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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
e Forms flexibility lets you print facsimile forms on plain paper or directly onto pre-printed CRA forms.
ProFile FX also prepares magnetic media files for T4, T4A, TS, T5018 and NR4 slips, as well as for the
RL1, RL2, RL3 and RL4.
e Import identification from an existing ProFile T1 or T2 data file minimizes potential data entry errors.




Benefits of Using ProFile

ProFile is powerful, efficient and secure tax software that helps you get your work done fast and efficiently.
Here’s how you benefit by using Profile:
e With phone, email or in-product live chat support, you have year-round access to knowledgeable
Canadian technical experts
e With its comprehensive set of forms and schedules, ProFile lets you handle just about every tax
scenario in any jurisdiction, including Québec
e With a built-in auditor that runs up to 2,800 diagnostic checks of your tax returns, ProFile has your
back
e Flexible Licensing means you can install ProFile on more than one personal computer without having
to pay additional licensing fees
e  Work with QuickBooks? So does ProFile! There’s no need for manual data entry because you can now
export data from QuickBooks directly into ProFile



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 Click Options -> Database
o Select the Client Explorer radio button.
e Click Setup Wizard




Database / Client Explorer Options ? X
(O None (®) Use Client Explorer (O Use Classic Database
Client Ezplorer Options

ProFile Database Server to use
(®) Personal Server (Only you can use)
(O Shared Server
Database to use

Database Name Personal database folder

PROFILEDB \\Mac\Home\Documents\My ProFile Data\Database

Clear
Batch Options... Advanced >>
| &) Setup Wizard 0K Cancel Help

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

Client Explorer Setup wizard 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 Chent Explorer to be your dd

you can continue using the classic datal| Ye N
Chient Explorer Setup wizard OlYes DHo
This version of ProFile contans a power| ©us ER
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 Nest | Concel Help
Bock [ Nem Concel Heo ||

Back Next Cancel Help

e As a sole practitioner, select the first radio button and click Next
o Finally, click Finish



ProFile searched your office network and found that no computers were sharing ProFile client
and file information

‘You have two options at this point. You can: Client Explorer Setup wizard X

@© Work with a personal collection of client and file inforn ‘You've successfully configured ProFile to work with a personal database of client and file
This database of ProFile client and file information will only be acq  information.
by anyone on the network.
Click the Finish button to exit this wizard.

(O Make this computer a Shared Database Server
A Shared Database Server is used to share the same ProFile ched

with other ProFile users connected to your network; it is
always on.

Back I Finish I Cancel Help

Setting up Client Explorer for a Shared Database
e (o back to the Setup Wizard, and click Yes at the prompt about working with different people
e In a following window, click the second radio button to make the computer a shared database

Client Explorer Setup wizard X

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

@ VYes ONo

Client Explorer Setup wizard X

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

‘You have two options at this point. You can:

() Work with a personal collection of client and file information

This database of ProFile client and file information will only be accessible by you and not
by anyone on the network.

(® Make this computer a Shared Database Server
A Shared Database Server is used to share the same ProFile client and file information

with other ProFile users connected to your network: it is preferably on a computer that is
always on.

Back

Back Cancel Help

e Name your shared database, click OK to accept any Windows prompts (such as ProFile Privilege
Elevation), and click Finish to complete the process




IClient Explorer Setup wizard X
‘What name would you like to give to the new Shared Database Server?

The name of the Shared Database Server will be visible to users and will make it easier for
them to configure ProFile to use this server.

e——
iPRDFILESHV

Client Explorer Setup wizard X

‘You have successfully configured this computer to run a Shared Database Server. You and
other users of Profile can connect to this server and share ProFile chent and fie nformation
with the Client Explorer.

Click the Finish button to exit this wizard.

Request for privilege elevation

0 ProFile Privilege Elevation

L Windows ® is about to ask you to enter your administrator password,

Windows Vista requires privilege elevation in order to allow ProFile to
the ProFile Database Server, Without privilege elevation, ProFile will n:
able to setup the ProFile Database Server.

41 Don't show this again

Back Cancel Hep

Using Client Explorer
e 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 /ndex

7 < | @
View |AlCients - # Save View 7 Fiter @
Detaits x| SeoxchBy Clientneme v Search Clea
Actions B 4 s b c d e f g h i | k I mon oo poacr s 1 uvowxy t
Select
Fil << ol
Files total: 0

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

e Indicate how you want Client Explorer to handle password protected files El
e Click OK



Add Files To Client Explorer
Folder

? X

|C:\Users\Michael'\Documents\My ProFile Data

Include subfalders?

