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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 and 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.

Have More Questions?

If something you need to know is not included in the User Guide, or if you need more information about ProFile and its functions, call us toll-free at 1-800-
452-9970. Our support hours are from Monday to Friday, 9:00 a.m. to 6:00 p.m. EST.
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System Requirements for ProFile

Before installing ProFile, please note the following important points:

.NET 4.5.2 installation and registration are required.

e Internet connectivity is required for licensing and software updates.
e Windows server software is not supported.

e Network/workstation install UNC path is not supported.

e Apple products are not supported.

Note: ProFile supports only Windows 7 with service pack 1, Windows 8/8.1 and Windows 10.

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

Processor

1 GHz or faster

Operating System

Windows 7 with Service Pack 1, Windows 8/8.1, or Windows 10

Memory

Minimum 2 GB (recommend 4 GB or higher)

Hard Drive Capacity

Approximately 900MB of free hard drive space for download and 1.5GB for installation

Printer Windows-compatible printer(s)
Display e 16-bit or higher color

e 1024 x 768 minimum resolution
Internet e Internet Explorer 11.0 or higher

e Ahigh-speed Internet connection is recommended
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Getting Started with ProFile
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Downloading and Installing ProFile

Please be aware: 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
Navigate to the ProFile download page:

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

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 the ProFile installation file (titled “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
Locate the saved “gpsetup.exe” installation file.

Double-click the file to begin the installation. If you are using Windows 8 or Windows 7, right-click the file and select the “Run as Administrator” option.

gpsetup.exe o 15/2017 12224 PM  Application
“4 gpsetup.exe Date modified: 3/1
v ~( cat \ ize: 10

Follow the dialogue boxes when prompted to install ProFile.

2017 12:224 PM Date created: 3/15/2017 1201 PM

Bt file.
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Activating ProFile

Please be aware: 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 ProFile icon

&
FroFile
il ProFile License Activation ®
Locate the ProFile icon on the computer desktop; it installed there during the download

and activation process.

Double-click the ProFile icon. Activate ProFile

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

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

Product Code License Key Activate

Where do I find this information?

Enter your “Product Code” and “License Key” and click the “Activate” button.

The product code and license key activate; ProFile displays a confirmation message.

Click “Add another license” to add more licenses, if necessary. If you have purchased o
additional licenses for a module, enter the “Product Code” and “License Key” only once
on each additional computer. OnePay customer? » | Free Trial Activation > | 2011 or older license?

Click the “I’'m Done” button after all product codes have been entered. Activation may

(il ProFile License Activation =5

take a few minutes to complete.
INTUIT ProFile

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 Activate ProFile
to proceed with the check.

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

You have successfully activated ProFile.

Product Code License Key

818902 27587 @ suite,License,Québec

+ Add another license

o I'm Done ‘ [ Next - Set Up Flexible Licensing

0 ig;"bf“e 11




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.

Actions in the QuickStart menu

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 a file that was recently worked on

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

Turn off the QuickStart menu

-

o zg |

ProFile QuickStart

12016 TITPT ¥ | [ 3T2 | &l 4.2016 T3 v
o nfuit g, QuickStart
pl'OfI Iee T1 Démarrage rapide
2016

Go ProFile!

Create anew 2016 T1/TF1 file
Open an existing 2016 T1/TF1 file

= Carryforward a 2015 T1/TF1 file
Recent Files:

*

EElruwn Dan

Resource Corner
[ ]

ProFile Help InfoBase
®*  Userto-UserFaorums Document Librany

® 2016 T1/TP1 Tutarials Contact Technical Support

Release Motes

More
.

Product Information

®  Become aProAdvisor

[V] Bhow QuickStartwhen you start ProFile o

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

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

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

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

InTuit
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Using a Trial License in ProFile

A trial license gives preparers the opportunity to try the functionality of ProFile Welcome to ProFile!

without any 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.

e : . . Are you a student? 2 Yes © No
What is included with a trial license?
. s . . First Mame

A trial includes access to all the modules and features ProFile has to offer, with the

exception of filing completed tax returns.
Last Mame

These features include:
Company Mame
e T1/TP1 for Individual tax returns
e T2 for Corporate tax returns
e T3/TP-646 for Trust returns
e FX/FXQ for additional forms (T4/T5, etc.)

Email Address

FPhone Number

. . . What tax software do you currently use?
Getting a trial license % you currently u
Flease Select v

Visit the “free trial” section of the ProFile website.

How many personal returns do you prepare annually?

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?

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

Start My FREE Trial

© profile.
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®

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:

/4l PROFILE = | @&

File Goto Form Options EFILE Online Training Window Help

“ M H M S H H Search rq ‘ [_ﬂ N ‘ é’;‘)) Suggestion

>3 W

-

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.

Bt file.
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Setting Preparer Information in ProFile

Preparer information can be conveniently entered in ProFile. This allows the
“Preparer” section of ProFile “Info” forms to automatically populate whenever a
new form is created.

Select the “Environment...” option from the “Options” drop-down menu in the top
toolbar.

The “Environment Options” window displays.

Select the “Preparer” tab; a list of information fields displays.
Complete the necessary fields.

Click the “OK” button.

The preparer information saves.

Automatically updating preparer information changes

Preparers can set an automatic update for the “Preparer” section of returns when
changes are retroactively made to the preparer information. For example, if the
name of the preparer’s firm changes, the returns with the firm’s name
automatically update to the new name.

Select the “Module...” option from the “Options” drop-down menu.

-

Environment Opti

Edit

Display | File

Freparer

T |G

Preparet | Discounter | Trustee | Audit |System|HyperDucs !

3

MName: |
Firmn:

Street:

PO Box, RR:
City:
Prowince:
Phone:

Email:

Initials
Freparear:

Quehec
Quebec enterprise number (MEQ):

Identification Mumber:

Frofessional Representative Mumk

T1013/ RCEY
FeplD —

Group 1D G

- Fostal Code:

Fax:

Fartner;

Business Number

Office Info Setup wizard l

Ok ] [ Cancel l [ Help

Medule Opticns

— —

| 9| ==

In the “General” tab, scroll down to the “Options” section.
Activate the “Update preparer information on Info form” checkbox.

Click the “OK” button; the setting saves.

i 2206 T TR v] 3.2015-2017 T2
File Template

v | 52016 TH/TPE46 w | [d 22017 Fx ¢

Browse

General |DataLDcking Yarance Disclaimer|T1fTP1 Feview

&1 Options - Letogua)s
O Update preparer infarmation on Infa form {using the informati @ English
B Complete preparer infarmation an T1 jacket @ Franch

Bd Current signing date

Bt file.
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Setting up for EFILE in ProFile

EFILE Wizard

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

Setting up for EFILE:

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

The “EFILE Wizard” displays. o
Click the “Next” button to proceed.
During the “Set EFILE Password” process, users will require the following: I

e EFILE On-Line Number (from CRA)

e EFILE On-Line Password (from CRA)

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

Click the “Finish” button when all applicable information is entered.

ProFile EFILE Wizard

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

If wou decide to skip any ofthe steps vou will not be able
to EFILE. Alternately you can manualky configure wour
options directly through the EFILE | Optians menu
selection.

Note: if you are using an Options Package, you need to save the options package after entering in the new EFILE information

Bt file.
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Creating a New File in ProFile

[(File] Edit Audit Goto Form Options EFILE Online Training Window Help

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.
However, previous tax years are made available for the purchased tax module.

Creating a new file

Open ProfFile.

Select the “New” option from the “File” drop-down menu in the top toolbar.
A list of available modules displays in the menu.

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:

e Older T1/TP1 Modules
e Older T3 Modules
e Older FX Modules

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

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

Bt file.

Mew v A.2017 T1/TP1
Carry Forward... Ctrl+R B. 2016 T1/TP1 Ctrl+N
DT Max Carry Forward... C. T2
Open... Ctrl+0 D. 2016 T3/TPG46 o
Reopen 4 E. 2015 T3/TPG46
Save Ctrl+5S F. 2017 FX/Q
Save As... G. 2016 FX/Q
Close Curl+W Older TL/TP1 Modules »
Close family Ctrl+Q Older T2 Modules
Properties... Ctrl+I Older FX Modules o
Older T1/TP1 Modules J 2015 T1/TP1
Older T2 Modules » 2014 T1/TP1
Older FX Modules b 2013 T1/TP1
. . 2012 T1/TP1
ag Mo Were you married or Ii
time in this tax year? s L
. 2010 T1/TP1
pL# Residency '
} . 2009 T1/TP1
Province of residence
on 2016/12/31 2008 T1/TP1
M FProvince of self-employ 2007 T1/TP1
If you became or ceas: 2006 T1/TP1
2016, enter date of: '
0 2005 T1/TP1
2004 T1/TP1
_ - 2003 T1/TP1
rom mailing Are you a non-resident 2002 T1/TP1
Residency status 2001 T1/TP1
Cf:uuntr'_,-r [qther than Ca 2000 T1/TPL
‘"N'Eﬁ Did you dispose of a p
e claiming a principal res 1993 T1/TP1
I 1998 T1
1997 T1
[ TN of A
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Fast Reopening of Files

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

Fast reopen of returns

Click the arrow next to the file folder icon in the top ProFile toolbar.
A list of recently opened returns displays.

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 Qns EFILE Online Training Window Help

- [T ~
. .

1 2016 T1/TP1: C:A\Users\IVISSER\Desktop' Mew folder\MyProfileData\2016T1\Brown, Dan16T
2 T2: CA\Users\IVISSERN Desktop \New folder\ T2\ 5ample Corporation (20141030) (2).GT2

3 2016 T1/TPL: ChUsers\IVISSERN D esktoph MNew folderMyProfileData’ 2016 T1\Brown, John 16T
4 2016 T1/TP1: CAUsers\IVISSER\Desktop' Mew folder\MyProfileData 2016 T1\Smith, Will.16T
5 2016 T1/TP1: C:A\Users\IVISSER\Desktop'MNew folderMyProfileData\2016 T1\Chow, Jason16T

‘ - ..H -

O profile
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Using Form Explorer in ProFile

The “Form Explorer” feature allows preparers to |, Form Explorer o R — 19 o
locate individual forms, lines, and details within i@ Brown, Dan - - E B e
a client’s return. In addition, preparers can print || Eorm: List Detail | Key| Ling
forms from the Form Explorer and determine | MName Description Us.. Last. St. :
: AB @ Info Persanal information Yes  NIA 1 E
When itwas IaSt UpdatEd. Abaternent §% Dependant Dependant information Mo MAA 3
.islcl_essibiliw @ CaryPWD Carryforward Surmmary Yes  NiA 4
. ACTRO e T2202/TL11 Tuition and education creditcertifi.. Mo MN/A B
Startlng the Form ExPIorer |Active Farnilies 213 Staternent of trust income Mo MNia 7
. F iggnmnm T4 Staternent of remuneration paid Mo NfA 8
Open ProFile. Adiur:t?nsent e TA, Staternent of pension, annuity and... Mo NAA g
Open areturn (e.g., a T1).
Select the “Form Explorer” option from the “Goto” drop- [ 7 Py — - e e -
down menu in the top toolbar. ud a
MaoMamesr
The Form Explorer opens; the client’s name displays in the
top-left corner. Eorm:
. Farms = ARIL o T2200# .. Resourcebsset
Using the Form Explorer J ‘ o LosslFF = T2222 .. Resourcesssetlist
Select a view option from the top-right menu buttons. A sl = Tt </ Th004 « FesourceCCA
|'_ 4 Deductions |- LossNetCap L TEE? . ResourceCCAS
View options include: = o LossMonCap 2 T74i . ResourceCEC
3 TE et | OtherDeduct 5T
e “List” displays all forms in the return B Retun+s | RFPP o T#77Comparatve
7. Filing o RCZEY o TET7AutoR
e “Detail” displays details and/or status about 8 Client Employee Contributions to a United States Retirement Plan - Temporary Assignments
all forms in the return - o RCZEY =TT
3. Al o BCIRIH B T77E
e “Key” searches the return for key words (e.g.,
“RRSP”)

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

Tip: hover the mouse over each form to see a full title.
Double-click any form listed in the Forms Explorer; the form opens in ProFile.

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

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

The carry forward window displays.

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

A list of applicable files displays.

Select the specific file to carry forward.
Click the “Carry forward” button.

The selected file carries forward.

Carry forward competitor files

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

2016-2017 TaxPrep-to-ProFile carry forward preview (T1)

Supported TaxPrep versions include 2016.v1.0, 2016.v2.0, 2016.v3.0, 2016.v4.0,

and 2016.v5.0.

2016-2017 Cantax-to-ProFile carry forward preview (T1)

Supported Cantax versions include 16.1.303.100, 16.2.303.107, 16.3.303.111,
16.5.303.119, and 16.6.303.124.

2016-2017 DTMax-to-ProFile carry forward preview (T1)

The current version of the ProFile T1 allows carry forward of a DTMax T1 file.

O profile

7 DR e BEPUS IO

K&l 1.2016T1 v | a2 | g #2573 v B.2016 Fx v]
Loak in: | 2016F% * & I‘j‘ -
Returnz ]
= BackupFiles Another CamaDa, MoMame One Stop quebec TEST CORP
corporati.. SavING .. [20161231) [2ME1231)
Shortcuts

@,

=

Fil= name:

Files of type: [2015 PraFile B [%. 165

[¥] Preview

7 4 Carry forward file é
|l 1200T v it | @ 4200373 v |@IE2009F% v

1201071 TestFiles - Lﬂ a :’ -

2200 T1 =
B omn Agency, Capital  EXPLOR GST. Intut, Andy Intuit Phe @t Intun, Phil et

@ 20T Flaceme.. Gains, De.. CUENT.. Buddy 10T SINGLET.. MeneT77.. Manet212.. |
e=n | @ & @ & & & ¢

@ oum Intuit, Philet NoName.  Ouery,  SDKTest SDKTest.. T776File, T776File,

B »:n Marie TP Export10T TheReal... Johnan.. Johnand
2y | @ 0 & & & & &

P »oum

® »on 2125isue Test Test_Te st 10T testonother. TesfTest «
B v»n Intuit, Ancly SINGLETP1K 10T + | Comyioward |
@ 9387 {5010 ProFile T1 (107T) » [ Concal |
@ wn Preview { Help i
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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...

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.
Click on the “Filter” button; the filter option window displays.

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 2016,
you would select the “T1” module tab, then the “2016” year
designation.

Click the “Apply Filters” button. The files matching the selected filter
options display.

L ,’J Client Explorer

W= [AII Clients

Details b4

Actions <
Selectall

Clients <<

Files <«

vl B Save Yie . Filter[: Inclex
Search By Search Clear
AMlilalbofeldfeftfafn[ifilk]t[m[nfolplafcfs]

Files
O @ 2015 ProFile: MoName. 15T

Bradman, David
Files
O @ 2015 ProFile: T2205_65.15T

Brown, Dan
Files
O & 2016 ProFile: Brown. Dan 16T

Brown, Dan
Files
O & 2016 ProFile: Brown. Dan 16T

Brown,. John
Files
O B 2016 ProFile: Brown. John 16T

4 m

Chow. Jason

Files
O [ 2016 ProFile: Chow, Jason. 16T
O 2015 ProFile: Chow, Jason. 15T

CORPORATION SAMPLE INC.
Files
O ProFile: Sample Corporation (20141030

Davies, Gareth
Files
O @ 2015 ProFile: T2205_g415T

Gupta, Varun

Files
O EDW 5 ProFile: Doe, John 15T
O Weos ProFile: T2205_1.15T

Select the files to carry forward. To select all files, right- | fies AR 4 iy Fitiers) 3¢
T T2 T3 FX
H H H o 4
CIICk n the Wlndow and SeleCt SeIECt A” from the pop_ T Years Client Status T1 EFILE Status TF1 EFILE Status SEND Status Ewvel 7] Show S L
. : iohli E @ + ¥ Unknown + % Unknown ¥ Unknown @ Unknown erEpEERnlEl Prapeey
up menu; all files highlight. S woms ¥l Carried forwerd ¥ Not eligible ¥ Nt sligible ¥ Nt Eligible #IShow Competior's File
72014 = @ workin process ¥ Eligible ¥ Eligible ¥ Eligible 2017/05/06 Discounted
. . . “ “2m3 VIvwaiting for client |5 ¥ Readytotransmit ¥ Readytotranst = ¥ Ready to transmit 20717/09708 ¥Mo Fves
Right-click on the selected file(s) and select the “Carry otz || B [} B BT ot B e
. . ] v vl vl i
Forward Files” option from the menu. (2o ||| Eesoom |[[|Beeed |[Baces | [][B ey
The file(s) carry forward.
Mllalbleldleltfalnlililk[i]m]n]of[p[alr [ulv [wlx]y]z]ms]
Related Article: Carry forward files using the Client Brown, Dan Brown, Dan Brown, John
Files Files Files

Explorer database

InTuit

profile.

I

01 k& 2016 ProFile: Brawn, Dan.16T

01 k& 2016 ProFile: Brawn, Dan16T

01 k& 2016 ProFile: Brawn, John 16T
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Checking 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

Open ProFile.

Select the “About” option from the “Help” drop-down menu in the top toolbar.
The “About” window displays.

Review the ProFile version number (e.g. “2017.1.0").

© profile.

( About |i|1

5110 Spectrum Way
Mississauga, OM Canada L4W 552

INTUIT

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

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

Version Information

ProFile Version 2017.1.0

2017 PROFILE INTUIT S0FTWARE END USER LICENSE
AGREEMENT (CANADA)

A copy of this End User License Agreement is available online at
hitp:/‘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."

Physical Memory
4,194,304 KB

3
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Updating ProFile to the Latest Version

During the tax season, ProFile is often updated 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.

ProFile can be updated two different ways:

e manually, where the user manual checks m— - =

to see if any updates are available

e automatically, where the user allows
ProFile to check itself if updates are
available

I {/j As of Tuesday, October 24, 2017 12:54 P you hawe the most recent varsion of Intuit ProFile.
7 2 Click [OK] to wait for the next check for updates scheduled for Tuesday, October 31, 2017 on or after 12:00 AM.
Click [Fetry] to check for updates to wour copy of Intuit ProFile again.

oK | Retry

Manually updating ProFile
Open ProfFile.

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.

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

Automatically updating ProFile

Open ProFile.

Select the “Environment...” option from the “Options” drop-down menu in the top toolbar; the “Environment Options” window displays
Select the “System” tab.

In the “Automatic Check for Updates” section, put a checkmark in the "Enable automatic check for updates" box.

You can choose:

e how frequently ProFile will check for updates

e what time ProFile will check for updates

e whether you would like to be notified before connecting to the Internet

e whether you would like to be notified before downloading an update to your system

O profile
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Using ProFile Notification Services o

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

Update to 2016.4.0 by selecting "Check for Updates...” under the
Start-Up Notifications “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 2016.4.0 Release Notes A —

Close

changes, or notices of service interruptions.

ProFile Notification Centre Clear All

ProFile in-application Notification Centre

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 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.

3

Alternative address authorization

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

@ Revenue Agency. This cpticn is now available only via
paper filing of Form T1132. For more informaticon,
contact the CRA,

O pibfile s



Using Options in ProFile
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Setting Environment Options in ProFile

ProFile users can set options for their ProFile working environment. This includes O =
PDF settings, form settings, reminders, security, and more. Select the Edit | Display | File | Preparer | Discounter | Trustes | Audit | System | HyperDoes * | *
“ : ” . “« : ” . . Freferences
Environment...” option from the “Options” drop-down menu in ProFiel. ] Automatic Override = Right Button Highlightsr

Edit tab [¥] Audible Owverride Double Click Opens Links

Flyowver Memos and Tapes Default Tape Descriptions

. . . . .. Restack Tabs on Open Close tape on total

The “Edit” tab includes options for common tasks, such as allowing predictive 1 Fixed Decimal Entry 7 Confinuaus Forms
typing, date stamping, SIN validation, and capitalization. ] Use Timer [] Form Explorer Checklist

[T] Allow Ditto Key [¥] Right Click Cut Copy Paste
Dlsplay tab [¥] &llow Drag and Drap [¥] Auto Insert Memo Date Stamp

" H 27 H . . . . . .
The. Display” tab includes options for the display of ProFile, including font scaling, Prodidive ping Capielization
tab icons, and page breaks. | @Enabled ] Sorthems @ Normal
. ) Py DAl Uppercase
File tab Mepimum Entries 10 |5 *) Srant Capitalization
. . . . . . . . “alidation

The “File” tab includes options for setting file directories, managing recently used 7 Active \ialidafion
files, and auto-saving files. [ Valichats SIN
Preparer tab
The “Preparer” tab allows preparers to insert their personal and firm information,
including RepID, Group ID, and initials.
Discounter tab
The “Discounter” tab allows a discounter to insert their personal and firm I Office Info Setup wizard ] Ok | | Cancel | [ Help
information, including “Discounter Registration Number”. L

Trustee tab

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

Audit tab

The “Audit” tab allows preparers 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.
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Using File Pathing in ProFile

About file pathing

ProFile users can set where their client’s returns are stored. The file path can be changed

or locked to prevent deletion or copying.

Managing file paths

Select the “Environment...” option from the “Options” drop-down menu in the toolbar.

Select the “File” tab in the “Environment Options” window.

Files paths display under the “File Directories” section of the window.

Files in the file path display in the corresponding directory in Explorer.

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.

Changing file path
Click on the file directory to change.
Click the “show path” ...| button.

The “Browse” window explorer displays.

Select a new location from the “Browse” window; click the “OK” button.

