Unknown
EFILE Status: 1. Caried forward
SEND Status:

2.Work in process
3. Waiting for client
TP1 Status: 4. In preparer review
5. In partner review

T1135 Status: |6, Ready to print -
. 7. Printed
DCN: 8. Completed
’79.Notfiling —‘
Date Preparer Action Elapsed Module Ver. S
v
File Name

‘C’\Users\mdila\OneDrive\My ProFile Datal2019T1Z\CARSONN, Johnny. 19T |

Backup to Cloud
Files for this tax year not supported.

Cance
Help Advanced >>

Show Password

Disclaimer Tab
A standard business disclaimer will alert readers about your involvement with that tax return. ProFile lets you
set two different disclaimers.

o A general disclaimer, for the tax return as a whole, which will appear on the last page of the tax jacket

e A business disclaimer that will appear on business-type forms such as the T2125 schedule for self-
employed individuals

i 12020 T1/TPY v | 320172020 T2 w | @ 52019 T3TPeds w | &3 22020/ ¢

File Template
l | Browse
General Datalocking Variance Disclaimer T1/TP1 Review
Standard Disclaimer Language
[ |Prepared without audit based on information provided by the @® English
fexpayer. OFrench

Business Disclaimer

OK I

Cancel

Help
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Options > Templates

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

Raphaelle Shrieve
101099 Arlington
Anytown, ON
K9A 1R4

Dear Ms Shrieve:

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

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

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

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:

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

v

@ 12020 T1/TP1 v|id3em72020T2 v | @ 52019 Ty TPe46 v | [ 22020 P v
Base Template Directory
\c \Users\mdilayOneDrive\GarbageiMy ProFile Data\Templates Browse
Name Language Description Type Filename ~
Attach English Attachments Default 2020 T1 Attachments RTF
Engage English Engagement letter Default 2020 T1 Engagement Letter RTF
Userl English User letter 1 Default 2020 T1 Userl RTF
Dletter English Deceased client letter Default 2020 T1 Deceased letter RTF
User2 English User letter 2 Default 2020 T1 User2 RTF
Letter English Client letter Default 2020 T1 letter RTF
Qletter English Client letter Default 2020 T1 TP1 letter RTF
Invoice English Clientinvoice Default 2020 T1 Invoice RTF
Qlnvoice English Clientinvoice Default 2020 TITP1 Invoice RTF
QDLetter English Deceased client letter Default 2020 T1 TP1 Deceased letter RTF
JLetter English Joint client letter Default 2020 T1 joint letter, RTF
QlLetter English Joint client letter Default 2020 T1 TP1 joint letter RTF
Bletter English Bankrupt client letter Default 2020 T1 Bankrupt letter RTF
PBALetter English Postbankruptcy authorization... Default 2020 T1 PBA Letter RTF
Pletter English Online payment Email Defeult 2020 T1 Email Template RTF
Jinvoice English Joint clientinvoice Default 2020 T1 Joint Invoice. RTF
QJinvoice English Joint clientinvoice Default 2020 TITP1 Joint Invoice. RTF
Label English Mailing label Default 2020 T1 label RTF
Joindre Frangais Pigces jointes Default F2020 T1 Attachments RTF
Mission Francais Lettre de mission Default F2020 T1 Engagement Letter RTF
Clientl Francais Lettre du client 1 Default F2020 T1 Userl RTF
DlLettre Francais Lettre - particulier décédé Default F2020 T1 Deceased letter RTF
Client2 Francais Lettre du client2 Default F2020 T1 User2 RTF
Lettre Francais Lettre du client Default F2020 T1 letter RTF
Qlettre Francais Lettre du client Default F2020 T1 TP1 letter RTF
Facture Francais Facture Default F2020 T1 Invoice RTF v
Template Parameters
Name: Attach Use defaulttemplate
Description: Aftachments
Print Condiition:
File Path T1 Attachments RTF Browse

New Edit Template Delete 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. This type of information is
called a Field Code. Field codes can only be inserted or removed; they cannot be edited from within
the template

e Black font represents free-form text that you can enter and edit
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[ o V][ awe [+ e [f|B I U BEEES Af
v}

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

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

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

{T1PreparerStreetAddress}

{T1PreparerCity}, {T1PreparerProvince}

{T1PreparerPostalCode}

{ClientFirstName} {ClientLastName}

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

{e1se}

{MailingLabelAddress2}

{endif}

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

{MailingLabelCity}, {MailingLabelProvince}
{MailingLabelPostalCode}

{MailingLabelClientSalutation}

{if EFILE = 0}

We enclose two copies of your {TaxConstant("CurrentTaxYear")} income tax return. We have prepared your return
based on the information you provided to us. Please mail one copy of the return to Canada Revenue Agency (CRA) in
the enclosed pre-addressed envelope on or before {i£ (T1/nfo.S[12] <> ™) or (T1info.B[7] = 1}}JJune 15,
{TaxConstant("CurrentTaxYearPlusOne")}.{e1se}April 30, {TaxConstant("CurrentTaxYearPlusOne")}.{endi £} The
second copy is for your records.

{else}

We have itted your return y 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 provided to us. Keep all information slips, receipts, and other documents for six
years, in case CRA asks to see them

{endif}

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

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

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

Sincerely yours,

{T1PreparerFirm}

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

{endif}
{i£ (ChildTaxBenefit Cut
Copy
Total estimated feder P dTaxBenefit + T1ChildTaxBenefit[55]} are payable for the
S aste . S
year starting in July { )} and ending in June
{TaxConstant("Currer Clear
{if (NextYearRRSPL jbutions = 0)}
Font...
Your RRSP deductiol Paragraph arPlusOne”)} is ${NextYearRRSPLimit}. {endi £}
{i£ UndeductedRRSi Tabs
You have undeductec Insert Graphic RRSPContributions} available to carryforward to your
{TaxConstant("Currer xtYearRRSPContributions > 0} You can also make
additional RRSP con ?to deduct on your return.{endi f}{endi £}
If you have any que se contact me at {T1PreparerPhone}.

Sincerely yours,

{T1PreparerFirm}

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

[Prepare(lnitials l | Insert |

PreparerF ax A
PreparerFirm Cancel

D
PrepareiName

PrepareriPhone

PreparerPostalCode

PreparerProvince

PreparerStreet

Refund

SigningDate

SpouseAddress

Spousedge

Spousedpt v
PSR

Note

Description

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

<« v 6 <« My ProFile Data » Templates v O > Search Templates P
Organize ~ New folder B - (7]
> 2017T1 " Name Date modified Typ
201713
2018T1 No items match your search.

> database
> EFILE
> T2 Returns

Templates

v <
File ga‘e; [ 2018 T1 PF Tour LetterRTF ) Ny

Save as type: Ricl

A Hide Folders Save Cancel

e C(lick Yes to confirm that you want to use this form as the default

Confirm X

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

| Yes || No

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




Vil Form Explorer ? X

Cosan,Mana V‘ o=, E & tﬁk’_ﬂ

Fom: [Lellet ‘ Open Print List Detail Key Line
Forms Name Category Description Used Lastyear Step )
T st Retumn +sched..  Federal Tax Yes  N/A 344
- <ss Retun + sched..  CPP on self-employment and other eamings ~ Yes ~ N/A 382
1. Ideniification | ¥ 579 Retumn + sched..  Federal ition and education amourts Yes NA 356
™ 2 Slips P ns3 Filng Information retur for electronic fiing Yes  N/A 388
W 3 Income “Engage Client Engagement letter Yes N 2
Bl 4 Deducions f GsT Client GST/HST credit Yes N/ 450
&5 i T15ummary Client T1 Summary Yes N/ 453
W 5 Tax+credits | [FNRTC Client NRTC Comparative Summaty Yes  N/A 455
™ & Retum + sc v | ({7 Lelter Client Client letter Yes NZA L
< Audit Client Audit Summary Yes  N/A 410
TP1 | v

Letter:Client letter

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

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

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

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

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

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

Sincerely yours,

o If you'd like to make additional changes, right-click the form and select Edit Template

Edit Template

B
Cut Cul+

Copy Ctrl+C

Paste Ctrl+V opy of your 2018 income tax return is for your recof
- 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.
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= | My ProFile Data - o X
Home Share View 2]

« > » > ThisPC > Documents > My ProFile Data > v|® | Search My ProFile Data »p
(o) Name
# Quick access
I Desktop
& Downloads  #

EFILE
Link

Options Package
& Pictures ¢ Settings

4 iCloud ¢ SettingsBackup1
i Photo Library # SettingsBackup2
SettingsBackup3
T2 Returns

Dropbox
2016T1

Templates

68 items 1 item selected

Options>Form Selection

ProFile has a powerful set of tools for personalizing your 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
e 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 =

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 [

Status after printing

[] Take snapshot
Change the status to

Completed v

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

Not filing

e Under Form Selection Details, you can choose the specific print set you’d like to prepare. For example,
for each tax return, you can choose to print a copy for your files, your clients and for CRA. It’s here
that you can also determine options such as duplex printing or four forms per page. You can also set

your PDF options here. @
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 NamesH
e Scroll through the Form window to select (or deselect) the forms you would like to save or send to

your clients ©

e Click Carry-forward to assign last year’s print settings to the current year

47



[/ Form Selection

[ 12m8T1/TRY ¥ | 1) 320162018 T2 v | @5207TITPe v | 2 Z2018FxA v
Piint Job Fom Selection Details
T1EFILE v s
& & &
Status ater printing B [T 5 Printthese sets
[ Take snapshot T F F [T [F  Achivethese sets PDF)
Change the status to T [F [T [5  Emaithese sets (PDF)
a Hnchsngsd Y EEE FEE Duesses
Print Set Names T E [F [F [  Reviewmaks
1: [File T E E [ [E  4perpage
2o %L~ UITITw Language
Find Form
5 I — ©
5] Information retun for electronic fiing - pages 1 ~

] [}
5
= ]
Piinting Tips
Printing o
¥ (oot 0
change their display o
arder. =
]
1) oo
MNext &}
[}
B OO
8 0
o M

Select this job when

moen

Information return for electronic fling - pages 2
Discounting transaction - pages 1

Discounting transaction - pages 2

Disabilty ta credit certiicate

T1 jacket - pages 1.2

i jacket - pages 345
deral Tax
ounts transferred from your spouse

Capital gains (or losses)

Capital gains [or losses)

Statement of investment income:

Details of Dependant

Working Income Tax Benefit

RRSP and PRPP Unused Contibutions, Transfers...

|EFILE=1)and(T oday>=Date(2002,01,15))

0K Cary-forward Set Defaults 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:

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

1
sequence .

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

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

e Establish your per-schedule pricing B

e Carry forward last year’s pricing to the current year B
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Pricing Schedule ? X

GST Registration Number: |:| GST/HST rate 0.0
Next Invoice Number: l:]. PST rate 0.000

[J Automatically Increment Invoice Number

W 12008 T1/TI 22017 T1/TP1 @ 3. 2016 T1/TP1 [ 4.2 Pl @ 5.2014T1/TP1 [ 6.201 ¢
Invoice type: Detailed [ ] Brief invoice by:  [] Schedule || Hour A

T1 Basic charge paper filed 0.00
T1 Basic charge electronically filed 0.00
S1 Federal tax calculation per schedule 0.00
S2 4 transferred from your spouse per schedule 0.00
S3 Capital gains (or losses) per schedule 0.00
S3 Capital gains (or losses) per item 0.00
S3 4 Principal Residence per item 0.00
S4 Statement of investment income per schedule 0.00
S4 of i income per item 0.00
S5 Eligible / infirm / caregiver amounts schedule 0.00
S5 Amount for an eligible dependant per claim 0.00
S5 A for infirm depend per claim 000
< >

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 Display File Preparer Discounter Trustee Audit  System
Preferences
M Automatic Override [JRight Button Highli
M Audible Override [ Double Click Ope
[ Flyover Memaos and Tapes [ Default Tape Des
M Close tape on total
[ Continuous Forms
[JForm Explorer Che
M Right Click Cut Co
M Auto Insert Memo

Capitalizatio




Saving your Settings

Personalizing all of ProFile’s options and settings might take hours. Which may lead you to ask the following
questions:

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

e Dol have to repeat all these steps every time | install a new instance of ProFile?
e Dol need to repeat these steps if | purchase a new computer?

e How do | prevent someone from making changes to my own settings?

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

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

w4 Set Options/Delete Password ? X
0ld password

New password
Password: I

Confirm: ‘

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

Cancel

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

Options>Administration

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

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

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. o Any new setting will

appear in the Options Package area B
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Options Administration ? X

@1 My Folder: Apply options from this computer. Leam more
: 2 Shared Folder Load options package highlighted below.

QO3 Shared Folder: Ask which ontions nackace to load on startun.

[Jinclude preparer and discounter name with Option packages

[J Allow multiple Options package groups

Option package directory
TM“‘E ocuments\My ProFile Date\Options Package Browse
Options Packages

m E
a Delete

Load

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

New Settings ? X

Settings Name

General PF Settings

0K Cancel

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

e Select the applicable radio button (in this example, an office of a sole tax preparer)
e Highlight the Options Package e
e C(Click Load, and ProFile will apply your settings B

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

@1.  MyFolder. Apply options from this computer.

Q2 Shared Folder Load options package highlighted below.

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

[Jinclude preparer and discounter name with Option packages.

Prompt to save changes
DAllow multiple Optons package groups

Option packege directory

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

Options Packages
General PF Settings

2

o

Help

M mor

Browse

Delete

Load
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Chapter 2 Quiz

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

Correct answer is True

Question 2: ProFile’s Flexible licensing lets you:

Allow up to ten simultaneous ProFile users

Keep ProFile running in the background

Ensure that multiple users have access to their files

Install ProFile on multiple computers for non-concurrent usage

oo wp

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

o0 w»

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
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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

o0 w»

Correct answer is C

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

o0 ®>

Correct answer is C

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

password.

Correct answer is True
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Learning About 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



https://quickbooks.intuit.com/ca/accountants/accounting-professionals/
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, no matter
the type of return you are preparing, ProFile’s uniform menus, toolbars and tabs make navigation a snap.

© PROFILE - [2019 TI/TP1: Shepard, Jane - Personal information] - O
@ File Edit Audit Goto Form Options EFILE Online Training Window Help -8 x

-3 W-P0 % R|3 o - @ E R e | B e O W7 Bvesal | [Q] o o % 2| Wsusesin| Y A &

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.

@1info W2T |(a3T]| @ arRSPLmit| + |

Protected B when comp

Canada Revenue Agence du revenu
.*l Agency du Canada 201 9

Income Tax and Beneft et
e TN ety e e M\/\W

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. Using menus, you can, for

example, create or open tax files, setup preferences, arrange windows, and jump to specific areas of a tax file.

@ PROFILE - [2019 T1/TP1: Shepard, Jane - T1 jacket]

QFiIe Edit Audit Goto Form Options EFILE Online Training Window Help

The Toolbars
Toolbars consist of icons that let you quickly and easily move around in ProFile. You can view (or hide) ProFile’s
three toolbars by clicking Options>Toolbars

e The three toolbars are: Audit and review marks, Forms and Shortcuts
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il PROFILE

ile Edit Audit Goto Form Options EFILE Online Training Window Help
v 3N [ ) Environment... b Q B E“” ﬂ‘ =

Module...

Database...

Templates...

Form Selection...

Pricing...

Integration...

Customer Experience Program...

Options password...

Options Administration...

Language >

Toolbars > & Audit and review marks

Pause Timer Ctrl+T & Forms

¥ Shortcuts
e A

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 later in this chapter.

e The Shortcuts toolbar features icons that let you 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

(© PROFILE - [2019 T1/TP1: Shepard, Jane - Personal information] - o X

TR

3N -G 0 _\H 7 . 'H .. QE‘E’H““HEW [ Svear I P17 [ Medical ﬂ\‘/ X ? -?‘h)suggesuon E;a

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

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

w4 File Edit Audit Goto Form Options EFILE Online Training Window Help

~3IW-EG§ 4 @ . - QERmE| RA @A @ W@
‘13,1'4' )Q,RRSP/PRP a

Ty
Display Options

On the toolbar below, the Spousal icon indicates that two tax files are open (one for each spouse). Clicking that
icon will toggle between the spouses’ returns and display each one on your monitor in turn.
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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

@ PROFILE _ O
File Edit Audit Goto Form Options EFILE Online Training Window Help 0
£ N - e o .
-AW-PONR|FED ¢-»-lis-o daplee B
u =]l
@Z 9 T1/TP1: Arma, John - T1 jacket (== Hﬁ
@ lLinfo | (& 27| O 3 Summary @am Io;.sn | 8% 6. Dependant | 43 21778 | (2 8.T5| + |
Protected B when comp A
Csanads Revenue Agence du revenu
.* Agency du Canada 2 01 9
Income Tax and Benefit Return
Before you start:
If you are filling out this return for a deceased person, make sure you enter their information in all the boxes in Step 1.
Step 1 — Identification and other information
ON 8
Identification Information about you
Print your name and address below. Enter your social insurance number (SIN): 489 984 385
First name and initial
John Year/Month/Day
Enter your date of birth: 1976/10/10
Last name
Arma Your language of correspondence: English Francais
Mailing address: Apt No. — Street No. Street name Votre langue de correspondance : Ifr
2331 Main St ]
PO Box RR Is this return for a deceased person?
i Ensure the SIN information above is for a deceased person.
City Prov./Terr. Postal code If this return is for the deceased Year/Month/Day
anytown i ‘ON |M1A 1A1 person, enter the date of death: yyyy/mm/dd l
v
< >
| Modified | 00:18:55 |[EFILE: Eligible [Balance/Refund (13,443.75) +
= —
© 2019 T1/TP1: Mar, Martha - T1 jacket [=[@][=
J 1.RRSP/PRPP I @27 W3m ]0 4.511 l §% 5. Dependant I @ 6.52 I [ 7. Medical I [J 8 Summary I §% 9.T778 I [J Donations I + ]
- - - - A
Step 1 - Identification and other information
ON 8
Information aboutyou
Print your name and address below. Enter your social insurance number (SIN): 111 111 118
First name and initial
Martha Year/Month/Day
Enter your date of birth: 1977/12/12
Last name
Mar Your language of correspondence: English Francais
Mailing address: Apt No. — Street No. Street name Votre langue de correspondance : Ifl
2331 Main St ]
PO Box RR Is this return for a deceased person?
i Ensure the SIN information above is for a deceased person.
City Prov./Terr. Postal code If this return is for the deceased ‘Year/Month/Day
anytown i ‘ON E |M1A 1A1 i person, enter the date of death: yyyy/mm/dd l ©
< >

e If you use multiple monitors, you can display a 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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@ PROFILE - [2019 T1/TP1: Mar, Martha - T1 jacket] - ]

QFi[e Edit Audit Goto Form Options EFILE Online Training Window Help -5 X
-AW-QONR|IZEAE-»-JEE-anaag]]/|
2 1.RRSP/PRPP | (2274 3T Iog.sn | 8% 5 Dependant | % 6.52 | [0 7. Medical | [ 8 Summary | g3 8.7/« | »

Step 1 — Identification and other information "

— @ 2019 T1/TP1: Arma, John - T1 jacket . m] X
File Edit Audit Goto Form Window
First name and initial
vaa | Q@A E A «- -l Q@ E v vx?|a] |
Mar @ 1.nfo | @2T4| 0 3.Summary W4T |o5511 | 8% 6. Dependant | 43 77778 | (2 8.T5| + |
Mailing address: Apt No. — e e A
M Canada Revenue Agence du revenu
PO Box .*l Agency du Canada
City Income Tax and Benefit Return
any;own

Before you start:
By providing an email addreq If you are filling out this return for a deceased person, make sure you enter their information in all the boxes in Step

the CRAandagree o e T gtep 1 — Identification and other information

Enter an email address: ___ |
Identification Information about you

Print your name and address below. Enter your social insurance number (SIN): 489
Enter your province or territ{ [ First name and initial Ye
residence on December 31 | John Enter your date of birth: u

Last name
Enter the province or territor Arma Your language of correspondence: English
you currently reside if itis | | Mailing address: Apt No. — Street No. Street name Votre langue de correspondance : m
same as your mailing addreg | 2331 Main St i
PO Box RR Is this return for a deceased perso
(" " B i Ensure the SIN information above is for a deceased person.
—_— | Ciy Prov./Terr. Postal code If this return is for the deceased |
Modified | 04:54:08 | anytown ION |M1A 1A1 person, enter the date of death: V.
< >
Modified | 00:20:14 ‘ EFILE: Eligible ‘ Balance/Ref... (13,443.75) +

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

@ PROFILE - [2019 T1/TP1: Arma, John - T1 jacket] — O X
@ File Edit Audit Goto Form Options EFILE Online Training Window Help - &8
>3 '1\~, - H 0 q P @ Ir] v 1 Tile Horizontally
e Cascade a
] : 3
@ linfo| (& 2T4| O 3 Summary T Ie 5.511 | @4 6. Deper Arrange

.*I Canada Revenue Agence du revenu TR T
Agency du Cenada 12019 T1/TP1: Mar, Martha - T1 jacket
Income Tax an v 22019 T1/TP1: Arma, John - T1 jacket

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.
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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.

e Inthe example below, ProFile’s Passive Auditor highlights Box 16 of an individual’s T4 slip. When you
hover your mouse over that field, ProFile’s auditor cautions that the recorded CPP amount differs
from CRA’s suggested value.

@ 1.info | 0 3.Summary | @471 (5274 [ 5511 g4 6.Dependant | 43 27778 | (2875 | + | 7
£
T4 H
Statement of Remuneration Paid T4 S I I 0 </
Bo p # p # p # p #4 ota }
4 > \
Description ABC Inc <?)
Province of employment 10 |Ontario ,}
Employment income 14 61,000.00 0.00 0.00 0.00 61,000.00
Employee’s contributions | CPP 16 2,222 00 T4 Box 16 (CPP premiums) may be incorrect. CRA's | 0.00 2,222.00
QPP 17 0.00 [formula suggests $2,748.90. Please check. I 0.00 0.00 7
El premiums | 18 850.00 0.00 0.00 0.00 850.00 B
PPIP 55 0.00 0.00 0.00 0.00 0.00 S
Exempt CPP/QPP 28 |No No No No
El No No No No
PPIP No No No No J
Employment code 29 \
RPP contributions 20 0.00 0.00 0.00 0.00 0.00 7
Pension adjustment 52 0.00 0.00 0.00 0.00 0.00 ,)
Income tax deducted 22 24,000.00 0.00 0.00 0.00 24,000.00
El insurable earnings 24 53,100.00 0.00 0.00 0.00 53,100.00
CPP/QPP pensionable earnings 26 57,400.00 0.00 0.00 0.00 57,400.00
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 Z
Othe ormatio
Cler sing all N " 0.0 0.00 0.00

Other examples of ProFile’s Passive Audit messages include:

e  Missing data that is necessary for filing
e Missing EFILE information

e Amounts on tax slips that fall outside the tolerance range (as in the CPP example above)

e Opportunities for additional claims (for example, the taxpayer is eligible for a disability amount)
e (Claims that may be more beneficial on a spouse’s return

e Filing requirements specific to a return (taxpayer subject to minimum tax)

e Suggestions to reduce a claim (excessive RRSP deduction or unnecessary CCA claim)
e Planning opportunities
e 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 additional warnings such as notices or processing errors, EFILE messages,
fields with memos or calculations attached, overridden fields, or fields with review marks attached.
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To display the Active Auditor, click its toolbar icon
then display at the bottom of your screen.

or press F9 on your keyboard. The Active Auditor will

W
A Summary  Warnings @ Notices « Sign-offs % lssues Overrides Memos W EFILE ¥ T1135 (% Onlinechange = Datalmport = Carryforwards & Tapes A Variance

R W 1NOTICE 14T 14 B0X 10 (CPP premiuns) may be INcorrect. U
€ Notice Dependant/1 Please enter a valid SIN.
€, Notice Dependant/2 Please enter a valid SIN.
a
(2]

Notice T1206 If any income reported by taxpayer is taxable as 'split income', enter the details on Form T1206.

Notice OtherNedict Tavnaver hac imvectment incame Are there carndinn charnee arinterect evnencee that canld he deducted?

Modified 00:25:21 EFILE: Eligible |Balance/Refund (13,336.81) +

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

e Summary which consolidates all messages from the other tabs

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

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

outside a calculated range

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

Acting on audit messages
e To act on an audit message, double click that message.
e ProFile will open the applicable form, circle the item, and add a yellow background to the field
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Q PROFILE - [2019 T1/TP1: Arma, John - Statement of remuneration paid] - a X
@ File Edit Audit Goto Form Options EFILE Online Training Window Help - &8 x
D-3W- GOXRARA @ 2|6 &0 QDR @8 ] 0 ser W' B Mo

@ Linfo| O 3.Summary |l 8274 ]o;.sn | 8% 6.Dependant | 43 27778 | 8 8.T5| + |
T H ~
Statement of Remuneration Paid T4 S II .
Bo p p# p # p #4 ota
4 »
Description ABC Inc
Province of employment 10 |Ontario
Employment income 1, A 0.00 0.00 0.00 61.,000.00
Employee’s ibuti CPP 1 00 0.00 0.00 0.00 2,222.00
QPP 17 0.00 0.00 0.00 0.00
El premi 18 850.00 0.00 0.00 0.00 850.00
PPIP 55 0.00 0.00 0.00 0.00 0.00
Exempt CPP/QPP 28 No No o o
El o No 9] o]
PPIP o No o 0
Employ code 29
RPP 20 0.00 0.00 0.00 0.00 0.00
Pension 52 0.00 0.00 0.00 0.00 0.00
Income tax 22 24,000.00 0.00 0.00 0.00 24,000.00
El insurable earnings 24 53,100.00 0.00 0.00 0.00 53,100.00 v
«Q Summary € Warnings A Notices Sign-offs % lssues (| Overrides . Memos ¥ EFILE ¥ T1135 (% Onlinechange = Datalmport = Carryforwards & Tapes @ Variance |4 |*
@ T4/1 T4 Box 16 (CPP premiums) may be incorrect. CRA's formula suggests $2,748.90. Please check.
@ Notice Dependant/1 Please enter a valid SIN.
€, Notice Dependant/2 Please enter a valid SIN.
@ Notice TI206 If any income reported by taxpayer is taxable as 'split income’, enter the details on Form T1206.
O Notice OtherNediict Tavnsver hac i inrame Arethere rarninn charnec arinterect evnencec that cauld he dadicted? hd
Modified 00:25:21 [EFILE: Eligible [Balance/Refund (13.336.81) +

Personalizing ProFile’s Auditor

Options>Environment

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

[Environment Options

?