Advanced
Password Protected Files

(@ Skip password protected files
(O Prompt for passwords

V|| Browse |

(O Use this password

l []selectFile Types

oK

Cancel

Help

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

folder

Index

© Client Explorer
View Al Chents v £ Save View v | Fiter
Detais x  SeachBy  Clentname v
Actions B A a2 b ¢ d e f g h i j k
Select all
Files
[ [E 2019 ProFile: Template. 19T
Clients << Files
[ [ 2020 ProFile: Template. 20T
Files
[ [ 2019 ProFile: DecTemplate. 19T
Files
[ [ 2013 ProFile: NoName.13T
ABC INC
Files << Filos
[ [J ProFile: ABC INC (20191231)GT2
Ames, Anna
Files

[ [l 2020 ProFike: Jameson, Jameson. 20T
[ & 2018 ProFile: Ames, Anna and MAn, Man 19T
[ | 2019 ProFile: Ames, Anna and MAn, Man 19T
Ames, Kalee
Files
[ |G 2019 ProFile: Ames, Kalee.19T
[ i 2018 ProFike: Ames, Kale=. 19T
Ama, John
Files
O 2019 ProFile: Mar, Martha and Arma, John 19T
[ | 2019 ProFile: Balzac, Sarah and John 19T

[ gl 2019 ProFile: Balzac, Sarah and John AFTER OPTI
[ 4 2018 ProFile: Mar. Martha and Aima. John. 19T

Files totak 48

<

Balzac, Sarah
Files
[ [ 2018 ProFile: Balzac, Sarah and John 19T
[ |l 2018 ProFile: Balzac, Sarah and John AFTER OPTI
Bardem, Raul
Files
[ [t 2018 ProFike: Bardem, Raul 19T
[ | 2018 ProFile: Bardem, Raul 18T
CARBEC INC
Files
[ |d ProFile: CARBEC (20191231)GT2
CARSONN, Angela
Files
[ [ 2018 ProFile: CARSONN, Angela and Martin St-Pier
[ | 2019 ProFile: CARSONN, Angela 19T
[ | 2018 ProFile: CARSONN, Angela & St Pienie, Mattin

CARSONN, Carla

[ [ 2018 ProFile: CARSONN, Cala 19T
CARSONN, Johnny
Files
[ @ 2018 ProFile: CARSONN, Johnng, 19T
[ |t 2013 ProFile: CARSONN, Johnny. 19T
Descartes, Marise
Files
[J |t 2019 ProFile: Descartes, Rene. 19T
Descartes, Marsha
Files
[ [ 2019 ProFile: Descartes. Marsha 19T

[E=N O ==

y 2z 123
Hruzec, Sam
Files

[ & 2019 ProFile: Hruzec, Sam.19T
[ [ 2073 ProFile: Huzec, Sam.19T
MAn, Man
Files
[ [ 2018 ProFile: Ames, Anna and MAn, Man.13T
O 2018 ProFile: Ames, Anna and MAn, Man. 13T
Mar, Marisa
Files
[ & 2019 ProFile: Mar, Marisa 19T
Mar, Martha
Files
(] |G 2018 ProFile: Mar, Martha and Arma, John 19T
[ [l 2018 ProFile: Mar, Martha and Ama, John 19T
[ &l 2018 ProFile: Descartes, Rene.19T
Muth, Mario
Files
[ K& 2018 ProFile: Muth, Mario. 19T
NewColnc.
Files
[ L4 ProFile: NewColnc (20191231)GT2
[ i ProFile: NewColnc [20181231)GT2
NewCon Inc
Files
[ i ProFile: NewCon Inc (201812311672
Shepard, Jane
Files
[ [ 2013 ProFile: Shepard, Jane. 19T

o By default, View is set to display 4/l Clients. To change that display, just click the View dropdown

arrow




L/‘ Client Explorer
————

View Mnts \ ¥ Save View

(All Clients N
Detail Contact View b' t name v
A sluls ef 4gh jj K mn

= e f T1 - EFILE Not Accepted

v 1(TP1 - EFILE Eligible

ild F|T1 - Carryforward to Current Year
' T1 - Current Year - Ready to Print

= Prin

Print .

© Views / 7 ProFile: 2017TP1Template
Clear selaey
Select all
Files
o

19 client(s) selected << 2017 ProFile: OttTemplate.17T
23 file(s) selected <<
B#l 501 7TP1 Taraninta 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

\ 1 Clent Explorer o e e

View Contact View N i Save View Y 7 Filter Details Index

Search By Cli T ! —— ‘

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 janes. Marisa JONESONS. LESLIE
SIN SIN SIN SIN
474-441-665 77-777-172 77777177 244-617-132
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 4R6 K2J 4P6 SIN : K2J 6M7
Home Phone Home Phone 444-444-443 Home Phone
(408)111-1112 (905) 665-5566 Home Address (613) 665-6665
Hruzec. Sam JOnes. Jack Vancouver, 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 885-886-777 111ERINWOODS CIRCLE
MIATAL NEPEAN, ON
Home Phone K20 M7
(613) 666-1911