File Directories

Module | Directary | Lock
2017 T1 CyUsers N, Documents' My ProFile Datah 201771y [
2016 T1 C:AUsers N, D e skiop\ Mew folder\MyProfileData. .. r

© profile.

Environment Options

|Edit | Display| File
Preferences
¥| Multiple Open Files
| Sawve Deskiop
] Save Prompt

[¥] Keep Backup
[7] Asllowe Password
[¥] Update Documents Folder

@ Aftach to Reopen menu item
Aftach ta File menu

| Clear

File Directories

. |Esc Closes Window || Discounter Info Dialog
| File Protection ] File Verification
VI Mexirmum Open Tabs [7] Auto seve files every
10 3 tabs 1 > minutes
Default File Type (module): Most Recently Used -
Recenty Used Files
Off 4 ~ enties

parer | Discounter | Trustee | Audit | System | HyperDoce + [ »

Module Directany Lock |
2016 T IVISSER\DeskiopNew folderiMyProfileData 201671\ Cx I
2015 T C:\Users' Uil D esktop\New folder\HUE Link testin.. [
2001471 C:\Users N D ocurments\My ProFile Datai2014T1y, T
2013 T ChUsers\ D ocuments\My ProFile Data®2013T1Yy, [
2012 C:A\Users I, Documents\My ProFile Date®2012T1Y, T |
Office Info Setup wizard [ OK ] [ Cancel Help
F %
Browse ﬁ
Folder for 2016 T1 files,
4 || IVISSER -
| .orade_jre_usage
ERNN S 4
7 Contacts |T
4 | g Desktop =
> |}, Download Page
|, Employee Plan
> | J. Help Assessment
4 | Mew folder
> L) HUB.Link.testing 1 S
[ oK J [ Cancel
| %
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Using Module Options in ProFile

Module options overview

ProFile users can set options for each tax module (e.g., 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.

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”.

InTuit
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Medule Options u

W 1L2nETITR ¥
kg 1.2016 T1/TPL
2.2015 T1/TP1
el 2014 T1/TP1
W 2013 T1/TPL ng
§El 2012 T1/TRL <
Module Options ? &
i 12016 T1/TP v] 32015201772 w | EE 5201673 v|
File Template
General |Data Locking | “ariance | Disclaimer | T1/TP1 Review
&1 Carry forward files - L_angua-ge
B Carry forward slip descriptions E @ English
Bd Carry forward donation descriptions ) Franch
) Carry forward free form notes
O Carry forward preparer initials
O Carry forward partner initials
[ Carry farward reviewer initials
[ Carry forward autharization question
[ Carry forward Elections Canada question
O Carry forward foreign property question
[ Carry forward files to same location as previous year
[ Carry forward invoice description of services
O Carry forward T10DD infarmation
21 RCHY online access default i
4 i 2 [T]
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Using Template 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

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

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.
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. —
74 Template Edit o
I" empla itor

Eemeim e - - - T |-t
W 1eoe T/ TR w| (320152017 T2 v | [E 2016 T3 v|
Base Template Directory
ChUsersh[vISSER\Documents' Wy ProFile Datah Templates
Marne Language Description Type Filename ks
Adtach English Aftachrments Default 2016 T1 Attachments RTF |
Il | Engage English Engagernent letter Default 2016 T1 Engagement Letter RTF
1| User English Userletter 1 Default 2016 T1 Userl RTF
Dletter English Deceased client |etter Default 2016 T1 Deceased letter RTF -
B [
Template Parameters
MName: Attach [¥] Use default termplate
| Description: Attachments
Frint Candition:
I File Fath: 2018 T1 Aftachments. RTF Browse
| e Edit Template Delete Help ] I Close

I, {ClientFirstName} {ClientLastName}, authorize the trustee, {DC905.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 assessment or reassessments 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 Directany

Click on the [Browse] button to
specify the default location for
RTF template files. To select a

ER\Documentsi by FroFile Data\ Templates

different pathway for a particular £ | anguage Description
template, select the template _
from the list and click the English Attachments

[Browse] button at the botton

right of the dialog bax. English

Frnlish

Engagement letter

| l=zpr lattar 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

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.
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[ ,’j Form Selection liléJ
1206/ TP v|fd 32052017 T2 ¥ | B 520167 v
Frint Job Form Selection Details
o sts
Status after printing H B E [ Printthese sets
[[1Take snapshat T E E [ [ Archive these sets (PDF)
Change the status to T B E [ E  Emailthese sets (POF)
[T = E [ E Duplexsets
Frint Sat Mames T E E F [EF Reviewmarks
1. File [T E E E [E 4perpage
LELELELELL® Language
& Client Find Form: 2
% CPA :
; B DCaos Bankruptcy [dentification Form
&g Ti-1.2 T jacket- pages 1.2 [l
5 [El T1-3.45 T1 jacket- pages 3.45
T1 Candensed T1 Condensed jacket
Printing Tips T1158 Income tax return for electing under. .
Find Form El RC71-1 Discounting transaction - pages 1
= Uponfinding a form, El RC?1-2 Discounting transaction - pages 2
EZ?gthitTab keyto Ti1132 Alternstive address autharization
) [E T1135 Foreign income werification statem
T2z201#1 Diisahility tax credit certificate
31 Federal Tax
e E s2 Amounts transferred fram your spa...
= El 53 Capital gains (or losses)
S3NR Capital gains (ar losses)
E 54 Statement of investment income
Select this job when
(EFILE=0)
| [ (0] J [ Carry-forward ] [Set Defau\ts] [ Cancel ] [ Help

Assign a descriptive name to
gach of five print sets in a Print

job.

a3 CRA,

30



Setting Pricing in ProFile

The ProFile pricing feature provides a convenient method Pricing Schedule " v CRIES
for preparers to set costs and bill clients for services.
GST Registration Number: GET/HST rate n.ao
Getting started with pricing Mext Invoice Mumber: PET rate o 0.000
[] Automatically Increment Inwvoice Number
Select the “Pricing...” option from the “Options” o
. 1. 2016 T1/ TP | il i il i 4
drop-down menu in the top toolbar. /TP @ 2 2015 T/ TP | @ 32014 T1/TP1 | @ 4. 2013 T/ TP | @ 5. 2012 T1/TP1 | @ 6.2
| Invoice type: Detailed D Brief Invoice by: D Schedule D Hour I:I
Th ”Pri in h I ” win w di I . T1 Basic charge paper filed 000
€ cing Schedule dow d Splays T1 Basic charge electronically filed 0.00
Prici ti 51 Federal tax calculatios per schedule 0.00
ricing options 52 Amounts transferred from your spouse per schedule 0.00
. .. . 53 Capital gains (or losses) per schedule 5.00
Select the module for wh!ch to set pncmg gpthns for (e.g., <3 Capital gains (or losses) per item 0.00
T1)...the current and previous tax year pricing displays. 54 Statement of investment income per schedule 0.00
54 Statement of investment income per item 0.00
Enter information for the GST registration number, invoice 83 Efigible / infirm dep / caregiver amounts per schedule 0.00
number, and GST/HST/PST rate. 85 Amount for an eligible dependant per claim 0.00
55 Amounts for infirm dependants per claim 0.00
Select the invoice type: “Detailed”, or “Brief”. = T e R
i [ |
Select the invoice methodology: by “Schedule” or “Hour”. :
OK ] l Frint ] [ Carry Forward ] [ Cancel ] l Help
Insert costs for services (e.g., basic charge, capital gains, o
etc.)

Click the “OK” button to save the pricing information.

Carry forward pricing

ProFile lets preparers carry forward pricing from previous tax year’s to the current tax year.
Select the previous tax year (e.g. 2015 T1/TP1).

Review the pricing for services.

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

e Taxyear 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 I 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:

Enter your product code and license key during activation.
Click the “Next - Setup Flexible Licensing” button.

The “Flexible Licensing Settings” window displays.

Click the “Enable flexible licensing on this computer” check
box.

Select either the “Manual” or the “Automatic” mode button
to activate your choice.

The “Manual” mode displays the choice of two additional
options:

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

e “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

Click the “Save” button to save your preferences.

O profile

»
¥ 4| ProFile Flexible Licensing Settings

Flexible Licensing Settings

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

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

|¥' Enable flexible licensing on this computer

s Manual - This option will requira youorm that you would like to suspend your ProFile

licensas when you close ProFile.
You can access these settings by clicking the Help > Configure Flexible Licensing menu item above
Please Note: In order for this functionality to work your computer must be connected to the internet.

Pick one

) Prompt me every time when | cloes ProFile @ Don't prompt me. 'l do it manually

Automatic - This option will sutomatically suspend and activate your licenses when you
open and dose ProFile
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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:

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

7
¥ 4| ProFile Flexible Licensing Settings

Flexible Licensing Settings

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

Flexible hecensing allows you to temporanly suspend your tax year 2016 ProFile license from one

computer so you can use it on another computer. Learn More
The “Flexible Licensing Settings” window displays. o [ Enable flexible licensing on this computer

Click the “Enable flexible licensing on this computer”
box.

Select the “Automatic” mode button.
Click the “Save” button to save your preferences.

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.

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

Bt file.

s 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 | cloes ProFile @ Don't prompt me. 'l do it manually

Automatic - This option will sutomatically suspend and activate your licenses when you
open and dose ProFile

You can access these settings by clicking the Help > Configure Flexible Licensing menu item above
Please Note: In order for this functionality to work your computer must be connected o the intemet.

—

X
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

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

in ProFile. Q Would you like to suspend and work from another

Note: this process needs to be undertaken each time ProFile is closed to ensure computer?

t_he Flexible L|censf|ng is properly suspended. Proper suspension ensures the oo ot wank 5 ses this inessage eveng iame yourcan change yes
license can be activated on another computer. flexible license settings here. Chanae Settings

Suspending the License Manually: *Please Note: In order for this functionality to work your computer must

. . . . be connected to the Internet
Save any files being used in ProFile.

Click the “X” icon on top-right corner of ProFile or select the “Exit” option under “ o

the “File” drop-down menu.

A prompt displays asking if you would like to suspend your license and work

on another computer.
Select the “Yes” option.

A message displays, confirming the license suspension can proceed.

A confirmation message displays when the license is suspended.

o 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

© profile.
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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

Open ProfFile.

Select the “Database” option from the “Options” drop-down menu in the top

toolbar.

The “Database/Client Explorer Options” window displays.

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.
To create a shared server, click the “Setup Wizard” button.

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.

InTuit
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Mo Options

71 Use Classic Database

[ ok

][ Cancel H Help

Database / Client Explorer Options
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FroFile Database Separio use
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Shared Server
o Databasze o use

Use Clagsic Database
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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

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

A list of all available returns for clients displays.

Click the “Filter” button.

The filter window displays at the bottom of the ProFile program. The filter pane contains all filter options for clients and their returns. (3)

Options for filtering display in individual tabs and include:

e available tax years

e modules (e.g., T1, T2, etc.)
e C(lient Status

e EFILE status

e SEND status

e EVENT

Filters (Mot Applied)

Wiew mmws

Details

Actions €<

& DOpenfiles
CRA Irmport
Build EFILE ...

Frintfiles...

Frint forms inthe files...

Clear selection
Select all

White. Dan <<

SIN
544-493-927

v] Ef Save Wiew 7 Filter Inclex
Zearch By ICIientname vJ Search
Alfalblefdleftfalnfiflilkft]m|nfo]

avid

015 ProFile: MoMName. 15T

b ProFile: T2205_E515T

Jan

016 ProFile: Brown, Dan 16T

Jan

Hunter. Jack

Files

] w 2016 ProFile: Hunter, Jack 16T
e 2015 ProFile: Hunter, Jack 15T

John, Alexis

Files

O & 2015 ProFile: T2206_16015T

Jorden, James

Files

O w 2016 ProFile: Jorden, James 16T

Bt file.

~

-

OT (@72 |[E T3 |MFx|

T Years Client Status T1 EFILE Status TP1 EFILE Status

E W06 « WM Unknown WM Unknown I Unknown

W05 _| W Carried forward JI Mot eligible JI Mot eligible
V2014 =| MwWorkin process VI Eligible VI Eligible
12013 S wWaiting for client || M Ready totransmit W Ready to transy =
2012 Y| In preparer review I Transmitted I Transmit Failec
S 2011 I In partner review J Accepted S Transmit Ok,
V2010 V| Ready to print VI Mot accepted VI Accepted

i #2009 - W Printed - W Paperfiled JI Mot accepted

SEND Status

S Unknown

VI Mot Eligible

4l Eligible

JI Ready to transmit
S Transmitted

S Mo debt

< Debtunder $10

1 Debt owver $10

m

Ewvent

Mane

-]

cmriaig
2mzadg

Show Spouse In List
Show Competitor's File

Discounted

VMo

¥]ves

Pre-Assessed

¥ Ma

#Yes

Freparer

Farner

Adhvanced
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Using Filters in Client Explorer: T1 EFILE Filtering Example

Example: filter for only T1 returns that are completed and ready to EFILE.

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

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

Selecting forms

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

Select the checkbox for the current year (e.g., “2016”) on the “T1” tab and clear the checkboxes for all other years by unchecking them. This displays only
2016 tax year.

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.

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
Click the “Apply Filters” button.
Click the “All” tab in the Client view.

The current year T1 files that are eligible for EFILE display.

© profile
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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 (e.g., 2016 T1 returns).

Setting Client Explorer Report Parameters and Data:
Open Client Explorer in ProFile.

Filter returns by the necessary parameters (e.g., tax year, module, status, etc.).

Select the “Select All” option under the “Database” drop-down menu in the top toolbar.

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

Click the “Options” button; the “Report Options” window displays.
Select the “Fields” tab.

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

Select the data to be listed under each report heading.

Running a Client Explorer report

Click the “Save” button in the “Report Options” window; the report paramaters save.
Click the “OK” button; the “Report Options” window closes.

Click the “Print” option from the “Create Report” window.

The report compiles and is sent to the designated printer.
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Create Report

The fallowing returns will be added tothe report.

Clignt Mame Filenarne

Brown, Dan ChiUsers\IWISSER\Desktop\Mew folder\HUB Link testing 143ample File
Brown, Dan ChiUsers\IWISSER\DesktopNew folderMyProfileData\ 201 6T 14 Brown,
Brown, John ChiUsers\IWISSER\DesktopNew folderMyProfileData\ 201 6T 14 Brown,

Chow, Jason
Haope, Kathy
Hunter, Jack

ChUsers\WISSERN\DesktopMew folderMyProfileData!, 201614 Chow, .
ChUsers\IWISSER,DesktopNew folderMyProfileDatal2016T 1 \Hope,

ChUsers\WISSERN\DesktopMew folderMyProfileData!, 20161\ Hunter,
ChUsers\WISSERN\DesktopMew folderMyProfileData!, 2016 T1 Jorden
ChUsers\WISSERN\DesktopMew folderMyProfileData!, 2016 T 1 Ming, C
ChUsers\WISSERN\DesktopMew folderMyProfileData!, 2016 T14Sing, F
ChUsers\WISSERN\DesktopMew folderMyProfileData!, 201614 Srmith, *
ChUsers\WISSERN\DesktopMew folderMyProfileData!, 2016 T14 Starr, E
ChUsers\WISSERN\DesktopMew folderMyProfileData!, 2016 T14 Strong,
ChiUsers\IWISSERN\DesktopMew folder\MyProfileData!, 2016 T\ NoMNar
ChiUsers\WISSERDesktopNew folder\MyProfileData 2016 T 1White,

4 11
o €3

Jorden, James
tding, Cheng
Sing. Hardeep
Srnith, Will
Starr, Baniaz
Strong. Karen
test], test
White, Dan

I} 3

l Frint ] l Cancel l [ Help l
r,’j Report Options - l ? ﬁ1
Header | Fields |FUDter |F0rmat| o
Calumn: ’ Add ” Insert ] Delete
tTidet Row
| Add
Insert
Delate
Titie 1
Load ] ’ Save ] [ Ok l ’ Cancel ] ’ Help ]
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Using Mailing Labels in Client Explorer

ProFile’s Client Explorer provides preparers with a simple and convenient method
for printing mailing labels.
Choosing a mailing label

Select the “Setup Mailing Labels...” option from the “File” drop-down menu in the
top toolbar.

The “Label Selection” window displays.
Select the return type (e.g., T1) and tax year (e.g., 2016) from the tab menu.

Select the “Label Type” from the drop-down menu.

Creating a new mailing label

Click the “New Label” button; the “Label Details” fields activate and populate.
Enter the specific measurements for the label in the “Label Details” fields.

Save the name of the new label in the “Label Details” field (e.g., “T1 2016 Label”).

Click the “OK” button; the label saves and the window closes.

2 -

|

Label Selection

b 12016 T1 /TR
Label Type

[1 2-284 Awery Laser Tags -Manila

12-294 Avery Laser Tags -Manila
12-295 Awery Laser Tags-White [
12-296 Avery Laser Tags Manila
12-297 Awery Laser Tags-White

1Te

v]

rs

2160 Avery Addressing
2162 Awery Addressing
2163 Awvery Address/Shipping

2164 Awvery Shipping
1 I I
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E

1206 T1/TR
Label Type

-

Tz

[1 2-234 Awery Laser Tags Manila

Presview

kel 42016 T3/TPE4E ¥ l
Label Details
12-294 Awery Laser Tags -Manila

Labels Across 2 :
Labels Down 4 :
Side Margin |1”7 :
Top Margin IDE”i ;
Lahel ‘Width 33 :
Label Height 2"
Harizontal Fitch W :
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Continuous Feed

Mew Label ] [ 0]4 J [ Cancel ] ’ Help ]

Label Details o

Lser Lakbel 1

Labels Across 1 =

Lahels Down 3 =

Side Margin 1.67" =

Top Margin 1" =

Label Width 537" =
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Using Mailing Labels in Client Explorer (continued...)

Printing mailing labels
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.
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o otart Label
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Batch EFILE in Client Explorer

¥4 File Database Goto Form Options EFLE O
ProFile users can build and EFILE files to CRA for multiple clients and returns at once. Doing so creates a ‘

5. N6 ¢

“batch”, a set of individual and client files ready for EFILE, which ProFile sends to CRA or RQ all at once. MR AMLUE - 15

Yiew
Batch and transmit files

Detad: '
Open Client Explorer in ProFile. PPN 11 - EFILE Elgble

[ Actons SRS
. o ] ) T1 - Camyfoeward to Cument Yex
Select the type of EFILE operation to perform from the drop-down menu; ProFile filters the list of files to 12 - Ready to Pint
reflect only those with the selected status (e.g., “T1 - EFILE Eligible”). ﬁn * Cument Yous - Roady to Pent
More view:
The list of eligible files displays. " ABC Company L
Fdes
Select the files to include in the batch transition. M1 ked ProFie 4
Right-click on the selected files and select the “Build EFILE File...” option from the menu. SemchBy  Clert name v o
Alalbfecldfle]t]oln]ililxk][t[m[nfo]lp]a
The build window displays.
Bennett, Hamish
If necessary, specify the type of EFILE file to create, or the agency, data type, or slip type. i 2013 ProFie: & Ha o o
Bennette, Kiran | Forward
Click the “OK” button. Files cf"’ e
) 2013 ProFie: Bernette, Ha Mm,lf;‘-
. . . . . ' Edit Clierf®Detads

The EFILE files build; the build status of each return displays as “Successful” or “Failed”. Pl s :

Click the red “X” to display the issue with the “Failed” return. Click the “Transmit now” button; the files transmit to CRA; you can also select the “Transmit
later” option.
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Batch EFILE in Client Explorer (continued...)

Transmit batch files at a later time o Build EFILE On-Line file: 324278761.TAX B
«“ . ” . ?l BM“.\ - SKCO”M ‘

Select the “Transmit later” button when prompted during the batch process. @ b  Hemish : Yy

4 ) Cross. Red Faded
When ready to EFILE, select the “EFILE Online Batch” option from the “EFILE” drop-down menu EFILEROD1003 This retum has prevent fiing audt me:
in the top toolbar.
ProFile searches the EFILE folder and sub-folders for any unsent transmission files and displays
those meeting the criteria.

Clert  Cross, Red
Select the files to EFILE and click the “OK” button. o ;;. C\Wsers\MichashDocuments\My ProFle Data\201371\Cross. 137
The EFILE files build; the build status of each return displays as “Successful” or “Failed”.

IlqvftMnon Transmd Later Cancel

Click the red “X” to display the issue with the “Failed” return. S

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.

Bt file.
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Batch Carry Forward Files

Carry forward of batch files is an option available in ProFile that easily beings previous FF Save View q " Filter | _ Inclex

year’s returns forward into the current module.

nt narme v] see

Open Client Explorer in ProFile. - | d | e | { | g | h | i | | | k | | |m | ]

Client Explorer displays a list of tax return files.
Filters (Mot Applied)
@7 [OTe [OTs O |

Click on the “Filter” button; the filter menu displays at the bottom of the Client Explorer

window.
X ears Client Status Slips Status
-~ " -~ i
Select files to carry forward (e.g. all T1 files) and the previous year (e.g. 2016) from the 201/ 7 gnkmwn ? ngmedua
[ arried forward 1 Print
checkbox menu. 2015 =| M“Waorkin process r
2014 ' W'aiting for client |=| ¥ ﬁf‘“
Click the “Apply Filters” button; the filter displays all files meeting the selected criteria. 3313 j :” prenpﬂrer rewview 7 Tan
n panner review —

_ _ . _ 2011 7| Ready to print o TR
Click the “Select All” link on the left-side menu; all files select. & zoo ~ [ Frinted - i
Click the “Carry Forward Files” option on the left-side menu.

The files carry forward. Details bt
Actions <<

o Select all

Details w | oearch By |Clientname
C d

Actions €< Al | g b
o files
o - _Carry forward files...
Frintfiles...

