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About this User Guide

Why a User Guide?
Simply put, because our customers asked for it! You wanted an easy-to-reference collection of information on ProFile’s functionality, organized and simple to

use. You also wanted something that you could hand to seasonal hires and employees to help get them started with ProFile, without requiring a lot of
coaching.

For new ProFile customers you will find a wealth of easy-to-review material that covers the basic functionality of ProFile. You can come back to the User
Guide as the tax season progresses or as the way you use ProFile changes.

For returning ProFile customers you will already know the basic (and even the advanced) functionalities within ProFile. The User Guide puts all the
information in one convenient, easy-to-use document that you can review, print, and bookmark for future reference.

Review the support article for in-season and holiday hours and closures.


https://profile-en.community.intuit.ca/articles/1625249-profile-support-hours-of-operation-and-closures

System Requirements for ProFile

Internet connectivity is required for activation, licensing, automatic updates, and additional ProFile features (for example, EFILE)
Network/workstation install UNC path is not supported

ProFile requires operating system Windows 10 or Windows 8.1

.NET 4.8 installation & registration are required

Note: Apple products are not supported.

To get the best results from your software, ProFile requires the following minimum configuration:

e 2.4 GHz dual-core processor or faster
Processor
Operating System e Windows 10 (recommended) or Windows 8.1
e 64 bit OS
Memory e 4GB or higher
Hard Drive Space e 4 GB for installation
Printer e Windows compatible printers
Display e 1024 x 768 minimum resolution
e 16-bit or higher colour
Internet e Internet Explorer 11.0 or higher
e A high-speed Internet connection is recommended
Other e Network connectivity is required for database sharing and sharing returns or plans between ProFile users
e eReview feature requires a MAPI email client and a PDF reader application (for example, Adobe PDF

Reader®)
Microsoft .NET Framework 4.8
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Getting Started with ProFile



Downloading and Installing ProFile

An Internet connection is required to download and install ProFile. In addition, you must have administrator rights for the computer on which you wish to
install ProFile.

Download ProFile

1.
2.
3.
4,

Navigate to the ProFile download page.

Determine if you are a new customer, returning customer, if you require OnePay, or a reinstall of ProFile.
Follow the necessary instructions. In many cases, the requirement will include the download of the ProFile installation file (called gpsetup.exe).

Your web browser may ask you to confirm if the file download can proceed. Click Yes or OK when prompted. If prompted to select a location to
store the installation file, we recommend your computer’s Desktop or Downloads folder, or another easy-to-find folder.

The download may take several minutes.

Install ProFile

1. Locate the saved gpsetup.exe installation file.

2. Double-click the file to begin the installation. If you are using Windows 8, right-click the file and select the Run as Administrator option.

3. Follow the dialogue boxes when prompted to install ProFile.

B gpsetup.exe 15/2017 12:24

i gpsetup.exe Date modified: 3/15/2017 12:24 PM Date created: 3/15/2017 12:01 PM
LS Application ize: 1.05 GB

12


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

Activating ProFile

Note: An Internet connection is required to activate ProFile. In addition, you must have
administrator rights for the computer on which you wish to install ProFile.
Activating from the ProFile icon:

1. Locate the ProFile icon on the computer desktop; it installs there during the download

and activation process.

2. Double-click the ProFile icon.

The product code prompt displays when ProFile opens. The product code and license key
information is on the purchase receipt.

3. Enter your Product Code and License Key, and click the Activate button.

The product code and license key activate; ProFile displays a confirmation message. Once
activated, you can close the confirmation window.

4. Click Add another license to add more licenses, if necessary. If you have purchased
additional licenses for a module, enter the Product Code and License Key only once on

each additional computer.

5. Click the I’m Done button after all product codes have been entered. Activation may
take a few minutes to complete.

ProFile displays a message requesting a check to determine if you are using the most current
version of the software. You can skip or delay this check, or click the OK button to proceed with
the check.

You have successfully activated ProFile.

Manage ProFile Licenses

To add a new license, click on Add New. Where do | find this information?

License Key Status

You have no active licenses.

Actions

@ New License

Activate New License

Enter the Product Code and License Key you have received in your ema

PRODUCT CODE

LICENSE KEY

241043

439299050

Activate

Close

Manage ProFile Licenses

To add a new license, click on Add New. Where do | find this information

License Key Status

© New License

Activate New License

Enter the Product Code and License Key you have received in your email.

PRODUCT CODE

LICENSE KEY

c' Tax Year 2021, Suite License, Québec

241043

439299050

Activate

Actions

@

Close
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QuickStart Menu in ProFile

The QuickStart menu makes getting started with ProFile easier and
faster.

QuickStart menu tabs

Each available module occupies a tab along the top of the
QuickStart menu.

Each module tab features a small black arrow that expands to list
display previous tax years.

Links from the QuickStart window lets preparers easily
undertake the following:

= Create a new file or return

= Open an existing file that was previously saved

= Carry forward a file from a previous taxation year to the
current taxation year

= Open afile that was recently worked on

= Access in-product Help, user forums, and more support
resources

Turn off the QuickStart menu:

ProFile QuickStart *
) 1.2019 TUTPY v| 72 =Ry | L&) 42019 T3/TP646 | & 52019 FxQ ¥

o INTuIf  ge QuickStart
prOfI Ie, T1 Démarrage rapide
2019

Go ProFile!

Create a new 2013 T1/TP file
* Dpen an existing 2019 T1/TF1 file

= Cany forward a 2018 T1/TP1 file
Recent Files:

Resource Corner

ProFile Help InfoBasze

®  Userto-User Forums Docurnent Library

*  2M9T1/TP1 Tutorials Cantact Technical Support

Release Motes

*  Product Information
®  Become a Praddvisor
Show QuickStart when you start ProFile

The QuickStart menu can be turned off if you prefer not to use its functionality.

1. Identify the checkbox in the bottom corner of the QuickStart menu.

2. Toggle off the checkbox; the QuickStart menu will no longer appear when ProFile starts.

3. To re-establish the QuickStart menu at a later time, select the QuickStart option under the Help toolbar menu.



Using a Trial License in ProFile

A trial license gives preparers the opportunity to try the functionality of ProFile without any Welcome to ProFile!

cost. Just fill in all the fields below and we'll automatically send you an email containing
a Product Code, a License Key and a link to download your 3-week trial of ProFile
Tax Suite.

Are you a student? ©Yes O No
What is included with a trial license?
First Name
A trial includes access to all the modules and features ProFile has to offer, with the exception
of filing completed tax returns. These features include: Last Name
° Tl/TPl for InlelduaI tax returns Company Name
e T2 for Corporate tax returns
e T3/TP-646 for Trust returns Email Address
o FX/FXQ for additional forms (T4/T5, etc.)
Phone Number
Gettlng a '[I’Ia| Iicense: What tax software do you cummently use?

Please Select v

1. Visit the free trial section of the ProFile website.

How many personal returns do you prepare annually?

2. Complete the information fields on the trial page and submit.

The temporary license key and product codes are provided via email.

How many business returns do you prepare annually?

3. Download ProFile, enter your license key/product codes, and begin your free trial.

Start My FREE Trial


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

Using the Start Screen in ProFile

The ProFile start screen contains most of the options and elements required to complete forms and slips. When starting ProFile for the first time, many of the
action icons will be “greyed out” or inactive; once forms and slips are created, many will become active for use.

The top toolbar menu

ProFile’s top toolbar menu contains most options necessary to begin completing and filing client returns:

4| PROFILE SIS

File Goto Form Options EFILE Online Training Window Help

i M H v : H H Search rq A [_ﬂ N ‘ 5“-") Suggestion

v .3 %,

“

The File menu includes many of the functional features for ProFile, including Open a return, Carry Forward, Import Data, and Print.
The Goto menu activates the ProFile database options of Form Explorer and Client Explorer, as well as Hub.

The Form menu allows users to open, print, and close forms in ProFile, as well as clear populated forms.

The Options menu allows preparers to customize the ProFile environment, pricing, module, and database.

The EFILE menu displays current and archived EFILE returns, as well as the ability to set EFILE options.

The Online menu connects users to online support materials, the Live Community, and software updates.

The Training menu lists in-product tutorials for individual tax years and modules.

The Window menu gives ProFile users the ability to reorient the view of ProFile.

The Help menu links users to support materials, flexible licensing options, and the in-product Help feature.
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Setting Preparer Information in ProFile

. . . . ] . Envirenment Options ? X
Preparer information can be conveniently entered in ProFile. This allows the Edt  Disply Fie  Fieparer Discourter Truslee Audt  System Secuty HypaDoos PDOF  BU<|”
Preparer section of ProFile Info forms to automatically populate whenever a new Preparer
form is created. Name: | |
Firrn: | |
1. Select the Environment... option from the Options drop-down menu in Chest | |
the top toolbar. PO B AR | |
The Environment Options window displays. City: | |
) A A N ) Province: | ~ | Postal Code: I:I
2. Select the Preparer tab; a list of information fields displays. o | e | |
one: al
3. Complete the necessary fields. Emait | |
i Initial
4. Click the OK button. e |
Preparer: | | Partrer: | |
The preparer information saves. Uuebec
[uebec enterprize number [MNEQ): I:I
Identific:ation Number: I:I
. . . . Professional P tative Number. |:|
Automatically updating preparer information changes: e e T

Authoize/cancel representative and business consent
. . ReplD Busi urnb _
Preparers can set an automatic update for the Preparer section of returns when - wivess b |

changes are retroactively made to the preparer information. For example, if the Gowp D |6 |
name of the preparer’s firm changes, the returns with the firm’s name
automatically update to the new name.

1. Select the Module... option from the Options drop-down menu. Office Info Setup wizard Cancel Help
2. Inthe General tab, scroll down to the Options section. _ 2 52
Module Options l
3. Activate the Update preparer information on Info form checkbox. W22018TI/TPT v |[i 320152017 T2 w | EJ 52016 T3/TP648 ¥ | &3 22017+ [
File Template
4. Click the OK button; the setting saves.
General | Diata Locking | Variance | Disclaimer | T1/TP1 Review
& Options - I__anguage
O Update preparer infarmation on Info farm (using the informati @ English
[®] Complete preparer infarmation an T1 jacket ) French

[ Current signing date




Managing ProFile’s Password-Protection Function

Frequently Asked Questions

What modules support access to password-protected files?
Access by features to password-protected files applies to T1, T2, T3, and FX modules.

What tax years support access to password-protected files?
Access by features to password-protected files applies to tax years 2015 and onwards.

What features currently support access to password-protected files?
Currently the Hub and Corporate Linking features support access to password-protect files.
More features will support access in future ProFile releases.

Applying generic password protection to files:

Applying a generic password permits all future or updated files to be accessible by
ProFile’s features.

1. Open ProFile.
2. Navigate to the Security tab.
3. Select the Allow password protection for return(s) checkbox.

4. Select the Create a generic password for return(s) checkbox; the Enter
Password and Confirm Password fields activate.

5. Enter a password and confirm it.

Environment Options ?

Edit Dizplay  File Preparer Discounter Trustes  Audit  Spstem  Security  HppeDocs PDF Bot | *

Preferences

[ &llows password protection for return(s)

Generic Password Preferences

Create a generic password for return(z] Show Password
Enter Passward Confirm Password
Click here to learn more about password-protected files.

Access

Enable the following features access to password-protected files:

Hub
T2 Corporate Linking

Note:

These features are only able to access files azsigned a generic pazsword. Files assigned a unigue password
cannot be accessed by theze features and will display an eror mezzage.

Preferences

Allow password protection for return(s)
Office Info Setup wizard

Generic Password Prelerences
v Create a generic password for retumn(s) Show password

Enter Password iadddauass Confirm Password **essssees

Click here  to learn more about password-protected files.

Note: Click the Show Password link to display the password as it is entered. Click the link again to conceal the password.

X
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Managing ProFile’s Password-Protection Function, Continued

. . A
6. Select the Enable the following features access to password-protected files o

checkbox Enable the following features access to password-protected files:

Access

7. Select the feature to permit access to password-protected files (for example, Hub and/or
Corporate Linking).

[/ Enable the following features access to password-protected files:

[~ Hub
¥ T 2 Corporate Linking

8. Click the OK button; the password-protection feature activates. Users can now apply
password-protection to files.

Applying password-protection for files: ot EERTE
1. Complete a new file in ProFile. . .
DM [ |

[ | Time: [o000:00 ]

2. Select the Save As... option under the File drop-down menu in the top toolbar; the Save As WiNdOW | o Comaemr o
displays Date Preparer  Action Elopsed Module Ver.

20/03/06 13 Created 201920
20/03/06 13 Modified 201920

3. Select the Use generic password checkbox in the bottom-left corner of the window.

Note: Click the Show password link to display the password as it is entered. Click the link again to
conceal the password.

4. Click the Save button; the file saves with the new generic password and is readable by the selected | P | \
ProFile features.

[cAwsersiTESTIDOCUMEN sy ProFile Date\2019T 1iaName. 19T |

Backup o Claud
Activate Backup to Cloud (a)

Note: Be sure you choose a password that you can remember. If it is lost, it cannot be recovered, even by

Intuit.
Related Articles Password:

‘ v
Review the support article for additional details. Confirm

¥ | Use generic password
|
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https://profile-en.community.intuit.ca/articles/1643181-managing-profile-s-password-protection-function

Setting up for EFILE in ProFile

Prior to using the EFILE function for a return, it is necessary to use the set-up
wizard in ProFile.

Setting up for EFILE:

1. Select the Set EFILE Password option from the EFILE drop-down
menu in the top toolbar.

The EFILE Wizard displays.
2. Click the Next button to proceed.

3. During the Set EFILE Password process, users will require the
following:

EFILE On-Line Number (from CRA)

EFILE On-Line Password (from CRA)

NetFile Quebec Number (if applicable, from MRQ)
NetFile Quebec Password (if applicable, from MRQ)
EFILE number (from CRA)

4. Click the Finish button when all applicable information is entered.

.
EFILE Wizard

ProFile EFILE Wizard

The EFILE \Wizard will lead wou through a simplified
configuration of wour EFILE options.

If wou decide to skip any of the steps wou will not be able
to EFILE. Alternately wou can manually configure wour
options directly through the EFILE | Options menu
selection.

Note: If you are using an Options Package, save the options package after entering in the new EFILE information.

20



Creating a New File in ProFile

Creating a new file or return in ProFile is quick and convenient.

Note: Only tax modules that have been purchased can be created in ProFile. New
However, previous tax years are made available for the purchased tax module. LIl

Creating a new file:

1.

2.

QOpen...
. Reopen
Open ProfFile. S
5
R R . = Save As...
Select the New option from the File drop-down menu in the top toolbar. E CTO:: :
A list of available modules displays in the menu. E e

3.

Pl o b

Select the desired module; a new return opens in ProFile.

Creating Older Files:

There are three options under the New option in the File drop-down menu for older modules:

Older T1/TP1 Modules
Older T3 Modules
Older FX Modules

Select the applicable option for creating an older module (for example, T1/TP1); a list of
previous tax years supported by ProFile displays.

Select the desired module; a new return opens in ProFile.

wa File Edit Audit Goto Form Options

o DT Max Carry Forward...
I TaxCycle Carry Forward...

Wil PROFILE - [2019 T1/TPT: <MNoMame> - Personal information]

EFILE Online Training Window Help

» A 2019 T1/TR
Ctrl+R B. 2018 TI/TP1
C.T2
» 0. 2019 T3/TP646
Ctrl+Q E. 2018 T3/TP646
F. 2019 EX/Q
Ctrl+5 G. 2018 FX/Q

Ctri+N

Oilder TI/TP1 Modules

Ctrls'W

Older T3 Modules
QO QOlder FX Modules
el | I Ll
% Jjtius on Uecember 31,
Older T1/TP1 Modules > 2007 Ty/TP1
Older T3 Modules > 2016 T1/TP1
Older FX Modules > 2015 T1/TP1
- i 2014 T1/TP1
;L_es No | Were you married or Iy S
| time in this tax year? 2013 T1/TP1
s - 2012 T1/TP1
ppt# Residency 4
| 2011 Ti/TP1
Province of residence
on 2019/12/31 2010 T1/TP1
M Province of self-employ 2008 T1/TP1
If you became or ceas: 2008 T1/TP1

2019 antar data of

ZUm
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Fast Reopening of Files

ProFile lets preparers quickly reopen returns that they have recently worked on.

Fast reopen of returns:

1. Click the arrow next to the file folder icon in the top ProFile toolbar.
A list of recently opened returns displays.
2. Select the return to continue working on; the return opens.

Note: Preparers can also review a list of recently opened returns under the File menu in the top ProFile toolbar.

File Goto Form Options EFILE Online Training Window Help

v \"""ID <
| 4 ~ In' z LY

1 2016 T1/TP1: C:\Users{ I\ Desktop\New folder\MyProfileData\2016 T1\Brown, Dan.16T
2 T2 C:\Users‘-\Desktop\New folder\T2\Sample Corporation (20141030) (2).GT2

3 2016 T1/TP1: C:\Users-\Desktop\New folder\MyProfileData\2016T1\Brown, John.16T
4 2016 T1/TP1: C:\Users\Ih Desktop\New folder\MyProfileData\2016 T1\Smith, Will.16T
5 2016 T1/TP1: C:\Users\J Desktop\New folder\MyProfileData\2016 T1\Chow, Jason.16T

oy
v v H v
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Using Form Explorer in ProFile

The Form Explorer feature allows preparers to locate individual forms, lines,
and details within a client’s return. In addition, preparers can print forms from
the Form Explorer and determine when it was last updated.

Starting the Form Explorer]

1. Open ProFile.
2. Open a return (for example, a T1).

3. Select the Form Explorer option from the Goto drop-down menu in
the top toolbar.

The Form Explorer opens; the client’s name displays in the top-left corner.

Using the Form Explorer:

1. Select a view option from the top-right menu buttons. View options

include:

e List displays all forms in the return

e Detail displays details and/or status about all forms in the return
e Key searches the return for keywords (for example, RRSP)

e Line displays each line in every form in the return.

Tip: Hover the mouse over each form to see a full title.

il Form Explorer ? x
[ B <Motiams> v i ===
Fom [ | Lit | Detall Key Line
Forms | Mame Diescription Used Lastyear Step
[0 1. Identiication @ inio Personal information Yes M/ 1
% Dependant Dependant information No N 3
2 Slips @ CanPwD Canyforard Summary Yes N 4
3 Incame
4 Deductions
5 Tax+ credis
B Retum + sch
7 Filing
8 Clent
24l
A Used
B Deta enterer
il |
TP1 |
|4l Form Explorer ? x
[ <Notiames v - ===
Fom: | List | Detail Key Line
Foms Name Deseription Used Lastyear Step ~
1 ldertication | =4BIL Allomabls business investment loss No N/ 139
& LesslPP Listed persanal propetty lasses Na N/ 140
2 Slips =T Monving sspenses Moo M 141
3. Income: & LossNetCap Net capital losses Na N/ 142
[ 4 Dedictions | = LossMorCap  Noncapial ossas No N/ 143
a7 o | theDedict  Dther dedhicions Mo N/ 144
.
2 TawerEdls L ReR Fiegistered Pension Flan deduction Na N/ 145
E Retun+sch.. | ' RC267 Emplayes Contributions to a Urited States.. Mo N/ 182
% il o RC2ER Employes Contribulions to a United States..  No  N/& 183
- 5 AC2E3 Emplopes Contributions to s Forsign Persi. Mo N/& 184
= 5 RC359H Tan on Encess Employees FrofitShaing .. Mo N/& 185
24 51 AC3s3 Taekempt Esmed Income Information fo_— No — N/& 188
A Used D RRSF/PRFP RRSP/PRPP deduction Na N/ 146
8. Dats enteren- | & RASPLimit Mest pear's RRSP deduction imit Mo Ni 47
B D ARSPTianster  Incoms eligible for transfer to ARSP No N/ 148
== Suppart Support payments Na N/ 143

2. Double-click any form listed in the Forms Explorer; the form opens in ProFile.

3. Click the Print button to print any form from the Form Explorer.
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Carry Forward Files in ProFile

Carry forward is a ProFile service that allows existing client information from previous year’s files to be “carried forward” into a new file, saving time and
effort for preparers. Preparers can also carry forward a previous year’s ProFile file or a file prepared using a competitor’s product, as well as multiple files at

one time.

Carry forward files in ProFile:

1. Select the Carry Forward... option from the File drop-down menu in
the top toolbar.

2. Select the module (for example, T1) and tax year of the file to carry
forward from the drop-down list.

3. Select the specific file to carry forward.
4. Click the Carry forward button.

The selected file carries forward.

Carry forward other vendor’s files

ProFile supports the carry forward of files for the following vendors: Taxprep,
TaxCycle, Cantax, and DTMax.

Review our full support article on carrying forward other vendor’s returns.

\v il Carry forward file X
Kl 1208 T v anz |52018T3 v | B3 ea01sFx ¥
Lock in: T2 Retums v| & ef -
Retuhs
& )
AT1NetFile CT23 File EFILE
Shortcuts
=1
&
File narne: | - Carry forward
Files af type: PraoFile T2 [ GT2] ~ Cancel
[ Preview Help
Wil Carry forward file X
i 12me 1 A ZELE | @ 42018713 | EEEmEK w
1201871 ||| My Proie Data MR =
2201771 module not found Detals *
2016 T1
05T
14T 201971 201973 database EFILE Seltings SeltingsBac.. SeltngsBac.. SelingsBac.
201371
200271
20T T2 Retumz TanCyeles
2010T1
2009 T1
2008 T1
B T
{ @ 2006T1
i | 200571 | v
| @ 2T 2018 FroFile T1 [*16T) v Cancel
{0 20T m
i H
l @ 2en B e
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Carry Forward Files in ProFile, Continued

Carrying forward multiple files using the Client Explorer database
If the preparer used ProFile in the previous tax year...

1. Select the Client Explorer option from the Goto drop-down menu in the top toolbar.
The Client Explorer displays a list of last year's files.

2. Click on the Filter button; the filter option window displays.

3. Use the filter options to identify which files to carry forward. For example, if you only
want to carry forward T1 files from the year 2018, you would select the T1 module
tab, then the 2018-year designation.

4. Click the Apply Filters button. The files

Filters

§ el Client Explorer

O @ 2015 ProFile: T2205_65.15T
Brown, Dan
Files

O @ 2016 ProFile: Brown, Dan. 16T

Brown. Dan
Files

O @ 2016 ProFile: Brawn, Dan 16T
Brown, John
Files

O @ 2016 ProFile: Brown, John 16T

View All Clisnts - £ Save View 7 Filter [: Inclex
Details x| SearchBy [Clemname - Search || Clear
Alfafofelaleltfalnlililekli]mlnloflelalrls]
Selectall Chow. Jason
Files Files
O W@ 2075 ProFile: NoMame 15T O [ 2076 ProFile: Chow, Jason 16T

Bradman, David O @ 2015 ProFile: Chow, Jason 15T

Files CORPORATION SAMPLE INC.

Files
O ProFile: Sample Corgoration (20141030) (

Davies. Gareth
Files
O Wl 2015 ProFile: T2205_64.18T

Gupta. Yarun

Files
O i 2015 ProFile: Dae, Jahn 15T
O @ 2015 ProFile: T2205_1.15T

Apply Filters| se

matching the selected filter options display. ERBEEACEAELY
E Years Client Status T1 EFILE Status TP1 EFILE Status SEND Status Ewvent [l ShowSpouse InList  Praparer
H = Mg »  ¥Unk + & Unki WV Unks M Unk; - - Lo
5. Select the files to carry forward. To select all S Qs [ @Camedfowers [] UNotslghle ¥ Notelgble || ¥ NotEigbls [Nene =] o Show Compatiors i,
- - . . . 72014 = W\Warkin process ¥ Eligible V| Eligible V| Eligible = 2017/08/06 Discounted
fIIeS rlght—cllck n the WlndOW and Choose Select 72013 Y'Waitingforclient  |=| ¥ Readytotransmit ¥ Feadytotranst = ¥ Ready o transmit 2017/09/05 Vves
! . . . #2012 ¥ In preparer review ¥ Transmitted I Transmit Failac ¥ Transmitted 108 Fra-Assessed
- " 2ot ol i o A o VT it OK. VI Mo debf
All from the pop-up menu; all files highlight. Sy gemmme  gheme, Blemn U P |
w W 2008 - W Printed - W Paperfiled ¥ Motaccepted ~ M Debtover$10 2 ﬂj
6. Right-click on the selected file(s) and select the Allalbleldleltlalhlililkltlmlnlolp[alrls][tlulw]lwlx]y]cz]|wes]
Carry Forward Files option from the menu.
Brown, Dan Brown, Dan Brown. John

Files

The flle(S) Carry forward' O w2016 FraFile: Brawn, Dan. 16T

Related Article: i

Review the support article on carrying forward files using the Client Explorer database.

Files Files
O i.l.i 2016 ProFile: Brown, John 16T

O id 2016 FroFile: Brown, Dan 16T
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Checking Your Version of ProFile

ProFile is constantly undergoing improvements and adding to its features to benefit
customers. It is important for preparers to have the latest version to ensure the full
functionality of ProFile is available.

In addition, knowing where and how to check the version of ProFile is helpful in the case of
a support call; ProFile’s Care representatives will often ask which version of the software is
in use when troubleshooting an issue.

Checking ProFile version:

1. Open ProFile.
2. Select the About option from the Help drop-down menu in the top toolbar.
The About window displays.

3. Review the ProFile version number (for example, 2019.2.0).

|

About

5100 Spectrum Way

I n-i- u I.i- Mississauga, ON Canada L4W 552

For product sales and support, visit our
website: www.accountant.intuit.ca

Pour de |'assistance avec les ventes de
produits ou de soutien, visitez notre site
Web a : www.comptable.intuit.ca

Version Information

ProFile Version 2019.2.0 Details

2018 PROFILE INTUIT SOFTWARERE END USER LICENSE
AGEEEMENT (CANADA)

1 Acopy of this End User License Agreement is available online at

http://profile intuit.ca‘professional-tax-software license-agreement jsp

Thank vou for selecting the Software offered by Intuit Canada ULC
and/or its subsidiaries and affiliates (referred to as "Intuit," "we."
"our" or "us". Review these license terms (" Asreement') thoroushlv.

Physical Memory

4,194 304 KB

v
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Updating ProFile to the Latest VVersion

During the tax season, ProFile updates with new CRA information, tax rates, forms, and more. It is important to keep ProFile up to date to ensure compliance
with the latest CRA requirements. The recommendation is to check - at the very minimum - once per week.

Updating ProFile:
1. Open ProFile.

2. Select the Check for Updates... option from the Online drop-down menu in
the top toolbar.

ProFile connects to the Internet to see if there are any available updates. If there are,
you are prompted to download and install the newest update.

3. If no updates are available, click the OK button to close the window.

7] Intuit ProFile Automatic Check for Updates

|6| There is an update to your copy of Intuit ProFile available for download

our Version: 2019.2.0 Latest Yersion: 2019.3 5 Metwork Administrators: Need a redistributable install program?

@ profile

| wat to:
(®) dowrload the update

[ Download new updates without asking fram now an.

() skip the download for now
() tum off this automatic update feature

oK

I« Sign In

Cancel
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Using ProFile Notification Services

The ProFile notification service provides timely and important information directly to
customers. This may include CRA announcements, ProFile releases and patches, or critical
issues.

ProFile update available

Start—Up Notifications Update to 2016.4.0 by selecting "Check for Updates...” under the
“Online” menu on the ProFile toolbar.

Start-Up notifications display when ProFile starts; they are often urgent messages that affect

most or all preparers. They may include reminders of recent software updates, CRA changes,

or notices of service interruptions. : 2016.4.0 Release Notes

ProFile in-application Notification Centre . = .
ProFile Notification Centre Clear All

The in-application Notification Centre displays within the ProFile application, usually on the
right side of the ProFile window. It lists recent notifications in the sequence they arrive. Each
can be deleted if the information is no longer relevant to the preparer. Preparers can also turn
the in-application Notification Centre to Off status to no longer see notifications in the
application.

v T2 Corporate Linking available with 2016.5.0

Learn more about T2 Corporate Linking

v T1 ReFILE x

Click here to Learn More

Information Call-out

The Information Call-out highlights general, non-emergency information for ProFile
customers. The call-out displays temporarily then removes itself from view.

Alternative address authorization

The alternative address authorization has been
eliminated for 2016 and subsequent years by the Canada

@ Revenue Agency. This cption is now available only via
paper filing of Form T1132. For more informaticn,
contact the CRA.
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Using Options in ProFile



Setting Environment Options in ProFile

ProFile users can set options for their ProFile working environment. This includes PDF settings, form settings, reminders, security, and more. Select the

Environment... option from the Options drop-down menu in ProFile.

The following list includes the most-commonly used options:

Edit tab

The Edit tab includes options for common tasks, such as allowing predictive typing, date stamping, SIN validation, and capitalization.
Display tab

The Display tab includes options for the display of ProFile, including font scaling, tab icons, and page breaks.

File tab

The File tab includes options for setting file directories, managing recently used files, and auto-saving files.

Preparer tab

The Preparer tab allows preparers to insert their personal and firm information, including ReplD, Group ID, and initials.
Discounter tab

The Discounter tab allows a discounter to insert their personal and firm information, including Discounter Registration Number.
Trustee tab

The Trustee tab allows trustees to insert their personal and firm information.

Audit tab

The Audit tab allows preparers to set audit and/or error styles, as well as establish standards to prevent a return from being prematurely filed.

System tab
The System tab includes options for setting shared folders, checking for software updates, and utilizing online features.
PDF tab

The PDF tab allows preparers specify PDF characteristics for printed returns, PDF archive directories, and PDF security.

30



USlng Flle Pathlng In PrOFIIe Environment Options ? b4
Fle  Preparer Discounter Trustee Audt  System  Secuily HyperDocs PDF BackuptoCloud N * 1 *
Preferences
- - [ Muliple O pen Files [ keep Backup
AbOUt flle pathlng A Save Deskiop [ tllow Passwond
3 . . R EA Save Prompt [ Update Documerts Foldes
ProFile users can set where their client’s returns are stored. The file path can be changed or O Esc Closes Window [ Discounte: Info Diaing
H H [ File Pratection [ File Werfication
locked to prevent deletion or copying. e e ST
:ll.'l |: tabs :‘ |: mirndes
Managing file paths: Dsloni Fle Type (mockle) | Most Recenty Lzed °
Recenty Used Files . )
1. Select the Environment... option from the Options drop-down menu in the toolbar. oon _ [fJE e
(®) Aatach ho Reopen meni e s
() Artmch b File meru !
2. Select the File tab in the Environment Options window. File Diectories
Mt_:d,de Directory Lock i‘
Files paths display under the File Directories section of the window. 2T e ot i D01 Y i
2amrm Ci\lges Documentsyy ProFile Datah2017T14 r
H H 1 H H H H H Wsers ocurenl ile Dral r
Files in the file path display in the corresponding directory in Explorer. oo I oot ol iestrity o B
201471 CWlsees Documentsiidy ProFile Datah2014T1% r =
3. Click the Lock checkbox to lock the file path; the lock feature will default back to this
file directory but can be changed even when locked.
Office Info Setup wizard Cancel Help
Changing file path:

1. Click on the file directory to change. Erowse ®
. wam | Folder for 2019 T1 files,
2. Click the Show path button.
. . W My ProFile Data ~
The Browse window explorer displays. ) e
. . i 201973
3. Select a new location from the Browse window; click the OK button. database
EFILE
Settings
Module Directony Lock =] SettingsBackup1
j 2019 T1 CAL :-.tr:trz:"-."-.Dﬂr::ur|'|Er‘|1r_=:"-.l--1 ProFile D ala\20197 1% - © - ] SettingsBackup2
201871 Co\sers Documenis\My ProFile D ata\2018T 14 r ] SettingsBackp3
o T2Returns
| TaxCycle w
‘ Cance
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Using Module Options in ProFile

Module options overview

ProFile users can set options for each tax module (for example, T1, T2, etc.) for which they
are preparing returns.

Select the Module... option from the Options drop-down menu in the top toolbar.

Setting module options

Each module tab includes an active down arrow; click the arrow to display the available tax
years for the module display.

Tabs

General tab

The General tab includes options for carry-forward, individual forms, access, and more.
Data Locking tab

The Data Locking tab allows preparers to set the criteria for locking a file. For instance, if
the file carries forward or is transmitted.

Variance tab

The Variance tab allows the setting of the Minimum Variance, using the criteria of Dollar
and/or Percentage.

Disclaimer tab

The Disclaimer tab includes the option to include a standard disclaimer on all prepared
forms.

T1/TP1 Review tab

The T1/TP1 Review tab allows the setting of the Variance Thresholds, using the criteria of
Dollar and/or Percentage.

U icdule Options 7 x
i 12009 T/TPI ¥ 320172020 T2 'r] fe 52019 THTPESE ¥ | R z2019F | *
W 1208 TP
W 22018 T1/TR Browse

N 27 TR

[ 2016 T1/TP ng Variance Disclaimer T1/TF1 Review
@ 205 TR ' Language

3 2014 T1/TP1 d slip descriptions ® English
2013 T1/TP1 ::ﬂanaftion descriptions O French
= rea form noles
el 2012T/TR d preparer initials
21 T/TF d partner initials

d 2010 T1/TP1 d resdewer initials
Bl 2009 T1/TP1 d authorization guestion
2002 T1/TP1 d Elections Canada question

) f foreign property quastion

1@ 207/ dfiles to seme location as previous year

<@ 2006 T1/TP dinvoice description of serices oK

o @ 2005T1/TPI H T100 information | 0K |
. 2004 T1/TP1 t el ﬁuthnriraﬁnn Cancel

if| @ 2003 T/TP1 Help

: B 00:TiTe
Medule Options T s

W 12019 TR
File Template

v ([ 3201720202 v | (&l 52019 THTPE4 w | @4 Z2019Fx ¢ [

| Browse

General Datalocking “ariance Disclaimer T1/TP1 Review

& Carry forward files
B Carry forward slip descriptions
[ Carny forward donation descriptions
= Carry forward free form notes
O Carry forward preparer initials
O Carny farward partner initials
O Carry forward reviewer initials
O Carry forward autharization question
[ Carny forward Elections Canada question
O cCarry forward foreign property question
O Carry forward files to same location as previous year
[ Carny farward invoice description of senvices
O Carry forward T10D information
& RCEHY default lewel authorization

~ e

Language
® English
O French

Cancel

Help
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Using Templates in ProFile

Templates allow preparers to save time and effort by creating commonly used
communications that can be sent to one or more clients.

