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About this User Guide

Why a User Guide?

Simply put, because our customers asked for it! You wanted an easy-to-reference collection of information on ProFile’s functionality, organized and simple
to use. You also wanted something that you could hand to seasonal hires and employees to help get them started with ProFile, without requiring a lot of
coaching.

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

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

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 regular support hours are from Monday to Friday, 9:00 a.m. to 6:00 p.m. EST.

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

e Internet connectivity is required for activation, licensing, automatic updates, and additional ProFile features (for example, EFILE)

e Network/workstation install UNC path is not supported
e ProFile requires operating system Windows 10 or Windows 8.1
e .NET 4.5.2 installation & registration are required

Note: Apple products are not supported.

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

Processor e 1 GHzor faster

Operating System e Windows 10 (recommended) or Windows 8.1
e 64 bit OS (recommended) or 32 bit OS

Memory e 4GB or higher

Hard Drive space e 3 GB for installation

Printer e Windows compatible printers
Display e 1024 x 768 minimum resolution

e 16-bit or higher colour

Internet e Internet Explorer 11.0 or higher
e a high-speed Internet connection is recommended

e Microsoft .NET Framework 4.5.2

Other e network connectivity is required for database sharing and sharing returns or plans between ProFile users
e eReview feature requires a MAPI email client and a PDF reader application (for example, Adobe PDF Reader®)

IntTuIt
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Getting Started with ProFile
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Downloading and Installing ProFile

Please note: 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.

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.

B gpsetup.exe o 15/2017 1224 PM  Application 1,102,691 KB

“4 gpsetup.exe Date modified: 3/15/2017 12:24 PM Date created: 3/15/2017 1201 PM
L= Application ze: 1.05 GB

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

&

FroFile

Activating from ProFile icon

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
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 “m Done” button after all product codes have been entered. Activation may

take a few minutes to complete. R A

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 l I'm Done 1 [ Next - Set Up Flexible Licensing

InTuIt

ProFile’ Tax

13



QuickStart Menu in ProFile

The QuickStart menu makes getting started with ProFile ProFile QuickStart o w
easier and faster. i 1.2019 T1/TP1 v|idarm | @ 42019 T3P646  w | @ 62019 P ¥
QuickStart menu tabs 0 nfurt f.l QuickStart
prO 1 E1'a T1 Demarrage rapide
2018

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

Create a new 20019 T1/TP1 file
Each module tab features a small black arrow that e

*  Open an existing 2019 T1/TP1 file
expands to list display previous tax years. 9 Comy forward 2 2018 T1/TP1 fie

Recent Files:

Actions in the QuickStart menu

Links from the QuickStart window lets preparers easily

undertake the following: el e

ProFile Help InfoB aze

. L ] ha- H
" create a new file or return User-to-User Forums Document Library

= open an existing file that was previously saved
= carry forward a file from a previous taxation year
to the current taxation year

® 2019 T1/TP1 Tutorials Contact Technical Support

Beleaze Mates

» open a file that was recently worked on ®  Puoduct Information
= access in-product Help, user forums, and more ®  Becore & Prodvisor
Su pport resources Shiow QuickStart when you start ProFile o

Turn off the QuickStart menu

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.

IntTuIt
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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 i : . . 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
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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

N M H M oS H H Search r- ‘ [_ﬂ N ‘ é’“) Suggestion

v n W8l v

Ay

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.

IntTuIt
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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.
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.

IntTuIt
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Envirenment Optiens

Edit Dizplay  File Preparer  Discounter  Trustee  Audit  System  Secuity HyperDocs PDF B f (%

Preparer

? x

Marne:

Firm:

Streat:

City:

Frovince: w | Fosztal Code:

Fhane: | Fax: |

|
|
|
PO Box AR: |
|
|
|
|

Ernail:

Initials

Preparer; | | Partrer: |

[uebec
[uebec enterprize number [MEQ]: | |

Identification Murnber: | |

Professional Fepresentative Mumber: I:l

Authaorize/cancel representative and buzingss consent

ReplD Business Number |

Group D |G_ |

Office Info Setup wizard

Cancel Help

Medule Options

| 2| ==

File Template

General |Data Lacking | Yariance Disclaimer|T1 JTF1 Beview

2POBTITPI  ¥|l3emse017 T2 w | e 520E T3 TPe4E v | [d 22017 < |-

Browse

& Options
O Update preparer information on Info farm {using the informati
Bd Complete preparer information on T1 jacket
B Current signing date

Language
@ English

-~

2 French
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Managing ProFile’s password-protection function

Envirenment Options ? et
Frequently Asked Questions Edit Dizplay ~ File Preparer Discounter  Trustee  Audit  System  Securty  HyperDocs POF Bt
What modules support access to password-protected files? Preferences
Access by features to password-protected files applies to T1, T2, T3, and FX [ llow password protection for retums)
modules. Genernic Password Preferences
Create a generic password far return(s) Shiow Password
Enter Password Canfirm Password
What tax years support access to password-protected files?
. . Click here  ta bout d-protected files.
Access by features to password-protected files applies to tax years 2015 and 7 eI Mere Shoul passwairpratesiea e
onwards.
Access

. Enable the fallowing features access to passward-protected files:
What features currently support access to password-protected files? T
u

Currently the Hub and Corporate Linking features support access to password- T2 Corparate Linking
protect files. More features will support access in future ProFile releases.