Home Phone

Email (613) 665-5566
mdilauro@me.com

< >
Files total: 166. Files visible: 78

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

file status and date-range o



(© Client Explorer

View All Chents

[ [ 2019 ProFile: Template. 19T

Clients << Files
[ [l 2020 ProFile: Template. 20T

v P Save View Q i Index
Details x  SeachBy Client name v I Search Clear
Actions << Alla b ¢c d e f g h i § k I m n o p g r s t u v w
Select all Ames, Anna
Files Files

[ [l 2020 ProFile: Jameson, Jameson. 20T
[ [l 2018 ProFile: Ames, Anna and Man, Man. 19T
] i 2018 ProFile: Ames, Anna and MAn, Man 13T
Ames, Kalee
Files

Files [ & 2019 ProFile: Ames, Kalee. 19T
[ @ 2019 ProFie: Dec1 Template 19T [ el 201 ProFie: Ames, Kalee. 15T
Arma, John
Files <« - Fies
] 68 2019 ProFie: NoName 19T [ & 2013 ProFile: Mar, Martha and Arma, John 19T
[ &l 2019 ProFile: Balzac, Sarah and John. 19T
ABC INC [ gl 2019 ProFile: Balzac, Sarah and John AFTER OPTI
Files [ 4 2018 Profile: Mar Martha and Ama, John 191
[ [ ProFile: ABC INC (20191231)GT2
<
Files totak 48
Filters
il T2 3 X
E Yo Chent Status T1 EFILE Status TP1 EFILE Status SEND Status Event
= /200 A & Unknown A Unknown 4 Unknown A Unknown ~ll
£ v ¥ Cariied forward + Not eligible i Not eligble i Not Eligible one
Vi 2018 ¥ Work in process o/ Eligble  Eligible  Eligble
Vi 2017 1 Waiting for client V Readytotiansmé o/ Readytotiansmit /| Ready to transmit
W 2016 M In preparer review + Transmitted M Transmit F alled » Transmitted
V1 2015 W In partner review o Accepted M Transmit 0K I No debt
v 2014 V1 Ready to print ¥ Not accepted ) Accepted /1 Debt under $10
V12013 V/ Printed / Paper fled 4 Not accepted ) Debt over $10
@ V2012 ¥/ Completed v /i Paper fled ¥ Prior claim
<

(o) o=

y 2z 123
Balzac, Sarah
Files

[ [ 2013 ProFile: Balzac, Sarah and John 19T
[ |l 2019 ProFile: Balzac, Sarah and John AFTER OPTI
Bardem. Raul
Files
[ [ 2018 ProFile: Bardem, Raul 19T
[ k&l 2018 ProFile: Bardem, Raul. 18T
CARBEC INC
Files
[ [d ProFile: CARBEC (20191231)GT2
CARSONN, Angela
Files
[ & 2013 ProFile: CARSONN, Angela and Martin St-Pier
[l 2019 ProFile: CARSONN, Angela. 19T
[ [ 2013 ProFile: CARSONN, Angela & St Pierre, Martin

Apply Fiters X

Show Spouse I List

Preparer \:

v
] Show Competitor's Files
Partner
- L J

MNe Myes
Pre-Assessed
MNo Yes

e Once you create your customized view (see window above) click Save View B
e In the dialog box that opens, name your customized view and click OK.

Save View As X

Please enter a name for your current
view.

|Current Corp Clients |

==

Using Client Explorer to find files

o Client Explorer has a Search tool that helps you find a specific client file
e Use the dropdown field to select the search parameter

e Type the query term, click Search and Client Explorer will display all files matching your search query

11



n Client Explorer

View Contact View

SIN

Business Number
Client name i j k I m n o p
Client Reference #
AAAAAAAAAAAAAAA SIN

S0 TrustNumber ||

Business Numbe
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

v 4l Client Explorer
View Al Clients v ## Save View < | 7 Fiter
Detais x| SeachBy  |Clientname v

Files Files
O @201 eroFie: NoName 16T O @2017 ProFile: Temy

Files Files
O @2016 ProFie: Tempalte 16T O @2018 ProFile: NoNg

665-566-666
Home Address
12 Main St

Arytown, ON

Files Files
O @2016 ProFie: TEMPLATE 16T O @2018 ProFile: Temp

12W ENTERPRISE INC
Files Files
O @2017 ProFie: 201 7TP1 Template O & proFile 12w ENTI

1394928 ONTARIO INC .
Files Files
O @2017 ProFie: OttTemplate 17T O @ proFile: MiscClien
O @ profile: MiscClients)
Files 1958977 Ontario Inc.
O @2017 FroFie: Template2017.171 Files
O Bprofile: 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



pen Files
Carry Forward Files

R i Save View Edit Client Details...