Selecting templates:

1. Select the Templates option from the Options drop-down menu in the
top toolbar.

The Template Editor window displays.

Using templates

The template list includes the most-common communications required by
preparers including engagement letters, client invoices, and payment emails.

Both French and English templates are provided.

1. Double-click any template; the template opens in the editor pane.

2. Edit the template required and save for future use or additional editing
and customization.

Tip: Press F1 on any field in the Template Editor to learn more about its
function.

~

Wil Template Editor ? x

@iemeTiTel | ao0ir2020T2 w5209 THTRe4 w | @ Z2019FG v

Base Template Directony

C\Users1 \Documentsiyy ProFile DatalTemplates Browse
Name Language Description Type Filenamea ~
Afiach English Aftachments Default 2019 T1 Attachments RTF

Engage English Engagement letiar Diefault 201971 Engagement Lettar RTF

Userl English User letter 1 Default 201971 Userl RTF

Dletter English Deceaszed client leter Default 2019 T1 Deceased letter RTF L]
< >

Template Farameters

MName: Attach A4 Use defeult template

Description Attachments

Erint Condition:

File Path 201971 Amtachments RTF Browse
EditTemplate Delete Help Close

I, {ClientFirsthame} {ClientLastName}. authorize the trustee, {DC305.s[1]}. to complete and file with the Canada Revenue
Agency (CRA), my post-bankruptcy income tax return for the tax year {TaxConstant{"CurrentTaxYear")}.

Also, | authorize the CRA to send to the trustee any refund resulting from the mnent or r nents of my
post-bankruptcy income tax return, and to have that refund included with my property to be distributed under section 67 of
the Bankruptcy and Insolvency Act.

(bankrupt's signature)

SIN: {DC905.S[12]}

|| Base Template Directony

Click on the [Browse] button to ERNDocumentsi by PraFile Datah, Templates
specify the default location for

RTF template files. To select a
different pathway for a particular
template, select the template
from the list and click the
[Browse] button at the batton
Ti

Language Description
English Aftachments

English Engagement letter
Frrlish Llsmar letter 1
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Using Form Selection in ProFile

Form selection overview

The Form Selection menu allows preparers to set print options for forms.

Selecting templates:

1. Select the Form Selection option from the Options drop-down toolbar
menu.

The Form Selection menu displays.

Using form selection
A list of print options displays in the Form Selection menu.

This list includes the ability to set the print options for File, Client, and CRA.
Individual forms are listed, including the option for setting language.

Toggle any box to activate a print option for the particular form.
At any time, you can restore your defaults by clicking the Set Defaults button.

Tip: Press F1 on any field to learn more about its functionality.

r,ﬂ Form Selection l B |
1206 T TP W] 320152017 T2 w | el 52016 T3 v
Print Job Form Selection Details
o st
Status after printing B B B [T [T Printthese sets
[ Take snapshot T E E [ E Archive these sets (PDF)
Change the status to T B [E [ [E  Emailthess sets (PDF)
I E [E [ [E  Duplexsets
Prirt Set Marmes T EE F E  Reviewrmarks
1- File I E E F [E  d4perpage
L@l ®C® Language
£ Cient Find Forrm
3 CRA —r
DCans ankruptcy -
4 E Ti-1.2 T1 jacket-pages 1.2
G T1-3.45 T1 jacket-pages 3,45
T1 Condenszed T1 Condensed jacket
Frinting Tips E T11ea Income tex return for electing under...
Find Form El RC1-1 Discounting transaction - pages 1
< Uponfinding aform, RC71-2 Discounting transaction - pages 2
:Z?E‘;'?‘Tah keyto T1132 Alternative address autharization
. E T13s Foreign income verification statem
E Tzzoi# Disahility tex credit cerificate
=1 Federal Tax
e 52 Amounts transterred from your spo
o E =3 Capital gains (or losses)
El S3MR Capital gains (or losses)
=2 Statement of investment income il
Selectthis jokb when
(EFILE=D)
l 818 ] [ Carry-forward ] ISel Defau\ts] [ Cancel I I Help

| | :

Assign a descriptive name to
each of five print sets in a Print
job.
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Setting Pricing in ProFile

The ProFile pricing feature provides a convenient method for preparers to set

costs and bill clients for services.

Getting started with pricing:

1. Select the Pricing... option from the Options drop-down menu in the
top toolbar. |

The Pricing Schedule window displays.
Pricing options:

1. Select the module for which to set pricing options for (for example, T1).
The current and previous tax year pricing displays.

2. Enter information for the GST registration number, invoice number,
and GST/HST/PST rate.

Select the invoice type: Detailed, or Brief.

Select the invoice methodology: by Schedule or Hour.

a > »

Insert costs for services (for example, basic charge, capital gains, etc.)
6. Click the OK button to save the pricing information.

Carry forward pricing:

Pricing Schedule . v ? B3
GST Registration Number: GET/HST rate 0.0
Mext Invaice Mumber: FST rate 0.000
[ Automatically Increment Invoice Mumber
i 12016 T TP [ 2 2076 T1, TP [ 3 2014 T1 TP | @ 42003 T1/TPT [ 5 2012 T1/TP1 [ 6.2l |
Invoice type: Detailed [ ] Brief invoice by: [ | Schedule [ ] Hour -
T1 Basic charge paper filed 0.00
Tl Basic charge glectronically filed 0.00
S1 Federal tax calculation per schedule 0.00
52 Amounts transferred from your spouse per schedule 0.00
S3 Capital gains (or losses) per schedule 5.00
S3 Capital gains (or losses) per item 0.00
54 Statement of investment income per schedule 0.00
54 Statement of investment income per item 0.00
S5 Eligible / infirm dep / caregiver amounts per schedule 0.00
85 Amount for an eligible dependant per claim 0.00
85 Amounts for infirm dependants per claim 0.00
55 Caregiver amount per claim 000 _
’:‘ S - - = frl'l. * = == 13
Ok, I I Frint I [ Carry Forward ] I Cancel I I Help

ProFile lets preparers carry forward pricing from previous tax years to the current tax year.

1. Select the previous tax year (for example, 2019 T1/TP1). Review the pricing for services.

2. If the same pricing is to apply to the current tax year, click the Carry Forward button.

3. Click OK when asked to carry forward prices to the current tax year.

The previous tax year pricing displays in the current tax year. It can be changed at any time.
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Using Flexible Licensing in ProFile

Flexible licensing temporarily suspends a ProFile license on one computer in order for the license to be activated on another computer... without having to
delete the license or purchase an additional seat.

For example, you can suspend your Profile license on an office computer and activate the same Profile license on a laptop in order to meet with clients in the
field. When you return to the office, simply suspend the license on the laptop and resume the license on your office computer.

What is a Seat?

The number of seats determines the maximum number of users that can be activated on the Product Code and License Key combination. When you purchase
a base license, you get one seat. When you purchase additional licenses, you get an increase to the number of seats that can be activated on your license.

What is required to use Flexible Licensing?

Flexible licensing requires:

» Tax year 2016 or later license (earlier tax years are not supported at this time)
» ProFile version 2016.0.3 or later
 Internet connection during activation and suspension of license

Can | still work offline?

Yes. Once you have activated your license you can use ProFile without an Internet connection. Features like Auto-fill my return and EFILE will still require
an Internet connection to work.

What does Flexible Licensing cost?
There is no cost for flexible licensing. The feature is included as part of your license purchase.
How many machines can | install ProFile on?

Unlimited. ProFile is a free download, but the licensing determines what can be done with the program. You can add your licenses to as many computers as
you wish with flexible licensing, but you can only have the number of licenses that you paid for active at the same time.

Is Flexible Licensing going to be ON by default?

No. The flexible licensing option is activated manually.
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Flexible Licensing: Enable during Activation

Flexible Licensing can be enabled during the ProFile activation sequence, for preparers who want to start using the feature right away.

Enabling Flexible License during Activation:

1. Enter your product code and license key during activation.
2. Click the Next - Setup Flexible Licensing button.
The Flexible Licensing Settings window displays.

3. Click the Enable flexible licensing on this computer check
box. Select either the Manual or the Automatic mode button
to activate your choice.

4. The Manual mode displays the choice of two additional
options:

o Prompt me every time when | close ProFile —
selecting this option results in ProFile prompting the
user to suspend your license when closing the
application

o Don’t prompt me. I’ll do it manually — selecting this
option requires the user to suspend their license
manually
themselves when closing the application

5. Click the Save button to save your preferences.

p
¥ il ProFile Flexible Licensing Settings

INTUIT ProFile

Flexible Licensing Settings

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

Flexible hcensing allows you to temperanly suspend your tax year 2016 ProFile hicense from one
computer S0 you can use it on another computer. Learn More

[¥ Enable flexible licensing on this computer
Manual - This option will require you to confirm that you would like to suspend your ProFile
licenses when you close ProFile.
Pick one
' Prompt me every time when | cioes ProFile @ Don't prompt me. I'll do it manually

Automatic - This option will sutomatically 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 functionalty to work your computer must be connected {o the intemetl
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Flexible Licensing: Suspending the License Automatically

The Automatic mode automatically suspends or activates your licenses when
you close and open ProFile, respectively.

Note: A working Internet connection is required to suspend a license.

Suspending the License Automatically:

1. Select the Configure Flexible Licensing option from the Help drop-
down menu in the top toolbar.

The Flexible Licensing Settings window displays.

2. Click the Enable flexible licensing on this computer
box.

3. Select the Automatic mode button.
4. Click the Save button to save your preferences.

5. Close the ProFile application, either by clicking the X icon on the
application or by selecting the Exit option under the File menu.

The ProFile application closes.

6. A message displays indicating that your license is suspended on the computer.

-

L

~ i
¥ il ProFile Flexible Licensing Settings |

INTUIT ProFile

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

Flexable hcensing allows you to temperanly suspend your tax year 2016 ProFile license from one
computer S0 you can use it on another computer. Learn More

[¥' Enable fiexible licensing on this computer

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

Pick one
+ Prompt me every time when | closs ProFile '@ Don't prompt me. I'll do it manually.
Automatic - This option will sutomatically suspend and activate your licenses when you
open and close ProFile
You can access these settings by clicking the Help > Canfigure Flexible L ing menu item above
Please Note: In order for this functionality to work your computer must be connected to the internet.

Your licenses have been successfully suspended on this
computer.

See You Later!

ProFile will now close ..
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Flexible Licensing: Suspending the License Manually

Manual suspension occurs when the user suspends the licensing themselves in ProFile. .
Suspend Licenses X

Note: This process needs to be undertaken each time ProFile is closed to ensure the
Flexible Licensing is properly suspended. Proper suspension ensures the license can be @ Would you like to suspend and work from another
activated on another computer. computer?

If you do not want to see this message every time you can change your

flexible license settings here. Change Settings

Suspendlng the License Manua”y: *Please Note: In order for this functionality to work your computer must

. . . . h
1. Save any files being used in ProFile. Heconedlen Wihe Intemet

2. Click the X icon in the top-right corner of ProFile or select the EXit option “

under the File drop-down menu.

A prompt displays asking if you would like to suspend your license and work on another
computer.

3. Select the Yes option.

A message displays, confirming the license suspension can proceed.

A confirmation message displays when the license is suspended.
g play P Your licenses have been successfully suspended on this

computer.
See You Later!

ProFile will now close ..
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Using the Client Explorer
Database In ProFile



Setting Client Explorer as the ProFile Database

ProFile users can set and use Client Explorer as the database when preparing client

returns.

Setting Client Explorer as database:

1.

2.

Open ProFile.

Select the Database option from the Options drop-down menu in the top toolbar.

The Database/Client Explorer Options window displays.

3.

4.

8.

Select the Use Client Explorer option; the Client Explorer menu displays.
Select the Personal Server or Shared Server option.

Select the folder path if a shared server is being used.

Click the Setup Wizard button to create a shared server.

Click the Advanced button to explore additional options, including the handling
of clients with no SIN.

Click the OK button when completed.

The Client Explorer is set as the database option.

Database / Client Explorer Options

7| 2

None @ Use Client Explorer

Client Explorer Options
FroFile Database Serverio use

@ Fersonal Server (Onky vou can use)
Shared Server
Database 1o use

Database MName Fersonal datahase folder

@ MNaone ) Use Client Explorer ) Use Classic Database
Mo Options
[ Ok, ] ’ Cancel ] [ Help ]
I Database / Client Explorer Options M

Use Classic Database

FROFILEDE CAUsers TR, Cocuments\ My FroFile Detal\Data...

. Clear

[Ba‘lch Opiinns...] {Mvmced >>:

[ Setup Wizard ] |T| [ Cancal ][ Help
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Using Filters in Client Explorer

By default, the Client Explorer displays all files regardless of the type of
return, taxation year, or status. Filters allow the display of only those files
that meet the criteria preparers set, such as those which have been filed or

those which are still outstanding.

Viewing Filter options:

1. Select the Client Explorer option from the Goto drop-down menu in

the top toolbar.
A list of all available returns for clients displays.

2. Click the Filter button.

View [ Al Clients

v| F Save View

Details

Actions

| Openfiles
CRA Impaort
Build EFILE...

== Printfiles...

Print forms in the files...

Clear selection
Selectall

White, Dan
SIN
544-493-927

Search By | Client name -

Al | g h 5 d =] f

015 ProFile: NoName 15T

n. David

015 ProFile: T2205_65.15T

Jan

016 ProFile: Brown, Dan 16T

Jan

9

Inclex

¥ Fiter [0 )

Search

h i i k. | m | n =}

Hunter, Jack

Files
O i.d 2016 ProFile: Hunter, Jack 16T
O & 2015 ProFile: Hunter, Jack.15T

John, Alexis
Files
O & 2015 ProFile: T2205_160.15T

Jorden, James
Files
| i.l.‘ 2016 ProFile: Jorden, James 16T

The filter window displays at the bottom of the ProFile program. The filter pane contains all filter options for clients and their returns.

Options for filtering display in individual tabs and include:

Available tax years

Modules (for example, T1, T2, etc.)
Client Status

EFILE status

SEND status

EVENT

Filters (Mot Applied)

T Tz T3 Fx
I vears Client Status T1 EFILE Status
S Wame Wl Unknown Wl Unkngwn
T @205 _| I Carried forward J Mot eligible
V12014 = Nl'%Workin process VI Eligible
2013 J'Waiting for client  |=| M Ready to transmit
J 2012 I In preparer review JI Transmitted
S 2011 Y1 In partner review J Accepted
S 2010 Y| Ready to print VI Mot accepted
u 412009 = I Printed - W Paperfiled

TF1 EFILE Status
I Unknown

I Mot eligible

4| Eligible

VI Ready to transt
S Transmit Failec
I Transmit OK

J Accepted

V1 Mot accepted

-

=

SEMD Status

S Unknown

I Mot Eligible

VI Eligible

VI Ready to transmit
S Transmitted

S Mo debt

VI Debtunder $10
< Debt owver §10

m

1

S V| Show Spouse InList  Preparer
Mone Y| [¥]Show Competitor's File S
M7y Discounted
S MNa Jves
emzind iy

JIMNo

Pre-Assessed

J|ves

Advanced
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Using Filters in Client Explorer, Continued

Using Filters in Client Explorer: T1 EFILE Filtering Example:
Example: Filter for only T1 returns that are completed and ready to EFILE.

1. Select the Client Explorer option from the Goto drop-down menu in the top toolbar.

2. Click the Filter button; the filter window displays at the bottom of the window.

Selecting forms:

1. Select the checkbox on the T1 tab and clear the other module tabs by unchecking them. This displays only T1 forms.

2. Select the checkbox for the current year (for example, 2019) on the T1 tab and clear the checkboxes for all other years by unchecking them. This
displays only the 2019 tax year.

3. Select the checkbox for Carry Forward in the Client Status column and clear the other statuses by unchecking them. This displays only those
returns in the carry forward state.

4. Select the checkbox for Eligible in the T1 EFILE Status column and clear the other statuses by unchecking them. This displays only those returns in
the “eligible” state.

Applying filters:

1. Click the Apply Filters button.
2. Click the All tab in the Client view.

The current year T1 files that are eligible for EFILE display.
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Printing Reports in Client Explorer

The Client Explorer’s report function allows preparers to print data from ProFile returns.

Note: A query applies only to returns of a single type (for example, 2019 T1 returns).

Setting Client Explorer Report Parameters and Data:

1. Open Client Explorer in ProFile.
2. Filter returns by the necessary parameters (for example, tax year, module, status, etc.).
3. Select the Select All option under the Database drop-down menu in the top toolbar.

4. Select the Print Report option under the Database drop-down menu; the Create Report
window displays.

5. Click the Options button; the Report Options window displays.
6. Select the Fields tab.

The options display for creating a report, including column, rows, titles, and organization of report
content.

7. Select the data to be listed under each report heading.

Running a Client Explorer report:

1. Click the Save button in the Report Options window; the report parameters save.
2. Click the OK button; the Report Options window closes.
3. Click the Print option from the Create Report window.

The report compiles and is sent to the designated printer.

Create Report
e 3

The following returns will be added to the report

Client Mame Filename
Browm, Dan Chlsers DeskiopiMew folderyHUEB Link testing 1% Sample File

Brown, Dan ChUsers DesktopiMew folder\MyProfileDatal 2016T14Brown,
Brown, John ChUsers DesktopiMew folderihyProfileData’ 2016T 14 BErown,
Chow, Jason  ChUsers DesktopiNew folderivyProfileDatal 2016 T 1 Chow,
Hope, Kathy ~ ChUsers DeskiopiMNew folderihyProfileDatal2016T14\Hope,

Hunter, Jack ChUsers
Jorden, James Ch\Users

DeskiopiMew folderyMyProfileDatal 2016714 Hunter,
DesktopiMew folder\MyProfileDatal 2016T 14 Jorden

Ming, Cheng ChiUsers Desktop'\Mew folderihyProfileDatal 2016T14Ming, C
Sing, Hardeep Ch\Users Deskiop'\Mew folderi\WyProfleData\ 2016T1\Sing. F
Srmith, Wil ChlUsers DeskiopiMNew folderiMyProfileDatal 201614 Smith, *
Starr, Baniaz ChUsers DeskiopiMew folderyMyProfileDatal 2016 T14Star. E
Strong. Karen  Ch\Users DesktopiMew folder\MyProfileData’ 2016T14Strong,
test], test ChUsers Desktop'Mew folderihyProfileDatal 2016T14NaMar
‘hite, Dan ChlUsers Desktop'Mew fold erykyFrofleDatal 201671 White,

4 m b

Print H Cancel H Help l

',(j Report Options - v | — - M‘
|Header| Fields |F00ter |F0rmat|
Column: Add Delete
et Row
4| Add
Ingert
Delete |
Tile 1
Load ] [ Save ] [ Ok ] [ Cancel ] [ Help ]




Using Mailing Labels in Client Explorer

"Labet Seiection D et
ProFile’s Client Explorer provides preparers with a simple and convenient method for 120 T/ TP v | fed 512 k&) 42016 T3/TP64E ']
printing mailing labels. Label Type Label Details
l12-294 Awvery Laser Tags -Manila 12-294 Avery Laser Tags -Manila
Choosing a mailing label: S Labels Across | &
1. Select the Setup Mailing Labels... option from the File drop-down menu in the Labels Down . :
top toolbar. | |— Side Margin 1" :
. . . Taop Margin 05" :
The Label Selection window displays. —| == bl Width T
2. Select the return type (for example, T1) and tax year (for example, 2019) from —| = Letoel Heigl L 3
the tab menu. Harizantal Pitch 413" :
| |== Wertical Pitch 25" :
3. Select the Label Type from the drop-down menu. Continuous Feed
. - I Mew Label ] [ Ok ] I Cancel ] I Help ]
Creating a new mailing label: i |
1. ClickI t?e New Label button; the Label Details fields activate and Label Selection Label Details
opulate.
Pop W 12016 T1/TP! v|isTe UserLabel 1
2. Enter the specific measurements for the label in the Label Details Label Type

fields.

l1 2-294 Avery Laser Tags -hanila

°]

3. Save the name of the new label in the Label Details field (for

12-294 Awery Laser Tags -Manila =
12-295 Awvery Laser Tags-White

Labels Across

Lahels Down

12-296 Awvery Laser Tags Manila
example, T1 2019 Label). 12-287 Awery Laser Tags-white Side Margin 167"
2160 Averys Addressing 2
4. Click the OK button; the label saves and the window closes. 2162 Awery Addressing Top Margin 1"
2163 Avery Address/Shipping
2164 A Shippi - ; "
‘,EP’ 'Pp'ln_lg = Lahel \Width R3Y
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Using Mailing Labels in Client Explorer, Continued

Printing mailing labels:

1.
2.
3.

Open the Client Explorer database in ProFile.
Select the client for which the label will apply.

Select the Print Mailing Labels option under the Database drop-down menu in the top toolbar; the
Print Labels window displays.

Select the number of labels to print under the Copies field.
Select the checkbox for Print only one label for coupled return? if required.

Click the OK button; the label(s) print.

Print Labels %
Copies |1 o [[Collate
Frint only one label for coupled ret
Start Label
===
===
] 4 H Cancel
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Batch EFILE in Client Explorer

ProFile users can build and EFILE files to CRA for multiple clients and returns at once. Doing so creates a “batch”, a set of individual and client files ready
for EFILE, which ProFile sends to CRA or RQ all at once.

Batch and transmit files:
¥4 File Database Goto Form Options EFLE O

1. Open Client Explorer in ProFile. —
AGE R AR - § R

2. Select the type of EFILE operation to perform from the drop-down menu; ProFile filters the list of

files to reflect only those with the selected status (for example, T1 - EFILE Eligible). Yiew Al Clerts ﬁ

The list of eligible files displays. Detads | Contact View Chert ¢

O ot =7
200 !

3. Select the files to include in the batch transition.
T1 - Camyforwand 1o Cument Yeu

4. Right-click on the selected files and select the Build EFILE File... option from the menu. Select }f ; CM’ '3:," Ready to Print ptures
The build window displays. m“m yiews PFie A
. . . ABC Company L
5. If necessary, specify the type of EFILE file to create, or the agency, data type, or slip type. Files
. M bl ProFie A
6. Click the OK button.
The EFILE files build; the build status of each return displays as Successful or Failed.
SeachBy Cent name v a
7. Click the red X to display the issue with the Failed return. Click the Transmit M a]bloldlslilolnliliixliInlnlolrla
now button; the files transmit to CRA; you can also select the Transmit later
option. Bonnett, Homsh
Files
[ L) 2013 ProFile: Benetie, KA 05 Fites
l.-n,m Kitan | Canry Forwerd Files
[2] i) 2013 ProFie: Bernette, Ha M“‘:ﬁ""
TR | Edut Che etads
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Batch EFILE in Client Explorer, Continued

Transmit batch files at a later time:

1. Select the Transmit later button when prompted during the batch process.

2. When ready to EFILE, select the EFILE Online Batch option from the EFILE drop-
down menu in the top toolbar.

ProFile searches the EFILE folder and sub-folders for any unsent transmission files and displays
those meeting the criteria.

3. Select the files to EFILE and click the OK button.
The EFILE files build; the build status of each return displays as Successful or Failed.
4. Click the red X to display the issue with the Failed return.

Note: CRA stipulates a two-second pause between the EFILE of each file; this may result in a
slower-than-expected process to EFILE for customers with a large number of files in a batch.

Build EFILE On-Line file: 324278761.TAX u

) Bernette, Kran Successhd
) Bermett, Hameth Successhd
4 ) Crozs, Red Faded

EFILEROD1003 Thes retum has prevent fing audd mes

Clent  Cross, Red

Fie C\Wsers\Mchael\D ocuments\My ProFide Data\201371\Cross 137

Status (Only successiul tdes have been bult and moy be
Yronsmeltod,

Transme now Transm later Cancel
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Carry Forward TaxCycle
Returns in ProFile



Carry Forward TaxCycle Returns in ProFile

What years are supported for conversion?

T1 module supports T1 2018 files. T2 module supports T2 2016 and later files.
Is there a limit on how many files can be converted?

There is no limit on how many files can be converted.

Who can convert TaxCycle client files to ProFile?

File conversion is available to current year customers only.

How long will it take to convert my client files to ProFile?

In most cases client files are migrated within an hour, depending on the number of client files uploaded. Users receive an email from ProFile indicating when
the conversion is complete.

What data gets converted during the conversion process?

The conversion process does not produce a complete or accurate prior year tax return for side-by-side comparison. ProFile converts pertinent data to next
year's tax return; conversion is not a 1:1 transfer of data to reproduce the same tax return for the same year.

The converted files provide a starting point intended to be transferred to the next year's tax program and the data in the converted file should not be changed
in the prior year tax program.

How is this different from other carry forwards?

TaxCycle carry forward works differently from other carry forwards. A technology is used that allows for faster field mappings and an improvement in
comparison between TaxCycle and ProFile returns. The result is a faster and more-accurate carry forward experience.

How long are my client files saved on Intuit's network?

Client data is used for conversion purposes only. After the data is converted, a copy is maintained for conversion backup purposes and is destroyed after a 30-
day period.

Ensure you download your files within 30 days of conversion or you will need to repeat the conversion process. See section "Download converted client data”
below for the steps in the download process.

Why were some of my files not converted?

There can be several reasons why a TaxCycle client file did not convert:
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Carry Forward TaxCycle Returns in ProFile, Continued

The file may not have been in the correct folder

The file may have been locked or password-protected
The file may be corrupted

The file may be missing critical data

The affected files can be corrected and resubmitted.

What fields are supported and unsupported?
Supported fields include:

All taxpayer information, including taxpayer, spouse, dependents, corporation, etc.
All-important carryover amounts that can be obtained

5-year, comparative summary, installments schedule

Capital cost allowance

Loss carryover amounts

Unsupported fields include:

e Quebec TP1 and CO17 tax information
e Amounts that are not relevant to next-year tax preparation
e Some provincial credit carry forward amounts
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Carry Forward TaxCycle Returns in ProFile, Continued

Copying TaxCycle client data:

1. Create a new folder under your computer’s C: drive titled conversiondata. This folder may

already exist on your C: drive if you have already updated ProFile to version 2019.2.0 or later.

2. Navigate to the folder containing the TaxCycle client files to carry forward. You can find this
location under Options > Files and Folders in your TaxCycle software.

3. Remove any locks or password protection from the files to carry forward.

4. Copy and paste the files to carry forward to the new C:\conversiondata folder you created.

Submit client data for carry forward:

1. Click the File menu in ProFile.

2. Select the Submit Client Data for Carry Forward... option under the TaxCycle Carry
Forward... menu.

The Sign In window displays.
3. Sign in to your ProFile account.

If you do not yet have a ProFile account, click the Create an account link at the bottom of the Sign
In window.

Note: You may be prompted to log in to your ProFile account a second time during the conversion
process: this is a normal behavior.

A secure connection is established.

s

o Sign ‘m
@ proconnect.

Sign in

lamtestpass-profile@mainator. com

Please want

Piease want while we establish a secure connection for you
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Carry Forward TaxCycle Returns in ProFile, Continued CTRpmm—— - x

Welcome to Intuit Carryforward Wizard

The Intuit Competitor Carryforward Wizard displays. ProFie P Yo CaMTY [T Yot GALa rom your xSing 8 soareto ntut

Please read the instructions carefully on each screen 10 successtully carry forward your
data

4. Click the I am ready button to proceed. The module selection window displays.

5. Select the applicable module from the drop-down menu, corresponding to the files to
undergo conversion for the carry forward process (for example, TaxCycle T1).

Note: Each module’s files must be converted separately; it is not possible to convert T1 and T2
files at one time.

6. The carry forward wizard reads and displays files matching the selected module from

the C:/conversiondata folder. Please Note that not all data wil be carmied forward. To know more about the supported
and non-supported fields click here
7. Select all files to undergo conversion prior to carry forward. m

€ intuit Camyforward Wizard - X &5 intut Camyforward Wizard - X
The following client files will be sent to Intuit to be carried forward

Deselect the files you DO NOT want to carry forward

& Select All

§2 BlankStanleyRandomman. 201871 Select the module you are carrying forward

£ BiankStanieyWithSpouse 2018T1 ik z

& T1TC001 (AB) 201871

£4 T1TC002 2018T1 |TaxCycle_T1

& T1TC003 (MB) 201871 iTnCyclo-T?

4 T1TC004 (QC) 2018T1 Instructions

£ T1TCO0S (ABIL).2018T1

& T1TC006 (BusAuto) 2018T1 Please follow the instruction below before you click Next on this screen

£ T1TC007 (FTC and Foreign).2018T1 1

Copy TaxCycle files that you wish to camyforward. You can find the Slepath of the TaxCycle files under

&4 T1TC008 (Instaiments) 2018T1 Options -> Files and Folder in the TaxCycle sotware

4 T1TC009 (BC) 201871 2 Make sure you have removed locks and passwords from the TaxCycle chent Sles that you wish to

T1TC0O10 (MBS2) 2018T1 carryforward

[ T1TCO11 (NB).2018T1 3 Create ¢ \conversiondata folder and copy TaxCycle Sles mto the newly created ¢ \conversiondata folder
‘@T17C012(NS)2018T1 S 4 Once you have copied all your TaxCycle fles 10 ¢ \comversiondata folder chek Next

ﬁnso ﬁ&o v;'Aau only ihomng TaxCycle T1 files available in the ¢ Iconmsnondaa“

folder. If you are not seeing all your TaxCycle T1 files that you wish to carry forward Ploase Note. For T1 we are only supporting T1 2018 fles For T2 we are supporting T2 2016, 2017, 2018 and
make sure you copy all the files you intend to camy forward into ¢ /conversiondata 213 fes

folder

53



Carry forward TaxCycle returns in ProFile, Continued

Note: Only files in the C:/conversiondata folder display for selection. If you do not see a file
that should be converted, ensure it has been copied to the folder.

8. Click the Next button; the selected files begin conversion. Most jobs will complete
within minutes, so you can minimize this window and work in ProFile as the
upload/conversion takes place.

ProFile emails a notice that conversion has begun.

9. You can click the Cancel Job button at any time to cancel the conversion. Conversion
may take several minutes depending on file size and the number of files being
converted.

A progress bar displays conversion progress.
A Conversion complete message displays when the files are successfully converted.
ProFile converts the TaxCycle files to a ProFile-compatible format.
ProFile emails a notice that conversion is complete.
10. Click the Close button.

The Conversion summary window displays.

B intut Carmyforward Wizard

Job 10 TaxCycle_T1-2018- 6332
Current Status. Successfully converted. Downloading files

Please Note, we are downloading your converted files (it may take a few minutes Please do not close this

window)

Coerversion log

Downloading convened fles

Conversion complete. Successful «3, Fadures =0
Extracting file #3 of 3

Converting files

Upload successiul

Uploading Ses for conversson

Cancel Job

Carry Forward Completed

Total Files Converted . 233

Total Files Failed 0

Open Destination Foider Finish

# Tax Cycle to ProFile Caery Forward X

B intuit Camyforward Wizard

Carried Forward data downloaded successfully.

We are done downloading your carried forward files

close this window

You are just one step away from compieting the carry forward process

Go to ProFile and we will notify you once your carried forward files are
availlabie to be viewed. It might take a few minutes You can go ahead and
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Carry forward TaxCycle returns in ProFile, Continued

11. Click Open Destination Folder to review the converted files in the TaxCycle folder; the location will be C:\Users\[local user]\Documents\My
ProFile Data\TaxCycle\[module].

12. Click Finish.

Note: It is not possible to customize the file path destination for the input (the conversion data folder) or the output (My ProFile Data\TaxCycle) folders at
this time. If you need to save files on a network or other location, you must move them to the desired location following the conversion.

You may now open the client files in ProFile for further work or electronic filing.

Review our full support article for information on troubleshooting errors and downloading converted client data.
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Batch Carry Forward Files

Carry forward of batch files is an option available in ProFile that easily brings previous
year’s returns forward into the current module.

1. Open Client Explorer in ProFile.
Client Explorer displays a list of tax return files.

2. Click on the Filter button; the filter menu displays at the bottom of the Client
Explorer window.

3. Select files to carry forward (for example, all T1 files) and the previous year (for
example, 2019) from the checkbox menu.

4. Click the Apply Filters button; the filter displays all files meeting the selected
criteria.

5. Click the Select All link on the left-side menu; all files select.
6. Click the Carry Forward Files option on the left-side menu.

The files carry forward.

B Save View U Filter | Index

ht narre v] Ses

sldfeltlalnlililklt]m]n

Filters (Mot Applied)
@7 [OTe [OTs O |

= ears Client Status Slips Status

2my = W Unknown - @ Magmedia

J| Carried forward = Print
2015 = M'Woark in process i
2014 wWaiting for client |5 ¥ MR
: ST4

2013 S n preparer resiew S

eme I In partner review - T4A

2011 7| Feady to print TAANR
& D200 - W Printed =|| [ i
Details % | ESearchBy |Clientname
Actions 2 Al la|b|e]al]

S (e files
=3 _Carry forward files...

Frintfiles...