MNote:

H H H H Theze features are only able to access hles azsigned a genernic paszword, Files azzigned a unigue password
Applylng generic password prOteCtlon to files cannot be acceszed by these features and will dizplay an emnor mezzage.

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

Open ProFile.

Office Info Setup wizard Cancel Help

Navigate to the “Security” tab.
Select the “Allow password protection for return(s)” checkbox. Preferences

Select the “Create a generic password for return(s)” checkbox; the “Enter Password” and “Confirm o B4 Allow password protection for retums)
Password” fields activate.

Enter a password and confirm it. Bk P tickererisas

Note: click the "Show Password" link to display the password as it is entered. Click the v Create a generic password for retum
link again to conceal the password. Enter Password Confirm Password *ssssssss

Click here o learn more about password-protected files.
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Managing ProFile’s password-protection function (continued...)

Select the “Enable the following features access to password-protected files” checkbox. s E
Select the feature to permit access to password-protected files (for example, Hub and/or Corporate Enable the following features access to password-protected files:
Linking).

Access

Click the “OK” button; the password-protection feature activates. Users

) ) [ Enable the following features access to password-protected files:
can now apply password-protection to files.

% T 2 Corporate Linking

Applying password-protection for files

Complete a new file in ProFile. e T
NoNarme
Select the “Save As...” option under the “File” drop-down menu in the top toolbar; the "Save As" Ciem Situs: 2. Workinprocses ¥| Dltocked
EFILE Status: 1. Mot eligible ~
window displays. SENDStens: 2 Elgols .
TP Status 1. Mot eligible ~
Select the "Use generic password" checkbox in the bottom-left corner of the window. - E |
[ Discounted? [JCRAEmors 2139
Note: click the "Show password" link to display the password as it is entered. Click the link again to Dele  Preperer  Asion  Elapsed Modhie ver
20/03/06 13 Created 201920
Conceal the password 20/03/06 13 Modified 201820
Click the “Save” button; the file saves with the new generic password and is readable by the selected
ProFile features.
Related Articles |
| Preparer | | Paner | |
t - File Name
Review the su QQOI’t article for additional deta”& \c\Usavs\TESﬂ\Dncumems\MyPmﬁ\e Data\201 9T 1\MoName 19T \
?-\::::;DE acli‘:dg 10 Cloud o
" Password Cancel
Canfirm Help Achvanced 3>
Show Password

Password:
Confirm: Ax

V| Use generic password
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Setting up for EFILE in ProFile

r " ]
EFILE Wizard | &

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

wizard in ProFile. ProFile EFILE Wizard

. The EFILE "Wizard will lead wou through a simplified
Setting up for EFILE configuration of wour EFILE optians.

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

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) < Back

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.

Note: if you are using an Options Package, save the options package after entering in the new EFILE information.
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Creating a New File in ProFile

] ) . o ) . Wil PROFILE - [2019 T1/TP1: <MoMame> - Persenal information]
Creating a new file or return in ProFile is quick and convenient. Vi Fie| Edit Audit Goto Form Options EFILE_ Online Tisining Window Help
MNew A 2019 T1/TP1 Ctri+«N
Note: only tax modules that have been purchased can be created in ProFile. = Carry Forward... Ctr B. 2018 TI/TP1
However, previous tax years are made available for the purchased tax module. DT Max Carry Forward... CT2
I TaxCycle Carry Forward... » D. 2019 T3/TP646
Creating a new file Open... Curl+0 E. 2018 T3/TP646
Reopen F. 20019 FX/Q
q Save Ctri+5 G. 2018 FX/Q
n ProFile. 2
Open ProFile S e Older T1/TP1 Modules
R B Older T3 Modules
Select the “New” option from the “File” drop-down menu in the top toolbar. L Close family Cerl+Q Older EX Modules
L Ml oo s e el | I Ll
A list of available modules displays in the menu. 2 Jtus on Uecember 31, ZU1!
Older T1/TP1 Modules > 2017 T1/TP1
Select the desired module; a new return opens in ProFile. Older T3 Modules > 2016 T1/TP1
Older FX Modules > 2015 T1/TP1
i . 2014 T1/TP1
Yes No | Were you married or Iy =
Creating Older Files time in this tax year? 2013 T1/TP1
ot # Resideicy 2012 T1/TP1
. L . T
There are three options under the “New” option in the “File” drop-down menu for older modules: Province of residence S AL,
on 2019/12/31 2010 T1/TP1
M Province of self-employ 2008 T1/TP1
e Older T1/TP1 Modules ggr; becan;e == cfeas« e
, enter date o
e Older T3 Modules - 2007 TA/TPY
e Older FX Modules 2006 T1/TP1
2005 T1/TP1
Select the applicable option for creating an older module (for example, T1/TP1); a list of previous tax  from mailing Are you a non-resident 2004 T1/TP1
years supported by ProFile displays. Residency status 2003 T1/TP1
] Yes [Jno g%untry ((’pther tha? Ca  oeTi/TPI o
. . . . id you dispose of a p
Select the desired module; a new return opens in ProFile. ‘ I ] 2001 T1/TP1
 registered EER L a1 2000 T1/TP1
mail and
InTuit
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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 Options EFILE Online Training Window Help

i ;."\&"E] 1= | |
1 2016 T1/TP1: C:\Users\H\Desktop\New folder\MyProfileData\2016 T1\Brown, Dan.16T
2 T2: C:\Users\I\ Desktop\New folder\T2\Sample Corporation (20141030) (2).GT2