Print farms in i Carry forward selected files in batch mnde.k

=1 U e | TR =
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Batch Printing Forms in Client Explorer

) v_. N .
It is easy to print pre-configured print sets for multiple clients at the same time. O~ m " @3 =_\l H .

Printing forms for a group of clients
Detaly  |Contact View nam

Open Client Explorer. :;.-g‘yaudhoWYu c|dl
. . . . . “ s . . T1 - EFILE Eigble
Select the designation for clients in the drop-down list (e.g. “T1 - EFILE Eligible”); the clients matching the 12 - Ready to Pt =
designation displays. Select T3 - Ready to Pint ’
11 - Cument Year - Ready to Prnt ¥ bFie ABC
Select the clients to batch print. " ABC Company List
Files
Select the “Print file” option from the “Database” drop-down menu.
Profile automatically selects the forms to print for each file based on the print job and print setting ¥4 File | Database | Goto Form Options EFILE (
options configured in the “form selection” window. For example, ProFile detects that each client selected Open Files 2 1
will receive an “overdue invoice” letter. Carry Forward Files '
Edet Client Details
The files print.
Print Forms in File... =n
_koes i

Print files

1 oso15

i
i
\
f
!
f
Ii Pauze | Cancel
i

© profile. e




Batch Printing Forms in Client Explorer (continued...)

Printing the same forms from each file HES: L RE"R B j ‘J ’ B
It is simple to print the same form for multiple clients at once in a batch. For example, a ProFile user Yiew "
may want to print a form for each client so that is can be mailed for the client’s signature.
Note: when printing forms from multiple clients at the same time, you can print only forms from ” -WwCMYu e I d l
- e
files of the same module and year. T1 - EFILE Elobh

12 - Ready to Punt T
Printing forms Select T3 - Ready to Pt

T1 - Cumert Year - Ready 1o Pint de ABC
Select the designation for clients in the drop-down list (e.g. “T1 - EFILE Eligible”); the clients ABC —
matching the designation displays. Compary Limk

Files
Right-click in the client list and choose the “Select All” option from the menu.
All forms are selected. Print Selected Forms ?
Select the “Print Forms in File...” option from the “Database” drop-down menu. Please type the names of the forms that you would like
to print from the selected files
The “Print Selected Forms” window displays. e “ ]
Enter the name of the form to print (e.g. “t2038"). :
Ok Cancel Help

Note: to print several forms, enter them all with a semi-colon as a divider between each form (e.g.
“t2038; t2036”).

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

Please type the names of the forms that you would like
o to print from the selected files
t2038:12036

Ok || Cancel Help

profile. ‘”
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Using Queries in Client Explorer

Note: a query applies only to returns of a single type (e.g., 2015 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

e apreparer wishes to select all clients who have birthdates prior to January 1,
1934, but later than December 31, 1932: these are the clients who turned age
69 during 2002

Running a query

Set Client Explorer as the database option in ProFile.

Open Client Explorer in ProFile; a list of clients displays.

Click the “Filter” button; a list of options displays.

Select the module to be queried (e.g., T1) and tax year to be queried (e.g., 2016).
Click the “Advanced” button; the “Advance Filters” window displays.

Click the “New” button; the “Advanced Filter” window expands to display the “Add”
button and three “Conditions” for queries.

Click the “Add” button; the “Add Condition” window displays.

Bt file.

Advanced Filters 9

Cluery name

’Nu Cuery

hew Delete Rename

[ Ok H Cancel l

b

Advanced Filters - @Iﬂ—hj
Query name
’New Queny -
New Delete Rename
Conditions
@ All are true ) Any are true ) Free form expression
[ Add Edit Delete
| Ok l [ Cancel ]
[ Add Condition put — it L2 [
Caondition
Field Name

is
is not equal to
is greater than

is less than

Condition ‘is equal to " o
Cormpareto L

Cancel ” Help ]

i5 greater than or equal to
4] is less than ar equal to

B
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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 than
$10,000.

Click the drop-down menu in the “Condition” field of the “Add Condition” window; a
list of conditions displays.

Select the condition necessary for the query. For example, you may be seeking value
“not greater than” the amount of $10,000. If this condition is selected, no amount

greater than $10,000 displays in the query results.

Click the drop-down menu in the “Compare to” field of the “Add Condition” window;
a list of conditions displays.

Set the condition necessary for the query. For example, if you are querying invoices for
billings of less than $10,000, select the appropriate invoice field to query.

If this query will be used again at a later time, enter the query name in the “Field
Name” field (e.g. “Invoices less than 10K”).

Click the “Add” button; the newly created query saves in the query list.

In the Client Explorer, click the “Apply Filters” button. The query runs and displays
results.

InTuit

profile.

r - —— - -
i 2
Add Cendition - — I - Llﬂ
Condition
Field Narne
Condition is equal to
Compare to
pareto (2
is not egual to
is greater than Cancel ] ’ Help ]
L islessthan —
is greater than ar equalto P
is less than or equal to
IEN
Add Condition 7] =
Condition
1T Figld Name
Condition ’is equal to ']
Canpar
57 || Compareto [Field
’
il Select Field - Mb
Personal Infa |T1 Jacket I T1 Schedules I Invoice| ik
(i}
Field Name Description
ClientProvince FProvince
ClientSiN Clignt SN L
ClientTitle Title |i| I
ClientwaorkPhaone Wark phone number
DeceasedDate Date of Death |
Discounted Is return discounted?
EFILE EFILE this return? P
Jointlnvoice Use jointiroice? st
JointLettar Client letter typa Al
MailingLabelAddress] Address v
[ ok [ cancel |[ Help [FF
|~ — - e — - - @
Add Cendition - — — - [ ﬂ
Condition
Field Name
Condition ’is egual to ']
Figld
Mumber Add Cancel Hel
D [ J | J[ Helb |

7 = = Citririgy
Truth
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Using Intuit’s Hub and Link
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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. Customers need to have purchased a ProFile T1 module.

B file. .



Initial Setup of Hub o

Note: preparers should download the latest version of ProFile © Profile Hub Set Up =

Setting up Hub

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.

Open the ProFile application. o [l Enable ProFile Hub

. . H ProfFile client files stored?
Select the “Hub” option from the “Goto” drop-down menu in the oW are yotll Frorle clent ies stor

tOp toolbar. @ Local Server - only you can access o
O Network Server — shared server on the network
The “ProFile Hub Set Up” window displays.
. Where are your client files stored?
Select the “Enable ProFile Hub” check box. o
C\Users\[m—p Desktop\New folder Browse

The options menu for Hub set up becomes active.

. . . . Note: Ci tly, Hub and Link onl k with Tax Year 2015 and 2016 T1/TP1 files.
Select an option from the “How are your ProFile client files s HHrenty, U and Hic only work wifhy fex Tear 5 an /TP fles o

stored?” section; preparers select “Local Server” or Network
Server” for file storage.

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

Select the location where client files are stored; this allows Hub to access client information. ) ProFile Hub
Click the “Read files” button. -
ProFile Hub
The Hub interface populates with returns; these files originate from the location selected in ; ;
“« . . Y . .

the “Where are your client files stored?” section. ‘ Action(s) » 2016 ol

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

The list of client returns displays.
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Import Data via Auto-Fill my Return (AFR) in Hub

. . Waorkflow
Note: a completed T1013 form is required before a preparer can —
import data to Hub via AFR. [ Action » ] | Al years o ‘ |

o [ cuent namE FILE NAME

Importing Data in Hub m
0 ProFile.
pen ProFile 0
Select the “Hub” option from the “Goto” drop-down menu in the top
toolbar. O

Hub opens, displaying the list of clients. Add a new client if required.
Identify the client to undergo data import.

Click the “Run CRA Import” link in the “CRA IMPORT” column.

A prompt displays inquiring to the completion of a T1013 for.

Click the “OK” button to proceed.

The ProFile “CRA Data Import” window displays.

Complete the prompts; the data import process in Hub is identical to that in ProFile

from this point onwards.

B file.

INTUIT LINK

Invite Pending

CRA IMPORT

& Run CRAImport

£ Run CRAImport

& Run CRAImport

(3 .

Brown, Dan e -
= rown, Dan..
Brown, Dan
= Brown, Dan.16T
Brown, John o [
= rown, Johmn.
o ProFile Hub
CRA IMPORT

Run CRA Import

[7] Do Not Show Again

Ensure that the client(s) has completed the T1013. Do you
wish to continue with CRA Impaort?

o

CEEL A L e e
' |
’ |
ProFile CRA Data Import
Quick. Easy. Secure _ |
* Save time by automatically importing client information s e |
— T
* Prevent manual data entry errors |
* Ensure client data is always accurate and up-to-date i
o * Learn more on intuit.ca
..... >
i
-
& i
Launch CRA Website ‘ [ Cancel ‘
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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. Action o I 2015 o

Setting filters in Hub [] CLIENT NAME FILE NAME INTUIT LINK
Simpson, Jessica g .

Open ProFile. O P - o @ i,efl';.sl';nfso" Cx |

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

Hub opens, displaying a list of clients.

The filter drop-down menu displays at the top of the client list. Action v ‘ 2015 o

All years
[] CLIENT NAME 2016 FILE NAME
2015

Select the drop-down menu; a list of available tax years displays.

The “All years” designation also displays. Simpson, Jes m JessicaSimpson

V2.123.15T

[

=
Select the applicable option to filter.

The filtered results display in the client list.
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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.

John Alexs B 12205 150150 _ Rekdd Biost
Reviewing a checklist - SRR o o
Open ProFile.
Select the "Hub" option from the "Goto" drop-down menu in the top
toolbar. Engagement Letter Questionnaire @ hacklis
Edd Edt
[F] Do notinclude [F] Do notindlude "] Do notinclude

Hub opens, displaying a list of clients. Identify the client that requires a
checklist for (e.g., "Brown, Dan"). Click the "Invite" button associated with
the client. N

The "Invite Clients to Use Link" window opens. Select the "Edit" link from the "Checklist" option.

The "Edit Document Checklist" window displays. The checklist details the client, the e

. o e . . Edit Document Checklist K

individual requests made to the client (based on the previous-year's requests) and the

. New clients get a default checklist which can be modified here.

action that can be undertaken. @ Add New Request
[7]1 Do not include checklist for Alexis John
CLENTS [RequEST [ AcTion
Alexis John T4 from your employer(s) ]

T5 from your bank(s)

}

Medical receipt(s)

Charitable donation receipt(s)
RRSP contribution receipt(s)

Previous year Notice of Assessment from CRA

}
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Using Checklists in Hub (continued...)

Deleting an existing checklist entry

Identify the checklist entry to be deleted.

k

Click on the "trash can" icon next to the checklist entry under the "ACTION" il i
menu; the entry deletes. Medical receiptis) 1

. ) . . . haritabl f -gipt M
Note: Hub users will not see a confirmation window; the checklist entry deletes AR O S pE]

immediately.
Click the "Done" button. The checklist updates and the "Edit Document Checklist" window closes.

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

The invitation with the checklist is sent to the client. REQUEST | ACTION
T5 from your bank(s) W
Adding a new checklist entry Medical receipt(s) m

Click the "Add New Request" button in the "Edit Document Checklist" window.  Charitable donation receip(s)

=}

RRSP contribution receipt(s)

A new blank checklist entry field is created.

=)

Enter the new checklist entry (e.g., "Travel receipts").

=]

Click the "Done" button. The checklist updates and the "Edit Document
Checklist" window closes.

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

% Engagement Letter % Questionnaire % Checklist (6)
. . . . . . . Edit Edit Edit
The invitation with the checklist is sent to the client.

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

Ca”“" o
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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

Open ProfFile.

Select the “Hub” option from the “Goto” drop-down menu in the top toolbar.
Hub opens, displaying a list of clients.

Identify the client to whom you want to send an engagement letter (e.g., “Brown, John”).

Click the “Invite” button associated with the client.

1

ProFile Hub
Action ~ \ | All years v | Search a client or a file | o) | @
O] CLIENT NAME FILE NAME INTUIT LINK CRA IMPORT COMMENTS
Brown, Dan .
= m Brown, Dan.16T [&  Invite Pending Run CRA Import Add Note
Brown, John .
= m Brown, John.16T [&  Invite Run CRA Import Add Note
Chow, Jason .
O Chow, % 512 | | Run CRA Import Add Note
Jason.16 -
Hope, Kath
| P Y m Hope, Kathy.16T (B Invite Run CRA Import Add Note
Hunter, Jack )
[:l m Hunter, Jack.16T &  Invite Run CRA Import Add Note
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Using Questionnaires in Hub (continued...)

The “Invite Clients to Use Link” window opens.

Select the “Edit” link from the “Engagement Letter” option.
The “Edit Questionnaire” window displays.

Users can undertake the following actions:

e edit the existing questions

e remove an existing question

e create new questions

e assign an answer type

e delete a question

e create a new questionnaire template

The questionnaire is sent to the selected client and responses are tracked

under their entry in Hub.
Related Articles

Click here to review our full suite of Hub articles.

B file.

Invite Clients To Use Link

To: John Brown (%)

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 safe!
- Use your phone to snap photos of your documents much faster than using a scanner.

Please sign up and get started.

Regards,
[FIRMMAME]

Engagement Letter Questionnaire
Edit Edit

[F] Do notinclude [F] Do notinclude

Cancel

Checklist (6)
Edit

[ Do notinclude

Inwvite

Edit Questionnaire

-

Questionnaire

N

@ Add New Question

QUESTIONS

What is your current address?
Were there any ch3
Did your marital stat ge before the end of last year?

Do you want to electronically file your tax return?

Please list any questions or other concerns you might have.

Cancel

TYPE | AcTion |

Open-Ended ~ i
Yes or No &g i
Yes or No = i
Yes or No ad i
Open-Ended ~ @

Done
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Using Engagement Letters in Hub

Engagement letters allow a preparer to communicate with Profile Hub
clients via letters that are personalized and reusable to reduce

time and effort [ Action ~ } | All years ~ | Search a client or a file [_'l
[ CUENT NAME FILE NAME INTUIT LINK CRA IMPORT COMMENTS
There are two options for personalizing an engagement letter o Brown b B brown Dan16T [ e Pening
in Hub: | B:c.’wn‘ John B &rown, John.16T & Invite Run CRA Import Add Note
s O Chow Jason JC"N'M, G 512 | Run CRA Import Add Note

e use an existing engagement letter from a template ——

e create a new engagement letter
Using an existing engagement Letter Invite Clients To Use Link (X
Open ProfFile. To: John Brown

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

Customize your invitation email below:

Dear [CLIENTNAME],

Hub opens, displaying a list of clients.
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.
Identlfy the client to whom you want to send an engagement - We'll guide you through some gquestions, the documents needed. and let you know when you're done.

letter (e.g., “Brown, John”). - 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.

Click the “Invite” button associated with the client. Please sign up and get started.

Regards,
. . . . [FIRMNANE]
The “Invite Clients to Use Link” window opens.
% Engagement Letter @ Questionnaire @ Checklist (6)
Select the “Edit” link from the “Engagement Letter” option. Edit Edit Edit

[[] Do notinclude [ Do notinclude [ Do notinclude

Cancel Invite
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Using Engagement Letters in Hub (continued...)

The "Edit Engagement Letter” window opens.

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 (e.g., “Letter of
Engagement”).

The template-editing window displays.

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.

B file.

Edit Engagement Letter

Basic Engagement Letter

Basic Engagement Letter
Letter of Engagement

A -

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_It 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 cheques 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 regardless 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
Open ProFile.

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

Hub opens, displaying a list of clients.

Identify the client to whom you want to send an engagement

letter (e.g., “Brown, John”).
Click the “Invite” button associated with the client.

The “Invite Clients to Use Link” window opens.

Select the “Edit” link from the “Engagement Letter” option.

O profile

Customize your invitation email below:

Dear [CLIENTNAME],

to build a custom checklist for you.

Please sign up and get started.

Regards,
[FIRMNAME]
Engagement Letter Questionnaire
Edit Edit
[[] Do natinclude [[] Do notinclude
Cancel

B

ProFile Hub
Action ~ \ | All years v | Search a client or a file o |
[0 CLENT NAME FILE NAME INTUIT LINK CRA IMPORT COMMENTS
Brown, Dan .
D = a Brown, Dan.16T & Invite Pending Run CRA Import Add Note
Brown, John
D = a Brown, John.16T [ Invite Run CRA Import Add Note
Chow, Jason c .l
O e ot & 512 | Run CRA Import Add Note
Invite Clients To Use Link =25
To: John Brown

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

- 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 safe!
- Use your phone to snap photos of your documents much faster than using a scanner.

Checklist (6)
Edit
[[] Do notinclude

Invite
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Using Engagement Letters in Hub (continued...)

The “Edit Engagement Letter” editing window displays. TN T———T

Click the “ADD” button above the letter content. ,
Basic Engagement Letter

The “New Engagement Letter” window displays.

Enter the name of the new template in the field (e.g. “Receipt Request
Letter”). Engagement

Click the “OK” button.

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

©

-

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

Click the “Done” button; the template saves.

The new letter is available under the drop-down menu when creating Cancel

future engagement letters.

Enter new template name:

©

Receipt Request Letted]

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

Add

B file.

egin customizing your new engagement letter. ..

45]

@
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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:
e clarity on what a preparer needs to prepare a client’s tax return(s)
e flexibility to collect and share tax data year-round from any device
e convenience of providing preparers with materials via pictures taken with a mobile device or from a financial institution
e ability to keep track of what material has been submitted or is still outstanding
e 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 module or current year Service Pack.

How do | review documents my client has provided?

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

B file
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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

it '
7 proconnect. Link Clients Visser Corp. $#

Tax Year 2017 w Client activity o
o -

& Starr, Baniaz has accepted
Clients z

your invite (10/23/17)

o All clients nvites accepted Invites pending Invites declined TY17 done
o ; Re : Add New Client @
e NAME TY17 PROGRESS LAST ACTIVITY ACTIONS
Smith, Ted Invite accepted Review |~

ted_smith@smithcorp.com

Mitchell, Robert Mot invited Invite |«

Not invited o Invite | »
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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

Open ProfFile.

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

Sign in to Hub using your “One Intuit” username and password.

A list of clients in Hub displays.

Select the appropriate module (e.g. “T1 Module”) from the drop-down menu in the top left corner of Hub.

The list of Hub clients filters.

For T1 clients

Create a new “T1 Individual” client return in ProFile.

Navigate to the Hub application; the client named in the newly created T1 displays.
Click the “Invite” link under the “Intuit Link” column for the new client.

The new client information exports from ProFile and displays in Link.

B file
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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 that have been 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.

Navigate to the Link website:

https://link.intuit.com/accountant/login/#/signin

Sign in using your “One Intuit” username and password.
Link opens; a list of clients who have accepted the invitation displays.

Click the "Add New Client" button from the right-side menu.
The "Add Client" window displays.
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.

B file.

Add Client

Organizatian

First Hame

Last Namo

Email

Mobile Fhona
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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:

° llNAM EII
e  “TYYY PROGRESS” (e.g., “TY16 PROGRESS”)
e “LAST ACTIVITY”

Example: Sorting alphabetically by “NAME”

Log in to the Intuit Link site.

Select the “Clients” link on the left-side menu.

The list of clients displays.

Click the text within the column header (e.g. “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 Y16 PROGRESS

O profile

LAST ACTIVITY =

Add New Client

ACTIONS
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Using Email Templates in Link

Intuit Link’s custom email templates allow
preparers to streamline communications with Tax Yoar 2016w
clients by creating unique email content that can o 1
be easily re-utilized, rather than having to copy- Bl Chens
and-paste or rewrite emails from previous
examples.

Add New Client

Email templates can include invite emails,

. . . NAME TY16 PROGRESS LAST ACTIVITY = ACTIONS

reminder emails, and request emails.
Creating custom Email templates
Login to the Intuit Link site.
Select the “Clients” link on the left-side menu;

. . . A t
the client list displays. A

Farm Information irm Information (shown to clients)
Select the client.
Company Name Firm Name Shown to Client

Click the “Firm Settings” option from the left-side
menu.

The “Firm Settings” display.

Fum Logo Client Activity Emails

Your Firm Loge

O .

Sign up for Notifications

Intuit Account
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Using Email Templates in Link (continued...)

Click the “Email Templates” link in the menu bar.
Click the “New Template” button.

Complete the “New Template” fields:

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

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

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

Click the “Save” button.

The ne

InTuit

pro

w email template displays under the “Email Templates” menu.

file.

Email Templates

© New Template 5
Template Name o

Email Subject

A due gate 1s appro

Email Body

T

Keywords

Thisis a reminder t

Account EmaiITempIates:oRec,uestTemplates
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Using the Active Auditor in ProFile
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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 ProfFile.

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

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

Envircnment Cptions 7

i

| Edit | Displayl File | Preparerl Discounter | Trustee| Audit |System | HyperDocs * |

Freferences
[¥] Passive Auditar [¥] Circle Fields
I [¥] Display Review barks [¥] Show Auditor Tabs
[ Clear Review tMarks on edit
Surnmary Tab Includes Audit Summary Includes
[V]'Wamings «  ['Wamings -
Motices = Motices =
[C1Preparer Sign-aff [C1 Preparer Sign-off
[T Partner Sign-off [T Partner Sign-off
[V No Sign-off [V No Sign-off
Correction Marks Correction Marks
Question Marks 52 Question Marks v
Prevent Filing
[¥]"Wamings [l Owverrides
[CINotices [Chdemos
[ No Sign-off [CIEFILE Errors
' Correction Marks [[]SEMD Errars
Question Marks [CIEDI Errors
4 m L
Remove Audit Messages
On Preparer Sign-off On Parner Sign-off
J [ Office Info Setup wizard l OK ] ’ Cancal ] ’ 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.