Erint farms in 1 Carry forward selected files in batch r'm:u:le.k

Details b4
Actions €<
Select all
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Batch Printing Forms in Client Explorer

. ) . . . . . AR RA"ER . « [ f B
It is easy to print pre-configured print sets for multiple clients at the same time.
. . Al Clerts
Printing forms for a group of clients: X -
1. Open Client Explorer. DS ] “oréoct View o]
H-CmdhoCmﬁYu c|dl
2. Select the designation for clients in the drop-down list (for example, T1 - EFILE Eligible); the ﬁ'g‘u Eioble
clients matching the designation displays. 12 - Ready to Prnt '
Select T3 - Ready to Pint
3. Select the clients to batch print. T1 - Cument Yoas - Ready 1o P vlrae Anc
4. Select the Print file option from the Database drop-down menu. ABC Company Limt
Fies
ProF_iIe aut(_)matically selects t_he for_ms to print for each file ba_sed on the print job aqd print setting_option:_s ¥i Fie [Ditibate] Goto Form Options EFLE (
configured in the Form selection window. For example, ProFile detects that each client selected will receive T‘:"“‘ ’
an “overdue invoice” letter. ’ ’
Carry Forward Files
The files print. Edet Client Details
Print Forms in File... =n
- kWes )
j Print files
! Puinting hile
f Foed Michael 127
[ |
t 1 o1 |
) |
Pause | Concel
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Batch Printing Forms in Client Explorer, Continued

Printing the same forms from each file:

It is simple to print the same form for multiple clients at once in a batch. For example, a ProFile user Y Al Clert: |
may want to print a form for each client so that it can be mailed for the client’s signature.

Detads nam
Note: When printing forms from multiple clients at the same time, you can print only forms from sy
files of the same module and year. :;g’"“““‘m Cunent You c|dl
A 1. Ioble
Printing forms: 12.%25,‘.0%

. . . . . .. Select T3 - Ready to Pint
1. Select the designation for clients in the drop-down list (for example, T1 - EFILE Eligible); m s

the clients matching the designation displays. T1 - Cument Year - Ready to Prnt ¥ bFie ABC

ABC Company Limt
Fies

Print Selected Forms ?

Heagetwe&nnmd&nfum&sdywwaﬂd&e
The Print Selected Forms window displays. to print from the selected files

2. Right-click in the client list and choose the Select All option from the menu.

All forms are selected.

3. Select the Print Forms in File... option from the Database drop-down menu.

4. Enter the name of the form to print (for example, t2038). [| |

Note: To print several forms, enter them all with a semicolon as a divider between each form (for
example, t2038; t2036). Ok Cancel Help

5. Click the OK button; the forms print.
Print Selected Forms ?

Please type the names of the forms that you would like
to print from the selected files

t2038:12036

Ok Cancel Help
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Using Queries in Client Explorer

Note: A query applies only to returns of a single type (for example, 2019 T1 returns).
The Client Explorer’s query function allows preparers to produce a list of files with
specific values for batch printing or to include on a report. Queries can also select data to
export or to select files that require mailing labels.

The query function filters the client list to compare fields and display the matching client
files. A query can be applied for any field in the client file, including client city, debt
level, return status, or age.

Query example:

A preparer wishes to select all clients who have birth dates prior to January 1, 1934, but
later than December 31, 1932: these are the clients who turned age 69 during 2002.

Running a query:
1. Set Client Explorer as the database option in ProFile.
2. Open Client Explorer in ProFile; a list of clients displays.
3. Click the Filter button; a list of options displays.

4. Select the module to be queried (for example, T1) and tax year to be queried (for
example, 2019).

5. Click the Advanced button; the Advanced Filters window displays.

6. Click the New button; the Advanced Filters window expands to display the Add
button and three Conditions for queries.

7. Click the Add button; the Add Condition window displays.

Advanced Filters - m
Cluery name
[ND Query -
New De Rena
Ok l I Cancel l
L
Advanced Filters - lilﬂ—hJ
Cuery name
lNew Query -
hew Delete Rena
Conditions
@ All are true ) Any are true () Free farm expressian
Add Edit Delete
[ Ok l [ Cancel l
Add Condition — - (2
Caondition
Field Name
Condition is egual to =
Cormpare to
; E _
is notequalto
is greater than Cancel ] [ Help ]
is less than

i greater than or equal to
141 iz less than or equal to
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Using Queries in Client Explorer, Continued

Setting conditions for queries

In this instance, we will be querying client invoices for amounts no greater than $10,000.

1. Click the drop-down menu in the Condition field of the Add Condition window; a

list of conditions displays.

2. Select the condition necessary for the query. For example, you may be seeking value 41 ‘s 1223 han or equel o
“not greater than” the amount of $10,000. If this condition is selected, no amount

- -
= ?
Add Condition - . - . - e
Condition
Field Name
Condition ‘is equal to "
Compare to .
is E
iz notequal to
is greater than Cancel

iz less than
iz greater than or equal to

greater than $10,000 displays in the query results. Arelfondition sl %
Condition
. . . . . WIET ] Field Mame
3. Click the drop-down menu in the Compare to field of the Add Condition window; a conciian [l =
list of conditions displays. nagT || ComPEE
- . - - - - g EIeCT Mgl @ 1
4. Set the condition necessary for the query. For example, if you are querying invoices for | £4°="= _ - L)
- . . . . Parsonal Infa |TT Jacket | T1 Schedulas | Involce| .
billings of less than $10,000, select the appropriate invoice field to query. = ™
Field Name Description
ClientProvince Province
5. If this query will be used again at a later time, enter the query name in the Field Name CiientSIN Client SIN i |
- - ClientTitle Title B [
field (for example, Invoices less than 10K). CioerEhans Work phone number |
DeceasedDate Date of Death
6. Click the Add button; the newly created query saves in the query list. Ei;lf;umed E;f:;f;di%funfw -
N ) A N Jointinvoice Use jointinvoice? st
7. Inthe Client Explorer, click the Apply Filters button. The query runs and displays Jointl stter Client letter type E Fil
resultS tailingLabelAddress! Address 2
' [ ok [ cancel |[ Help [P
"Add Condition — S R
Conditian
Field Marme
Canditian ’is equal to ‘]
Field
Rumber ’ [ Add || cancel || Hep |

______7______Sumg — — |
Truth
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Using Intuit’s Hub and Link



Overview of ProFile Hub

Hub is a document management dashboard that helps you access customer information quickly and seamlessly so you may process returns more efficiently.
Within Hub, you can access client contact information, check the status of a return and review any notes that may have been added.

Within Hub, you have access to document management sources, such as Link, to help you gather information from your clients in one secure place. Hub will
be your one-stop shop for all of your data sources and much more.

What modules does Hub support?

Hub supports T1 and T2 modules.

Does Hub support Auto-fill my Return (AFR)?

Yes.

How does Hub work with Inuit Link?

Hub works effortlessly with Link, a user-friendly online portal that helps you collaborate more effectively with your clients to gather their information for tax
season.

Through Link, you can seamlessly create and send personalized requests to clients to request documents and information. You can also leverage templates
already created within Link or create specific requests based on previous year’s returns.

You are also able to send reminders within Link if you would like to follow-up on outstanding items.

Together, Intuit Hub and Link streamline document management in ProFile.

How much do Hub and Link cost?

Hub and Link are complimentary with 2016 ProFile and onwards. Customers need to have purchased a ProFile T1 or T2 module.
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Initial Setup of Hub

Note: Preparers should download the latest version of ProFile before
undergoing the Hub setup process.

Setting up Hub:

1. Open the ProFile application.

2. Select the Hub option from the Goto drop-down menu in the top
toolbar.

The ProFile Hub Set Up window displays.
3. Select the Enable ProFile Hub check box.
4. The options menu for Hub set up becomes active.

5. Select an option from the How are your ProFile client files
stored? section; preparers select Local Server or Network
Server for file storage.

6. Click the Browse button in the Where are your client files
stored? section.

7. Select the location where client files are stored; this allows Hub to access client information.

8. Click the Read files button.

The Hub interface populates with returns; these files originate from the location selected in the

Where are your client files stored? section.

© Profile Hub 5et Up

=

ProFile Hub Set Up

To use ProFile HUB you will need to link to your clients' files. During setup ProFile HUB will ready your files, so you may invite
and collaborate with your clients.

Enable ProFile Hub
How are your ProFile client files stored?
@ Local Server - only you can access

O Network Server — shared server on the network

Where are your client files stored?

Browse ‘

C\Users\—3 Desktop\New folder

Note: Currently, Hub and Link only work with Tax Year 2015 and 2016 T1/TP1 files.

Read files

) ProFile Hub

ProFile Hub

l Action(s) *

9. Select the applicable tax year from the drop-down menu to filter imported returns.

The list of client returns displays.

‘ 2016 b4
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Import Data via Auto-Fill my Return (AFR) in Hub

Note: A completed T1 Authorize a representative submission is Workflow
required before a preparer can import data to Hub via AFR. | | [w K B
Action hd A years W
D CLIENT NAME FILE NAME INTUIT LINK CRA IMPORT
Importing Data in Hub: Brown. Dan
D = ! m Brown, Dan.16T wite client &> Run CRA Import
1. Open ProFile. '
) ) Bl’r\Cj-Wn, Dan m Brown, Dan.16T Invite Pending £ Run CRAImport
2. Select the Hub option from the Goto drop-down menu in the :
top toolbar. O B;\o}\-.un, John B erovn. John.16T te client £ Run CRAImport
3. Hub opens, displaying the list of clients. Add a new client if
required. Profile Hub (7]
4. Identlfy the Cllent to Undergo data Import CRAIMPORT Ensure that the client(s) has completed the T1013. Do you
wish to continue with CRA Import?
5. Click the Run CRA Import link in the CRA IMPORT column.

A prompt displays inquiring to the completion of a T1 Authorize a representative.

6.

Click the OK button to proceed.

The ProFile CRA Data Import window displays.

7.

Complete the prompts; the data import process in Hub is identical to that in
ProFile from this point onwards.

Run CRA Import

[C] Do Not Show Again

¢ Learn more on intuit.ca

@ cRaDatalmpot | W W e AL =)

' |

: |

ProFile CRA Data Import

Quick. Easy. Secure -

b =] !

* Save time by automatically importing client information e e |

— T \

* Prevent manual data entry errors e |

* Ensure client data is always accurate and up-to-date _—_: I, —— I

fama ]

Launch CRA Website | [ Cancel l
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Using Filters in Hub

Hub allows preparers to filter the tax year of returns in the client list.
Preparers can view returns from specific years or from all years.

Setting filters in Hub:

1. Open ProFile.

2. Select the Hub option from the Goto drop-down menu in the top
toolbar.

Hub opens, displaying a list of clients.
3. The filter drop-down menu displays at the top of the client list.
4. Select the drop-down menu; a list of available tax years displays.
The All years designation also displays.
5. Select the applicable option to filter.

The filtered results display in the client list.

Action

e ‘ |2I315

[ CLIENT NAME

O

Simpson, Jessica

Action e 2015
All years

[] CLIENT NAME | 2016
2015

[

Simpson, Jes

INTUIT LINK

FILE NAME

m lessicaSimpson
V2.123.15T
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Using Checklists in Hub

Hub allows users to maintain a checklist of tasks and/or requests assigned to a client. This list generates automatically based on the client's prior-year return
that can be added to or changed as needed.

Reviewing a checklist: —" ——— D T

1. Open ProFile. : -
2. Select the Hub option from the Goto drop-down menu in the top o .
Ibar Engagement Letter Questionnaire @ ist (6)
toolbar. Edit Edit Edit
. . . . . . . [7] Do notinclud [Z] Do notindlud | Do notinclud
3. Hub opens, displaying a list of clients. Identify the client that requires e el s
a checklist for (for example, Brown, Dan). Click the Invite button
associated with the client. ancel
4. The Invite Clients to Use Link window opens. Select the Edit link from the Eait Document Checkls e
Checklist Option. New clients get a default checklist which can be modified here.
@ Add New Request
The Edit Document Checklist window displays. B DR otv e e ke o e o
CLIENTS | ReQuEST | AcTion
Alexis John T4 from your employer(s) ]
The checklist details the client, the individual requests made to the client (based on the T5 from your bank(s) i
previous year's requests) and the action that can be undertaken. Medical receip(s) I

Charitable donation receipt(s)

RRSP contribution receipt(s)

Previous year Notice of Assessment from CRA

Cancel Done
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Using Checklists in Hub, Continued

Deleting an existing checklist entry:

1. Identify the checklist entry to be deleted.

2. Click on the trash can icon next to the checklist entry under the ACTION T5 from your bank(s)
menu; the entry deletes.

=}

Medical receipt(s) il

Note: Hub users will not see a confirmation window; the checklist entry deletes

Charitable donation receipt(s) m
immediately.
3. Click the Done button. The checklist updates and the Edit Document
Checklist window closes. REQUEST | ACTION
4. Click the Invite button in the Invite Clients to Use Link window. T5 from your bank(s) i
The invitation with the checklist is sent to the client. Medical receipi(s) I
Charitable donation receipt(s) i
. ) RRSP contribution receipt(s) 111
Adding a new checklist entry: v
Previous year Notice of Assessment from CRA il
1. Click the Add New Request button in the Edit Document Checklist I -
window. I| UL

Edit Edit
[7] Do notinclude [] Do notinclude [7] Do notinclude

) ) ) Engagement Letter Questionnaire Checklist (6)
A new blank checklist entry field is created. @ E_df: ’ % %
2. Enter the new checklist entry (for example, Travel receipts).

3. Click the Done button. The checklist updates and the Edit Document Cance!
Checklist window closes.

4. Click the Invite button in the Invite Clients to Use Link window.

The invitation with the checklist is sent to the client.
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Using Questionnaires in Hub

The questionnaire template in Hub allows users to compile and send questions via email for clients to answer.

Questionnaire templates are customizable to the type of clients, their location, or any other need. Response types can include either “Yes/No” or “Open-
ended” responses.

Opening a questionnaire template:
1. Open ProFile.

2. Select the Hub option from the Goto drop-down menu in the top toolbar.

Hub opens, displaying a list of clients.

3. Identify the client to whom you want to send an engagement letter (for example, Brown, John).

4. Click the Invite button associated with the client.

ProFile Hub

| Search a client or a file | .'| @

l Action ~ ‘ |Allyears ~

[l CUENT NAME FILE NAME INTUIT LINK CRA IMPORT COMMENTS
Brown, Dan .

O = Brown, Dan.16T [& Invite Pending Run CRA Import Add Note
Brown, John X

D r Brown, John.16T L& Invite Run CRA Import Add Note
Chow, Jason "

O Chow, % 512 Run CRA Import Add Note

Jason.16 - _

Hope, Kath

O P y Hope, Kathy.16T [&  Invite Run CRA Import Add Note
Hunter, Jack N

D Hunter, Jack.16T K Invite Run CRA Import Add Note
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Using Questionnaires in Hub, Continued

The Invite Clients to Use Link window opens.
5. Select the Edit link from the Engagement Letter option.
The Edit Questionnaire window displays.

6. Users can undertake the following actions:

Edit the existing questions

Remove an existing question

Create new questions

Assign an answer type

Delete a question

Create a new questionnaire template

The questionnaire is sent to the selected client and responses are tracked under their entry in
Hub.

Related Articles

Review the support articles related to Hub.

| Dear [CLIENTNAME],

e - e ——— ]
Tnvite Clients To Use Link (o)

To: John Brown

Customize your invitation email below:

At [FIRMNAME], we know gathering tax info can be a pain. To make things easier. we're using Intuit Link
to build a custom checklist for you.

- We'll guide you through some questions, the documents needed, and let you know when you're done.
- It's much more secure than sending by email so your personal information is safel
- Use your phone to snap photos of your documents much faster than using a scanner.

Please sign up and get started.

Regards,

[FIRMNAME]
Engagement Letter Questionnaire Checklist (6)
Edit Edit Edit

[F] Do notinclude [F] Do not include [F] Do not include

Cancel Invite
Edit Questionnaire _ =

Questionnaire 3 @ Add New Question

" QUESTIONS TYPE ACTION
Were there any changes in dependents? Yes or No i
Did your marital status change before the end of last year? Yes or No 1]
Do you want to electronically file your tax return? Yes or No i}
Please list any questions or other concerns you might have. Open-Ended ]
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Using Engagement Letters in Hub

Engagement letters allow a preparer to communicate with clients
via letters that are personalized and reusable to reduce time and
effort.

There are two options for personalizing an engagement letter in
Hub:

e Use an existing engagement letter from a template
e Create a new engagement letter

Using an existing engagement Letter:

1. Open ProFile.

2. Select the Hub option from the Goto drop-down menu
in the top toolbar.

Hub opens, displaying a list of clients.

3. Identify the client to whom you want to send an
engagement letter (for example, Brown, John).

4. Click the Invite button associated with the client.
The Invite Clients to Use Link window opens.

5. Select the Edit link from the Engagement Letter
option.

ProFile Hub

[ Action ~ I | All years ~ | | Search a client or a file | =] |
[0 CLIENT NAME FILE NAME INTUIT LINK CRA IMPORT COMMENTS
Brown, Dan .
O - [ Brown, Dan.16T (% Invite Pending Run CRA Import Add Note
O Brrc')wn, John & rown, 1ohn167 & Invite Run CRA Import Add Note
Chow, J .
O ow; Jason Jcal‘si:::lﬁ_ G sz | 1 Run CRA Import Add Note
Invite Clients To Use Link G
To: John Brown

Customize your invitation email below:
Dear [CLIENTNAME],

At [FIRMMNAME], we know gathering tax info can be a pain. To make things easier, we're using Intuit Link
to build a custom checklist for you.

- We'll guide you through some guestions, the documents needed, and let you know when you're done.
- It's much more secure than sending by email so your personal infermation is safel
- Use your phone to snap photos of your documents much faster than using a scanner.

Please sign up and get started.

Regards,
[FIRMNAME]
Engagement Letter Questionnaire Checklist (E)

[[1 Do not include [ Do not include [ Do notinclude

Cancel Invite
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Using Engagement Letters in Hub, Continued

The Edit Engagement Letter window opens.

6.

Click the drop-down menu at the top of the window; a list of
existing letter templates displays.

Select the template to be edited and sent to the client (for
example, Letter of Engagement).

The template-editing window displays.

8.
9.

10.
11.

Make any edits in the template-editing window.

Click the Add button above the editing window to save any
changes.

Click the Done button; the engagement letter saves.

Click the Invite button in the Invite Clients to Use Link; the
engagement letter is sent to the client.

Edit Engagement Letter

Basic Engagement Letter

. EE 3

Basic Engagement Letter
Letter of Engagement }

Engagement

Edit Engagement Letter

Letter of Engagement

-

Letter of Engagement

We appreciate the opportunity to work with you and advise you on income tax matters. Canada
Revenue Agency (CRA) impose penalties upon taxpayers, and upon us as tax return preparers, for
failure to observe due care in reporting on your income tax returns. In order to ensure an understanding
of our mutual responsibilities, we ask all clients for whom we prepare tax returns to confirm the following
arrangements.

We will prepare your personal income tax return based on information that you provide to us. We will not
audit or otherwise verify the data you submit, although we may ask you for clarification of some of the
information_lt is our responsibility to prepare your tax return correctly according to the law and the
information that you have provided. It is your responsibility to provide us with all the information required
to prepare complete and accurate returns. You should retain all the documents, cancelled chegues and
other data that form the basis of your income and deductions. These may be necessary to prove the
accuracy and completeness of the return to CRA. You have the final responsibility for the income tax
return and, therefore, you should review it carefully before you sign it.

By signing this letter, you represent that you will provide us with accurate and complete information
necessary to prepare your tax return. This includes informing us of all interests you held in foreign
properties with an aggregate cost in excess of $100,000 at any time in the year, as well as all income
from any foreian properties reqardless of their agareqate value and all income and transactions relating

m
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Using Engagement Letters in Hub, Continued

Adding a new engagement letter:

ProFile Hub

1. Open ProFile.

[ Action ~ \ | All years ~ | | Search a client or a file [_'l
2. Select the Hub option from the Goto drop-down menu
. O CLENT NAME FILE NAME INTUIT LINK CRA IMPORT COMMENTS
in the top toolbar. Brown, Dan
O - ' & Brown, Dan.16T (& Invite Pending Run CRA Import Add Note
Hub opens, dlsplaylng a list of clients. O Brn?wn‘ John 2 5rown, John167 B Invite Run CRA Import Add Note
- - Chow, Jason Chow, A 512 | un mport ote
3. Identify the client to whom you want to send an 8 Fi R e R o
engagement letter (for example, Brown, John).
gag ( P ) Invite Clients To Use Link (X
4, Click the Invite button associated with the client.
To: John Brown

The Invite Clients to Use Link window opens.

5. Select the Edit link from the Engagement Letter option.

Customize your invitation email below:
Dear [CLIENTNAME],

At [FIRMMAME], we know gathering tax info can be a pain. To make things easier, we're using Intuit Link
to build a custom checklist for you.

- We'll guide you through some questions, the documents needed, and let you know when you're done.
- It's much more secure than sending by email so your personal information is safel
- Use your phone to snap photos of your documents much faster than using a scanner.

Please sign up and get started.

Regards,
[FIRMNAME]
Engagement Letter Questionnaire Checklist (6)

[[] Do notinclude [ Do netinclude [[] Do not include

Cancel Invite
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Using Engagement Letters in Hub, Continued o

The Edit Engagement Letter editing window displays.
6. Click the ADD button above the letter content.

The New Engagement Letter window displays.

7. Enter the name of the new template in the field (for example, Receipt f
Request Letter). r

8. Click the OK button.

The new letter is added to the drop-down list of available engagement letter
templates.

9. Add the necessary content and information to the new engagement letter.

10. Click the Done button; the template saves.

Basic Engagement Letter

Engagement

Mew Engagement Letter

- Add

Enter new template name:

Feceipt Reguest Letterl

The new letter is available under the drop-down menu when creating future
engagement letters.

11. Click the Invite button in the Invite Clients to Use Link; the new
engagement letter is sent to the client.

Edit Engagement Letter

Receipt Request Letter

Begin customizing your new engagement letter
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Overview of ProFile Link

Intuit Link is a secure, web-based portal that accountants use to gather tax data and responses from their clients.
What are the benefits of Link?

Link provides several benefits to a preparer’s clients, including but not limited to:

Clarity on what a preparer needs to prepare a client’s tax return(s)

Flexibility to collect and share tax data year-round from any device

Convenience of providing preparers with materials via pictures taken with a mobile device or from a financial institution
Ability to keep track of what material has been submitted or is still outstanding

Bank-level encryption to protect client data

How much does Link Cost?
Link is complimentary with 2016 ProFile and later years. Customers need to have purchased a ProFile T1 or T2 module.

How do I review documents my client has provided?

You can check the responses from clients in Hub; the details of their responses display in Link.
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Accountant View in Link

The Accountant view in Link displays the majority of information that a preparer needs to manage client invitations and acceptances.

Tax year selection: Filter the client list by the appropriate tax year.

Clients: Displays clients that have been added to Link.

Firm Settings: Details the firm information, notification settings, and template options.

New Features: Details new Link features as they become available.

Learning Library: Opens an external link to the Link Learning Library.

Invitation status: Details status of invitations, including those accepted, pending, declined, and done.
Client details: Lists the name, progress, activity, and actions for each client in Link.

Client activity: Details recent client activity, such as acceptance of invitations or completed tasks.
Invitation Reminder: Sends clients a reminder that a previous invitation is still pending.

Add New Client: Adds a new client to the client list.

infurt i
2 proconnect Link =~ Clients Visser Corp. &%

Tax Year 2017 » Client activity

& Starr, Baniaz has accepted

aa Clients

your invite (10/23/17

All clients nvites accepted nvites pending Invites declined TY17 done

Add New Client

NAME TY17 PROGRESS LAST ACTIVITY * ACTIONS
Smith, Ted Invite accepted Review «
ted_smith@smithcorp.com

Mitchell, Robert Mot invited Invite |+

rmitchel @mitchell.ca

Hadler, Luna Mot invited Invite |+

|hbusiness @lhbusiness.com




Adding a Client to Link’s Accountant View

Preparers can add clients into the Accountant view in Link to help track communications and progress in delivering materials (receipts, forms, etc.)

Navigating to Hub:
1. Open ProFile.

2. Select the Hub option from the Goto drop-down menu in the top toolbar.
3. Sign in to Hub using your One Intuit username and password.
A list of clients in Hub displays.
4. Select the appropriate module (for example, T1 Module) from the drop-down menu in the top left corner of Hub.

The list of Hub clients filters.

For T1 clients:

1. Create a new T1 Individual client return in ProFile.
2. Navigate to the Hub application; the client named in the newly created T1 displays.
3. Click the Invite link under the Intuit Link column for the new client.

The new client information exports from ProFile and displays in Link.
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Adding a Client to Link’s Accountant’s View, Continued

For non-T1 clients:

Note: ProFile displays the Link status of clients invited from ProFile. Those created within Link as described below will NOT be connected to the desktop

program in any way.

You can create the new client (Individual) in Link and the new client will flow back to your ProFile Online client list.

1.

Navigate to the Link website:

2. Sign in using your One Intuit username and password.

Link opens; a list of clients who have accepted the invitation displays.

3.

Click the Add New Client button from the right-side menu.

The Add Client window displays.

4.
5.

Indicate if the client is an Individual or Organization.

For an Individual, populate the First Name, Last Name, and Email fields.
Mobile Phone is an optional field.

For an Organization, populate the Organization Name and Email fields. Work
Phone is an optional field.

Click the OK button; the client is added to the client list.

Add Client ®

Organizatian

First Nama

Last Namz

Email

Mobile Fhona

7
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Sorting Client List in Link

Preparers can sort the client list in Intuit Link to display and identify clients of a particular status.

Categories for sorting include:

e NAME

e TYYY PROGRESS (for example, TY19 PROGRESS)
e LASTACTIVITY

Example: Sorting alphabetically by NAME
1. Log in to the Intuit Link site.

2. Select the Clients link on the left-side menu.
The list of clients displays.

3. Click the text within the column header (for example, NAME).
The sort order displays, listed alphabetically by the client’s last name.

Note: Users must click on the text itself, not the space surrounding the text to sort the order list.

NAME TY16 PROGRESS

LAST ACTIVITY =

ACTIONS
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Using Email Templates in Link

Intuit Link’s custom email templates allow preparers to streamline communications with clients by creating unique email content that can be easily re-

utilized, rather than having to copy-and-paste or rewrite emails from previous examples.
Email templates can include invite emails, reminder emails, and request emails.
Creating custom Email templates R e

1. Log in to the Intuit Link site.

2. Select the Clients link on the left-side menu; the client list
displays.

NAME TY16 PROGRESS

3. Select the client.

4. Click the Firm Settings option from the left-side
menu.

Account

The Firm Settings display.

Firm Information

Company Name

Fum Logo

Your Firm Logo

o -

Intuit Account

Add New Client

LAST ACTIVITY =

Firm Information (shown to

Firm Name Shown to Client

Client Activity Emails

Sign up for Notifications

chents

ACTIONS
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Using Email Templates in Link, Continued

5. Click the Email Templates link in the menu bar.
6. Click the New Template button.

7. Complete the New Template fields:

e Template Name gives the new template a name (for example, “Due Date Email”)

e Email Subject gives the email a title that a client will see in their inbox (for example,
“A due date is approaching for return forms”)

e Email Body is the text that a client will see in their inbox (for example, “This is a
reminder that March 15th is the due date for all return forms to be provided”)

8. Click the Save button.

The new email template displays under the Email Templates menu.

Account i Email Templates : Reguest Templates

Email Templates

© New Template

Template Name

Email Subject

Email Body

Keywords
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Using the Active Auditor In
ProFile



Using the Active Auditor in ProFile

Profile’s Active Auditor displays messages that relate to the data file. These include
passive audit messages, notices, processing errors, overridden fields, fields that have
memos attached, fields with review marks, and EFILE-related messages.

Error messages or errors that may restrict processing the return display in red text.
Accessing the Active Auditor:

The Active Auditor is accessed two ways:

e Select the Active Auditor 9‘ icon in the top toolbar menu
e Right-click on any form and select the option Show Auditor from the menu

Selecting Active Auditor options:

Note: Setting the Active Auditor options in one location applies the settings for all
modules Open ProFile.

1. Select Environment... from the Options drop-down menu in the top toolbar.
2. Select the Audit tab; the audit options window displays.

Each section of the audit options window has pre-set default selections.

Environment Options

File Preparer  Discounter  Trustee  Audit

Preferences

I Pazzive Auditor

Display Review Marks
[ Clear Review Marks on edit
Summary Tab Includes

Warmings A
Motices

Freparer Sign-off

Partner Sign-off

Mo Sign-off

Corection bMarks

Question Marks

Owerides

Memos b

[RISISISIST T I80S]

-

revent Filing
Wamings
Motices

Mo Sign-off
Conection Marks
Question Marks
Owerrides

~ [IRIRILCTIE]

Femove sudit Meszages

On Preparer Sign-off

Office Info Setup wizard

Spstem  Secuity  HyperDocs

Circle Fields
Show duditor Tabs

Audit Summary Includes

|| Partner Sign-off
Mo Sign-off

Memos

EFILE Errors
SEMND Emors

EDI Erars

EDI "W arnings
Mag Media Ermors

On Partrer Sign-off

?

FOF  Backup to Cloud

Cancel

x
NI

Help

Note: Modules may display different tabs in the Active Auditor based on the nature of the module itself, rather than settings.

Preferences settings

The Preferences section of the Audit tab includes settings that affect the display of warnings.

Note: ProFile recommends the Show Auditor Tabs option be selected to provide the clearest feedback and indication of errors on forms.
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Using the Active Auditor in ProFile, Continued

Summary Tab Includes settings

The Summary Tab Includes section of the Audit tab includes options that display in the auditor toolbar. Each of the selected options displays related errors in
the corresponding Active Auditor tab.

Prevent Filing settings

The Prevent Filing section of the Audit tab includes options that halt the filing of the form. Errors created by the violation of these options must be cleared
before filing can take place.

Remove Audit Messages settings

The_ Remove Audit Messages sectlon_ of the Au_dlttab |_ncludes € Summary | B Wamings | @, Notices | « Sign-offs | % lssues P Memos | S EFILE |
options as to who can remove errors in the Active Auditor for a form. ' - :
v Warmning Info Please complete the Authorization guestion,
. . L] A - P— . . . -

Note: ProFile recommends one or both options be selected; o Naming Info Pleese select 2 method of contact

. . . . v Warning Info Please select a method of contact
otherwise error messages in the Active Auditor cannot be cleared to @ Wamning Info Are vou 3 Canadian citizen?

o v W g Info Are you a Canadian citizen?
allow fl|ln9- a Warning Info Please complete the foreign property question.

. i . €, Warning Dependant De not file this form as it is draft, It will be available in a future release.
Clearing Active Auditor messages: :
) ] ) ) Hrovince

Error messages display as red text in the Active Auditor tabs. Postal code

Home phone
Birth date
Date of Death “iEguo/dd
Gender |:| MMale

Provinece or territnre where taxnaver resides if different from mailin

1. Double-click on an error warning in the tab.

The error circles in red on the form.

2. Resolve the error; the specific error in the tab details the issue.

In some cases, the error — as identified by ProFile — may actually be acceptable to the preparer and/or the client. For example, an RRSP amount may be
acceptable but ProFile suggests the amount is outside the range expected by CRA and determines it to be an error.

In such cases the individual selected in the Remove Audit Messages section of the Audit tab can sign-off, or approve, the error.
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Using Review Marks in ProFile

Preparers assign review marks while undertaking returns in ProFile. Preparers use review marks to indicate if
field contents are correct and verified or if the field requires further review or data from a client.

: P )
Review marks appear on the ProFile top toolbar menu as red icons: check marks, an X, and a question mark. ‘ ‘/ f x ™

Types of review marks
There are four types of review marks available in ProFile:

Preparer sign-off: The preparer of the return must provide sign-off
Partner sign-off: The partner of the return must provide sign-off
Correction required: The field requires a correction (amount, etc.)
Question: The data provided in the field prompts a question or clarification

Using review marks:

1. Open the return that requires review marks.

2. Select the appropriate review mark from the top toolbar menu; the mouse pointer changes to an arrow with the
corresponding mark attached.

3. Click on the appropriate field in the return to apply the review mark; the review mark appears over the black status box
to the right of the field.

4. Save the return. The added review marks are retained in the return until addressed/removed by the preparer.

50.00

No transfer

200.00

300.00

455.00

500.00
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Using Additional ProFile
Features



Using Intuitive Copy in ProFile

The copy and paste function allows preparers to save time when it is necessary to create a copy of a business statement already in use.

For example, a preparer may be completing business statements for non-spousal partners in a T1 return. When using copy and paste, it is not necessary to re-
enter the same business data in both files.

Using Form copy and paste:

Open ProFile.

Complete the necessary statement in the client file.

Select the Copy Form option from the Edit drop-down menu in the top toolbar.

Open the data file for the partner.

Open a blank copy of the same statement in the partner’s file.

Select the Paste Form option from the Edit drop-down menu in the top toolbar; the blank form populates.

Edit/complete the populated form for this client.

Intuitive Copy and Paste:

ProFile business statements include a section for partner details, including the name, social insurance number, and percentage of share in the partnership.

Intuitive copy and paste allows this information to be copied quickly into each partner form.

1.
2.
3.
4,

Finalize all business statement data.
Select the Intuitive copy option from the Edit drop-down menu in the top toolbar; the statement’s data copies.
Open the business statement in the partner’s file.

Select the Intuitive paste option from the Edit drop-down menu in the top toolbar; the copied data pastes into the partner’s statement.

ProFile automatically adjusts all amounts and partner details. Attached memos and tapes also copy to the partner’s business statement.
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Attaching Tapes in ProFile

Using ProFile, preparers can attach tapes to fields. The Attach Tape feature functions
much like an adding machine that performs and records calculations.

Tape options are managed in the Options -> Environment... -> Edit tab in ProFile.
Attaching a tape:

1. Open afile in ProFile.
2. Select a field to attach a tape.
3. Right-click and select the Attach Tape option from the menu.
The Tape window displays.
4. Enter a description (for example, Shirts) into the left-side field of the table.
5. Enter a value (for example, $500.00) into the right-side field of the table.
6. Press the <Tab> key to cycle through the fields and start a new row.