3 2016 T1/TP1: C:\Users‘-\Desktop\New folder\MyProfileData\2016 T1\Brown, John16T
4 2016 T1/TP1: C:\Users\Bh Desktop\New folder\MyProfileData\2016 T1\Smith, Will.16T

5 2016 T1/TP1: C:\Users\J\ Desktop\New folder\MyProfileData\2016 T1\Chow, Jason.16T

> o
/ v v v b
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Using Form Explorer in ProFile

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

Starting the Form Explorer

Open ProFile.

Open a return (for example, a T1).

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

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

Using the Form Explorer
Select a view option from the top-right menu buttons.
View options include:

o “List” displays all forms in the return

e “Detail” displays details and/or status about all
forms in the return

e “Key” searches the return for key words (for
example, “RRSP”)

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

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

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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\v il Form Explorer ? X
‘Ej(NoName) v‘ Fug i ‘C':\rfﬂc ]
Form: || ‘ List = Detal Key Ling
Forms Mame Drescription Used Lastyear Step
|'—l- \dentification @ Inia Personal information Yes N/ 1
= N &% Dependant Dependant infarmation No N/a 3
2 Slips aEanyFWD Carrpforward Summary Yes N8 4
3 Income
4. Deductions
5 Tax + credits
& Retum + sch
7 Fling
8 Client
2.4
& Used
B. Data emtera;-l
T
L
\v il Form Explorer 7 X
|Ej<NoName> v| uby fr \f::\rf‘f- ]
E0”W| | List  Detal Key Ling
Farrns Marme Description Used Lastyear Step [ad
W 1. Idenification == ABIL Allowable business investment loss Mo N& 123
~ o LossLPP Listed personal property losses Mo MNia 140
2 glips s TIME Moving expenses Mo Mia 4
™ 3 Incame . LossNetCap et capital losses Mo WA 142
|075_ DethEfms » LossMNonCap Mon-capital losses Mo M 143
B 5 Tan + credt == OtherDeduct Other deductions Mo N 144
e e Registered Pension Plan deduction Mo M 145
B Retun+sch.. | ©) pC2g7 Employes Contributions to a United States... Mo N 182
" 7. Filing o~ RCzg8 Emplovee Contributions to a United States.. Mo MNia 183
" g Client ~ RC263 Emplayee Contributions to a Foreign Pensi Mo Mia 184
T . RC353H Tawx on Excess Employees Profit-Sharing Mo MA 185
EX o~ RC383 Taw-exempt Eamned Income Information fo... Mo MAA 188
A Used J RRSF/PRPP RRSP/PRPF deduction Ma 127 146
B Data enterei;'l 2 RRSPLirnit Mext year's RRSP deduction limit Mo M 147
T ) RRSPTranster Incame eligible for transfer to RRSP Mo MNia 148
== Suppart Support payments Mo MHia 143
TP1 s T12994 Claran raridamnera dsdishoe LAPY LAF2 IR Y




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.

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

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

The selected file carries forward.

Carry forward other vendor’s files

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

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

IntTuIt
ProFile’ Tax

Wil Carry forward file

1.2U1BT1 L 4 3Tz ];4.2018T3 L 4 ] 5.2018F>< L
Lock in: T2 Retuns v| = EF S

Retums

= ATTMetFi i
etFile CT23 File EFILE

Shortcuts
-
File name: | Carry forward
Files of type: ProFile T2[*GT2) Cancel

[ Preview Help
' Carry forward file
1-2’31311 v|,£,312 | g 4201873 v| (2 & 2018 Fx L i
1201871 ||| MyProfile Data “| G ¢ -
2.2017TM module not found Datals =
2M6T1
2015T1
- 2M3m 2Marz dalabase EFILE Selings  SelfingsBac.. SellingsBac.. SellingsBac.
04T
23T
EER]
a1 T2 Retumsz Taulycle
20101
2009 T1
2008 T1
B 2orTi
. 2006 T1
| xosT [ Cany forwssd
@ 2um 20 & ProFile T1 [*.18T) Cancel
- 2003 T1 =
} H
B ooem [ 1Pheview e
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Carry Forward Files in ProFile (continued...)

Carrying forward multiple files using the Client Explorer database

If the preparer used ProFile in the previous tax year...

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 2018,
you would select the “T1” module tab, then the “2018” year
designation.