Search By Client name Print Files

Print Forms in File...

All
2 blo d ¢ Print Mailing Labels...

Export...

Joonna, JAne S
Files Print Report... Files
O @2018 ProFile: Joonha. JAne Add files to Client Explorer...
O @2017 ProFile: JOnds, Marisa Index Files
La Maire. Henri Moue Files...
Files Copy Files...

O @2016 ProFile: LaPrdrie. Jean
) Delete Selected Items...

LaPrairie. Jeannine
Files
O @2016 ProFile: LaPrairiéy Jean

Clear Selections Ctrl+D
Select All Ctrl+A

Refresh F5

6

McDonald. Leslie
Files
O @2013 ProFile: McDonald. Le!

Apply Filters

Show Filter Panel

NonResident. Renee Show Details Panel

Files
Hi 2018 ProFile: Shrieve, Raphaelld
O W 2018 ProFile; Shepard. Jane 18"
O @2016 ProFile: NonResident. Ren

goooooDoopoooog

<

Files total: 166

EFILE WITH 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 7/ — EFILE Eligible 9

e From the list of eligible files, select the files that you want to include in the next transmission 3

e To prepare the files for submission, choose Build EFILE

13



Q Client Explorer

View T1 - EFILE Eligible I Save View v “ Filter Inde&
Details X Search By Client name v ‘ (
3

Actions << Al a b ¢ d e f g h i i k I m n o p?
4 | Open files 3

Carry forwary

Build EFILI i el o

Files

- Print files... [ | 2019 ProFile: Mar, Martha and Arma, John. 19T

Print forms in the files... 2019 ProFile: Mar, Martha and Amma, John. 19T

Clear selection [:_ARSDN“' Angela

Select al Files

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
Ama, John 2019 ProFile: CARSONN. Johnny. 19T i

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

i\/x/ N NN VW\“\/J

|4 Build EFILE File X
(®) Build T1 EFILE On-Line Batch (O Build TP1 EFILE
Client Name Filename

Dupuis. MArie Cilsersimdila\DocumentsiMy ProFile Datal2017T1\Dupuis, MArie 17T
Hruzec, Sam CAUsers\mdilaiDocumentsiMy ProFile Data\2017T1\Hruzec, Sam.17T
Johnseson, Alexia CiUsers\imdilaiDocumentsiMy ProFile Datai2017T1\Johnseson, Alexia.17T

e ProFile reports progress on the selected returns as it builds them. A Successful build status should
appear next to each return

e Click Transmit Now to EFILE the batch

Build EFILE On-Line file: 777777772.TAX X

2 Dupuis, MArie Successful.
‘. Hruzec, Sam Successful.
.. Johnseson, Alexia Successful.

Client: Johnseson, Alexia
File: C:A\Usersmdila\D ocumentsiiy ProFile Datah2017T1% ohnseson, Alex
Status:  Successful.

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 Excel ™:

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

lv4 PROFILE

Open Files
= Carry Forward Files

Wia  Edit Client Details...

Move Files
Copy Files.

Delete Selected Items

Add files to Client Explorer...
Index Files...
Clear Selections
Select All
v Show Filter Panel
~  Show Details Panel

Ctrl+A

File Database Goto Form Options EFILE Online Training Window Help

- v

=11 |4 B Soach

N Print File ## Save View ? Ind
Print Forms in File. c
c Print Mailing Labels. [Chontname ~l
n Export.. ef gh kk mn op q r S t u v o ow
Print Report

17 ProFile: 2017TP1Template

17 ProFile: OtTermplate 17T

Fil

f View

T OT2 OT8 OFRX

T Years Client Status T1 EFILE Status TP1 EFILE Status SEND Stg

E 2018 A “Unknown A ZUnknown & Unknown & Unknows

- VEIEE - Canied forward  Not eligible  Not eligible  Not Eligi
2016 5 Work in process  Eligible M Eligible M Eligible
2016 M Waiting for client “ Ready to transmit “ Ready to transmit ¥ Ready f
2014 M In preparer review ¥ Transmitted ¥ Transmit Failed ¥ Transmit|
2018  In partner review  Accepted & Transmit OK ¥ No debt
2012 “ Ready to print ¥ Not accepted M Accepted  Debt uni
2011 M Printed  Paper filed ¥ Not accepted ¥ Debt ove
2010 M Completed M Paper filed M Prior claif
2009 Y GNatfiina v Vi Fl hana

Files
O @2017 ProFile: Template2017.17T

Files
O @2017 ProFile: Template.17T

e From the Export Files dialog box, click Options

15


hcediinternetsession.htm

Export Files ? X

Define your export options and click the Export button to extract data from the client files
listed below.