Bt file.

71



®

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” section of the “Audit” tab includes options as to who can remove errors in the Active Auditor for a form.

Note: Profile recommends one or both options be selected; otherwise error messages in the Active Auditor cannot be cleared to allow filing.-

Clearing Active Auditor messages “\ Summary | % Wamings | ©, Motices | « Sign-:-ffs| K Issues | O-mridr.:| Memos | s EFILE
. . . . @ o o : — ;
Error messages display as red text in the Active Auditor tabs. \ Waming Info Please complete the Authorization question,
"\ Warning Info Please select a method of contact
. Waming Info Please select a method of contact
Double-click on an error warning in the tab. € Waming Info Are you a Canadian citizen?
a Warning Info Please complete the foreign property question.
. . ®_ Waming Dependant Do mot file this forrm as it is draft, It wall be available in a future release.
The error circles in red on the form. | Tung “ependar : S —
Hrovince
Resolve the error; the specific error in the tab details the issue. Postal code

Home phone
In some cases, the error — as identified by ProFile — may actually be acceptable to the Birth date

preparer and/or the client. For example, an RRSP amount may be acceptable but ProFile  [ate of Death
suggests the amount is outside the range expected by CRA and determines it to be an Gender
“error”.

Prowinee or territnne where taxnaver resides if different fram mailin

In such cases the individual selected in the “Remove Audit Messages” section of the “Audit” tab can “sign-off’, or approve, the “error”.

Bt file. .



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. f . '?

Review marks appear on the ProFile top toolbar menu as red icons: check marks, an” X”, and a question mark.

Types of review marks o

There are four types of review marks available in ProFile:

e Preparer sign-off: the preparer of the return must provide sign-off

e Partner sign-off: the partner of the return must provide sign-off

e Correction required: the field requires a correction (amount, etc.)

e Question: the data provided in the field prompts a question or clarification

Using review marks
50.00

Open the return that requires review marks. No transfer

Select the appropriate review mark from the top toolbar menu; the mouse pointer changes to an arrow with the 200 00
corresponding mark attached. 300.00

Click on the appropriate field in the return to apply the review mark; the review mark appears over the black status box 455.00

to the right of the field. 500.00

Save the return. The added review marks are retained in the return until addressed/removed by the preparer.
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Using additional ProFile features
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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 statement for non-spousal partners in a T1 return. 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.

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

Open a file in ProFile.

Select a field to attach a tape.

Right-click and select the “Attach Tape” option from the menu.

The “Tape” window displays.

Enter a description (e.g. “Shirts”) into the left-side field of the table.
Enter a value (e.g., “$500.00) into the right-side field of the table.

Press the <Tab> key to cycle through the fields and start a new row.

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.

B file.

4l Tape o

= 7]

500.00

Stickers

85.00

Sunglasses

15.00

oo|o

500

500

Total

600.00

0w

1 () _
[¥] Descriptions [V]Post Decimals 2
[] Carnyforward descriptions
l Ok I l Cancel ] [ Clear

600.00
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Attaching Tapes (continued...)

Clearing an Attached Tape

Open the file with the attached tape in ProFile.

Select the field from which an attached tape is to be cleared.
Right-click and select the “Attach Tape” option from the menu.
The “Tape” window displays.

Click the “Clear” button; the tape clears.

Click the “OK” button; the window closes and the tape clears from the field.

Copying a Tape from One Field to Another

Open the file with the attached tape in ProFile.

Select the field with a tape attached.

Right-click and select the “Copy Memo/Tape” option from the menu.

Select the destination field for the copied tape.

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.

Bt file.

HTape P -l
I
Shirts) +/-]  s00.00[
oloo Stickers g5 .00k
0]joo Sunglasses 15. 00K
0|00 Total 600.00
500/00
0[00
600(00
[¥]Descriptians [¥] Post Decimals 2 <
[ ] camsforward descriptions
l Ok l l Cancel l l Clear
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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”. Memos 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
memao.

Fields with attached memos also appear in the “Memo” and “Summary” tabs in the Active
Auditor.

Attaching a memo

Right-click in a field and select the “Attach memo” option from the menu.

The “Memo” window displays.

Enter the memo content into the text field in the “Memo” window.

Click the “OK” button.

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

Clearing a memo

Right-click in a memo field and select the “Attach memo” option from the menu.
Click the “Clear” button.

Click the “OK” button.

The memo text clears from the form field.

Bt file.

ﬁ Memo o m1

Flease confirm this armount with Bob at¥Warehouse
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Attaching Hyperdocs in ProFile

ProFile’s “HyperDocs” feature allows multiple documents in any format to attach to a Tyl Hyperdocs (B |
form or fleld in a return. | Aftach or link documents ta this return ] t:' (] ﬁ

1. Starr. Baniaz
Note: HyperDocs are stored with the preparer files but are not included with T1 EFILE or HyperDoc Sire Outnf. Date Linked Date Mocified Type
TP1 NETFILE transmissions.
Attaching HyperDocs o
Open a form in ProFile.
Select the field to attach a HyperDoc. I

Caornments (for wour reference)
Select the “HyperDocs...” option from the “File” drop-down menu in the top toolbar. J

l Close l Help
The “HyperDocs” window displays. —_— =
Click the “add” button | in the top-right corner of the window. r 2 5z ]
..fj HyperDocs
Navigate to the location of the document to attach. Select the document and click the “OK” button.
() Embed Document Copy
The options window displays. @ Link Document
Select one of the options presented:
| K | ’ Cancel

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 the source document in the file location

Click the “OK” button; the document attaches to the field as a HyperDoc. The field displays in green
color, indicating the HyperDoc attachment.

B file.
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Attaching Hyperdocs in ProFile (continued...)

," HyperDaocs ? 23

Detaching HyperDocs from a field oY)

Attach orlink documents to this return

1. Starr, Baniaz

Right-click on the field with the attached HyperDoc.

HyperDoc Size Outof.. Date Linked Date Modified Twpe
W L B Cannatfind invaice inT2..  230KE  Na 89/14/2017 30235 .. 3/14/2017 11541, Linked
Select the “Detach HyperDoc” option from the menu.
The document detaches and the field restores to its default color. o

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

Removing HyperDocs from a form

4 [ | 3

Comments (far wour refarencel
Select the “Hyperdocs...” option from the “File” drop-down menu in the top E

toolbar.

l Close

l Help

The “HyperDocs” window displays.

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

Click the red “X” logo.

Click the “Yes” button to confirm the removal of the document.

The document detaches from the form.
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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 monitoring.

To monitor a data field to the Data Monitor

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.

Line 236 minus line 257 (if negative, enter "0") This is your taxable income. 250‘ 35,000‘00 I <
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 902,95 | T1:101: Employment inco... 35,000.00 o

Related Articles:

To add more than four (4) data monitors, review the support article.

To transfer data monitors to a new computer, review the support article.
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Using Multiple Windows in ProFile

The “multiple windows” features 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

Open two or more returns in ProFile.

Click the “tile window” icon in the ProFile top toolbar.

The returns open in individual windows on the desktop.

Click the “tile window” icon in each individual window to collapse the return back into

ProFile.

Opening multiple windows inside ProFile
Open two or more returns in ProFile.

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

e 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
Select the “Window” drop-down menu in the top toolbar.

Any open returns displays at the bottom of the menu; the active
window is marked with a checkmark.

Select any return listed in the menu to display it.

O profile
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RO

[Window] Help

Tile Horizontally

Cascade
)
Arrange
Launch Current Window
1 T2: Bob Company (2016/12/31) - Corporate information
v | 22016 T1/TP1: Smithers, Will - Personal information
denorue i e
File Edit Audit Goto Form Options EFILE Online Training Window Help
raAa-gd 9 e, erahm =] .;g @ T Leter Wrnsummary | B | o " ¥ 7
4 amesan
v 4 2016 TA/TP1: Smithers, Will - Persanal information |E=a BO%
@ 1 Info |i.uz.r| s31a) , |
2016 Personal information
Xpayer Marital status
Indicate your marital status on December 31, 2016
1[I mamea 2[JLiving common-law  3[ ] Widowed
Y;” N 4[] Dworced 5[] separated ad single
[P p—— ' ":: ;::m Dvs @@ W status changed in 2018 enter date of change mm/dd
Do vouwant to change your address? [Wyes [MNo | were youmamed or iang commonlaw at any
lime in this tax year? [ves [Ino
Modifed EFILE. Not eligible Balance/Retund 0.00 GST Credit 280.00 Combined balance 0.00
T1info.B[18] Tlinfo.B[18] N
\ral 12 Bob Company (2016/12/31) - Corporate information slE@=
0Llr\fa|~—gsl in
Info - -
2015 - 2017 Corporate information
Business number RC Start Date  201601/01 EndDate 201612737
Legal name of corporation Start Time EndTime =
Bob Compary Floaling fiscal year end with & ful year? Oyes Hno
Operating name of corparation, if different Where the fiscal period of the corporation
exceeds 365 days, is the corporation deemed
T to have a tax year end of December 31, 2008
T e Ll el el e O ves B m under subsection 249(3) of the Income Tax Act?__ [] Yes [] bo
yes, are there aricles af amendment? [ n Has taxation year end changed since fast
return was filed? [Oyes Muo
¥ves why hasit chanqed? Mg [] =
] ot lgitie Fed Torable o Fed Balence o8 Bt v
QC Balance 0 T2Info.5[2] Specify other corporation
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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

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.

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)

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.

For other file types, select the option and click the “Open” button; ProFile
displays the report information.

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

InTuit

profile.

Desktop
=l
Libraries

i I.
|

-

Computer

@ 4 mn

EFILE | Online Training Window Help

EFILE/ReFILE this return... Ctri+F11

EFILE Pre-authorized Debit for this taxpayer...

EFILE the T1013 for this taxpayer...

EFILE the T1135...

Build T1 EFILE Online Batch...

EFILE Online Batch

Build TP1 NetFile...
TP1 Connect...

Reports 4 Current ...

Print All ACKs Archived ... \
View Notice of Assessment (ENOA) —_
Set EFILE Password e BIX]:
e ate of change

[V AT M IRTArA vrmn maAarmAaA A InnnA ~AamaPasn [EXTTREY + A
(¥l Open EFILE Report g
Lookin: || EFILE - @ = E
) Name . Date modified Type
";:5*" | New Folder 2016 T1 3/15/2017 231 PM  File folder
RecentPlaces | ) 0500001.5LG 5/16/2017 240 PM  SLG File

MNetwork
File name:

Files oftype: [ Session Logs ["slg)

v] [ Cancel ]
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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

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

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 use as a shared EFILE folder.

Click the “OK” button.

Click the “OK” button in the EFILE options window; the folder is assigned.
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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 (e.g., T1013, T1135, etc.).

Review the list of what can undergo EFILE from ProFile.

Bt file.
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Managing T1 returns in ProFile
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Overview of T1 Module in ProFile

What is a T1?

The T1 General Tax Form (usually referred to casually as a “T1”) is used by individual Canadians to complete their personal income tax return.

It has five sections for personal and income information:

e Identification, for details including name, address, SIN and marital status.

e Total income, for declaration of income, including employment, self-employment, disability, foreign income, and any others.
e Netincome, where childcare expenses, union dues, and more are subtracted from total income.

e Taxable income, where allowable deductions like capital gains are subtracted from net income.

e 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.

© profile
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Using T1013 Authorizations for T1 in ProFile

The T1013 form “Authorizing or Cancelling a Representative” authorizes a
representative to access a taxpayer’s tax information via the CRA.

Thing to know about T1013 authorizations

e the taxpayer can grant access to a person, a group, or a business. To
grant a group online access, the GroupID number must appear
correctly in Part 2 of T1013.

e the T1013 is submitted to the Government of Canada separately
from the T1 return

e the T1013 can be completed either manually or automatically by
ProFile

e the T1013 has two levels of authorization: Level 1 allows CRA to
disclose information to the representative, and Level 2 allows CRA to
disclose information to the representative and the representative to
request change.

e parts 3, 4, and 5 of the T1013 must be completed manually

Entering preparer credentials

ProFile lets you enter preparer credentials; select the “Environment...” option
under the “Options” drop-down menu in the top toolbar. Select the
“Preparer” tab and complete the credentials. The information populates Part
2 (both sections A and B) of the T1013.

Setting default options via the software options

@Llinfo  4TI013 =

— Part 2 - Representative information and authorization
Name of your representative (indvidual or business) William Stonehenge l
Mailing address: 123 Electric Ave.. PO242. Toronto. ontario. M1L3R1 l

Do not complete a new form every year if there are no changes. Complete section A or B, as applicable
A. Authorize online access (includes access by telephone, in person, and in writing)
By completing this section to authorize a representative for a trust account, the representative will have access to all tax years
with no online access.
To grant online access to your representative, your representative must register online through “Represent a client” at
www.cra.gc.calrepresentatives and obtain a ReplD or GrouplD or register their business number (BN). Our online services
do not have a year-specific option. Therefore, your representative will have access to all tax years
By completing this section to authorize a representative for a trust account, the representative will have access to all tax years
with no online access

To grant an indvidual online access, enter his or her ReplD

To grant a group online access, enter its GrouplD.
L] Te grant a business online access, enter its Business Number (BN)

ReplD
1234567 l First name: William l Last name: Stonehenge I
GrouplD
G Name of the Group : | |
Business Number (BN)
Name of the busi | | |

Enter the level of authorization (level 1 or 2) If you do not specify a level of authorization, we will assign a level 1.
If you authorize your representative for online access and have a “care of" address, you will receive a latter to confirm the authorization

or

B. Authorize access by telephone, in person, and in writing (no online access)

To grant an individual online access. enter his or her ReplD.
| To grant a group online access, enter its GrouplD.
| To grant a business online access, enter its Business Number (BN)

Most of the T1013 content is automatically populated; select the “Module...” option from the “Options” drop-down menu in the top toolbar. Options are
presented under the “Carry Forward” and “New Files” section of the “Module Options” window. Select the required options; the T1013 populates based on
the selections, which should also include the purpose of the form, representative information and authorization, and the level of authorization.

EFILE the T1013

Select the “EFILE the T1013 for this taxpayer” option from the “EFILE” drop-down menu in the top toolbar. The T1013 only transmits if Part 2 A is selected.

Related Articles

For detailed steps on completing the T1013, visit the support article. For detailed steps on EFILE of the T1013 from T1, visit the support article.
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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 - - H - B Q =5 E} ” - " it l;] 11135

time in the year the total cost amount of all specified foreign TIT1135: Fareign income verification statement

property to the taxpayer was more than $100,000 (CAD). 1135DETAILS: T1136 Foreign propery data entry | o

ing Window Help

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 the “T1135” Foreign income verification statement” from the search results.

The initial question is located in the “Filing” section of the T1 “Info” tab:

EFILE the T1135

EFILE this retun? o ves No  Areyoua Canadian Citizen? []yes No
EFILE multiple years? Yes | No Provide information to Elections Canada? | |Yes No
Authonzation for efiler to represent taxpayer? Yes No Did taxpayer own foreign property at any time in

Furst ime filer in 20162 Yes [XINo 2016 wath a lotal cost of more than

Method of contact for Pre.assessment  Postassessment CAN$100,000? bdyes [INo

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

Select the “EFILE the T1135...” option from the “EFILE” drop-down menu in the top toolbar; a transmission window displays indicating that the T1135 is
ready to transmit.

Click the “OK” button; the T1135 transmits to CRA and a 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 e ——
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. Preparer’s 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's Business Number (BN) to authorize all employees of a I
business
e request the permission of the taxpayer to file a “T1013 - Authorizing or Cancelling a R e
Representative” form
Importing data with AFR e
° ] .

®

Open or create a T1 return.
Data Import Worksheet

Select the “Import CRA data” option from the “File” drop-down menu in the top toolbar; the Review the imported data below

“CRA Data Import Tool” window displays.

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

= "
¥ ABC Leaming {2711.00 14 Add As New

RC62 Universal Child Care Benefit Statement

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

¥ RCB2 Universal Chikd Cace Beneft Stateme( 120000 10 Add As New

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 s e =
has been made between the ProFile and CRA systems.

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 of the information which displays more details.

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

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
2015 and 2016 on behalf of your clients. The ReFILE service allows you to change the same lines ‘ W
that individual taxpayers can with the “Change my Return” service in “My Account”.

4. TIREFILE ]} 8. Letter | © 7.54 |

T1 ReFILE Request

Who can use ReFILE?
Preparers can use the ReFILE service under the following conditions: :onal tax return

e you have ProFile version 2016.4.3 or later (for tax year 2015 and 2016 ReFILE)
e you have level 2 authorization from your client

e the initial return was filed online via EFILE

e the initial return was assessed

e you have acquired a new sign-off of a revised T183 from client

to change the following fields:

What tax years does ReFILE support?

ReFILE is supported for 2015 and 2016 tax years with the latest ProFile version (2016.4.3 or later).

Undertaking the ReFILE process

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.

Related Articles

Review the support article for a list of detailed steps, additional resources and a FAQ about ReFILE.

B file

91


http://support.intuit.ca/profile/en-ca/document.jsp?product=profile-english&id=INF31265

Using a Direct Deposit Request in ProFile

The Direct Deposit Request form allows a refund, tax credit, or payment to be directly deposited into a taxpayer’s account.

If you used EFILE to file a return, complete the Direct Deposit

Request form to change the direct deposit information already
Do you wish to start or change direct deposit information? ﬂ

Direct Deposit Request

Account number
(maximum 12 digits)

provided to the CRA.
Complete the banking information area below
. . . . Branch numb: Instituti
Regarding Direct Deposit service CEagt  (3dgis)
450 481 462

Do not complete this form if you already use the direct deposit

service and your banking information has not changed. Direct deposit information previously provided to CRA

Branch number Institution
(5 digits) (3 digits)

Account number
(maximum 12 digits)

Your direct deposit request will stay in effect until you change the | | | ) |

information or cancel the service.

Eligible deposit types
The form is for the following types of deposits:

e income tax return refund

e Goods and Services Tax / Harmonized sales tax credit (GST/HST), including certain related provincial payments
e  Working Income Tax Benefit (WITB) advance payment

e Canada Child Tax Benefit payment

e Universal Child Care Benefit payment

e Canada Pension Plan payment

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 ProsAustionzed DRbis (FAD}

current-year T1 Personal returns. This feature saves the taxpayer time over Do you wish to set up Pre-Authorized Debits (PAD) for currant year tax owing? Yos
printing a T7DR(A) form and making the payment in-person at their Bank. Instructions _ ot = -1
* Pre-authorized debit (PAD) is a secure, oniing, sell-service payment oplion for indmiduals 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
. . . hoo:
Note: Complete a PAD and EFILE it for each taXpayer. If there IS a spouse Wlth °‘(:)nty;eaymenlonFlllng(POF)'mthewrremtaxyearmllbeallowedlocrealePADagreemenllhouthEmefs.

. . . * To Efile PAD-Agreement: Go to the Efile Menu and select “Efile Pre-Authorized Debit for this TaxPayer"
balance owing, the spouse requires his or her own PAD form to be completed and

| First name Last name Social insurance number
undergo EFILE. [John Doe 123 123123

Total amount owing 2577931
Total amount you would like to pay through PAD (single one time payment) Pay in full Z| 2577931
. Complete the ing area below
Completlng the PAD Form Do you want to use the same banking information entered in T1DD (Direct deposit) form? No
Complete the taxpayer’s T1 Personal return in ProFile and EFILE. o
___Branch number Institution Account number Paymenl dale
B (5 digits) (2 digits) (maxmum 12 digits) (VWY.M!?,M‘ED)
Select the “Form Explorer” option from the ProFile “GoTo” menu. 112345 oo R i123121251231 2017/02/25

Search for “T1PAD” and open the PAD form.

T1PAD confirmation number. |

Note: if the taxpayer has completed the T1DD form, you can retrieve their banking
information from the T1DD to automatically populate the PAD form.

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? o Yes

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

For payment in full, check the “Pay in full” checkbox. For partial payment, enter the amount in the value field.
Total amount owing 3 | 25,779)31 |
Total amount you would like to pay through PAD (single one time payment) | 25,779[31 |

Enter a payment date; the date must be between five days and one year in advance of the current date.

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) (con’t...)

I*I Canada Revenue Agence du revenu Information Return for Electronic Filing of Protected B
fasngy hiCanada an Individual's Income Tax and Benefit Return when completed

Tax Year: 2017

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

Completing the T183 Form Before you fill out this form, read the information and instructions on page 2.

The individual (or legal representative) identified in Part A must sign Part F. Part G is to be filled out by your electronic filer onoe the retum has been submitied.
Give the signed original of this form to your electronic filer and keep a copy for yourself.

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

First name Lastname Social insurance number

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

Mailng address: Apt no - Street no Street name PO Box i RR City Prov./Terr d Postal code

art B - Declaration of amounts from your General Income Tax and Benefit Return (mandatory)
Enter the folowing amounts from your return, if appicable:

Total income (ine 150) oo §
Taxable income (ine 260) 0/00 [ Refund gine 484) oloo §

Search for “T183” and open the T183 form from the results.

or

Complete “Part C” of the T183 form, including the current date, date of payment, amount, vraci2s [ Dedootodbg e i

Total federal non-refundable tax credits (ine 350 of Schedule 1) 0j00

. . Part C - Optional sign up for new Canada Revenue Agency (CRA) services

and branCh |nf0rmat|0n. » Want to go paperless? Give CRA your email address and your CRA mail will be delivered electronically in My
Account

Print the T183 form and acquire a physical signature from the taxpayer. Email Address (optona): ]

|understand that by providing an email address, | am registering for onine mail and | accept the terms and conditions. For more information, refer to page 2.
To access online mail you must be registered for My Account.