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

Select the files to carry forward. To select all files, right-

| ,’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

. . . “ ” Filters Apply Filters| ¢
click in the window and select “Select All” from the pop- T B lEn e
. i i i T ears Client Status T1 EFILE Status TP1 EFILE Status  SEND Status
up menu; all files highlight. Lo St | [ L= TP EFILE Stas - (SEND Stais——- iR iston Spouse i Prparr
= wens 7 ¥ Canied forward ¥ Nt eligible ¥ Nat eligible ¥ Not Eligible 3 ShDW ‘EDET’”"‘”SF”EPWH
H H H #2014 = M'Workin process ¥ Eligible ¥ Eligible I Eligible E . Iscountes
RIght-ClICk on the selected flle(S) and select the “Ca rry 2013 ¥ \Waiting for client  |=| I Fieady to transmit ¥ Rieady o tanst = ¥ Ready to transmit HiNo  [Vlves
. ” . Jemez 1 In preparer review ¥ Transmitted o Transmit Failec W Transmitted Pre-Assessed
FOrWard F||es Opt]on from the menu. Jeomn I In partner review ¥ Accepted ¥ Transmit QK ¥ Mo debt [¥INa [@]ves
¥ zo10 ¥l Ready to print ¥ Mot accepted V| Accepted /! Debtunder $10
@ @zong = ¥ Printed =~ ¥ Paperfiled ¥ Motaccepted ~ W Debtover $10 2
The file(s) carry forward.
Atlalbfelafelrlalnlililelrfmlnlolelalr [u[w lwlx]y]z ]
Related Article: Brown, Dan Brown, Dan Brown, John
Files Files Files

Review the support article on carrying forward files
using the Client Explorer database.
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01 k& 2016 ProFile: Brawn, Dan.16T

I

01 k& 2016 ProFile: Brawn, Dan16T

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

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

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

Checking ProFile version

Open ProfFile.

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

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

IntTuIt
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|

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

5110 Spectrum Way

- -
I nT u IT Mississauga, ON Canada L4W 552

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

Wersion Information o

ProFile Version 2019.2.0 Dietails
2018 PREOFILE INTUIT SOFTWARE END USER LICENSE s
AGREEMENT (CANADA)

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

Thank vou for selecting the Software offered by Intuit Canada ULC
and/orits subsidiaries and affiliates (referred to as "Intwt," "we,"

"gur" or "us"lL Review these license terms (" Asreement”) thoroushlv. ¥

Phy=ical Memory

4,194,304 KB
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Updating ProFile to the Latest Version

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

ProFile can be updated two different ways:

e manually, where the user manual checks to see if any updates are available
e automatically, where the user allows ProFile to check itself if updates are available

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 o

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 ProfFile.

) Intuit ProFile Automatic Check for Updates

Iﬁl There iz an update to your copy of Intuit ProFile available for download.

our Yersion: 2019.2.0 Latest Yersion: 2019.3.5

© profile

| vaant to:
(®) download the update

[ Download new updates without asking from now o,

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

Ok

Metwork Administiators: Meed a redistributable install program?

[ £Y | Sign In

Cancel

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

IntTuIt
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Using ProFile Notification Services

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

Start-Up Notifications

Start-Up notifications display when ProFile starts; they are often urgent messages that
affect most or all preparers. They may include reminders of recent software updates, CRA
changes, or notices of service interruptions.

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.

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.

IntTuIt
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| o
ProFile update available

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

Close

ProFile Motification Centre Clear All

v T2 Corporate Linking available with 2016.5.0

Learn more about T2 Corporate Linking

v T1 ReFILE X

Click here to Learn More

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,

®
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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 PDF settings, form settings, reminders, security, and more. Select the
“Environment...” option from the “Options” drop-down menu in ProFile.

Edit tab

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

Display tab

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

File tab

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

Preparer tab

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

Discounter tab

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

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

Audit tab

W

—~ g =

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.

IntTuIt
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Environment Options ? X
File Preparer  Discoumter Trustee  Audit  System  Secunty HyperDocs PDF Backupto Cloud M4 *
Preferences
[ &llow pazsward protection for return(z]
Generic Pazzword Preferences
Create a genenic pazsvord for returm(z) Show Pazzword
Enter Pazzword Caonfirn Password
Click here to learn more about pazsword-protected files.
Access
Enable the following features access to password-pratected files:
Hub
T2 Carporate Linking
Mote:
Theze features are only able to access files azsigned a generic password, Files azzigned a unigue pazsword
cannot be acceszed by these features and will display an ermor meszage.
Office Info Setup wizard Cancel Help
I I
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Using File Pathing in ProFile Environment Options r %

Filz Discounter Trustee Audt  Swstem  Secuily HppeDocs FOF BackuptoClowd M 4%
Prefe
n

About file pathing Eu Files £ Keep Backup
(A Save Deskiop [ Allows Passwod
ProFile users can set where their client’s returns are stored. The file path can be £ Save Prompt [ Update Documents Fokder
changed or locked to prevent deletion or copying. L] Fse Closes Window L Discountes Info Dislog
[ Fle Protection [T File Verfication
A Masimum Open Tabs B tuto save fles eveny
Managing file paths 10 IS tabs IS minvdes
Deetauit File Type (moduie]: | Mot Recenty Used v

Select the “Environment...” option from the “Options” drop-down menu in the
Recently Used Files

toolbar. ) 0if Zl L enfies
Select the “File” tab in the “Environment Options” window. © Attach o Reopen menu e

) Attach to File menu Clear
Files paths display under the “File Directories” section of the window. File Diectaries
Module Direclony Lack 3
Files in the file path display in the corresponding directory in Explorer. EIERY C:\sers Documentz\iy PrcFile Datah2015714 r
2memn C: Al g2z’ Documentzibdy ProFile D at=h2018T1% ™
Click the “Lock” checkbox to lock the file path; the lock feature will default back 2m7m C:\sess! DocumentsiMy ProFile Dat=h2017T1% I~
to this file di t but b h d h locked 2METT C: U zeas Documentsiiy ProFile D atzh 2018714 r
0 Is e direc Ory ut can be ¢ ange éven when locked. 25T Al gz’ Documentsiiy ProFile Datzh 2015714 I~
201411 CiWlseaz Diocurentshidy ProFile Datzh 2014715 r ﬂ

Changing file path

Click on the file directory to change.