7. Press the <Enter> key; the total is calculated and inserted into the selected
field on the form.

The background color of the field changes to green when a field has a tape
attached.

Note: Only the sum of a tape - not individual entry details - are printed or transmitted
with the tax return data. The details and descriptions are for preparer reference only.

Wi Tape D -
I
[Shirts +/-|  500.00
Stickers 85.00
Sunglasses 15.00
Total 600.00
0[00 @
600(00
[V] Descriptions [¥]Post Decimals 2
[] carmforward descriptions
l Ok l l Cancel ] [ Clear

+ [+

©600.00
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Attaching Tapes in ProFile, Continued

Clearing an Attached Tape:

H Tape \ ol X
1. Open the file with the attached tape in ProFile.
+/-|  s00.00ff
2. Select the field from which an attached tape is to be cleared. 0loo stickers as_ ool
3. Right-click and select the Attach Tape option from the menu. 000 | [Funglasses 15 0Ef ]
0/00 @i |Total 600.00
The Tape window displays. 600|00
4. Click the Clear button; the tape clears.
5. Click the OK button; the window closes and the tape clears from the field. 0l00
600(00 I
[v|Descriptions [V]Post Cecimalg 2
Copying a Tape from One Field to Another: [ Comy-forward descrptions
l Ok l l Cancel l l Clear
1. Open the file with the attached tape in ProFile. L

Select the field with a tape attached.

2.
3. Right-click and select the Copy Memo/Tape option from the menu.
4. Select the destination field for the copied tape.

5.

Right-click the destination field and select the Paste Memo/Tape option from the menu.

The tape attaches to the destination field.

Note: When pasting a tape to a destination field, the value of the destination field will be set to the total in the tape. If that destination field is also a calculated
field, ProFile sets the override flag on that field.
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Attaching Memos in ProFile

Preparers can attach memos to fields on all ProFile forms. Memos are short notes and
reminders, like sticky notes. Memaos are useful for leaving notes or reminders for partners or
reviewers to read.

Note: Memos do not print or transmit over the Internet with a tax return file or affect the
calculation of a return.

Memo text displays in a pop-up window when hovering the mouse over a field with a memo. '

Fields with attached memaos also appear in the Memo and Summary tabs in the Active
Auditor.

Attaching a memo:

1. Right-click in a field and select the Attach memo option from the menu.
The Memo window displays.

2. Enter the memo content into the text field in the Memo window.

3. Click the OK button.

The memo attaches. The color background of the field changes to green.

Clearing a memo:

1. Right-click in a memo field and select the Attach memo option from the menu.
2. Click the Clear button.
3. Click the OK button.

The memo text clears from the form field.

ﬁ Memo .

B |

Flease confirm this amount with
[6/22/2017 1:13:23 Ph sk]|

[T ] Carry-forward to nextyear

Fewiew bark

Bob at'Warehouse

l Insert Date Stamp

@ MNone () o Preparer () X Ermor
() g Partner ()9 Question
Ok } l Cancel l l Clear l
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Attaching Hyperdocs in ProFile

r.(‘ HyperDocs m‘

Attach or link documents to this return | L' (. N X

ProFile’s HyperDocs feature allows multiple documents in any format to attach to a form
or field in a return. [

1. Starr, Baniaz

Note: HyperDocs are stored with the preparer files but are not included with T1 EFILE or HyperDos Size Outof. Dats Linked Date Modiies  Type
TP1 NETFILE transmissions.

Attaching HyperDocs:

1. Open aformin ProFile.

2. Select the field to attach a HyperDoc.

3. Select the HyperDocs... option from the File drop-down menu in the top toolbar.

< T +

Comments (farvour reference]

The HyperDocs window displays.

| Close H Help

4. Click the Add button in the top-right corner of the window. —_—

-

5. Navigate to the location of the document to attach. Select the document and click the OK button. - 9 %
.rj HyperDocs

The options window displays.

6. Select one of the options presented: {Z) Embed Document Copy

. . . i@ Link Document
e Embedded documents open in read-only state and cannot be edited in ProFile

e Linked documents open from the source and can be edited in ProFile; any changes are saved in [ QK ] ’ Cancel
the source document in the file location

7. Click the OK button; the document attaches to the field as a HyperDoc. The field displays in
green color, indicating the HyperDoc attachment.
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Attaching Hyperdocs in ProFile, Continued

Detaching HyperDocs from a field:
1. Right-click on the field with the attached HyperDoc.

2. Select the Detach HyperDoc option from the menu.
The document detaches and the field restores to its default color.

Note: The document remains attached to the form but is not linked to a
specific field.

Removing HyperDocs from a form:

1. Select the Hyperdocs... option from the File drop-down menu in the
top toolbar.

The HyperDocs window displays.

2. Select the document from the HyperDoc list of attached documents.
The red X logo in the top-right corner activates.

3. Click the red X logo.

4. Click the Yes button to confirm the removal of the document.

The document detaches from the form.

," HyperDocs ? ES
Adtach or link documents ta this return W & @
1. Starr, Baniaz
HyperDoc Size Outof.. Date Linked Date Modified Twpe
5 Cannat find invoice in T2.... 230KB Mo 941472017 3:02:38 .. 3/14/20017 115410 Linked
4| n
Comments (for vour reference)
l Close l Helg
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Attaching Documents for EFILE of TP1 Returns with the Attach a Doc Feature

When are attachments transmitted?

Revenu Quebec (RQ) allows the transmission of supporting documentation via ProFile’s Attach a Doc feature after an amended return has been sent
but before a notice of assessment (NOA) has been returned by RQ.

What files types are supported?
The following file types can be transmitted as attachments:

.pdf
.j:pg
JPEg
tiff

Aif

What is the maximum attachment size?

The maximum attachment size is 20 megabytes (MB); this is an RQ limitation.

Is there a limit to the number of attachments transmitted?

Submissions are limited to 25 attachments each; this is an RQ limitation.

Click here to review our support article on using the Attach a Doc feature for TP1.
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Setting up Data Monitors in ProFile

ProFile’s Data Monitor feature displays any number of fields at the bottom of the Edit window. By default, the software monitors several key fields in the
client file. Preparers can observe the totals for these fields change while working on different forms in ProFile.

Selecting fields for data monitoring

You may decide to monitor different fields. Then, as you make changes in other areas of the file, look at the bottom of the screen to see the effect those
changes have on the fields you are monitoring.

A monitor amount that appears bold means that the field was affected by the last recalculation. A monitor amount that appears in red is a negative number.

Hint: Right-click on the Data Monitor and select Monitor from the menu to access several options, including the option to rename the monitor field
description. This makes it easy to remember what is being monitored.

To monitor a data field to the Data Monitor:

1.
2.

Click and hold on the field. After a brief pause, the cursor will change to an arrow carrying a white square.

To replace another field already on the Data Monitor, drag the cursor to that cell and release the mouse button. The field code (or name, if there is
one), along with the current value of the field, will appear in the monitor cell.

To add a new cell to the Data Monitor (on a new row, if necessary) drag the white square and release your mouse button when the cursor is over top
of the + symbol in the bottom right corner of the ProFile window.

250‘ 35_000‘00 I !

[

Line 236 minus line 257 (if negative, enter "0") This is your taxable income.

Maodified EFILE: Not eligible |Balance/Refund (1,245.03) | TP1 EFILE Status Not eligible [Combined balance (1,246.03) |
Subtotal -own RRSPs 0.00 | T4:14: Employment income f...35,000,00 0.00 |Contributions to the QPP 1,63013 |Insurable salary or wages u... 35,000,00
Dependant's net income for .. 11,000,000 | Dependant mentally or physically inf...1 |Amount frem TP1 line 275 f... 11,000.00 | Disability amount 7,766.00 |Maximum available for transfer (... 000 +
TP1H:84: Enter . Also enter on line...0.00 | Base amount 11,138.00 |55:5106: Dependant's net inc... 11,000.00 4,392,00 |51:315: Caregiver amount 4,392.00 ‘
51:406: Federal tax 90296 T1:101: Employment inco.. 35.000.00

Related Articles:

Review the support article on adding more than four (4) data monitors.

Review the support article on transferring data monitors to a new computer.
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Using Multiple Windows in ProFile

The multiple windows feature allows the preparer to view two ProFile returns, each in its own window. This is a useful feature when the preparer needs to see
two returns side-by-side for clarity or comparison. For example, a preparer can open two T1 returns and view them at the same time, rather than having to

toggle back-and-forth between them.
Opening multiple windows outside ProFile:

1. Open two or more returns in ProFile.
2. Click the tile window icon in the ProFile top toolbar.

The returns open in individual windows on the desktop.

QE@me |&

[Window] Help

Tile Horizontally

3. Click the tile window icon in each individual window to collapse the return back into Cascade

ProFile.

Opening multiple windows inside ProFile:

Open two or more returns in ProFile.

1. Select the appropriate option from the Window drop-down menu in the top

toolbar. These include:

e Tile Horizontally: the returns are stacked on top of each other
Cascade: the returns each open in a smaller window that can be

manipulated

e Launch Current Window: the current return opens in a new

window outside ProFile
Toggling between multiple open returns:

1. Select the Window drop-down menu in the top toolbar.

Any open returns display at the bottom of the menu; the active window is marked

with a check mark.

2. Select any return listed in the menu to display it.

Arrange
Launch Current Window

1T2: Bob Company (2016/12/31) - Corporate information
v | 2 2016 T1/TP1: Smithers, Will - Personal information

FlPRoRLE sty
Fle Edil udit Goto Forn Optiens GILE Omine Traimng Window Help
cA1N-G 0 |2 .- - QEE|--|w RA OB En e Wrsimmey | B o X 7
Prp—
e ——— =
@lilo |@zTL|e3T4| .

" 2016 Personal information

Taxpayer personal information Marital status

SiH ncicate your marital stalus on December 31, 2016

Tite: 1 marmed 2[0Living commondaw 3 [ widowed
Firsiname Wil b § (€] Smgie
Lestrame ___ Smithers

Last name changed in 201167 Ives [N mmidg
Do you want to change your address? [Wyes [MNo | Were youmamied or lving comman-iaw at any

Care of tmeinthistaxyear?  [¥es [N

000 |GST Credi 28000 Combined bsiance 000

0/AB Balance ]

94



Viewing EFILE Reports in ProFile

EFILE reports provide preparers with the date, time, and the confirmation number of the EFILE

from CRA.

To view reports from files used during current EFILE and NetFile services:

1. Select the Reports option from the EFILE drop-down menu in the top toolbar, and then

select the Current option.

The Open EFILE Report window displays.

2. Select the type of file in the Files of type field from which you want to generate a

report:

e EFILE Submission files (*. TAX)
e TP1 NetFile Submission files (*.EAX)
e Session logs (*.SLG)

3. Session logs are descriptions of events that occurred while you were connected to
the NetFile Québec website. If you choose Session logs, select a session log and

click the Open button to view the full report.

4. For other file types, select the option and click the Open button; ProFile displays

the report information.

5. Click the Print button from the report to print a copy for your records.

EFILE the T1013 for this taxpayer...
Build T1 EFILE Online Batch...
EFILE Online Batch

Build TP1 MetFile...

TP1 Conmect...

I | Reports |
Print &l ACKs
View Motice of Assessment (ENOA)
Set EFILE Password

EFILE Online Training Window Help

O]
g
il

|

status on December 3
2 |:| Living common-la

g |:| Separated

Options...
F 2019, enter date of cha
ey T
(o}
Lookin: | | | EFILE v g @
% Name - Date modified Type
) 201971 7/2/20201:40PM  File folder
| Quickaccess B8\ 0G00001.5LG 5/7/20202:16PM  SLG File
Desktop
Libraries
@ .
Network
File name: v Open
Files of type: Session Logs ("slg) v Cancel
(No details)
dress? | HYes |[XENo
Apt #
H- -
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Viewing EFILE Reports in ProFile, Continued

Setting up a shared EFILE folder

If you installed ProFile onto a shared network folder, you can use the default folders created
during installation. For each module that uses EFILE, you will find appropriate EFILE folders
within each module's files folder.

Alternatively, you can use any shared folder on your network as a shared EFILE folder. To do so,
you must specify that folder on each workstation.

For T1/TP1 returns:

1.

2.

Select the Options... entry from the EFILE drop-down menu in the top toolbar.

Select the option for the EFILE service that you want to configure from the left-side menu.
Select the Common option under the T1 section of the General menu.

Click the Browse button; the EFILE Directory window displays.

Navigate to the folder used as a shared EFILE folder.

Click the OK button.

Click the OK button in the EFILE options window; the folder is assigned.

For T2 returns:

1.

2.

Select the T2 EFILE option under the T2 section of the General menu.
Click the Browse button; the EFILE Directory window displays.
Navigate to the folder used as a shared EFILE folder.

Click the OK button.

Click the OK button in the EFILE options window; the folder is assigned.

Ge

T

neral

EFILE Intemet
TP1 Internet

L TZEFILE

TZ2AT1 MNetFile

i +T2CO-17 Internet Filing

Transmitter
Contact information
MRQ Slip Mumbers
Internet File

Internet
Browser (IE Only)

EDI Control Nurbers

Interchange

Group

Electronic Filing Opti
ranic Hling ERICT e

Specify a location to save xml files generated

ML file folder

Online URL Lookup and Update

? |
Internet Explorer 9.11.9600.18792
[ &
0 g0 B
A -
Enahle online URL lookup and update prior to electronic filing
~ seconds

Lookun timeout neriod 5

-

EFILE Directory

===

Please select the directory where EFILE files are to be stored

, 2015T1
, 201573
, 2016F%
, 2016T1
, 20158T3
, 2017F%
, 20191
, databasze

4| J EFILE

, Mew Folder 2016 T1 -

L

2

OK

l [ Canicel
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What Can Undergo EFILE in ProFile

The CRA makes changes each tax year as to what can (and cannot) undergo the EFILE process.

ProFile maintains a support article that addresses the EFILE status of all modules, as well as independent forms that undergo EFILE separately from the
return (for example, T1135, etc.).

Review the full list of forms and years of what can undergo EFILE from ProFile.
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Managing T1 Returns in ProFile



Overview of T1 Module in ProFile

Whatisa T1?
The T1 General Tax Form (usually referred to as a “T1”) is used by individual Canadians to complete their personal income tax return.
It has five sections for personal and income information:

Identification: For details including name, address, SIN and marital status

Total income: For declaration of income, including employment, self-employment, disability, foreign income, and any others
Net income: Where childcare expenses, union dues, and more are subtracted from total income

Taxable income: Where allowable deductions like capital gains are subtracted from net income

Refund or balance owing: Where it is determined if any money must be paid or any money is paid back

Submission Dates for T1:

April 30 of the following year is the deadline for most individuals to file a T1 return, or June 15 of the following year for self-employed individuals and their
spouses or common-law partners.

In the event that April 30 falls on a weekend, the following Monday becomes the deadline.
If the individual owes money to the CRA, the due date of April 30 is the hard due date for filing.
Late payment results in penalties being applied by the CRA.
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Authorizing or Cancelling a Representative for T1

For tax year 2019 and going forward preparers need to use the form Authorize a Representative or Cancel a Representative for EFILE.

The T1013 form Authorizing or Cancelling a Representative was previously used to authorize a representative to access a taxpayer’s tax information via
the CRA. This process has now been replaced.

Review our support article detailing the current method of authorizing or cancelling authorization, or click here to learn about the change.
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Using T1135 EFILE for T1 in ProFile

All Canadian resident taxpayers (including non-resident trusts deemed resident in Canada by section 94 of the Act) are required to file Form T1135, Foreign
Income Verification Statement, if at any time in the year the total cost amount of all specified foreign property to the taxpayer was more than $100,000
(CAD).

Note: The T1135 does not EFILE with a T1 or T2; it must undergo EFILE independently.

Finding the T1135:

Enter t1135 into the forms search bar in the top toolbar menu. Select

Lo e . ing Window Help
T1135 Foreign income verification statement from the search

results. v ” - @ B &2 ” - " 0 s
. .. . . . TT1135: Foreign income verification staterment
The initial question is located in the Filing section of the T1 Infotab. _F13epETA LS T1135 Foreign property data eniry |

EFILE the T1135:

1. Ensure the related Yes/No question is answered affirmatively on the T1 Info tab.

2. Select the EFILE the T1135... option from the EFILE drop-

down menu in the top toolbar; a transmission window EFILE this returm? (M Yes [ Mo  Ave youa Canadian Citizen? KYes [Juo
. . ; ) ! A A If multiple tax year returns are being filed in the same process Provide information to Elections Canada? m Yes Mo
displays indicating that the T1135 is ready to transmit. year, the Canada Revenue Agency requires all prior year retums Did taxpayer own specified foreign property
to be filed in chronological order. Please confirm the following at any time in 2019 with a total cost of more
. . qEEErET - - than CAN$100.000? [es No
3. Click the OK button; the T1135 transmits to CRA and a PRI mulinls vearsd Yes o NXINe - -

confirmation number is provided.

Note: The confirmation number can also be viewed on the information tab of a T1 or T2 return, post-transmission.

Related Articles
Common questions regarding T1135 are found on the CRA website.

Review the support article regarding the T1135.
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Using CRA Data Import with AFR for T1 in ProFile

Auto-Fill My Return (AFR) is a secure CRA service. It allows authorized representatives to
electronically request and receive certain tax information to fill in parts of their client’s income tax

and benefit return. ProFile offers the service for both single and multiple individual T1 returns. ProFile CRA Data Import

Acquiring AFR permissions

The tax preparer must have a valid authorization from the taxpayer to access the Represent a Client
website. There are two ways to acquire this authorization:

e The taxpayer can access CRA's My Account service. Preparers request that the taxpayer enter the
Rep ID to authorize the preparer as an individual, a Group ID to authorize a group of
representatives, or a business' Business Number (BN) to authorize all employees of a business - o

e Request the permission of the taxpayer via a T1 Authorize a representative submission

Data Import Worksheet

Review the imported data below

Importing data with AFR:

1. Open or create a T1 return.

¥ ABC Leaming

2. Select the Import CRA data option from the File drop-down menu in the top toolbar; the s Bfm '

CRA Data Import Tool window displays.

v RCE2 Universal Chikdt Cace Beneft Stateme:  1200.00

3. Click the Launch CRA Website button; the CRA's Represent a Client window launches in a
separate browser window.

Simpson, Jessica

4. Sign in to the CRA site. The CRA Data Import window lists the clients whose SINs can be
entered into the CRA website.

AL Add As New

10 Add As New

Import Selected Data Cancel

5. Select the client and click the Next button to provide confirmation; the CRA system processes the request. The Successfully Connected message

displays when the connection has been made between the ProFile and CRA systems.

6. ProFile’s Data Import Worksheet window displays; the default display setting is the basic view. Click the + icon next to each statement to reveal

the expanded view, which displays more details.

7. Review the data and forms to be imported,; if correct, click the Import Selected Data button. Click the Close button.

8. To review the data imported, click on the Data Import tab in ProFile's Auditor.
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Using ReFILE for T1 in ProFile

If you are an EFILE service provider, you can use ReFILE to send T1 adjustments online for tax years 2017, 2018, 2019, 2020, and 2021 on behalf of your
clients. The ReFILE service allows you to change the same lines that individual taxpayers can with the Change my Return service in My Account.

Who can use ReFILE?

Preparers can use the ReFILE service under the following conditions: |2 T § Letter | < 7.54 |

You have ProFile verS|0_n 2916.4.3 or later (_for tax years 2017, 2018, 2019, 2020, and 2021) T1 ReFILE Request
You have level 2 authorization from your client

The initial return was filed online via EFILE

The initial return was assessed

You have acquired a new sign-off of a revised T183 from client :d to change the following fields:

ional tax return

What tax years does ReFILE support?

ReFILE is supported for 2017, 2018, 2019, 2020, and 2021 tax years with the latest ProFile version.

Undertaking the ReFILE process

1.
2.

7.
8.

Open a T1 return that has already undergone EFILE and for which a CRA assessment has been received.

Save the return as a new file, using the Save As... option from the File drop-down menu in the top toolbar.

Enter the new information that mandates a ReFILE into the return. For example, a client has received an unexpected T4 indicating additional income.
Open a T1ReFILE form.

Ensure the client information (SIN, Name) is correct and enter the current date in the Date of ReFILE field.

Select the Yes option in the Is this an amended tax return? field.

Reprint and get the client to sign off on a new T183.

Select the EFILE/ReFILE this return option from the EFILE drop-down menu in the top toolbar.

You will get a new confirmation number on the return’s Info page.
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Using a Direct Deposit Request in ProFile

. . . Direct D itR t
The Direct Deposit Request form allows a refund, tax credit, or payment to S ok e

. . 5 Do you wish to start or change direct deposit information? EE
directly deposit into a taxpayer’s account. —

Complete the banking information area below

If you used EFILE to file a return, complete the Direct Deposit Request form to e e Account number
change the direct deposit information already provided to the CRA. a—— "

Direct deposit information previously provided to CRA
Regarding Direct Deposit service B’a”;gi”?ﬁ;w ‘”;‘gﬁ?"‘;;? Sl

Do not complete this form if you already use the direct deposit service and your
banking information has not changed.

Your direct deposit request will stay in effect until you change the information or cancel ‘ Pre-Authorized Debits "’AD)I
the service.

Do you wish to set up Pre-Authorized Debits (PAD) for current year tax owing? Yes

Instructions

* Pre-authonzed debit (PAD) Is a secure, online, sell-serice payment option for indivduals and businesses. This oplion lets you set the payment
amount you authorize the Canada Revenue Agency (CRA) to withdraw from your Canadian chequing account to pay your taxes on a date you
choose

E I | g | b I e dep05|t types * Only Payment on Filing (POF) for the current tax year will be allowed to create PAD agreement through T1 Efilers.

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

Social insurance number

The form is for the following types of deposits: e Al

Total amount owing

*  Income tax return refund e e s
Goods and Services Tax / Harmonized sales tax credit (GST/HST), including Do youwant 0 use the same barking information entered n T1DID (Direct deposi) form? No
certain related provincial payments

e Working Income Tax Benefit (WITB) advance payment e | Ao (a0,

e Canada Child Tax Benefit payment iee T L ' =S

e Universal Child Care Benefit payment

e Canada Pension Plan payment TAPAD cofimion mimber I

e Old Age Security payment

e Veterans Affairs payment

You can also use the online Direct Deposit form if you do not use EFILE and you need to update your banking information with the CRA.
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Using Preauthorized Debit (PAD) for T1 in ProFile

Pre-Authorized Debit (PAD) is a CRA feature that allows tax professionals to submit a payment to CRA on behalf of taxpayer clients who have an amount
due on their current-year T1 Personal returns. This feature saves the taxpayer time over printing a T/DR(A) form and making the payment in-person at their

Bank.

Note: Complete a PAD and EFILE it for each taxpayer. If there is a spouse with balance owing, the spouse requires his or her own PAD form to be completed
and undergo EFILE.

Completing the PAD Form:
1. Complete the taxpayer’s T1 Personal return in ProFile and EFILE.

2. Select the Form Explorer option from the ProFile GoTo menu.
3. Search for TIPAD and open the PAD form.
Note: If the taxpayer has completed the T1DD form, you can retrieve their banking information from the T1DD to automatically populate the PAD form.

4. Change the Do you wish to set up Pre-Authorized Debits (PAD) for current year tax owing value from No to Yes:

Do you wish to set up Pre-Authorized Debits (PAD) for current year tax owing? Yes

5. Enter the amount to be paid into the Total amount you would like to pay through PAD (single one-time payment) field.

6. For payment in full, check the Pay in full checkbox. For partial payment, enter the amount in the value field.

Total amount owing | 2577931 |
Total amount you would like to pay through PAD (single one time payment) ! Pay in full I | 25,779[31 |

7. Enter a payment date; the date must be between five business days (not including holidays) and one year in advance of the current date.

8. Enter details of the bank and account the payment is being made from.

The PAD form is completed.
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T1: Preauthorized Debit (PAD), Continued

Completing the T183 Form:

1. Select the Form Explorer option from the GoTo drop-down
menu in the top toolbar.

2. Search for T183 and open the T183 form from the results.

Note: The majority of content for the T183 form sources from the
preparer information entered under the Options > Environment...
menu.

3. Complete the T183 form and the related second page.

EFILE the PAD Form from the T1:

1. Return to the taxpayer’s T1 form that underwent EFILE.

2. Select the EFILE Pre-authorized Debit for this taxpayer...
option from the EFILE drop-down menu in the top toolbar.

The PAD form undergoes EFILE; the preparer receives a confirmation
number that populates the PAD form (field TIPAD confirmation
number) and on the information page following the EFILE.

Additional information

Read the CRA guide on PAD for more information.

Review a detailed support article on PAD for ProFile customers.

Agence du revenu
du Canada

Protected B
when completed

I*I Canada Revenue
Agency

Information Return for Corporations Filing Electronically

You have to complete this return for every initial and amended T2 Corporation Income Tax Return electronically filed to the Canada Revenue
Agency (CRA) on your behalf.

By completing Part 2 and signing Part 3, you acknowledge that, under the /ncome Tax Act. you have to keep all records used to prepare your
corporation income tax return, and provide this information to us on request.

Part 4 must be completed by either you or the electronic transmitter of your corporation income tax return.

Give the signed original of this return to the transmitter and keep a copy in your own records for six years.

Do not submit this form to the CRA unless we ask for it.

We are responsible for ensuring the confidentiality of your electronically filed tax information only after we have accepted it.

Part 1 — Identification

Corporation’s name HElusiness number
RC
Tax year: b }201?;‘1 NiH hifom i|2m A0 1 i|ls this an amended retun? 1 Yes [ ] 2 No
Part 2 - Declaration
Enter the following amounts, if applicable, from your corporation income tax return for the tax year noted above:
Net income (or loss) for income tax purposes from Schedule 1,
financial statements of GIFI (line 300) ] i
Part | tax payable {line 700} 0 i
Part |l surtax payable (line 708) 0 i
Part IIl.1 tax payable (line 710) 1] i
Part IV tax payable {line 712) 0 i
Part IV.1 tax payable (line 716) 0 i
Part V| tax payable (line 720} 1] i
Part V1.1 tax payable (line 724) 0 i
Part XIV tax payable (line 728) 0 i
Net provincial and territorial tax payable (line 760) 1] i
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Completing a T1 Adjustment

ProFile can automatically calculate the T1-ADJ form in the event an adjustment is required.

Note: ProFile recommends using the ReFILE feature where possible: it is a faster and easier-to-use experience
when compared to undertaking a T1 adjustment. Use T1 adjustment where ReFILE is not an option.

In addition, note that a T1-ADJ form cannot be electronically filed.

Using form T1-ADJ:

1. Open aT1 client data file that you created and have previously filed (to retain the original tax return, select
the Save As option from the File drop-down menu in the top toolbar and save the return with a modified

name).

2. Select the option Snapshot/variance from the Audit drop-down menu in the top toolbar; the
Snapshot/variance window displays.

3. Click the New button; a new entry displays in the Active: list.

Help F1

Adjust from Additional T3 Slip

Cut

Copy
Copy field code

Paste

Attach memo F8
Attach HyperDoc

Review marks 4

4. Name the snapshot something that identifies why the return is being adjusted (for example, Additional T3 slip) and click OK. This records amounts

in key fields that ProFile will check for variance after the return adjusts.

5. Navigate to the form or slip that requires adjustment and key in the new values.

6. Use the Form Explorer (or press <F4>) to open a copy of the TLADJ. ProFile allows unlimited copies of this form to be made, so additional

adjustments to the return can be filed as necessary.

7. Right-click on the form and select the New option from the menu to create another copy.

8. Right-click on the T1-ADJ form and select the Adjust from [snapshot name] option with the name of the snapshot.

9. ProFile compares the original return to the revised data. The software automatically detects the impact on all relevant fields, and completes the table

with line numbers, names and changed amounts. This only applies to fields with CRA line numbers.

10. There is a free-form area on the T1-ADJ where Other details or explanations are provided. To create separate paragraphs in this section, use <Shift

+ Enter> to start each new paragraph.

11. Print a copy of the T1-ADJ and mail it to the CRA,; there is no need to submit a full return.
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Completing a T1 Adjustment, Continued

Mailing form T1-ADJ
The CRA maintains an up-to-date list of all tax centers where T1-ADJs can be mailed.

Review the CRA list here.

Related Articles

Review the support article for additional details.
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Using Express Notice of Assessment (ENOA) for T1 in ProFile

ENOA is a CRA service that allows individuals and authorized representatives to view the basic result
of an assessment immediately after filing a return and to receive the full notice of assessment the next

day.

The instant assessment results provide the status of the return with a summary of the refund, amount
owing, or a zero balance and deposit information, if applicable.

The full notice of assessment provides an account summary with the result of the assessed return
showing a refund, a zero balance, or a balance owing, tax assessment summary, explanation of changes
and other information, and RRSP/PRPP deduction limit statement.

Note: While the CRA processes most ENOA requests within 24 hours, some cases may require up to
five days for processing.

Making the initial ENOA request:

1.
2.

Open the return that ENOA is being sought for.

Select the View Notice of Assessment (ENOA) option from the EFILE drop-down menu in
the top toolbar. The ENOA wizard displays in ProFile. Review the wizard content and click the
Next button.

If this is a spousal return, select a specific spouse from the drop-down menu, then click the
Launch CRA Website button

The ENOA wizard indicates that the CRA website is launched in a separate browser window.
Navigate to the CRA Login browser window and enter the user ID and password information.
Click the Login button.

In the CRA web browser, the ENOA request processing status displays.

Login to Review NOA

870002359 John

Launch CRA Website

5. The CRA web browser displays the SIN of the client for whom the ENOA request is being made; if the number correctly corresponds to the client,

click the Next button.

A new browser displays the details of the successful ENOA request; this page can be saved or printed.

6. Click the Close button; it is now necessary to wait a minimum of 24 hours to repeat the request and acquire the full ENOA summary.

More information: Review our support article for more information on ENOA and FAQ.
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Using Couple’s Returns for T1 in ProFile

: ’ . |
Creating a couple’s return: Couple Returns

1.
2.

Open or create the T1 return for the client. ]
@) Create a new return for spouse

On the Info form, select either Married or Living common-law for the marital status. Open an existing retum

Click the Switch to spouse | & button on the top toolbar menu; the Couple Returns ele l ‘ Selies]
window displays.

Choose whether to create a new return for the spouse, or couple the file to an existing return.

Select Create a new return for spouse to open a new return for the spouse, or;
Select Open an existing return to browse to a file on your hard drive and select it

Note: After combining the data, ProFile will ask if you want to delete the original file for the spouse. Delete the file to avoid duplication or possible confusion
of the original spouse's file and the same return in the new coupled file.

5.

Select the Save option from the File drop-down menu in the top toolbar.

ProFile saves both spouses' tax returns in the same data file. This keeps the tax returns together as file operations are performed on the tax return file (for
example, backing up to a disk).

6.

Once returns are coupled, select <F5> on the keyboard to toggle between the returns.

Uncoupling a couple’s return:

1.

Open the coupled return.
Select the Uncouple option from the File drop-down menu in the top toolbar menu.
Confirm the desire to uncouple the returns. ProFile automatically prompts the option to save the spouse’s return in a separate file.

Click the Save button. The client's file keeps the coupled file name (for example, Couple, Joe and Thelma.T08). It may be renamed by selecting the
Save As option from the File drop-down menu in the top toolbar.

On the Info form in each file, select Widowed, Divorced, Separated or Single for the marital status.
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Using a Medical Expense form for T1 in ProFile

Taxpayers may claim medical expenses for any 12-month period that ends in

the current tax year. Expenses already claimed on last year's tax return cannot @ = @ || - || 1S medical
be claimed again. Generally, all amounts paid can be claimed even if they were MEDICAL: Medical expenses
not paid in Canada. TFIMEDICAL: TF1 hedical expenses

TF?52.013: Expenses for Medical Services Mot Available in our Area
Opening the Medical Expense form:

i . i i Optimize medical expenses? Yes D No
1. ISearc:I gsmr? the termlbmedlcal in the ProFile search bar, Medical expenses - ine 330
Ocated in the top toolbar menu. Period covered by claim: from  2016/01/01 to 2016/12/31 I
. . . - Description * Subject to
2. Select the Medical expenses form displayed in the search Payment date Name of patient Payment made to of expense limitation? -
results 2016/05/01 Bob Smith Drug Co Mo
’ yyyy/mm/dd  |Kelly Smith Bl
yyyy/mm/dd Help Fl
For a COUplEd return: Optimize and sort expenses !
Are you claiming medical expenses? Yes ! Optimize expenses without sorting

The Medical Expense form in ProFile automatically shares
information between coupled returns.

1. To optimize medical expenses, select the Yes option to the Optimize medical expenses? question at the top of the form.

ProFile determines which taxpayer should claim the deduction at lines 330, according to the lowest net income (as long as the taxpayer can claim all
expenses).

2. To decide independently which spouse should claim the deduction, select the No option to the Optimize medical expenses? question at the top of the
form and select the Yes option to the Are you claiming medical expenses? question.

3. Select Percentage and enter it in the corresponding field for the current return to allocate a percentage to each spouse. The spouse's return will
automatically reflect the remaining percentage.
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Using a Charitable Donations Form for T1 in ProFile

The ProFile Donations form is used to enter charitable donations for - . H - @ = @ H = a0 H B Gont |
the taxpayer. Donations can be entered for both Canadian and U.S. =
organizations.

DOMNATIONS: Charitable donations Search
58: Donations and gifts

TR1DONATIONS: Donations summary
TF1%: Tax credit for donations and gifts

Search for the term donations in the ProFile search bar in the top
toolbar menu; select the appropriate form (for example, Charitable

donations).
Carrying forward donations: poretens Charitable donations
A ) A ) ) Charitable donations details o i

If a return carried forward from a previous taxation year, ProFile copies s Seectorcanzaton FECEnt Dk T
the list of organizations into the Charitable donations details and ea cross : e "
Donations to U.S. organizations tables, but leaves amounts as 0. S — e M% e s

. N A Donations to U.S. organizations o Transfer all dcnaucns.
Any donation amounts can be entered to the same organizations for the ey T 7

current year in the appropriate rows.
1. When completed, delete the remaining organizations, right-click in each table and select the Remove 'zero" lines option.