) Want instant CRA assessment results and your Notice of Assessment faster? Tick this box: [ |

Print and save the T183 form and retain a copy for the preparer’s records. Provide the taxpayer T — : :
| understand that by ticking (x) the at . | am allowing the CRA. i provide my d my notice of assessment and resssessment to the
With a copy of the physicall Signed form. electronic filer (including a discounter) named in Part E. For more information, refer to page 2.

» Want to Pre-authorize CRA to withdraw a specified amount from your bank account? Fill in the info below:

| hereby authorize the ic filer to reate thi | ized debit on my behalf. | suthorize the CRA to automstically withdraw the funds from my bank sccount
8 per the agreement details listed below. | acnowledge that | have read and understood the information about pre-authorized debit on page 2 of this form.

2017/09/21 i

Signature Year Month Day
One time payment for your Individual income tax (T1), to be withdrawn on| @/mm/dd | for the amount of

EFILE the PAD Form from the T1

Branch No. Finandial Institution No. ‘Bank acoount number

P Want to ReFILE like you EFILE? Tick this box:

| understand that by ticking (x) the box above, | authorize the elecronic filer named in Part E to ReFILE my amended T1 return.

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

Part D - Authorizing an electronic filer to represent you

. . . . No suthorization
Select the ”EF”_E Pre-authonzed Deb|t for th|s taxpayer‘._." opt|on from the ”EF”_E" drop_down 0 z:::mg(xnmsbex|aummzemeanaauRevenuemnu/«odeawwmnee\ewomcm:mmeamPanEasmyrep-senmwedmnwmeuaxmanesenmyux
menu |n the tOp toolbar r:’ i is limited to the specific tax year snd does not pr y ive with online access. This suthorization will expire  YYYY/mm/dd

Year Month Day
If you do not show an expiry date, this suthorization will remain in effect until you, the undersigned, cancel it. Read page 2 of this form for more details.

2017/09/21 [

. H T H [Signature (individual identified in Part A or legsl representative) Name and title of legsl representative Year Month Day
The PAD form undergoes EFILE; the preparer receives a confirmation number that populates the e .
PAD form (field “T1PAD confirmation number”) and on the information page following the EFILE. e e o Ao £ ok e e St s el e e

Name of oerson or firm B slecvonicfiter number: D3333 1

Additional information

Read the CRA guide on PAD for more information. i

Iunderstand that by providing an email address, | am registering for online mail and | accept the terms and conditions. For more information, refer to page 2.
To access online mail you must be registered for My Account.

Review a detailed support article on PAD for ProFile customers. » Want instant CRA assessment results and your Notice of Assessment faster? Tick this box: il

1 understand that by umng {x) the box above, | am sllowing the CRA to elecronicslly provide my sssessment results and my notice of assessment and resssessment o the
filer named in Part E. For more information, refer to page 2.

) Want to Pre-authorize CRA to withdraw a specified amount from your bank account? Fill in the info below:

| hereby authorize the electronic filer to reate this parsonal pre-authorized debit on my behalf, | authorize the CRA to sutomatically withdraw the funds from my bank account

as per the agreement details listed below. | adinowledge that | have read and the i ion about p ized debit on page 2 of this form.
2017/09/21 i
Signature Yesr Month Day

One time payment for yout Individual income tax (T1), to be withdrawn on| W/m[n/dd . for the amount of

Year Month Day
|
| ]

Branch No. Finanaial Institution No Bank account number
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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
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.

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.

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 full support article for more information on ENOA and FAQ.

InTuit
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Using Couple’s Returns for T1 in ProFile

Creating a COUple’S return T
Couple Returns @

Open or create the T1 return for the client.

(@) Craate & new return for spouss
On the “Info” form, select either "Married" or "Living common-law" for the marital status. (") Open an existing return

Click the “switch to spouse” ” . button on the top toolbar menu; the “Couple Returns” [ oK l l R
window displays.

Choose whether to create a new return for the spouse, or couple the file to an existing return. o). [
e select “Create a new return for spouse” to open a new return for the spouse, or roithBok 74
e select “Open an existing return” to browse to a file on your hard drive and select it Client Status. |2, Work in process | [ Locked
EFILE Status: 1. Not eligible -
Note: after comblnlr‘1g the datca, ProI.:|Ie Yv|ll ask if y9u want to.delete the o‘rl‘glnal file for the SEND Status: [T Nat Elgble 3
spouse. Delete the file to avoid duplication or possible confusion of the original spouse's file
TP1 Status: [1.N0‘r aligible -l

and the same return in the new coupled file.
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
(e.g., backing up to a disk).

Once returns are coupled, select <F5> on the keyboard to toggle between the returns.

Uncoupling a couple’s return

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 save the spouse's return in a separate file.

Click the “Save” button. The client's file keeps the coupled file name (e.g., “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 @ m @ ” — || - [;j tredical

return cannot be claimed again. Generally, all amounts paid can be

claimed even if they were not paid in Canada.
Opening the Medical Expense form

Search using the term “medical” in the ProFile
search bar, located in the top toolbar menu.

Select the “Medical expenses” form displayed in
the search results.

If a coupled return...
The “Medical Expense” form in ProFile

automatically shares information between
coupled returns

PEDICAL: Medical expenses
TFIMEDICAL: TF1 Medical expenses
TF/52.0.13: Expenszes for Medical Services Mot Available invour Area

Optimize medical expenses? Yes D No e

Medical expenses - line 330

Period covered by claim: from  2016/01/01 to 2016/12/31 I
Payment date Name of patient Payment made to Efgi;g;‘gg ||?nl]lg§;:1t70 Ame
2016/05/01 Bob Smith Drug Co No
yyyy/mm/dd  |Kelly Smith =
yyyy/mm/dd Help F1
Optimize and sort expenses
Are you claiming medical expenses? Yes i Optimize expenses without sorting

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).

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.

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.

© profile
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Using a Charitable Donations Form for T1 in ProFile

Search

The ProFile “Donations” form is used to enter charitable donations for - - ” - @ = @ ” - oy H B Gonat |
the ta.xpa.yer. Donations can be entered for both Canadian and U.S. DONATIONS: Charitable donafions
organizations. 59 Donations and gifts
F1DOMATIONS: Donations summany
Search for the term “donations” in the ProFile search bar in the TF1%: Tax credit for donations and gifts

top toolbar menu; select the appropriate form (e.g., “Charitable donations”).

Carrying forward donations Donafions

Charitable donations

If a return carried forward from a _Charitable donations details
Name of organization Amount paid

previous taxation year, ProFile Animal Shelter 50000 |

copies the list of organizations Red Cross Help

. “ - .

into the “Charitable donations Reported on sips Claim. Own slips | Sort donations
details” and “Donations to U.S. Total current year donations | Remove ‘zero’ lines

organizations” tables, but leaves = _Donations to U.S. organizations llian=feialllconations
WA Name of organization Amount Transfer current donation
amounts as “0”.

Any donation amounts can be entered to the same organizations for the current year in the appropriate rows.

When completed delete the remaining organizations, right-click in each table and select the “Remove 'zero' lines” option.

©

If the taxpayer has donation amounts from slips (e.g., T4 slips), enter those amounts on the related slip or slips (e.g. 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 spouse
Open the donations form.
Right-click on the form and select the option “Transfer all donations” or “Transfer current donation”.

The donations transfers to the spouse.

B file
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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 . o ——————
form; a new blank column displays when the last column provided is " " ” " a = E‘ ” -y " L !:! depends|
populated. DEPEMDAMT: Dependant information

Sh: Details of Dependant

TF1A Amount for Dependants and Transfers of Amounts
Completing the “Dependant information” form

Enter the term “dependant” into the ProFile search field in the top
toolbar menu; select the form from the search results (e.g. “Dependant
information”).

Dependant

Dependant information

Are you eligible to receive the Child Tax Benefit? 2 Yes Mo |:|
. . . Family caregiver amount claimed by You Spouse |:|
Enter the dependent information in full.
i . i Dependant #1 Dependant #2 Dependant #3
Personal information entered on the Dependent form automatically 1 | 2l
. . Social | Numb: i
populates for both spouses, regardless of which is chosen. =t L] |
Last name
Relationship MN/A MIA MNA
Birth date yyyy/mm/dd yyyy/mm/dd yyyy/mm/dd
Net income 0.00 0.00 0.00
Selecting family linking Claim as eligible dependant? No No No
Dependant claiming GST credit? No No No
" ” A “ A ” . Dependant claiming PST Mo Mo No
Select the “Module...” option form the “Options” drop-down menu in the |credit (vB)?
Did you or your spouse or No No No
top toolbar. common-law partner received in
December 2016, child assistance
. e . . . . payments from Retraite Québec?
Ensure the “Allow family linking” option is checked in the “Allow family  |ac)
. . ” . “ ” Did dependant live with you in 20167 |Yes Mo Mo
I|nk|ng section of the “General” tab. Street address | | | | |

Click the “OK” button.

Module Options
Identify the dependant in the “Dependant information” form that to link. 12015 TP w|lgemsente Tz v | @820 THTPE4E v | R z2ms e |
File Template

Right-click in one of the dependant’s form fields; select the “Return for” option from the [ Browse |
menu. General | Data Locking | ariance | Disclaimer | T1/TP1 Review

. B Jaint client letter Language
Click the “Yes” button when asked “Create a new return for?” int client imvoi ® English

B Jaint client invoice =]

(0 French

The new return is created for the dependant. & Celculation optians
B Allaws family linking

E Fecalculate invoice on data locked returns
& File naming

® Long names

O Long with SIN

O SIM only (8.3)

O Longusing SINs

O Client reference number

@ Client colour

4

Help
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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:
e linking family returns
e working with linked files
e printing linked files
e saving linked files
e sharing income between spouses
e sharing data between family members
e estimating Child Tax Benefits
e 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, (e.g. “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.

Optimize Transfer Credits

When opening all family files together, ProFile optimizes transfer credits among the different returns.

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 “File” -> “Print” option for a linked file, the “Print Selection” dialog box displays a tab for each family member whose file is currently open to
permit printing returns for the whole family at once.
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T1 Family Linking (continued...)
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 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
Open form T032, “Joint Election to Split Pension Income”.

Indicate at the top of form T1032 whether you are the “Pensioner” (transferring pension income to
his/her spouse) or the “Pension Transferee” (receiving pension income from his/her spouse).

Enter the amount of the elected split pension on “Line E” of the form. Based on your
Pensioner/Pension Transferee selection, the amounts will automatically flow to lines 210/116 of
each of the spouse's returns.

Utilizing the pension optimizer worksheet

Open the form T10320PT, “Optimize — Split-pension income”.

To view the amount that ProFile recommends that the taxpayer transfer to his/her spouse or
common law partner, right-click on the worksheet and select the “Optimize split-pension
income” option.

Utilizing scenarios in the "Calculator” section

Open the form T10320PT, “Optimize — Split-pension income”.

| Optimize split pension income | =l

N

e Copy field code

Copy Memo/Tape
i Paste Memo/Tape
Close form Esc
Print form
New window

Launch window

Create FX
Create T3
Previous year's return

Show auditor Ctri+F9
Environment...

(

STARTRTARTS

------ — Y

Enter the amount of pension income to be split in the "Elected split-pension amount box" under Scenario # 1.

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 about pension splitting.

© profile.
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®

Using Business Statements for T1 in ProFile

oL Infal U 4. Medical | £ 5. Donations | % 6. Dependam‘ 2.T1032 "2 8. T2125#1 |idg. T | &3 T4| . |

. . . . . . . Canada Revenue Agence du revenu statement of
There are multiple business statements in ProFile, including: I+l - u Cansds BUSIness or brofecsional Activities

This form is used to help calculate self-employed business and professional income.

Protected B
when completed

° T2125 - Statement of Business or Professional Activities For each business or profession, fill out a separate Form T2125.
Fill out this form and send it with your income tax and benefit return.
° T776 _ Statement Of Real EState Rentals For more information on how to fill out this form, see Guide T4002, Business and Professional income.
. . i dentification
[ ] T2042 - Statement Of Farm/ng ACtIVItIeS Name Smith, Bob Your social insurance number
. . ... Business Name Account Number
e T2121 - Statement of Fishing Activities (15 characters) RT
Business address
° T1163 & T1273 - Agr/Stab[//ty Number ISlreet, P.0. Box IApartmentorsuwte 1
City Province or territory  Postal code
Each statement has their own set of forms such as the asset, CCA, and —_—. e e T e = NFD
From: Year/Month/Day Year/Month/Day
summary forms. 2016/01/01 _ to. 2016/12/31 __ [JCalendar Year
Main product or service Industry code (press F6) i
. . . (see the appendix in Guide T4002)
Amounts from certain Sllps are transferable to a business statement. It Tax shelter identification number Partnership Business Number Your percentage of

gives the option to transfer on the slip. B oo

the partnership
100.0000 || %

Name and address of person or firm preparing this form
MrPreparer PreparerFirm

These statements are multi-copy forms; in order to create a secondary 123 main st

Ti 1t
statement, select the “New Form” option from the “Form” drop-down i~

— Internet business activities
menu in the top toolbar menu.

Form | Options EFILE Online Training Wini

Deleting business statement sets (T4slip) Open 37
Open List 4
If you delete any form in a business statement set, ProFile deletes all the related forms in the same set. ProFile Open in New Window  Ctrl+Alt+F6
. o . . 2
automatically selects for printing any of the business statement forms that are used. Unused forms in a set have no Ela‘kt;“k A
o .l ose Form
impact on a tax return filing. orint 2t
To clear a particular form in the set, open the form in the “Edit “window and select the “Clear Form” option from the Spouse F5
“Form” drop-down menu in the top toolbar menu. | Provincial Toggle Shift+F5 1
1 Zoom
This option does not impact other forms in the same set. Review v [
MNew Form ) |
) ar rorm |
Related Articles Delete Form
g ) C
Review the “business statement” and “Asset details” entries in ProFile’s “Help” feature for additional information. | Clear Review Marks
| Clear Highlighter Ctrl+H
INTUIT  go
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Adding Motor Vehicles for T1 in ProFile

The “Motor vehicle expenses (Business)” worksheet Business Aulo MOtor Veh icle expenses (BUSi ness)
lists motor vehicle expenses used for business purposes, p
related to the T2125, T2121, T2042 and Quebec business [Tl Fiscal period Amount Terminal
statements. T2125#1 4,500.00
Byyyy/mm/ddlyyyy/mm/dd] 0 0.00
From the “Allocation of expenses” drop-down menu, Chart A - Motor vehicle expenses
select your business statement (if you have not yet Description of automabile
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 tax year 1,000 @ 2
Taxable Non Eligible Total
. ) GST HST
Data entered on the “Business Auto” form flows to the Fuel and oil 0loo I 500[00 I [0.00] I 500000 I 3

selected business 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

To learn more about CCA for motor vehicles, click here.
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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
Complete a separate entry for each asset.

A list 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.

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.

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

12125 CCA

Please enter addition and disposition details on T2125Asset.

CCA Item #1

]

< _J
Class
Terminal loss? No i
Description
Class 10 or 10.1 limited by the number Km? No
Kilometres travelled in carrying on your activity 0
Total kilometres 0
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 claim in 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:

o T777

e T777Details -

e T7770ther
e T777Auto

Enter employment expenses for commission and non-commission
employees on T777Details.

Enter expenses for musicians, forestry workers and apprentice mechanics
on T7770ther.

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.

Create a new T777Auto worksheet for each automobile.

Complete the expense details for the automobile. e

Right-click on the form and select “New form” from the context-sensitive
menu.

InTuit

profile.

1 #1 #2 #3 #4 Total
% Allowable expenses 0.00] 0.00 0.00 0.00 0.00
:\merest 0.00 0.00 0.00 0.00 0.00
,."'Cap\tal cost allowance 0.00 0.00 0.00 0.00 0.00
Allowable motor vehicle expenses 0.00 i 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 earn employment income '] B
Enter the total kilometres you drove in the tax year of2» 0.00 I %
Taxable Non Eligible
GST HST
Fuel (gasoline, propane, oil) oloo J§ oloo oloo oloo Jj 3
Maintenance and repairs O\OO I O|00 0{00 000 @ 4
Insurance 0joo Qo0 @5
License and registration 000 000 @6
Leasing 000 0Jo0 0Jo0 000 @7
0/00 0Jo0 0Jo0 000 @ 8
Subtotal 000 I 0joo 0joo (] Bl
Multiply line 9 by 0.00 B% oloo Jj oloo il oloo il oloo |§ 10
Reimbursements (Note) oloo J§ 0loo 0loo oloo | 11
Allowable expenses (Line 10 minus line 11) ojoo |§ 0loo oloo | = ojoo | 12
Interest oloo oloo | 13
Capital cost allowance oloo Jj oo | 0loo 0joo | 14
Allowable motor vehicle expenses
Add lines 12, 13, and 14 oloo J§ oloo | oloo | oloo |§ 15

®1.Info ¢ 4. T777Auto#1 lw;.m $3.74|

+ |

Motor vehicle expenses (Employment)

Motor vehicle expenses summa

T777Au0

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

T77TDetails

Do you qualify for the GST/HST rebate? [J¥es o Jump to: T777
Limit expenses to commission income? D Yes Mo
Employees earning a sala
| Taxable Non Eligible Total
GST HST
Allowable motor vehicle expenses 0lo0 0lo0 0lo0 0lo0
Accounting and legal fees 000 000 000 0|00
Food and beverages 000 000 000 0/00
Less non-deductible (50%) 0/00 0/00 0l00 0l00
Lodging 0/00 0/00 0/00 0/00
Parking 0jo0 0jo0 0|00 0|00
Supplies (postage, stationery, other office supplies) 0lo0 0lo0 0lo0 0l00
000 000 0|00 0|00
Subtotal 0jo0 0jo0 0jo0 0joo g 1
CCA and interest on a motor vehicle O\DD O\DD 0\00 0\00
Subtotal 0loo 0loo 0loo oloo |§ 2
Taxable Non Eligible Total

106




®

Using Comparative Summary for T1 in ProFile

ProFile provides summary forms that present the tax return data in different ways. These
include:

Summary - 2016 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)
T1Summary - 2016 Tax Return Summary, TP1Summary - Tax Summary (Québec): this
form displays major items from the taxpayer's return

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
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
NRTC - Comparative NRTC Summary: this form compares the non-refundable tax
credits on the federal and provincial tax returns

T1Review - 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 thresholds specified under “Options” -> “Module...” -> “T1/TP1 Review”
to highlight significant changes between current and prior year returns. It is also
possible to adjust the variance threshold in the “Review” preferences section of the
form. ProFile calculates the differences and displays them on the “T1/TP1 Review”
tab in dollar and/or percentage amounts.

T777Comparative

Five-year comparative summaries are part of the business-statement

2016 Tax Summary (Federal)

Chila Tax Bengft
RRSP contribubon limit

oloo o [ Instaiments 478
oloo 0 Jg Provnciai tax credits 479

* More than one line Is consigersa

Total income Non-refundable tax credits.
Employment 01| ol 0 | Basic pers onal amount x_n_n‘
Old Age Security 113 0 0 | Age amount 301
CPPIOPP benefls 1g| ] 0 | Spouse  sligible dependant* 303
Other pensions 115 0 O | Family caregiver amount 367
‘Splil-pension amount 18] 0 0 [ innemicare giver - 306,
Unhversal Child Gare Benefl 17 ] 0 |l cePiopPPRPEL 308
Employment insurance 118 0 0 |l volunteer arengners” amount™ 362
Taxable dividends 120/ 0 a Canada employment amount 363
interest [P 0 0 | Public ransit passes amount 364
Limited parinership 122 ) 0 Children’s arts amount 370
RDSP 125 0 0 | Home accessivilty expanses 398
Rental \gl ] 0 Jjf Home buyers' amaunt * 369,
Taxable capital gains 127, ] 0 | Adopiion expenses 33
128 0 0 Jgl Pension income amount s
RRSP 129 0 Jpf Disabilty amount 36
Other 130 0 0 |y Transters * ET)
Selt-amployment * 135 ) 0 Interest on RiL)
Workers' compens alion 3na Tuition I sducation 323
izl assistance 47| 0 0 W Medical expsnses 332
Total income | 150 1] 0 Subtotal| 335
Credit al 15% 338
Net income Donations and gifs 349
PP 207] 0 Hon-refundable tax credits | 350
RRSP* 208 0 | Total payable —
Spi-Fi uction 210 0 g Federaltax 404
Union dues 212 0 |l Non-refundable tax credits 350
UCCA repayment 23| 0 |l Divigend tax creait 425
Child care expenses zul 0 | Min tax camy averfother * 426
Disabilty supports dedudtion 5 0 ‘Basic federsl tax| 429
Business 27 0 Non C
Moving expenses 213 O | Foreign tax cracits / omner 405 0
220 0 Federal tax | 406 0
Carying charges and inerest 21 0 | Poliicatiny tax creditother * 10
CPRIOPPPIPP * 222 0 Iy Latour-sponsored tan credit a4
Exploration 224 0 Altém ative minimum tax M7
Employment empenses 229 O | WITE Prepayment (RCZ10] a5
Social benefits repayment 235 0 | Special Taxes 418
Other deductions * 231 Net federal tax| 420
Net income | 238] 0 [l cPP contibutions payabi 421
El sell-employment 430
Taxable income Social Benents repayment 422
Canadian Forces persannel [244] 0 |l Prownciaitemtonal tax 423
Home relocation loan 248 0 435
Security 0plions deductions 249 i) Total credits
Other payments deduction 250 0 | Income tax deducted * [a31] 0
Losses of otheryears * 251 0 | O or YT abatement * 440] 0
Caplal golrs deducion 254 0 | crrEl overpayment aﬂ‘ [
Morinem residents 255 0 52 [
256 0 0
Taxablé income | 260 0 0
2017 Estimated Chidren's fness amount 450 0
e esT o | o [ School suppy crect 469 0
S |

Total credits | 482

Balance owing refund)

Combined balance refund)

T777 5 Year Comparative

set. For each business statement, ProFile creates a corresponding five- 285 216 2814 2813 252
i . . Accounting and legal fees E] 0 Q 0 Q
year comparative summary form. For example, if creating a T2125#1 :\\Advems‘gg‘and promotion 8 g g g g
. . . . otor vehicle expenses
form, ProFile creates the T2125Comparative#1 form. This form is used Enteriainment expenses 0 0 0 0 0
. . . . Lod: 0 0 Q 0 0
to compare up to five years of business statement information. Parkine 5 5 5 5 5
Supplies 0 0 Q 0 Q
Other expenses 0 0 0 0 0
ProFile automatically carries forward previous-year business statement  Tradespersons tools expenses 0 0 0 0 0
. . . . L. Apprentice tools expenses 0 0 0 0 0
information from the previous year to this form. Enter any additional Musical instrument costs 0 0 0 0 0
. . . . CCA for musical instruments 0 0 4] 0 4]
information directly in the summary. I G U O El e 0 0 0 0 0
Subtotal 0 0 Q 0 Q
Works-space-in-the-home 0 0 Q 0 Q
If creating a new return, rather than undertaking the carry forward of otatexrenses 0 0 0 0 0
an existing return, enter the prior year information directly on the comparative summary. ProFile carry forwards this information in the following year.
INTUIT g
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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 year.