X

eEnable or disable features such as the Passive Auditor, review marks and
e Choose the information to display on the Summary Tab of the Active

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

Edt  Display Fle  Preparer Discounter Trustee Audl  System HypeDocs PDF  Notiications
Preferences
[ Passive Auditor [ Cicle Fields
(4] Display Review Marks [ Show Auditor Tabs
(] Clear Review Marks on edit
Sunmary Tab Inchides Audt Summary Inchdes circled fields
[ Watmings (4] Wasmings "
[ Notices Notices
] Preparer Sigrvolt Preparet Sigrv-olf
] Pattnes Sign-off Patner Sign-oft
[ No Signoff 7] No Signeolf
] Corechon Marks Conection Marks B
] Queston Maks ] Queston Maks Auditor
[ Ovenides Overndes
I Memos Memos v
Prevent Filng
g s
[ Noiices ILE Enors
[]No Sign-off SEND Enors return
] Conechon Marks EDI Erors
2] Question Marks EDI Warnings
[ Overides Mag Meda Erors

~

Remove Audt Messages
[10n Preparer Sign-off

Office Info Setup wizard

On Partner Sign-off

Cancel

Help

eRemove audit messages on partner or preparer sign-off
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PUTTING IT ALL TOGETHER

Getting Started

Up to this point, you learned about ProFile’s set-up options, and you also read about ProFile’s overall 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 start by either creating a new tax return or carrying forward a file from the previous year, and you
accomplish either of those tasks by clicking the appropriate icon on the toolbar.

4 PROFILE

File Edit Audit Goto Form Options EFILE Online Tr
~3IWN-H 0 d([4 @
File New arry forward a previous year file (Ctrl+ R)|

Over and above its own prior-year files, ProFile lets you carry forward files prepared in other tax applications

including TurboTax, CanTax and TaxPrep. In addition, you can carry forward DT Max files by clicking, File >

DT Max Carry Forward
L/‘ Carry forward file X
W 12018T v|iaT2 | @ 4201773 v| @@ 62018 FX v
Lookin: [ 2018T1 v
(D Name Size Item type Date modified ~

Shortcuts

BackupFiles File folder 11/1/2019 10
‘»Ba\zao, Sarah 765 KB ProFile 20 9/21/2019 11
@Carsonn, An.. 76.4KB ProFile 20 9/22/2018 2.0
OCarsonn, Carla 30.1 KB ProFile 20 9/22/2019 2:0

Ul

File name

Files of type

‘Carsonn, Joh.. 344KB ProFile20.. 9/22/20192:0
‘FORECAST, 136 ProFile 20 71182019 11
@Hruzec, Sam 436 KB ProFile 20 9/22{20193:2
Odoonna, JaAne 260KB ProFile20.. 11/13/20186
‘ModTpW 2018 34.4KB ProFile 20 1116/2019 12,
‘Shepard, Jane 34.7KB ProFile20.. 11/1/2019 10

v
| &b Crvinin Don 200 VD DeaCilnon AmoLATn 0.0

Carry forward

2018 ProFile T1 (*18T) v Cancel
2018 Cantax(tm) T1 (*P18) relp

2018 TaxPrep(tm) T1 (*118)

2018 ProFile T1 (*18T)

Whether you start with a new or carried-forward return, keep the following in mind:

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

ProFile automatically opens other forms and schedules, such as the T1 Jacket. You can tell which
forms are open by glancing at the forms’ representative tabs

The yellow fields denote the Passive Auditor’s warnings about missing information
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2019 Personal inform

Marital status

Taxpayer personal information

SIN Indicate your marital status on December 31, 2019

Title 1 D Married 2 |:| Living common-law 3 |:| Widowed
Firstname | 4 D Divorced 5 D Separated 6 |X] Single

Last name )

Last name changed in 2019? D Yes No If status changed in 2019, 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? [l Yes |:| No
Street address Apt # Residency

P.0. Box IRrRR 5 .

Y Province of residence

e —— on 2019/12/31 Ontario

Province -

P | cod Province of self-employment

w If you became or ceased to be a Canadian resident in

Primary phone () - 2019, enter date of entry mm/dd
Bithdate yyyy/mm/d | D 0 or departure  mm/dd

Date of Death _yyyy/mm/dd

Gender [] Male I:l Female

Province or territory where taxpayer resides if different from mailing

Are you a non-resident? I—l Yes No
address:

Residency status Resident

Country (other than Canada)

Did you dispose of a property (or properties) in 2019 for which you are
claiming a principal residence exemption? I—l Yes No

CRA online mail: I:l Already registered[] Yes No
Email address:

By providing your email address or updating an already registered
email address, | understand | am registering for online mail and U dd for-
accept the terms and conditions that are set out on page 2 of the form SE pregarer B R X LE
T183. Paper notices will not be mailed to me from the CRA. Nothing D Notice of Assessment and Refund [] Nof A
Do you want preparer to get D T1 mailing address
Electronic Notice of Assessment? ﬂ Yes No

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

electronically provide my assessment results and my notices of
ment and r ment to the electronic filer (including a

discounter) named in Part C of T183. | will now receive a copy of my

notices of ment and ment from my electronic filer.
s

—— A S P — e m\,mr’\q’\_,‘__v/\mwd i

Entering data

e Even though ProFile automatically opens the tax jacket, it’s important to note that you enter data on

supporting forms and schedules, and not directly on the jacket itself.

e When you click on the T4 tab, ProFile will launch the T4 Slip window which, after you enter an

employee’s earnings, will look like this

ement of Remuneration Paid 4 J
Bo p# p# p # p #4 ota
B - I I
Description ABC INC
Province of employment 10 Ontario
Employment income 14 65,999.00 0.00 0.00 0.00 65,999.00
Employee's contributions CPP E 16 2,593.00 0.00 0.00 0.00 2,593.00 i
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 No No No
El No No No No
PPIP No No No No
Employment code 29
RPP contributions 20 0.00 0.00 0.00 0.00 0.00
Pension adjustment 52 0.00 0.00 0.00 0.00 0.00%
Income tax deducted 22 12,500.00 0.00 0.00 0.00 12.500.00{
El insurable earnings | 24 | 52,000.00 0.00 0.00 0.00 51,700.00
CPP/QPP pensionable eamings 26 55,900.00 0.00 0.00 0.00 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
Othe ormatio
Clergy housing allowance 0.00 0.00 0.00 0.00 0.00
Transfer allowance to T1223?
Board and lodging 30 0.00 0.00 0.00 0.00 0.00
Special work site 31 0.00 0.00 0.00 0.00 0.00
Travel in prescribed zon: 32 0.00, 0.00 0.00 0.00 0.00
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Colours, Diamonds and Arrows

Learning about colours
A close glance at the window above reveals fields that have different font colours. Here’s what those colours

signify:

Fields with...

e Purple fonts denote data carried forward from a prior year
e Black fonts are for direct data entrya

e Red fonts mean that you overrode a calculated field B

e Blue fonts indicate a field calculated by ProFiIeu

e Green fonts denote a locked field =

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:

o If afield displays a down arrow, then a dropdown menu exists for that field

Province of residence
on 2019/12/31 Ontario
Province of self-employment NA A
If you became or ceased to be a (British Columbia
2019, enter date of: Alberta

Saskatchewan

Manitoba

, Québec

Are you a non-resident? New Brunswick v
Res] status . Resident

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

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




Protected B when completed

Attach only the documents (schedules, information slips, forms, or receipts) requested to support any claim or deduction. Keep all other supporting documents.

Step 2 - Total income

As a resident of Canada, you have to report your income from all sources both inside and outside Canada.

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

Employment income (box 14 of all T4 slips) [ |i0100 90.000'00 i

Tax-exempt income for emergency services volunteers

(See line 10100 in the guide.) 10105 0.0

Commissions included on line 10100 (box 42 of all T4 slips) 10120 0[00

Wage loss replacement contribitinns (Sas lina 40400 in the nuids | hn12n nlnn

Other employment income /

Dther employment neome R P J

Old age security pension (bg
CPP or QPP benefits (box 20

Disability benefits included o1 - ‘ | : : : : ﬂ .
Other pensi and superan —
line 31400 in the Worksheet | DeScription Parker
Elected split-pension amount Enterprises
w Province of employment 10 |Ontario
UCCB amount designated to | £ 1oy ment income 14 90,000.00 0.00 0.00 0.00 90,000.00
Employment insurance and of Emplovee’s contributions | CPP 16 2.748.00 0.00 0.00 0.00 2.748.00
Emolovment insurance mater QPP 17 0.00 0.00 0.00 0.00 0.00
< El premiums | 18 860.00 0.00 0.00 0.00 860.00
PPIP 55 0.00 0.00 0.00 0.00 0.00
Exempt CPP/QPP 28 |No No No No
El No No No No
PPIP No No No No
Employment code 29
RPP contributions 20 0.00 0.00 0.00 0.00 0.00
Pension adjustment 52 0.00 0.00 0.00 0.00 0.00
Income tax deducted 22 19,000.00 0.00 0.00 0.00 19,000.00
El insurable earnings 24 53,100.00 0.00 0.00 0.00 53,100.00
CPP/QPP pensionable eamings 26 57,400.00 0.00 0.00 0.00 57,400.00
PPIP insurable earninas 56 n0on 000 non nnn 000

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

Description . |ABCINC }
Province of employment 10 Ontario 3
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 28 No No
El No No R
PPIP . No No
Employment code 29
RPP contributions 20 0.00 ]
Pension adjustment 52 0.00
Income tax deducted 22 - 5
El insurable earnings vz 52,000.00
CPP/QPP pensionable earnings 26 55,900°00
PPIP insurable earings 56 0.00 ¢
Union dues 44 0.00
Charitable donations 46 0.00
e dasas g v

Overrides are great for “what if?” scenarios. After you complete your what-if analysis, just press the F2 key to
cancel the override and return that field back to ProFile’s original, calculated value.
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Memos and Tapes

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

Using Memos
e To record a memo, click into any field
e Pressthe F8 key
e Type in your note
e C(Click OK

v 4 Memo ? X

Ask client to confimr this amount

[ Canry-forward to next year Insert Date Stamp

Review Mark
@None O Preparer (O X Enor
O Partner O7? Question

0K Cancel Clear

Using Tapes
e To use Tapes, click on a field
o Press CTRL+F8
e Inthe window that opens, enter a description (optional), and a value on each line
e Press the = key and ProFile will paste the sum directly into the selected field

il Tape ? X
Jan 120.00
Feb 144.00
Mar 148.00

Apr 141.00

M Descriptions Post Decimals 2

[ Cary-forward descriptions

Ok Cancel Clear

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

Il - Carrying charges and interest expenses
Accounting fees

M. or safe custody fees

counsel fees

Reported on T5013 slips

Legal fees paid to collect, 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 0joo
Rental and leasing property 000
Resource property 0/00

0[oo

Enj is amount on line 221 of your return.




Finding What You Need

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

ProFile.

-— yearch

THE FORM EXPLORER

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

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

-

l

il Form Explorer
‘ Taxpayer, Amy
| Form: ||
Forms Name
W 1 ldentiication | @ /o
~ §% Dependant
2 Slips @ CanyFwD
" 3 Income s T2202/TL11
" 4 Deductions e 73
= aT4
5 Tarvcredts | 1,
" B Retum +sch.. | |4 T440AS
™ 7 Filing [ T44P
a - o T4ARCA
8. Client Nl -
(Mecen < g
T (& T4PS
P | T4RIF

Category
Identification
Identification
Identification
Slips

Slips

Slips

Slips

Slips

Slips

Slips

Slips

Slips

Slips

Description

Personal information

Dependant information

Carryforward Summary

Tuition and education credit certificate
Statement of trust income

Statement of remuneration paid

Statement of pension, annuity and other in...
Statement of Old Age Security

Statement of Canada Pension Plan benefits
Statement of distributions from a RCA
Statement of Employment Insurance and ...
Statement of profit-sharing plan allocations...
Statement of income from a RRIF

Used
Yes

Last year
Yes
No
No
No
No
Yes
No
No
No
No
No
No
No

5 b B

E Detall Key Line

Step

@ N s W

n
12
13
14
15

N

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

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

current or prior year )

o Inthe left pane, you'll find folders that let you filter which forms to display &

e Tofind a form, just type its name in the search field Bl

Form Explorer Icons

There are four icons at the top right of the Form Explorer window. These icons provide different view options.
The bullets below explain each icon’s purpose:
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il Form Explorer
Taxpayer, Amy vl Lo
|Form: “ |
Forms Name Category Description
1 Identfication | @ o Identification Personal information
= ) ¥4 Dependant Identification Dependant information
2 Shps [/ ] CamyFwD Identification Carryforward Summary
" 3 Income 1 T2202/TL1 Slips Tuition and education credit certificate
4. Deductions = T3 Slips Statement of trust income
u T4 Slips Statement of remuneration paid
BUEEEEES (T4 S|IES S:a:emen: of pension, lannl,':ky and other in...
™ B Retum +sch.. | [ T4ADAS Slips Statement of Old Age Security
Z.Filing | T44P Slips Statement of Canada Pension Plan benefits
2 Client LI & T4ARCA Slips Statement of distributions from a RCA
(I s T4E Slips Statement of Employment Insurance and
T [ T4PS Slizs Statement of pluipit:;'varing plan allocations.
1 | s T4RIF Slips Statement of income from a RRIF
e 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.
o The Key view lets you use keywords to find the required form. This view is ideal when you know what
information you’re searching but you’re not sure of the form’s name.
e lastly, the Line view provides a line by line listing of all available forms. You find a form, in this view,

by entering a tax line number in the Form field

One more thing
e 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

4l Form Explorer ? X
Taxpayer, Amy v l 1+ Lo, ?:7 i b4 y.
Fom: | T4 J Open  Print List Detail Key Line

Forms Name Description Used Lastyear Step A
i || Yes . Yes 8
1 2 Slips | oS Yes 8 |
h‘ e Open e Yes  Yes 17
3 Income Open in new Window Ctrl+Alt+F6
" 4 Deductions Print
5. Tax + credits ~
Check all
6. Retumn + sch,
n Uncheck all
Z. Filing
" 8 Clent Br1  View
™Al T Arrange Icons by Name
A Used ﬂ: 1 Properties by Category
B Dataentered | (5 T101 Statement of renounced resolrce ex DEcchpton
W C Lastyear & 5006 Labour-sponsored funds tax cligdit by Used
|5 T5007 Statement of benefits by Step
{5 T5008 Statement of securities transaction: k
(s T5013 Statement of partnership income
Ll | S3Details Capital Gains Entry No  No 28
TP1 I & S3PrincipalResi.. 53 Principal Residence Detail No No 29 v
[T4:S of ion paid

THE DATA MONITOR

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

69



As you can see in the example below, the Data Monitor reveals that the taxpayer has a refund of $339.60. The
Data Monitor reveals other information too, including available GST credits and Internet Filing eligibility.

© PROFILE - [2019 T1/TP1: Shepard, Jane - T1 jacket] - m} X
OFiIe Edit Audit Goto Form Options EFILE Online Training Window Help - 8 x

-3 W-Q0nR|3 -9 - Q R

@1nnfo 2T & 3.T4| @ 4RRSPLimit |+ |

BC [8] ~
Identification Information about you

Print your name and address below. Enter your social insurance number (SIN): 000 000 000
First name and initial Year/Month/Day
Jane Enter your date of birth: 1980/12/29
Last name
Shepard Your language of correspondence: English Francais
Mailing address: Apt No. — Street No. Street name Votre langue de correspondance :

1010 Main St ]
PO Box RR Is this return for a deceased person?

i Ensure the SIN information above is for a deceased person.
City Prov./Terr. Postal code If this return is for the deceased ‘Year/Month/Day

Vancouver |BC [VOA 1A1 person, enter the date of death: yyyy/mm/dd I

Email address Marital status

By providing an email address, you are registering to receive email notifications from
the CRA and agree to the Terms of use under Step 1 in the guide.

Tick the box that applies to your marital status on
December 31, 2019

Enter an email address: i 1 D Married 2 |:| Living common-law 3 EI Widowed
- - 4 D Divorced 5 |:| Separated 6 |A] Single
Information about your residence
Entt.ar your province or territory of . h ! - o : et
residence on December 31, 2019: British Columbia - iy prey——— T bo . B
< >
Modified 01:42:27 |EFILE: Not eligible |Balance/Refund (339.60) +

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

e For example, to display line 15000, just highlight it
o Click the “+” sign at the bottom of the window
e You have just added Line 15000 to the Data Monitor




@ PROFILE - [2019 T1/TP1: Shepard, Jane - T1 jacket] - m} X
@ File Edit Audit Goto Form Options EFILE Online Training Window Help - & x
-3W-WONR[IEA e-»-[dE-2DABRIG @ EE]]

@ 1info 2T ]\; 3.T4| @ 4RRSPLimit | + |
Taxable capital gains (Complete Schedule 3.) 12700 0loo )
Support payments received Total[12799 0|00 E Taxable amount [12800 0|00
RRSP income (from all TARSP slips) 12900 0lo0 g
Other income Specify: 13000 0[00
Taxable scholarship, fellowships, bursaries, and artists’ project grants 13010 0loo |y
Self-employment income

Business income Gross [13499 0 Net[13500 0

Pr ional income Gross [13699 0 Net[13700 0

Commission income Gross [13899 0 Net 13900 0

Farming income Gross 14099 0 Net 14100 0

Fishing income Gross 14299 0 Net 14300 0
Workers' ¢ tion benefits (box 10 of the T5007 slip) 0|00
Social assistance payments 0|00
Net federal (box 21 of the T4A(OAS) slip) 0|00
Add lines 14400, 14500, and 14600. (See line 25000 in Step 4.) 0[oo
Add lines 10100, 10400 to 11400, 11500 to 11700, 11900, 12000,
12100 to 12500, 12600, 12700, 12800, 12900 to 13010, 13500, 13700,
13900, 14100, 14300, and 14700. This is your total income.

Protected B when completed

Step 3 - Netincome v
<

Modified 01:52:16  |EFILE: Not eligible |Balance/Refund (339.608| T1:15000: Total in... 90,000.00 +

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. Keep in mind, though, that a right-click
is form dependent. For example, a right-click over an 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 auditor Ctrl+F9

Environment...

o If youright-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
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T X AT DT T Ty T rorCeTtaTTTES-
mployment income (box 14 of all T4 slips) == — ¥
“ax-exempt income for emergency services volunteers 3 Help Fl
(See line 10100 in the guide.) 105 oo § ¥ m F6

(commissions included on line 10100 (box 42 of all T4 slips) 120 ojoo | Ti212
age loss replacement contributions (See line 10100 in the guide.) 130) oloo |§
lOther employment income Cut
(01d age security pension (box 18 of the T4A(OAS) slip) Copy
ICPP or QPP benefits (box 20 of the TAA(P) siip) Copy field code
Disabiity benefits included on line 11400 (box 16 of the T4A(P) slip) {1410 ofoo i
[Other pensions and superannuation (See line 11500 in the guide and complete Paste
line 31400 in the Worksheet for the return.) il overide 2

lected spit-pension amount (Get and complete Form T1032.)
lUniversal chid care benefit_(See the RC62 siip.) Attach memo F8
UCCB amount designated to a dependant fi1701] ofoo |f Attach tape Ctrl+F8
‘mployment insurance and other benefits (box 14 of the T4E slip) fi Copy Memo/Tape

Employment insurance maternity and parental benefits 00 Paste Memo/Tape

0

|Amounts from box 36 of T4E 0/00 Attach to HyperDoc
Exempt PP benefts (included in T4E box 36) andlor El maternity and parental
lbenefits under the Indian Act (T90). 0[00 Review marks >
[Employment insurance maternity and parental benefts and provincial
parental insurance plan benefits 1905, 0loo Attach a Doc
[Faxable amount of dividends (eligible and ofher than eligible) from taxable Canadian
lcorporations (Complete the Worksheet for the return.) Close form Esc
axable amount of dividends ofher than eligibe dividends, )
Included on line 12000, from taxable Canadian corporations fiz010 oloo § Rort '°‘""
Interest and other investment income (Complete the Worksheet for the return.) ] New window
INet partnership income: imited or non-active partners only Launch window
[Registered disability savings plan income (box 131 of the T4A slip)

Create FX
Rental income Gross [12599 oloo § Net[l Create T3
[Faxable capital gains (Complete Schedule 3.) B oy forward
ISupport payments received Total 12799 0loo Taxable amount Previous year's return
RRSP income (from all T4RSP sips)
A — T Show auditor Ctrl+F9
xatle sPoairshi, selayshigr =gy~ \grists iy~ grans NN AL /\}rw%w N

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.

o The Preparer Sign-off lets you confirm the amounts entered on each line of a return. It also allows you
to approve any errors or issues signaled by the Passive Auditor

P
(v)v' % ?

o 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

Py
(V)% ?

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

P
v ¥'(%)?

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

v «‘x(;.;i
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Using a Review Mark
e |nthe example below, the Auditor warns you that a T4’s CPP amount may be incorrect

Description |ABC INC

4 Province of employment 10 _‘On(ano
§ Employment income 1

Employee's contributions CPP 1&‘ 2,199.00

QPP

El premiums | 18 | 858.22

PPIP | 0.00
4 Exempt CPP/QPP

JEmployment code
RPP contributions
Pension adjustment

e Toindicate that the amount is indeed the correct T4 value, select a Sign-off Review Mark and click the
yellow field
e ProFile adds a review mark to that field, and also signals it in the Sign-offs tab of the Active Auditor

B0 P #
<
g ABC INC
| 10 Ontario
{14 65,999.00
§| 16 2,199.00
17 0.00
{ 18 858.22
{| 55 0.00
28 |No N
No N
No
J IR W
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Chapter 3 Quiz

Question 1: ProFile uses Tabs to:

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

Toggle back and forth between different tax files
All the above

o0 w»

Correct answer is A

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

Correct answer is False

Question 3: ProFile’s toolbars include:

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

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

o0 w»

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
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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

o0 w»

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?

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

o0 ®>

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 CRAs 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


https://quickbooks.intuit.com/ca/accountants/accounting-professionals/
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

T1 BAsICS

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

returnis 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 1illustrated a 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.

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:

Employers name — Nom de lemployeur ... E;:I:;Mnun mﬂ;mm T4
ProFile 2021 Tour Year Statement of Remuneration Paid
1212 Main St Année Etat de la remunération payée
Employment income - Ine 10100 Income tax deducted - ine 43700
Anvytown ON MI1A 1A1 Reverus dempiol ~ igne 10100 Impét sur le revenu retenu ~ ligne 43700
. (4] 900000  |(2] sooo0 |
a E Empiayers account number | Numaro de compte de lempioyeur Province of employ wployee's CPP ~ line 30800 El insurable earmings
= Province dempio!  Cotisations de lempioyé au RPC - igne 30800 Gains assurables TAE
e 10 16 24
s e —=— ST 200 | (2] 200000 |
8 [ Numéro dassurance sociale ] [_CIWQ’P n_ e mpopons’ | yeo's QPP s - om 20800 - CPP/OPP pensionatic o
g 12 487 487 589 ZBM oce gempiol otisations de Femployé au ARQ - igne 30800 ins ouwvrant drolt & pension ~ RPC/RR
; APCRRO AE RPAP @‘l ] |‘—7! ] l I-él 9.000|00 I
B Empioyee’s Ei premiums - Iine 31200 Union dues — line 21200
o ployee’s name and addr — Nom et adr de l'employé Cotisations de lempioyé a FAE ~ igne 31200 Cotisations syndicales — igne 21200
% Last name (in capital iehers) — Nom de famiie (en letres mouees) Frst rame -Prénom  infial - inttae D__l 145{80 l Lﬂ I I
5 '—’l CARSONN JOHNNY I APP contrbutions — iine 20700 Chartabie conations — ine 34800
.3 @! CxxunmauﬂﬂPAAIqrnNTW“ [ﬁl Dons Oe tientalsance —llqi:usoo]
2
a 2020 Smith Street Pension adjustment — line 20600 RPP or DPSP registration rumber
g L Facteur d'equivaience - igne 20000 N* dagrément dun RPA ou dun RPD8
o 52 50
§_ Anytown ON CAN M4A 1A1 ! I l [_] I
Employoe's PPIP promiums — soe aver PPIP Insurabie camings
= Cotisations de femployé au RPAP — voir au verso Gains assurabies du RPAP
o 55 56
. B T & )
§ Box - Caze Amount - Montant Box - Case Amount - Mortant Box - Case Amount - Montant
S | Other information |
2 (G || ) Ll | ]
_ | Autres Box ~ Case Amount — Montant Box - Case Amount — Mortant Box - Case Amount — Montart
s | [ [ ][ ]I | [ ] ||
=
e Because Johnny was a full-time university student, he also received the following tuition slip
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- Canada Revenue  Agence du revenu m(malpm“gos
l l Agency du Canada when completed / une fois rempli
For student / Pour étudiant
T2202 Tuition and Enrolment Certificate Year
Certificat pour frais de scolarité et d'inscription Année
Name and address of o d 0 11| School type 12| Flying schoot or club
Nom et adresse de I'établissement d'enseignement Catégorie d'école Ecole ou club de pilotage
ProFile 2021 Tour
1212 Main St 4] Student number 3] Filer Account Number
Numéro d'étudiant Numéro de compte du déclarant
Anytown ON M1A1A1 10101010
'3 Name of program or course | ) 1] 2 &
Nom du programme ou du cours Number Number Eligible tuition fees,
Session | From To :'m"‘:’:": c;'u'l":""' part-time and full-time/
fo/ / 5 -time/ és de scolarité
Snpiies Boieios Périod Wg:M W:N mia d:lombre_ E:;::s:ﬂee pou.;
Student N é AAMM —— études a partiel
Nom de rﬂm dcen | (ANTM temps partiel temps plein eta :::‘ pein
JOHNNY GARSONN 1_|2018]01201912 08 7616
2
Student address 0
Adresse de I'étudiant 3 0
4 0
2020 Smith St Totals / Totaux |2 =] 08 |[=! 7616
Anytown ON
Information for students: See the back of Certificate 1. If it 10 transfer all rt of
M4A 1A1 CAN o your tuition amount, eorr:lsb lhy:ub;:nol cmn:::z oo
les :Lisez le du certificat 1. Si désirez transié
[T Socal msurance number (SN o ume parie ou la otait do vou ki de scolel,
Numéro dassurance sociale (NAS) remplissez le verso du certificat 2.
4|8|7|a|8|7|5|8]8
See the privacy notice on the next page. 2
C Tavis de ala page Tol
— Canadi

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.
[ ]

Start with Page 1 of the tax return (the T1 Jacket) and begin entering personal information such as
name, address and other personal details
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.*l Canada Revwsnue  Agance du revenu
Agency du Canada

Income Tax and Benefit Return

[ ClearData |

Protected B when completed

2019|

Before you start:

If you are filling out this retumn for a deceased person, make sure you enter their information in all the boxes in Step 1.