Client Name Filename A
<No Name> CiUsers\MichaehDocumentsiMy ProFile Datal2016T1\NoName
Chartrand, Jeannine  CiUsers\Michae\DocumentsiMy ProFile Data\2016T1\Belliveau
Investar, Jane CiUsers\MichaehDocumentsiMy ProFile Datal2016 T1A\COPY P
Investor, Jane CiUsers\MichaehDocumentsiMy ProFile Datal2016T 1\ Investor,
Investar, Jane CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\MASTEF
Investor, Jane CiUsers\MichaehDocumentsiMy ProFile Data\2016 T1\MASTEF
Investar, Jane CiUsersiMichaehDocumentsiMy ProFile Datal2016T14\Pensione
Jacohie, Sam CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Copie Je
Jacobhie, Sam CiUsersi\MichaehDocumentsiMy ProFile Datal2016T1\Jacobie,
Jacobie, Sam CiUsers\MichaehDocumentsiMy ProFile Datai2016T14Jacques
Jacohie, Sam CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Jamesor
Jacobie, Sam CiUsersiMichaehDocumentsiMy ProFile Datal2016T1\Sharmroc
Jacohie, Sam CiUsers\MichaehDocumentsiMy ProFile Data\2016T1\Taxpaye

JoNESONS, HELEN CiUsersiMichaelhDocumentsiMy ProFile Datal2016T14Soleil Mz«
>

<
< Options Cancel Help
R :

The Fields tab of the Export Options window (below) is where you choose the fields code for the information that
you want to include in your export

e Click Add to begin selecting the fields you’d like to export
e Select the field to add in your export, then click OK B
e To include more fields, keep clicking Add

4 Export Options ? X
Fields  Format
Export
ClientFirstName Add W Select Field ? X
Clignt.astNeme e Personallnfo  T1Jacket T1Schedules Invoice
BalanceOwing )
i FieldNeme  Description
M elete Lined459 Line 459: Children's fitness tax credit
A Line460 Line 460: Direct deposit - branch number
Line461 Line 461: Direct deposit - institution number
L/ Lined62 Line 462: Direct deposit - account number
Lined65 Line 465: Ontario Opportunities Fund
Line466 Line 466: Net refund
Line468 Line 468: Supplies axpsnse&
Line469 Line 469: Eligible educator school supply tax credit
Lined?6 Line 476: Tax paid by instalments
Line479 Line 479: Provincial or temitorial credits
Line482 Line 482: Total credits
i an P P
< >
< > 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 .qex file and it is configured on the Fields tab of the
Export Options window above. The second file stores the actual information that will be used to import into
Excel. This second file is usually saved as a .txt or .csv file. You save this file on the Format tab of the Export
Options window above.

e To create and save the second file, navigate to the Format tab and click the Browse button to the right
of the Export to File field



e Type in a name for your file =l

e Ifyou’re using a .csv extension, click the dropdown and select A/l files =
e Click Open B

V4l Export Options ? X
Fields Format
Export To File ‘ (=9
Expon Type Tab Delimited v Export Character
Export Field Nemes ¥ open x
[[]Put Double Quotes Around Exported Fields
T This PC > Documents > My Profile Data > Reports v O ! »
[[JRecalculate Each File Before Exporting
Organize >+ New folder - @
2015T A Name Jate modified Type
201513
2016FX
201671
201613
20176X
201m
database
EFILE
Link
Options Pack:
L < >
| [ s
File name: |RefVSBalDue.csv n a Al files (*) v
n“d

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 B

e Choose the export type, Tab Delimited, for example el
e Check Export Field Names, which will put the field code at the top of each column in Excel

|4l Export Options ? X

Fields Format

Export To File ‘C:\Users\MichaeI\Documents\My ProFile Data\ReponsiRefvSBalDue.csv n:l (=

Export Type Tab Delimited n ™. Export Character

Export Field Names ﬂE
[JPut Double Quotes Around Exported Fields

[CJRecalculate Each File Before Exporting

Load Save Cancel Help

17



e Go back to the Field tab and click Save
e ProFile will save the design of the report as a .qex file a8

e Click Save once more to save the .qex file el

e Click OK, and you’ll be taken back to the main export window a

<

201611
201613
2017

ClientFirstName

20

o
EFILE

Options Packs
Reports.