2. If the taxpayer has donation amounts from slips (for example, T4 slips), enter those amounts on the related slip or slips (for example, T4, T3,
T2202A, T4A, and T5013). ProFile automatically carries donation amounts from slips to the Reported on slips line in the Donations worksheet.

The donation carry forwards display at the bottom of the Charitable donations form. ProFile automatically claims older donations first to ensure that the
taxpayer uses them before they expire; charitable donations for up to 5 years are eligible for carry forward.

Transferring donations to a spouse:

1. Open the donations form.

2. Right-click on the form and select the option Transfer all donations or Transfer current donation.

The donations transfer to the spouse.
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Adding Dependants for T1 in ProFile

There is no limit to the number of dependants that can be added to the form;
a new blank column displays when the last column provided is populated.

Completing the “Dependant information” form:

1. Enter the term dependant into the ProFile search field in the top
toolbar menu; select the form from the search results (for example,
Dependant information).

2. Enter the dependant information in full.

Personal information entered on the Dependant form automatically populates
for both spouses, regardless of which is chosen.

Selecting family linking:

1. Select the Module... option form the Options drop-down menu in
the top toolbar.

2. Ensure the Allow family linking option is checked in the Allow
family linking section of the General tab.

3. Click the OK button.

4. ldentify the dependent in the Dependant information form that to link.

5. Right-click in one of the dependent’s form fields; select the Return for option from the

menu.
6. Click the Yes button when asked Create a new return for?

The new return is created for the dependant.

- vH

- a = E]H“ m" . I;] dependa]|

DEPENDAMNT: Dependant infarmation
55: Details of Dependant
TF14A; Amount for Dependants and Transfers of Amounts

Dependant

Dependant information

Are you eligible to receive the Child Tax Benefit? Yes Ho |:|
Family caregiver amount claimed by You Spouse D
Dependant #1 Dependant #2 Dependant #3
| | ]
Social Insurance Number ! ! |
First name
Last name
Relationship MNA MAA /A
Birth date yyyy/mm/dd yyyy/mm/dd yyyy/mm/dd
Net income 0.00 0.00 0.00
Claim as eligible dependant? No No No
Dependant claiming GST credit? No No No
Dependant claiming PST Mo No No
credit (MB)?
Did you or your spouse or Mo No No
common-law partner received in
December 2016, child assistance
payments from Retraite Québec?
(QC)
Did dependant live with you in 20167 |Yes No No
Street address | | | | | |
Module Options EE
i 12015 T1/TR v} 320132016 T2 w | &l 52015 T3/TP6d6 w | [d 72015 « |
File Template
Browse
General | Data Locking | Warance | Disclaimer | T1/TP1 Review
X Joint client leter B Fanguage
B Joint clientimaice @ English
ufornan rward "Forrn Selection" settings ® Franch
7B Calculation options :
K B Allaw family linking
AS
X Recalculate invoice on data locked returns
& File narming
® Long names
O Long with SIN =
O SIN only (8.3)
O Long using SINs
.
O Client reference number
& Client colour il
4 L 3 He\p
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Family Linking for T1 Returns

A number of file management features make it easy to work with linked T1 or T1/TP1 files for members of the same family:

Linking family returns

Working with linked files

Printing linked files

Saving linked files

Sharing income between spouses
Sharing data between family members
Estimating Child Tax Benefits

Open and close family files

Working with linked family files

Once linked, family files can be opened and closed together.

If you prefer working with family files open together, open them all together when beginning to work on a set of family files.
If files were closed together, (for example, File -> Close family) ProFile will open the returns together.

If closing the file for one family member separately, automatic opening of all family files together will not occur until after the next time you open all the files
at once.

Switch between Family Members
Use the toolbar icon, the Form menu or the Window menu to switch between open files for members of a family.
Print Family Files

When selecting the File > Print option for a linked file, the Print Selection dialogue box displays a tab for each family member whose file is currently open
to permit printing returns for the whole family at once.

File Properties
View the File Properties details for all family files open together and listed in the Window menu.
Deactivate Family Files

To deactivate the family file-handling features, clear the checkbox Allow family linking under Options > Module > T1/TP1 > General > Calculation
options.
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Using S3 Principal Residence Form in ProFile
Starting with the 2017 tax year, preparers must complete forms T2091 and/or T1255 for each real estate property disposed of by taxpayers in the year,
including their principal residence.

In case of multiple properties disposed of by the taxpayer in the year, complete forms T2091 and/or T1255 for each property.

How are the updated and new forms managed?
The preparer completes the Schedule 3 form and S3 Principal Residence Details Form.

The preparer completes the new T2091 and/or T1255 form and sends a copy to the client for their signature. Clients sign the new form and return it to the
preparer.

The T1255 and T2091 forms each contain some data that transmits to CRA.

Complete the TP274 form if the client is a resident of Quebec.

Can a preparer enter data directly into the new T1255 or T2091 forms?

Data in the Description of property sections of the new T1255 and T2091 forms flows from the client information entered on the S3 Principal Residence
Details form. Enter any remaining required data on the new forms manually.

Is it necessary to retain the T1255 or T2091 forms?

A signed copy of Form T2091 - Designation of a Property as a Principal Residence by an Individual (or Form T1255 for deceased taxpayers) must be kept by
the taxpayer in the case the CRA asks for it.
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Using S3 Principal Residence Form in ProFile, Continued

Undertaking the Workflow:

1. Complete the individual T1 Info pages for the residence owner

Please enter all principal residence transactions on
S3PrincipalResidenceDetail.

and spouse (if applicable). f

Tick the box that applies to your designation

for some or all of the years owned

1 D | designate the property described on Form T2091(IND) or Form T1255 to have been my principal residence for all

2. Open the SChed Ule 3 fOfm. years owned; or the property described on Form T2091(IND) or Form T1255 to have been my principal residence
for all years owned except one, as per the exception described above.

2 D I designate the property described on Form T2091(IND) or Form T1255 to have been my principal residence for

3. Select an option under Line 179. Same,baitnotel yenrs owned L

Note: The following steps should be undertaken only for one spouse's

return if the property is owned 50/50 between spouses. T Joarar Proceeds of BRI
exemption
4. Click the S3PrincipalResidenceDetail link located above the [ | e
section. T;:N - TT;:?sﬁe i?:;w z 2017 J§+ 375,000]00 209121 "]

Total } 375,000[00

The S3 Principal Residence Detail form opens.

Description

Note: Each property that is disposed of automatically links to a T2091 form. Each property ik
disposed of by the designated legal representative of a deceased taxpayer automatically links to | <ew>
a T1255 form.

5. Complete the S3 Principal Residence Detail form as required; note that the section
Designated by legal representative of deceased? is automatically populated by the
names of the residence owner and spouse (if applicable).

k2 8. T1255#1 | ~4.73 | 9. Label I =« 5. 53 6. S3PrindpalResidenceDetail [*1s1 [ “7.T4 | U Slips | 73

Principal Residence Detail

Principal residence designation

Beginning In 2017, ProFile users will complete a T2091 form (or a T1255 form for a deceased client)
for all disposals of a principal residence, whether or not a taxable capital gain resulted from the
sale.
1. Enter the disposal information with the address, year of acquisilion, and proceeds of the disposal in the
T3PrincipaiResidenceDetall worksheet below.
2 Check the corresponding box in Line 179 based on the information entered in the worksheet
Some from the to the T2091 or T1255
form.
3. Review the summary information entered from the T3PrincipalResidenceDetail worksheet. this section is
at the bottom of the Schedule 3 form. The summary information Is for review purposes only and Is not in

the CRA's official Schedule 3 form
4. Navigate to the T2001 or T1255 form and complete the remainder of the form as necessary. It is not
necessary to compiete pages 2 and 3 of the form(s) if option 1" has been selected on Line 179 of the
T3PnncipaiResidenceDetall worksheet
Some information from the T2081 or T1255 form transmits with the return through EFILE and is
considered “filed” with the return. Do not send a paper copy to the CRA unless requested to do so.

1[] 1 designate the property descrived below to have been my principal
residence for all years owned
2 D | designate the property described below to have been my principal residence for some, but not
all, years owned (see note below)
3[X| | designate the properties described below to have been my principal residences for some or
all of the years owned (see note below).
Note: In all cases you are required to complete Form T2091(IND), Designation of a property as a principal
residence by an individual, or Form T1255, Designation of a Property as a Principal Residence by the
Legal Representalive of @ Deceased Indiidusl, whichever appiies

#1

Amount Exchange Cdn §
% reported by others 0.0
9% reported by spouse 50.0
% reported by taxpayer j50.0]
Street No Street name 123 main st City [toronta
Prov.Ter ON Postal code |MoP 373
Country CAN
Year of acquisition 2017
Proceeds of disposition 750,000/00 [ 0 ] fﬁ»(},U()O]O(J l
Designated by 593' John Doe [dves
deceased? Mary Doe [ves
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Using S3 Principal Residence Form in ProFile, Continued

If the Designated by legal representative of deceased? option is not selected, the
Description of property section of the T2091 form populates.

If the Designated by legal representative of deceased? option is selected, the
Description of property section of the T1255 form populates.

Completing the T2091 and/or T1255 Form:

If the residence was owned 100% by an individual in the relationship, the non-owner
spouse does not complete a T2091 or T1255 form.

If the residence was owned in a 50/50 split, a T2091 or T1255 form must be completed
for each spouse as follows:

e If option 1 in Line 179 of Schedule 3 was selected, complete only the first
page elements of the T2091 form that were not automatically calculated. If
options 2 or 3 in Line 179 of Schedule 3 were selected, it is necessary to
complete the remaining elements of the form applicable to the specific
situation, or:

e [f option 1 in Line 179 of Schedule 3 was selected, complete only the first
page elements of the T1255 form that were not automatically calculated. If
options 2 or 3 in Line 179 of Schedule 3 were selected, it is necessary to
complete the remaining elements of the form applicable to the specific
situation.

Related Articles

Review the support article for additional details.

I=2E RESIDENCE BY AN INDIVIDUAL (OTHER THAN A when compieteq
PERSONAL TRUST) Tax year | E0 |

Use this form to designate a property as a principal residence. You must also complete the "Principal residence designation” section of Schedule 3 for
the year you.
.

of, or were ¢ 1o have of, your principal residence, or any part of it, or

* granted someone an option to buy your principal residence, or any part of it

Note

If you were not a resident of Canada for the entire time you owned the designated property, call 1-800-959-8281

Your period of non-residence may reduce or eliminate the availability of the principal residence exemption
For more information about designating a principal residence and what qualifies as a principal residence, see Income Tax Folio S1-F3-C2, Principal
Residence, or the "Pnincipal residence” chapter in Guide T4037, Capital Gains.
Definitions
For the purpose of this form, the acquisition date is the date on which you acquired or last reacquired the property, or December 31, 1971, whichever
is later. However, if you or your spouse or common-law partner filed Form T664 or T664(Seniors), you or your Spouse or common-taw partner are not

to have of and reacquired the property as a result of that election

The term spouse used throughout this form applies to a person to whom you are legally married. For 1993 to 2000, a spouse included a common-law
spouse. For 2001 and future years, the reference to spouse is replaced with spouse or common-law partner as defined in the “Definitions” section in)|
Guide T4037, Capital Gains.

Note

If you made an election to have your same-sex partner considered your common-law partner for 1998, 1999, and/or 2000, then, for those

years, your common-law partner also can not designate a different housing unit as his or her principal residence.
Generally, you can only designate one property as your principal residence for any specific year, except where you sell a principal residence and buy
another in the same year. If this exception applies to you, the “plus one” rule in calcutating the principle residence exemption amount will allow you to
claim the principal residence exemption for both properties for that year even though you can only designate one property as your principle residence.
However, for dispositions that occured after October 2, 2016, if you were a non-resident throughout the taxation year in which the property was
purchased or acquired, the “plus 1" rule does not apply.
If you ticked box 1 at line 179 of Schedule 3, you only need to complete the first page of this form. You do not need to report any gain amount on
Schedule 3 for this property or properties per the exception described above.

rDescription of property
Provide the information requested below for the property you disposed of in the tax year. Complete a separate form for each property you sold
Address
[Street number, Street name, and unit number if applicable Year of acquisition Proceeds of
disposition
123 main st
Prov./Terr ostal code ity ountry
ON MOP 373 toronto CAN 2017 375, 000[00
Designation
1, Doe, John i , hereby designate the property described above to have been my principal residence
(print your name)
I*l fa‘;‘::“ Bave0us ;zg‘:ﬂ’;“a’“"“ DESIGNATION OF A PROPERTY AS A PRINCIPAL Protected B
' RESIDENCE BY THE LEGAL REPRESENTATIVE OF A En COTDIeteg
DECEASED INDIVIDUAL Tax year | F0l |

Use this form to designate a property as a principal residence. You must also complete the "Principal residence designation” section of Schedule 3 for
the year the deceased person:
of, or was ¢ 0 have of, his or her principal residence, or any part of it; or

* granted someone an option to buy his or her principal residence, or any part of it

Note

If the deceased person was not a resident of Canada for the entire time he or she owned the designated property, call 1-800-959-8281

The peniod of non-residence may reduce or eliminate the availability of the pnncipal residence exemption.
For more about a principal resi and what qualifies as a principal residence, see Income Tax Folio $1-F3.C2, Principal
Residence, or the "Principal residence” chapter in Guide T4037, Capifal Gains.
YYou can only designate one property as the deceased’s principal residence for any specific year. However, where the principal residence is sold and
another one bought (or where the deceased moved to another of his or her properties) in the same year, the "plus one” rule in calculating the principal
residence exemption amount will allow you to claim the principal residence exemption for both properties for that year even though you can only
designate one property as the deceased's principal residence.
For dispositions that occurred after October 2, 2016, if the deceased was a non-resident throughout the taxation year in which the property was
purchased or acquired, the "plus 1° rule does not apply.
If you ticked box 1 at line 179 of Schedule 3, you only need to complete the first page of this form. You do not need to report any gain amount on
Schedule 3 for this property.

of property
Provide the information requested below for the property you disposed of in the tax year. Complete a separate form for each disposition

Address Proceeds of
iStreet number, Street name, and unit number if applicable Year of acquisition
123 main st dsposilon
Prov./Terr IPostal code ity omlry
ON M9P 3T3 toronto CAN 2017 375,000[00
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Using Pension Split Optimization for T1 in ProFile

Canadian residents who received eligible pension income during the taxation year may be able to allocate up to half of their eligible income to their spouse
(or common-law partner) for income tax purposes.

Completing T1032 form:

1. Open form T032, Joint Election to Split Pension Income.

| Optimize split pension income | =l

2. Indicate at the top of form T1032 whether you are the Pensioner (transferring pension

; ; f . AR . 1 Copy field code
income to his/her spouse) or the Pension Transferee (receiving pension income from his/her

spouse). Copy Memo/Tape
1 Paste Memo/Tape
3. Enter the amount of the elected split pension on Line E of the form. Based on your Close form Esc
Pensioner/Pension Transferee selection, the amounts will automatically flow to lines 210/116 Print farm
of each of the spouse's returns. Newinindon

— Launch window

Utilizing the pension optimizer worksheet: | Create FX
Create T3

Previous year's return

1. Open the form T10320PT, Optimize — Split-pension income.

2. To view the amount that ProFile recommends that the taxpayer transfer to his/her spouse or show dudisor Chtsk
common law partner, right-click on the worksheet and select the Optimize split-pension Eitonment
income option.

-
4
-
"\f'\lf'\f'\ﬁ

Utilizing scenarios in the Calculator section:

1. Open the form T10320PT, Optimize — Split-pension income.
2. Enter the amount of pension income to be split in the Elected split-pension amount box under Scenario # 1.

3. Press Enter. The calculator displays the Total Payable and Balance Owing for each individual, as well as combined totals for the couple.

Related Articles

Review the pension-splitting support article to learn more.
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Using Business Statements for T1 in ProFile

There are multiple business statements in ProFile, including:
I*I ;};en:;fa Revenue

Agence du revenu

01 Infcl U 4. Medical | £ 5. Donations | & 6. Dependam‘ Z2.T1032 "2 8.T2125#1 |ug. T1| a 3. T4| N |

Statement of

Protected B

e T2125 - Statement of Business or Professional Activities Business o Professional Activities e complee
® T776 - Statement of Real Estate Rentals » This formis used to help calculate self-employed business and professional income.
K I ’ F_or each business or profgssw_on,ﬁ\\ a_m a separate Form T2125.
L4 T2042 - Statement Of Farmlng ACtIVItIes ’ EﬂrOrLﬂnotr!?ﬂr%r?ﬂg:gﬂssgigv:v&hfﬁﬁg;:I::ign;;rtlixsildéfigzﬂ'trt;%tggj-ﬂusmess and Professional Income.
e T2121 - Statement of Fishing Activities -
H HH N [Smith, Bob Y | b
e T1163 & T1273 - AgriStability it AocourtNaer :
(15 characters) RT
Each statement has their own set of forms such as the asset, CCA, and N e Apartment or suite
Summary forms- City I Province or territory
Amounts from certain slips are transferable to a business statement. It From " VearhfonthDay femon, M s Al
. . . 2016/01/01 for  2016/12/31 Calendar Y
gIVES the OptIOI’] '[0 transfer on the Sllp Main product or service : B Industry code (press F6) i

(see the appendix in Guide T4002)

Tax shelter identification number

These statements are multi-copy forms; in order to create a secondary 15

Partnership Business Number
(9 digits)

Your percentage of
the partnership
100.0000 | %

statement, select the New Form option from the Form drop-down menu in

MrPreparer PreparerFirm

Name and address of person or firm preparing this form

123 main st

the top toolbar menu.

Toronto

— Internet business activities

Deleting business statement sets (T4slip)

If you delete any form in a business statement set, ProFile deletes all the related forms in the same set. ProFile
automatically selects for printing any of the business statement forms that are used. Unused forms in a set have no

impact on a tax return filing.

To clear a particular form in the set, open the form in the Edit window and select the Clear Form option from the

Form drop-down menu in the top toolbar menu.

This option does not impact other forms in the same set.

Related Articles

Review the business statement and Asset details entries in ProFile’s Help feature for additional information.

Form | Options EFILE Online Training Wini

Open F6
Open List >
Open in New Window Ctrl+Alt+F6
Back track Alt+F7 F
Close Form

Print F12 [
Spouse F5
Provincial Toggle Shift+F5 L
Zoom

Review v [

New Form

Clearrorm
Delete Form

Clear Review Marks
Clear Highlighter
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Adding Motor Vehicles for T1 in ProFile

Business Auto

The Motor vehicle expenses (Business) worksheet lists motor vehicle expenses Motor vehicle expenses (Business)
used for business purposes, related to the T2125, T2121, T2042 and Quebec Allocation of expenses sracalperiod o Terminal  Recapture  Orrmed®
business statements. T212541

Byyyy/mm/ddlyyyy/mm/dd] 0

From the Allocation of expenses drop-down menu, select your business statement

Description of automabile

(if you have not yet opened a business statement, the drop down list will be

Enter the kilometers you drove in the tax year to earn business income 500 @ 1
empty) . Enter the total kilometers you drove in the fax year 1,000 I 2
A A Taxable Non Eligible Total
Data entered on the Business Auto form flows to the selected business Coctand STl ool OO so0loo 3
statement(s).

In the case of the T2125, T2121 and T2042 business statements, ProFile transfers automobile expenses to different areas on the statements depending on the
taxpayer's percentage of ownership of the business:

e If the business is a sole proprietorship (% ownership = 100%), then the automobile expenses are transferred to the expense section of the business
statement (line 9281 or 9819, depending on the business statement).
e If the business is a partnership, the expenses are transferred to line 9943, Other amounts deductible from your share of net partnership income (loss).

As you complete the Business Auto worksheet, ProFile automatically transfers the required information to the related Quebec business auto form (for
example, TP80Auto, TP1FishingAuto).

Capital Cost Allowance (CCA)

Chart C of the Business Auto worksheet lets you calculate the Capital Cost Allowance (CCA). CCA amounts are transferred to the business statement's
CCASummary or the CCA (assets owned by partner) table of the relevant business statement, depending on whether or not the vehicle is owned by the
business. This is specified in the Owned by business? column of the Allocation of expenses table. For vehicles owned by a partner in a business, ensure that
the Owned by business? column is set to No for the related business statement.

Sharing automobile expenses between spouses

ProFile does not automatically share the details of motor vehicle expenses with the spouse’s return. If both spouses have expenses related to the business use
of an automobile, they will each have to create their own Business Auto form.

Related Articles

Review the support article to learn more about CCA for motor vehicles.
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Adding Assets and CCA for T1 in ProFile

Asset details forms are part of the business-statement set. For each business statement, ProFile
creates a corresponding asset details and asset list form. For example, when creating a
T2125#1 form, ProFile creates the corresponding T2125Asset#1 and T2125AssetList#1 forms.

Use asset details and asset list list forms to track business and rental assets. Enter asset
information on the asset details form. ProFile automatically transfers this information to the
corresponding asset list form. The asset list form displays all assets in a single table that you
can print.

Note: It is not possible to print the asset list form.

Entering asset information:

1. Complete a separate entry for each asset.

2. Alist of assets appears in the panel on the left of the asset details form. Click on one
of these items to display the asset details for a particular asset.

3. Click New to enter information in a blank column. ProFile automatically numbers
each asset as entered on the information and creates a blank entry for the next asset.
Complete a separate entry for each asset.

4. Enter details for each asset under the Federal/Quebec headings. ProFile automatically
calculates the net cost or proceeds and transfers the amount to the CCA form to
calculate the capital cost allowance (CCA), recapture, or terminal loss.

Capital Cost Allowance (CCA) form

Capital Cost Allowance (CCA) forms and summaries are part of the business statement set. For each business statement, ProFile creates a corresponding

T2125CCA

172125 CCA

Please enter addition and disposition details on T2125Asset.

-

4 |
Class
Terminal loss? Mo I
Description

Class 10 or 10.1 limited by the number Km?

No

Kilometres travelled in carrying on your activity

o

Total kilometres

[=]

Acquisition date / Start of lease yyyy/mm/dd
Expiry date yyyy/mm/dd
Capital cost 0.00
Number of 12 month periods 0
Annual CCA 0.00
CCA claimin prior years 0.00
Undepreciated capital cost (UCC) - start of year 0.00
Normal additions 0.00
Cost of additions | Additions exempt from 50% rule 0.00
Total additions 0.00
Proceeds of dispositions 0.00
Prior year ITC 0.00
Adjustments Other 0.00
Total 0.00
Subtotal 0.00
Adjustment for additions (50% rule) 0.00
Base amount for CCA 0.00
CCA Rate 0.00
CCA for the year, personal use portion 0.00
CCA for the year 0.00
Recapture of CCA 0.00
Terminal loss 0.00
UCC Reduction 0.00
UCC - end of year 0.00

CCA and CCASummary form. For example, when creating a T2125#1, ProFile creates the corresponding T2125CCA#1 and T2125CCASummary#1 forms.
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Using the Employment Expenses form for T1 in ProFile

Use form T777 to calculate allowable employment expenses.
There are four forms related to employment expenses:

T777
T777Details
T7770ther
T777Auto

Enter employment expenses for commission and non-commission employees
on T777Details.

Enter expenses for musicians, forestry workers and apprentice mechanics on
T777Cther.

Use form T777Auto to calculate automobile expenses related to earning
employment income.

T777Auto#: Motor vehicle expenses:

Use this form to calculate automobile expenses related to earning
employment income.

1. Create a new T777Auto worksheet for each automobile.
2. Complete the expense details for the automobile.

3. Right-click on the form and select New form from the context-
sensitive menu.

® 1, Info ¢ 4. T777Auto#1 Pdg.ﬂl ~i.T4|

: |

Motor vehicle expenses (Employment)

Motor vehicle expenses summa

T7TTAuto

#1 #2 #3 #4 ofa
Allowable expenses 0 00] 0.00 0.00 0.00 0.00
Interest 0.00 0.00 0.00 0.00 0.00
Capital cost allowance 0.00 0.00 0.00 0.00 0.00
Allowable motor vehicle expenses 0.00 0.00 g 0.00 g 0.00 g 0.00

Calculation of allowable motor vehicle expenses

Description of automobile

Enter the kilometres driven in the tax year fo earn employment income Of1
Enter the total kilometres you drove in the tax year of2» 0.00 I %
Taxable Non Eligible
GST HST
Fuel (gasoline, propane, oil) O\OO 0[00 0[00 0 3
Maintenance and repairs 0\00 000 000 0 4
Insurance 0[00 0 5
License and registration 0[00 0 6
Leasing 0loo oloo J§ 0loo 0 7
0/o0 oloo | oloo | 0 8
Subtotal 0joo oloo |j oloo |j 0 9
Multiply line 9 by 0.00 B% oloo i oloo J§ oloo J§ oloo I 10
Reimbursemerts (Note) 0loo oloo J§ oloo J§ oloo Jj 11
Allowable expenses (Line 10 minus line 11) 0joo oloo |j oloo |j = ooo |§ 12
Interest 0[00 0[00 @ 13
Capital cost allowance ojoo i oloo i 0loo oloo | 14
Allowable motor vehicle expenses
Add lines 12, 13, and 14 oloo | oloo Jj oloo Jj oloo |f 15

Note: Where an employee receives a reasonable allowance to cover particular motor vehicle expenses, this allowance does not represent
a reimbursement. Please also note that a reasonable allowance is excluded from income under subparagraph 6(1)(b){vii.1) of the Income

T777Details Em ployment expenses

Do you qualify for the GST/HST rebate? [es B o Jump to: T777
Limit expenses to commission income? |:| Yes No
Employees earning a sala
Taxable Non Eligible Total
GST HST
Allowable motor vehicle expenses 0/00 0/00 0/00 0foo
Accounting and legal fees 0|00 0/00 0)00 0loo
Food and beverages 0[00 0/00 0/00 0foo
Less non-deductible (50%) 0|00 0/00 000 [o] (0]
Lodging 000 0|00 0J00 0loo
Parking 0|00 0|00 000 [o] (0]
Supplies (postage, stationery, other office supplies) 0[00 0/00 0/00 0foo
0|00 0|00 000 [o] (0]
Subtotal 0]o0 0)00 0]00 Oloo g 1
CCA and interest on a motor vehicle O\OO O\OO O\OO O|00
Subtotal 0loo 0loo 0loo ojoo | 2

Employees earning commission income

Taxable Non Eligible Total
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Using Comparative Summary for T1 in ProFile 2016 Tax Summar Federal)

ProFile provides summary forms that present the tax return data in different ways. These include:

e Summary - Tax Summary (Federal): This form displays all the non-zero line items of a
single taxpayer's T1 return (each field that contains data in the return).

e TI1Summary - Tax Return Summary, TP1Summary - Tax Summary (Québec): These
forms display major items from the taxpayer's return

e 5Year -5 Year Tax Summary (Federal), TP15Year - TP1 5 Year Tax summary
(Québec): This form displays the major items for a single taxpayer's last five years of tax
returns.

e Comparative - Comparative Tax Summary (Federal), TP1Comparative - TP1
Comparative tax summary: This form compares the major items from this year's tax return
to last year's tax return for a single taxpayer. If the return carried forward using Profile, last
year's amounts appear automatically on the comparative summary.

e NRTC - Comparative NRTC Summary: This form compares the non-refundable tax credits
on the federal and provincial tax returns v o]

e TI1Review - T1 Review, TP1Review - TP1 Review: Similar to the Comparative Tax
Summary, this form compares the major items from this year's tax return to last year's tax
return for a single taxpayer, with a special focus on review. The form uses the variance B ——
thresholds specified under Options -> Module... -> T1/TP1 ReView gz
to highlight significant changes between current and prior year
returns. It is also possible to adjust the variance threshold in the

PP 207] ]
08|

42
Totai payabie | 435]

T777 5 Year Comparative

. . . 2016 2015 2014 2013 2012
Review preferences section of the form. ProFile calculates the Accounting and g fees o 0 0 0 0
differences and displays them on the T1/TP1 Review tab in dollar ol - 2 2 2 2
E i 0 0 0 0 0
and/or percentage amounts. e e expenses 2 g 2 S 2
Parking 0 0 0 0 0
. R . R Supplies 0 0 0 0 0
Five-year comparative summaries are part of the business-statement set. oo 0 0 0 0 0

- - - - radespersons [00ls expenses
For each business statement, ProFile creates a corresponding five-year Aeprentice oot expenses 0 0 0 0 0
, p g Y!

comparative summary form. For example, if creating a T2125#1 form, R 0 2 2 n 2
ProFile creates the T2125Comparative#1 form. This form is used to compare =~ Atssemomenepeses - . = . .
up to five years of business statement information. Works space-inthe-home 0 0 0 0 0
Total expenses 0 Q 0 0 Q0

ProFile automatically carries forward previous-year business statement information from the previous year to this form. Enter any additional information
directly in the summary.

If creating a new return, rather than undertaking the carry forward of an existing return, enter the prior year information directly on the comparative summary.
ProFile carry forwards this information in the following year.
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Using Tax Planner for T1 in ProFile

The tax planner in ProFile prepares a projection of the taxpayer's position for

the next taxation vear.

Tax Planner is an unlimited form, so as many different scenarios as required
can be created for a single T1 file.

Creating a T1 tax plan:

1.
2.

Enter the term tax plan in the ProFile search bar in the top toolbar.

Select the PLAN: Tax planner option from the search results; the tax

planner displays.

Right-click on a form field and select the New form option from the

menu.

Enter a description for the scenario in the Description field at the top
of the form. This description displays in the Form Explorer to
distinguish between the different scenarios created.

Pian 2017 Tax Planner

Jescription:

Tax plan summary

Taxpayer name

Baniaz Starr

Birthdate

Province of residence

yyyy/mm/dd I
NA

Spouse name

Birthdate

yyyy/mm/dd

Spouse's net income

0.00

Gross income

Total income for tax

Net income

49,800|00

Taxable income

49,800|00

Non-refundable credits

49,800(00
49,800|00

2,044[20

Federal Tax

Other payable

Provincial Tax

W+ |+

Total payable

Other credits

Balance owing (refund)

5,639]42

0[00

0loo

0joo

5 5 822(94
= (5.822)94)

= (5_322\94)]

%
100,

W After tax § (344,160.58)
M Federal tax (35,639.42)
M Provincial tax ($0.00)
M Other payable (30.00)

Marginal tax rate summa

Instalments:
March 15

Calculate?

(O Yes ® No

June 15

o0loo
0joo

Note: When creating a new plan, ProFile creates new T1 plans for the client and spouse, all in the same numbered set.

Transferring data from the current year’s tax return:

To save time entering data on a new plan, you can transfer amounts from the current year's tax return to get you started.

1.

Open a completed T1 client file.
Open the tax planner from the Client category of the Form Explorer.
Right-click on a form field and select the Copy T1 return option from the menu; the return’s data imports into the tax planner.

Change any amounts to reflect the client's new projections for the year.

80

60
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Using a Motor Vehicle Expenses Form for T1 in ProFile

Form T777 calculates allowable employment expenses.

Note: This applies for T7777 vehicles only.

Enter the term T777 into the ProFile search bar in the top toolbar menu
and select the appropriate result.

There are four forms related to employment expenses:

e T777: Enter employment expenses

e T777Details: Enter employment expenses for commission and
non-commission employees

e T7770ther: Enter expenses for musicians, forestry workers and
apprentice mechanics

e T777Auto: Calculate automobile expenses related to earning
employment income

T777Auto#: Motor vehicle expenses:

This form calculates automobile expenses related to earning employment income.

1. Create a new T777Auto worksheet for each automobile.

2. Complete the expense details for the automobile. Any number of copies of
the form may be created. Right-click on the form and select the New Form

option from the menu.

T777Details Employment expenses

Do you qualify for the GST/HST rebate?
Limit expenses to commission income?

B o
[ No

Employees earning a sala

Jump to: TF77

Taxable Non Eligible Total
GST HST
Allowable motor vehicle expenses 0]00 0lo0 0|00 0|00
Accounting and legal fees 0/00 0|00 0|00 0|00
Food and beverages 0/00 0|00 0|00 0|00
Less non-deductible (50%) 0]00 0o 0|00 0o
Lodging 0/00 0]oo 0/00 0Joo
Parking 0/00 0]oo 0/00 0Joo
Supplies (postage, stationery, other office supplies) 0]00 0o 0|00 000
0/00 0]o0 0/00 0joo
Subtotal 0/00 0]o0 0/00 oo g 1
CCA and interest on a motor vehicle O‘OO OlOO O‘OO O|OO
Subtotal 0[o0 0[oo 0[00 ojoo | 2
Employees earning commission income
Taxable Non Eligible Total

©1 Info o 4. T777Auto#1 Iwg. Tw -3 T”

+

TITTAuto

Motor vehicle expenses summal

\

Motor vehicle expenses (Employment)

#1 #2 #3 #4 Total
Allowable expenses 0.00) 0.00 0.00 0.00 0.00
Interest 0.00 0.00 0.00 0.00 0.00
Capital cost allowance 0.00 0.00 0.00 0.00 0.00
Allowable motor vehicle expenses 0.00 0.00 0.00 0.00 0.00
Calculation of allowable motor vehicle expenses
Description of automobile
Enter the kilometres driven in the tax year to eam employment income 0 I 1
Enter the total kilometres you drove in the tax year ofj2» 0.00 ] %
Taxable Non Eligible
GST HST
Fuel (gasoling, propane. oil) oloo i oloo i oloo i oloo | 3
Maintenance and repairs O\OO I 0\00 I 0[00 0]00 @ 4
Insurance 0[00 0/00 @ 5
License and registration 000 0j00 @ 6
Leasing 0joo 0/o0 000 000 @7
0loo 0|00 0[oo ojoo W 8

Subtotal ojoo | ojoo | e | ojoo g o
Muliply line 9 by 0.00 % oloo Jj oloo Jj oloo |} oloo Jj 10
Reimbursements (Note) oloo J§ oloo J§ oloo J§ oloo Jj 11
Allowable expenses (Line 10 minus line 11) oloo oloo |} oloo } = oloo |j 12
Interest 0[00 0]00 @ 13
Capital cost allowance oloo Jj oloo Jj oloo oloo | 14
Allowable motor vehicle expenses
Add lines 12, 13, and 14 oloo J§ oloo J§ oloo J§ oloo J§ 15

Note: Where an employee receives a reasonable allowance to cover particular motor vehicle expenses, this allowance does not represent
a reimbursement. Please also note that a reasonable allowance is excluded from income under subparagraph 6(1)(b)(vii.1) of the Income
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Filing a T1 for a Deceased Taxpayer in ProFile

Complete a return for a deceased taxpayer who is single :

1. Create a new T1 return in ProFile.
2. Navigate to the Info sheet.

3. Enter the date of the client’s death in the Date of Death field under the
Taxpayer personal information section.

The date of the client’s death in the Is this return for a deceased person? section of the
T1 sheet updates automatically.