Step 1 - Identification and other information

ON[ 8]

Identification

Information about you

Print your name and address below.
First name and initial

Johnny

Last name

Carsonn

Mailing address: Apt No. — Street No. Street name

2020 SmithSt

PO Box RR

City Prov./Terr. Postal code
_Amtown l[o % |m,2 21,2 1|

Enter your social
insurance number (SIN): |87 4,8 7|5 8 ¢
Year Month Day

Enter your date of birth: [2,0 0,0 0 ,1]0,1]
Your language of correspondence: English  Francais
Votre langue de correspondance - * O

Is this return for a deceased person?

Email address

Ensure the SIN information above is for the deceased person.

By providing an email address, you are registering to receive
email notifications from the CRA and agree to the Terms of use
under Step 1 in the guide.

Enter an email address: ic0101@profileco

If this return is for a

deceased person, enter the | Vear |M°mh | Day

date of death: ! ! !
Marital status

Tick the box that applies to your marital status on
December 31, 2019:

1[] Mamied  2[] Living common-law 3 [_] Widowed

Information about your residence

4[] oi d 5[] Separated 6 [X] single

Enter your province or territory of
residence on December 31, 2019 orezrio

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

Enter the province or territory
where you currently reside if it is
not the same as your mailing
address above:

If you were self-employed in 2019,
enter the province or territory
where your business had a
permanent establishment:

If you became or ceased to be a resident of Canada for
income tax purposes in 2019, enter the date of:

Month Day Month Day

emry| ] or departure | |

Enter their SIN: (I T S
Enter their first name:

Enter their net income for 2019
to claim certain credits:

[
Enter the amount of universal child

care benefit (UCCB) from line 11700
of their return: _l_

Enter the amount of UCCB repayment
from line 21300 of their return: 4

Tick this box if they were self-employed in 2019: 10

[Do not use this area | | | | |

this area

Do not use |17200} | | | [17100]

5008-R Page1
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e On Page 3, enter the employment income amount as indicated on the employer’s T4

Protected B when completed

Attach only the documents (schedules, information slips, forms, or receipts) requested to support
any claim or deduction. Keep all other supporting documents.

Step 2 — Total income

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

Employment income (box 14 of all T4 slips) 10100 9000|.00

Tax-exempt income for emergency services volunteers

(See line 10100 in the guide.) 10105 |

Commissions included on line 10100 (box 42 of all T4 slips) 10120 |

Wage-loss replacement confributions (See line 10100 in the guide.) 10130 |

Other employment income 10400 + |

Old age security pension (box 18 of the T4A(OAS) slip) 11300 + |

CPP or QPP benefits (box 20 of the T4A(P) slip) 11400 + |

Disability benefits included on line 11400 (box 16 of the T4A(P) slip) 11410 |

Other pensions and superannuation (See line 11500 in the guide and complete line 31400 in the

Worksheet for the retum.) 11500 +

Elected split-pension amount (Get and complete Form T1032.) 11600 + |

Universal child care benefit (UCCB) (See the RC62 slip.) 11700 + |

UCCB amount designated to a dependant 11701 |

Employment insurance and other benefits (box 14 of the T4E slip) 11900 + |

Employment insurance maternity and parental benefits and provincial

parental insurance plan benefits 11905 |

Taxable amount of dividends (eligible and other than eligible) from taxable Canadian corporations

(Complete the Worksheet for the return.) 12000 +

Taxable amount of dividends other than eligible dividends, included on

line 12000, from taxable Canadian corporations 12010 |

Interest and other investment income (Complete the Worksheet for the return.) 12100 + |

Net partnership income: limited or non-active partners only 12200 + |

Registered disability savings plan income (box 131 of the T4A slip) 12500 + |

Rental income Gross 12599 | Net 12600 + |

Taxable capital gains (Complete Schedule 3.) 12700 + |

Support payments received Total 12799 | Taxable amount 12800 + |

RRSP income (from all T4RSP slips) 12900 + |

Other income Specify: 13000 + |

Taxable scholarship, fellowships, bursaries, and artists' project grants 13010 + |

Self-employment income
Business income Gross 13499 | Net 13500 + |
Professional income Gross 13699 | Net 13700 + |
Commission income Gross 13899 | Net 13900 + |
Farming income Gross 14099 | Net 14100 + |
Fishing income Gross 14299 | Net 14300 + |

Workers' compensation benefits (box 10 of the T5007 slip) 14400 |

Social assistance payments 14500 + |

Net federal supplements (box 21 of the T4A(OAS) slip) 14600 + |

Add lines 14400, 14500, and 14600. (See line 25000 in Step 4.) = | »14700 +

Add lines 10100, 10400 to 11400, 11500 to 11700, 11900, 12000,

12100 to 12500, 12600, 12700, 12800, 12900 to 13010, 13500, 13700, booo |00

13900, 14100, 14300, and 14700. This is your total income. 15000| =

5008-R Page 2
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e  Find Schedule 11 and use the T2202 issued by the learning institution to calculate the eligible tuition
credit. In this example, because of insufficient income, no tuition credits are applied.

Protected B when completed
T1-2019 Federal Tuition, Education, and Textbook Amounts Schedule 11

Only the student must complete this schedule and attach it to their return. If the student is transferring an amount to another
person, the other person should not attach this schedule to their return.

If you are a student, 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

Use your completed designated forms (T2202, TL11A, and/or TL11C) or other official tuition tax receipts to complete this
schedule.

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

Tuition, education, and textbook amounts claimed by the student for 2019

Unused federal tuition, education, and textbook amounts from your 2018 notice of assessment or
notice of reassessment

Eligible tuition fees paid to Canadian educational institutions for 2019 from the forms noted
above or your official tuition tax receipts. To qualify, the fees you paid to attend each institution
must be more than $100. Also complete the 2019 enrolment information below. m 4 7616 2

Eligible tuition fees paid to foreign educational institutions for 2019 from the forms noted above or
your official tuition tax receipts. To qualify, the fees you paid to attend each institution must be more
than $100. Also complete the 2019 enrolment information below. Em + 3

Add lines 1, 2, and 3. Total available tuition, education, and textbook amounts for 2019 = | 4
Enter the amount of your taxable income from line 26000 of your return if it is

$47 630 or less. Otherwise, complete Part B in Step 5 of your return and enter

the result of the following calculation: amount from line 43 in Part C of your 8992

return divided by 15%. | 5

Total of lines 1 to 20 in Step 5 of your return = 12709‘ 6

Line 5 minus line 6 (if negative, enter "0") = 0 | 7

Unused tuition, education, and textbook amounts you are claiming for 2019. ""L,N
N ATOYRIMESQr fie LM NSRRVET JRIRSS o v /TN N NN T ’




e You will also need to navigate to Step 5 of the T1 and enter the basic personal amount at line 3000,
along with other relevant amounts as calculated in the prior steps

Protected B when completed

Step 5 — Federal tax (formerly Schedule 1)
Part A — Federal non-refundable tax credits
Basic personal amount claim $12,069 30000 12069 |00 1
Age amount (if you were bomn in 1954 or earlier)
(Complete the Worksheet for the retun.) (maximum $7,494) 30100 + 2
Spouse or common-law partner amount (Complete Schedule 5.) 30300 + | 3
Amount for an eligible dependant (Complete Schedule 5.) 30400 + | 4
Canada caregiver amount for spouse or common-law partner, or eligible dependant
age 13 or older (Complete Schedule 5.) 30425 + 5
Canada caregiver amount for other infirm dependants age 18 or older (Complete Schedule 5.) 30450 + | 6
Canada caregiver amount for infirm children under 18 years of age
Enter the number of children for whom you are claiming this amount. 30499 X § 2231 = 30500 . 7
Base CPP or QPP contributions: -

through employment income

(Complete Schedule 8 or get and complete Form RC381, whichever applies.) 30800 + 272125 , o

on self-employment and other earnings

(Complete Schedule 8 or get and complete Form RC381, whichever applies.) 31000 + .9
Employment insurance premiums:

through employment from box 18 and box 55 of all T4 slips (maximum $860.22) 31200 + 145/180 | .0

on self-employment and other eligible eamings (Complete Schedule 13.) 31217 + | o1
Volunteer firefighters’ amount 31220 + | 12
Search and rescue volunteers' amount 31240 + | 13
Canada employment amount (Enter $1,222 or the total of your employment income you reported
on lines 10100 and 10400, whichever is less.) 31260 + |‘222| 00 44
Home buyers' amount 31270 + | 15
Home accessibility expenses (Complete the Worksheet for the retumn.) (maximum $10,000) 31285 + | 16
Adoption expenses 31300 + | 17
Pension income amount (Complete the Worksheet for the return.) (maximum $2,000) 31400 + | 18
Disability amount (for self) |
(Claim $8,416 or if you were under 18 years of age, complete the Worksheet for the retum.) 2600 + 19
Disability amount fransferred from a dependant (Complete the Worksheet for the retum.) 34800 + | 20
Interest paid on your student loans (See Guide P105.) 31900 + | 21
Your tuition, education, and textbook amounts (Complete Schedule 11.) 32300 + | 22
Tyjtion amount transferred from a child 32400,

A e E S s Al e SR e sy i At

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 the same Tlas entered in Profile:

e lLaunch ProFile and go to File > New > 2019 T1
o 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 this

9 Personal informatio

Marital status

Taxpayer personal information

SIN 487 487 589 Indicate your marital status on December 31, 2019

Title Mr 1 E] Married 2 D Living common-law 3 D Widowed
First name Johnny S .

i sn——— 2 4| | Divorced 5 || Separated 6 |X] Single

Last name CARSONN ' D o D P o 9

Last name changed in 2019? D Yes No If status changed in 2019, enter date of change mm/dd
Last name changedin 0197 | | Yl il

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

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

Province of self-employment
If you became or ceased to be a Canadian resident in
2019, enter date of: entry mm/dd

Postal code M4A 1A1
Primary phone  (909) 090-9099

Birth date 2000/01/01 l Age 19 or departure  mm/dd
Date of Death _ yyyy/mmv/dd
Gender D Male D Eemale
Province or territory where taxpayer resides if different from mailing Are you a non-resident? D Yes No
address o ]
y status Resident

Country (other than Canada)
Did you dispose of a property (or properties) in 2019 for which you are
claiming a principal residence exemption? D Yes No

CRA online mail Already reglsteredD Yes I:l 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 not be mailed to me from the CRA

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

Do you want preparer to get [0 11 mailing address

Electronic Notice of Assessment? [j Yes No
By checking yes on the box above, | am allowing the CRA to
| ically provide my 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 and from my el ic filer.

Street address 2020 Smith Street Apt # BERIBETE
P.0O. Box l RR
City Anytown Province of residence
o I on 2019/12/31 Ontario
Province ON

e Once again, here is Johnny’s T4 slip

‘Emgioyers name - Nom s fempioyeur Bl Somsromne Agmnonoswen T4
ProFile 2021 Tour Year l 2018 Statement of Remuneration Paid
1212 Main St Année J Etat de la remunération payée
Anytown DY BATAG ) v e 10100 imptesrte reves e - gna 43700
ED [ 9,000{00 22[ 900]@
B[54 Erpiarers sccourt rumber  Rumare de compte G2 fempioyest Provnce of empioyment_Empioyee’s CPP contributions - ine 30800 [pr—T—
5 Provnce dempi: | Coteaions d rergieys s APC  hgne 30800 Gaina assurabies TAE
. e DO ON | (9] 280/50 ] so00fo0 |
s &= = ‘—i"ﬂ”, B PP Cpoymenicoe Employees OPP conrbutons - ine 30800 CPPOPP pensonatie samings
e [12 28 Code empol Cotsations de femployé au ARQ - igne 30800 _Gaing ouvrant ol  penaion - APGARQ
e 487 487 589 1 r
1 L)L [2 17 2
o e e | ¢ I 4] [ J 9.000]BLJ
o~  empoyees £l premums - e e —
D [ Employee’s name and address — Nom ef adresse de femploye Consations de remployé & PAE - igne 31200 s 0
s Last e ( captaeirs) - o e fon s s Frstrame -prvom_ vea-vmme | |18 145(80
£ »{ carsonn JOHNNY | [y r—
= Cotmanons & un APA - tgne 20700
20
$ |
a 2020 Smith Street Pension adystment o PP or DPSP regiiration umber
£ ) Irmwum.m;e ire 20600 [ N dagpément dun APA 1 i AP0
S [52 501
E Anytown ON CAN M4A 1A1 L L
[ r———— [ —
= Cotsations ce rempioyé au APAP - vor & verso
@ (s3] [56‘
3 L 1 —
3 on— Cose [r— ‘ox - Case Amount— Viortard ‘Sox— Case Amount —ontart
S | Other information 1 T | [ | [
D |aevor \ | \
a | ) J 1 J L L J |
_ | awes Box— Cane Aot onsrt ___ ox-Case Amount - Mortars _ ox-Case Amount - ontars
2 | renseignements l | ‘ l I— l l [ l— ]
5 | (voir au verso | | | | [ |
=
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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 on T4 in the right pane of the Form Explorer window, and ProFile will open that

form

Desciption
Personal information
Dependant inf

atior

ummary
fion credt

Last

e Enter the amounts as they appear on the T4 Slip

e ProFile will transfer the T4 amounts to the corresponding line on the T1 return itself (the T1 Jacket)

“

Description ProFile
Province of employment 10 |Ontario
Employment income — N o0 0. 0.00 00 Protected B when completed
Employee’s contributions | CPP 16 0 0.00 00
QPP 17 0 0.00 00 0.00 d to support any claim or deduction. Keep al other supporting documents.
El premiums | 18 0 0.00 | 00 145.80
| PPIP 55 0.00 0.00 0.00 0.00 ith inside and outside Canada
Exempt [cPPiaPP | 28 | n lines
El
[ 9.000j00 §

Employment code

RPP contributions

Pension adjustment

Income tax deducted

El insurable eamings
CPP/QPP pensionable eamings
PPIP insurable eamings

Union dues

Charitable donations

0

9,000.00 0jo0
9,000 00 0/00
0.00 oloo
000 0ol
2 0.00
e BierEer T 1500} 0[00
4 spit-pension amount (Get and complete Form T1032 ) 1600 0/00
Universal chid care benef (UCCB) (See the RCE2 slip.) ﬁﬂoﬂ 0]oo
UCCB amount designated to a dependant fi1701 oo §
Employment nsurance and other benefits (box 14 of the T4E sip) [i1300 oloo §
Employment insurance maternty and parental benefts ojoo lf
Amounts from box 36 of T4E ojoo
Exempt PP benefts (included in T4E box 36) and/or EI malerty and parental
benefits under the Indian Act (T90). 0|00
Employment nsurance maternty and parental benefts and provincal
parental insurance plan benefts 1905 0[00

T ‘amount of dividends (eligble and other than eligible) from taxable Canadian g
corporations (Complete the Worksheet for the return.) 000

Taxable amount of dividends other than eligible dividends,

included on line 12000, from taxable Canadian corporations fi2010] 0loo §

Interest and other investment income (Compiete the Worksheet for the return.) 0[00
Net partnership income: imited or non-active partners only 0Jo0
Registered disabiity savings plan income (box 131 of the T4A sip) 0Jo0
Rental income Gross 12599 oloo § 0joo
Taxable capttal gains (Complete Schedule 3) 0[00
Support payments recerved Total 12799 oloo § 0joo
RRSP income (from all T4RSP siips) 0[00
Other income Specify: Ef(ﬁ_
Taxable scholarship, felowshps, bursaries, and arfists’ project orants oloo
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e Here, again, is Johnny’s tuition slip

] Conaca Revenve  Agence du revenu Protected B / Protégé B
Bel 525 % Guoads when completed / une fois rempl
For student / Pour étudiant
T2202 Tuition and Enrolment Certificate Year 1
Certificat pour frals de scolarité et d'inscription Année (2 0 1 9|
[Name and address of designated educatonal insttution [0 School type 2] Fiying school or cub
Nom et adresse de [stablissement danseignement Catégone décoie Ecole ou club de pilotage
ProFile 2021 Tour -
1212 Main St [ Student number 3 Fier Account Number
Numéro d étudiant Numéro de compte du déclarant
Anytown ON M1A1A1
e 10101010 o
[=] Name o program or course ] [= ] =] ]
Nom du programme ou du cours Number Number Eligible tuition fees.
Session | From To o o - part-time and full-time
iods/ | YYMM | YYMM 2 ful-ime/ Frais de scolarité
Computer Science | ta A Nombre Nombre admissibles pour
Student Name détudes | AAMM | AAMM de mois & de mois & études & temps partiel
Nom de létudiant fomps pastal famps plain ot & temps plein
JOHNNY CARSONN 1 I I
1 __|2019/01/2019{12] 08 7616
2 0
Student address { -
Adresse de l'étudiant 2 14 »—0 +
4 0
2020 Smith St Totals / Totsux [ =] 08 =l 7616
Anytown ON Information for students: See the back of Certificate 1. If you want 1o transfer all or part of
M4A 1A1 CAN your tuition amount, complete the back of Certificate 2
—~ pour les étudiants : Lisez le verso du certificat 1. Si vous désirez transtérer
17l Social insurance number (SIN une partie ou la totalité de vos frais de scolarite,
Numéro dassurance sociale (NAS) remplissez le verso du certificat 2.
4l8|7]|al8|7]|5]8]9
See the privacy notice on the next page 2
Consuttez favis de confidentiaiité  la page suivante. ol
e Canadd

e Use Form Explorer to find and open the T2202 tuition form. Record the slip information on that form
e ProFile will transfer those amounts to the Schedule 11. As in the earlier paper-filed ProFile applies no
tuition credit on the Schedule 11.

Protected B - when completed
T1-2019 Federal Tuition, Education, and Textbook Amounts Schedule 11

Only the student must complete this schedule and attach it to their return. If the student is transferring an amount to another person, the other
person should not attach this schedule to their return
If you are a student, complete this schedule to determine:

T2202/TL11

Tuition and education credit certificates Tu |t|0n SII J S

Slip #2

his schedule

Slip #3

Description

T2202, TL11A, TL11C
Tuition fees paid to Canadian educational 26
institutions

Tuition fees paid to foreign educational
institutions

Number of months in part-time enrolment
Number of months in full-time enrolment

7,616.00

Tuition fees paid

| Charitable donations ey e - de— . O0O00W._ __OOOM ____ 000 0.00
following calculation: amount from8he 43 in Part C of your return divided by15% 899175 @ 5
Amount from Line 8A of Form T12 0/o0
Total of lines 1 to 20 in Step 5 of 13,709/05 W 6
Line 5 minus line 6 (if negative, ent] opom7
Unused tuition, education, and text ‘
Amount from line 1 or line 7, whiché 000 @ » ojoog s
Line 7 minus line 8 ojoo g9
2019 tuition amount you are claiming for 2019
Enter the amount of line 2 plus line 3, or the amount from line 9, whichever is less. 0/00 @ 10
Add lines 8 and 10 Total tuition, education, and textbook
Enter this amount on line 32300 of your return claimed by the student for 2019 | 000 g 11
2019 enrolment information
The CRA needs the following information to administer federal programs, such as the Canada workers benefit,
scholarship exemption, life long leaming plan, and various provincial and territorial programs
Tick this box if you were eligible for the disability tax credit or you had, in the year, a mental or physical
impairment and a doctor has certified that you cannot reasonably be expected to be enrolled as a full-time
student because of the effects of your impairment
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e At Step 5 of the T1 Jacket itself, ProFile automatically inserts all relevant amounts

Step 5 — Federal tax (formerly Schedule 1)
Part A - Federal non-refundable tax credits

T

oTTeT

Basic personal amount claim $12,069 30000 12,069|00
Age amount (if you were born in 1954 or earlier) (Complete the Worksheet for the return.)  (maximum $7,494) 30100 0]o0
Spouse or common-law partner amount (Complete Schedule 5.) 30300 0[00
Amount for an eligible dependant (Complete Schedule 5.) 30400 0Jo0
Canada caregiver amount for spouse or common-law partner, or eligible dependant age 18 or older
(Complete Schedule 5.) 30425 000
Canada caregiver amount for other infirm dependants age 18 or older (Complete Schedule 5.) 30450 0[00
Canada caregiver amount for infirm children under 18 years of age
Enter the number of children for whom you are claiming this amount B0499] o i x$ 2230 = B0500 0/o0
Base CPP or QPP contributions:

through employment income

(Complete Schedule 8 or get and complete Form RC381, whichever applies.) 30800 272|125

on self-employment and other earnings

(Complete Schedule 8 or get and complete Form RC381, whichever applies.) 31000 0[00
Employment insurance premiums:

through employment from box 18 and box 55 of all T4 slips (maximum $860.22) 31200 145(80

on self-employment and other eligible earnings (Complete Schedule 13) 31217 0/00
Volunteer firefighters” amount 31220 000
Search and rescue volunteers’ amount 31240 0/o0
Canada employment amount (Enter $1,222 or the total of your employment
income you reported on lines 10100 and 10400, whichever is less.) 31260 1,222|00
Home buyers’ amount 31270 000
Home accessibility expenses (Complete the Worksheet for the return.) (maximum $10,000) 31285 0[00
Adoption expenses 31300 0/00
Pension income amount (Complete the Worksheet for the return_) (maximum $2,000) 31400 0[00
Disability amount (for self)
(Claim $8,416 or if you were under 18 years of age, complete the Worksheet for the return.) 31600 0/00
Disability amount transferred from a dependant (Complete the Worksheet for the return.) 31800 0/00
Interest paid on your student loans (See Guide P105.) 31900 000
Your tuition, education, and textbook amounts (Complete Schedule 11) 32300 0[00
Tuition amount transferred from a child 32400 0]o0
Amounts transferred from your spouse or common-law partner (Complete Schedule 2) 32600 0[00
Medical exp for self, sp or -law partner, and your
dependent children born in 2002 or later B3099 0[00 @25

Enter $2,352 or 3% of line 23600 . whichever is less. 269|175 M 26

Line 25 minus line 26 (if negative, enter "0") 0[00 @27

-~ W N

o w
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e Here is snapshot of Johnny’s tax return
e Note that the last page of the tax return indicates that Johnny is receiving a refund of $1,124.00

Protected B when completed

Bl 2557 S 2019

Income Tax and Benefit Return

Before you start:
If you are filling out this return for a deceased person, make sure you enter their information in all the boxes in Step 1.

Step 1 — Identification and other information

Print your name and address below. Enter your social insurance number (S) 487 487 589
First name and intial YearMontn/Day
Johnny v
Enter your date of birth: [2000/01/01

Last name

CARSONN Erancais
Waiing sddress: Apt o, Siree| AIach only the documents (schedules, nformaton aion, forme, o Cacrecapis) requested to support any Sk o dagockon Hoep SO supporting documents.

2020 Smith Street Step 2 - Total income

PO Box |As a resident of Canada, you have to report your income from all sources both inside and outside Canada.

_ | The Income Tax and Benefit Guide may have additional information for certain lines.
i\?\y\wn Employment income (box 14 of all T4 slips) fio100] 9.000/00 g
E Tax-exempt income for emergency services vounteers
(See ine 10100 n the guide ) fi0105] oloo |j

By providing an emai acdress, y COMMSsions included on ine 10100 (box 42 of al T4 sips) f0120] ojoo |
the CRA and agree to the Term{Wage loss replacement contributions (See ine 10100 in the guide ) 10130, 0Jo0 i

Other employment income

0id age securty pension (box 18 of the TSA(DAS) sip) Step 4 - Taxable income

PP or PP benefts (box 20 of the T4A(P) sip) Canadian Forces personnei and police deduction (box 43 of al T4 sips

Enter your province or terrtory of Disabilty benefts included on ine 11400 (box 16 of the T4A(P) |Securty options deductions

residence on December 31, 20| OMer pensions and superannuation (See ine 11500 in the guide an| Other payments deduction (Claim the amount from Ine 14700, uniess & includes an
the guide.)

Enter an emai addr

ine 31400 in the Worksheet for the return.) [amount at ine 14600. If 5o see ine 25000 in
Enter the province or terrtory wh|Ected spit-pension amount (Get and complete Form T1032 Limited partnership losses of other years
you currently reside if t is not th Universal child care benefit (UCCB) (See the RCE2 siip.) N of other years
same as your mailng address ab{UCCB amount designated to a dependant Net captal losses of other years

insurance and other benefits (box 14 of the T4E sip) |Captal gains deduction (Get and Form T657.)

:,’"’:,“ ;eTm':\'ee o mb',;‘w" Employment insurance materty and parental benefts Northern residents deductions (Get and complete Form T2222 )
your business had a permanent §/Amounts from box 36 of T4E |Addtional deductions Speciy.