Jescription:

2017 Tax Planner

Tax plan summary

“Tax Planner” is an unlimited form, so as many different scenarios Taspayer name Baniaz Starr I 1 —
H H H Birthdate yyyyfmm.fdd M Federal tax ($5.639.42)
as required can be created for a single T1 file. S i e e o)
M Other payable (30.00)
Spouse name
Birthdate yyyy/mm/dd
Spouse's net income 0.00
Creating a T1 tax plan
Gross income 49,800|00
Total income for fax 49,800)00
. . . Net 49,800(00
Enter the term “tax plan” in the ProFile search bar in the top Texable mear 1920000
toolba r. Non-refundable credits 2,044]20
Federal Tax 5,6308]42
Other payable + 0|00
“« . ” . . Provincial Tax + 0[00
Select the “PLAN: Tax planner” option from the search results; the === F - olo0 Marainal tax rate summa
tax planner displays. Other credits N 5,822[94
Balance owing (refund) = (5.82200] = (5.82200)] :Vum
. . . . Instalments: Calculate? O Yes @ No
Right-click on a form field and select the “New form” option from March 15 oloo 80
the menu June 15 0[00 60|

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.

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.
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.

Bt file.
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Using a Motor Vehicle Expenses form for T1 in ProFile

Form T777 calculates allowable employment expenses.

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.

Create a new “T777Auto” worksheet for each automobile.
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.

B file

T777Details
Employment expenses
Do you qualify for the GST/HST rebate? [Jes (X1 Jump to: TT77
Limit expenses to commission income? D Yes No
Employees earning a sala
Taxable Non Eligible Total
. GST HST
SAllowable motor vehicle expenses 0j00 0|00 0jo0 0j00
;\ccauﬂtmg and legal fees 0]00 0|00 0/o0 0j00
Food and beverages 0/00 0|00 0joo 0/00
- g
Less non-deductible (50%) 0j00 0joo 0joo 0j00
Lodging 0/00 0|00 0Jo0 0/00
Parking 0/00 0|00 0]00 0/00
Supplies (postage, stationery, ather office supplies) 0|00 0|00 0[o0 0/00
0/00 0|00 0]00 0/00
Subtotal 0/00 0[00 0]o0 oo g 1
CCA and interest on a motor vehicle 0\00 0\00 0|00 0\00
Subtotal 0Joo 0Joo 0loo oloo |§ 2
Employees earning commission income
Taxable Non Eligible Total

@ 1. Info o 4 T777Auto#1 Iu;, T I L3, T4|

+ |

Motor vehicle expenses (Employment)

Motor vehicle expenses summa

T7TTAuto

#1 #2 #3 #a Total
Allowable expenses 0.00] 0.00 § 0.00 § 0.00 § 0.00
Interest 0.00 000 0.00 0.00 0.00
Capital cost allowance 0.00 0.00 0.00 g 0.00 |g 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 earn employment income O 1
Enter the total kilometres you drove in the tax year of2» 0.00 I %
Taxable Non Eligible
GST HST
Fuel (gasoline, propane, oil) 0loo 0loo 0loo oloo Jj 3
Maintenance and repairs D|OD D\DD 0|00 0|00 @ 4
Insurance 0/00 el K
License and registration 000 0/00 @ 6
Leasing 0o 0|00 0|00 oo 7
0]00 0/00 0|00 000 @ 8

Subtotal 0]oo 0/00 0[00 0o g9
Multiply line 9 by 0.00 B% oloo il oloo il oloo | oloo | 10
Reimbursements (Note) 0loo 0loo 0loo oloo | 11
Allowable expenses (Line 10 minus line 11) 0[oo 0[o0 ojoo | = oloo |f 12
Interest 0loo oloo | 13
Capital cost allowance ojoo i ojoo i 0loo 0loo | 14
Allowable motor vehicle expenses
Add lines 12, 13, and 14 ojoo |§ aloo |§ oloo |§ oloo ] 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



Filing a T1 for a Deceased Taxpayer in ProFile

Complete a return for a deceased taxpayer who is single Birth date Vyyy/mmidd I Age
Date of Death  yyyy/mm/dd
Create a new T1 return in ProFile. Gender |:| Male ale

Navigate to the “Info” sheet.

Enter the date of the client’s death in the “Date of Death” field under the “Taxpayer
personal information” section. Is this return for a deceased

If this return is for a deceased YearfMonth/Day
person, enter the date of death: o yviyy/mmidd I

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.

Marital status
Tick the box that applies to your marital status on

Completing “Special return” for deceased taxpayer

N . “ . y December 31, 2
Enter the date of the client’s death in the “Date of Death” field under the “Taxpayer

personal information” section.

1 |:| Married 2 |:| Living common-law

4 |:| Divorced 5 |:| Separated 6 |:| Single
Scroll down the “Info” sheet to the “Special return for the deceased taxpayer (Other
than “final return”)” section.

Review the options in the section and select one if applicable.

Carrying forward a coupled deceased return Special return for the deceased taxpayer (Other than "final return”)
s Separate return for the value of the rights or thing - S70(2)

When carrying forward a coupled file in which a spouse files a

deceased return for the previous taxation year, ProFile

automatically carries forward only the return for the surviving

taxpayer.

» Separate return for the business income of the stub period - S150(4)

] =

* Separate return for the income received from a testamentary trust — S104(23)(d)
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Managing T2 returns in ProFile

© 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.

As of 2009, the CRA requires all T2 returns be filed electronically via their “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

articles of incorporation

list of product and services provided in percentages

obtain backup electronic copies of applicable bookkeeping (e.g., 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 (e.g., 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 RC59 form to acquire access to the client’s business information through the CRA. Note: a RC59 form is now only to request mail or
phone authorization. ProFile recommends that preparers follow the instructions here to acquire full online authorization using the CRA's “Represent
a Client” function.

B file
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Using GIFI Import from Caseware for T2 in ProFile

' | EQ |1
The General Index of Financial Information (GIFl) is a comprehensive list of financial statement items Import Successhul h i

where each item has a unique code. It allows a corporation to report its unique combination of
accounts to the CRA.

Importing GIFl from CaseWare to ProFile

In Caseware:

Open Caseware.

Ok

Open the “Working Papers” client file from which to export.

Select the “GIFI” option from the “Export” menu; the “Export of Data to GIFI” dialog box displays.
Complete the fields of the dialog box.

Click the “OK” button; the export processes and creates the GIFl file.

In ProFile:

Open a T2 return.

Select the “Import... ” option from the “File” drop-down menu in the top toolbar.

Select the location where the Caseware-created GIFl file is stored.

Select the GIFI file; click the “Open” button.

Note: the “Import Successful” dialogue box displays an incorrect “X” icon. Click the “OK” button.

The GIFl information imports to the T2 return.

More information:

Review the Profile article on GIFl 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 GIFl 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
Open a T2 return in ProFile.

Ensure that the ProFile T2 taxation year matches the corresponding year entered in
QuickBooks.

Select the “Yes” option for the question “Complete return from GIFI?” in the “Filing”
section of the ProFile T2 return.

Select the “QuickBooks Desktop " GIFl Data Import

:
vil File Edit Audit Goto Form Options EFILE Onfine Training Window Help

~IW-GOn[R|E v &~ > QER -
OLlinfo |25 |an]

General information

Business number MR
Legal name of corporation T
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? to have a tax year end of December 31, 2008
SAN92 ; S = under subsection 249(3) of the Income Tax Act? [] Yes [] No
if ves. are there articles of amendment? Has taxation year end changed since last
return was filed? [ Yes K No
i yes. why has it changed? N/A !
i change in control. provide date ywyy-mm-dd
Deemed tax year-end under 249(3.1)7 [] Yes K no
Previous tax year end deemed to be
December 31, 2008 undar 249(3)7 [ yes K No
Filing
Internet file this retun? K ves [] ne Date of incorporation wan-mm-dd
T2 Confirmation number B Date of amalgamation wyy-mm-dd
| Date of di wn-mm-dd
Complete retum from GIFI? K Yes [] No Date of bankruptcy war-mm-ddd
108S Revenue U Is a prof that is a member of a
Total assets 0 pannership? [] Yes ] Mo
Was the corporation an associated CCPC First vear of filing alter incorporation? 0O Yes [0 No
inthepreviousyear?  [] Yes [J o Firet waar of flina afar amalnamatian? M vaes R Na

o
(il Trial Balance Import Preview : Akhron Enterplise— =R

| Akhron Enterprise

e

Import...” option from the “File” drop-

down menu in the top toolbar. Enter fiscal wear start and end

| Company fe"C:Users Public Documents Intuit QuickBooks Company Fies' Akhron

Enterprise.gbw"

\r’e ar Start \(‘E ar end Thu Jun 4 14:46:12 EDT 2015 .
Set the “Year start” and “Year Trial Balance
. , W 201341031 @ 2014/10430 B~ |
end” values in the “GIFl Data As 0f 2015-06-03
Import" W|ndow Account Nmf:bermame GIFI Code* Dehit Credit
- Use fiscal vear dates fram T2 Infa form oo Rt o ot
Accounts Payable 100938.14
Click the “Continue” button. f i .
| Continue | [ Cancel s Fe
. . . Professional Fees 8360 45078.00
Review the amounts being imported —MmMm—m———————————————— Reconcilstion Discrepances 2500000
Utilities 9220 4424779
from QUiCkBOOkS to ProfFile. Total 103673814 10367T38.14
If correct, click the “Import” button. i
Done \

InTuit
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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

1

GIFl Import from QBOA

Login to the QBOA Firm containing the
data to export.

CliCk the hyperlink text under the Narme Stalus Fir Heview Banking Slalus leirs Due Viakpapers ([0
“Workpapers” column, or if logged into R e
] TralBatance Company 28N1G: Lontmnue revew

the client file click here. @
In QuickBooks navigate to the “Workpapers” section for the client’s books.

. “« . . ” “ . ” S S | aFdmoe Cempany - B D
Review the “Working Trial Balance” and the “GIFI Mapping” to

Workpapers Tus o 205w U - i oo |

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”.

S o b Wtk s
Wisw aclisily
Tom Resenm Surind | 2016 T Pac
Al .

T2 Corporation = [

Click “Save GIFI codes” at the top-right corner.

ACCOUNT TV BALAMOE

In Profile

Select the “QBOA Import...” option from the “File” drop-down
menu in the top toolbar.

Navigate to the GIFI file to import.

Select the GIFI file and click the “OK” button.

The GIFl 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 the original T2 is not lost in the process of being amended.

Open the T2 return that requires amendment.
Select the “Save As...” option from the “File” drop-down menu in the top toolbar.

Save the T2 return as “[Your Corp Name] _amended”.

Amending the corporate information page
Select the “Info” tab in the T2 return.
Set the following values in the “Filing” section:

e “Is this an amended return?” is set to “Yes”
e “Internet file this return?” is set to “Yes”

Select the “Yes” value on line 997 of the “T2 Adjustment worksheet”

Enter a description of the amendment in the field of line 996.

Restrictions

The following fields cannot be amended under this process; ProFile displays a

@ 1.Info I-...g‘i}

312 |

2013 - 2015 Corporate information

General information

Taxation year

Business number RC Start 2014/02/02 End  2015/02/01 I

Legal name of corporation Floating fiscal year end with a full year? [ xes K no
Prior year-end date framfdd

Operating name of corporation, if different

Change of name since Dept. last notified? D XYes E
If yes. are there articles of amendment? D Y D

Internet file this return?

Where the fiscal period of the corporation

exceeds 365 days. is the corporation deemed

to have a tax year end of December 31, 2008

under subsection 249(3) of the Income Tax Act? |:| Yes |:| No

Has taxation year end changed since last

return was filed? |:| Yes E| Mo

If yes. why has it changed? M/A ]
If change in control, provide date Jdrmydd
Deemed tax yvear-end under 249{3.1)7 |:| Yes E| No
Previous tax year end deemed to be

December 31, 2008 under 249(3)? O Yes K Mo

Date of incorporation fmm/dd

=T Date of amalgamation (frnmdd
ete return from GIFI? B yes [ No Date of dissolution o/l
evenue 0 i Date of bankruptcy Jrmydd

the corporation an associated CCPC
in the previous year?

Taxable capital employed in Canada

for the previous taxation year.

1.000 i

Taxable capital of the associated group
for the previous taxation year

1.000

Total taxable capital employed in Canada
of the corporation and its related

corporations. 0 I

Total taxable capital employed in Canada
of the corporations and its associated
corporations (Applicable to taxation years

starting in 2008 and |ater) 0 I

Is corporation a professional corporation that is a member of a

partnership? |:| Yes E| No
First year of filing after incorporation? |:| Yes E| Mo
First year of filing after amalgamation? |:| Yes El No
Section 88 wind-up of sub. during the year? |:| Yes El No
Final year before amalgamation? |:| Yes E| No
Final return up to dissolution? [0 Yes K Mo
Is the corporation bankrupt? |:| Yes El No
Elected not to be a CCPC under 89(11) O Yes K no

If an election was made under section 261, state the functional
currency used

Corporation exempt from tax? Wy
Language of correspondence changed since Dept. last notified?
[0 Yes | bo
& =T |
ety P =) 1)
Is this an amended tax return? B Yes [] Mo

TS TS TETOTT ey Preparet Oy 3 T3X PTepaTer
for a fee?

B Yes [] Mo

Business numbsr (B}

Corporation’s name

Tax year end 20150201

b thig an aenended 1R retem?

(Ot

Descnption of changes
(Préds the Shell + Enler kéys 10 advance 10 the naxi line )
Ermar intd heda

warning message if an amendment is submitted regarding one of these fields.
These fields must be amended via the CRA’s website:

e Head office address change

e Mailing address change

e Location of books and records change
e Direct deposit information

e Language of correspondence
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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 e

a request for an EFILE number and the WAC provides a quick, @ I want to use my EFILE Number and Password to fie this tax return
. . The EFILE Number and password used appears in the EFILE Options window.
convenient alternative.

Corporation Internet Filing

() I want to request a Web Access Code and file this tax return

ProFile allows users to apply for and receive a WAC online through a © Lalready have a Web Access Code for this tax retun
ProFile web service, without having to call the CRA Corporation

To proceed with Corporation Internet Filing online transmission, you must agree to the following terms and conditions:

|nte rnet Flllng He I pdeSk' | may file a carporation incame tax return using Corporation Intemet Filing only for the carporation ta which a‘Web Access Code has been
aszigned or for my client if | am a registered tax professional with a valid EFILE On-Line number and password,

Altemative'y, users can enter a WAC If a I ready achired from an | may only file an initial or amended. eligible. 2002 or subsequent year corparation income tax retum through Corporation Internet Filing.

ea rl ier EFILE effO rt/req uest. | undarstand that | will not be abls to uze the Carparation Internet Filing service ta file an initial or amended return far pear prior to the 2002 tax
year

| understand and agree that | cannot change the corporation's name, and head office or mailing addresses with a tax retun filed through
Corporation Internet Filing.

Applying for a WAC

| understand that | cannot add or change direct deposit information with a taxs retum filed through Corporation Intermet Filing,
Select th e ”Tra nsmit thIS return i (o] ption from the “EFILE” d rop- | will nat attermnpt to disrupt the Corporation Intemet Filing service by uploading files other than the eligible corparation income bax return. 1f |
. do, the Canada Revenue Agency [CR&) will deny me access to electronic services.
down menu in the top toolbar.

| certify that the attached electronic tax return is complete and accurate, and that it reports the corporation's income from all sources. Or, if
filing on behalf of a client, my client has signed Form T183C0RF and certified that the attached electronic return iz comect, complete,

ProFile reviews the T2 return for any outstanding warning. If there and reparts the client's income from all sources.
are no auditor warnings, ProFile displays a green checkmark.

Clicking the Accept button will transmit this return to CRA

Click the “OK” button.

Accept ]’ Dedine

The “Corporation Internet Filing” window displays.

Select the method of filing the return:

e “l'wantto 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.

e “lalready have a Web Access code for this tax return”. The user enters their existing WAC from a previous EFILE effort/request.

Click the “Accept” button; the return transmits using the WAC.
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T2 Guide and in-product tutorial in ProFile

ProFile provides customers a T2 guide that includes 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 » t;,‘ I

1 2015-2017 12 »| 1. Getting Started
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.

5 - 2017 Corporate info

To access the tutorial

Open a T2 return.

Welcome
. . L. " Welcorne to ProFile T2, This tutorial takes about 30 minutes and will teach you the basic operation of the
Select the “1. Getting Started” option under the “Training” - > 'J—') coftware. / .
“T2"” drop-down menu in the top toolbar. : Normally, you would create a new retum using QuickStart or by selecting File > New.
Hawerver, in this tutorial. all you need to dao is dick [Nesd] to create a T2 corporate tax return
The T2 tutorial opens below the top toolbar. e To end this tutorial at any time, click the "% that appears above the [Next] button

Click the “Next” button to proceed through the tutorial.
@ 1. Info \‘-2.51 |E3 12|
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Managing T3 returns in ProFile
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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 o1 w213

basic details of the trust. ifo 2016 Trust information
Prepares will report the income and deductions of the trust. Enter these details on  [1. 5 ccomtnmter R T [0 1
the various income and deductions forms, schedules and on the T3 s o T T (E), e ves
» . . . . [R4G b o TG on (L e Did the trust leave Canada
Jacket (which has some edit fields with no supporting schedules). ebec Trust account number G ) No [
e of trust If yes, give the date of yyyy/mm/dd I
Date of entr /mm/dd
There are numerous data entry forms, including e of rusto, R dator,erector oracmnstator (W s, \éin?s:;f g%nzrem:g; Eéy: - |
. . ey . — — ountry of olftshore 1ru:
business and rental statements, dispositions on Schedule 1, and T3, T5 NETB AR [ T G I AT LT = .
income received by the trust. Bl ad?”f“ Is this a Yukon First Nation (FN) trust? No 1
Street number R
. L . L . S Street name or PO Box | Filing |
If the trust is allocating income to its beneficiaries, the forms in the Beneficiaries tab |cw B Tevaton year _ Startyyyymmidd_End yyyyimmidd I
of the Form Explorer become important. FosalCode Tephorenumber | EX - Homeldkohone | o foruatonruas =
( 7)7 - | O the last retum filed |
Address on last return, if different ifyes, copy of trust document/will
Any income not allocated to beneficiaries is taxed on Schedule 11, which transfer ST and I of assets al dealh = = 0
1 Is this the final reft f the trust? N
to page 4 of the T3 jacket. e et — T . .
Testamentary trust D Inter vivos trust E’:s;!;b::f’ 22?1:20.1@5"[5 %!
Type of Y frust N/A ! Signing officer - position or fitle E
. If "Other”, pl Signing date 2017/08/25
About the Allocation worksheet e 'W/mmm s 7 Vyyvimmidd |
SIN of deceased Did the 21-year d}eemed realization rule I
. . . L Type of inter vivos trust NA ||| A T L2 e No
The “Allocation” worksheet is used to complete the slip amounts for beneficiaries. gt g, s o Fieinsts apre 1972 poalii: G0y e
f Yes No
Use this worksheet:
e toindicate how you wish income to be allocated to the beneficiaries: the 0 Linfo 3 Beneficary [82.T3|
default is each one gets an equal share of the income. If not the case, tame__ Beneficiary details
choose “Other” and enter the percentage applicable to each beneficiary on e
the “Beneficiary details” worksheet. If “Other” is selected, the A Sy B Rk
percentage field on each slip of the “Beneficiary worksheet” becomes e i — ————
. . . .. . Corpol 5 Province Country CAN Postal code
an input field; otherwise, it is calculated based on the equal allocation & o e grescencysas 0
. e I Tvoe of sii o B[] Re-Amended?
to all beneficiaries. - e rﬁ:m:m.aw T Foaoicny 108
T Print blank slip?
. . . R4 Payer
e if the trust has claimed expenses at line 41 of the return, the expenses have NRA Residoncy for
NR4 % rate of tax 0.00
to be applied to specific types of income before the income can be allocated Bt Pl (8 ot s o Covoiies s s
to a beneficiary. These expenses must be applied manually: an audit Gt i
H H Identification Number
message will appear if these expenses have not been entered. % ofincome alocaiod fo fhis benaficiary o p—
Capital gains 21 0.00 c 0.00
e to retain some of the income to be taxed in the trust. You can specify which e = i 600
. . . Actual amount of dvidends (other than eligible) 2016 23 0.00 0.00
type of income and how much is to be retained by the trust. Foreign business ncome u 000 000
Foreign non-business income 0.00 0.00
= Eligible death benefits 0.00 0.00
e to specify amounts for certain boxes of the T3 slips that is not automatically ot i 000 000
. . . . Self- loyment (communal) 0.00 0.00
completed by ProFile T3. For example, details related to foreign income and . : ober oool <;<;{»I

tax paid. Also, if the trust is allocating a retiring allowance or death benefits, those amounts have to be specifiea 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 to the previous slip

e <Ctrl+RightArrow> and <Ctrl+LeftArrow> 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.