Click the “show path”  ...| button. Office Info Setup wizard Cancel Help

The “Browse” window explorer displays.

Browse b

. . - dli .
Select a new location from the “Browse” window; click the “OK” button
Folder for 2019 T1 files.

w My ProFile Data ~
2019T1
b odule Drirectom Lock - 201973

2019 T AL ze :5:"-."-.EIcnr::umEean:"-.M ) ProFile D atah 20197 1Y J I database

2018 T1 C\lsers Documents\My ProFile D sta\ 2018714 W EFILE
Settings
o o SettingsBackup 1

SettingsBadwp2
SettingsBackup3

\ T2Returns

| TanCyde W
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Using Module Options in ProFile

Module options overview ¥ Module Options 7 X

. . . W 12019 T TR ¥l 320170020 T2 w | kel 52019 T3TPG4E v Z2013F ¢ |*
ProFile users can set options for each tax module (for example, T1, T2, etc.) for which | |

) il 1209 TR
they are preparing returns. T Browse
b 2n7TTe
Select the “Module...” option from the “Options” drop-down menu in the top [ 206 T1/TP1 ng Werisnce Disclaimer T1/TP1 Review
toolbar. 2015 T1/TP1 I ~| Lenguage
2 2014 T1/TP1 d slip descriptions (® English
2013 T1/TP1 d donation descripions O French
2012 T1/TP1 d free form notes
Setting module options ' d preparer initials
201 T1/TR1 d partner inifials
: P » T ; 2010 T1/ TP d reviewer initials
Each module tab includes an active “down” arrow; click the arrow to display the g i _
. . 2009 T1/TP1 o authonzation question
available tax years for the module display. e i Elections Canada guestion
. d foreign property guestion
18 207TI/TP dfiles to same lacation as previous year
Tabs = I 206 T1/TPI d invoice description of services e
o @ 2005T1TR d T1DD infarmation _
General tab - 2004 T1/TP1 tlevel authonzation - Cancel
If| @ 2003T1/TP1 = Help
The “General” tab includes options for carry-forward, individual forms, access, and @ 2002TyTR1
= T T = — e T
more. =
Data LOCking tab Maodule Options ? X
. . . . . 129 T TP L4 - ¢
The “Data Locking” tab allows preparers to set the criteria for locking a file. For w1 dl 320720072 v | R 52019 TH/TPG45 v | G 22019 P
. . . . . . File Template
instance, if the file carries forward or is transmitted.
|| | Browse
Variance tab : : S .
General DatalLocking Variance Disclaimer T1/TP1 Review
The “Variance” tab allows the setting of the “Minimum Variance”, using the criteria £ Camy forward files ~| Language
of “Dollar” and/or “Percentage”. [ Carry forward slip descriptions ®English
B Carry farward donation descriptions ) French
Disclaimer tab Xl Carry forward free form notes
O Carry farward preparer initials
The “Disclaimer” tab includes the option to include a standard disclaimer on all L Cany farward partner initials
[ Carry farward reviewer initials
prepa red forms. O Carry forward authorization questian
O Carry forward Elections Canada question
T1/TP1 Review tab | O Carry farward fareign property questian
| [ Carry farward files to same location as previous year
The “T1/TP1 Review” tab allows the setting of the “Variance Thresholds”, using the O Carry forward invoice description of services
. . % ” u ” O Carry farward T1DD infarmation
criteria of “Dollar” and/or “Percentage”. ) FCES detault level authorzation 5 ol
< > Help
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Using Template in ProFile

i Wil Temp ? *
@ 12m3 v|Ld 320172020 T2 w | el 52019 THTR646 w | [ 22019 X0 v|
Templates allow preparers to save time and effort by creating commonly Base Template Directory
. . . CAU t FroFile Data\Te s B
used communications that can be sent to one or more clients. | Wserst__NDocumentsiy ProFile DefeiTempletes omse
i | Mame Language Description Type Filename ~
Attach English Atachments Default 2018 T1 Anachments RTF
H ngacge Englizh Engagement lettar Diefault: 2019 T1 Engagamant Letiar RTF
SEIECtlng templates serl English User letter 1 Default 2019 T1 Userl RTF
“ ” . “ . ” . DLetter English Deceased chent letter Diefault 2019 T1 Deceased letier RTF ¥
Select the “Templates” option from the “Options” drop-down menu in < >
the tOp toolbar. Template Farameters
MName: Attach FAUse detault template
[{ H 2’ H H
The “Template Editor” window displays. L rtan [ Asachment
1
1 Erint Condition:
Using templates ! File Pah 2019 T1 Attachments RTF Browse
The template list includes the most-common communications required by { New Edit Template Delete Help Close
preparers including engagement letters, client invoices, and payment emails.
Both French and English templates are provided.
Double-click any tem p|ate,‘ the tem p|ate opens in the editor pane. 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")}

it th | . for f i | Also, | authorize the CRA to send to the trustee any refund resulting from the assessment or reassessments of my
Edit the temp ate FGQUIFEd and save for future use or additiona post-bankruptcy income tax return, and to have that refund included with my property to be distributed under section 67 of

editing and customization. the Bankruptcy and Insolvency Act

Tip: press “F1” on any field in the Template Editor to learn more s s

about its function. SIN: {DC905.S[12])

||  Base Template Directary

Click on the [Browse]button to - E=F R\ Documents by ProFile Datal Templates
specify the default location for