Exempt PPP benefits (ncluded in T4E box 36) andior E1 materney ar{ Add ines 24400 to 25600.
If you became or ceased to be benefits under the indian Act (T90)
enter the date of Employment insurance materndy and parental benefts and provinc ine 23600 minus ine 25700 (if negative, enter "0°)

MonthDay plan benefts

_T-x-ue ‘amount of dividends (elighle and other than eigble) from
= corporations (Complete the Worksheet for the return.)

Protected B when completed
| Taxable amount of dividends other than eligible dividends,

Step 5 — Federal tax (forparh: Schadula 11

the Worksheet for {Part A — Federal non-refundabld Protected B when completed

o Basic personal amount Step 7 - Refund or balance owing
Registered disabilty savings plan income (box 131 of the T4A slip)

included on line 12000, from taxable Canadian corporations

Net federal tax: enter the amount from line 61 from the previous page 42000 0joo
amount (if you were born in 1954 {CPP contributions payable on seif-employment and other eamings
oaiacome Gross 12599] ner amoun| (Complete Schedule 8 or get and complete Form RC381. whichever applis.) 42100 0
 Taxable capital gains (Complete Schedule 3.) Employment insurance premiums payabie on sel- and other eligble earings (Complete Schedule 13.) 42120 0]oo |
pport payments recetved Total 12799 Canada caregiver amount for spouse n|5°°"°°""" repayment (amount from ine 23500) 42200 0 mA
RRSP income (from all T4RSP slips) (Complete Schndul e 5.) | territorial tax (Attach Form 428, even if the resultis "0") 42800 0loo
e = - 3500] 0joo
Taxable scholarship, felowships, bursaries, and artists’ project gral 2
Self_employment ncome U
Business income Gross [13499) CPP ove (see ine 30800 in the guide.) .
- E insurance over (See Ine 45000 in the guide ) 00 e
== mando(hlmdcn Cimate action ncentive (Complete Schedule 14.) .
on self-employmer or QAMING L o e medical exp =
(Complete Schedule 8 or get and cor SERELRE 2u) :
.
.
Employee and partner GSTHST rebate (Get and comlete Form GST370.) .
Search and rescue volunteers’ amount | Eigible educator school supply tax credit
[(Canara emnlnvmant amnunt (Fnter S Supples expenses $1,000) oo fx 15loo li% - o
& epeidbynstamens .
(Complete Form 479, i #t apples ) .
Add fines 43700 to 45700, and 46900 to 47900 These are your total credits. 48200 » 1.124/00
Line 43500 minus line 48200 Tnis is your refund or balance owin, [ (1.124]o0)]

I the resul |s negative, you have a refund. If the resut is postive, you have 8 balance owing.
Enter the amount below on whichever iine applies.
Generally, we do not charge or refund a difference of S2 or less.
1.124j00 fj+ Balance owing oloo

Direct deposit - Enrol or update
By providing my banking information | authorize the Receiver General to depost in the bank account number shown below any amounts payable to

me by the CRA, notified by me. that this wil replace all of my previous drect depost authorizations.
Branch Wsttuton
number number Account number
45100
(5 digts) (2 digis) (maximum 12 digs)

You can aiso register for Direct Depostt through the folowing methods:
= My Account oniine
® yCRA mobile application
& Ay calinn CRA at 18009580081

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.
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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 T1. In this example, a married couple, 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 slips:

o T4 slips that itemize each spouse’s employment earnings

Employers name — Nom de lsmloyeur .0. CAO";,’“" Revenue Ao G reveru T4
ProFile 2021 Tour Year Statement of Remuneration Paid
1212 Main St Année Etat de la rémunération payée
Emgloyment income — line 10100 Income tax deducted - line 43700
Revenus demploi - ligne 10100 Inpdt sur le reverw reteny — igne 43700
Anytown ON Mi1A1A1
|ﬁ| 52 900]00 l |£l 8,81 2[09 l
= P ibutions — line 30800 El insurable earni
54 ;T;;;‘:‘a";"‘;"‘;;;:‘“"" HectmeAs de temehoyetr | " roroo demplol  Catisatons dor rampbyo au RPC Il:;o 30800 Gas aseurabies dAE
Cofon | o] zswho | B sssoopo ]
Social insurance number Exempt — ! .

Numéro d'assurance soclale CPPIGPP El  PPIP  emplymentcode  Employes’s QPP contributions — ine 30800 CPP/QPP pansionable samings
Cede demploi  Colisations de fempioyé au RAQ - ligne 30800 Gains ouvrant croft & pension — RPC/RAQ

12 453 545 121 | % B ] [ [ ] [ 52900000 |

=
£

e

2

2

=

m

Employee's El premiums — line 31200  Union dues - ine 21200

3 Employee's name and address — Nom et adresse de I'employé Cotisations de lemployé & IAE ~ ligne 31200 Cotisasions syndicales — figne 21200
% Last name (n cagital lafiers) - Nom da tamie (an letres moubes) Fest name - Prinom  Initial - Intiale 18| 856[98 I ‘_.|44 | |
4

a —DI CARSONN Angela | RPP contributions — ne 20700 Charitable donations — line 34800
i Cotisations & un RPA - ligne 20700 Dons de blenfasance - igne 34900
3 20 | 46 |
5 ’

[=% 2020 Smith Street Pension adjstment — ine 20600 RPP or DPSP registration number
g Facteur d'équivalence — ligne 20600 N* dagrément dun RPA ou dun RPDB
o 52 | 50 |
5 Anytown ON CAN M4A 1A1

E Employee's PPIP premiums — see over PPIP insurable eaminy

Cotsations da l'amploys au RPAP — volr au verso Gans assurables du RPAP

o 55 I I 56 I I
§ Box - Case Amount - Montant Box - Case Amount - Montant Bax - Case Amount ~Montant

g [ ]| [ L] [ LI [ ]
= | (see over]

a [§ )

_ | Autres Box - Case Amount - Montant Box - Case Amount — Montant Box - Case Amount — Montant

* (e || ) [ ] |
= (voir au verso)

RC-14-599 1
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Employer's name ~ Nom de I'employeur I*I E;Q:g; Revenue Qrcn::a%: revenu

T4

of R ation Paid

ProFile 2021 Tour Year St
1212 Main St Année Etat de la rémunération payée

Employment income - line 10100

Anytown ON M1A1A1

Income tax deducted - line 43700

Revenus d'emploi - ligne 10100 Impét sur le revenu retenu — ligne 43700
- 52,900/00 @ 7,999]1 2

54 | Employer's account number / Numéro de compte de lemployeur Province of cPP ~ line 30800 El insurable earnings
Province d'emploi  Cotisations de I'employé au RPC - ligne 30800 Gains assurables d'AE
23122 3131 RP 0001 10 16 24
ooy | [ie] 2sifio | 2] szeod |
Social insurance number Exsmpt
Numéro d'assurance sociale CPP/QPP EI  PPIP ~ line 30800 CPP/QPP pensionable earnings

Gains ouvrant droit & pension - RPC/RRQ

RPC/RRQ AE  RPAP

code ployee's QPP contributi
- Code d' Coti Templ RRQ - |
245 243 241 m. . . - ‘emploi 1l7sawnsoo ‘employé au l lgm308|00

Iﬁl 52,900[00 ]

El premiums ~ line 31200

Union dues ~ line 21200

5
£
[
b4
@
L
()
c
3
1]
‘o ’ ,
g) Employee's name and address — Nom et adresse de I'employé Cotisations de I'employé a I'AE - ligne 31200 Cotisations - ligne 21200
° Last name (in capital letters) — Nom de tamille (en lettres moulées) First name —Prénom  Initial— Initisle &l 856/98 | 'ﬁl | I
i
E —DI ST-PIERRE Martin | RPP contributions - line 20700 Charitable donations - line 34900
> Cotisations a un RPA - ligne 20700 Dons de bienfaisance ~ ligne 34900
8 20 | 46 I
o 2020 Smith St Pension adjustment - line 20600 RPP or DPSP registration number
g Facteur d'équivalence - ligne 20600 N° d'agrément d'un RPA ou d'un RPDB
° 52 | 50 ‘
5 Anytown ON CAN M4A 1A1
2 Employee's PPIP premiums ~ see over PPIP insurable earnings
2 Cotisations de I'employé au RPAP — voir au verso Gains assurables du RPAP
o 56 | l
g Box - Case Amount - Montant Box - Case Amount — Montant Box - Case Amount —Montant
D | Other information | | I | | I | | | | | I
= | (see over
a ( )
_ | Autres Box - Case Amount - Montant Box - Case Amount ~ Montant Box - Case Amount — Montant
2 | renseignements
< | (voir au verso)
=
e There is also a charitable donation receipt and a T5 slip issued by a financial institution that lists the
amount of investment income earned in the tax year.
I* Canada Revenue ~ Agence du revenu T5 Statement of Investment Incom Year Protected B/ Protégé B
Agency du Canada Etat des revenus de pl t 2 019 when completed / une fois rempli
Dividends from Canadian corporations — Dividendes de sociétés canadiennes Federal credit — Crédit fédéral Année
|24 ] Actual amount ofsigivi dividends | 25 | Taxable amoun of igole dividends [og | Odendiaxerediforelotie 43 nterest from Canadian sources [ 18]  Capital gains dividends
2,121.44
Montant réel des dividendes déterminés Montant imposatia dos dividandes Crédit dimpét pour dividendes déterminés | |ntérats de source canadienne Dividendes sur gains en capital
M #ﬁ“&:’:wﬁ;mrﬂi 1_1| L“:;%ﬁ;"g:ggg‘;mm 12 D";;d,;r,'fh?,"‘ g.’g%‘le"ﬁ'lmgg‘:s Z_II Report Code 2‘ Recipient identification number |23 | Recipient type
(¢} 453 545 121 2
Montant réel des dividend: Montant ble des dividende: Crédit dimpét pour dividend PR .
auires que des dividandes dstorminés auiras que dée dvidendes détommins aurot qus det dudendos datormings | ©09@ du feuillet |  Numéro didentifcaion du bénéficiare | Type de bénficaire
Other i i
(see the back)
iren et LTI | [T I |
(lisez le verso) Box / Case Amount / Montant Box/Case Amount / Montant Box / Case Amount / Montant
Recipient's name (last name first) and address — Nom, prénom et adresse du bénéficiaire Payer's name and address — Nom et adresse du payeur
CARSONN ANGELA PROFILE 2021 TOUR
ST-PIERRE MARTIN 1212 MAIN ST
2020 SMITH STREET
ANYTOWN ON M1A1A1
ANYTOWN ON CAN M4A 1A1
Coes 3o sovse o rcomiteaton B> (271 | [z=]] | [=]] | oo FOF nformation, 8ee the back:
Fore} § — Pour obtenir des renseignements,
oreign currency Transit - Succursale Recipient account z
Devises étrangéres Numéro de compte du bénéficiaire lisez le verso.
See the privacy notice on your return./ Consultez I'avis de confidentialité dans votre déclaration.
T5 (19) 1
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Date RecoveadDon rogu e
y : Date issuedRecy & Nov 17, 2019
{ 77 Pa‘rklnson Canada DO:C‘:' ‘ss.«etftw ::vv:w~ Tororto, ON

02T MR 8 227 ——

P wtw Do wes Mo N P aw On e s sarce wreges S IBCH 1 88 WX

Receipt No Numéro du regu L 100032816

Angela Carsonn ntant du don: $100 00
1010 Main St
Anytown, ON M5A 1A1 o [

- A

AUNOZOC SN O SIONANLTD 3000
Tha is an ofical tan recet for WCo™a tas PUrDoses ' Racu 0wl aus fing de ot
Carada Reverue AQercy www 01 Q0 CANP @00 SNy Wy

AQerce Oy revery, O, Canada www 7987 JC CATNTI Qv eny Sa oW

With these slips you are ready to proceed.

Authorize a Representative

As a professional tax preparer, you will want all new clients to complete and sign CRA’s Authorize a
Representative form. Think of this form as your T1 Launchpad. With it, you have access to CRA’s website where
you can obtain your clients’ tax information. The information that this form unlocks includes: 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 the Authorize a Representative form

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

Taxpayer personal information

SIN 453 545121

Title MS

First name Angela

Last name CARSONN

Last name changed in 2019? D Yes No

Do you want to change your address? [—l Yes No
Care of

Street address 2020 Smith Street Apt #

P.0. Box BRR

City Anytown

Province ON

Postal code M4A 1A1

Primary phone  (999) 999-9989

Birth date 1989/09/09 B Age 30
Date of Death  yyyy/mm/dd

Gender D Male |:| Eemale

Province or territory where taxpayer resides if different from mailing
address

CRA online mail |:| Already registered[] Yes 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 not be mailed to me from the CRA.

Do you want preparer to get

Electronic Notice of A [ﬂ Yes [] No
By checking yes on the box above, | am allowing the CRA to
electronically provide my assessment results and my notices of

ment and r ent to the electronic filer (including a
discounter) named in Part C of T183. | will now receive a copy of my

ent?

2019 Personal information

Marital status
Indicate your marital status on December 31, 2019

1 |X] Married 2 D Living common-law 3 |:| Widowed

4 D Divorced 0 D Separated 6 D Single

If status changed in 2019, enter date of change mm/dd

(o

Were you married or living common-law at any

time in this tax year? |_| Yes

Residency

Province of residence
on 2019/12/31 Ontario i
Province of self-employment
If you became or ceased to be a Canadian resident in
2019, enter date of: entry mm/dd
or departure  mm/dd
Are you a non-resident? 0 Yes No

Residency status Resident
Country (other than Canada)
Did you dispose of a property (or properties) in 2019 for which you are

claiming a principal residence exemption? |—] Yes No

Use preparer address for
Nothing D Notice of Assessment and Refund

D T1 mailing address

[Onofa

notices of nent and nent from my electronic filer.

e To enter Martin’s spousal information, scroll to the Spousal information section at the bottom of

Angela’s Personal Information p

age

Spousal information

SIN 245 243 241 Work phone number () - ext
Title M Fax number ( ) -
First name Martin Secondary phone (
Last name St-Pierre Mailing label
Care of - -
Street address 2020 Smith Street l Apt # Joint names Angela CARSONN and Martin St-Pierre
P.0. Box BRR Address ,
cty Anytown 2020 Smith Street
Province ON M l RR.
Postal code M4A 1A1 Qy—AnWO\,vn
Primary phone _ (999) 999-9989 Province  ON
Birth date 1978/12/12 B Ace 41 | Postalcode  M4A1A1
Date of Death _yyyy/mm/dd Joint Salutation Dear MS CARSONN and M St-Pierre
Net income 53,886.62 Client Salutation  Dear MS CARSONN
Spouse's province of residence .
on 2019/12/31 Ontario Client letter type Joint !
Is spouse's net income zero? Yes No Use joint invoice? Yes EI No
Spouse self-employed in 2019? Yes No
If spouse became or ceased to be a Canadian resident
in 2019, enter date of: entry mm/dd
or departure  mm/dd
Was spouse confined to a prison or similar institution:
- for a period of 90 days or more during the year?
(Schedule 6) |_| Yes No

Additional contact information

e After entering both spouses’ pe

rsonal information, press F5

91



e Alternatively, click the toolbar’s Spouse toggle icon
e ProFile will ask if you want to open an existing return for the spouse, or create a new one. Because
they are new clients, select Create a new return for spouse

Couple Returns X

(®) Create a new retumn for spouse
(O Dpen an existing retum

Cancel

e Press F4 to open ProFile’s Form Explorer and, in the Search field, enter AuthorizeRep

e Check the box that reads Enable printing and EFILE of this authorization request and ensure that the
information on the form is accurate

e Submit the form to your client for signature

Authorize a Representative - signature page

Enable printing and EFILE of this authorization request

Select "EFILE Authorize a Representative” under the "EFILE" menu to file this authorization.

Instructions:
1. Print this page and have it signed and dated by the taxpayer or legal representative

2. Retain a copy of the signed and dated signature page in your files for six years from the date that this information is transmitted to
the Canada Revenue Agency (CRA). Do not send the signature page to CRA by mail or fax unless requested to do so

Taxpayer information

SIN First name Last name
453545121 B Angels B carsonn i

Representative information and authorization

Individual Representative ID:  AAA4341 | |
W Business Firm BN: l
W Group Group ID: G | |

Level of authorization (1 or 2): 2 !

Enter an expiry date, if applicable. wwyyimm/dd

Signature and date
[ 1am the legal representative for this taxpayer.

By signing and dating this page, you authorize the Canada Revenue Agency to interact with the representative mentioned above

Angela CARSONN
Name of taxpayer or legal representative
2020/11/29 i
Signature of taxpayer or legal representative Date of signature

e Itis especially important that your client signs the form before you submit it to CRA. Once signed, click
EFILE > EFILE Authorize a Representative
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EFILE/ReFILE this return...
Attach a Doc...

EFILE the T1135...

EFILE Cancel a Representative
Build T1 EFILE Online Batch...
EFILE Online Batch

Build TP1 NetFile...

TP1 Connect...

Reports

Print All ACKs

Set EFILE Password

Options...

EFILE Pre-authorized Debit for this taxpayer...

EFILE Authorize a Representative

View Notice of Assessment (ENOA)

Ctrl+F11

Once CRA authorizes access, log into CRA’s Represent a Client portal at www.canada.ca and select Tax

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

Represent a Client

Chocss rom one of two ways 1o access Represent a Cllent

« Use the same sgn n informason you use for other onine services (for exampe.
onlese bankng)

+ Noe of your normation wil be shared wéh CAA. Your Sgn-a Partner wil not
koW which gavemment sevice you 876 wsng

 You wil temporarly loave the CRA webate 1o uso your Sign-in Partner

» View the A s of Sign-In Pariners

benalt of Inchucing your employer.

CRA Login

* User 1D: (required)

AlTaxPrep
Eorgot your user ID?

4

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

- Password

Eorgot your password?
For more information on how your privacy is protected, refer 1o our Perscnal Information Cofisction Statement,

Logn [IEH
Rgistor I you are a new user.

To rmyok or change your CRA user ID o pRsSWGrs. o 12 MINOR YOur SeCry QUESTons And ANSWSTS, you must irst logi,

Access Client Information

access.

SIN (no spaces or dashes)
453 545 121

Access SIN

BN (no spaces or dashes)

Access BN

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

Enter the Social Insurance Number (SIN) or the Business Number (BN) of the account you want to access:

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

The 2017 retum was assessed on April 15, 2019,
* View your 2017 Nofice of Assessment

Accounts and payments

Income tax balance: $0.00

View statement of account

Go to Accounts and payments details ©

Benefits and credits

No benefits and credits payments are currently expected.

Go to Benefits and credits details ©

Go to Tax returns details ©

Related services
« Client data enquiry

« Ciient summary

Tax information slips (T4 and more)
« Proof of income statement (option ‘C' print)

« Audit enquiries

Register my formal dispute

Open a non-resident tax account

File a GSTHST rebate

Request CPP/El ruling

Request a remittance voucher

Climate Action Incentive Payments

Request relief of penalties and interest

RRSP and TFSA

Your 2019 RRSP deduction limit: $22,050.00

Asof January 1, 2019

Your 2019 TESA contribution room: $53,273.00 | 1rsa - important inormation

Go to RRSP and TFSA details ©

Entering tax data

With the tax returns open in ProFile, use Form Explorer to open the required forms and schedules.

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 where you can enter his T4 information as well

2 .
L | »
Description ProFile Tour
Province of employment | 10 |Ontario
Employment income 14 52,900.00 0.00 0.00 0.00 52,900.00
Employee’s CPP 16 2,519.40 0.00 0.00 0.00 2,519.40
QPP A7 0.00 0.00 0.00 0.00 0.00
[El premiums | 18 | 856.98 0.00 0.00 0.00 856.98
|PPIP [ 55 | 0.00 0.00 0.00 0.00 0.00
Exempt | CPP/QPP 28 No No No No
[El No No No No
PPIP [ N0
Employment code |29 | of R [T [
RPP contributions L2 0.00
Pension adjustment | 52 | 0.00 Bo p 0
Income tax deducted L2 8,812.09 4 O
El insurable eamings L4 52,900.00 @] Description ProFile Tour
CPP/QPP p eamings 26 52.900.00
PPIP insurable eamings | 56 0.00
Union dues 44 0.00 | Province of employment | 10 |Ontario
Charitable donations 46 0.00 || Employ income . 14 52.900.00 0.00 0.00 0.00 52,900.00
Employee’s CPP 16 2,519.40 0.00 0.00 0.00 2,519.40
QPP 17 0.00 0.00 0.00 0.00 0.00
| El premiums | 18 | 856.98 0.00 0.00 0.00 856.98
|PPIP | 55 | 0.00 0.00 0.00 0.00 0.00
Exempt | CPP/QPP 28 No No No No
[El No No No No
PPIP L INo No No No
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 7,999.12 0.00 0.00 0.00 7.999.12
El insurable eamings 24 52,900.00 0.00 0.00 0.00 52,900.00
CPP/QPP pensionable eamings 26 52,900.00 0.00 0.00 0.00 52,900.00
PPIP insurable eamings 56 0.00 0.00 0.00 o0oo i 0.00
Union dues 44 0.00 0.00 0.00 0.00 0.00
Charitable 46 0.00 0.00 000 000 0.00
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e From Martin’s T1, press F4 to find the T5 form and record that slip’s information

e Assuming that each spouse contributed 50% of the invested amount, enter “50” on the line that

reads, “% reported by spouse”

| >
Description ProFile
% reported by spouse | 50.0 0.0 0.0 0.0
% reported by taxpayer | 50.0 0.0 0.0 0.0
Currency
Exchange rate to convert to Cdn $ 0 0 0 0
Eligible dividends | Actual Amount 24 0.00 0.00 0.00 0.00
| Taxable Amount 25 | 0.00 0.00 0.00 0.00
Interest from Canadian sources 13 2,121.44 0.00 0.00 0.00
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
Dividends | Actual Amount 10 | 0.00 0.00 0.00 0.00
fTaxabIe Amount 1 0.00 0.00 0.00 0.00
Other income from Canadian sources 14 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

Charitable donations details

Parkinson Society Of Canada 100(00
0[00
Reported on slips Claim: Own slips 0]00
Total current year donations 100]00
Donations to U.S. organizations
e Of Oorga 0O i\ O D a
0joo
Total current year donations | 0loo
Other g
Donations made to government entities 0[00
Donations made to prescribed universities outside Canada. 0Jjoo
Donations made to the United Nations, its agencies, and
certain charitable organizations outside Canada 0jo0
Donations made to a registered museum or cultural organization 0[00
Community Food Program Donation (Farmers) 0[00

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 to any errors or missing information. In addition to the auditor, you will 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. Use it to confirm the T4 amounts




e Press F5 to toggle to Martin’s T1 and consult his Slip Summary as well

2019 Slip Summary |

2019 Slip Summary
INAME: CARSONN, Angela
INAME: St-Pierre, Martin
T4 Slips - Feuillets T4 1 Total
Description ProFile Tour T4 Slips - Feuillets T4 1 Total
Description ProFile Tour
Province of employment Ontario
Employment income 14 52,900.00 52,900.00 Province of employment Ontario
CPP cogmhmions 16 251940 2,519.40 Employment income 14 52,900.00 52,900.00
FI premiums 18 836.98 83698 PP contributions 16 2,519.40 251940
[ncome tax deducted 22 8,812.09 881209 ET premiums 18 856.98 856.98
insurable eamings 24 52,900.00 3290000 fncome tax deducted 22 7,999.12 7.999.12
/QPP pensionable eamings 26 52,900.00 52,900.00 ETinsurable eamings 24 52,900.00 52,900.00
/QPP pensionabl i 26 52,900.00 52,900.00
[T5 Slips - Feuillets TS 1 Total
Description ProFile
Po reported by spouse 50.0
Po reported by taxpayer 50.0
[nterest from Canadian sources 13 212144 2,121.44

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

4

Description ProFile Tour
Province of employment 10 |Ontario
Employment income 14 52,900.00
Employee’s contributi CPP 16 2,519.40
QPP 17 0.00
El premi 18 856.98
PPIP 55 0.00

Exempt CPP/QPP 28 No
El No
PPIP No

Employment code
RPP contributi
Pension adjustment
Income tax deducted
Eli bl ing
CPP/QPP pensionabl
PPIP i bl i

B N e N P O

FSREH%ES

L

Using the auditor

Press F9 to consult ProFile’s Active Auditor. With the Active Auditor you can:
e View the return for errors, omissions, and suggestions
e Double-click an audit message to jump to the related form
e Use a sign-off to clear an audit message
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@ PROFILE - [2019 T1/TP1: CARSONN, Angela - Other deductions] - a

~3IN-0H 0 d|4 B 0O «-% & & - QEDH|(=e E Al v VX ?2 Wswesin VA &

#% 3.Dependant | (& 2.75 | [J 4 Donations | [ 6.Skips | (& 5.74 | @ 1.Info | & 7.T1206 | 57 9.T183 == OtherDeduct | 8 AuthorizeRep |  + |

—_— Other deductions

Annual union, professional or like dues - line 21200

Union name
Union dues reported on T4 slips ofoo
Professional liability insurance [ |

Taxable annual union or professional dues

ojoo i
Non-taxable annual union or professional dues

0joo
Total 0]oo |

Do you qualify for the GST/HST rebate? Yes D No
Expenses eligible for the GST rebate 0.00
Expenses eligible for the HST rebate 0.00

Carrying charges and interest expenses - line 22100

Accounting fees 000
Management or safe custody fees 0j00

Investment counsel fees 0j00
Reported on T5013 slips 0foo

0joo
Legal fees paid to collect. establish o increasethe amount of support payments 0joo

Interest on money borrowed to eam ir income 0jo0
interest on money borrowed to acq
an active partner.

Tax shelter

Rental and leasing property

Resource property

“oridena
interest in a hmited P2

Enter this amount on line

Other employment efbenses - line 22900
i m

@ File Edit Audit Goto Form Options EFILE Online Training Window Help - &

o

Q Ssummary & Wan

@ Notice T1206
@ Notice TIE3

s O\ Notices « Sign-offs X lssues Overrides Memos W EFILE W T1135 0= Onlinechange = Datalmport = Camyforwards & Topes A Variance 3= EDI

If any income reported by taxpayer is taxable as ‘split income’, enter the details on Form T1206.