Schedule 9 is a summary of the amounts allocated/designated to the
beneficiaries. ProFile completes this form using the amounts from

@ 1.Info | = 3. Beneficiary '* 4. Allocation ‘m;_ T3 |

Allocation of inc

Options for allocating income to beneficiaries

e and expenses

Share revenue equally among beneficiaries !

D Automatically allocate expenses?

Income to be allocated to beneficiaries

Amounts not Amounts claimed Amounts to be
paid or payable under allocated
to beneficiaries s.104{13.1)/(13.2)

Allocation of
expenses

Income
reported on T3

Type ofincome

taxable capital gains
emed realizations (capital gains)
Ump-sum pension income

Other pension income 0.00
ACTUAL amount of eligible dividends 0.00
ACTUAL amount of dividends other than 0.00
eligible dividends
Foreign investment income 0.00
Other investment income 0.00
Business, farming, ‘Canad\aﬂ 0.00
fishing, rental \Fnrewgn 0.00
NISA Fund 2 0.00
Eligible death benefits 0.00

Pension - annuity for minor
Retiring allowance
Recapture (T1055)

Other Income

@ 1. Info | = 3. Benefidiary | i 4. Allocation < 5.59 “dz. T3 \

T3-2016

Protected B - when completed

Income Allocations and Designations to Beneficiaries
Schedule 9

s Do not complete this schedule if line 46 of the return is zero or negative, unless the frust is an insurance segregated fund that is allocating capital losses.
* Include a completed copy of this schedule with the trust's return.

Part A - Total income ions and ions to iciaries

- Number of beneficiaries to whom income on line 928 is being allocated (including beneficiaries being allocated less than $100
for whom no T3 slip is being prepared)

. Total resident income allocated under $100 per beneficiary for which no T3 slips were prepared

. Total resident income allocated to non-taxable entities.

. Total taxable capital gains, excluding return of capital, allocated to redeeming unit holders using form T5008.

. Do the T3 slips include amounts atiributed to a person?
If yes, attach a statement showing the amount and the name of the person(s) and any transferors.

6. Was each beneficiary allocated an equal share of the income? If no, aitach a statement showing the breakdown.

mos oW

Box Column 1 Column 2 Column 3 Column 4
no. Type of income Resident Non-resident Byt Total
21 | Taxable capital gains’ "2 0[00 0[o0 0[00
22 | Lump sum pension income 0\00 0|00
Actual amount of dividends other than
23 | eligible dividends 0[00 0joo 0|00
24 | Foreign business income 0/00 0loo 000
25 | Foreign non-business income 0/o0 0foo 0[00
26 | Other income 0/00 0]00 0/00
49 | Actual amount of eligible dividends 0lo0 0foo 0lo0
Totals™®"* 0[00 0[00 0[00

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).

InTuit
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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 lCounlry CAN l Postal code
Transmitting slips | Residency status _Q_!
o . Type of slip D B} [ ] Re-Amended?
Prepare the T3 slip in ProFile. Type of beneficiary 0.0m o Donefciany. No
Open the “Beneficiary details” form and select the “Type of slip” being Print blank slip? C Cancelled
transmitted. 'NR4 Payer #
Select the “Transmit” option under the “EFILE” drop-down menu in the top | NR4 Residency for tax

toolbar.

|NR4 % rate of tax 0.00

B e e B M e e e AR e Pt AR l®

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.

Review the CRA disclaimer, login, and submit the .xml file.

The file submits; click on the “print” icon on the browser window to print the
confirmation number.

Click the “Close” button.

Data Type [Driginal

’ { Cancel
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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 2017 T3 module is the last one released and you need to
prepare a T3 return with 2018 year-end, the 2018 T3 module is not available until January of 2018. 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

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 FX module in ProFile
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Overview of Form Expert (FX)

FX & FX/Q includes a comprehensive set of tax forms that are fully interactive, automatically performing all calculations.
The forms include:

e T4,T5,T5018,T5008, T5013, RL1, RL3, RL15, and more.

e Partnership Information Return and Schedules (T5013 Schedules and TP600 for Québec)

e Charity & Non-Profit Organization forms (T3010 and TP-985.22 for Québec)

e Additional GST/HST/QST, TD1, RCA, Non-resident and Recourse forms

e Federal, Québec and provincial rollover forms (T2057, T2058, T2059, TP529, TP614, AT107, AT108 and AT109)
e BC Logging Tax Return of Income (FIN542 and FIN571)

e Other forms (e.g RC199, CPT30, T3D, T3RI, etc.)

Related Articles

Review the list of ProFile forms and tax slips
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EFILE Slips for Form Expert (FX)

1 2015 PX/Q File properties

Note: ProFile does not retain a report or record of which slips are transmitted. Always print or | iSaumGinudibricbep]

. . . Santa Claus Warksh
retain a PDF copy of the CRA confirmation of an EFILE when completed. e
Client Status: lZAWorkm process v] [7]Locked
1 e EFiling |Print |
L. . / T4 Ready to file ‘“Work in process
EFILE original and amended slips I T5013__|Readyto file Wark in process
. “« ” Invoice: Time: 05:28:18
Navigate to the “Info” tab of the return.
Date Preparer Action Elapsed Module Ver. i
Ensure the “Yes” option is selected for the question “Are you magnetic media or internet filing 16-09-16 15... TY Modified  00:0337 2016.0.0
slips?". The option to EFILE slips will not appear unless this option is selected. 16-03-1615:.. TY Modified  00:10:27  2016.0.0
16-09-1617.. TY Modified  01:20:23  2016.0.0
Select the “Properties...” option from the “File” drop-down menu in the top toolbar; the “FX/Q
File properties” window displays. G ivemet bl Sips ' ==
Set the “EFiling” status in the “Slips Status:” section to "Ready to file". Select ONE slip tupe
Select the “Transmit slips or a T5013 return” option from the “EFILE” drop-down menu in E HA EEmnf;f}, nd
the top toolbar; the “Internet File Slips” window displays. E %ﬁNFé 't':mptk' H
mpty 3
. TEO1E Empt
Select the slip to undergo EFILE. E R4 Er;npptf
C] 75008 Empty
Select the appropriate option under the “Data type” drop-down menu and click the “OK” button. % “1 3 Fiﬂ-d'r' to File
ripty
iota Crermbn
ProFile builds the XML file and automatically launches the CRA transmission window.

Data Type [ Original

Review the CRA disclaimer, login, and submit the .xml file.

The file submits; click on the “print” icon on the browser window to print the confirmation
number.

. Build the XML file - T5018
Click the “Close” button.

Client: Ak
File: C:hUzers\Documentsibdy ProFile Data'201 5F<\Ak
Status:

| [ ok | [ Caneel
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Batch EFILE Slips for FX

Search By ICIientname v]

Multiple FX slips can undergo a “batch” transmit slips at one time using the Client Explorer All | & | b | = | d | B | f | g | h | i | i
database.

BC Productions Inc.
Files

Starting the Client Explorer database
[ & ProFile: BC Productions Inc (201B12310.1¢

Select “Database...” from the “Options” drop-down menu in the top toolbar; the .

“Database/Client Explorer Options” window displays. SENC DE GYNECOLOGIE REPRODUCTIO
Files

Select the “Use Client Explorer” option. [ & ProFile: 5013 SEMC DE GYNECOLOGIE

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

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 (e.g., “2016”) on the “FX” tab and clear the checkboxes for all other years by unchecking them.
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 Details x| SemchBy |Client name v
displays. EXTONTY | 1 (oo [ca [ e[ 0 [0 [ [i [ k[ ilm[n]

Select the slips to EFILE. Huld EFILE... I o Akhrondion, Nayven

Files

ﬁ Frint files:
Print foores i the files. w ProFile: Akhron Enterprzes [20141231 1144
Building the EFILE Link Clear selection :I:hmndmn, Hayven
iles
Select all .
m &.1 Frofile: Akhron [nc [200 4123 114
Click the “Build EFILE...” link in the top-left “Actions” menu.
3 file[s] selected £<
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Batch File for FX (continued...)

The “Build the XML file” window displays. *.d Build the XML file |_ 5T ||
Select the slips to undergo EFILE (e.g. “T4”).
| Agency CRA, v] Data Type ’Original v]
Click the “OK” button.
The XML file builds and the CRA “Internet File Transfer” window opens. O'Client MNarme (Fil..| T4 | T44 | T4. | T6 |T50..|T50..| NR4 |
;-"SENC DE GYMECOLO.. G [ r r r r r r
“BC Productions Inc. c. - O O - -
Transmitting the XML file to CRA

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.

Complete the XML transmission process.

ol = e Canadi

Canada Revenue Agency

Ww O QC £a

Comtact Us 1help canada.gc.cn

Returm to § Sing Internet File Transfer (XML)

Infurmation

[emra— To file your slectronic information retumm you muss provide the folloedng Information

Electronically ~Stepl: ldentification ara il
|

Newed a Weh
access code? YOl ACCoUNT nunter (regueed)

Note! Do not enter dashes o 3paces In the account mumber
g

Your Web atcess code. (requited)

"
1Ty siCh mudl De anlared In e Samm Upper o lower Cate s whes it wd |
provided to you

Continue 10 step trd

e —"—/——7
Date Modified: 2015-01-05
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Transmitting Amended Slips for Form Expert (FX)

T4Detail -
Preparers can electronically file an amended slip through the FX module. I T4 Details
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 Sumame _
completed. First name Initial

Address

City Province
Transmitting an amended slip Postal code Country CAN

SN Employee no.
Open the applicable return in ProFile (e.g., a T4) Province of employment E Employment code !

Pay period type N/A E

Under the "Slip type?" section, set the type to "AMENDED". Slip type?

Carry forward this slip? Yes |:| Mo

Make all the necessary changes to the slip.
Select the "Properties..." option under the ProFile "File" drop-down menu in the top toolbar.
Set the "Slip Status" for "Magmedia" to "Ready to File".

Select the "Internet File Slips" option under the ProFile "EFILE" drop-down menu.

Check the box of the slip to be transmitted (e.g., "T4").

MHoMame
o Client Status: [Z.Wurkin process

# of pensionable pay periods M/A ﬁ
ORIGINAL B [ ] Re-Amended?
Print blank slip? [ ]
o Slip type? AMENDED .
v] [ Locked
|Maqmedia |Print I

Change the data type to "Amended" in the “Data Type” drop-down menu. Slips Status:

T4 Feady to file

Click the "OK" button; the amended slip transmits.

ProFile builds the XML file and automatically launches the CRA transmission window. -
,’j Internet File Slips ™
Review the CRA disclaimer, login, and submit the .xml file.

leDrk in process

23|

. . ] . . . . Select OME slip type
The file submits; click on the “print” icon on the browser window to print the

confirmation number.

T4 ReadytoFile
Td4  Empty

T44MFA  Emply

TS Empty

Ta018 Empty
HA4  Empty
THOOE Emphy

Ta013 Empty

Click the “Close” button.

m

RL1T  Emphy
Ol C b
Data Type Amended

O profile

ook

Cancel
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Transmitting a Cancelled Slip for Form Expert (FX)

Preparers can electronically file a cancelled slip through the FX module. TeDetal T4 Details
Note: ProFile does not retain a report or record of which slips are transmitted. 3 T'm O
Always print or retain a PDF copy of the CRA confirmation of an EFILE when Sumame
completed. First name Initial
Address
L. . City Province
Transmitting a cancelled slip Postal code Country CAN
. . . SIN Employee no.
Open the appllcable return in ProFile (e.g., a T4) Province of employment E Employment code !
et " . " " L. Pay period type N/A E # of pensionable pay periods MN/A i
U.nder the SI|.p type?" section, set the ITyl|loe to "CANCELLED". When transmitting, the Sip type? ORIGINAL B [ Re-Amended?
SllpS aUtomatlca”y revert to a value of "0". Carry forward this slip? Yes |:| Mo Print blank slip? |:|
Select the "Properties..." option under the ProFile "File" drop-down menu in the top toolbar.
Set the "Slip Status" for "Magmedia" to "Ready to File". o Slip type? CANCELLED H
Select the "Internet File Slips" option under the ProFile "EFILE" drop-down menu.
MaMame
Check the box of the slip to transmit (e.g., "T4"). o Client Status: [2. Wark in process '] [ Locked
Change the data type to "Cancelled" in the “Data Type” drop-down menu. Slips Status: |Magmedia |Print |
T4 Feady to file leDrkin process
Click the "OK" button; the amended slip transmits.
ProFile builds the XML file and automatically launches the CRA transmission window.
Review the CRA disclaimer, login, and submit the .xml file. il Internet File Slips ; I [ﬂ
The file submits; click on the “print” icon on the browser window to print the Select OME slip tupe
confirmation number.
: “ ” T4 EITII:It_'.-' 1
Click the “Close” button. T44NE Ernpty |
T5%  Empty 2
T5013 Emphy )
HA4  Emply
| Ta003 Emphy
Ta013 Emphy
ALT  Empty i
] ) C ek

Data Type Cancelled - ]
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®

Verifying Client Data for Form Expert (FX)

Verifying Client Data before filing slips in FX module @ 1. Info |

Before transmitting a slip or return information with EFILE, ensure that the Info
file is complete and accurate. ProFile includes audit and review tools that

can help. -
Taxation Year
FX Module Tax Year
Fiscal Period Start yyyy/mm/dd End yyyy/mm/dd
Ensure the question “Are you magnetic media or internet filing slips?” Are you magnetic media or internet filing slips?
question on the “Info” form is set to “Yes”. Yes No |:I File 1D

Transfer data to applicable forms? [Ifes ﬂo

Ensure any messages in the Active Auditor, especially those in the “Mag
Media” tab, are resolved. Double-click the message in the Auditor to identify the area that needs reviewing.

When undertaking the initial EFILE of a slip, preparers enter the transmitter number in the EFILE wizard. If | Electronic Filing OP_

a transmitter number has not been provided, use the default “MM000000".
General
If transmitter information must be changed in the future, select “EFILE” -> “Options” -> “Transmitter” T1
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 Intemet Filing
T3/FX

Transmitter

Contact information

MRQ Shp Numbers

Intemet File
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Verifying Client Data for Form Expert (FX) (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
“plus” (+) symbol adjacent to a failed file. Hover the mouse over the message
to read the full text.

A common cause of invalid XML files is the use of overrides on fields that are
included in the information that is to be sent (e.g. when overriding a field
instead of using amounts that ProFile calculates or carries from another form.)
Avoid using the override feature whenever possible.

B file.

€3 Shptt: 1 ASDAS - Required field - please complete.
Q ShpH: 1 ASDAS - Recipient address iz incomplets.
€3 Summary; Required field - please complete.

(3 Summary: Employer/Payer name is incomplete.
Q Surmmary: Employer/Paver address is incomplate.
€3 Summary: Accounting contact infatmation is inco...

3¢ 1 WMol ame

€3 Summary: Business number is incomplete. Please .

Client:  MoMame
File: C:hzers\Sogekini PCA\Documentshby ProFile Datab201 BF=\MaM anm
Status:
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Print Setup for Form Expert (FX)

Select the “Print Setup...” option from the “File” drop-down menu in the top toolbar.
The “Print Setup” window displays.
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.

Select each available category and set/approve the margin settings, font scaling,
position, duplexing, and other printing values.

Click the “OK” button to save the print setup settings.

O profile

e

[¥] Always use DefaultWindows Printer

Print Setup [ 2 -Eh_J
B8 62015 T3/TPe46 v | fo 72017 F/0 v sl

Let |02 = Top 020 [
Right 02" | Botom [0.2" [

Category Printer Bin

Forms Viprintysecureprint Auta Tray Select
Letters Viprintysecureprint Auta Tray Select
Labels Yprintysecureprint Auto Tray Select
Printer

Vyarinthsecureprint Auta Tray Select Froperies
Margins Fosition and duplexing

[T Frint as bhoaoklet

Centre Horizontally

[¥] Size to fit page

[[1Use printer duplex settings
[T Allaw duplex form merging

Fant Scaling !
1 Mone [CIFlip pages up
@ Autormatic Options
=1 Manual Print Status Box
' [] Print Grey Scale
Graphs
@ Black and white ) Full calour ) Patterned colaur
Cptions for all modules
Confirm auta font scale changes
[ a8 ][ Cancel ] [ Metwark ] [ Help
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Managing printing in ProFile
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Print Setup in ProFile

Select the “Print Setup...” option from the “File” drop-down menu in the top
toolbar.

The “Print Setup” window displays.
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.

Select each available category and set/approve the margin settings, font
scaling, position, duplexing, and other printing values.

Click the “OK” button to save the print setup settings.

O profile

-

Print Setup

& 52015 T3/TPE46 ¥ | [gd 2.2017 F/Q v “
[V] Ahways use Default Windows Printer

Categony Frinter Bin

Faorms yprinth secureprint Auto Tray Select
Leters Vyprinth secureprint Auto Tray Select
Lakhels Wprinth secureprint Auto Tray Select

Printer
W printsecureprint

bargins

Left |0.2" = Top

o Auto Tray Select Froperies

Fosition and duplexing

L - [ Print as hooklet

Centra Horizantally

Right |0.2" = Botom 02" 2 [¥]Size to fit page

[[]Use printer duplex settings
[T Adlerws duplex farm merging

Fant Scaling
) Mone [ Flip pages up
@ Automatic Options
© Manual F"r!nt Status Box

[T Frint Grey Scale
Graphs
@ Black and white ) Full calaur ) Patterned colour
Options for all modules
Confirm auto font scale changes

0] 4 H Cancel ] ’ etwark l ’ Help
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Printing: Printing Different Copies

ProFile users can set the print job options for returns and forms.
Setting print job options
Open the return in ProFile.

Select the “Print...” option from the “File” drop-down menu in the top
toolbar.

The “Print Selection” window displays.

The “Print Job” section in the top-left corner of the window displays the
print job types (e.g. “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.

Set the print job settings along the section on the left side of the
window.

Advanced and simplified settings

Click the “Advanced” button in the bottom-left corner; the advanced print
job options display.

To return to the simplified view, click the “Simplified” button in the bottom-left corner.

Printing jobs

A Simplified

[ Take snapshat
Change the status to

’Unchanged v]

Options
[[Keep selections

Print Al Pages -

Date in heading

[¥] Detault printar

[¥] Merge print sets

[C] Show only Selected

Printing Tips
Help
Click the 7' symbal in
the top right cormer of
this dialog box. Then,
click any element fqg.

&
=
@

o

Information return for electronic... jig

r.{i 2016 T1/TP1 Print Selection - . -‘ - : _- e — &Iﬂ
Print Job I
[¥] Allow multiple jobs Print Details

E E:ﬁe;ﬂusiness B E H [ [F Printthese sets
Jm_ [T [E B [ E Archive these sets (POF)
T1 Revigw T E = [E  Duplexsets
T E E Review marks
T E B H 4 per page
[ 5 = g 5 Language
After printing Find Form:

Click the “Set Defaults” button to set the selected print job options as the default.

Click the “Print” button to print the print job.

O profile

T183-2 Infarmation return far electronic... ||
RC71-1 Discounting transaction - page..
RC71-2 Discounting transaction - page..
Ti-1.2 T1 jacket- pages 1.2
T1-3.45 T1 jacket- pages 3,45
31 Federal Tax
52 Arnounts transferred from your .. |I
53 Capital gains (or losses)
54 Staterment of investment income
[El =5 Dietails of Dependant
[E =6 Waorking Incomea Tax Benefit
57 RRSP and PRPP Unused Caon..
S8 CFF on self-employment and ..
L] Daonations and gifts
Daonations Charitable donations
310 El and PPIP Prerniums e
[ Print ] [ Setup... ] [SetDefauIts] [ Cancel ] [ Help
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Printing to PDF in ProFile

Setting print to PDF options
Open the return.

Select the “Print/Email PDF...” option from the “File” drop-down menu in
the top toolbar.

The “Print Selection” window displays.
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

Set the necessary options for PDF printing.

Previewing the PDF

Click the “Preview” button; a preview copy of the PDF displays.
Review the form for any issues or needed corrections.
Advanced menu option

Click the “Advanced” button.

The window expands to display the advanced print to PDF options.

Bt file.