RTF template files. To select a
different pathway for a particular
template, select the template
from the list and click the

[Browse] buttan at the botton
right of the dialog box.

Language Description

English Attachments
English Engagement letter
Frnlizh L lzrr lattar 1
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Using Form Selection in ProFile

r,’j Form Selection l ? ﬁj
. . 1206/ TP v|fd 32052017 T2 ¥ | B 520167 v
Form selection overview ) :
Frint Job Form Selection Details
The “Form Selection” menu allows preparers to set print options for forms. & &S
Status after printing B B B I F  Frintthese sets
[[1Take snapshat T E E [ [ Archive these sets (PDF)
. Change the status ta T B E [ E  Emailthese sets (POF)
Selecting templates T EE EE Dulexsets
" ., . " i ” Print Set Mames FEE E E  Revewmarks
Select the “Form Selection” option from the “Options” drop-down toolbar o M E E M 4perpage
menu. 5 [Ciont LELUELEL®LE Language 2
CRA Find Form:
. . 3 —
The “Form Selection” menu displays. o picy ldentficationfom __fid
&g Ti-1.2 T jacket- pages 1.2 [
5 [El T1-3.45 T1 jacket-pages 3.45
T1 Condensed T1 Condensed jacket
USing form selection Printing Tips T1159 Income tax return for electing under. .
Find Form El RC71-1 Discounting transaction - pages 1
. . . . . . < Uponfinding a form, [El RC?-2 Discounting transaction - pages 2
A list of print options displays in the “Form Selection” menu. use the Tablkey to TI132 Alternative address authorization
’ E T1135 Foreign income werification statem
This list includes the ability to set the print options for “File”, “Client”, and ;32”‘#1 E‘Sdab”il‘sfxCfed“cemf‘cate
ederal Tax
“CRA”. Individual forms are ||StEd, InCIUdlng the option for setting |anguage. Mext E s Amounts transferred from your spo..
= El 53 Capital gains (or losses)
H H H : SINR Capital gains (orlosses)
Toggle any box to activate a print option for the particular form. = St vt mestantinzame |
At any time, you can restore your defaults by clicking the “Set Defaults” Select this joh when
button (EFILE=0)
. . . . . (0] o i d | Set Default C | Hel
Tip: press “F1” on any field to learn more about its functionality. i [ ) (cconstomara,| potDateute (L Cancal. ] [uticl

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

job.
2. Client
3 CRaA,
4.
b
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Setting Pricing in ProFile

The ProFile pricing feature provides a convenient method
for preparers to set costs and bill clients for services.

Getting started with pricing

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

©

The “Pricing Schedule” window displays.
Pricing options

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

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

Select the invoice type: “Detailed”, or “Brief”.

Select the invoice methodology: by “Schedule” or “Hour”.

Insert costs for services (for example, basic charge, capital gains, etc.)

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

Carry forward pricing

Pricing Schedule

GST Registration Number: GET/HST rate

FST rate o

0.0
0.00a

Mext Invoice Mumber:

[] Automatically Increment Inwvoice Number

b 1 2018 T1/TRT @ 2 2005 T TR 32014 T/TP1 [ @ 42013 T1/TP1 | @ 5 2012 T/TP1 [l 6.2 ¢
Invoice type: Detailed D Brief Invoice by: D Schedule D Hour IAI
T1 Basic charge paper filed 000
T1 Basic charge electronically filed 0.00

51 Federal tax calculatios per schedule 0.00

52 Amounts transferred from your spouse per schedule 0.00

53 Capital gams (or losses) per schedule 5.00

53 Capital gams (or losses) per ffem 0.00

54 Statement of investment income per schedule 0.00

54 Statement of investment income per item 0.00

55 Eligible / infirm dep / caregiver amounis per schedule 0.00

85 Amount for an eligible dependant per claim 0.00

55 Amounts for infirm dependants per claim 0.00

55 Caregiver amount per claim 000 %=
Rl — ] — S

[ OK ] l Frint ] [ Carry Forward ] [ Cancel ] l Help

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

Select the previous tax year (for example, 2019 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)
e 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.

InTuIt
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Flexible Licensing: Enable during Activation

Flexible Licensing can be enabled during the ProFile [ 4l ProFile Flexible Licensing Settings v |
activation sequence, for preparers who want to start using
the feature right away.

Flexible Licensing Settings

Enabling Flexible License during Activation: You can update your settings for Flexible Licensing below. Click save to update your settings.
Enter your product code and license key during activation.