Electronic delivery of the notices in the software has been selected. A valid request authorizing you as a representative must be on file with the CRA, for you to receive the taxpayer's notices electronically in the software and provide
them with a copy. Paper notices will not be mailed to the taxpayer from the CRA

LWl Notice OtherDeduct Taxpayer has investment income. Are there carrying charges or interest expenses that could be deducted?

Modified 00:17:10 EFILE: Eligible |Balance/Refund (3,123.58) | T1:15000: Total income 53,960.72

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, you will want your clients to sign CRA’s T183

which authorizes you to EFILE the T1lon their behalf.

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

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

Options>Print Selection
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0 2019 T1/TP1 Print Selection

Print Job
[ Allow multiple jobs

[ T1 Paper
| TP1 paper

[] T1 Early Business

M

LI TP1EDI
1 T1 Review

After printing
[ Take snapshot
Change the status to
Completed v

Options

[[JKeep selections

Print All Pages v

[ Date in heading

[/ Default printer

[ Merge print sets

[[] Show only Selected

Printing Tips
After printing

L Tochange the Client Status

after printing the file select a
new status from the drop

down list.
Newt

Simplified

1. CARSONN, Angela 2. St-Pierre, Martin 3. CARSONN, Johnny.

Print Details
T EBFE Print these sets
B [T [T [F  Achivethese sets (PDF)
[ [F [@ [E  Duplexsets
FE EH E Review marks
| 2 4 per page
[CRIURE T Language
Find Form: [ |@
@ [E [E T18341 Information retum for electronicfiling - pages 1 ~
@ T183-2 Information retum for electronic filing - pages 2
@ RC71-1 Discounting transaction - pages 1
[E RC71-2 Discounting transaction - pages 2
@ B RC721 Notice of the actual amount of the refund of tax - pages 1
@ 53] RC72-2 Notice of the actual amount of the refund of tax - pages 2
T1-1.2 T1 jacket-pages 1.2
5 T1-3456.7.8 T1 jacket-pages 3,456,7.8
@ S2 Amounts transferred from your spouse
@ 53] S3 Capital gains (or losses)
B S5 Details of Dependant
[E S6 Canada \Workers Benefit
= S7 RRSP and PRPP Unused Contributions, Transfers, and H...
S8 CPP on selfemployment and other eamings
B S9 Donations and gifts
I B Charitable donations
i} 5] S10 El and PPIP Premiums
E sn Federal tuition and education amounts
B8] S13 Emplayment Insurance Premiums on Self-Employmentan...
WA S14 Climate Action Incentive
[ E| EH B sA Statement of world income
e SB Allowable amount of non-refundable tax credits
M M/ E EESC Flartinn Under Sertinn 217 nfthe Innnme Tax Art )

| | sewp. || setDefauts || Cancel Help

e If you'd rather email a PDF, first enter the client’s email address on the Personal Information form,

then click Print / Email PDF

o Inthe eReview Print Selection window, ProFile enters the email address for you

e After confirming the address, click Email to send the tax file

© 2019 T1/TP1 eReview Print Selection ? X
PrintJob 1. CARSONN, Angela 2. St-Pierre, Martin 3. CARSONN, Johnny
[4] Allow muttiple jobs Print Details
i re T [ [ [ Emsithesesets (PDF)
a T1 Early Business H = Review marks
LITP1EDI I (0 [ S Language
[] T1 Review .
Find Form: [ | @
@ T1831 Information retum for electronic filing - pages 1 A
Aftos Bud POF/Emad [ E [E T1832 Information retum for electronic filing - pages 2
I el @ = E B RCNA Discounting transaction - pages 1
[ Take snapshot @ = E B RCH-2 Discounting transaction - pages 2
Change the status to RC72-1 Notice of the actual amount of the refund of tax - pages 1
Completed > @ = = RC72-2 Notice of the actual amount of the refund of tax - pages 2
Options @ E B T2 T1 jacket-pages 1,2
_ 1] [l T1-3456.78 T1 jacket-pages 3.45.6.7.8
[JKeep selections o = B s2 Amounts transferred from your spouse
[ Dste in heading @ = E B s3 Capital gains (or losses)
[ Merge piint sets @ = E B S5 Details of Dependant
] Show only Selected S6 Canada Workers Benefit
[ Delete PDF s7 RRSP and PRPP Unused Contributions, Transfers, and H...
Resolution | 300DPI o g g = g g S8 CPP on self-employment and other eamings
. S9 Donations and gifts
Email T
. :"we i} Donations Charitable donations
v
e E] s10 El and PPIP Premiums
Printing Tips o = ] sn Federal tuiion and education amounts
Print Job 7] E B si13 Employment Insurance Premiums on Self-Employmentan...
L Toallow muliple Print Jobs [E Ss14 Climate Action Incentive
zﬁ:&&i BLEIL i} E B SA Statement of world income
@B # [E sB Allowable amount of non-refundable tax credits
bt 7] B sc Electing Under Section 217 of the Income Tax Act .
Email address for CARSONN, Angela
IAngele@angela.co ey |
Simpified Preview | Cancel Help
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EFILE it
The last step is to EFILE the return. EFILE is CRA’s electronic-filing portal that all professional tax preparers are
required to use. Remember that before you can EFILE a tax return, your client will need to sign CRA’s T183.

.*. Canada Revenue Agence du revenu Information Return for Electronic Filing of Protected B

T ETED an Individual's Income Tax and Benefit Return when completed
Tax Year: 2019

+  The information found on this form to the tax yesr indi on the right

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

+  Part G must be signed by the individusl identified in Part A or by the individual's legal ive. Your ic filer must fill out Parts D (prior to your return being

submitted) and Part E (once your return has been submitted)
+  Give the signed original of this form to your electronic filer and keep s copy for yourself.

Part A - Identification and add as shown on your return )
First name Last name Social insurance number
Angela CARSONN 453 545 121
Mailing address: Apt number - Street number - Street name PO Box RR City Prov./Terr Postal code
2020 Smith Street iAnytown ON M4A 1A1
IGet your CRA mail electronically delivered in Account at canada.ca/my-account (optional)
[Email Address:
[By providing an email address, | am registering to receive email notifications from the CRA and | agree to the Terms of use on page 2 of this form.
Part B - Decl ion of from your | Tax and Benefit Return ( )
Enter the following amounts from your return, if applicable:
Total income (ine 15000) 5396072 |§
Taxable income (line 26000) 45,886(62 [f Refund (ine 48400) 3,123|58 |§
or
Total federal non-refundable tax credits (ine 35000) 2.875(45 | Balance owing (ine 48500) oloo §
Part C - Pre-authorized debit ag| (optional)
Do you want to Pre-authorize the CRA to withdraw a specified amount from your bank account? If so, fill in the information
below:
| hereby suthorize the electronic filer to creste this personal pre-authorized debit on my behalf. | authorize the CRA to automatically withdraw the funds from my bank account
as per the agreement details listed below. | acknowledge that | have read and the i ion about p debiton page 2 of this form.
/mm/dd
Signature Year Month Day
sir:: d:::'em‘ p:nymenl for your Income Tax and Benefit Retum, to be %YHIATK,I,/GDSY . for the amount of
Branch No. Financial Institution No. Bank account number ‘
Part D - Electronic filer identification (mandatory)
4 — R AT e e S el

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

Ctrl+F11

s taxpayer...
EFILE the T1013 for this taxpayer...

EFILE the T1135...

Build T1 EFILE Online Batch...

EFILE Online Batch

Build TP1 NetFile...

TP1 Connect...

Reports >
Print All ACKs

View Notice of Assessment (ENOA)

Set EFILE Password

Options...

And that’s it. Job done!
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Chapter 4 Quiz

Question 1: Tax preparers use the term “T1” to describe:

The form an employer sends to an employee at year-end
A statement that a bank sends to investors

A corporate tax return

A personal tax return

o0 w»

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

o0 w»

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

100



Question 6: A signed T1013 form is used to:

Get a client’s sign-off on a completed T1

Record deductions and credits

Ensure that there are no CRA omissions

Access CRA’s website and obtain a client’s tax information

o0 w»

Correct answer is D

Question 7: True or False: There is an icon on ProFile’s toolbar to toggle between spouses’ T1ls

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 EFILEa T1
Change an error on a filed T1

All the above

o0 ®>

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



https://quickbooks.intuit.com/ca/accountants/accounting-professionals/
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 4
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 works T1 returns when there is a relationship between a married couple and a dependant (son
or daughter).

Let’s begin, though, by assuming that the married couple, Angela Carsonn and Martin St-Pierre, provide 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 271
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 12, 2020 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
=
[0”1:1.1 tax rocolpt’ »
R Registered under the income tax act L
(CANADA) and subiect thereto.

e And a schedule of Medical Expense

Medical Expenses

Date Name Provider Description Amount
March 14, 2019 Angela Carsonn Clear Sight Eyes Eyeglasses 1588.44
June 28, 2019 Angela Carsonn Dr. Nicholls Dental 888.78
November 30, 2019 Angela Carsonn Barclay & Associates  Physiotherapy 1044.22

e Further assume that Angela’s son, Johnny Carsonn was at university full-time and had the following
tuition certificate
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.*' gggang: Revenue

Agence du revenu
du Canada

T2202 Tuition and Enrolment Certificate
Certificat pour frais de scolarité et d'inscription

Protected B/ Protégé B
when completed / une fois rempli

For student / Pour étudiant

Year
Année

ProFile 2021 Tour
1212 Main St

Name and address of designated educational institution
Nom et adresse de I'établissement d'enseignement

L] School type
Catégorie d'école

E] Flying school or club
Ecole ou club de pilotage

ﬂ Student number

‘_5[ Filer Account Number

Numéro d'étudiant Numéro de compte du déclarant
Anytown ON M1A1A1
v 10101010
13| Name of program or course 19 [2o] [21] [22] [23]
Nom du programme ou du cours Number Number Eligible tuition fees,
Session | From To of months of months part-time and full-time/
) periods/ | YYMM | YY/MM part-time/ full-time/ Frais de scolarité
Computer Science Périodes|  De A Nombre Nombre admissibles pour
Student Name d'études | AAMM | AAMM de mois & de mois & études a temps partiel
Nom de I'étudiant temps partiel temps plein et & temps plein
JOHNNY CARSONN 1 |2019]01]2019[12 08 7616
2 0
Student address
Adresse de I'étudiant 3 0
4 0
2020 Smith St Totals / Totaux 24 [25] 08 [[2] 7616
arlﬁﬁv;\r; 8:\1N Information for students: See the back of Certificate 1. If you want to transfer all or part of

your tuition amount, complete the back of Certificate 2

ﬂ Social insurance number (SIN)

Numéro d'assurance sociale (NAS)
4l8|7|als|7]5]8]9

pour les

: Lisez le verso du certificat 1. Si vous désirez transférer
une partie ou la totalité de vos frais de scolarité,
remplissez le verso du certificat 2.

See the privacy notice on the next page.
Consultez l'avis de confidentialité a la page suivante.
T2202 (20)

2
Canadia

As in Chapter 4, assume that Johnny also received this T4 slip.

The goal therefore is to apply all available deductions and credits to minimize the family’s tax liability. In ProFile,

this process is called Optimization.
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Employer's name — Nom de I'employeur I*I E;gﬁgya Revenue 3%”::8%: revenu T4
ProFile 2021 Tour Year [T o Statement of Remuneration Paid
1212 Main St Année Etat de la rémunération payée
Employment income — line 10100 Income tax deducted — line 43700
Revenus d'emploi - ligne 10100 Impét sur le revenu retenu — ligne 43700
Anytown ON M1A1A1 ” ploi - g 22 2o e
[14] 900000 |[22] o000 |
i 54 | Employer's account number / Numéro de compte de I'employeur Province of ployee's CPP i - line 30800 Elinsurable earnings
E Province d'emploi  Cotisations de I'employé au RPC — ligne 30800 Gains assurables d'AE
) 23122 3131 RP 0001 10 16 2
g [ofon | [16] asoso | [2¢] 900000 |
0 Social insurance number Exempt —
kS Numéro diassurance sociale CPPRQPP EI  PPIP code QPP contributions ~ line 30800 CPPIQPP pensionable eamnings
Code d'emploi Cotisations de I'employé au RRQ - ligne 30800 Gains ouvrant droit 4 pension — RPC/RRQ
o |12 28
c 487 487 589 29 17 2
=1
o RPC/RRQ AE  RPAP Ll L‘ | \—‘ 9,000}00 l
O pl s El i - line 31200 Union dues - line 21200
g, Employee's name and — Nom et de | ployé Cotisations de I'employé a I'AE - ligne 31200 Cotisations syndicales — ligne 21200
\
'é Last name (in capital letters) — Nom de famille (en lettres moulées) First name —Prénom  Initial - Initiale Iﬁ‘ 145 |80 | \ﬁ‘ | |
o —DI CARSONN JOHNNY I RPP contributions - line 20700 Charitable donations — line 34900
=~ Cotisations & un RPA - ligne 20700 Dons de bienfaisance — ligne 34900
ks 20 | 46 |
2 .
[=3 2020 Smith Street Pension adjustment — line 20600 RPP or DPSP registration number
g Facteur d'équivalence — ligne 20600 N° d'agrément d'un RPA ou d'un RPDB
o 52 | 50 |
S Anytown ON CAN M4A 1A1
£ Employee's PPIP premiums — see over PPIP insurable earnings
2 Coti de I'employé au RPAP — voir au verso Gains assurables du RPAP
] 55 | 56 | |
T
Q
-
8 Box - Case Amount - Montant Box - Case Amount — Montant Box— Case Amount —Montant
© | Otherinformation | | l | I I
B see over)
a | )
| Autres Box - Case Amount— Montant Box — Case Amount — Montant Box - Case Amount — Montant
2 [renseignements
= (voir au verso)
RC-14-599 1

Recording RRSP contributions

e With Angela and Martin’s tax return open, press F4 and, in the Form Explorer, enter RSP in the search
field. Profile will open the RRSP/PRPP deduction form
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RRSP/PRPP RRSP/PRPP deduction

RRSP contributions

Verify unused amount from Box B Notice of Assessment or enter it as 'Prior to 2019".
Contributions made to

Description Contribution period Own RRSPs Spousal RRSPs
TDW January 1, 2020 to March 2, 2020 i 8,000/00 0/o0
March 2 to December 31, 2019 0{00 0[00
Subtotal 8,000(00 0100

PRPP Contributions

Employee Contributions

. e . Made to
Description Contribution period Own PRPP
January 1, 2019 to December 31,2019 [ 0loo
Subtotal

PRPP employer contributions: January 1, 2019 to December 31, 2019
(amount from your PRPP contribution receipts) - report on line 20810 0|00 l

Total RRSP/PRPP contributions

Contributions made to
Own RRSP/PRPP  Spousal RRSPs

RRSP contributions 8.00000 oloo i
PRPP contributions 0{00
Subtotal 8.000/00 oloo |§
Less:Designated Home Buyers' Plan (HBP) repayment 0[00
Designated Lifelong Learning Plan (LLP) repayment 0/00
Non-deductible contributions due to HBP or LLP withdrawal 0/00 0/00
Refund of undeducted contributions included above 0[00 0[00
Total RRSP/PRPP contributions 8,000(00 0]00
Contribution period Own SPP Spousal SPP

TR QU SN e Ny eGP 200

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 2018 Notice of (Re)Assessment 9.500 I

Option 2: Calculate the limit

2018 earned income 0 X18% 0

Lesser of A or $26,500 0

Less:Pension adjustment from 2018 T4/T4A slips 0

2019 past senvice pension adjustment 0
0
0
0

Plus: 2019 pension adjustment reversal from T10 slip

Subtotal
Plus: Unused RRSP/PRPP deduction room from 2018
Subtotal 9,500
Less: Saskatchewan Pension Plan deduction 0
RRSP/PRPP deduction limit for 2019 9.500
T N T T ST N\ el T

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
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e Enter the medical expenses as illustrated below

Medical Medical ex [ enses

Optimize medical expenses? Yes [:] No

Medical expenses - line 33099

Period covered by claim: from 2019/01/01 to 2019/12/31 I

Payment date Name of patient Payment made to Efe :;::::22 gt E)o Amount Claim
2019/03/14 |Angela CARSONN Clear Sight Eyes Eyeglasses No 1,588)44 1,588|44
2019/06/28 |Angela CARSONN Dr. Nicholls Dental No 888|78 888|78
2019/11/30 __|Angela CARSONN Barclay & Associates Physiotherapy  [No 1,044|22 1,044|22
yyyy/mm/dd No 0]o0 0]00

Medical expenses subtotal 3,521)44
Are you claiming medical expenses? Yes !
Taxpayer Spouse

Premiums paid to private health serice plans 0[00 0Jjoo

Employee/Recipient-paid premiums for private health senvices plan 0/00 0]00

Québec prescription Drug Insurance Plan - 2018 0[00 0[00

Nova Scotia Seniors’ Pharmacare Program 0[00 0[00 0|00 I

Total medical expenses - line 33099 3,521.44 l

Allowable amount of medical expenses for other dependants - line 33199

Name of other dependant E Net income o[oo
Payment date Payment made to Description of expense 'I"S“unl;j:ﬁ;o Amount Claim
vyyy/mm/dd No 0Joo 0joo0
Total medical expenses 0{00

Recording Dependant Information

d \/MM'M"'““'“-W‘/VVW\—'V\/ N i WW"M \.—/j\,/ \J'/_N“—'—/

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

FAMILY LINKING

CHER

ARSONN, Angela
St-Pierre, Martin
CARSONN, Johnny

information form

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/dropdown menu that lets you
toggle amongst the family’s tax files.

. From Angela’s T1, Press F4 and enter Dep in Form
Explorer’s Search field
° Enter Johnny’s personal information on the Dependant
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Are you eligible to receive the Child Tax Benefit? Yes No [:]
Family caregiver amount claimed by You Spouse D
Dependa Dependa Depend
| | o
Social Insurance Number 487 487 589 ! !

First name Johnny
Last name CARSONN
Relationship Son N/A N/A
. N N e T o VRGN

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

Help
Return for Johnny

Cut

Copy
Copy field code
Paste

Insert column

Delete column

Format override

Attach memo

LN VIS g SNy I

F1

Ctrl+F2
F8

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

Confirm

a ProFile

Create a new return for Johnny?

Cancel
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e From Johnny’s tax file, return to Form Explorer and enter his T4 and T2202 (tuition) information

T4
Statement of Remuneration Paid

Description ProFile Tour

Province of employment 10 |Ontario
Employment income 14 9,000.00
Employee’s contributions | CPP 16 280.50
QPP 17 0.00
El premiums | 18 145.80
PPIP 55 0.00
Exempt CPP/QPP 28 No T2202/TL11 . N
EIF’IF’ :jg Tuition and education credit certificates Tu Itl On S II . S

Employment code
RPP contributions
Pension adjustment
Income tax deducted

El insurable earnings
CPP/QPP pensionable earnings
PPIP insurable earnings

Union dues
Charitable donations

Slip #3

0.00
0.00
900.00
9,000.0q
9,000.00
0.00
0.00
0.00

T2202, TL11A, TL11C
Tuition fees paid to Canadian educational 26 7.616.00
institutions |
Tuition fees paid to foreign educational 0.00
institutions

Number of months in part-time enrolment
Number of months in full-time enrolment

a\:\g_a:\m s_z_z\

Tuition fees paid
Charitable donations

Tuition transfers
When a student’s income isn’t high enough to use up all available tuition credits, 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 Johnny had excess tuition expenses, ProFile automatically transfers the applicable tuition
credit to the appropriate spouse. A quick glance at line 32400 of Martin’s T1 confirms the transfer

o OO A e B e ey N A TN

Your tuition, education, and textbook amounts (Complete Schedule 11)
[uition amount transferred from a child

N N e R L NPT LD e R amanlat e T Nopd N 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.”
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Module Options ? X
L 1.2020 T1/TP1 v 32018202172 w ] 52019T3/TP646 ¥ | &3 22020Fx ¢ | »
File Template
I l Browse
General DataLocking Variance Disclaimer T1/TP1 Review
[ Update preparer information on Info form (using the informati A Langua.ge
[X] Curent signing date @® English
[ Complete line 65090 ®FEiE
[ Joint client letter
X Joint client invoice
[X] Automatically cary forward "Form Selection” settings
epSEeEaiaviatenent
E Bl Allow family linking
[X] Recalculate invoice on data locked retumns
& File naming
gpei
Q Long with SIN
Q SINonly (8.3) v 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 Sarah and John. In this example,
Sarah earns significantly more that her spouse, John, with her income stemming from a pension of $78,211. Tax
practitioners will know that there is an opportunity, therefore, to split the pension income and reduce the
couple’s overall tax liability.
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Sarah John

Total income o
Employment * 10100 0 20,000
Old Age Security 11300 0
CPP/QPP benefits 11400/ 0
Other pensions 11500 78,211 0
Split-pension amount 11600 0
Universal Child Care Benefit |11700 0 0
Employment Insurance 11900 0 0
Taxable dividends 12000 0 0
Interest 12100 0 0
Limited partnership 12200 0 0
RDSP 12500 0 0
Rental 12600 0 0
Taxable capital gains 12700 0 0
Support payments 12800 0 0
RRSP 12900 0 0
Other * 13000 0 0
Self-employment * 13500 0 0
Workers' compensation and
social assistance 14700

Total i 15000 78,211 20,000

e To begin the optimization process, go to the pension-transferor’s return and open form 71032
e Scroll down the form and click Split-Pension Income

Split-Pension Income worksheet.
Enter the amount that you and your spouse or common-law partner decide to jointly eleci

split-pension amount for the year. The split-pension amount cannot be more than the amount from Line F. 0/00 §G

- Step 3 - Elected split-pension amount
For assistance in determining the elected split-pension amount, see ou

Enter this amount on line 21000 of the transferring spouse’s or common-law partner's return and on line 11600 of
the receiving spouse's or common-law partner's return.

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

pformation for the elected split-pension amount

o~

.

fhe Split-Pension Income optimization worksheet helps you determine the amount, if any, to enter on line G of the T1032 - Joi
plit-Pension Income.

[o view the amount that we suggest for transfer, right click on the worksheet and select Optimize split-pension income.

or additional information, press <F1> to access help for this worksheet.

of the elected split-pension amount

3
é
B
s
Zer \1
)
- - Copy field code /’
lected split-pension amount \PS
1 Sarah 16 Copy Memo/Tape
[otal payable (line ok
13500) onn Paste Memo/Tape
Combined 16
Sarah 11 Attach a Doc é
Balance owing / refund | John i (1 i Esc
Combined 9 ) 7
bined net benefit (cost) Print form
New window
y of the el d split-p Launch window J
(Ve have determined that transferring $27,754.62 to John's return v Craste FX 4
uggested amount, the balance owing of $9,959.73 is decreased t oo \)
Create T3 }
Maximum split-pension amount (from line F of your T1032) Carry forward {
Please enter the split-pension amount you wish to transfer tc Previous year's return §
2
1

[his amount will appear on line G on your T1032

Show auditor Ctrl+F9




e As illustrated in the window below, ProFile will run an analysis and then suggest the pension income
to transfer

e The form highlights the net benefit of accepting the suggested transfer

e It also provides a chart outlining the tax liability under different transfer scenarios

e To accept ProFile’s suggested transfer, right-click the form and select Elect split-pension amount of

$27,754.62
T10320pt - =
pension income
information for the elected split-pension amount
[he Split-Pension Income optimization worksheet helps you determine the amount, if any, to enter on line G of the T1032 - Joint Election to
pplit-Pension Income
[o view the amount that we suggest for transfer, right click on the worksheet and select O RS ;
For additional information, press <F1> to access help for this worksheet. T O IIC A
Calculation of the elected split-pension amount
Zero transfer Suggested trang Copy Memo/Tape
Paste Memo/Tape
Elected split-pension amount Attach a Doc
Sarah
Total payable (line John Close form Esc
143500) e Print form
Sarah 4,496 4 New window
Balance owing / refund [ John 25411 Launch window
Combined 7,037.5
Combined net benefit (cost) 2.922 1 Create FX
Create T3
f y of the el d split-pension Carry forward
e have determined that transferring $27,754.62 to John's return will result in the lowest combi Previous year's return
suggested amount, the balance owing of $9,959.73 is decreased to $7,037.57. This represents
Show auditor Ctrl+F9
[Maximum split-pension amount (from line F of your T1032) Environmento.
Please enter the split-pension amount you wish to transfer to John.
[This amount will appear on line G on your T1032 Elected split-pension amount ooofl 6
mpact of electing a split-pension amount on your combined total payable
$000
17,
Combined
total 9
payable 15
(tine 43500) | ¢
13
S0 $3,910 §7.821 $11.731 $15,642 $19,552 $23,463 $27,373 $31,284 $35,194 $39,105

TIP: To learn more about optimizing, go to Help > ProFile Help, click the Search tab and enter “Optimizing” in the
Search field
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vi
W 2019 T1/TP1 v Help WebSfte  Onine Resources  Contacts
@ > © n &
Back Forward Stop Refresh Print
Contents Index Search Optimizations
Type in the keyword to find N X - S y
— ProFile provides seamless, invisible optimizations, and savvy audit
Optimizing messages designed to achieve the best results for your clients. In
addition to the optimizations described here, there are foreign tax
List Topics credit optimizations, advantageous caregiver and infirm dependant
Select Topic to display: claims between spouses, smart disability credit transfer, and
—_—————— intelligent transfer of tax credits between taxpayers and their
Gifts and Income Tax dependants.
Medical: Medical expen... 0 dical
oo JIlerant medical expenses
Opimizing charitable do... | | SISSIIEANY donations
Optimizing losses [OptimizinglEEI
Optimizing medical expe...
Display
Topic feedback: Comments about this help topic
(O Topic was very useful
(O Topic was partially useful
(O Topic was irelevant sbrnit
[~] Display comments area [“]Enable anonymaus help tracking

PROFILE AND THE SELF-EMPLOYED

As professional-grade tax software, ProFile can accommodate many types 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 his T1. Other than the Statement of Revenue and Expenses below, Sam has no other income or
expenses.