Load Save

v <

Save as type: |Export option files (*.QEX)

A Hide Folders

W4l Export Options ? X
Fields  Format
Export
e ()
ClientLastNeme e
Inser
BalanceOwing
Line466 Delete
A
A
A\
i save as X
4 7 > ThisPC > Documents > My Profile Data vo »
Omgeniza~  New folder Y
2016 3

>

Sainee
[Z032% P 3C:\ Users\Michael\ Documents\My ProFile Data\Reports\RefVSBal Due.QE: a

o At the Export File window, click Export and the information will be sent to the .csv file that you
created earlier
Export Files ? X
Define your export options and click the Export button to extract data from the clientfiles
listed below.
Client Name Filename A
<No Name> CiUsers\MichaeDocumentsiiMy ProFile Data2016T1\NoName

Chartrand, Jeannine  C\Users\MichaehDocumentsiMy ProFile Datai2016T14Belliveat

Investor, Jane
Investor, Jane
Investar, Jane
Investar, Jane
Investar, Jane
Jacohie, Sam

Jacobie, Sam CiUsers\MichaelDocumentsiMy ProFile Data2016T1\Jacobie,
Jacobie, Sam CiUsers\MichaeDocumentsiMy ProFile Data\2016T1\Jacques
Jacobie, Sam CiUsers\MichaeDocumentsiMy ProFile Data2016T1\Jamesot
Jacobie, Sam CiUsers\MichaeDocumentsitMy ProFile Datah2016T14Shamroc
Jacohie, Sam CiUsers\MichaeDocumentsity ProFile Data\2016T1\Taxpaye

JoNESONS, HELEN CiUsers\MichaehDocumentsiMy ProFile Datai2016T14Soleil M: «

CiUsers\Michae\DocumentsitMy ProFile Datah2016T1A\COPY P
CiUsers\Michae\DocumentsiMy ProFile Datah2016T 1iInvestor,
CiUsers\Michael\Documentsity ProFile Data\2016T1\MASTEF
ChUsers\MichaehDocumentsiMy ProFile Datai2016T1\WASTEF
ChUsers\MichaehDocumentsiMy ProFile Datai2016T14Pensione
CiUsers\Michael\DocumentsiiMy ProFile Data2016T1\Copie Je

>

<

‘ Export , Cancel Help

You are now ready to import the data to Excel, all you need to do is find the .csv file and open it in

Excel




4
X
g
[

Page Layout Formulas Data Review View

Calibri (Body) ~+ 12 ~+ A=~ Av = _ |~ =79 Wrap Text Ge
Paste coe B I U~ +| [ S| A~ === r== $
<’ Format = = j— — | = — e —
H31 N fx
A B C D E F G

1 ClientFirstName ClientLastName BalanceOwing Line466

2 Alan Belliveau 1839.47 0

3 Jacques Savoie 10870.34 0

4 Emilie Leblanc 0 0.36

5 |Frank Pensioner 0 38371

6 Mary Pensioner 20374.68 0

7 Yvan Gravel 4981.93 0

8 Anne Gravel 1700.78 0

9 |Jane Investor 1481.78 0

10 Sam Jacobie 0 0

11 Jacques Savoie 10870.34 0

12 Emilie Leblanc 0 0.36

13 |James Jameson 0 3540.86

14 |Frank Johnseson 31484.52 0

15 Mary Jones 3950.23 0

16 Frank Pensioner 0 38371

17 Mary Pensioner 20374.68 0

18 Frank Pensioner 1044.22 0

19 Mary Pensioner 14655.9 0

20 Frank Pensioner 647.72 0

21 Mary Pensioner 14838.94 0

22 Alex Redressement 350.71 0

23 |Fred ShamrockVilee 214.8 0

24 |LESLIE JONESONS 141131 0

25 HELEN JONESONS 12903.75 0

26 Amy Taxpayer 6613.69 0

Printing Reports

The steps for printing reports are similar to what you just learned for exporting data. As illustrated in the previous

example from Client Explorer, select the files to print, and then click Database > Print Report

e In the Create Report window, click Options.

Create Report ? X

The following retums will he ad&d to the report.

Client Name Filename A
<No Name> CiUsers\MichaehDocuments\My ProFile Datah2016T1\NoName
Chartrand, Jeannine  CA\Users\Michael\DocumentsiMy ProFile Datah2016T14Belliveat
Investor, Jane CiUsers\MichaehDocuments\My ProFile Datah2016T1WCOPY Pe
Investor, Jane CiUsers\MichaehDocuments\My ProFile Datah2016T 1\Investor,
Investor, Jane CiUsers\MichaehDocumentsi\My ProFile Datah2016T1\MASTEF
Investor, Jane CiUsers\MichaehDocuments\My ProFile Datah2016T1\WMASTEF
Investor, Jane CiUsers\MichaehDocuments\My ProFile Datah2016T1\Pensione
Jacohie, Sam CiUsers\MichaehDocuments\My ProFile Datah2016T1\Copie Je
Jacobie, Sam CiUsers\MichaehDocuments\iMy ProFile Datay2016T1YJacobie,
Jacobie, Sam CiUsers\MichaehDocuments\My ProFile Datai2016T1YJacques
Jacohie, Sam CiUsers\MichaehDocuments\My ProFile Datah2016T 1Y Jamesor
Jacobie, Sam CiUsers\MichaehDocumentsi\My ProFile Datah2016T14Shamroc
Jacohie, Sam ChUsersiMichael\DocumentsiMy ProFile Datah2016T1\Taxpaye
JoNESONS, HELEN CiUsers\MichaehDocuments\My ProFile Datat2016T1\Soleil Mz «
< >