If the deceased taxpayer is married, the status of the individual’s spouse changes
automatically to Widowed on the spouse’s form.

Completing Special return for deceased taxpayer:

1. Enter the date of the client’s death in the Date of Death field under the
Taxpayer personal information section.

2. Scroll down the Info sheet to the Special return for the deceased taxpayer
(Other than “final return™) section.

3. Review the options in the section and select one if applicable.

Carrying forward a coupled deceased return

Birth date yyyy/mmidd B 2Age
Date of Death  yyyy/mm/dd
Gender |:| Male |:| Eemale

Is this return for a deceased
If this return iz for a deceased “ear/Month/Day

person, enter the date of death: yyyy/mm/dd I

Marital status

Tick the box that applies to your marital status on

December 31, 2
1 |:| Married 2 |:| Living common-law 3 [ Widnwed:
4 |:| Divorced 3 |:| Separated 6 |:| Single

Special return for the deceased taxpayer (Other than "final return”)

When carrying forward a CO_UpIed flle.m which a Spouse filesa s Separate return for the value of the rights or thing - ST0{2) |:|
deceased return for the previous taxation year, ProFile _ _ _

automatically carries forward only the return for the surviving » Separate return for the business income of the stub period - 5150(4) |:|
taxpayer. = Separate return for the income received from a testamentary trust — S104(23)(d) |:|
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Managing T2 Returns in ProFile



Overview of T2 Module in ProFile

A T2 is the federal tax return for incorporated businesses (also called corporations). An incorporated business must complete a T2 return each year, even if
there is no tax payable.

The form must be filed within six months of the end of each corporation's fiscal year.

The CRA requires that any T2 returns being filed electronically must be filed via the EFILE service.

Required information and material for T2 returns

For the best-possible experience, assemble the following information and materials prior to undertaking the T2 return:

Prior-year financial statements and T2 return, if applicable

Acrticles of incorporation

List of product and services provided in percentages

Obtain backup electronic copies of applicable bookkeeping (for example, QuickBooks, Simply accounting, MS Excel, etc.), trial balance sheet, income
statement, general ledger, credit card and bank statements of the last month of the corporation year

Corporate installment payments made during the year

Copy of prior years' Notice of Assessment (NOA)

Correspondence with any government relating to the corporation

List of changes to the corporation from last year (for example, new director, shareholders, new assets, etc.)

Business number of the corporation (review the incorporation documents or prior-year return)

Address of corporation, including head office, mailing and location of books, if applicable (you can review the CRA My Account feature for this
information)

Fiscal year-end date of company

Enter information and carry-forward the return in ProFile of the prior-year corporation return, if available

Provide a signed business consent form to acquire access to the client’s business information through the CRA (support article)
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T2 Guide and In-Product Tutorial in ProFile

ProFile provides customers a T2 guide that includes a list of steps a user should understand in order to file a corporate return.

Note: The T2 guide covers basic steps for filing a T2 return, but does not provide any tax-related advice or opinion. ProFile recommends reviewing the CRA
website, contacting the CRA tax inquiry line, or consulting an accredited CPA firm for information regarding current tax laws. ProFile also recommends
having any return prepared or reviewed by a professional accountant before filing.

Click here to view the T2 Guide.

Training | Window Help
In-product T2 tutorial (2017 T1/TP1 4
| 2015-2017 T2 »
Other Training Options

ProFile provides an in-product T2 tutorial that walks a user through the basic functions of
completing and filing a corporate return.

To access the tutorial:

1. OpenaT2return. Welcome

Welcome fo ProFile T2. This tutorial takes about 20 minutes and will teach you the basic operation of the

2. Select the 1. Getting Started option under the Training > 'J") software

T2 dI‘Op-down menu in the top toolbar. Normalty, you would create a new retum using QuickStart or by selecting File > New.
Howearver, in this tutorial, all you need to do is dick [Next] to create a T2 corporate tax return
The T2 tutorial opens below the top toolbar. To end this tutorial at any time. click the "' that appears above the [Next] button

3. Click the Next button to proceed through the tutorial. 0 1info |2 51|E3.12]
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Using GIFI Import from Caseware for T2 in ProFile

The General Index of Financial Information (GIFI) is a comprehensive list of financial statement items where each item has a unique code. It allows a
corporation to report its unique combination of accounts to the CRA.

Importing GIFI from CaseWare to ProFile

In Caseware:

1. Open Caseware.

-
Import Successful i ﬁ

2. Open the Working Papers client file from which to export. -

3. Select the GIFI option from the Export menu; the Export of Data to GIFI dialogue box displays. Complete e
the fields of the dialogue box. [8] Import Successful

4. Click the OK button; the export processes and creates the GIFI file.

In ProFile:

1. OpenaT2return.
2. Select the Import... option from the File drop-down menu in the top toolbar.
3. Select the location where the Caseware-created GIFI file is stored.
4. Select the GIFI file; click the Open button.
Note: The Import Successful dialogue box displays an incorrect X icon. Click the OK button.

The GIFI information imports to the T2 return.

Related Articles
Review the ProFile article on GIFI import from QuickBooks Online (QBOA).

Review the ProFile article on GIFI import from QuickBooks desktop to ProFile.

Review the Caseware article on exporting GIFI data for imports.
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Using GIFI Import from QuickBooks Desktop for T2 in ProFile

Note: It is necessary to undertake QuickBooks integration prior to importing GIFI
from QuickBooks Desktop. This guide includes a QuickBooks Integration section.

About GIFI Import

The General Index of Financial Information (GIFI) is a comprehensive list of
financial statement items where each item has a unique code. It allows a corporation

to report its unique combination of accounts to the CRA.

Importing GIFI from QuickBooks desktop:

1. Opena T2 return in ProFile.

2. Ensure that the ProFile T2 taxation year matches the corresponding year

entered in QuickBooks.

3. Select the Yes option for the question Complete return from GIFI? in the

Filing section of the ProFile T2 return.

4. Select the QuickBooks Desktop Import... option
from the File drop-down menu in the top toolbar.

5. Set the Year start and Year end values in the
GIFI Data Import window.

6. Click the Continue button.

7. Review the amounts being imported from
QuickBooks to ProFile.

8. If correct, click the Import button.

General information
Business number
Legal name of corparation

vil File Edit Audit Goto Form Options
~3I9N-4d o 9=
OLlinfo |@ 251 |fan]

L____rc__ I

EFILE Onfine Trining Window Help
QE R =8| % @ seoch a

| Stan 20150505
AT feCaryeIT o

Prior year-end date

Operating name of corporation, if different

Where the fiscal penod of the corporation
exceeds 365 days. is the corporation deemed

Change of name since Dept_last notified?

if ves. are there articles of amendment?

Y N to have a tax year end of December 31, 2008
H ;:: % tz under subsection 249(3) of the Income Tax Act? [] Yes [] No

Has taxation year end changed since last
retum was filed?

i yes. why has it changed? N/A

[ Yes No
.|

i change in control. provide date ywyy-mm-dd
Deemed tax year-end under 249(3.1)? [] Yes K no
Previous tax year end deemed to be
December 31, 2008 under 249(3)7 [l yes K No
Filing
Internet file this return? @ Yes D No Date of i P ~mm-dd
T2 Confirmation number B Date of amalgamation ]
ﬂw Date of dissol wan-mm-dd
Complete retumn from GIFI? K Yes [] No IJQ;,", of bankruptcy ywy-mm-dd
055 Revenue L1 Is a prof that is a member of a
Total assets 0 pannership? [] Yes [ No
Was the corporation an associated CCPC First vear of filing aer incorporation?  [] Yes [] No
in the previous year? HXes MiNo!: e ficinctiar amcvamatian® M Vae B N

x2)

v
GIFI Data Import

Enter fiscal year start and end

“ear end
2014410430

“ear start

201310/3 B [Elg

| [Vl Usefiscal yvear dates fram T2 Info farm

Cantinue Cancel

e e —— e e o

4| Trial Balance Import Preview : Akhron Enterprise

. W)

Akhron Enterprise

Company file"C:\Users\Public' Documents'Intuit\ QuickBooks'\Company Files\Akhron
Enterprise gbw"

Thu Jun 4 14:46:12 EDT 2015
Trial Balance

As of 2015-06-03

Account Number/Name GIFI Code® Debit Credit

Accounts Receivable 911300.00
Driver Advances 1071 25000.00

Accounts Payable 100038.14

GST/HST Payable 1111233

PST Payable (ON) 30000

Fuel Surcharze 8000 10000.00

Uncategorized Income 900000.00

Professional Fees 8360 45078.00

Reconciliation Discrepancies 23000.00

Utilities 9220 424779

Total 103673814 1036738.14

one |
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Using GIFI Import from QBOA for T2 in ProFile

The General Index of Financial Information (GIFI) is a
comprehensive list of financial statement items where each item has
a unique code. It allows a corporation to report its unique
combination of accounts to the CRA.

@ Accountant = Go to client's QuickBooks ¥
S

GIFI Import from QBOA:
1. Log in to the QBOA Firm containing the data to export.

2. Click the hyperlink text under the Workpapers column, or,
if logged into the client file, click here.

3. In QuickBooks navigate to the Workpapers section for the
client’s books.

September 14, 2016 o Pas Ent
ooy

4. Review the Working Trial Balance and the GIFI Mapping
to ensure that all the work is completed. If there are any
unassigned codes, these can be mapped under the GIFI
mapping section. To assign GIFI Codes review the list and
click Assign GIFI Codes.

5. Click Save GIFI codes at the top-right corner.

In ProFile:

1. Select the QBOA Import... option from the File drop-down
menu in the top toolbar.

2. Navigate to the GIFI file to import.
3. Select the GIFI file and click the OK button.

The GIFI information imports.
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Using Amendments for T2 in ProFile

T2 amendments are carried out when a new piece of information demands that the original T2 be amended to reflect the new data.
Saving the original T2 return:

ProFile strongly recommends that the file be renamed before amending the return. This ensures 2t |<2sliznl

the original T2 is not lost in the process of being amended. : 2013 - 2015 Corporate information
General information Taxation year
. Business number RC Start  2014/02/02 End  2015/02/01 1
1. Open the T2 return that requires amendment. Legal name of corporation Floating fiscal year end with a full year? 0 Yo B tho
Prior year-end date Jrarn/dd
Operating name of corporation, if different Where the fiscal period of the corporation
- - - exceeds 365 days, is the corporation deemed
2. Select the Save As... option from the File drop-down menu in the top toolbar. G oo sce Do st mies ] ¥eu o | 0 eve  tax yar end of Dcember 31, 2008
1. ate there aices of T Oes Ol | fe e e o 2 [ Yos [ 1o
retum was filed? [ Yes K No
3. Save the T2 return as [Your Corp Name]_amended. . o —
- change in control, provide date mm,
Deemed tax year-end under 249(3.1)? [ Yes H o
Previous tax year end deemed ta be
December 31. 2008 under 249(3)? [ Yes K No
Amending the corporate information page: inteme i this retum? B ves ] to | Dato of ncororstin s
O T T i~ Date of amalgamation Jfmm/od
Complete retumn from GIFI? B Yes [] No Date of Jmm/cd
1. Select the Info tab in the T2 return. Gross Rovonue 1 e rrmrrs———
Was the corporation an associated CCPC i [ Yes H Ho
) R - R _‘pthilwwm‘:s‘ ear‘: pr— O Yes E NS First vear of fiing after ? [ Yes H o
2. Set the following values in the Filing section: e PPy T —
e Lo [ Finel vear before ’ D ¥es B to
H H otal taxable capital employed in Canada Final return up to dissolution? [ Yes F No
e Is this an amended return? is set to Yes St oo e e g 2 oo 0 ver B 0
. . . _ Elected not to be a CCPC under 89(11) [ Yes K Mo
e Internet file this return? is set to Yes Totaltaxabl captalsmpoyed n Canada e ——— T
corporations icable to taxation years currency used
. - mﬁ‘”gt‘" EUg;p:r‘\d ‘::er" . o Corporation exempt from tax? A& ]
3. Select the Yes value on line 997 of the T2 Adjustment worksheet. Longuage o corspmnce harged e Do o 1OHed?
Eris———8
. . . . . Is this an amended tax retun? K Yes [] No
4. Enter a description of the amendment in the field of line 996. T T ————

Restrictions

The following fields cannot be amended under this process; ProFile displays a warning message if an amendment is submitted regarding one of these fields.
These fields must be amended via the CRA’s website:

Head office address change i '
Mailing address change Lo yosr od .
5 this an amended tax retum? B Yes )

Location of books and records change
Direct deposit information
Language of correspondence

Descophion of changes
{Press the Shlt + Enter keys 10 advancs 10 the next line )
Ertar into hero

Related Articles
Review the support article for more information.
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Using Form T1044 in T2 module

Form T1044 Non-Profit Organization (NPO) Information Return is for non-profit organizations as described in paragraph 149(1)(l) of the Income Tax Act,

and organization described in paragraph 149(1)(e) of the Act.
Search in ProFile for T1044 to find the form.

,’J File Database Edit Audit Gote Form Options EFILE Online Training

3N H O |

@ 1.Info = 4.T1044 ]wg.ﬂ] ERFY|

Canada Revenue Agence du revenu
I*I Agency du Canada

* This return is for:
- non-profit erganizations (NPOs) described in paragraph 149(1){l) of the Income Tax Act, and

commerce).

* An organization has to file this return if:
period;

- it had to file an NPO information return for a previous fiscal period

Non-Profit Organization (WPQO) Information Return.

Part 1 - ldentification

Wi
W

|/" r';| 'W'”A

- organizations described in paragraph 149(1}(e} of the Act (agricultural organizations, boards of trade, or chambers of

- it received or iz entitled to receive taxable dividends, interest, rentals or royalties totalling more than $10,000 in the fiscal

- itowned assets valued at more than $200,000 at the end of the immediately preceding fiscal period; or

indow Help

Protected B when completed

Non-Profit Organization (NPO) Information Return

QE R E

— Do not use this area

# Tp determine if the organization you represent has to complete this return, see Guide T4117, Income Tax Guide to the |

* Mail your completed return to: Jonguiére TC, T1044 Program, PO Box 1300 LCD Jonguiére, Jonguiére QC G75 OLS

Fiscal period
From 2017/10/12 to 2018/10/11

MName of organization

Mailing address

City

Province Postal code

MName and title of person to contact

Business number, if any
Trust number, T3, if any.

8 digits.

Is this the final return to

be filed by this organization?
If yes, attach an
explanation.

Type of organization
(see Guide T4117)

Telephone number

) -

1 Yes[ ]2 No[ ]

__ B
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Using T1134 EFILE for T2 in ProFile

ProFile users can electronically file the T1134 - Information Return Relating to Controlled and Not-Controlled Foreign Affiliates for your client in the T2
module.

The T1134 return can undergo EFILE before or after filing the T2 return.
EFILE the T1134 Return:
1. Open the T1134 return undergoing EFILE.

2. Select the EFILE the T1134 option from the EFILE drop-down menu in the top toolbar.
3. Click the OK button when presented with a request for confirmation.
Note: Select the Do not show this warning again option to avoid seeing the confirmation message in subsequent EFILE efforts.
4. Clear any audit messages before transmitting the form.
If the return transmits successfully, ProFile displays a confirmation number. Retain this number for your records.
If the return transmission is unsuccessful, ProFile displays the errors identified by the CRA. Correct any errors and resubmit the return.

Amending a T1134 Return for a Supplementary Deletion:

Note: An amended return is only filed electronically if the original return was filed electronically. ProFile users can electronically amend a T1134 return that
underwent EFILE and needs to be deleted.

1. Open the Supplementary to be deleted.
2. Select the Delete Form option from the Form drop-down menu.

3. Select the reason for deleting the Supplementary from the drop-down menu:

e Duplicate
e Filed in error
e Other

The Supplementary is marked as Deleted for transmission to CRA.
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EFILE form MR-69 in ProFile for T1 and T2

The MR-69 form is the Authorization to Communicate Information or Power of Attorney form in ProFile.
ProFile users can upload a sighed copy of the MR-69 for RQ to retain in their records using ProFile version 2019.3.0 or later.

Click here to review our support article on the process for T1 and T2.
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Submitting and Cancelling a Business Consent

Prior to ProFile release 2019.3.0, preparers used forms RC59 and RC59X to submit and cancel a Business Consent with CRA. Forms RC59 and RC59X were
updated in ProFile release 2019.3.0 to allow electronic approval of two services: authorization to access client information via online, phone, and mail
methods, and the cancellation of existing client access, respectively.

You can review this new process for submitting and cancelling a Business Consent on our support article.
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Using the T2 Print Interface Experience

The T2 print interface uses dynamic menus; this means that only when you select a function (print,
email, archive) will the related menu options display in the print interface. This helps keep the print
interface clean and simple, as you see only the options for the function activated.

Using the new print interface is currently an optional experience. Preparers can still find the previous

print interface in ProFile.

Select the Print Setup option from the File drop-down menu in the top toolbar.

Click off the selection of the Enable new T2 print menu option box and click the OK button; the old

print interface menu displays.

Accessing the T2 print interface:

1.
2.
3.

Ensure you are using the latest ProFile release.

Open the existing T2 return.

Select the Print Setup option from the File drop-down menu i n the top toolbar; the Print

Setup menu displays.

Select the Enable new T2 print menu option box and click the OK
button; the new print interface menu displays.

Print Setup ? X
i 1207 11710 vl 3015200812 v [ sorTaaPee o o lr
[_Ahways use Detaukt Windows Prrte
Category Parter 8n A
Foeme et SecuwePrint 2 Automaticaly Select
Ontaro et SecureProns 2 Trap 1
Letiers bt SecurePrnt 2 Tray1
Label: ot SecuePrnt® 2 Tiag )
Eadar ol B arande  fon @ Care nalivon® 3 Tomet h
>
Prrter
Irbut SecuroPrrtit 2 v Acomsicaly Select Properer
Mapns Postion and duplesrg
(PR TR PE (P2 a: bock el
T B
Rght 03 S Bolom (02 £ Sie to R page
L Ute prnter duplex tettrgs
Fort Scaing ’
2 Optons
Graphs
Optons hor ol modules
* Plogse rote: llems that sre graped ot e no longer svalable i P module.
Coc || Newok | Heb
© Print oc Email - <NewCerp> X
| Job Selection
| (T2 Paper o
t
12 Paper
g Emad  Print  Archive Return Copy Language Printer Forms
1
v v File Defauit Custom & fgems
Chent Default Custon S Eoams
Covernment cfaul tom
4 Defs Custon

To customize printer and tray settings, go o Pri

138



Using the Revamped T2 Print Interface Experience, Continued

Using the Job Selection section

© Print or Email - <NewCorp>

The Job Selection section allows preparers to navigate between types of returns and

assign parameters for print, email, archiving, and language. The Job Selection drop- ),°f’ sf'mm )
down menu populates automatically with print details based on the open T2 return. TR
Preparers can select a single return type to print, archive, or email from the drop-down 1 o
list (for example, T2 Paper). o7
Saskatchewan Capital Tax
Alternatively, preparers can select multiple types of returns to print or email from the Manitoba Capital Tax

drop-down list (for example, T2 Paper and ATI1).

© Print o Emad « <NewCeonp»

The details of the selected items display.

Job Selection
The details presented include email, archive, and print options for each item in the e bt e
return, as well as language preferences and assigned printers. % ; o
v ,\;1- : ‘

co-17 \

Saskatchawan Capntal Tax
Using the Archive PDF section: Manitoba Capital Tax \
Preparers can set the file location and file name for archived forms in the new printer
. Archive PDF Options
interface. ks

1. Click the Archive option under the job selection to access the Archive PDF
Options menu in the new print interface.

2. Preparers can select two options for archived PDF locations: Same a5 ProFie tax file name

e Select the Same folder as client file option; this places the PDF in the
same folder as the existing client file, or:
e Select the Specify a folder option; click the Browse button to select a folder for the archived PDF file.

Note: The default archive locations pre-populate from the PDF tab in the Environment Options window.

3. Click the Continue button to save the selections.
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Using the Revamped T2 Print Interface Experience, Continued

Preparers can select two options for archived PDF file names:

Fde Name

Same a5 Profide tax Sle namne

e Select the Same as ProFile tax file name option; this names the archived PDF
with the same file name as the tax file, or:
e Select the Use Customer option; use the + and - buttons to assign file name

Name)

. e Date]
parameters such as name, month, day, time, yearend, and more: Af’f’, S S SR
POF Password ChentName « SINBN/TAN/PN (Smahl33) o
Click the Continue button to save the selections. ’
Status after prnting Unchanged (Time}
(Retum Type)
Lock File Embed dete in heacler Merge Prnt Jobs (Year Start)
Using the Email Options section: s ,H »
Preparers can set parameters in the Email Options section for email templates and email
addresses. o o -
1. Click the Email option under the job selection to access the Email
Options menu in the new print interface. Email Options
R R Emad Template None
2. Select the available email template from the drop-down menu.
x a None
tmad Address
R R . Default Email Template
Note: Email templates source from the designated ProFile Templates folder. cise i

3. The client email address — as set on the return — automatically
populates in the Email Address field. If no client email address is set on the form, enter the address manually.

4. Click the Continue button to retain email settings.
The preparer’s email program opens a new draft email with the template and client email already entered.

Related Articles

Review the support article for additional details.
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Using EFILE with Web Access Code (WAC) for T2 in ProFile

Corporate returns can undergo EFILE using a Web Access Code (WAC). In some cases, a preparer may not have a need to undertake a request for an EFILE

number and the WAC provides a quick, convenient alternative.

ProFile allows users to apply for and receive a WAC online through a
ProFile web service, without having to call the CRA Corporation
Internet Filing Helpdesk.

Alternatively, users can enter a WAC if already acquired from an
earlier EFILE effort/request.

Applying for a WAC:

1. Select the Transmit this return... option from the EFILE
drop-down menu in the top toolbar.

2. ProFile reviews the T2 return for any outstanding warning. If
there are no auditor warnings, ProFile displays a green
checkmark.

3. Click the OK button.
The Corporation Internet Filing window displays.

Select the method of filing the return

e | want to request a Web Access Code and file this tax
return: This automatically makes a request to CRA for the
specific return to undergo EFILE, based on the return’s
information.

Corporation Internet Filin

Please select your Authorization method:

@ I want to use my EFILE Mumber and Password to file this tax return
The EFILE Number and password used appears in the EFILE Options window.

(7 I want to request a Web Access Code and file this tax return

() 1 already have a Web Access Code for this tax return

To proceed with Corporation Internet Filing online transmission, you must agree to the following terms and conditions:

| may file a corporation income tax return uging Corporation Intemet Filing only for the corporation to which a‘Web Access Code has been
azzigned or for my client if | am a registered tax professional with a valid EFILE On-Line number and password.

| may only file an initial or amended, eligible. 2002 or subsequent year corparation income tax retum through Corporation Internet Filing.

| understand that | will not be able to uze the Corporation Intemet Filing service to file an initial or amended return for pear prior to the 2002 tax
year

| undarstand and agree that | cannot changs the corporation’s name, and head office or mailing addresses with a tax retum filed through
Corporation [ntermet Filing,

| understand that | cannat add or change direct deposit information with a tax retum filed through Corporation Intemet Filing.

| will not attempt ta disrupt the Corparation [ntermet Filing servica by uploading files other than the eligible corporation income tax return, IF |
do, the Canada Revenue Agency [CRA) will derny me access to electronic services.

| certify that the attached electronic bax return is complete and accurate, and that it reports the corporation’s income from all sources. Or, i

filing on behalf of a client, my client has signed Form T183C0RF and certified that the attached electronic return is corect, complete,
and reports the client's income from all sources.

Clicking the Accept button will transmit this return to CRA

Accept H Dedine

e | already have a Web Access code for this tax return: The user enters their existing WAC from a previous EFILE effort/request.

4. Click the Accept button; the return transmits using the WAC.
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Attaching Documents for EFILE of T2 Returns with the Attach a Doc Feature

CRA allows corporations to transmit supporting documentation via ProFile’s Attach a Doc feature within 24 hours of the EFILE of a T2’s initial or amended
return.

The following file types can be used as attachments:

e .pdf e Jpg
e .doc e .jpeg
e .docx o tiff
e XlIs o tif

e .Xxlsx e .Xps
o rtf

o .fxt

What is the maximum attachment size?
The maximum attachment size is 150 megabytes (MB); this is a CRA limitation.
Is there a limit to the number of attachments transmitted?

Provided the attachments are transmitted within 24 hours of EFILE of the T2 return, there are no limitations to the number of attachments that can be
transmitted.

Can | make attachments prior to the T2 return being transmitted?
Yes, but the T2 return must be transmitted first, before the attachments.

Click here to review our support article on using the Attach a Doc feature for T2.
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Corporate Linking for T2

T2 filers can now link data from a related or associated corporation into the RAC Details form of another corporation using ProFile's Corporate Linking

function.

Any changes to the data of a related/associated corporation found within a RAC Details form highlights and can synchronize with only a few clicks.

Who can use Corporate Linking?

Any ProFile customer who has the T2 module is eligible to use Corporate Linking.

For which tax years is Corporate Linking applicable?

Corporate linking is available for T2 returns in the 2015-2018 module or later.

Will Corporate Linking work for OnePay and Trial licenses?

Yes.

Linking a Related or Associated Corporation to a T2 Return

1.

2.

Open the T2 return.

Select the + icon on the ProFile top toolbar menu to link a related/associated corporation.

Navigate to the folder containing the return being linked.

Select the T2 return file of the related/associated corporation being linked.
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Corporate Linking for T2, Continued

The details of the related/associated corporation display.
5. Select or unselect the related/associated corporation's data.
6. Click the Confirm button.

All selected related/associated data is imported and linked.

The RAC Details of the newly linked corporation displays and the
designation Linked is assigned for it in the left-side display menu.

Reviewing Related/Associated Corporation Status

The status of related/associated corporations that are linked - or have been
linked previously - to a corporation is displayed in the left-side menu of the
linking window.

The following designations can apply to related/associated corporations:
Linked: The related/associated corporation is linked.

Manual: The related/associated corporation is not linked, but the RAC Details
information exists and may be linked.

Broken: The related/associated corporation was previously linked, but has
since been renamed or moved from its former location (for example, the
original file folder or directory). To relink the related/associated corporation,
locate the file and select the Confirm button or revert to the original file name.

Related Articles

Review the support article for additional details and troubleshooting tips.

@ Corporate Linking - Linking to Smith Corp Inc

Select the data from "Smith Corp Germany' you want to link

You can review the data of the corparation to be added here. You can select/unselect details related to the corporation. You can add the selected details into the RAC with the

*Confirm* button

) Smith Corp Germany
Type: : Unked Dats
Lot Modiled 40417 1138 AM

Corporation

Smith Corp Canada
Smith Corp Germany
<New>

Corporation

Smith Corp Canada
Smith Corp Germany

Smith Corp USA
<New>

OESCRIPTION

General Information
Corporation name
Business number

Taxation year start
Taxation year end

Previous taxation year start
Previous taation year end

Maiking address line 1

Status

Linked
Manual

Status
Linked

Manual

Linked

= 8] %
CURRENT SYNC VALUES SOURCE VALUES
Smith Corp Germany
2017-01-01
2017-12-31
2016-01-01

2016-12-31

RACDetails

Related and

Corporate Linking details
Linked file

(CA\Users\v

RACDetails

Relat

F
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Managing T3 Returns in ProFile



Overview of T3 Module in ProFile

About T3 tax forms

A T3 Statement of Trust Income Allocations and Designations indicates investment income from mutual funds in non-registered accounts and from certain
trusts. In Québec, the form is a relevé 16. The income may come from individual investments or from an estate trust as inheritance tax.

Amounts present in box 51 and/or 39 indicates a dividend tax credit is available.

T3 slips show income from interest, dividend, and capital gains. All these types of income are taxed at different rates.

Receiving the T3 tax slip

In most cases, T3 tax slips are received around March 31.
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Key Forms for T3 in ProFile

There are some key T3 forms to be mindful of when completing a trust return:

Beneficiary form

Use the Beneficiary details form to enter information for trust beneficiaries. Amounts flow from the Beneficiary details form to the corresponding T3, NR4
and RL16 slips. ProFile also uses the Beneficiary details form to complete Schedule 9 in the trust return.

Allocation worksheet

Use the Allocation worksheet to indicate how the trust allocates income to beneficiaries. If the trust is claiming expenses at line 41 of the return, apply the
expenses to specific types of income before allocating income to the beneficiaries. The trust gets a deduction on the T3 jacket for income that is allocated to
the beneficiaries.

Some of the trust income may be taxed in the trust. Specify for each type of income the amount that the trust will retain. ProFile displays the remaining
income as the amount to be allocated to the beneficiaries.

On the Allocation form, preparers may also need to enter certain T3 slip amounts, such as a retiring allowance, death benefit, or foreign business income.
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Data Entry and Flow for T3 in ProFile

The T3 Info form contains sections for general information, trust type, and other basic details of the Rl 2T

trust. 2016 Trust information
. - . - . . Trust account number T - - Province of residence at end of year NA )
Prepares will report the income and deductions of the trust. Enter these details on the various income e e - m -
and deductions forms, schedules and on the T3 Jacket (which has some edit fields with no supporting  |asscrscesme —— deeed
SChedUIeS) Title of trustee, kquidator, execulor of adminisirator (Mr, Ms, etc) E?:‘ﬂﬂﬁzmwws[, - Qulis
There are numerous data entry forms, including s T P E
business and rental statements, dispositions on Schedule 1, and T3, T5 income received by the trust. | S<enme — — -
- - - - - . - - .- . - Po;alcmle Telephone number Ext H%E hone: ;:E‘:?::::;Z:ﬂardmngal'f;a" WW‘N";;ZL - WW‘"\‘“M.
If the trust is allocating income to its beneficiaries, the forms in the Beneficiaries tab of the Form i, O e 1
Explorer become important. erisaies ot ol sl denbs :I
Any income not allocated to beneficiaries is taxed on Schedule 11, which transfer to page 4 of the T3 [ resumewyier 0 wersuoe s e e e —
jacket. i —— o e
e e e
e gt oot Y s o7 s o o
About the Allocation worksheet
The Allocation worksheet is used to complete the slip amounts for beneficiaries. or— Beneficiary details
Use this worksheet: i 7I;::£:“"'”"" I
. . . . A . . ls::‘rmﬁm,orwmluﬁon.mltlien. g::mce W Country CAN Postal code
e To indicate how you wish income to be allocated to the beneficiaries: the default is each one S i T
gets an equal share of the income. If not the case, choose Other and enter - I.,h:* g Pt o
the percentage applicable to each beneficiary on the Beneficiary details worksheet. If Other 1t ey =
is selected, the percentage field on each slip of the Beneficiary worksheet becomes an input e —— I"mmm.:"“:.":twﬁ“’“"
field; otherwise, it is calculated based on the equal allocation to all beneficiaries. T : e
e If the trust has claimed expenses at line 41 of the return, the expenses have to be applied to Bt )
specific types of income before the income can be allocated to a beneficiary. These expenses e —— 0o
must be applied manually: an audit message will appear if these expenses have not been o ]ﬁfjﬂl fff,l
entered. : A8 e — i

e To retain some of the income to be taxed in the trust. You can specify which type of income and how much is to be retained by the trust.

e To specify amounts for certain boxes of the T3 slips that is not automatically completed by ProFile T3. For example, details related to foreign income
and tax paid. Also, if the trust is allocating a retiring allowance or death benefits, those amounts have to be specified here.
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Data Entry and Flow for T3 in ProFile, Continued

About the Beneficiary worksheet

On the Beneficiary worksheet, enter details such as name, address and residency of the beneficiary.
The slip amounts at the bottom of this form are calculated using amounts from the Allocation
worksheet multiplied by the percentage applicable to the particular beneficiary (percentage is on
the Beneficiary worksheet).

Navigating on the Beneficiary worksheet

On forms like Beneficiary, where there are an unlimited number of slips, navigation is simplified
with the following shortcuts:

e Use the horizontal scroll bar at the top of the slip table to navigate.
e <Ctrl + Enter> takes you to the top of the next slip
e <Shift + Ctrl + Enter> takes you to the previous slip

e <Ctrl + Right Arrow> and <Ctrl + Left Arrow> take you to the next or previous column
(and scroll to the next or previous slip accordingly)

Using the Beneficiary worksheet

The information on the Beneficiary worksheet transfers to the T3 and NR4 slips. These slips are for
reporting and preview purposes only: data cannot be edited on these forms.

The data from the T3 and NR4 slips is posted to the T3 Summary and NR4 Summary.

1. Info| & 3. Beneficiary ' 4. Allocation |& 2, T3

Allocation of income and expenses
Options for allocating income to beneficiaries
Share revenue equally among beneficiaries .}

[] Automatically allocate expenses?