. “ _ . . i Flexable hcensing allows you to temporanly suspend your tax year 2016 ProFile license from one
Click the “Next - Setup Flexible Licensing” button. ommpme,m yOu con use it on another computer. Learn More
The “Flexible Licensing Settings” window displays. |¥' Enable flexible licensing on this computer

. “ . . . . ” Manual - This option will require you rm that you would lika to suspend your PraFile
Click the “Enable flexible licensing on this computer” check ® §cances whon you closo BroFile
box. :

Pick one
o ) Prompt me every time when | cloes ProFile @ Don't prompt me. 'l do it manually
Select either the “Manual” or the “Automatic” mode button
: : Automatic - This option will sutomatically suspend and activate your licenses when you

to activate your choice. open end close ProF e

The “Manual” mode displays the choice of two additional You can access these settings by clicking the Help > Configure Flexible Licensing menu item above
options: Please Note: In order for this functionality to work your computer must be connected to the intermnet.

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.
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Flexible Licensing: Suspending the License Automatically

The “Automatic” mode automatically suspends or activates your [ 4 Profile Flexible Licensing Settings -
licenses when you close and open ProFile, respectively.

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

Flexible Licensing Settings

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

Suspending the License Automatically:

Select the “Configure Flexible Licensing” option from the “Help”
Flexible hecensing allows you to temporanly suspend your tax year 2016 ProFile license from one

drop-down menu in the top toolbar. computer SO you can use it on another computer. Learn More
The “Flexible Licensing Settings” window displays. o [v' Enable flexible licensing on this computer

X . . . . s Manual - This option will require you to confirm that you would like to suspend your ProFile
Click the “Enable flexible licensing on this computer” licenses when you close ProFile.
box. Pick one

) Prompt me every time when | cloes ProFile @ Don't prompt me. 'l do it manually.
Select the “Automatic” mode button.
Automatic - This option will sutomatically suspend and activate your licenses when you

. open and dose ProFile

Click the “Save” button to save your preferences. B SRR

You can access these settings by clicking the Help > Configure Flexible Licensing menu item above
Close the ProFile application, either by clicking the “X” icon on the Please Note: In order for this functionality to work your computer must be connected 1o the internet.

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 Save
computer.

X
Your licenses have been successfully suspended on this
computer.
See You Later!
ProFile will now close ..
INTUIT.
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Flexible Licensing: Suspending the License Manually

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

Note: this process needs to be undertaken each time ProFile is closed to ensure the ﬂ Would you like to suspend and work from another

. . . . . . ?
Flexible Licensing is properly suspended. Proper suspension ensures the license can be computert
activated on another computer. If you do not want to see this message every time you can change your
flexible license settings here. Change Settings

*Please Note: In order for this functionality to work your computer must

Suspending the License Manually: be connectechto the Intemet

Save any files being used in ProFile. “ o

Click the “X” icon on top-right corner of ProFile or select the “Exit” option under the
“File” drop-down menu.

A prompt displays asking if you would like to suspend your license and work %
on another computer.
Select the “Yes” option.
A message displays, confirming the license suspension can proceed.
A confirmation message displays when the license is suspended.
Your licenses have been successfully suspended on this
computer.
See You Later!
ProFile will now close ..
InTuit
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Using the Client Explorer database
in 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

Database / Client Explorer Options | ? %

|'\

@ MNone 1 Use Client Explorer ) Use Classic Database

client returns. o

Setting Client Explorer as database
Open ProFile.

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.

IntTuIt
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Mo Options
[ (]84 i [ Cancel ] [ Help
" Database / Client Explorer Options L7 |t
Mone @ Usze Clignt Explorar Uze Classic Databagse
Client Explorer Options
FroFile Database Serer o use
@ Personal Server (Onky wou can use)
Shered Server
Database to use o
I Database Meme  Personal database folder
PROFILEDE CAUsers T, Oocumentsi My FroFile DataData...
|
Clear
?Bulch Gpljuns...] [Advnnu::ad >>l
I Setup Wizard [ Ok, ] I Cancel J l Help I
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Using Filters in Client Explorer

By default, the Client Explorer displays all files Wie [All Clients v] IF Save YView ' Filter Index
regardless of the type of return, taxation year, or _
status. Filters allow the display of only those files that DEHIS x| SearchBy IC“E”t 0 -J e
meet the criteria preparers set, such as those which Ct'"s . | Alla|b|efdfeltfaln[ififk]t]mln]o]
have been filed or those which are still outstanding. C&iﬁr;ﬁin

Build EFILE ... Hunter. Jack
Viewing Filter options gy Printfiles... , Files .