SH Marketing Services
P&L
Jan - Dec 2019

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
T2125

You will record all of Sam’s business-related activities on form T2125, Statement of Business or Professional
Activities. After entering Sam’s personal and contact information on the Info page, use Form Explorer to find and
open the 72125

4 Form Explorer ? X
| B Huzec, Sam Vi 6 . = E:T == v h 3
Form: [T21 2 Open Print New | List Detal Key Line
Forms Name Category Description Used Lastyear Step A
T1 L T2091 WS Income Piincipal Residence Worksheet No N/ 8
i - ST Income Fishing activities No N/ ::]
1. Identification | - 12121CCASum...  Income Summary of CCA for fishing activies No NA %0
™ 2 Slips 4 T2121CECH Income Cumulative eligible capital for fishing activi..  No  N/A a1
W 3 Income "L T21214sset Income Asset details No  N/A @2
B 4 Doducs 4 T21214ssetlist#  Income Assetlist No  N/A 94
S veduetens - toziccan Income Details of CCA No N& 93
8 Tax+crediv] | 3 T2121Compara.. Income 12121 - Comparative summary No  N/A %5
TiT21258 Income Business activities No N/& 96
P1 B ! Business activiies oM = v
[T2125%:Business activities

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

. *l Canads Revenue Agence du revenu Statement of Protected B when completed ~
s g Canace Business or Professional Activities
® Use this form to calculate your self-employment busi and professional income
® For each busi or prof fill in a sep Form T2125.
@ Fill in this form and send it with your income tax and benefit return
 For more information on how to fill in this form, see Guide T4002, Self-employed B Profe I, C Farming, and Fishing
Income

— Part 1 - Identifi

Your 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 Boak st

City Province or territory  Postal code

Anytown ON Hmoa oa1

Fiscal period Was this your last year of business?  Yes [ ] No
From:  Year/Month/Day Year/Month/Day

2019/01/01 _ to: 2019/12/31 [JCalendar Year

Main product or service Industry code (press F6) 811119 i
Promotion see the appendix in Guide T4002)

Accounting method Tax shelter identification number Partnership business number Your percentage of
\(commission only) TS (9 digits) the partnership

cash [] Accrual * 100.0000 [ %

Name and address of person or firm preparing this form

ABC IMPOT

1000 Main St

Laval, Québec J1K1A1
— Part 2 - Internet business activities

If your web pages or websites g busil or professional income, fill in this part of the form.

How many Interet web pages and websites does your business earn income from? Enter "0" if none D l
Provide up to five main web page or website addresses, also known as uniform resource locator (URL)

http://
NP Nane Al vqurgrass INsamy™ T NERY oM theeb pgess AANEBSIES. N oo AL T TN A S

Fﬂa"fe\;r/,\sm the fourt yé‘;h"aﬁ'd‘ he all st sequeﬁ?tax yeta‘fs\.fﬁmnﬁf’:\)r"m'éaﬁﬁ/s‘eec 0 40NN

— Part 3A - Business income

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 Business Commission
Gross sales, commissions, or fees (include GST/HST collected or collectible) 91,773/00
Income reported on T4 slips 0|00
Income reported on T4A slips 0]00
Fees for services (T4A box 28) 0[00
91,773|00 3A

Minus Goods and services tax and provincial sales tax (GST and PST) or harmonized

sales tax (HST) (if included in sales above) oloo I

Returns, allowances, and discounts (if included in amount 3A) 0]00

oloo B
Subtotal: Amount 3A minus amount 3B 91.773]00 i3C

If you are using the quick method for GST/HST Government assistance calculated as follows:
GST/HST collected or collectible on sales, commissions and fees eligible for the
quick method 0|00 I30
GST/HST remitted, calculated on (sales, commissions and fees eligible
for the quick method plus GST/HST collected or collectible) multiplied by the
applicable quick method remittance rate oloo BE
Subtotal: Amount 3D minus amount 3E 0/00 @3F

HBsliysted prass-salanAmayn 3 plus amount IF (enter~lios FULARAIZN_ i e SLTTRONIBG

e Record all business expenses in Part 4 of the T2125




PV NI U NSUATY £ N N W S N Ty e

Gross business or professional income (line 8299 of Part 3C) or Gross profit (line 8519 of Part 3D) 91,773)00 I 4A|
Expenses (enter only the business part)

Advertising 8521 1,447/00 B
Meals and entertainment OIOO x 50%

Meals and entertainment (long haul truck drivers) 0]00 x 80% 0/00 guC
Bad debts 0|00 D
Insurance 0/00 ME
Interest 1,547)|00 miF
Business taxes. licences. and memberships 0/00 G
Office expenses 1,398|00 m4H
Office stationery and supplies 0/00 mu!
Professional fees (includes legal and accounting fees) 4,800/00
Management and administration fees 0/00 K
Rent 0[00 gL
Repairs and maintenance 0/00 M
Salaries, wages, and benefits (including employer's contributions) 0/00 maN
Property taxes 0/00 Q4O
Travel expenses 780/00 P
Utilities 626/00 gQ
Fuel costs (except for motor vehicles) 0/00 @R
Delivery, freight, and express 0|00 S

Motor vehicle expenses (not including CCA)
(see Chart A) - from worksheet 881 |35 i
Motor vehicle expenses (not including CCA)

W REING T e e NNt s T A G e TN e

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

e 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

Motor vehicle expenses (Business

Allocation of expenses Liscaliperod Te[mlnal Recapture Owr]ed 2
oss business?
Byyyy/mnvddlyyyy/mm/dd|
Description of automobile Filmore
Enter the kilometers you drove in the tax year to earn business income 32558 1
Enter the total kilometers you drove in the tax year ii:i:ﬁ I 2
Taxable Non Eligible Total
GST HST
Fuel and oil oloo i oloo il 827|00 827]oo [ 3
Interest (see Chart B) 0[00 Ojo0 g 4
Insurance 914/00 914|000 @ 5
License and registration 0/00 ojoo @ 6
Maintenance and repairs 0[00 0/00 637(00 63700 @ 7
Leasing (See Chart D) 0Jjo0 0joo 0[00 ojco @ 8
Other expenses (specify) 0/00 0|00 0[00 ojoo @ 9
0/00 0[00 0/00 0/00 @ 10
Total motor vehicle expenses 0|00 0[00 2,378|00 2378[00 @ 11
Business use part: Multiply line 11 by 3235 % 0Joo oJoo 769[35 769[35 | 12
Business parking fees 0/00 0]00 112(00 112|00 @ 13
Supplementary business insurance 0[00 0|00 @ 14
Allowable motor vehicle exp oloo |j oloo |j 881[35 881[35 | 15
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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

e Enter the home’s total area and the area used for business

e Enter the operating costs for the home including heat, electricity, insurance, etc.

e ProFile will calculate the allowable home office expense and include it as an eligible business expense
on the T2125

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

— Part 7 - Calculation of business-use-of-home expenses

Area of home used for business (A) 317
Total area of home (B) 1,695
Heat 1,288|00 W7A
Electricity 76400 @78
Insurance 628|00 @7C
Maintenance 1,775/00 @7D
Mortgage interest 0/00 W7E
Property taxes 3,840(00 Q7F
Other expenses (specify)
0/00 @7G
Subtotal: Add amounts 7A to 7G 8,295/00 @7H
Personal-use part of the business-use-of-home expenses 6,743(66 W71
Subtotal: Amount 7H minus amount 7! 1,551|34 g7J
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 @7K
Amount carried forward from previous year 0[{00 @7L
Subtotal: Add amounts 7J to 7L 1,551|34 @M
Net income (loss) after adjustments (amount 5C) (if negative, enter "0") 80,293|65 W7N

Business-use-of-home expenses available to carry forward: Amount 7Mminus amount 7N

(if negative, enter "0") 0/00 @70
Allowable slaim: The lesser of gmount 7M an ve fenter.your share gf this amount W% 5

PART-YEAR RESIDENTS

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 Onthe Info page, report the date of entry into Canada

e After reporting the date of entry, ProFile will open additional fields, including Line 52920 and 52930.
In these fields, report Canadian and foreign-sourced non-resident income. In this example, there is
$9,000 of foreign-sourced, non-resident income

e Once you enter an amount on either Line 52920 or 52930, ProFile will tick the box to prorate non-
refundable tax credits

o Note how the auditor alerts you that amounts are prorated

e You may then complete the rest of the return as you normally would
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Taxpayer personal information

SIN 111111118

Title M

First name Rene

Last name Descartes

Last name changed in 20197 D Yes No

Do you want to change your address? IJ Yes No
Care of

Street address 12911 Main St Apt #

P.0. Box IrRR

City ANytown

Province ON

Postal code K1A 1A1

Primary phone  (418) 555-1312

Birth date 1988/12/12 IAge 31
Date of Death _ yyyy/mm/dd

Gender Male D Eemale

Province or territory where taxpayer resides if different from mailing
address

2019 Personal information

Marital status
Indicate your marital status on December 31, 2019
1 D Married 2 D Living common-law 3 D Widowed
4 D Divorced i D Separated 6 [X] Single
If status changed in 2019, enter date of change mm/dd
Were you married or living common-law at any |:|
No

time in this tax year? Yes

Residency

Province of residence
on 2019/12/31 Ontario
Province of self-employment

If you became or ceased to be a Ca
2019, enter date of:

entry 06/12
or departure

Part year resident. Some amounts have been
prorated.

Spouse’s or common-law partner's|
income while the taxpayer is living
Canada

M Spouse's or ci law partner's

CRA online mail |:| Already reglsteredl:l Yes No
Email address

By providing your email address or updating an already registered
email address, | understand | am registering for online mail and
T183. Paper notices will not be mailed to me from the CRA.

Do you want preparer to get

Electronic Notice of Assessment? [—| Yes No
D i P A

accept the terms and conditions that are set out on page 2 of the form| Prorate non-refundable tax credits

income while the taxpayer is living
of Canada

Canadian sourced non-resident ing]
Foreign sourced non-resident incoi

year resident?

Are you a non-resident?

Residency status
~ el

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:

Hub and Link
Synchronization
ProFile Review
Family Linking

oo w»

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...

on®pr

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
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Question 6: Which of following tax situations does ProFile’s Optimization verify?

Medical expenses
Charitable donations
Tuition credits

All the above

o0 w»

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

o0 ®>

Correct answer is B

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

Correct answer is True

120



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



https://quickbooks.intuit.com/ca/accountants/accounting-professionals/
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 & @ ProfleChatSupport X 4+ v - o X

O @ accountants.intuit.com * E= L e -

Live Chat - ProFile

E. Click the Notification Centre...

r

F. ..Toview alerts, reminders and other ProFile messages
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ProFile Notification Centre Clear Al

v 5100 notes - Known issue in ProFile 2017.1.0 X

Learn More

Do Not Disturb

e C(Click the Online Settings to access ProFile’s online tools...

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:

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 Environment Options. 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 Sign In &

e Enter your user ID and password Bl
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e Select your firm (or add a new one)

e Click Finish and you’re done B

[Online Settings X
Online Account
You are not signed in  Sign In
To use Online Backup and Cloud Bridge. sign in with your ProFile Review

username and passwort

Each time you save  file, a backup copy of that file will upload to your
ProFile Review account

Automatically sync ProFile T1 data to your ProFile Review account for
easy on-the-go access.

Select Folder: \MaclHome\Documents\My ProFile Data\

Change Folde:

oK Cancel

INTUIT ProFile

Select your business
Please select the business this license of ProFile
should be connected to.

° [e]

Add New Business

Connect Business

lvd Signin 4@ ProFile Online Backup - Login

Sign in

Email or user ID

Password

¥ Remember me

| forgot my user ID or password

New to Intuit? Create an account.

Q Success! You're All Set.

You are signed in as

Manage Your Online Settings |  Launch ProFile Review

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

TIP: Try it out - you can always change it later in settings
Fr raining

But | don’t have an online account

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

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

e Click Create Company Bl

e Enter your credentials and then click Create account ol
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= K

lvd sign In

A
Create your company
w4 Sign In

o —
Already have an account? Sign In nrurt

Emall - A

Company Name P—

Create company s

Back

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 your desired options. Note that one
of the options lets you automatically back up all files upon saving

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

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

[] Automatically back up returns on saving

Note: You can back up multiple returns using Hub

MW\.,W\ PN W—zmwwwf L‘W

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

e  Click the Actions dropdown and choose Back up to the Cloud &)
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© Profile Hub - ] X

Workflow N\ signin | T1 Module v ‘ B
Action l All years :m
Open File
2 BladeUP to the I ' FILENAME INTUIT LINK CRA IMPORT cor
clou
wallet, gui
Od g | wa
Taxpayer, Am:
pay y P

., Taxpayer, Amy

«

2 Taxpayer, Amy

g | P
xPay

., Taxpayer, Amy
R

o 0O

Cmida Faia

Total Client(s): T1 82 | Selected Client(s): T1 2 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 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 automatically populating key 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, GrouplID or business number (BN)
e Submit a signed Authorize a Representative Form to CRA for each client (as described in Chapter 3)

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
e T3, Statement of Trust Income Allocations e T5, Statement of Investment Income

and Designations

T4, Statement of Remuneration Paid

TAA, Statement of Pension, Retirement,
Annuity, and Other Income

T4A(OAS), Statement of Old Age Security
T4A(P), Statement of Canada Pension Plan
Benefits

T4E, Statement of Employment Insurance
and Other Benefits

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
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TARIF, Statement of Income from a
Registered Retirement Income Fund
T4RSP, Statement of Registered
Retirement Savings Plan Income

Other Tax-Related Information

RRSP contribution limit

Lifelong Learning Plan repayment amount
Capital gains and losses

Federal tuition, education, and textbook
carryover amounts

Client Data Enquiry (CDE)

Home Buyers' Plan

Social assistance or workers' compensation
benefits

Working income tax benefit advance
payments (RC210)

Reassessment information

New balance owing message for prior
claim(s) on a refund

Current tax year return

Insolvency, consumer proposal indicator
Recent page access

Provincial tuition, education, and textbook
carryforward

Unfiled returns

External refund set-off amounts
Reassessment in progress

CPP payments (T4A(P))

Working income tax benefit

Emigration Date

Direct deposit indicators

AFR Download
Before you file a tax return with the CRA using the information delivered by Auto-fill My Return, you must make
sure that all the proper fields on the return are filled in and that the information provided is true and accurate.

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
T4A income

Outstanding GST/HST returns
Immigration Date

EFILE ineligibility indicators

If you notice a mistake on an information slip, contact the employer, payer, or administrator responsible for
preparing that slip.
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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

4 PrOFILE

File Edit Audit Goto Form Options EFILE Online Training W

New PR
Carry Forward. Cti+R  §
DT Max Carry Forward.
Open. 0 siips | 6,74
Reopen >
Save Ctri+S
Save As..
Close Ctisw
Properties. Crri+l
Print.. Ctri+P
Print / Email PDF... Culeasp N0
Print S [ [Hyes X
Quick Print >
Apt#
Print Setup. RR
Print Slips Setup.
Setup Mailing Labels.
HyperDocs.
Delete..
e Age
Jerent from mailin
pered [JYes [
Auto-fill my Retum (AFR) piready registerec
Import RQ data mail and
+Books Deskio bn page 2 of the fi
= = nthe CRA
Exit Alt+F4
[Jyes |

Electronic Notice of Assessment?

e Click Launch CRA Website

@ CRAData Import

*  Save time by automatically img

* Learn more on intuit.ca

ProFile CRA Data Import

porting client information

* Prevent manual data entry errors

«  Ensure client data is always accurate and up-to-date

«

R ———
Launch CRA Website

> =N

e ProFile will open a browser and take you to CRA’s website

e C(lickC

RA Login

e Enter your credentials B

o Confirm CRA’s request then click Next
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e C(Close the window to return to ProFile B

Tax information web service

The Tax information web services currently include the following applications:

Canada Revenue Agency Canada

* Auto-fill my return, used to get tax information for individual tax returns
« T2 Auto-fill, used to get tax information for corporate tax retums
+ Express NOA

Choose from one of two ways to access CRA's Tax information web service:
Option 1 - Using one of our Sign-In Partners

Log in or register with the same sign-in information you use for other online services (for example, online CRA LOgll'l

Sign-In Partner Login / Register
» View list of Sign-In Partners Forgot your user 1D? a
* Password (required)

* User ID (required)

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

Log in with your CRA user ID anw"”’- or register. For more information on how your privacy is protected, refer to our Personal Collection

Canada Revenue Agency Canadi

CRA login CRA register

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

CMS.30

Tax information web service—request confirmation

You are requesting 2017 tax information for the following SIN(s):

Note: If you are requesting tax information for more than 10 SINs you will have to make a separate request.

View Terms and Conditions of Use

For more information on how your privacy is protected, refer to our Personal Collection
close this window. 4
- 1
L3

o Profile displays the Data Import Worksheet where you can select or deselect the information to
import into the tax file

e Click Import Selected DataH

e Close the window that confirms the import is complete

e ProFile will list the imported information on the Data Import Summary form n\

e You have successfully used CRA’s Autofill My Return

129



© CRA Data Import X
° o .
Data Import Worksheet Data Import Summary
Review the imported data below Data Imported on Apr 02 2018 01:32:33 PM
Here is the overview of all imported ships and CDE data from the CRA / Revenu Québec
| Check/UnCheck All You can see each individual siip by clicking on the details link
¥ T4 Statement . Imported Slips
' Box Amount
Client Data Enquiry
¥ T4A Statement Add As New [No Debtindicator [Yes
Replace CITY OF OTTAWA - Balance Owing Amount
O e %
¥ THE GOVERNMENT OF CANADA LE GOUVER! |1471.00 105 Add As New o v o
u Import Selected Data Data Import Completed
= .

If you are an EFILE service provider, you can use ReFILE to EFILE T1 adjustments for tax years between 2016 and
2019. 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 2016 though 2019)
= You have level 2 authorization from your client
. Theinitial return was filed online (EFILE)
« Theinitial 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:
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is amending 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)
is applying for child and family benefits

is allocating a refund to other CRA accounts

is applying for the disability tax credit

has a reassessment in progress

has a first 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:

marital status
address
direct deposit

email address

In addition, you cannot use ReFILE to change:

a tax return that has not been assessed

a tax return where nine reassessments exist for a particular tax year

a bankruptcy return

a return prior to the year of bankruptcy

carryback amounts such as capital or non-capital losses

a return of an international or non-resident client (including deemed residents of Canada, newcomers to
Canada, and individuals who left Canada during the year)

the elected split-pension amount

a return where you have income from a business with a permanent establishment outside your province
or territory of residence (you have to complete Form T2203, Provincial and Territorial Taxes - Multiple

Jurisdictions)
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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

. Ifyou 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 Authorize a Representative form—with level 2
authorization—on file with CRA.

To ReFILE a return
« Open aT1 return that has already been filed online, and for which a CRA assessment has been received.

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

Wl Save 2019 T1/TP1 As ? X
1. Hruzec. Sam
Hruzec. Sam (333323327)
Client Status: 2. Work in process v [JLocked
EFILE Status: 2. Eligible v
SEND Status: 2. Eligible v
TP1 Status 1. Not eligible v
T1185 Status: | 1. Not eligible v
DCN
Invoice 1051 Time: |00:00:00
[[] Discounted? [CJCRA Errors 2139
Date Preparer ~ Action  Elaps... Module Ver ~
2010102 ... MDL Modified 2020.0.0 M
Preparer:  |MDL Partner
File Name
W amo0esoptiniss. Sam REFLE 1o =
Save Cancel
Help 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 T1ReFILE
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T1 ReFILE Request

* Use this worksheet to amend your 2019 personal tax return

® ReFILE transmission requests cannot be used to change the following fields:
- Address
- Name
- Social insurance number
- Date of birth
- Marital status
- Residency
- Elections Canada
- Alternate address
- Email address
- Information about spouse or common-law partner
- Direct deposit
Changes to these fields must be made by the taxpayer through the CRA "My Account” portal.

¢ The amended return must include the full return and all the schedules, not only the revised amounts.

® All schedules included in the amended return are considered 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 return and answer the following questions:

SIN 333 323 327 i
Name

Hruzec, Sam
Date of ReFILE  2020/04/30 E

Is this an amended tax retum? KE o

Use the field below to comment on any changes made. The infc will not be ito the CRA.

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

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

. Answer any other relevant questions on the form

0 Note: these questions are not mandatory, and preparers are not required to provide answers. Any
notices related to these questions may be ignored.

Before completing the submission, you must update the T183 Form
. Open the T183 used for the initial EFILE of the return

. Aletter “R” now displays in the 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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.*I Canada Revenue Agence du revenu Information Return for Electronic Filing of
Agency X Cess an Individual's Income Tax and Benefit Return

®  The information found on this form corresponds to the tax year indicated on the right.

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

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

*  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
Hruzec 333 323 327

Mailing address: Apt number - Street number - Street name PO Box RR City Prov./Terr Postal code
1212 Oak St i iAnytown ON dMQA 9A1
IGet your CRA mail electronically deli din My A t at da.ca/my. t (optional)

il Address: abc@abc.co i
roviding an email address. | am registering to receive email notifications from the CRA and | agree to the Terms of use on page 2 of this form.

Part B - Declaration of amounts from your Income Tax and Benefit Return (mandatory)

Enter the following amounts from your return, if applicable:

Total income (line 15000) 87,259 |42 i

Taxable income (line 26000) 84,420|67 Jf Refund (ine 48400) oloo |§

or
b mA i NN A~ N AT IS NN oI o SN o TN AN TR

. 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...

Ctrl+F11
LE Pre-authorized Debit fo]}s tax

EFILE the IS taxpayer...
b EFILE the T1135...
N Build T1 EFILE Online Batch...
ke EFILE Online Batch
et Build TP1 NetFile...

TP1 Connect...
ke Reports >
- Print All ACKs
r_: View Notice of Assessment (ENOA)

Set EFILE Password
- Options...

After the ReFILE process is successfully completed, ProFile will display a confirmation window

y‘msmon'

EFILE session starting on Tuesday. March 21, 2017 at 1:07 PM |
AL iting C\Users; 1\Doc ts\Why ProFile Data\EFILEV201 6T 1 (N T A< ‘
CiUsers\sivanl\DocumentsiMy ProFile Data\EFILEY2016T 1 S RESPTAX downloaded. ‘

The Canada Revenue Agency has successtully received the 2016 ReFILE submission fo R
Il 2ny changes to taxpayer information (listed on the ReFILE webpage as invalid) will not be
updated to the Canada Revenue Agency. Your client's express notice of reassessment will 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 sixyeors. Please keep this confirmation number and DCN for
your records

EFILE session done.

=i | (o [ concet J[ e |




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 ion number: \

[

TP1 NetFile confirmation number: |
T1135 EFILE ion number: |
[

[

T1013 EFILE confirmation number:
T1PAD ion number:

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

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

Discountad? CRAErmors 2139
Date Freparer Action Elapsed
1611/2310... SD Modified
16/11/2811... SD T1 EFILE Ready to Transmit <: Initial EFILE
1611128 11 sSD Modified
17/03/21 14 T1 EFILE Ready to Transmit

e . “wr

17/03/2114., SD T1 EFILE Accepted <_] ReFILE of return
17/03/2114.. SD Modified
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Chapter 6 Quiz

Question 1: ProFile features a number of Online tools. These tools include:

ProFile ReFile
ProFile Review
Online backup
All the above

oo w»

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

o0 w»

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
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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

o0 w»

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-AD)J

All the above

on®>

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



https://quickbooks.intuit.com/ca/accountants/accounting-professionals/
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 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 reports about your clients and their tax files. Finally, if you want to
print groups of returns, you should also 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:

e 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
Your Client Explorer set-up options depend on whether you work alone as a sole practitioner or work with
others in a shared network environment.

Setting up Client Explorer for a Sole Practitioner
e C(Click Options -> Database
e Select the Client Explorer radio button.
e C(Click Setup Wizard
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Database / Client Explorer Options

(®) Use Client Explorer
Client Ezplorer Options

ProFile Database Server to use

(O None

(®) Personal Server (Only you can use)

(O Use Classic Database

(O Shared Server
Database to use
Database Name Personal database folder
PROFILEDB \\Mac\Home\Documents\My ProFile Data\Database
Clear

1| ®sewpwizad | oK Cancel

Batch Options... Advanced >>

Help

e Click Use Client Explorer and in the following window, click No to indicate that you are a sole
practitioner
Client Explorer Setup wizard X
Client Explorer Setup wizard Do you work in an office where different people need to work on the same
tax returns or financial plans in ProFile?
You can set Client Explorer to be your dd

Cent Baplorer Setup wiad you can continue using the classic datal| O Yes @ No

This version of ProFile contains a power Ao

Explorer. (O Use classic database

This tool helps you manage and, if you v

information with other members of your of

ProFile needs you to answer a few quest

up properly for your work environment

Click the Next button to continue.,

Back Next Cancel Help
Back I Next Cancel Help |

Back Next Cancel Help

e Finally, click Finish

As a sole practitioner, select the first radio button and click Next
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ProFile searched your office network and found that no computers were sharing ProFile client
and file information

‘You have two options at this point. You can: Client Explorer Setup wizard X

© Work with a personal collection of client and file inforn ‘You've successfully configured ProFile to work with a personal database of client and file
This database of ProFile client and file information will only be acq  information.
by anyone on the 3

Click the Finish button to exit this wizard.

(O Make this computer a Shared Database Server
A Shared Database Server is used to share the same ProFile ched

with other ProFile users connected to your network; it is
always on.

Back | Finish I Cancel Help

Setting up Client Explorer for a Shared Database

e  Go back to the Setup Wizard, and click Yes at the prompt about working with different people
e In a following window, click the second radio button to make the computer a shared database

Client Explorer Setup wizard X

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

@ VYes ONo

Client Explorer Setup wizard X

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

‘You have two options at this point. You can:
(O Work with a personal collection of client and file information

This database of ProFile client and file information will only be accessible by you and not
by anyone on the network.

(® Make this p a Shared Datab Server
A Shared Database Server is used to share the same ProFile client and file information

with other ProFile users connected to your network; it is preferably on a computer that is
always on.