Income to be allocated to beneficiaries

Type of income Income Allocationof  Amounts not  Amounts claimed Amounts to be
repotedon T3 expenses paid or payable under allocated

to beneficiaries s.104(13.1)(13.2)
Meat taxable capital gains 0.00 0.00

Deemed gains) 0.00 0.00 0.00 0.00 0.00
Lump-sum pension income 0.00 H 000 0.00 0.00
Other pension income 0.00 0.00 0.00 0.00 0.00
ACTUAL amount of eligible dividends 0.00 0.00 0.00 0.00 0.00
ACTUAL amount of dividends ofher than 0.00 0.00 0.00 0.00 0.00
eligible dvidends

Foreign investment income 0.00 0.00 0.00 0.00 0.00
Other investment income: 0.00 0.00 0.00 0.00 0.00
Business, farming, | Canadian 0.00 0.00 0.00 0.00 0.00
fishing, rental |Foreign 0.00 0.00 0.00 0.00 0.00
NISA Fund 2 0.00 0.00 0.00 0.00 0.00

|EIIgIb\E death benefits 0.00 000 0.00 000
Pension - annuity for minor 0.00 0.00 0.00 0.00
Other Income Retinng allowance 0.00 0.00 0.00 0.00
Recapture (T1055) 000 000 0.00 000

@1 Info 3. Bemahc\ary‘ + 4, Allocation 5. 59 |mg, u|

T3-2016 Income i and i to iaries Protected B - when completed
Schedule 9

» Do not complete this schedule if line 46 of the refurn & zero of negative, unless the trust is an insurance segregated fund that & allocating capital Iosses
*  Include a completed copy of this schedule with the trust's return.

Part A - Total income allacati to

1. humber of beneficiaries to whom income on ine 928 is being allocated (including beneficiaries being aliocated less than $100

for whom no T3 slip is being prepared) E] o]
2. Tolal resident income allocated under $100 per beneficiary for which no T3 slips were prepared EUGE oo
5. Total resident iocated to non-taxable entities 9003 oloa
4 Total taxable capital gains, exchuding return of capital, allocaled 1o redeeming unil hOIGErs using 1o T5008. 9004, oloa
5. Do the T3 slips include amounts aftributed 1o a person? ] ves | W vo [
I y#s, attach 3 statement showing the amount and the Name of the Persan(s) and any ransterors.
6. Was each allocated an equal share of the income? If no, attach a n Yes TN |
Box Column 1 Column 2 Column 3 Column 4
[y Type of income Resident Non-resident o | Total
21_| Taxable capital gains'* "= 0jo0 ooo ofoo ofoo 921
22| Lump sum pension income 000 (70 ofoo 922
‘Actual Bmount of Widends other than
23 | eligible dividends 0joo ojoo 0joo 0joo @ az3
24_| Foreign business income 000 0joa 0loa oloo 924
25_| Foreign non-business income 0joa ojoa oloa oloo 925
26_| Other income 0joo oloa oloa oloo 926
49| Actual amount of eligible dvidends oloo oloa oloa oloo 949
Totals™>"* oloo oloo oloo oloo 928

Schedule 9 is a summary of the amounts allocated/designated to the beneficiaries. ProFile completes this form using the amounts from the “Beneficiary”
worksheet. The trust gets a deduction for the total income allocated to beneficiaries at line 928 of this schedule.

Review the T3 jacket and manually enter data into any fields not automatically calculated by ProFile T3 (especially the questions on the first two pages).
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Using EFILE Slips for T3 in ProFile

About T3 slip EFILE Beneficiary details

A T3 Trust return must still undergo paper filing. However, the Slips Summary can
undergo EFILE with the related slips.

Beneficiary address
Note: Always print or retain a PDF copy of the CRA confirmation of an EFILE Address
when completed. ProFile does not retain a report or record of which slips are !
transmitted. City
Province lCountry CAN Postal code
Transmitting slips: Residency status 0 _H
Type of slip v [ ] Re-Amended?
1. Prepare the T3 slip in ProFile. Type of beneficiary LSASL: - MiFerred beneficiary No
. . N Print blank slip? Amended
2. Open the Beneficiary details form and select the Type of slip being C Cancelled
transmitted. 'NR4 Payer #
| NR4 Residgency for tax
3. Select the Transmit option under the EFILE drop-down menu in the top | NR4 % rate of tax 0.00
toolbar. = s T
4. Select the appropriate option under the Data type drop-down menu and —— — | N
clic the OK buton. ca e (N, ==
ProFile builds the XML file and automatically launches the CRA transmission Select ONE slip type
window. T2
] NR4
5. Review the CRA disclaimer, login, and submit the .xml file. "I RL16

6. The file submits; click on the Print icon on the browser window to print the
confirmation number.

7. Click the Close button.

Data Type Original

] [ Cancel
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XML File a T3 Return in ProFile

Preparers using ProFile release 2017.2.5 and later can transmit eligible Trust Returns using the Canada Revenue Service’s (CRA) Internet file transfer
service.

How does the XML filing for a T3 return work?

Transmitting an XML file electronically to the CRA is different from the EFILE process.

An XML generates based on the information provided on the T3 return; this XML file transmits to the CRA via ProFile.
The CRA issues a confirmation number following submission to confirm the receipt of the XML file.

The preparer inserts the CRA confirmation number on the T3 return.

What are the requirements for the XML filing of a T3 return?

The CRA maintains a detailed list of restrictions for filing a T3 return electronically.

Please review the list prior to undertaking an XML filing.

What tax years are eligible for the XML filing of a T3 return?
XML filing for T3 returns occurs for 2017 and onwards. A T3 return undergoing XML filing cannot have a year-end date prior to January 1, 2017.
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XML File a T3 Return in ProFile, Continued

Preparing a T3 return for XML filing:
1. Open ProFile.

2. Prepare the T3 return.

3. Resolve any error messages displayed under the MagMedia Taxation year Start 2016/05/05 End 2017/05/04 l
tab of the Active Auditor.
Internet file this return? gl Yes [l No

If the information on the return is complete, valid, and eligible for the
Internet file transfer service, the Internet file this return? question in the return’s Filing section checks automatically.

Note: If the return is not valid, the question remains unchecked and prevents the XML file from transmitting. See section Using the T3 EFILE below for
resolution.

Using the T3 EFILE

Beginning with the release of 2021.3.0, returns with a year end of 2021 or later will be able to be electronically filed using CRA EFILE credentials. Returns
are still required to not have any exclusions on the T3Efile worksheet.

A newer section on the Info page under Filing will default to Yes if a T3 is eligible for EFILE and No if not.
Slips and summaries must still be transmitted via XML filing.
1. To EFILE the return, select EFILE in the menu bar and then Transmit T3 return.
The interface displays.
2. Select the type of T3 you are filing and click Next.
If your T3 file has EFILE errors, you'll see a rejection box outlining what needs to be corrected.

Returns are submitted to CRA in JSON format. The JSON along with the acceptance or rejection message will be stored in the folder selected in the T3
EFILE -> Options directory.

The confirmation number displays on the Info page if successfully transmitted.
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XML File a T3 Return in ProFile, Continued

XML filing a T3 return:

1. Open the populated T3 return. ‘ m ONE }etumtype

2. Select the Transmit T3 Return option from the EFILE drop-down menu in the Rq3Retoy |

top toolbar; the Transmit T3 Return window displays.
3. Select a return type (for example, T3 Return).
4. Click the OK button; the XML file builds.

If successful, a message indicating the processing and completion of the XML build
displays.

Data Type Onginal

5. Click OK.

@ T3 mifilng

. T3 xmi fling
Fle.  Z\itivedi\Documents\My ProFile Data\2017T 342017 CR\T3 efile spe
Status:
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XML file a T3 Return in ProFile, Continued

ProFile automatically opens the CRA transmission window. il
6. Enter the preparer account number and Web access code when Canada Revenue Agency Canadd
prompted.

iy iy amo Pamiilie s Inanesnes Chartien and ghvng  Representadves

7. Click the Next button; the Internet file transfer — attach your

return window displays. - o Disclaimer - Internet file transfer (XML)
Note: The XML file path already populates in the directory field. To search o | f°_f'i'.s?t?s.°‘,, o et b vt v O o st e b Al
for a different XML file, click the Browse button. 06 4.0 oo vl eIy W o i v st N o
8. Click the Submit button: the XML file transmits to the CRA. 'r};‘ - 1 ' ot o P e
The CRA provides a confirmation number following transmission. — T e et e e e 1 P P

9. Manually enter the confirmation number in the
Confirmation Number field of the T3 return’s Filing

section. Taxation year Start 2016/05/05 End 2017/05/04
10. Save the return. Internet file this return? Yes | JNo
Confirmation Number SAMPLE CONFIRMATION #

Related Articles

Review the support article for additional details.
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Early Filing Next Year for T3 in ProFile

The next year’s T3 module in ProFile is not available until the year after: for example, when the 2019 T3 module is the last one released and you need to
prepare a T3 return with 2020 year-end, the 2020 T3 module is not available until January of 2020. In this situation, the previous year’s T3 module is used
for preparing next year’s T3 return.

New tax rate implementation

New tax rates are implemented in the previous year’s T3 module to handle preparation of next year’s T3 returns. Entering the appropriate year-end on the
Info page initiates the applicable tax rates for that year. T3 returns filed using the previous year’s tax forms are acceptable to CRA, and they will reassess the
return if required.

Preparing next year’s T3 return using the previous year’s T3 module:

1.

o o &~ w

Save a duplicate copy of the previous year’s T3 return to be used as the next year’s T3 return.

Open the previous year-end T3 return in ProFile.

Enter the appropriate year-end for the trust return T3 to be prepared; this initiates the applicable tax rates for next year.
Delete the information pertaining to the previous year-end, keeping what is required for the next year-end.

Enter the T3 data required for filing the next year’s trust return, allocate income to beneficiaries, and create the T3 slips.
Print the T3 trust return using File -> Print and print T3 slips using File -> Print Slips.

Save the T3 trust return with a different file name to identify the tax rates for that year.
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Managing Form Expert (FX)
Module in ProFile



Overview of Form Expert (FX) Module in ProFile

FX & FX/Q includes a comprehensive set of tax forms that are fully interactive, automatically performing all calculations.
The forms include:

T4, T5, T5018, T5008, T5013, RL1, RL3, RL15, and more

Partnership Information Return and Schedules (T5013 Schedules and TP600 for Québec)

Charity & Non-Profit Organization forms (T3010 and TP-985.22 for Québec)

Additional GST/HST/QST, TD1, RCA, Non-resident and Recourse forms

Federal, Québec and provincial rollover forms (T2057, T2058, T2059, TP529, TP614, AT107, AT108 and AT109)
BC Logging Tax Return of Income (FIN542 and FIN571)

Other forms (for example, RC199, CPT30, T3D, T3RI, etc.)

Related Articles

Review the list of ProFile forms and tax slips that can be filed electronically.
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4 2015 FX/Q File properties

”g(_j s

1. Santa Claus Worl-<sh0|oi

’]

["]Locked

Wark in process
Work in process

Module Ver.
2016.0.0
2016.0.0
2016.0.0

EFILE Slips for FX Module in ProFile Sarta Claus Workshap
| Client Status: |2.Work in process
Slips Status: EFiling |Print
Note: ProFile does not retain a report or record of which slips are transmitted. Always print or 1:013 geagym:i:e
retain a PDF copy of the CRA confirmation of an EFILE when completed. I AET s
Invoice: Time: 05:28:18
EFILE original and amended SlipS: Date Preparer  Action Elapsed
16-09-1615.... TY Modified  00:03:37
1. Navigate to the Info tab of the return. 16-09-16 152 TY Modified  00:10:27
16-09-1617... TY Modified  01:20:23
2. Ensure the Yes option is selected for the question Are you magnetic media or internet )
filing slips? The option to EFILE slips will not appear unless this option is selected. i il Internet File Slips
3. Select the Properties... option from the File drop-down menu in the top toolbar; the Select ONE slip type
FX/Q File properties window displays. CIT4  Empty
E¥ﬁNHEm?}I b
4. Set the EFiling status in the Slips Status: section to Ready to file. 0715 Empy
[]TE012 Empty
5. Select the Transmit slips or a T5013 return option from the EFILE drop-down menu in E g oty
the top toolbar; the Internet File Slips window displays. FTE013 Feady ta File
| (55 grer
6. Select the slip to undergo EFILE. -
Data Type [Driginal
7. Select the appropriate option under the Data type drop-down menu and click the OK
button.

ProFile builds the XML file and automatically launches the CRA transmission window.

Build the XML file - T5018
8. Review the CRA disclaimer, log in, and submit the .xml file.

9. The file submits; click on the Print icon on the browser window to print the confirmation
number.

10. Click the Close button.

Client: Ak

File: C:hUzers\Documentsibdy ProFile D atak20715F< Ak

Statusz

| ok

] ’ Cancel
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Batch EFILE Slips for FX module in ProFile

Multiple FX slips can undergo a batch transmit slips at one time using the Client Explorer database.

Starting the Client Explorer database:

1.

2.

3.

4.

Select Database... from the Options drop-down menu in the top toolbar; the
Database/Client Explorer Options window displays.

Select the Use Client Explorer option.
Click the OK button.

Select the Client Explorer option under the GoTo drop-down menu in the top toolbar.

The Client Explorer displays.

Filtering and selecting returns:

1.
2.
3.

Click the Filter button; the filter window displays at the bottom of the window.

Select the checkbox on the FX tab and clear the other module tabs by unchecking them.

Select the checkbox for the desired tax year (for example, 2019) on the FX tab and clear the

checkboxes for all other years by unchecking them.

Search By leient narme r]

Allalblcldel|tfafh]il]

BC Productions Inc.

Files
O & ProFile: Iy | ¢
SENC DE GYNECOLOGIE REPRODUCTIO
Files
O @ ProFile: pammmmm s —"
Details ® Echﬂy M’
hoions 0 [# [ leale o ln [ o[k lilalal
[ PudEFLE. | Aktuondion, Nayven
= 2::: :E:\s inthe files., FSH PreFile: [

Akhrondion, Nayven
Clear selection Files
Seloct al !

3 client(s) selected ({4 hPmFia

3 file(s) selected

Select the appropriate checkboxes in the remaining sections of the FX tab to filter for slip details; clear the other options by unchecking them.

Click the Apply Filters button; a list of slips that meet the set slip criteria displays.

Select the slips to EFILE.
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Batch EFILE Slips for FX Module in ProFile, Continued

Building the EFILE Link:

1. Click the Build EFILE... link in the top-left Actions menu.
The Build the XML file window displays.

2. Select the slips to undergo EFILE (for example, T4).

3. Click the OK button.

The XML file builds and the CRA Internet File Transfer window opens.

Transmitting the XML file to CRA:

1. Log onto the CRA slip transmission website.

Note: Transmission of the XML file requires an FX Web Access Code (WAC). If
this is the first time internet filing slips, a WAC request must be made to the CRA.
Ensure that you print a confirmation copy provided by the CRA for your submission

records.

2. Complete the XML transmission process.

Dol 52 drana

Infurmation
Returna

Electronically

Neod & Weh
nooess code?

il Build the XML file | = |
Agency CRA, v] Data Type ’Original v]
Client Name Fil.| T4 | T4A | T4..| T5 |T50..|T50.. NR4 |
~BENCDE GyMECOLO.C.. T I T I [ I”
B Productions Inc. c. — - - - - - -

Return to Fillng

Canadi

Canada Revenue Agency

W O QC £a

Comtact Us 1eelp Scarch canada.gc.cn

Internet File Transfer (XML)

To file your slectronic Iformmation rehummn you muss provide the follgedng information

- Stepl: ldestification area—
YOur ACCount nuntier (requeed)
Note: Do 0ot woter dashes of 3PI0S In the 2CCount number
g
Your Web atcess code. (requited) |
"
IoTters sich Mt De anlared In Dhe S0 upper o€ lower Cate Ay whes it wid |
provided to you

Continue 10 step T

Date Modifled: 2015-01-05 -

- . . logocant Notice
1op ol Page
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Transmitting RL Slips for Form Expert (FX) in ProFile

Included in the 2018.2.0 and later ProFile release is a revised method for ,

{Electronic Filing Options

transmitting RL Slips for the FX module to Revenu Québec. Seand

Cormmon

EFILE intermet
The new process eliminates the need to attach an .xml file to the RL slip WM
transmission and instead transmits the information directly to Revenu Québec. L ST

T2 CO-17 nleenwt Fiing
Setting credentials prior to transmission: e

Contact nlormation

1. Select Options... under the EFILE menu in the top toolbar. —r

The Electronic Filing Options window displays.

2. Select the MRQ Slip Numbers option under T3/FX on the left-side
menu.

Ganeral
3. Enter the Magnetic Media slip numbers. ey O
TP1 nleenet
4. Select the Transmitter option under T3/FX on the left-side menu. reere
, : 72017 ieme P
5. Enter the Québec Transmitter Number. -
:Z‘:;ascszuwn

? X
Magnesc Media Numbers assigned by MRO
Year 2018
Starting Next avadable
ALT 111110222222 13911778 Pleset

RL3

s

RLIS
24
RL2S
RLY
RL3Y
RLIS

Transmier iderthicaton

Name Jerery
Address 123 man
Cry toronto
Province Ortano
Country Canada

Postal Code map3

Foderal

Trasamitier Nusmber

Account Number

Web Access Code

Ouetac

>  Ousbec T

RL2 33303 404444 3a33yag Resel

Lamguage of Communication
(® Englan O French

NPOSS330
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Transmitting RL Slips for Form Expert (FX) in ProFile, Continued

6. Select the Contact information option under T3/FX on the left-side

menu.

The Contacts window displays.

7. Enter all requested contact information in the Accounting section; this
is essential to avoid transmission errors. Requested contact information

in the Technical section is optional to provide.

8. Click the OK button; the contact information saves.

9. Select the Environment... option from the Options drop-down menu in the top

toolbar.
The Environment Options window displays.

10. Navigate to the Preparer tab.

11. Populate the fields under the Preparer section; this is essential to avoid

transmission errors.
12. Enter the Identification Number in the tab.

13. Click the OK button; the settings save.

Electronic Filing Options

T2 CO-17 intemet Filing

Contact nformaton  <fmmm—

? X
Contacts
Accounting () - exd
Technical Jevenry (416) 416-4164  exd
Emall address  jmmy@est.com
Environment Options ? x
Edit Display  File Preparer Discounter Trustes Audit  System Secuity HypeiDocs PDF B * | *
Fiepaiei
Name:
Fitrr:
Sheat: |
PO Bex,RR: |
City:
Province: w l Pastal Code: I
Phone: | Fax
Email:
Irutials
Prepaiei: | Partner:
Quebec
Quebes enterprise rumber [MEQ]:
Identifcation Mumber: | ] _
Professional Represertalive Mumber l:l
Authonize/cancel reprezenislive and business consent
FeplD Business Numbes I—
Gioup D |G |
Offica Info Setup wizard Cancel Help
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Transmitting RL Slips for Form Expert (FX) in ProFile, Continued

e Transmit RL shps X

Transmitting slips: .

Note: The new RL slip transmission process means that an .xml file no longer generates and stores on Selectshpto e
the user's computer. The information transmits directly to Revenu Québec. o o W S o

1. Open the return. stip Status Type MM Error
2. Select the Transmit RL slips option under the EFILE drop-down menu in the top toolbar. :::
The Transmit RL slips window displays. i phhes e -
3. Select the slip or slips to transmit.
4. Set the slip type in the Type column.
5. Click the Next button.
The Ready to transmit window summarizes the slip details. Next Cancel

6. Ensure all slip details are accurate before transmitting. (@ Tanmit s %

7. Click the Transmit button; the slip transmits.

Ready to transmit

A confirmation displays when the transmission completes successfully. The following sp wil b tranamited 1o Revenue Quebec, Plsse énsure 8 detals are
Note: Please be aware that there is no retention of slip submissions or results by ProFile. . it
Related Articles

Review the support article for additional details, including reviewing and printing a transmission
confirmation number.

Back Transmit Cancel
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Transmitting Amended Slips for Form Expert (FX) in ProFile

Preparers can electronically file an amended slip through the FX module.

Note: ProFile does not retain a report or record of which slips transmit. Always print or
retain a PDF copy of the CRA confirmation of an EFILE when completed.

Transmitting an amended slip:

1. Open the applicable return in ProFile (for example, a T4).

2. Under the Slip type? section, set the type to AMENDED.

3. Make all the necessary changes to the slip.

4. Select the Properties... option under the ProFile File drop-down menu in the top
toolbar.

5. Set the Slip Status for Magmedia to Ready to File.

6. Select the Internet File Slips option under the ProFile EFILE drop-down menu.
7. Check the box of the slip to be transmitted (for example, T4).
8. Change the data type to Amended in the Data Type drop-down menu.
9. Click the OK button; the amended slip transmits.

ProFile builds the XML file and automatically launches the CRA transmission window.
10. Review the CRA disclaimer, log in, and submit the .xml file.

11. The file submits; click on the Print icon on the browser window to print the
confirmation number.

12. Click the Close button.

o T4 Details
T4 #1
1 I o
Sumame
First name Initial
Address
City Province
Postal code Country CAN
SIN Employee no.
Province of employment E Employment code !
Pay period type N/A E # of pensionable pay periods N/A i
Slip type? ORIGINAL ! |:| Re-Amended?
Carry forward this slip? Yes |:| No Print blank slip? |:|
Slip type? AMENDED .|
MoMame
Client Status: [Z.Wurkin process v] [[Locked
Slips Status: |Magmedia |Print I
T4 |Readytn file leDrkin process

r’j Internet File Slips -

) 28|

Select ONE shp type
Tl T4

Ready ta File
T4A  Emply

T44MA  Empty
T8 Empty

TEE Empty
ME4  Emptyp
TEO03 Empty
TE3 Empty
FL1  Empty

] ] C ek

Drata Type Amended - ]

| oK

|| Cancel
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Transmitting a Cancelled Slip for Form Expert (FX) in ProFile

Preparers can electronically file a cancelled slip through the FX module.

Note: ProFile does not retain a report or record of which slips are transmitted. Always
print or retain a PDF copy of the CRA confirmation of an EFILE when completed.

Transmitting a cancelled slip:

1. Open the applicable return in ProFile (for example, a T4).

2. Under the Slip type? section, set the type to CANCELLED. When transmitting,
the slips automatically revert to a value of 0.

w

Select the Properties... option under the ProFile File drop-down menu in the top
toolbar.

4. Set the Slip Status for Magmedia to Ready to File.
5. Select the Internet File Slips option under the ProFile EFILE drop-down menu.
6. Check the box of the slip to transmit (for example, T4).
7. Change the data type to Cancelled in the Data Type drop-down menu.
8. Click the OK button; the amended slip transmits.

ProFile builds the XML file and automatically launches the CRA transmission window.
9. Review the CRA disclaimer, login, and submit the .xml file.

10. The file submits; click on the Print icon on the browser window to print the
confirmation number.

11. Click the Close button.

s T4 Details
T4 #1

dl | 2l

Surname

First name Initial

Address

City Province

Postal code Country CAN

SIN Employee no.

Province of employment E Employment code !

Pay period type N/A E # of pensionable pay periods N/A i

Slip type? ORIGINAL ! |:| Re-Amended?

Carry forward this slip? Yes |:| No Print blank slip? |:|

Slip type? CANCELLED .|

MHoMarme
Client Status: [2. Wark in process v] [[Locked
Slips Status: |magrmedia |Print I

T4 Feady tofile leDrkin process

i i| Internet File Slips - I ﬁ

Select OME slp type

Pl T4 Ready to File -
T44  Empty
T4AMR  Empty
TG Empty
TA1E Empty
MA4  Empty
TEO02 Emply
TEO1Z2 Empty
FL1 Empty i

=] ) | e Y

Data Type Cancelled v]

| ok || Ccancel
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Verifying Client Data for Form Expert (FX) in ProFile

Verifying Client Data before filing slips in FX module

Before transmitting a slip or return information with EFILE, ensure that the file is @ 1. Inf
complete and accurate. ProFile includes audit and review tools that can help. - |

1. Ensure the question Are you magnetic media or internet filing slips? on

the Info form is set to Yes. Taxation Year
Tax Year
2. Ensure any messages in the Active _Auditor, especiglly those i_n the Mag Fiscal Period Start yyyy/mm/dd  End yyyy/mm/dd
!\/Iedl_a tab, are resolved. Doub!e-c!lck the message in the Auditor to Are you magnetic media or intemet filing slips?
identify the area that needs reviewing. Yes No [l File ID
3. When undertaking the initial EFILE of a slip, preparers enter the Transfer data to applicable forms? [ [ Yes [XJ] No
}\r/:la\pj(r;g(t)tg(r)gumber in the EFILE wizard. If a transmitter number has not been provided, use the default Electronic Filing Op_
4. If transmitter information must be changed in the future, select EFILE -> Options -> Transmitter ?f"e’al
under the T3/FX section. Information can be updated as required.
Common
EFILE Internet
TP1 Internet
T2
T2 EFILE
T2 AT1 Net File

T2 CO-17 Internet Filing
T3/FX

Transmitter

Contact information

MRQ Shp Numbers

Intemet File

166



Verifying Client Data for Form Expert (FX) in ProFile, Continued

When ProFile builds an XML file suitable for transmission, it flags slips and
information in which there are issues that prevent the XML file from being built.
View a brief summary of the problems affecting a file by clicking the (+) symbol

. : - Failed...
adjacent to a failed file. Hover the mouse over the message to read the full text. € Slipft: 1 ASDAS - Required field - please complele.
A common cause of invalid XML files is the use of overrides on fields that are €3 Shptt: 1 ASDAS - Recipient address is incomplete.
included in the information that is to be sent (for example, when overriding a ~ €3 Summary; Required field - please complete.
field instead of using amounts that ProFile calculates or carries from another €3 Summary: Employer/Payer name is incomplete.

form.) Avoid using the override feature whenever possible. Q Surmary: Employer/Paper address is incomplate.

. . . . . — €3 Summary: Accounting contact information is inco. .
Note: ProFile cannot identify the location of any error; it is necessary to locate i

the error yourself as a user.

~-£3 Summary. Business number is incomplete. Please

Client MaoMame

File: C:\Uszers\SogekinG PC\Documentsihy PraFile Datab 201 RSN oM arm
Status:
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Print Setup for Form Expert (FX) in ProFile

1. Select the Print Setup... option from the File drop-down menu in the top
toolbar.

The Print Setup window displays.
2. Select the correct year for the module; the available print settings display.

3. Applicable forms, jackets, letters, and more that are applicable to the module list
under the Category column.

4. Select each available category and set/approve the margin settings, font scaling,
position, duplexing, and other printing values.

5. Click the OK button to save the print setup settings.

-

[¥] Always use Default Windows Printer

Print Setup [ 2 ﬂh_]
8 62015 T3/ TPE4E v]Ejz.zm? Fa Y |

Category Frinter Bin

Farms Vhprintysecureprint Auto Tray Select
Letters Viprintysecureprint Auta Tray Select
Labels Viprintysecureprint Auta Tray Select
Printer

Viprintysecureprint

Auta Tray Select Froperies

Margins Eosit_iun and duplexing
Left (02" & Tao net B Frint as hoaoklet

P [¥] Centre Horizontally
Right [0.2" — Bottom |0.2" = [V Size to fit page

[[1Use printer duplex settings
Font Scaling [l Allow duplex farm merging
1 Mone [CIFlip pages up
@ Automatic Options
& Manual Frint Status Box
' [C] Frint Grey Scale
Graphs
@ Black and white ) Full colour ) Patterned colour
Options for all modules
Confirm auta font scale changes
oK. H Cancel l [ INetwaork ] [ Help
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Purchasing and Using ProFile
20



Using ProFile 20

ProFile 20 is a bundle of 20 returns that provides a more cost-efficient alternative to preparers than buying individual OnePay returns. It is best suited for

preparers who have 20 or fewer T1/TP1 returns to file.

ProFile 20 supports T1/TP1 returns for tax years 2015, 2016, 2017, 2018, 2019, 2020, and 2021.

ProFile 20 customers are charged a return ONLY when they EFILE a return or print a return using the T1 Condensed setting.

Getting started

Visit our ProFile 20 website or call our sales team at 1-844-861-3599 to purchase ProFile 20.

Accessing ProFile 20:

ProFile 20 customers receive an email containing their Product Code and License Key.

1.
2.
3.

4,

Open ProFile.
Select the Manage Licenses option from the Help drop-down menu in the top toolbar; the License wizard displays.
Click the Add New License button; the ProFile License Activation window displays.

Enter the Product Code and License Key from the email and click the Activate button.

The ProFile license activates. You can now print and EFILE T1/TP1 returns using ProFile 20.

Am | charged a ProFile 20 return if | just prepare a return?

No. ProFile 20 customers can prepare as many T1/TP1 returns as they like without being charged.

Does ProFile 20 work with Flexible Licensing?

Yes.
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Using ProFile 20, Continued

How many ProFile 20 licenses can | buy at one time?

Only a single ProFile 20 license may be purchased at one time.

If more than 20 returns need to be filed or printed, preparers can purchase another ProFile 20 license when all returns are used, or opt for OnePay or the

purchase of the unlimited version.

Will | get a refund for unused ProFile 20 returns?

No, there are no refunds provided for unused ProFile 20 returns.

Can | use the remaining returns on my ProFile 20 2018 license for 2019 R1 returns?

No. In this example, any remaining ProFile 20 returns would need to be used to EFILE or print 2015, 2016, 2017, 2018, 2019, and/or 2020 returns only.

Will I be notified how many ProFile 20 returns | have remaining when submitting or printing a return?

An assessment window displays the remaining number of ProFile 20 returns when a return is used.

Will | be informed when all ProFile 20 returns have been used?

A notification window indicates when all ProFile 20 returns have been used:

Related Articles

Review the support article for additional details.

ProFile 20

You have 19 ProFile 20 returns available.
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Managing Printing in ProFile



Print Setup in ProFile

1. Select the Print Setup... option from the File drop-down menu in the top
toolbar.

The Print Setup window displays.
2. Select the correct year for the module; the available print settings display.

Applicable forms, jackets, letters, and more that are applicable to the module are
listed under the Category column.

3. Select each available category and set/approve the margin settings, font
scaling, position, duplexing, and other printing values.

4. Click the OK button to save the print setup settings.

-

Print Setup l P X
B2015 T3/TPE46 ¥ | [ 22017 Fx/Q v [
[¥] Always use Default Windows Printer

Categony Frinter Bin

Forms Viprinth secureprint Auto Tray Select
Leters Y print\ secureprint Auto Tray Select
Lakels Vyprinth secureprint Auto Tray Select
Printer

Yhprintysecureprint Auto Tray Select Froperties

bargins

Lett (02" [ Top (02" =
Fight |0.2" * Bottom |0.2" =

Fosition and duplexing
[T Frint as booklet

[¥] Centre Horizontally

[¥] Size to fit page

[[1Use printer duplex settings
[C] Allow duplex form merging

Font Scaling
® None [T Flip pages up
@ Autormatic Options
& Manual Frint Status Box
] [T] Print Grey Scale
Graphs
@ Black and white ) Full calaur ) Patterned caolour
Options for all modules
Confirm auto font scale changes
0] H Cancel ] l Netwark l l Help
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Printing Different Copies

ProFile users can set the print job options for returns and forms.
Setting print job options:
1. Open the return in ProFile.

2. Select the Print... option from the File drop-down menu in the top
toolbar.

The Print Selection window displays.

3. The Print Job section in the top-left corner of the window displays
the print job types (for example, T1 Paper).

Note: The province of residency selected on the return determines the
available print jobs. For example, setting Quebec as the province of
residency displays TP1 print jobs.

4. Set the print job settings along the section on the left side of the
window.

Advanced and simplified settings:

1. Click the Advanced button in the bottom-left corner; the advanced
print job options display.

- — - o
(¢l 2016 T1/TP1 Print Selection - _— f — n— L2
Frint Jokb 1. Brown, John I
[¥] Allow multiple jobs Print Dietails
T1 Paper . H B H ¥ [E Printthese sets
T1 Early Business .
7 mib T E [E M [E Archive these sets (POF)
T1 Review T E EF Duplex sets
T E E Feview marks
T EE 4 per page
L@ =TT Language
After printing Find Form:
!l []Take snapshot
| o X H [E B Infarmation return for electranic... I
[ ange the status to Tia3-2 Information return for electronic... ||
[l ’Unc:hanged '] RC71-1 Discounting transaction - page...
N ontians RC?1-2 Dis.countingtransadmn—page...
[ Keep selections Tz I j.acket-pagesll?
| T1-3.45 T1 jacket- pages 3.4.5

Frint  [All Pages -

Date in heading

[¥] Default printer

[¥] Merge print sets

[[] Show only Selectad

Printing Tips

Help

Click the '?' symbolin
the top right corner of
this dialog box. Then,
click any element fqg.q

Simplified

1 Federal Tax

E

52 Amounts transferrad fram your ..
53 Capital gains {or losses)
=4 Statement of inve stment incaome
S5 Details of Dependant
[E Sk Warking Income Tax Benefit
37 RFSF and PRPF Unused Caon...
58 CPP on seltemployment and ...
=9 Danations and gifts
Donations Charitable donations
310 El and PPIP Prermiums 8

[ Print ] [ Setup... ] [SetDefauIts] [ Cancel ] [ Heln

——— v —— =

2. Toreturn to the simplified view, click the Simplified button in the bottom-left corner.

Printing jobs:

1. Click the Set Defaults button to set the selected print job options as the default.

2. Click the Print button to print the print job.
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Printing to PDF in ProFile

Setting print to PDF options:
1. Open the return.

2. Select the Print/Email PDF... option from the File drop-down menu in
the top toolbar.

The Print Selection window displays.

3. Several options for PDF printing are available, including:

e Setting the print job type in the top-left menu (Print Job)

e Setting print job options under the Options section

e Setting the print job resolution under the Resolution drop-down menu
e Emailing the print job to an email address entered in the email field
4. Set the necessary options for PDF printing.