‘m Print Cancel Help

e On the Header tab, select text that will appear on all pages. For example, to use today’s date, double-

click on Today
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~
X

n Report Options

Header Fields Footer Format

|Aria| V|||1l] vIH Auto EH None E‘B I Q‘
¢

1 2 3 4

[0
[0
]
]

3,1

{Today}

< >

Page

Copy
Part

CurrentTime

Load Save Cancel Help

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

4 Report Options ? X
Header Fields  Footer Format
Insert Delete = B2 Propetties
' Row
Add
Insert
Delete Title Cell Properties ? X
Text
Fusame |
Eont
’ ] Size [10) v
% @ubohicLigh A | Color B Bk o
% @Yu Gothic Medum
% @Yu Gothic Ul Stye Bold
' @u Gothic Ul Light e
% @Yu Gothic Ul Sembo
Title 1 Pick  @Yu Gothic Ul Semdigh L ets
7 Agency FB Abgrment LR v
% Algesian =
Load Save Ok Cancel Help T | Lyox  |Midde v]
Other Sample
Bk o
ColumnWidh |15 & First Name
Row Height 02" &
| « [

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



Heeder Fields Footer Format
Column: Add Insert Delete =1 = Properties
First Name Row
Add
) Incan
i select Field ? X
Personal Info T1 Jacket T1Schedules Invoice
Field Name Description A
ClientAddress Street address k
ClientAge Age
ClientApt Apt or unitno.
ClientBithDate Birth date
ClientCareOf Care of
ClientCellPhone Cell phone
ClientCity City
ClientCountry Country (other than Canada)
T —
v
>
1 ool o
e

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

lvd Report Options ? X

Header Fields Footer Format

Column Insert Delete < Properties

First Name | Last Name | Bal Due | Refund Row

ClentFirstName | clientLasthame | Batanceowing Lined66 ' add
Insert
Delete

Line466 Pick

Load Save Ok Cancel Help

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

Header Fields Footer Format

‘Arial V|||1U v‘” Auto HH Nane M\B I g‘
©
q

1 2 3
{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 Properties

Margins

Left  os" s Top 05" =
Right  |p&" % Bottom g 5n %

[(IBlack and ‘White Print Grid Lines

Copies |1 2 [coliate

[shade Altemate Rows

Load Save Cancel Help

e Save your setup options and click OK to open the Create Report window. Click Print to run the report.



Create Report

The following returns will be added to the report.

Client Name
<No Name>
Chartrand, Jeannine
Investar, Jane
Investor, Jane
Investor, Jane
Investor, Jane
Investor, Jane
Jacobie, Sam
Jacohie, Sam
Jacohie, Sam
Jacohie, Sam
Jacohie, Sam
Jacohie, Sam

Filename

CiUsers\Michaeh\DocumentsiMy ProFile Datal2016T1\NoName
ChUsers\Michael\Documents\My ProFile Data\2016T14Bellivest
ChUsers\Michael\Documentsi\My ProFile Datal2016T14WCOPY P
CiUsersiMichaehDocumentsiMy ProFile Datal2016T14Investor,
ChUsers\MichaelhDocumentsi\My ProFile Data\2016T1\WMASTEF
CiUsers\Michaelh\DocumentsiMy ProFile Data\2016T1\MASTEF
ChUsers\MichaelhDocumentsi\My ProFile Datal2016T14Pensione
ChUsers\Michaelh\Documentsi\My ProFile Datal2016T14Copie Je
CiUsers\Michaeh\DocumentsiMy ProFile Datal2016T14Jacobie,
ChUsers\Michaelh\Documents\My ProFile Data\2016T 1\ Jacques
CiUsers\Michaeh\DocumentsiMy ProFile Data\2016T1\Jamesor
ChUsers\MichaelhDocumentsi\My ProFile Data\2016T14Shamroc
ChUsers\Michaelh\Documentsi\My ProFile Datal2016T 14\ Taxpaye