Back

Back Cancel Help
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e Name your shared database, click OK to accept any Windows prompts (such as ProFile Privilege

Elevation), and click Finish to complete the process

IClient Explorer Setup wizard

them to configure ProFile to use this server.

|PROFILESRY

‘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

X

Client Explorer Setup wizard X

‘You have successhully 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 fie nformation
with the Client Explorer

Click the Finish button to exit this wizard.

Request for privilege elevation

0 ProFile Privilege Elevation

able to setup the ProFile Database Server.

41 Don't show this again

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

Using Client Explorer

Back Cancel Hep

o To open Client Explorer, press the F3 key. The first time it launches, Client Explorer displays an empty

window

e To load references to the existing files, click Index

Details x| SearchBy  Clientname
Actions << (NPT,
lecto
Clients <<
Files <<
Files total:0

= | B

g b i kK I m n o p a s t u v wx y 2123

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

e Indicate how you want Client Explorer to handle password protected files B
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e Click OK

Add Files To Client Explorer
Folder

? X

l CAUsers\MichaehDocuments\My ProFile Data

nclude subfolders?

Advanced
Password Protected Files

(@ Skip password protected files
(O Prompt for passwords
(O Use this password

oK

VIl Browse |

‘ []selectFile Types

Cancel Help

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

folder

o Client Explorer

View All Clients v [ Save View Filter

Index

Details X | SearchBy Client name v

Select all

[ [ 2019 ProFile: Template. 19T

Clients << Files
[ [ 2020 ProFile: Template. 20T

Files
O 2019 ProFile: Dec1Template. 19T

Files
[ [ 2019 ProFile: NoName. 197
ABC INC
Files
[ L] ProFile: ABC INC (20191231).GT2
Ames. Anna
Files
O Eﬂ 2020 ProFile: Jameson, Jameson.20T
[ [l 2019 ProFile: Ames. Anna and Mén, Man 19T
[ [ 2019 ProFile: Ames, Anna and Mén, Man. 19T

Ames, Kalee
Files
O 2019 ProFile: Ames, Kalee.19T
O 20183 ProFile: &mes, Kalee. 19T
Arma, John
Files
O 2019 ProFile: Mar, Martha and Arma, John 19T
O 2013 ProFile: Balzac, Sarah and John.19T
O B) 2019 ProFile: Balzac, Sarah and John AFTER OPTI

Files <<

[ i 2013 ProFile: Mar, Martha and Ama, John. 19T
<

Files total: 48

Balzac, Sarah
File:
]

2013 ProFile: Balzac, Sarah and John19T

[ ld 2019 ProFile: Balzac, Sarah and John AFTER OPTI
Bardem, Raul
Files

[ [ 2019 ProFile: Bardem, Raul. 19T
[ &l 2018 ProFile: Bardem, Raul. 18T

CARBEC INC
Files
[ {44 ProFile: CARBEC (20191231).GT2

CARSONN. Angela

Files
[ & 2019 ProFile: CARSONN, Angela and Martin St-Pier
O 2019 ProFile: CARSONN, Angela. 19T
[ g 2018 ProFile: CARSONN, Angela & St Pierre, Martin

CARSONN., Carla
Files
[ & 2019 ProFile: CARSONN, Carla. 19T

CARSONN. Johnny
Files
[J & 2019 ProFile: CARSONN, Johnny.19T
[ | 2019 ProFile: CARSONN, Johnny. 19T
Descartes, Marise
Files
[ [ 2019 ProFile: Descartes, Rene.19T
Descartes, Marsha

Files
[ [ 2019 ProFile: Descartes, Marsha. 19T

oo /=]

019 ProFile: Hruzec, Sam. 19T
019 ProFile: Hruzec, Sam. 19T

MAn, Man
Files
O 2019 ProFile: Ames, Anna and MaAn, Man. 19T
O 2019 ProFile: Ames, Anha and Man, Man.19T
Mar, Marisa
Files
O 2019 ProFile: Mar, Marisa. 13T
Mar, Martha
Files
O 2019 ProFile: Mar, Martha and Arma, John 19T

O 019 ProFile: Mar, Martha and Arma, John. 19T
O 019 ProFile: Descartes, Rene. 19T

Muth, Mario

Files

[ [ 2073 ProFile: Muth, Mario. 19T

NewColnc.
Files
[ (1] ProFile: NewColne (20191231).GT2
O ProFile: NewColnc (20181231).GT2
NewCon Inc
Files
O ProFile: NewCon Inc (20181231).GT2

Shepard, Jane
Files
O 2019 ProFile: Shepard, Jane.19T

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

arrow
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| 4l Client Explorer e
View Wts \ Ff Save View
All Clients N
Detail Contact View Clignt name 7
dible o
f h ki
MSALLISRIT1 - EFILE Not Accepted al G it
5 oy (TP - EFILE Eligible
ild F|T1 - Carryforward to Current Year

& ik T1 - Current Year - Ready to Print

Print .

© Views. .. / 7 ProFile: 2017TP1Template
Clear selae
Select all
Files
~
19 client(s) selected = ‘ 2017 ProFile: OftTemplate. 17T
23 file(s) selected << |
B8l 501 7T 01 Tamanlnda 17T = <
Save file selection
Files total: 166. Files visible: 23

e The Contact View, for example, displays full contact information for all your clients
e Use the tabs to search alphabetically

| dcien Bplore B
View Contact View ¥ £F Save View > 7 Filter . Details Index
Search By Clie : "-_HF q ‘
Al 'a b ¢ d e f g h i j k I m n o p g r s t u v w x y z 128
Harp. Betty Johnseson, Alexia ~ JOnes. Marisa JONESONS., LESLIE
SIN SIN SIN SIN
474-441-565 -T2 7717 244-517-132
Home Address Home Address Home Address Home Address
1963 19 St Ne 29 Dolan Vancouver, BC 111ERINWOODS CIRCLE
Calgary, AB Ottawa, ON JOnes. Sam NEPEAN. ON
T2E 4R5 K2J 4P6 SIN : K2J M7
Home Phone Home Phone 444-444-443 Home Phone
(403)111-1112 (905) 555-5555 Home Address (613) 555-5565
Hruzec. Sam JOnes. Jack ‘ancouver, BC Joonna, JAne
SIN SIN JONESONS. HELEN SIN
238-137-848 888-888-884 SIN 222-222-222
Home Address Jones, Jane 248-178-667
1212 Rue Principale SIN Home Address
Montreal. ON 888-886-777 111ERINWOODS CIRCLE
MIATAL NEPEAN, ON
Home Phone K20 BMT
(613)565-1911 Home Phone
Email (613) 555-5555
mdilauro@me.com
< >
Files total: 166. Files visible: 78

e (Client Explorer lets you customize views by setting filters
e Click Filter to open the bottom panel where you can restrict the files that Client Explorer displays
e The Filters panel lets you select a wide range of parameters including, tax types, tax years, client and

file status and date-range i
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y z 123
Balzac, Sarah
Files

O 2019 ProFile: Balzac, Sarah and John.19T

O 2019 ProFile: Balzac, Sarah and John AFTER OPTI
Bardem, Raul
Files

O 2019 ProFile: Bardem, Raul. 19T

[ &l 2018 ProFile: Bardem, Raul 18T

CARBEC INC
Files
[ [ ProFile: CARBEC (20191231).GT2
CARSONN. Angela
Files
[ | 2019 ProFile: CARSONN, Angela and Martin St-Pier

019 ProFile: CARSONN, Angela. 19T
019 ProFile: CARSONN, Angela & St Pierre, Martin

Apply Fiters | %

Show Spouse In List
[ Show Competitor's Files
Discounted
No Yes
Pre-Assessed
No Yes

Pepae [ ]
Partner l:l

Advanced

Q Client Explorer
View All Clients v I Save View Y Index
Details x| SearchBy Client name M Clear
NI @ = b oc d e f g h i i k | mon oo poq 1 s t ou v w
Select all Lo
Files Files
[ [ 2019 ProFile: Template.19T [ [ 2020 ProFile: Jameson, Jameson. 20T
O 2018 ProFile: Ames, Anna and Man, Man.19T
Clients = Files ] | 2018 ProFile: Ames, Anna and Man, Man 13T
[l m 2020 ProFile: Template. 20T Ames, Kalee
Files
Files 2019 ProFile: Ames, Kalee 19T
[ [ 2013 ProFile: Dec Template. 19T 2013 ProFile: Ames, Kalee.15T
Fil << Arma, John
iles .
Files Files )
7 B 2018 ProFie: NoName. 18T O @ 2o ProFile: M, Matha and Ama, John 19T
O 2018 ProFile: Balzac, Sarah and John.19T
Bkl 2019 ProFile: Balzac, Sarah and John AFTER OPTI
ABCINC O
Files [ Jued 2578 PioFile: Mar, Martha and Ama, Johnd a1 1
[ L] ProFile: ABC INC (20191231).GT2
<
Files total: 48
Filters
il T2 T3 X
T Yeas Client Status T1EFILE Status TP1 EFILE Status SEND Status Event
£ M 2020 A & Unknown ~ M Unknown & Unknown M Unknown N
£ von3 &/ Carried forward & Not eligible &/ Not eligible & Not Eligible one
“ 2018 & Work in process  Eligble & Eligile & Eligile 2
M 2017 & Waiting for client / Ready to ransmit i Ready to triansmit &/ Ready to transmit 2020712402
“ 2018 & In preparer review  Transmitted & Transmit Failed & Transmitted
2015 & In partner review “ Accepted & Transmit OK & No debt
V2014 & Ready to print i Not accepted i/ Accepted &/ Debt under $10
“ 2013 & Piinted /1 Pape filed & Not accepted & Debt over $10
w M 2012 v M Completed N M Paper filed M Prior claim
<

e Once you create your customized view (see window above) click Save View o
e Inthe dialog box that opens, name your customized view and click OK.

Save View As

Please enter a name for your current
view.

X

|Current Corp Clients

=

Using Client Explorer to find files

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

View Contact View

SIN

Business Number
Client name i j k I m n o p g r s
Client Reference #
AAAAAAAAAAAAAAAAAA SIN

S0 TrustNumber ||

Business Numb
301411047

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

PJMW
View Al Clents v # Save View < | % Fiter
Detais x| SeachBy  Clentname v
Actions bl A a3 b ¢ d e f g h i j k I m

Files Files
O W@2016 ProFie: NoName 16T O W@2017 ProFie: Temy

Files Files
O @2016 ProFie: Tempalte. 16T 0 @201 ProFie: NoN:

656-665-565
Home Address
12 Main St
Anytown, ON

Files Files
O @2016 ProFie: TEMPLATE 16T O @2018 ProFie: Temp

12W ENTERPRISE INC
Files Files
O @2017 ProFie: 201 7TP1 Template O & proFile: 12W ENT

1394928 ONTARIO INC..
Files Files
O @2017 ProFie: OftTemplate. 17T O @ proFile: MiscClient
O @eroFile: MiscCiients)
Files 1958977 Ontario Inc
O @2017 ProFie: Template2017.171 Files
O Berofile: 1968977

Save file selection

e To carry out more actions, right-click a file to open a context-sensitive window that lets you Open,
Carryforward or Print Files, as well as Export, Copy or Delete them
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Open Files

Carry Forward Files
Edit Client Details...

v £F Save View

Search By Client name Print Files

Print Forms in File...
Al a b c d e

Print Mailing Labels...

Joonna, JAne Export...

Files Print Report... s
- 201 8 ProFile: Joonfia, JAne. | Add files to Client Explorer...
O 82017 ProFile: JOngs, Marisa Index Files..

La Maire. Henri Move Files...

Files Copy Files...

O @2016 ProFile: LaPrdrie. Jean
i Delete Selected Items...

LaPrairie. Jeannine . &
N Clear Selections Ctrl+D
Files (]
O 2016 ProFile: LaPrairié) Jean Select Al Ctrl+A [m]
McDonald. Leslie Refresh F5 O
Files Apply Filters F6 L]
O @ 2013 ProFile: McDonald, Le8 Show Filter Panel o
q o
NonResident. Renee Show Details Panel o
Files o
:m2018 ProFile: Shrieve, Raphaellg o
O W2018 ProFile Shepard, Jane.18” o
O @ 2016 ProFile: NonResident, Ren o
o
<
Files total: 1566

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

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 a

e To prepare the files for submission, choose Build EFILE B
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Print forms in the files...

Clear selection

Client Explorer
pl

2019 ProFile: Mar, Martha and Arma, John 19T
CARSONN. Angela

Index

View T1 - EFILE Eligible Y Save View ™ Filter
Details X Search By Client name v
Actions << Al a b d e f g h i i k I m n o
4 Openfiles
Carry forwary
Build EFILI i el o
Files
- Print files... [ | 2019 ProFile: Mar, Martha and Arma, John. 19T

Select all File:
O 2019 ProFile: CARSONN, Angela and Martin St-Pi
2019 ProFile: CARSONN, Angela. 19T
O 2019 ProFile: CARSONN, Angela & St Pierre, Martin
3 client(s) selected << CARSONN, Johnny
Files
Arma, John 2019 ProFile: CARSONN, Johnny. 19T i
CARSONN, &ngela /‘\,\,,_'.‘J!R‘} =
_\/,_,-w-v-_.\w\/\m $Sam }"\_f"\/

K’N?\f\’

i\/x/ N NN VN\,JJ

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).
Click OK when you're done

|4l Build EFILE File

(®) Build T1 EFILE On-Line Batch

(O Build TP1 EFILE

Client Name Filename
Dupuis, MArie CilUsers\imdila\DocumentsiMy ProFile Datal2017T11Dupuis, MArie 17T
Hruzec, Sam

CilUsers\imdila\DocumentsiMy ProFile Datai2017T1\Hruzec, Sam.17T

Johnseson, Alexia CiUsersimdilaiDocumentsiMy ProFile Datai2017T1iJohnseson, Alexia.17T

appear next to each return
e Click Transmit Now to EFILE the batch

ProFile reports progress on the selected returns as it builds them. A Successful build status should
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Build EFILE On-Line file: 777777772.TAX

X

-3 Dupuis, Marie Successful.
") Hruzec, Sam Successful.
‘.. Johnseson, Alexia Successful.

Client:  Johnseson, Alexia

Status: Successful.

File: C:\Users\mdilatD ocumentsMy ProFile Datah2017T1% ohnseson, Alex

I Transmit now | 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 Exce

e From Client Explorer, select the files for the year and module you’d like to export T

e Click the Database menu and select Export a

Move Files...
Copy Files...

: Delete Selected Items...
Add files to Client Explorer...

Index Files...

Clear Selections

v Show Filter Panel
v Show Details Panel
f View

Select All Ctrl+A

4l PROFILE
File Database Goto Form Options EFILE Online Training Window Help
Open Files " v E3 ;H H i Search
== Carry Forward Files
4 Edit Client Details..
¥ Print File £ Save View Ind
Print Forms in File...
g Print Mailing Labels... e e “
E Export... ef gh §j K mn op g r s t u v w
Print Report...

17 ProFile: 2017TP1Template

17 ProFile: OttTemplate. 17T

Fil

MTI OT2 OT8 OFX

z Years Client Status T1 EFILE Status TP1 EFILE Status SEND Stal

E 2018 A Unknown A “Unknown ¥ Unknown ¥ Unknow!

~ VRN Carried forward  Not eligible  Not eligible “ Not Elig
2016 “Work in process ¥ Eligible ¥ Eligible  Eligible
2015 M Waiting for client  Ready to transmit ~ Ready to transmit ¥ Ready
2014 1N preparer review ¥ Transmitted ¥ Transmit Failed ¥ Transmit|
2013  In partner review ~ Accepted & Transmit OK. ¥ No debt
2012 ~ Ready to print ¥ Not accepted ¥ Accepted  Debt un
2011 M Printed & Paper filed ~ Not accepted  Debt ovel
2010 . Y Completed v ¥ Paper filed ¥ Prior clai
2009 M Nt filine M Fl henefi

Files
O @2017 ProFile: Template2017.17T,

Files
O @2017 ProFile Template. 17T

I T™:
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hcediinternetsession.htm

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 clientfiles
listed below.

Client Name Filename A
<No Name> CiUsers\MichaehDocumentsiMy ProFile Datal2016T1\NoName
Chartrand, Jeannine  C\Users\MichaelDocumentsiMy ProFile Datal2016T1\Belliveal
Investor, Jane CiUsers\MichaehDocumentsiMy ProFile Datal2016T1A\COPY P¢
Investor, Jane CiUsers\MichaehDocumentsiMy ProFile Datal2016T 14investor,
Investar, Jane CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\MASTEF
Investar, Jane CiUsers\MichaehDocumentsiMy ProFile Data\2016 T1\MASTEF
Investor, Jane CiUsersiMichaehDocumentsiMy ProFile Datal2016T14\Pensione
Jacohie, Sam CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Copie Je
Jacobie, Sam CiUsers\MichaehDocumentsiiMy ProFile Datal2016T1\Jacobie,
Jacobie, Sam CiUsers\MichaehDocumentsiMy ProFile Datal2016T14Jacques
Jacohie, Sam CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Jamesor
Jacobie, Sam CiUsersiMichaehDocumentsiMy ProFile Datal2016T14Sharmroc
Jacohie, Sam CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Taxpaye
JoNESONS, HELEN CiUsers\MichaehDocumentsiMy ProFile Datal2016T1\Soleil Mt
< >

< Options ’ Cancel Help

The Fields tab of the Export Options window (below) is where you choose the fields code for the information
that you want to include in your export

e Click Add to begin selecting the fields you’d like to export
e Select the field to add in your export, then click OKa
e To include more fields, keep clicking Add =

n Export Options ? X
Fields  Format
Export
ClienFirsthame Add il select Field ? X
ClientLasthame e PersonalInfo T1Jacket T1 Schedules Invoice
BalanceOwing -
oo Field Name Description ]
1“_".9.4.5_5 .................................................................... clets Line459 Line 459: Children's fitness tax credit
A Lined60 Line 460: Direct deposit- branch number
Lineds1 Line 461: Direct deposit - institution number
b Lined62 Line 462: Direct deposit - account number
Lined465 Line 465: Ontario Opportunities Fund
Line466 Line 466: Net refund
Lined468 Line 468: Supplies expense%
Lined69 Line 469: Eligible educator school supply tax credit
Lined76 Line 476: Tax paid by instalments
Lined79 Line 479: Provincial or tenitorial credits
Lined82 Line 482: Total credits v
s et e e i 5
< > Ok Cancel Help
Line466 Pick
Load Save Cancel Help

There are two files you need to create. One is the design of the export which indicates what information you
need to extract from the ProFile tax files. This file is saved as a .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
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Excel. This second file is usually saved as a .txt or .csv file. You save this file on the Format tab of the Export
Options window above.

e To create and save the second file, navigate to the Format tab and click the Browse button to the right
of the Export to File field [

e Type in a name for your file =

e If you're using a .csv extension, click the dropdown and select All files )
o Click Open @

il Export Options ? X

Fields Format

Export To File ‘ [=9
Export Type Tab Delimited ™ Export Character

Export Field Names

4 Open X
[CJPut Double Quotes Around Exported Fields

T > This PC > Documents > My Profile Data > Reports v O  Report »
[CJRecalculate Each File Before Exporting
Organize > New folder - m
2015T1 ~ Name Date modified Type
2015T3
2016FX
2016T1
201673
20176X
200m
database
EFILE
Link
Options Packi
Reports

Load Save Cancel VAC >

File name: | RefVSBalDue.csv a n Al files (*.*) e

Ce= [

ProFile will return to the Export Options window where you can finalize your setup options
e Note that the file is saved in MyProFile Data\Reports and it is here that you will browse to to import
the data into Excel
e Choose the export type, Tab Delimited, for example =

e Check Export Field Names, which will put the field code at the top of each column in Excel &
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Export Type

n Export Options ?

Fields Format

Tah Delimited a 2 Export Character

Export Field Names qE
[JPut Double Quotes Around Exported Fields

[JRecalculate Each File Before Exporting

Load Save Cancel

Help

X

Export To File ‘C:\Users\MichaeI\Documents\My ProFile Data\ReporsiRefvSBalDue.csv m &

e Go back to the Field tab and click Save o
e ProFile will save the design of the report as a .gex file e
e Click Save once more to save the .gex file E
e Click OK, and you'll be taken back to the main export window @
W Export Options ? X
Fields  Format
Export
Clemtfisiame (2t
ClientLastName
Insert
BalanceOwing
Line466 Delete
A
v
il Save As
1, > ThisPC > Documents > My ProFile Data > Reports v O P
Organize ~ New folder
2016FX. A Name Date modified Type Size
2016T1
201673
<

2017FX

ClientFirstName

20171

e
EFILE

Load Save Cancel Link

Options Pack:

Sattinne M K

LERURI[C) Users\Michael\ Documents\My Profile Data\R

ports\RefVSBalDue.QE’

Save as type: Export option files (*QEX)

A Hide Folders

B

At the Export File window, click Export and the information will be sent to the

created earlier

.csv file that you
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Export Files ? X
Define your export options and click the Export button to extract data from the clientfiles
listed below.

Client Name Filename A
<No Name> CiUsers\MichaeDocumentsiiMy ProFile Datah2016T1\NoName
Chartrand, Jeannine  C\Users\MichaehDocumentsiMy ProFile Datai2016T14Belliveat
Investaor, Jane CiUsers\Michael\Documentsity ProFile Data\2016T14\COPY P
Investar, Jane ChUsers\MichaehDocumentsiMy ProFile Datai2016T14nvestor,
Investar, Jane ChUsers\MichaehDocumentsiMy ProFile Datal2016T1\WASTEF
Investar, Jane CiUsers\Michael\DocumentsiiMy ProFile Data\2016T1\MASTEF
Investor, Jane CiUsers\Michael\DocumentsiMy ProFile Data2016T1\Pensions
Jacobie, Sam CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Copie Je
Jacobie, Sam CiUsers\MichaelDocumentsiMy ProFile Datah2016T1\Jacobie,
Jacobie, Sam CiUsers\MichaelDocumentsitMy ProFile Datah2016T1\Jacques
Jacohie, Sam CiUsers\Michael\Documentsity ProFile Data\2016T1\Jamesot
Jacohie, Sam CiUsers\Michae\Documentsity ProFile Data\2016T14Shamroc
Jacobie, Sam ChUsers\MichaehDocumentsiMy ProFile Datal2016T1\Taxpaye
JoNESONS, HELEN CiUsersiMichaelDocumentsiMy ProFile Datal2016T14Soleil Mz
< >

‘ Export ’ Cancel Help

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 Formulas Data Review View
Calibri (Body) + 12 ~+ A= A~ = == =79 Wrap Text Ge|
B | I |uU ||| A = = = &= = $

H31 - fx

A B C D E F G H

1 (ClientFirstName ClientLastName BalanceOwing Line466

2 Alan Belliveau 1839.47 0

3 Jacques Savoie 10870.34 0

4 Emilie Leblanc 0 0.36

5 |Frank Pensioner 0 38371

6 Mary Pensioner 20374.68 0

7 Yvan Gravel 4981.93 0

8 Anne Gravel 1700.78 0

9 Jane Investor 1481.78 0

10 Sam Jacobie 0 0

11 Jacques Savoie 10870.34 0

12 Emilie Leblanc 0 0.36

13 James Jameson 0 3540.86

14 Frank Johnseson 31484.52 0

15 Mary Jones 3950.23 0

16 Frank Pensioner 0 38371

17 Mary Pensioner 20374.68 0

18 |Frank Pensioner 1044.22 0

19 Mary Pensioner 14655.9 0

20 |Frank Pensioner 647.72 0

21 Mary Pensioner 14838.94 0

22 Alex Redressement 350.71 0

23 |Fred ShamrockVilee 214.8 0

24 |LESLIE JONESONS 1411.31 0

25 HELEN JONESONS 12903.75 0

26 Amy Taxpayer 6613.69 0

Printing Reports
The steps for printing reports are similar to what you just learned for exporting data. As illustrated in the
previous example from Client Explorer, select the files to print, and then click Database > Print Report

e Inthe Create Report window, click Options.




Create Report

The following retumns will be ad%d to the report.