Previewing the PDF :
1. Click the Preview button; a preview copy of the PDF displays.

2. Review the form for any issues or needed corrections.

Advanced menu option:

1. Click the Advanced button.

The window expands to display the advanced print to PDF options.

Print Job
Allow multiple jobs

T1 Paper
T1 Early Business
~/m33]i—

After Build PDF/Email
[] Take snapshot
Change the status to

Unchanged

Options

[ Keep selections
Date in heading
[[] Merge print sets
[C]Delete PDF
Resolution | 300 DPI
Email Template

<none>

Printing Tips
After printing

Z ‘

Xl

To change the Client Status

after printing the file select a

new status from the drop
down list.

Next

Advanced

o 2020 T1/TP1 eReview Print Selection

X
Print Details
v - [¥] Brown, John
T1 EFILE for Client (Standard)
Email address for Brown, John
Preview Build PDF Cancel Help €
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Printing to PDF in ProFile, Continued

Building the PDF:

1. If there is an email listed in the Email Address field, delete the address.

The Build PDF button activates.

2. Click the Build the PDF button; the PDF creates and the path/file name
displays.

3. Click the OK button; the build of the PDF completes.

Related Articles:

Review the support article to learn more about the Archive PDF functionality.

Ernail address for Brown, John

Preview | |Build PDF | | Cancel || Help |
k& "\
Information 22
=
|0:| The following PDF file was created:
: C:\Users\J\ Desktop'\New

folder\MyProfileData" 2016 T1\Brown, John.pdf
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Setting up Duplex Printing in ProFile Prin Setup - (e

(@12006TI/TP v |je 220142007 T2 v | G 52016 T2 v/
Duplex printing allows preparers to print returns on both sides of a single sheet of paper. IONNS LSS Leios wriocions Eies
. L . | | Category Printer Bin
Setting Duplex Printing Options: || T1 jockat \110.137.115220\SoCal_IPRINT Auto Tray Select
TN laabiaa TIIA T2 11E 2901 Ol IBON T A Tass i Oulinua
1. Open ProFile. -
Print Setup -

2. Select the Print Setup option from the File drop-down menu on the top toolbar; the

Print Setup window displays. 12016 T1/TP1 v 320142017 T2 v | el 52016 T3

| [ Always use Default \Windows Printer:

3. Select the desired tax year and module from the tab menu at the top of the window

(for example, 1. 2019 T1/TP1).

' Category Printer Bin =
A list displays below the tabs, detailing available forms, letters, and more. | Thjacket  \\10137.115220\S0Cal IPRINT Auto TreySelect..., -
i TPl jacket  \\10137.115.220\SoCal_IPRINT Auto Tray Select
4. Uncheck the Always use Default Windows Printer above the Category heading. | | Foms  WI0137115.2204S0Cel IPRINT Ana Ty Selac
| TP1 Forms  \410.137.115.2204SoCal_IPRINT Auto Tray Select -
5. Click on the first item listed under the Category heading (for example, T1 jacket). " v
. . . . \410.137.115.220\S0Cal_IPRINT v/ [Auto Trey Sel «|[ Properties |
6. Click the Properties button under the Printer heading. i 80081 (o Tiey Sl | Broparien
The Print properties window displays. 71 \10.137.115220\SaCal JPRINT Properties 41 | —— J—
One Cick Presets | Detalled Settings | Configuration/About
7. Select the duplex printing option from the options presented; note that this option - R Marge PresetUst...
may vary in name based on the individual printer manufacturer. In the example E— ey =
below, the duplex printing option is titled as “2 on 1 (2 sided)”.
8. Click the OK button. In the Print Setup window, check the Use printer duplex i o e
settings box; this activates the duplex settings. Repeat the duplex printing =
configuration for each applicable option under the Category list (for example, T1
forms, Letters, etc.) ' 200 1 @5de) ASRLIARCAY) Plock rd Whie (2 e
Printer = 2
!\\10.137 115.2204SoCal_IPRINT ¥ |Auto Tray Select || Properties
Margins Position and duplexing

Left r'u_z.. Al To [0_.2- m > Print as booklet
: | Centre Horizontally

Right [02" [3{ Botom [02" |3 _[Isi

Font Scaling o
' None Flip pages up

& Aiternatie Ontinna
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Printing Slips in ProFile

When sending a slip to print from ProFile, the printout may be cut off, print a blank page, or not print at all. This is due to the slips official size conflicting

with the printer settings.

Changing default slip print settings:

1. Select the Print Slips Setup... option from the File drop-down menu in the top
toolbar. The Slips Print Setup window displays.

2. Select the tax year from the module drop-down menu in the top bar.

3. Select the slip type from the tab menu (for example, T4PS). Update and apply the
necessary print slip settings.

4. Click the Test button to test print the settings.

5. Click the OK button; the settings save.

Printing the slip:

There are four printing options available under the File drop-down menu in the top toolbar:
Print...

Print / Email PDF...

Print Slips...
Print Slips / PDF

Each option opens a print settings window. Update and apply the necessary print slip settings.

Click the Print or Build PDF button; the slip prints or builds a PDF file.

Reviewing the printed slip (if PDF printed):

Slips Print Setup ? =
el 12016 T3/ TPeds v (@4 42016 FX/Q v]

Frint Set [Paper Filing v] [¥] Abways use Default Windows Printer
75018 | T2enza | Tasmca | TratRca | T | Ru [ Rz [ R | Rus
Rus | m2a | R T | R | AL
T4 | T5 [ Tas | T4ps T4ANR | MNR4 | Te0os | TE013

Slip Sorting Caollating

7 Maone @ Name D 8IM [¥] Group by Slip Copy

MName Form Type Printer Bin i
Copy 1 Laser Facsimile  ‘h\printysecureprint Auto Tray Select

Copy 2/3 Laser Facsimile  ‘\printysecureprint - Auto Tray Select

[F] T A [P = | WA mviindh mmmemm ik Ak Temi s Ol ok S
Form Type Printer

Laser Facsimile > Vyprintysecureprint Auto Tray Select Froperies
Margins/ Offset Fosition Options

Left ‘0.2" = Top |D 2" = Center Haotizontally  [¥] Pause for Form Change
Right ‘0_2.. 2 Ebottom|0 o [ 5ize to fit page FCL Graphics Fassthrough

*Please note: ltems that are grayved out are no longer available iz imosule.

| Ok ] [ Test H Cancal ] [ INetwark, H Help (]

1. Open the generated PDF in the PDF-viewing software (for example, Adobe Acrobat); ensure that the PDF is set to fit on the page.

2. Select the desired paper size under the Page Setup option.

3. Match the desired paper size under the Printer Properties option.
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Managing Software Integration
In ProFile



QuickBooks Integration

It is easy and convenient to integrate QuickBooks with ProFile. Select the applicable activity below.

Integrate ProFile and QuickBooks
The integration process allows ProFile to display as an integrated application in QuickBooks.

Review the support article for more information.

Importing data from QuickBooks to ProFile (T2)
The import data process imports amounts from QuickBooks into ProFile.

Review the support article for more information.

Using Adobe Sign and DocuSign

Electronic signatures (or "eSignatures") are a new way to ask clients for signatures and other inputs on forms and documents in ProFile. ProFile users can
track which requests have been completed and which are still outstanding in one convenient dashboard after requests have been sent to your customers.

Intuit supports two products that allows you to request signatures and other inputs directly from ProFile without having to track individual emails or files:
Adobe Sign and DocuSign. Both are third-party partners of Intuit. Separate fees may apply, and a paid ProFile license is required for both Adobe Sign and
DocusSign.

Learn more about setting up and using Adobe Sign and DocuSign.
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QBOA Software Integration in ProFile

QBOA integration is undertaken via the Workpapers.

Workpapers is a collection of tools in QBOA that allows

accountants/bookkeepers to quickly and efficiently complete year-end

work for their client.

Accessing Workpapers:

Log in to the QBOA Firm containing the data to be exported:

https://ca.gbo.intuit.com/app/trialbalance

Click the hyperlink text under the Workpapers column.

Preparing data to be exported in QBOA :

1.
2.

Open QuickBooks.

Navigate to the Workpapers section for the client’s books.

Note: Only tax year 2015 and forward are supported.

3.

Review the Working Trial Balance and the GIFI Mapping
to ensure all necessary work is complete.

Map any unassigned codes under the GIFI mapping section.

Navigate through the GIFI codes list and click on Assign
GIFI Codes to assign; a row displays under the line to be
mapped.

Select the GIFI code from the list.

Name

] TralBalance Company

Go to client’s QuickBooks ¥

CLIENTS

TrialBalance Company ¥

Working Trial Balance

September 14,2016
Topay

PAYROLL

Items Due
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QBOA Software Integration in ProFile, Continued

7. Once complete, click on Save GIFI codes in the top right
corner; the information saves in the GIFI File format.

Tax Review Started September 14, 2016 Tax Period End

8. Open ProFile.

9. Create a T2 return, or open the existing T2 return associated
with the QBOA firm.

T2 Corporation e [

Importing the GIFI from ProFile :

1. Select the QBOA Import option under the File drop-down
menu in the top toolbar.

2. Click OK; the process completes.

T2 Corporation =yr
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Managing One Intuit Accounts In
ProFile



Inuit “One Account” Login

The Intuit “One Account” tool allows access to several Intuit products and services with a single log in and password.

One Inuit products and services I n-i-u IT
The One Account tool provides access to the following:
e ProFile Link @ turbotax @ quickbooks @ mint
e ProFile support community
e QBOA One Account.
e QBO Everything Intuit.
hd TUI’bOTaX Onllne Sign in to your Intuit account to access all our
preducts. Leamn more
One Account access: Email or user ID
Customers can create a One Account when accessing a supported service for the first time. @
The One Account login window displays when accessing a supported service. oo
Select the New to Intuit? Create an account link at the bottom of the login window to create a new account. B

Remember me

& SignIn

License Agreement Privacy Statemen!

| forgot my user ID or password
New to Intuit? Create an account.
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Using Backup to Cloud Feature
In ProFile



Using Backup to Cloud Feature in ProFile

Backup to Cloud is a new ProFile feature replacing the existing ProFile Review function.

ProFile users can safely and securely backup an unlimited number of files and returns on the virtual Cloud and retrieve the stored files at any time.
What is the Cloud?

The Cloud is ProFile’s online repository that provides unlimited file storage and is available for backup and retrieval 24-hours per day.

What type of files can | back up?

Users can backup files for any module (T1, T2, T3, or FX) to the Cloud.

Note that only T1 and T2 module files can undergo backup to Cloud via Hub. Other modules, such as T3 and FX, can only undergo backup via the Save
As... option in ProFile.

What years are supported?

Backup to the Cloud only supports the current year module, not previous years.

Is there any limit to the number of files | can back up at one time?

Users can back up 80 files at one time to the Cloud.

Do | need to make a new Intuit account to use the backup to Cloud feature?
No, users can use the same Intuit account used for ProFile Review.

I backed up a file to the Cloud...is the original file on my hard drive deleted?
No, the original file is still stored on your hard drive where it was.

I deleted a file in the Cloud...is it gone forever?

The file only deletes from the Cloud; it does not delete from the local storage directory.

186



Using Backup to Cloud Feature in ProFile, Continued ° 2
Backup to Cloud

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

Setting options for backup to Cloud?:

Ul
il

0

The Backup to Cloud wizard displays upon starting ProFile.

Enable Backup to Cloud Choose when to back up Download on demand
1. Select the Environment Options link to set options for backup; Youllneedtotumitonin  Youcanbackuptothedoud  Rest easy, you can retreve
the Environment Options window displays. T . N T T ™

backing up with Profile Hub

2. Navigate to the Backup to Cloud tab.

3. Select the Enable backup to Cloud for this computer option. T Don't show again Enable now | [ Remind me later
4. Select the Automatically back up returns on saving option to enable auto- Er ot Ootions 7 % !
backup; this is not a mandatory option but it ensures that any time the file is Fis | Prevorer | Discounter | Tristas Audk | System | Secisiy | HypeiDoss| POF | Backup to Cloud | N2

saved on the desktop that it is also backed up to the Cloud.

ProFile users can back up retumns to the cloud for storage and security.

[[JEnable Backup ta Cloud for this computer
Automatcally back up retums on saving

Note: You can back up mubiple retums using Hub

Environment Options ? X

File  Preparer Discounter Trustee Audit System Secuity HypeiDocs PDF  BackuptoCloud N ¢ [*

ProFile users can back up retumns to the cloud for storage and security.

Leam more

I [_1Enable Backup to Cloud for this computer I

Automatically back up ratums on saving

Note: You can back up mukiple retums using Hub

Office Info Setup wizard Cancel Help
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Using Backup to Cloud Feature in ProFile, Continued

s [2.Workin process v [tocked

Backing up a file to the Cloud:

2. Eligible
SEND Stanus: |2 Eligible
TP Stats: 1. Noteligible

1. Open the file to upload in ProFile. s s, 1 Notagol

DCN

Time: [00.00.00
7 [JCRAEmors  [J2139

2. Select the Save As... option from the File drop-down menu in the top toolbar.

Date Freparer Action Elopsed Module Ver
19/19/1318 Crested 2019001

The Save As window displays. 191171316 Modées amsoos

3. If you selected the automatic backup option during setup, you now see a backup option when |-
saving the file.

Partner

stonDocuments\My ProFile Data\2019T1\Smith, John 19T

Note that the Enable backup for this file option is already selected.

4. Select the Ready to backup option. o

5. Click the Save button.

A confirmation message indicates the backup has been successful.
. . ) ) . . . o Notification n
If you did not select the automatic backup option during setup, you will see an option when saving the file in
the future to back up to the Cloud or save only to the desktop. Backup successful! A copy of this file
) o ) ) has been uploaded to the cloud
6. Users can either select the Enable backup for this file option or leave it unselected.

7. Click the Save button; the file is saved either to the desktop only or to both the desktop and the Cloud.

A confirmation message indicates the backup has been successful.

Review our full support article for more information on backing up multiple files, reviewing files, and downloading or deleting files from the Cloud.
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Managing OnePay In ProFile



Overview of ProFile OnePay

OnePay is a one-time license that allows a ProFile customer to file a single T1, T2, or T3 return. It is an alternative to purchasing a full ProFile license, which
allows for unlimited returns.

OnePay is best suited for:
e An existing ProFile customer whose license has expired, but still needs to file a return or returns
e A new ProFile customer with a limited number of returns to be filed
e Aresident of Quebec at the end of the fiscal year, and only the Federal module has been purchased and not the Quebec TP1 or the Quebec T646*

e A ProFile customer with a business registered in Quebec*
*In the event of the OnePay purchase for Quebec, the preparer is required to NetFile the TP1 separately from the Federal. They also require a NetFile QC

Number and Access Code. For more information, visit Revenu Québec.

Note: If the taxpayer resides in any other Province and has an RL-1, the TP1 return is not necessary. The RL-1 information may be entered in the T4 form.
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Purchasing ProFile OnePay

OnePay is purchased only from within ProFile. An internet connection is required to complete
the purchase via our secure web page.

Note: If purchasing a OnePay for a recurring client, carry forward the return(s) before purchase.

1. Open the necessary return in the appropriate module (for example, T1).
2. Select the Star icon 7':«“ - from the top toolbar menu in ProFile, or select the Purchase
OnePay... option from the File menu.
The product selection wizard displays.
3. Click the Get Started button under the OnePay option.
4. Review the Purchase a ProFile OnePay window and click Next to proceed.

5. Enter the Social Insurance Number (SIN) and first/last name of the taxpayer whose
return is to be filed.

6. Click the Next button.
The payment screen loads.
The shopping cart window displays the details of the OnePay order.

7. Confirm the details of the OnePay order and click the Checkout button; the Checkout
window displays.

© profile

One Pay

From §30.00

Easy. Convenient Profile’s
single tax retum software.

Get Started

© profile

Get a Trial License

To oblan & free tnal hoense code vist the
ProFile Webr or call 1.800-452-9970
Already have 8 license?

Chck here 10 actvate.

Already have a icense?

Choose your Plan

Profile 20
From §220.00

Get 20 Returns - Perfect for
a new or smal practice

| Upgrade to ProFie 20

Purchase a ProFile OnePay

Click "Next" to purchase a OnePay license. This will provide you with

hete 1o activa

Unlimited
From $470.00

Fling mare then 20 retums?

Upgrade to unlimitad.

Upgrade to Unlimited

the ability to prepare and file a single ProFile T1/TP1 retum. If you are

carrying forward from a previous version of Profile, you must do so

before continuing with OnePay. Click Here to carry forward.

Save time and money by purchasing ProFile 20. Learn more by
visiling our website or call us al 1-844-324-8617.

Next

Cancel

Tuit g,
© profile

Get a Trial License

To ob
roFle

we code visit the
800-452-9970

Already have 8 license?
Chick here to actvate

OnePay License Purchase

You are about to purchase a ProFile OnePay license for the 2016 T1/

TP1. This license vall allow you to prepare a single T1/TP1 tax return for

the client specified below.

SIN

657657657

First Name
Dan

Important!

Last Name

Brown

Next

Back
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Purchasing ProFile OnePay, Continued

8. Enter the necessary company and billing information.

9. Click the Continue button; the Payment Information window displays.

10. Enter the necessary payment information and click the Continue button.

The Review Your Order window displays.
11. Review the payment and purchase information. If correct, click the Place
Order button.
The confirmation window displays the OnePay order and cost.
12. Click the close this window link in the top bar; the link is highlighted in the
screenshot.
The OnePay payment wizard closes.

13. The preparer returns to ProFile and to the return being filed.

Payment Information:

* Credit Card Type: Select

* Experation:  Month

.

[v] Year ™

. P
Continue (»)

14V S
Attention! Your purchase is complete. You must dlose this windew to 3pply your One Pay Licen:

infuit

Checkout
Than

u for your purchase

192



Troubleshooting ProFile OnePay

I am being prompted to purchase OnePay.

If a ProFile customer attempts to populate a form for any module (for example, T1, T2, or T3) without an existing valid ProFile license, the OnePay purchase
wizard displays.

Can | use Auto-fill my Return (AFR) with OnePay?
Yes. Prior to using AFR with OnePay the preparer requires:

e An EFILE account
e Avrepresentative ID
e EFILE a T1 Authorize a representative request

To learn more about authorizing or cancelling a representative, please review the CRA article.

I downloaded a trial version of ProFile, but when I try to evaluate the software, the OnePay Wizard appears, asking me to purchase a return.

When installing a ProFile Trial version, make sure you insert the new Product Code and License Key in the License window.

I am seeing a TRIAL watermark written through all of the forms when | print the return using a OnePay license.
This happens because the Trial license and the OnePay are both activated in ProFile at the same time and the Trial license is overriding the OnePay.
In ProFile:

1. Navigate to the Help -> License -> Details option.

Click on the Trial License option.

Click on the Delete Selected License option.

Close the Licensing windows

Open the file to print by navigating to the File > Open option.
Print normally.

o s~

If you have removed a Trial License and still get a trial watermark, call support for assistance.
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Troubleshooting ProFile OnePay, Continued

I received an error message at the end of a OnePay purchase transaction.

When purchasing OnePay through ProFile's OnePay Purchase wizard, the following error may appear:

"Your online purchase transaction was not completed. Please go back and review your selections".
This is not a ProFile error, but could be resulting from one of the following situations:

e High security settings on the computer (see solutions below)
e A network disruption (check your network is functioning)
e The transaction timed-out (retry the transaction to completion)

The following are solutions that may resolve the high security setting issue:

Check ProFile version is the latest

Check Windows Update for any recent OS updates
Set firewall/antivirus exception for ProFile

Set SSL/TSL security

Allow pop-ups

Clear your cache and browsing history

Check for Proxy settings

Check .NET version is the latest

Can | purchase more than a single OnePay?

When purchasing One-Pay, only one unit can be purchased at a time. If a quantity greater than one is entered in the Quantity field, you will be charged for

that quantity but will only receive one license.
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Managing ProFile Security
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Using Options Packages in ProFile

An options package is a file that preserves customized ProFile settings. These can include office details, printing options, database settings, and template and
module settings.

Creating an options package means that your ProFile settings can be used by you or by others without having to recreate any preferences.

How do I use the option package?
An options package can be used a few different ways:

e Saved on a shared network/server where everyone has access to it
e Saved on a terminal server where everyone has access to it
e Saved locally to a single computer that is not on a shared network/server

Depending on which use is selected, multiple users can work with ProFile in the same consistent manner, or an individual user can work with ProFile in a
manner specific to themselves.

Types of options packages

There are three types of options packages in Profile: individual, shared, or custom:
Individual options packages save on an individual computer and are loaded when ProFile launches.

Shared options packages save to a network/shared server where one or more individual computers have access to the package. This is the ideal option if you
are using a network environment, Client Server, or Terminal Server environment.

Custom option packages allow the same ProFile options to be utilized even if an individual computer is disconnected from a network/server/terminal server.
A Profile user creates custom options packages in different locations and instructs ProFile which to use.
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Creating an Options Package in ProFile

1. Start ProFile.

2. Select Options Administration... from the Options menu; the Options
Administration window displays.

3. Set the necessary options for the package (for example, template use, pricing, database,
etc.); these selections will become the settings in the new options package.

4. Select the options package type (1, 2, or 3).

5. Check the option Include preparer and discounter name with Option packages, if
applicable.

6. Check the option Prompt to save changes, if applicable. This feature applies only to
package types 2, 3, and 4 and selecting the option prompts the user to save any changes
made to an options package when closing ProFile.

Note: Any changes made to an options package prior to ProFile being closed are not saved if
the Prompt to save changes feature is not activated. Users must explicitly use the Save
function to save any changes or they will be lost when closing Profile.

7. Click the New button.

The New Settings window displays.
8. Enter the name of the new options package.
9. Click the OK button.

The new options package file saves to the designated location and displays in the Options
Packages list.

ovvom pamemirtnn ——— 1
@ 1. My Folder Apply cptions from this computer. Lean moee
" 2 Shaed Foider: Load opions package highlighted below.
3 Shaed Folder: Ask which cotions packaoe 10 load on statuo.
1
™ Inchude prepares and dscounter name with Option packages. Laamn moee
[ 45
I Allow mutiple Options packasge groups
Option package drectory
C:\U sees\ QS \D ocuments \My ProF ke Data\Dptions Package Browze |
Options Packages
No ophions Hes found New l
I U |
s Ty
New Settings ? R
Settings Name
Options Package 123
| ok | Cencel

Options Packages

Mew Settings 1
MNew Settings 2
Mew Settings 3

Options Package 123
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Managing Options Packages in ProFile

Options package management includes several tasks that can be undertaken, including:

Creating a new options package
Loading an options packages

Updating an existing options package
Deleting an options package
Transferring an existing options package

Review our support article to learn more about how to manage option packages.
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Using Multiple, or Custom, Options Packages in ProFile

A computer that is utilizing an options package on a network/server/terminal server will lose access to it if the computer disconnects from the
network/server/terminal server.

However, ProFile can be set to access an alternate local options package (or packages) on the individual computer’s hard drive as a substitute to the
network/server/terminal server options package. ProFile will first search for the designated options package on the network/server/terminal server; if that
options package is not available ProFile will search for the next options package on the list.

Note: ProFile does not synchronize changes between options packages. Any changes to a local options package while disconnected from the
network/server/terminal server are not saved in the network/server/terminal server options package.

Managing files in multiple options packages

When the laptop connects to a network/server/terminal server, users should use the options package stored on the network/server/terminal server.
When the laptop disconnects from the network/server/terminal server users can specify an options package stored locally on the laptop itself.

However, be aware that by having two different sets of options you are using two different databases. Files created or changed when you disconnect from the
network/server/terminal server will not be listed in the database stored on the network/server/terminal server.

Creating and assigning multiple options packages

ProFile users who will disconnect at some future time from a network/server/terminal server and continue working will need to create at least two options
packages: one for connected network/server/terminal server use and one for when disconnected from the network/server/terminal server. This allows the
disconnected work to use the same options package settings as that on the network/server/terminal server.

Related articles

Review our support article to understand more about using multiple options packages.
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Password Protecting Options and Options Packages in ProFile

Any options package can be password-protected. This prevents unauthorized users or other preparers from altering the options package.

This feature protects both the computer options and the options package.
) Set Options/Delete Password ? b

Password protecting options packages: 0ld password

1. Select the Options password... item from the Options drop-down menu in the top toolbar.

The Set Options/Delete Password window displays. Besinasyo

s

Password: || I i
2. Enter a password in the Password: field of the New password section. o ‘ ] L
onfirm: |
3. Enter the same password again in the Confirm: field.
/
4. Click the OK button. EFILE Options (including the set up of login -
infogmation] are configured through the EFILE >
The password saves and the options package file is protected from alterations and deletion. A ORIy
prompt requesting the password displays any time changes are made to the settings.
|

Note: This password applies to Options packages only; it is not an EFILE password. Cancel
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Data/File Locking in ProFile

Data locking automatically locks a return to prevent any changes from
occurring after the return’s status is set.

Setting the data locking options:

1.

2.

Open ProFile.

Select the Module... option from the Options drop-down menu
in the top toolbar menu.

The Module Options window displays.

3.

4.
5.
6.

Select the appropriate module and year from the tab menu in the
top of the window (for example, 2019 T1/TP1).

Select the Data Locking tab.
Select the appropriate option under the Client Status list.

Select the appropriate option under the EFILE Status list.

Note: One or more options may be selected from the lists.

7.

Click the OK button.

The file locks when the selected criteria occur.

File Template

i 12014 T/ v| [d 320132015 T2

© - ™
TR N D

v | el 52014 TyTPE4E w | [ Z2014Fx |

General | Data Locking | variance | Disclaimer | T1/TP1 Review

[Carning on file creation

Client Status

[l Unknowm

[ Carried farward
[C"ark in process
[C'Waiting for client
[ In preparer revigw
[ In partner review
[[| Ready ta print
Frinted

[ Completed

[C] Mot filing

EFILE Status

[T Unknown

[ Mot eligible
[CIEligihle

[[] Ready to transmit
[ Transmitted

[T Aczepted

[[I Mot accepted

[T Paperfiled

Browse

Language
@ English

) French

Help
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Data/File Locking in ProFile, Continued

Setting the Print locking options:

1. Select the Form Selection... option from the Options drop-down menu in the top toolbar menu.

. . . 1.2014 T1/TR1 I ;
The Form Selection window displays. sy ¥ l 320132
Print Job Form Se
2. Select the appropriate module and year from the tab menu in the top of the window (for example, 2019 | [ﬂ Paper T]
T1/TPY). & ¢
. . L. . Statuz after printing 1 I E
3. Click the drop-down menu arrow in the Status after printing section; the menu expands.
ake snapshat T [
4. Select the appropriate option from the menu. Change the status ta i
_ _ T [Matiiing :
5. Set the appropriate options for each module. | Unchangsd [
. | Carried fonward [
6. Click the OK button. work in process r
Waiting for client :
After the return is printed, the return locks to the selected status. It preparer review L=
[n partner resigw
Ready to print ind Fo
Frinted
Completed
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PDF Locking in ProFile

Data locking automatically locks a return to prevent any changes from occurring after the return’s status is set.

Setting the PDF locking options:

1. Open ProFile. I

2. Select the Environment... option from the Options drop-down menu in
the top toolbar menu.

The Environment Options window displays.
3. Select the PDF tab.

4. Select the appropriate option under the PDF Security option list:

None

Client Name + SIN/BIN/TAN/PN
Client Name + DOB/Fiscal EndDate
User Specified

Setting Owner Password:

The Set Owner Password option provides an additional level of security to prevent
a locked PDF from being edited.

1. Enter a password in the Set Owner Password field; users will require this |

Environment Options ? P
| Freparer | Discounter | Trustee | Audit | System | HyperDucs| FOF |N0tificati0ns| D
FOF Mame
T1) Custom + | - | @ Same as TaxFile Ma
T2 Custarn + | | - | @ Same as Teax File Nau
T30 Custam + | - | @ Same as Tax File May
Fa0) Custam + | - | @ Same as Tax File Mal

PDF Archive Directories

[T] Specify Default Custom Directony for POF Archive Files

ChlUsers\WVISSERDocumentsi by ProFile Data\Archive

Browse Advanced

Module Custom
2017 T1 - Wiith Tax File
206 T I With Tax File
2MET1 I ‘With Tax File
PDF Secutity
SetUser Password (Read and Print Only)
@ MNone

) ClientName + SIN/BMN/TANPN (Smith333)
) ClientName + DOB/Fiscal EndDate (Smith

0 User Specifiec

Directary i‘
]

=

Set Owner Password

Frotects the POF docurnent fram
heing edited

password to open a file, in addition to any password set in the PDF
Security option list.

l Office Info Setup wizard l

0K, l [ Cancel ] [ Help

2. Click the OK button; the PDF locking selection applies.

203



Keyboard Shortcuts in ProFile

If a preparer processes a large volume of client files, there is an advantage to learn the keyboard shortcuts for common functions in ProFile.

Action Shortcut Command
Attach tape <Ctrl+F8>

Back to previous form <Alt+F7>

Carry forward a file <Ctrl+R>

Clear highlighter <Ctrl+H>

Clear review mark on field <Ctrl+Alt+0>
Close current window <Ctrl+F4>

Copy field <Ctrl+C>
Correction required mark <Ctrl+Alt+3>
Create a new file <Ctrl+N>

Cut field <Ctrl+x>

Display jump list <Shift+F6>
Display previous audit message <Shift+F9>

Ditto key (back apostrophe)
EFILE this return <Ctrl+F11>
Instant SEND <Shift+F11>

End review <Ctrl+E>

Exit ProFile <Alt+F4>
Explorer Keyword view <Shift+F7>
Explorer Line view <Shift+F4>
Federal/Quebec toggle <Shift+F5>

File properties <Ctrl+I>

Form help <Shift+F1>

Next checklist form <Ctrl+Alt+PgDn>
Next Edit window form <Ctrl+Tab>

Next file <Ctrl+F6>

Next page on form <Ctrl+PgDn>
Next section on form <Alt+PgDn>
Non-zero T1 summary <Ctrl+F10>

Open an existing file <Ctrl+0O>
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Keyboard Shortcuts in ProFile, Continued

Action Shortcut Command
Open form in new window <Ctrl+Alt+F6>
Open the Tape dialog box. <=>

Override format <Ctrl+F2>
Partner sign-off <Ctrl+Alt+2>
Paste field <Ctrl+V>

Pause / start timer <Ctrl+T>
Preparer sign-off <Ctrl+Alt+1>
Previous checklist form <Ctrl+Alt+PgUp>
Previous Edit window form <Ctrl+Shift+Tab>*
Previous page on form <Ctrl+PgUp>
Previous section on form <Alt+PgUp>
Print file(s) <Ctrl+P>
Question review mark <Ctrl+Alt+4>
Quick-print audit messages <Alt+F9>
Quick-print T1 summary <Ctrl+Alt+F10>
Quick-print T183 form <Alt+F11>
Quick-print tax summary <Alt+F10>

Save the file <Ctrl+S>
Show/hide auditor <Ctrl+F9>
Snapshot/Variance <Alt+F8>

Switch to family member <Alt+F5>

T1, T2, T3 jacket <Ctrl+J>

Toggle T1/TP1 <Shift+F5>
Toggle T2/AT1 RSI <Ctrl+F5>

Top of next slip

<Ctrl+Enter>

Top of previous slip

<Ctrl+Shift+Enter>

ProFile Help F1
Override F2
Client Explorer F3
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_earning More About ProFile



ProFile Community and Support Site Ojofie

ProFile for Windows

The ProFile Community and Support Site is available to serve our
valuable customers more effectively. You can now search both our

support articles and forum questions at the same time, in order to return ProFile Commun'ty clgle

the best possible answer to your product question. SUDPOr

Available 24 hours a day, our Community and Support Site has more than

1,200 articles designed to improve your ProFile experience.

https://profile-en.community.intuit.ca/profile-ca-en

Browse Topics

wE i)
Announcements and Trending Products and Services
Topics

I &

Prepare & Review Network & Database

I«l signn

&2

Install & Configure

S

Additional resources

Browse Community Posts
Contact Support

Remote Desktop Session
Webinar and How to Videos

Browse the Document Library

207


https://profile-en.community.intuit.ca/profile-ca-en

Sending Feedback About ProFile

ProFile users can conveniently provide feedback on ProFile’s functionality or suggest an enhancement to the product.
All feedback is reviewed by the product owner, developer, or analyst.
Opening the feedback window in ProFile:

1. Select the Send Feedback option under the Help drop-down menu in the top toolbar, or click the Suggestion button in the
top toolbar.

The ProFile Feedback window displays.

s:‘» Suggestion

© ProFile Feedback

2. Describe your idea in the feedback field; you can be as specific as you like.

Your feedback will help us make ProFile better.

3. Enter your email so ProFile can contact you in case more details are required.
What works well in ProFile? What needs improvement?

4. Click the Submit button when finished. |

The Additional details window displays.

Your email so we can send you an update

Submit ’ | Cancel ‘

I T TOVIITOT UT OGTITTCTTIpIYY
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Additional ProFile Resources

Training and Tutorials Site

Whether you are a new ProFile user or an experienced professional, you can enhance your skills with our training resources, video tutorials, and Tips &
Tricks site. Updated regularly, this site includes both core and advanced information to help throughout the return preparation process.

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

Webinars Calendar

Keep learning with our informative webinars, held every Tuesday and Thursday throughout the year. Live webinars take you through the finer points of
ProFile, and if you have any questions, our experts are there online with you, ready to answer.

You can join an upcoming webinar through the calendar:

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

In-Product Help

The in-product Help utility provides an easy way to learn about forms, slips, schedules, ProFile’s functions, and many other topics. Simply press the <F1>
key from anywhere in ProFile to launch the Help utility.

Live Chat

Inside the ProFile software (and on many of our support pages) you will find the Live Chat option. This quick and convenient tool lets you immediately begin
speaking to one of our support representatives online, without having to wait on the phone or interrupt your work. Available during our regular support hours.
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