JoNESONS, HELEN ChiUsers\Michael\DocumentsiMy ProFile Datah2016T14Soleil Me

<

>

Help

e Here is your report

Monday, October 9, 2017

First Name Last Name Bal Due Refund
0.00 0.00
Alan Belliveau 1,839.47 0.00
Mary Pensioner 20,374.68 0.00
Jane Investor 1,481.78 0.00
Mary Pensioner 20,37468 0.00
Mary Pensioner 14,659 90 0.00
Mary Pensioner 14,838.94 0.00
Emilie Leblanc 0.00 0.36
Sam Jacobie 0.00 0.00
Emilie Leblanc 0.00 0.36
James Jameson 0.00 3,540.86
Fred ShamrockVilee 214.80 0.00
Amy Taxpayer 6,613.69 0.00
HELEN JONESONS 12,903.75 0.00
LESLIE JONESONS 1,411.31 0.00
Frank Pensioner 0.00 383.71
Frank Johnseson 31,484.52 0.00
Mary Jones 3,950.23 0.00
Frank Pensioner 0.00 383.71
Frank Pensioner 1,044.22 0.00
Frank Pensioner 647.72 0.00
Alex Redressement 350.71 0.00
Jacques Savoie 10,870.34 0.00
Jacques Savoie 10,870.34 0.00
Anne Gravel 1,700.78 0.00
Yvan Gravel 4,981.93 0.00
ks

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




Click a Module tab Bl

[ )

e (lick the dropdown to choose your label type Bl

e Ifyou’d like to format your own label, click New Label (ProFile will designate it as User Label 1) and
enter the label rows, columns on the right side of the window below. el

e Click ox®

Label Selection ?

i 12020 T1/TP1 v|dan | @ s2matarress |
Label Type Label Details
12-294 Avery Laser T ags -Manila 12-294 Avery Laser Tags -Manila
Laser Tags -Manila A ~ —
12-295 &very Laser Tags-White Labels Across 2 =
12-296 Avery Laser Tags Manila —
12-297 Avery Laser Tags‘white Labels Down 4 .
2160 &very Addressing . . - -
2162 Avery Addressing Side Margin 1 =
2163 Avery Address/Shipping . - 7
2164 Avery Shipping v Top Margin 05 =
Label Width 337 =
Label Height

Haorizontal Pitch

4r 4

[N

wm
>

=T
-t w
1| 3| <

~

Vertical Pitch

I

4

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
\/ 4 Client Explorer =)=
View All Clients. v P Save View ¥ Filter Index
Details X Search By Client name v earch
Actions bl Al ab cd ef ogh j K mn op g r s t u v w x y z 123
#4) Open files
Carry forward files
Build EFILE JONESONS, LESLIE
Printfiles Files Files
o e nthe fles. O 6 2016 ProFile: NoName. 16T O W 2016 ProFile: Soleil Maurice & Marie. 16T
Clear selection 1394928 ONTARIO INC. Pensioner, Frank
Selectall Files Files
O @ rroFile: MiscClients 15X O [ 2016 ProFile: Pensioner, Frank and Mary
. 16 ProFile: M ensioner, Frank
Chartrand, Jeannin O £ 2016 ProFile: MASTER P F
Jacobie, Sam << Files 01 [l 2016 ProFile: MASTER Pensioner, Frani
SIN ~ O @ 2016 ProFile: Belliveau, Alan 16T O Wl2016 ProFile: Jones, Mary 16T
999.999-998 00 & 2016 ProFile: Johnseson, Frank 16T
Home Address Investor. Jane O & 2016 ProFile: COPY Pensioner, Frank ar
Files
12 Mein v [u] Redressement. Alex
Files
4file(s) selected << g -
#Jacobie. Sam ] O £ 2016 ProFile: Redressement Alex 16T
W Jacobie, Som 16T | Files |
W Jameson, James 16T 1 2016 ProFile: Texpeyer, Amy and TexPd ie. Jacques
L&l 2016 ProFile: ShamrockVilee, Fred 16T |
ShamrockVilee, Fred.16T i ke | [ 2016 ProFile: Jacques, Savoie and Tren
1 T : =
W Toxpayer. Amy end TexPayer. | "!9 2016 ProFile: Jacobie, Sam.16T O @ 2016 ProFile: Copie Jacques. Savoie an
< 2INE >
Save file selection
Files total: 69, Files visible: 20

o Click Database > Print Mailing labels

e Mailing labels for spousal returns will show both spouses’ names. To avoid printing two labels for each

spousal return, check the box marked Print only one label for coupled returns [l



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:

oawp

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

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

Question 3: The first time you launch Client Explorer you must:

COwp

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

Question 4: True or False: You cannot share a Client Explorer database with other tax preparers

Question 5: True or False: Client Explorer can only access files stored in one folder and its nested subfolders

Question 6: To use Client Explorer as a contact manager, you should:

SOow»

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

Question 7: True or False: You can create your own customized view options (called Filters) in Client Explorer




Question 8: True or False: You can use Client Explorer to prepare mailing labels

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

OCOwp

Question 10: There are two special types of files Client Explorer prepares for print jobs and for exporting. The
file extensions of these two files are:

A. .gex and .qrp
B. .pdfand .atf
C. .gex and .csv
D. .gtl and .at2
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