Client Name
<No Name>
Chartrand, Jeannine
Investor, Jane
Investor, Jane
Investor, Jane
Investor, Jane
Investor, Jane
Jacobie, Sam
Jacobie, Sam
Jacobie, Sam
Jacohie, Sam
Jacobie, Sam
Jacobie, Sam

JoNESONS, HELEN CiUsers\MichaehDocumentsi\My ProFile Datah2016T1\Soleil Mz «

<

Filename

CiUsers\MichaehDocuments\My ProFile Datah2016T1\NoName
CiUsers\MichaehDocuments\My ProFile Datah2016T11Bellivest
CiUsers\MichaehDocumentsi\My ProFile Datah2016T1ZCOPY P
ChUsers\Michael\DocumentsiMy ProFile Datah2016T14nvestor,
CiUsers\MichaehDocuments\My ProFile Datah2016T1\WMASTEF
CiUsers\MichaehDocuments\My ProFile Datah2016T1\MASTEF
CiUsers\MichaehDocumentsi\My ProFile Datah2016T1\Pensione
CiUsers\MichaehDocuments\My ProFile Datah2016T11Copie Je
CiUsers\MichaehDocuments\My ProFile Datah2016T1YJacobie,
CiUsers\MichaehDocuments\My ProFile Datah2016T1YJacques
ChUsersiMichael\DocumentsiMy ProFile Datay2016T1YJamesor
CiUsers\MichaehDocuments\My ProFile Datah2016T14Shamroc
CiUsers\MichaehDocumentsi\My ProFile Datah2016T1\Taxpaye

>

(s

Print Cancel Help

e Onthe Header tab, select text that will appear on all pages. For example, to use today’s date, double-
click on Today

n Report Options

Header Fields

Footer Format

[Avial

v V][ Aue BH None E\B I

¢

{Today}

<

1 2 3

.|
4

Page

Copy
Part

CurrentTime

Cancel

Help

e The top row of the Fields tab displays column headings. Select the first cell and then click Properties

o 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
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i Report Options ? X
Header Fields Footer Format
Columry: Add Insert Delete N = Properties
Add
Insert
Delete Title Cell Properties ? X
Text
|Fivst Name ‘
Font
T @uBothicligh A | Color
B @Yu Gothic Medium
T @vu Gothic Ul Style Bold
& @Yu Gothic Ul Light E talic
& @Yu Gothic Ul Semibo ’
Title 1 11 Pk B @Yu Gothic Ul Seniligh [ [t
ot || sme [0 ]| caea || ep ar
Other Sample
ColumnWidth ~ [1.5" = First Name
Row Height 0.2" %
n | 0K Apply Cancel Help

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 In the Select Field window, choose ClientFistName and click OK

Header Fields Footer Format

Colurmn: Add Insert Delete N Properties
First Name Fow
Add
Incart
i select Field ? X
PersonalInfo T1 Jacket T1 Schedules Invoice
Field Name Description A
ClientAddress Street address [%
ClientAge Age
ClientApt Apt. or unit no,
ClientBirthDate Birth date
ClientCareOf Care of
ClientCellPhone Cell phone
ClientCity City
ClientCountry Country (other than Canada)
T O, 5

3 Ok Cancel Help

e C(Click Add and repeat the step above to add more fields. Once done, your report template will look like
this
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n Report Options ? X

Header Fields Footer Format

Column: Insert Delete < = Properties

First Name [ Last Name | Bal Due [ Refund Row

ClientFistName l ClientLastName | BalanceOwing [I:l[\?‘jEE 7777777777777777 ' Add
Insert
Delete
A

Line466 Pick

Load Save Ok Cancel Help
L]

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

W Report Options
Header Fields Footer Format

[Avial Vo V][ Awe (v None [v]B I Q‘
v

1 2 3 4 5

([

{Page}

CurrentTime

Load Save Cancel Help

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




n Report Options ? X

Header Fields Footer Format

Printer

Microsoft Printto PDF v Propertties
Margins

Left 05 2 Top 05 Copies |1 2 [coliate
Right 05" : Bottom  |ggv

[JBlack and White Print Grid Lines [ shade Altemate Rows

-
v
-
v

Load Save Cancel Help

e Save your setup options and click OK to open the Create Report window. Click Print to run the report.

Create Report ? X

The following returns will be added to the report.

Client Name Filename A
<No Name> CiUsersiMichaeh\DocumentsiMy ProFile Datal2016T1\NoName
Chartrand, Jeannine C\Users\Michael\Documents\My ProFile Data\2016T14Belliveat
Investar, Jane CiUsers\MichaehDocumentsiMy ProFile Datal2016T1A\COPY P¢
Investor, Jane ChUsers\Michael\Documents\My ProFile Data\2016T 14nvestor,
Investor, Jane ChUsers\Michaelh\Documentsi\My ProFile Datal\2016T1Y\WMASTEF
Investor, Jane CiUsersiMichaehDocumentsiMy ProFile Datal2016T1\MASTEF
Investor, Jane ChUsers\Michael\Documents\My ProFile Datal2016T14Pensione
Jacohie, Sam ChUsers\MichaelhDocumentsi\My ProFile Datal2016T14Copie Je
Jacobie, Sam ChUsers\MichaelhDocumentsi\My ProFile Data\2016T1yJacobie,
Jacobie, Sam ChUsers\MichaelhDocumentsi\My ProFile Datal2016T 1 Jacques
Jacohie, Sam CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Jamesor
Jacobie, Sam ChUsers\Michaelh\Documents\My ProFile Data2016T14Shamroc
Jacohie, Sam ChUsers\MichaelhDocumentsi\My ProFile Data\2016T 14 Taxpaye
JoNESONS, HELEN Ch\Users\Michael\DocumentsiMy ProFile Datai2016T14Soleil M
< >

e Hereisyour report
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Monday, October 9, 2017
First Name Last Name Bal Due Refund
0.00 0.00
Alan Belliveau 1,839.47 0.00
Mary Pensioner 20,374.68 0.00
Jane Investor 1,481.78 0.00
Mary Pensioner 20,374.68 0.00
Mary Pensioner 14,659.90 0.00
Mary Pensioner 14,838.94 0.00
Emilie Leblanc 0.00 0.36
Sam Jacobie 0.00 0.00
Emilie Leblanc 0.00 0.36
James Jameson 0.00 3,540.86
Fred ShamrockVilee 214.80 0.00
Amy Taxpayer 6,613.69 0.00
HELEN JONESONS 12,903.75 0.00
LESLIE JONESONS 1,411.31 0.00
Frank Pensioner 0.00 383.71
Frank Johnseson 31,484.52 0.00
Mary Jones 3,950.23 0.00
Frank Pensioner 0.00 383.71
Frank Pensioner 1,044 22 0.00
Frank Pensioner 647.72 0.00
Alex Redressement 350.71 0.00
Jacques Savoie 10,870.34 0.00
Jacques Savoie 10,870.34 0.00
Anne Gravel 1,700.78 0.00
Yvan Gravel 4,981.93 0.00
by

Creating Mailing Labels with Client Explorer
Before using Client Explorer to print labels, you will have to set up your mailing labels.

e Go to the File menu and select Setup Mailing Labels
e Click a Module tabn

e C(Click the dropdown to choose your label type =
e If you'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. o

e clickok®




Label Selection ? X

i) 1.2020T1/TP1 v|dan | @& s42m9T3/TPe4s ¥ |
Label Type Label Details
12-294 Avery Laser T ags -Manila 12-294 Avery Laser Tags -Manila

Laser Tags -Manila A - =

12-295 Avery Laser Tags-White Labels Across 2 =

12-296 Avery Laser Tags Manila ~

12-297 Avery Laser Tags-White Labels Down 4 2

2160 &very Addressing . . - -

2162 Avery Addressing Side Margin 1 =

2163 Avery Address/Shipping . — 7

2164 Avery Shipping v| TopMargin 0.5 S

pr— Label Width 337 =

p— p— Label Height Ll =

Horizontal Pitch 413" =

| | == Wertical Pitch 2.5" =

Continuous Feed

New Label Cancel Help

e To print mailing labels, follow these steps.

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

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

“ Client Explorer E
View All Clients. M £F Save View 7 Filter Index
Details X Search By Client name v ] S
Actions Bl Al &b cd ef gh j K mnoop g r s t u v w x y z 123

#41 Openfiles
Carry forward files.

Build EFILE.. JONESONS. LESLIE

Files Files

¢=y Printfiles

Printforms in the files

Clear selection
Selectall

[icobie-Som <5}

SIN ~
999-999-998

Home Address
12 Main v

4file(s) selected
Jacobie, Sam.16T
Jameson, James. 16T

ShamrackVilee, Fred.16T

=

Taxpayer, Amy and TaxPayer, |

< >
Save file selection

O [ 2016 ProFile: NoName. 16T

1394928 ONTARIO INC.
Files
O &8 ProFile: MiscClients. 15X

Chartrand, Jeannine
Files
O & 2016 ProFile: Belliveau, Alan.16T

Investor, Jane

Files

[}

Afacobie. Sam
| Files
| L&l 2016 ProFile: Texpayer, Amy and TaxP
Lel 2016 ProFile: ShamrockVilee, Fred. 16T
L4 2016 ProFile: Jameson, James 16T
[ el 2016 ProFile: Jacohie, Sam.16T

<
Files total: 69. Files visible: 20

O i 2016 ProFile: Soleil Maurice & Marie.16T

Pensioner. Frank

Files
O k& 2016 ProFile: Pensioner, Frank and Mary
O [ 2016 ProFile: MASTER Pensianer, Frant
O (& 2016 ProFile: MASTER Pensioner, Fran
O i 2016 ProFile: Jones, Mary. 16T
O [l 2016 PraFile: Johnseson, Frank.16T
O [ 2016 ProFile: COPY Pensioner, Frank ar

Redressement, Alex
Files
O (& 2016 ProFile: Redressement Alex.16T
Sayoie. Jacques
Filds
id 2016 ProFile: Jacques, Savoie and Tren
O @ 2016 ProFile Copie Jacques, Savoie an

e 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 el

e Clickox B

Make sure to feed the correct labels into your printer, before starting the print job.
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Chapter 7 Quiz

Question 1: Client Explorer is a database that lets you:

View and manage your clients and their tax files

Create custom filters for selecting only certain types of files
Print or export customized reports

All the above

oo w»

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

on®pr

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
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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

o0 w»

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

o0 ®>

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. .gtland.at2

Correct answer is A
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Learning About Taxation 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 selecting the same checkboxes 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
create a file template that automatically fills in those fields for you. Once you set up a file template, Profile uses
the settings in that 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 default data in any field on any form. The example below has defaults set for City and Province

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

W21 |(237| O 4 Medical | [ 5 Donations | (& 615 |

2UT9 Personal information

Taxpayer personal information Marital status

SIN Indicate your marital status on December 31, 2019
Title 1] Married 2 [] Living common-aw 3 [ ] Widowed
Fistname | 4 D Divorced 5 D Separated 6 |X] Single
Last name )
Last name changed in 20192 I—l Yes No If status changed in 2019, 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 Apt # Residency
P.0. Box IrRR : ,
Cit Province of residence
Province -
Postal cods Province of self-employment
& If you became or ceased to be a Canadian reside
m( ) - 2019, enter date of: entry mm/dd
Birth date yyyy/mm/dd B Ace 0 or dopartre| mm/dd
Date of Death  yyyy/mm/dd
Gender D Male D Female
Province or territory where taxpayer resides if different from mailing Are you a non-resident? [1es No
address: - -
Residency status Resident i
CRA online mail: D Already registeredD Yes No | Country (other than Canada)
EnGllhe s l Did you dispose of a property (or properties) in 2019 for which you are
o i . X 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 U dd for-
accept the terms and conditions that are set out on page 2 of the form SE preparer Z ress_or.
T183. Paper notices will not be mailed to me from the CRA. Nothing D Notice of Assessment and Refund D N of A
Do you want preparer to get D T1 mailing address
Electronic Notice of Assessment? I_I Yes No
By checking yes on the box above, | am allowing the CRA to
electronically provide my assessment results and my notices of _—
- Ww wm«q/\\r‘
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e Save the file with a generic name, perhaps naming it something like NoName

@ save 2019 TI/TP1 As ?

1. NoName

NoName

Client Status: | 2. Work in process v [JLocked
EFILE Status: | 1. Not eligible v
SEND Status: | 2. Eligible v
TP1 Status: | 1. Noteligible B
T1135 Status: | 1. Noteligible @
DCN: |

r r 1

| |
Date Preparer Action Elapsed Module Ver. )

|C’\Users\mdila\Documents\My ProFile Datai2019T1\NoName. 19T |

Files for this tax year not supported.

Help Advanced >>

Show Password

e In order for ProFile to open any new file with the settings established about, go to the Options menu
and select Module

o Select the file year and module and then, in the File Template area, click Browse

Module Options ? X
|8 22019 T1/TP] vl 320180001 T v| v |Giz <[>
File Template
I Browse

General Data Locking Variance Disclaimer T1/TP1 Review

& Carry forward files ~| Language
Carry forward slip descriptions @ English
[ Carry forward donation descriptions
B Carry forward free form notes O French
O Carry forward preparer initials
O Carry forward partner initials
[ Carry forward reviewer initials
O Carry forward authorization question
Carry forward Elections Canada question
B Carry forward foreign property question
[ Carry forward files to same location as previous year
[ Carry forward invoice description of services
O Carry forward T1DD information
& Default MR-69

O Authorization v Cancel

Help

e Search and select the file template on your hard drive
o Click Open
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(°]

™ > > Documents > My ProFile Data > 2019T1 v o Search 2019T1
Organize v New folder == v [N o
~ . Date modified Type Size A
i e B )
[] NoName.19T 12/2 07 AN ProFile 2019 T1 30KB
I Downloads R
» artin. 19T 12 M ProFile 2019 T1 139 KB
% Dropbox | CARSONN, Johnny. 19T 12 v ProFile 2019 T1 65 KB
Documents | ] Descartes, Marsha.19T 1 ProFile 2019 T1 36 KB
22 T2Returns | ] Descartes, Rene.19T 1 ProFile 2019 T1 98 KB
» iCloud Drive | | Ames, Kalee,19T 1 ProFile 2019 T1 31KB
- | Dec1Template.19T 1 ProFile 2019 T1 30KB
& Dropbox | CARSONN, Angela.19T 1 ProFile 2019 T1 52KB
@ OneDrive [ Muth, Mario.19T 12 ProFile 2019 T1 35KB
[7 Bellll, Marc.19T 1 ProFile 2019 T1 36 KB
B This PC [] Shepard, Jane.19T 1 ProFile 2019 T1 39KB
3 3D Objects | Mar, Martha and Arma, John.19T 1172 ProFile 2019 T1 113KB
245/ Documents ] Hruzec, Sam.19T 1 ProFile 2019 T1 40K8
J Downloads [ Bardem, Raul.19T 1 PM ProFile 2019 T1 39KB
B Downloads L] Ames, Anna and MAn, Man.19T 1172 ProFile 2019 T1 63 KB .
File name: |:c1Template.19T ~| |2019 ProFile T1 (*.19T) v

Open Cancel

Going forward, ProFile will use the default settings in this template file whenever you create a new file of the
same type.
e If you want to share the template with other users on a network, save the template into a shared
server folder.
e In Client Explorer, files will display by client name or SIN. On a template, both these fields are blank.
When you look for your template on the Client Explorer, the template file appears as NoName.
e Select the NoName file in the database client list. Below it, you will see the file name you assigned,
such as T1 Template, in the file details area.
e Open the template when you need to modify the defaults for all your new clients.

HYPERDOCS

It may happen that you’d like to attach or link an electronic document to a tax file. For example, you may want
to attach a PDF of a CRA document such as a tax ruling or an interpretation bulletin. Or you may want to link to
an image file itemizing details of charitable donations or medical receipts. With ProFile’s HyperDocs, you can do
exactly that. In other words, HyperDocs lets you attach multiple documents, in any format, to a form or field of a
T1 return.

It’s important to note that any HyperDocs document attached to a tax file will be stored for internal purposes
only. This means that no HyperDocs attachment will ever get transmitted to CRA.

Adding a HyperDocs document
You can choose to attach a HyperDocs to a tax file, or to a specific form or line in a tax file.

e To add a new HyperDocs document to the tax file itself, go to File > HyperDocs and click the Add icon
(circled in the image below)
e A window will open letting you select the file you wish to add
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v HyperDocs

Attach or link documents to this return

1. StLaurent Marianne

HyperDoc Size Outof.. DateLinked Date Modified Form ‘
Comments (foryourreference)
4l Select Files X
« © 4 @ > OneDrive > v O »
Organize = New folder o @

e To attach a HyperDocs to a specific field on a client form, right-click on the field and select Attach

HyperDocs

2 Name
v s Quick access
@ Attachments

m Desktop  #
& Client Docs
 Downloads
& Pictures
& Pictures A
% iCloud *
2016T1

Autosaved Capti
PendingCaptures
T2 Retums

> & OneDrive
> W ThisPC v <

File name:

Al Files (%)

Step 2 - Total income

As a resident of Canada, you have to report your income from all sources both inside and outside Canada.

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

Employment income (box 14 of all T4 slips) [ 18,421 gal|
Commissions included on line 101 (box 42 of all T4 slips) [02] oo Help

Fl
Wage loss replacement contributions B 1 3
(see ne 101 in the guide) 103 oloo § -
Other employment income [104] |
0ld Age Security pension (box 18 of the T4A(OAS) slip) 113] 0] Cut
CPP or QPP benefits (box 20 of the T4A(P) sip) [114] of Copy.
Disabiity benefits included on line 114
(box 16 of the TAA(P) slip) 152 oloo § Copy field code
Other pensions and [115] of  Paste
Elected spit-pension amount (attach Form T1032) 116! 0
Universal Chid Care Beneft (UCCB) 7] CiEice 2
UCCB amount designated to a dependant 1 | Attach memo ]
Employment insurance and other benefits (box 14 of the T4E slip) [119] 0. Attach tape Ctrl+F8
Taxable amount of dividends (eligible and other than eligible) from taxable Canadian M e
corporations (attach Schedule 4) 0
Taxable amount of dividends other than eligible dividends,
included on line 120, from taxable Canadian corporations [180] oloo § ( Attach HyperDoc >
Interest and other investment income (attach Schedule 4) 121 4
Net partnership income: lmited or non-active partners only 122| 0
Close form Esc
Registered disabity savings plan income 125 0
Print form
Rentalincome Gross[160] oloo § Net|126 O Newwindow
Taxable capital gains (attach Schedule 3) 127 0 B
Launch window
Support payments received Total[156] 0loo § Taxable amount |128 0
RRSP income (from all T4RSP sips) 129) 0 e
Other income Specify: 130) 0 Create T3
Self-employment income Carry forward
Business income Gross|162| 0/00 Net|135 0 Previous year's retum
Professional income Gross [164 0/00 Net[137] 0
Commission income Gross [166)| 0[oo Net[139 0 Show auditor Ctrl+F9
Farming income Gross [168] 0]00 Net|141 0
Fishing income Gross [170] 0[oo Net[143) 0

o After you select the file, ProFile asks whether to embed or link your document

v 4 HyperDocs ? X

(O Embed Document Copy
(® Link Document

5] o

e Embedded documents open as read-only and cannot be edited in ProFile

e Linked documents open from the source, so you can edit them directly in ProFile, and your changes
will be saved to the source document on your computer
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Managing attached documents via HyperDocs

Whether you add a HyperDocs to the tax file in general or to a specific area of the tax file, you will find all
attached documents in the HyperDocs window. To view all attached documents:

e  Goto 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

v

Attach or link documents into this tax return.

Hruzec, Sam
Hy, Size Out Date Linked
T 65 KB No 11/ an
o HyperDoc T2125 Statement x 306 KB No 1119/2019 11
<
Comments (for your reference)

Date Modified Type
nm Linked
1n2 Linked

Close

B X |

Form
Tax Rett
Tax Rett

Help

Removing a HyperDocs document

e To remove a HyperDocs document, right-click on the document in the HyperDocs window and choose

Remove

4l HyperDocs

Attach or link documents into this tax return.

1. Hruzec, Sam
Hy Size Out Date Linked
T e Car Allowance png 65 KB No 1 an
B! HyperNaa T2195 Statamant W AR KR No 11192019 11
Add Ctrl+D
Open Ctrd+0
Synchronize Ctrl+Y
Remove Ctrl+R
Print Ctrl+P
Go To Field
Icons
¥ Details
Refresh F5

<

Comments (for your reference)

Date Modified Type
1mm Linked
112 Linked

Close

>0

Form
Tax Rety
Tax Rett

Help
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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.

e Because embedded documents open as read-only, to make changes to an embedded file, you must
edit the source file and synchronize it in ProFile

e You can edit linked documents directly in ProFile, as they open from the source and your changes are
saved to the source file

Any out-of-date, or unsynchronized, documents are displayed in red in the HyperDocs window along with an
exclamation point icon.

e To synchronize an out-of-date file, right click the document and select Synchronize
e Alternatively, after selecting the document, click the green Snyc icon

|4 HyperDocs \X
} (X

Attach or link documents into this tax return.

1. Hruzec, Sam

Form

Tax Re

2R KR Yes

Add Ctrl+D

Tax Re

Open Ctr+O
Synchronize Ctrl+Y
Remove Ctrl+R
Print Ctrl+P
Go To Field

Icons

v Details
Refresh F5

\MVW%M/\W

e Once ProFile has synchronized the document, the exclamation point will disappear, and any red
lettering will revert to black font
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VARIANCE AND SNAPSHOT

Variance is a feature that you use to highlight significant changes on a tax return. Variance lets you experiment
with different scenarios and quickly identify the impact of those change. Variance is only calculated for fields
with CRA line numbers. So, not all fields (for example on worksheets) will be included in the variance
comparison. You activate the variance feature by taking a snapshot of the tax return.

To take a snapshot of your current return
e From the Audit menu, select Snapshot/variance and click the New button. This will take a picture of
the current contents of the tax return
e Give the snapshot a name that will remind you of the purpose of the scenario
e Select the Activate this snapshot option to have ProFile compare any changes you make in the file to
this snapshot and click OK

Active: None
7 Description Preparer Date 7
None Delete
Close
Help
Take snapshot X
Description:

‘Whal if scenario [ o

Preparer:
[MOL |

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 ¥ Issues Overrides Memos ¥ EFILE W T1135 = Online * | *

Variance T1 Line 101: Employment income - What if scenario: $18,421.00 (increase of $25,901.00 / 140.6%) "
Variance T1 Line 150: Total income - What if scenario: $18,421.00 (increase of $25,901.00 / 140.6%)

Variance T1 Line 234: Net income before adjustments - What if scenario: $18,421.00 (increase of $25,901.00 / 140.6%)

Variance T1 Line 236: Net income - What if scenario: $18,421.00 (increase of $25,901.00 / 140.6%)

Variance T1 Line 260: Taxable Income - What if scenario: $18,421.00 (increase of $25,901.00 / 140.6%)

Variance S1 Line 323: Your tuition, education, and textbook amounts - What if scenario: $4,701.10 (increase of $6,806.90 / 144.8%)
Variance S1 Line 335: Unadjusted federal non-refundable tax credits - What if scenario: $18,421.00 (increase of $6,814.08 / 37.0%) 1o

B B B B B B

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

income (box 14 of all T4 slips) 101 44.322|00:[i
c included on line 101 (box 42 of all T4 slips) 102 ofoo | (increase of $25,901.00/ 140.6%)
'Wage loss replacement contributions
000 !

(see line 101 in the guide) 103 0]00 i
ofoo |y

Other employment income
0Old Age Security pension (box 18 of the T4A(OAS) slip)
CPP or QPP benefits (box 20 of the T4A(P) slip)
Disabiity benefits included on line 114

(ox g eP slip

o=
EE

\

=
3
)

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.

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 Scenarno

New

Description Preparer Date
None
What if Scenano MDL 201911119

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 C(Click a module tab, for example, 2018T1

e Click the Variance tab.

o Select the Show previous year variance by default checkbox
o Click OK
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22018 TI/TP1

|

File Template

v| 2 32017-2019 T2

v | @ 52018 T3/TP646

General Data Locking Variance Disclaimer T1/TP1 Review

Minimum Variance
Dollar ($) 30000 -

Percentage (%) .100

| Show previous year variance by default

v|@72019Fx/Q «|»

Browse

Language
®) English

_) French

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 T1/TP1 9320172019 T2 v|@52018 T3/TPE46 Y| @7.2019FX/Q [ *
File Template
Browse
i
| srai”Data Locking Variance Diselaimer T1/TP1 Review
inimum Variance Language
Dollar ($) 30000 ®) English
Percentage (%) 100 ) French
| evious year variance hy-de
|
[

Cancel

Help

T1 PAaD

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.
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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:

e Use Form Explorer to Open T1PAD

e Type Yesto set up PAD

e Click the Pay in full checkbox

e |[fyou are already set up for Direct Deposit and you want to pay from that account, enter YES.
Otherwise enter NO and enter the bank transit info

[
Pre-Authorized Debits (PAD)

Do you wish to set up Pre-Authorized Debits (PAD) for current year tax owing? Yes

Instructions

© Pre-authorized debt (PAD) s 8 secure. onine. self-service payment option for individuals and businesses. This opton lets you set the payment
amount you authorzs the Canada Revenue Agency (CRA) to withdraw from your Canadien chequng account to pay your taxes on a date you
choose

 Only Payment on Filing (POF) for the current tax year wil be alowed to create PAD agreement through T1 Effers

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

First name. H Lastname Social insurance number |
Riaf

[John 213931230 |

Total amount owng

Total amount you would like to pay through PAD (single one time payment) (See notes) Pay in fut X
Complete the banking Information area below

Do you want 1o use the same banking entered in T10D form? No

Branch Tnstiuton Account ‘ Payment
oober | oumber | mamber Py
s Dage] (T — PAMID0]

2345 [ oo W [[samizeaeas I 20101212 |

Notes

# The amount paid through the Pre. Debit is automatically applied by the CRA to any outstanding balance due from the
curront tax year.

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

# The total amount paid will st be applied the current tax year's balance and the excess wil be applied to the previous tax year's
balance.

e  Go to EFILE and select EFILE Pre-Authorized Debit for this Taxpayer
e Once EFILED, ProFile will record the TIPAD confirmation number in the yellow field above, and on the
INFO form as well

EFILE Online Training Window Help
EFILE/ReFILE this return... 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.
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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:
. be aregistered electronic filer
. beregistered in Represent a Client and have a RepID, GrouplID 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? z{i@ D Ng

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 nent and r nent from my electronic filer.

Open the T183 Form and confirm that you’d like to receive a one-time electronic notice of assessment.

L]
Note that ProFile warns you if you don’t have a valid authorization form on file with CRA
Part F - Delivery of your notices of itandr (a selection must be made)
How do you want to receive your notices of 1t and nent?

Select one of the following electronic options:
| 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 in their software and provide me with a copy.

Provide your electronic filer with authorization by filing out Form T1013, Authorizing or Cancelling a Representative.

| understand that by ticking the box above (X), | am allowing the CRA to electronically provide my assessment resuits 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.

[Electronic delivery of the notices in OR

| withe software has been selected. A lof agsessment and reassessment through Canada Post

Twill recg?@lid Form T1013 must be on file g reassessment through Canada Post once my return or amended retur has been assessed. If | have already registered to receive email
notificatig*ith the CRA, authorizing youto oy | understand that I will not receive a copy of my notice through Canada Post

eceive the taxpayer's notices
lelectronically in the software and
lprovide them with a copy. Paper
notices will not be mailed to the
axpayer from the CRA.
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. Toproceed 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 NetfFile...

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

oo w»

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 websit
Create a hyperlink that can be emailed to a client

on®>

Correct answer is A

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

Correct answer is False

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

Correct answer is True

Question 6: You synchronize a Hyperdocs file by clicking:

On the Synchronize command in the File menu

The source document in Windows Explorer

On the green Synchronize icon in the HyperDocs window
You cannot, in fact, synchronize a HyperDocs file

on®r

Correct answer is C
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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

o0 W

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

on®>

Correct answer is A
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