," 2016.'I'Ll"TP1 eReview Print Selection

Print Jok
[¥] Allowe multiple jobs
T1 Paper

T1 Early Business

T1 Review

Adter Build FDF/Ernail
[ Take snapshot
Change the status to

’Unchanged v]

Options

[] Delete PDF

I Fesolution | 300 DRI -
Ermail Template
’(none) V]
Frinting Tips

After printing

Select Take snapshot'
to automatically take a
shapshotwhen you
print the file. et

Print Details

4[] Brown, John
»-[#] T1 EFILE for Client (Standard)

[ keep selections
[/ Diate in heading
[¥] Merge print sets

Erail address for Brown, John

john_brown@browncorp.ca

Freview H Ernail ” Cancel ” Help

o
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Printing to PDF in ProFile (continued...)

Building the PDF

Email address for Brown, John

If there is an email listed in the “Email Address” field, delete the address. |

The “Build PDF” button activates. o Preview | |Build PDF | | Cancel || Help
Click the “Build the PDF” button; the PDF creates and the path/file name displays. o
Click the “OK” button; the build of the PDF completes.

Information | = |

Related Articles:

Review the support article to learn more about the “Archive PDF” functionality.  Thefollowing PDF file was created:

C\Users\IVISSERDesltop' Mew
folder\MyProfileData\ 2016 T1\Brown, Jehn.pdf
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Setting up Duplex Printing in ProFile

Print Setup — s x|
W120BTITP  v|j 2204200772 v | @52016T v/
Duplex printing allows preparers to print returns on both sides of a single sheet of paper. + 7 Abeays usa et Windows Printer
. —— . Category Printer Bin -
Setting Duplex Printing Options Tljecket  \\10.137.115220\SoCal_IPRINT Auto Troy Select
TN laabiaa IR T2 11E 2901 Ol IO T A T i Cabinaa

Open ProFile.

Select the “Print Setup” option from the “File” drop-down menu on the top toolbar; the
“Print Setup” window displays.

Select the desired tax year and module from the tab menu at the top of the window (e.g.,
“1.2016 T1/TP1").

A list displays below the tabs, detailing available forms, letters, and more.

Uncheck the “Always use Default Windows Printer” above the “Category” heading.
Click on the first item under listed under the “Category” heading (e.g., “T1 jacket”).
Click the “Properties” button under the “Printer” heading.

The print properties window displays.

Select the duplex printing option from the options presented; note that this option may
vary in name based on the individual printer manufacturer. In the example below, the
duplex printing option is titled as “2 on 1 (2 sided)”.

Click the “OK” button. On the “Print Setup” window, check the “Use printer duplex
settings” box; this activates the duplex settings. Repeat the duplex printing configuration
for each applicable option under the “Category” list (e.g., “T1 forms”, “Letters”, etc.)

Printer_

[\10.137.115.220450Cal_IPRINT | |Auto Tray Select  ~| | Properties |

Position and duplexing

Margins
[ Print as booklet

Left |0.2" “ Top 0.2" £y . :
["] Centre Horizontally

Right [02" 51 Bottom [02" |21 __[DSizetnfitpage o
7] Use printer duplex setings

Font Scaling CIAT

'None .| Flip pages up

o Automatic Options

*) Manual : :Pr!ntSlatus Box
|| Print Grey Scale

O profile

Print Setup -

ke 12006 T1/TPI

¥ |l 320142017 T2 v | Gl 52016 T3

2

| [TTAlways use Default Windows Printer:

’ Category Printer Bin =
T1 jacket 4410.137.115.220\SoCal_IPRINT Auto Tray Select Z
TP1 jacket YW 10.137.115.220\SoCal_IPRINT Auto Tray Select
T1 Forms 41410.137.115.220\SoCal_IPRINT Auto Tray Select

| TP1 Forms  \\10.137.115.2204SoCal_IPRINT Auto Tray Select -

l < m »
Printer

1110.137.115.220\S0Cal_IPRINT v || Auto Tray Select 0] Properties |

w0 \\10.137.115.220\SoCal JPRINT Properties i i PE——
One Chck Presets | Detaled Setangs | Configuration/about

One Click Preset List:

Current Settng

Bask Setting 2oni 1 sded

17

20n 1(2 sded) Prack and White (2 sided)

Job Type: . - -
Normal Print - [ Detass...

Oocument Size:
ket .50 129 =

‘Eru,: Tray:
O |auo Tray Select -

141



®

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

Select the “Print Slips Setup...” option from the “File” drop-down menu in the top
toolbar.

The “Slips Print Setup” window displays.
Select the tax year from the module drop-down menu in the top bar.

Select the slip type from the tab menu (e.g. “T4PS”). Update and apply the necessary
print slip settings.

Click the “Test” button to test print the settings.

Click the “OK” button; the settings save.

Printing the slip

Slips Print Setup

o —

e 12016 T3/ TPE4E W &5 42016 Fx/0 Yl
Erint Set [PaperFiIing v] [V] Ahways use Default Windows Frinter
Te018 | Tez02a | T4aRca | T7atRca | T [ RU | RL2 | RL3
RLIE | R4 | R e
T4 | 15 [ Tas | T4rs T44NR | nR4 | Ts008 13
Slip Sorting Collating
) Mane @ Marne 5N [¥] Group by Slip Copy
MName Farm Type Frinter Bin it
Copy 1 Laser Facsimile \\printysecureprint  Auto Tray Select 4
Copy 243 Laser Facsimile \\printysecureprint  Auto Tray Select
[T e ot [ b vt P U LR R (| |

Farm Type Printer

Laser Facsimile - |[Whprintysecureprint Auto Tray Select Froperties

Margins/Offset

Lett ne" = Top |02 =
Right [0.2" | Bottom|02"

Fosition Options
Center Horizontally Fause for Farm Change

[] Size to fit page PCL Graphics Passthrough

*Please note: ltems that are grayed out are no longer available_nFi mmdule.

(0] H Test ” Cancel H Netwark ” Help [l

There are four printing options available under the “File” drop-down menu in the top toolbar:

e Print...

e Print/ Email PDF...
e  Print Slips...

e 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)

Open the generated PDF in the PDF-viewing software (e.g. Adobe Acrobat); ensure that the PDF is set to fit on the page.

Select the desired paper size under the “Page Setup” option.

Match the desired paper size under the “Printer Properties” option.

InTuit
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QuickBooks Integration

It is easy and convenient to integrate QuickBooks with ProFile.

The following support articles detail the process.

Integrate ProFile and QuickBooks
The integration process allows ProFile to display as an integrated application in QuickBooks.

https://profile-en.community.intuit.ca/articles/1625439-how-to-integrate-profile-and-quickbooks

Importing data from QuickBooks to ProFile (T2)
The import data process imports amounts from QuickBooks into ProFile.

https://profile-en.community.intuit.ca/articles/1625388-importing-data-from-quickbooks-to-profile-t2

INTUIT g
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QBOA Software Integration in ProFile

QBOA integration is undertaken via the Workpapers.

@ Accountant =  Gotoclient's QuickBooks ¥ +

OUR P IcE v

1
& Clients

Workpapers is a collection of tools in QBOA that allows
accountants/bookkeepers to quickly and efficiently complete year-

Team

end WO rk for their client. o CLIENTS BOOKKEEPING PAYROLL

Name Status For Review Banking Status. Items Due

] TralBalance Company ey

Accessing Workpapers

Log in to the QBOA Firm containing the data to be exported:

= g mre—eoemo

Workpapers Tax year 2016+ &

https://ca.gbo.intuit.com/app/trialbalance

Click the hyperlink text under the Workpapers column.

View activig
Tax Review Started September 14,2016 Tax Period End
Al ToDAY
Working Trial Balance GIFI Mapping @ o
ACCOUNT NOING BALANGE 2016 UNADAL
rana = n 3

jjjjj

Preparing data to be exported in QBOA

Open QuickBooks.

Navigate to the Workpapers section for the client’s books.
Note: only tax year 2015 and forward are supported.

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.

Bt file.

RN © 0 -

TAX

Workpapers ((0)

2016: Continue review

EYreye

{ER TRANSACTION
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QBOA Software Integration in ProFile (continued...)

=  © TesBaanceCompany v s | @
Workpapers Taxyear 2016+ & nish review m

.
View activlty
Tox Aeview Started Seplember 14,2016 Tax Benad End
AN . Topar

:

T2 Corporation s [

Once complete, click on “Save GIFI codes” in the top right corner; the
information saves in the GIFI File format.

Open ProfFile.

Create a T2 return, or open the existing T2 return associated with the
QBOA firm.

unmappea 170012078

Importing the GIFI from ProFile —
Select the “QBOA Import” option under the “File” drop-down menu in -
the top toolbar.
Click “OK”; the process completes. .
= B o Com o
Workpapers Save GiFl codes

GIFi Mapping &9

T2 Corporation -y

Unmapped 1,770.090.41
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Inuit “One Account” log in

INTUIT
The Intuit “One Account” tool allows access to several Intuit products and services with a single log in and
password. @ turbotax @ quickbooks @ mint
One Inuit products and services One Account.

Everything Intuit.

The “One Account” tool provides access to the following:
Sign in to your Intuit account to access all our

e ProFile Review PRTERL LD

e ProFile Link Email or user ID

e ProFile support community =
e QBOA

* QBO Password

e TurboTax online =

One Account access Remember me

Customers can create a “One Account” when accessing a supported service for the first time. o “

The “One Account” log in window displays when accessing a supported service.

Select the “New to Intuit? Create an account” link at the bottom of the log in window to create a new

account. | forgot my user ID or password

New to Intuit? Create an account.

INTUIT g
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Backing up to Cloud for ProFile Review

How do I first synchronize my returns with ProFile Review?

There are a few steps you must follow to synchronize your data with ProFile Review. These steps are:

1. Enable synchronization on ProFile Desktop.

Create or register an account with ProFile Review and associate it with a License Key and Order Number.

3. InProFile Desktop, sign in to your online account by clicking the Online menu and choosing Manage Online Account. (Enter the account credentials
and password that you used to register your account with ProFile Review.)

4. Select the folder that contains the returns you wish to synchronize with ProFile Review.

N

Do | have to sign in to my Online Account in ProFile to synchronize with ProFile Review?
No. Once you complete the initial synchronization with ProFile Review, every time you save a file it automatically synchronizes with ProFile Review.

How do | synchronize my data while within ProFile Review?
As with ProFile Desktop, synchronizing occurs automatically. Every time you save changes made to the return that you are reviewing, you are synchronizing
your data with ProFile Desktop.

How do | know that the returns | reviewed in ProFile Review have synchronized with ProFile Desktop?

When you open ProFile, a pop-up window will appear telling you that changes were made to the return using ProFile Review. You can review these changes
in ProFile’s Auditor Tool using a new tab called “Online Change”. Every review mark and memo change that was made in ProFile Review will appear in the
“Online Change?” tab in the Auditor Tool.

Note: you cannot save a return that has been reviewed using ProFile Review until all of the online changes noted in the Auditor Tool are accepted or

declined.

Can | edit a client's tax information from online with ProFile Review?
You cannot edit a client’s tax information. You may add or edit review marks and memos, and create PDFs of returns.

Why don't returns that | have uploaded show up in ProFile Review immediately?
The Client List is cached (temporarily stored on your computer) to make navigation faster. It should refresh within about 10 minutes. Alternatively, you can
sign out and back in again, or refresh your browser.

O pibfile.
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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. e

"")"i'.'*oﬁle Purchase a ProFile OnePay

Click “Next” to purchase a OnePay lkense. This will provide you with
the abelity to prepare and file a single Profile TL/TP1 retum. If you are
carmrying forward from a previous version of Profile, you must do 5o

e an existing ProFile customer whose license has expired, but still Get a Trial License before continuing with OnePay. Cick Here to carry forward.

needs to file a return or returns

OnePay is best suited for:

Tz cbtan o free inal icerse code vardt e

Fle Website or call 1-800-452-9970 Dohg 15 or more retums? Purchiase ¢ limited Licey

leam more by starting a live chat with a representative.

e anew ProFile customer with a limited number of returns to be ?‘;‘{’_',tfj‘,‘“f"fft'f‘-’
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 * P Concel

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.

Q En”-'bfile,, 151



Purchasing ProFile OnePay

Please be aware: an Internet connection is required to complete the purchase via our secure 0 ';")'i"'z)file
web page. OnePay can only be purchased from within ProFile. ‘

o Get a Trial License
Purchasing OnePay e o e

Open ProfFile.

Open a new return (“File” -> “New” from the top toolbar) or carry forward an existing return
(“File -> “Carry Forward...”).

OnePay License Purchase

You are about to purchase a ProFile OnePay license for the 2016 T1/
TPL This license will allow you to prepare a single T1/TPI tax return for
the client specified below.

SIN

144935913

First Name Last Name

Wi Smith

Next Back

The OnePay payment wizard displays, requesting the following information:

e the social insurance number (SIN)

Lneckoul
e the first/last name of the taxpayer whose return is to be filed °
Click the “Next” button.
Customer Information
Complete the “Customer Info” information: o
e the necessary company and billing information
e the necessary payment information T e———T
e aconfirmation of the payment and purchase information
Click the "Place Order" button when all necessary information has been provided. =

The confirmation window displays confirming the OnePay has been successfully purchased.
Close the confirmation window.

The preparer is returned to ProFile and to the return to be filed.

Item

& the Place Oeder buttom o r‘I Place Order

Qty Item Price Item Total

Profile T1/TP1 - OnePay (2016, $27.00 $27.00

Billing Address

O profile

Payment Mcthod
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Troubleshooting ProFile OnePay

| am being prompted to purchase OnePay...

If a ProFile customer attempts to populate a form for any module (e.g., 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 arepresentative ID
e EFILEaT1013 form

To learn more about authorizing or cancelling a representative, please review the CRA article.

| downloaded a trial version of ProFile, but when | 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:

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.

ok wnNeE
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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 anetwork 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:

e check ProFile version is the latest

e check Windows Update for any recent OS updates
e set firewall/antivirus exception for ProFile

e set SSL/TSL security

e allow pop-ups

e clear your cache and browsing history

e check for Proxy settings

e 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.

B file
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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 | use the option package?
An options package can be used two 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

Start ProFile.

Select “Options Administration...” from the “Options” menu; the “Options Administration”
window displays.

Set the necessary options for the package (e.g., template use, pricing, database, etc.); these
selections will become the settings in the new options package.

Select the options package type (1, 2, or 3).

Check the option “Include preparer and discounter name with Option packages”, if
applicable.

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.

Click the “New” button.

The “New Settings” window displays.

Enter the name of the new options package.

Click the “OK” button.

The new options package file saves to the designated location and displays in the “Options
Packages” list.

B file.

(at'! Custon Ty 10 lond packant from ophion packge ooups Lrtd avalable packaoe s fouryd

™ Inchude preparer and dscounter name with Option packsges. Loan moee
l ¥ Protmet 1o save changes

™ ASow mutiple Options packsge goups

IC \U sers\ QRN \ O ocuments \My ProFile Data\Dptions Package Browse I
 Dphions Packages

No ophions fles found New |

. T

hlesdSattings 2] = |
Settings Name
[Oplions Package 123
[ OK [ Cancel ]

Options Packages
Mew Settings 1

Mew Settings 2
Mew Settings 3
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Managing Options Packages in ProFile

Options package management includes several tasks that can be undertaken, including:

e creating a new options package

e |oading an options packages

e updating an existing options package

e deleting an options package

e transferring an existing options package

Review our full support article to learn more about how option packages are managed.
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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 is connected to a network/server/terminal server, users should use the options package stored on the network/server/terminal server.
When the laptop is disconnected 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 are disconnected
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 full support article to understand more about using multiple options packages.
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Password Protecting Options Packages in ProFile

Any options package can be password-protected. This prevents unauthorized users or other preparers
from altering the options package.

Password protecting options packages

Select the “Options password...” item from the “Options” drop-down menu in the top toolbar.
The “Set Options/Delete Password” window displays.

Enter a password in the “Password:” field of the “New password” section.

Enter the same password again in the “Confirm:” field.

Click the “OK” button.

The password saves and the options package file is protected from alterations and deletion.

A prompt requesting the password displays any time changes are made to the settings.

Bt file.

~

¥4l Set Options/Delete Password ?

Old password

MNew password
Password:

Confirm:

EFILE Options (including the setup of
=~ login information) are configured
through the EFILE > Options menu.

[ OK ] [ Cancel

160



P

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
Open ProFile.

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

The “Module Options” window displays.

Select the appropriate module and year from the tab menu in the top
of the window (e.g. “2014 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 option may be selected from the lists.
Click the “OK” button.

The file locks when the selected criteria occur.

B file.

Modul 0"
ule pllons

i 12014 T1/TR v| fed 3.2013-2015 T2

File Template

m Data Locking | Wariance | Disclaimer | T/ TP Review

[C]%Warning on file creation

Client Status

[l Unknowm

[ Carried farward
[CI"Wark in process
[['Waiting for client
[[n preparer review
[[n partner review

[T Ready to print
[¥ Printed
[l Completed

[T Mat filing

EFILE Status

[] Unknaown

[ Mot eligible
[CEligible

[ Ready to transmit
[ Transmitted

[[] Accepted

[ Mot accepted
[[IPaperfiled

(5

=)

v | el 5e014T3TPedE w | [@d 22014F |

Browse

Language
@ English

) French

Help
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Security: Data/File Locking (continued...)

Setting the print locking options —
Select the “Form Selection...” option from the “Options” drop-down menu in the top toolbar menu. ) 12014 T1/TP1 v | L 320132
Print Jaob o Farm Se
The “Form Selection” window displays. |
[T'I Faper v]
\Fl
Select the appropriate module and year from the tab menu in the top of the window (e.g. “2014 T1/TP1”). o T p—— S IE
Click the drop-down menu arrow in the “Status after printing” section; the menu expands. E3D STz L
Change the status to [ E

Select the appropriate option from the menu. | Nt filing v

El
o |

| Unchanged

. . | Carried fonward [:
Set the appropriate options for each module. Wwork in process r
"W aiting for client :
: “Ar I preparer review L =

Click the “OK” button. In partrier review
Feady to print ind Fo

; ; Frinted

After the return is printed, the return locks to the selected status. Completed ﬂ
[
[
I
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Locking a PDF in ProFile

Envircnment Options

?

Data locking automatically locks a return to prevent any changes from occurring I Preparer | Discounter | Trustee | Audit ISystem | HyperDacs| PDF | Natifications |

after the return’s status is set.
Setting the PDF locking options
Open ProFile.

Select the “Environment...” option from the “Options” drop-down menu in the
top toolbar menu.

The “Environment Options” window displays.

Select the “PDF” tab.

Select the appropriate option under the “PDF Security” option list:
e None
e Client Name + SIN/BIN/TAN/PN

e Client Name + DOB/Fiscal EndDate
e User Specified

Setting Owner Password

(2

FDF Mame
T Custam
T2 Custam
T30 Custam
Fe0) Custom

FOF Archive Directories

- | @ Same as Tax File Ma
- | @ Same as Tax File Ma

- | @ Same as Tax File Mai

+| [+] [+] [+

- | @ Same as TaxFile MNa

[[] Specify Default Custarm Directory for POF Archive Files

ChlUsers\WISSER,Documentsi My ProFile Data\Archive Browse Achvanced
Module Custom Directory i‘
2my T I Yith Tax File J

ZMEe T r YWith Tax File
20151 r Yfith Tax File ﬂ
FOF Security

SetUser Password (Read and Print Only)

@ Monhe

O CliertNarme + SIN/BN/TAN/ PN [(Simith333)
) ClientName + DOB/Fiscal EndDate (Srith
0 User Specifiec

Set Owner Password

Pratects the POF docurnent frarm

heing edited o

OK. ] [ Cancel ] [ Help

Office Info Setup wizard l [

The “Set Owner Password” option provides an additional level of security to prevent a “locked” PDF from being edited.

Enter a password in the “Set Owner Password” field; users will require this password to open a file, in addition to any password set in the “PDF Security”

option list.

Click the “OK” button; the PDF locking selection applies.

InTuit
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Using 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 <Ctr|+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 <Crtl+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+O>
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ProFile Keyboard Shortcuts (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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Learning more about ProFile

© profile.



ProFile Community and Support Site

The ProFile Community and Support Site has recently undergone a
redesign in order to serve our customers more effectively. You can now
search both our support articles and forum questions at the same time,
in order to return the best possible answer to your product question.

Available 24-hours a day, our Community and Support Site has more
than 800 articles designed to improve your ProFile experience.

https://profile-en.community.intuit.ca/profile-ca-en

O profile

@ profile

ProfFile for Windows

ProFile Commaunity and

SUPPOr

Browse Topics

Announcements and Trending
Topics

®

Prepare & Review

&

Products and Services

&

Network & Database

I+l signnn

&

Install & Configure

Additional resources

Browse Community Posts
Contact Support

Remote Desktop Session
Webinar and How to Videos

Browse the Document Library
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Sending Feedback about ProFile o
ProFile users can conveniently provide feedback on ProFile’s functionality or suggest an enhancement yil Fesdback | = |

to the product.

Post an Idea

All feedback is reviewed by the product owner, developer, or analyst. When you post an idea to our feedback forum, others
will be able to subscribe to it and make comments.

Opening the feedback window in ProFile

Select the “Send Feedback” option under the “Help” drop-down menu in the top toolbar.
The “Post an idea” window displays. o
Describe your idea in the feedback field; you can be as specific as you like. m

Click the “Next” button when finished.

The “Additional details” window displays.
|| Feedback o

Enter the idea title (e.g. “New function idea”) and select the related category. If you are unsure which
category to select, just choose the one closest to matching with your idea/feedback.

Additional details

Enter your email address; this allows ProFile to follow up with you in the future about your Ides ttle
idea/feedback.
H Category
Click the “Post idea” button. Select a category A

Your email address (Sowe can update you
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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.isp

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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