015 ProFile: MoMName 15T s w 2016 ProFile: Hunter, Jack 16T

Frint forms in the files...

e 2015 ProFile: Hunter, Jack 15T

Select the “Client Explorer” option from the “Goto” Clear selection avid _
drop-down menu in the top toolbar. select &l _ J'_Jh"' Alexis
B ProFile: T2205_K5.15T Files
) ) _ _ B O & 2015 ProFile: T2205_160.15T
A list of all available returns for clients displays.
White. Dan << Jorden. James

SIN 016 ProFile: Brown, Dan 16T Files

Click the “Filter” button. ’
544-493-927 )an ] w 2016 ProFile: Jorden, James 16T

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

Options for filtering display in individual tabs and include:

e available tax years

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

e EFILE status

e SEND status

e EVENT

Filters (Mot Applied)

OT (@72 |[E T3 |MFx|
E JYears Client Status T1 EFILE Status TF1 EFILE Status SEMD Status Ewvent Show Spouse InList  Preparer
= 2016 + B Unknown » M Unknown A Unknawn « W Unknown + | Naone ,J 7] Show C tor's Fil
W05 | W Carried fonward 7| Mot eligible 7| Mot eligible 7| Mot Eligible /] Shaw Competitor's File
712014 = W'Workin process 7| Eligihle 7| Eligihle 7| Eligihle E 2mrinraz Discounted
2013 S wWaiting for client || M Readytotransmit M Readytotranst=| M Ready to transmit 270717 EN Ml'ves
S22 Y| In preparer review S Transmitted 1 Transmit Failec S Transmitted Fre-Assessed
2011 I In partner review J Accepted S Transmit Ok S Mo debt Mo ¥]ves
V2010 V| Ready to print VI Mot accepted VI Accepted VI Debtunder $10
i@ 2008 ~ W Printed ~ W Paperfiled JNotaccepted - W Debtover$lo - @oucnced
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Using Filters in Client Explorer (continued...)

Using Filters in Client Explorer: T1 EFILE Filtering Example

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

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 (for example, “2019”) on the “T1” tab and clear the checkboxes for all other years by unchecking them. This
displays only 2019 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.
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Printing Reports in Client Explorer

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

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

Setting Client Explorer Report Parameters and Data:

Open Client Explorer in ProFile.

Filter returns by the necessary parameters (for example, 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.

IntTuIt
ProFile’ Tax

Create Report s = m

The following returns will be added to the report

Client Name Filename

Brawn, Dian Chllsers DeskiopiMNew folder\HUB Link.te sting 13 Sample File
||| Brown, Dan ChlUsers DeskiopiMew folderhFrofile Datal 2016714 Birawn,
Brown, John ChAUsers Desktop\New folder\WyProfileDatal 2016714\ Brown,
Chow, Jason  C\Users DeskiopiNew folderihyFrofleData\20T6T1\Chow, .

Hope, Kathy  ChUsers Deskiapyhew folderihyProfileDatal 2016T 1 Hope,

Hunter, Jack ChUsers DeskiopiMew folderhProfileDatal 2016 T 14 Hunter,
Jarden, James C\Users DesktopiMNew falder\hhProfileDatal 2016T14Jarden
Ming, Chang Chlsers Desktop\MNew folder\WyFrofleDatal 2016T1\Ming, C

||| Sing. Hardeep Ci\Users Deskiopihew folderihyFrofleData 2016T14Sing. +
Simith, Wil Chllsers DeskiopiNew folderiWyProfileDatal 2016T14,Smith, *
Starr, Baniaz ChUsers DeskiopiMew folder\hyProfileData\ 2016T14Stamr, E

Strong, Karen  Ch\Users DesktopiMNew falder\WyProfleDatal 2016T14\Strong,
testl, test ChlUserg DeskiopiNew folderiFrofileData\ 201ET1\NoMar
We'hite, Dan Chllsers DeskiophNew folder iy FrofileDatal 201 6T 1V White,

4 [0 b

o [ Print H Cancel H Help l

r./j Report Options . — "_Y—o o m1
Header | Fields |FUDter |F0rmat|

Column: ’ Add ” Insert ] Delete | |<f||3&
et ’ Row
| Add
Inser
o Celete I
A
R
Title 1
Load ] ’ Save ] [ Ok ] ’ Cancel ] ’ Help ]

— = 3
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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 (for example, T1) and tax year (for example, 2019) 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.

-

Label Selection

:

i 12me T1/TR ¥ Tz

Label Type

[1 2-234 Awery Laser Tags Manila

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

Save the name of the new label in the “Label Details” field (for example, “T1 2019 Label”).

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

Label Selection

12016 T1/ TP
Label Type

[1 2-294 Awery Laser Tags -kdanila
12-294 Awvery Laser Tags -Manila =
12-295 Avery Laser Tags-White (o

12-296 Awery Laser Tags Manila
12-297 Avery Laser Tags-White

¥|aT2

2160 Avery Addressing

2162 Awery Addressing

2163 Awery Address/Shipping

2164 Awery Shipping i
1

FT—T
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ProFile’ Tax

Fraview Labels Across 2 :

Labels Down 4 :

| | —— Side Margin 1" :

Top Margin 0&" =

| |—= Lakel Wiclth 3 I

| |— Label Height 25" :

Horizontal Pitch 413" :

| |—= ‘Yeical Fitch 2a" Z

Continuous Feed
Mew Label ] [ QK J [ Cancel ] ’ Help ]

Label Details
User Label 1

Labels Across

Labels Down

Side kargin 167"
Top kargin 1"
Label Width B.37"

1@

A|(] Al

)

3

4

]

4

-
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Using Mailing Labels in Client Explorer (continued...)

Printing mailing labels Frint Labels o 2

Open the Client Explorer database in ProFile. o

Select the client for which the label will apply. Copies I'I_ = ] Collate

Select the “Print Mailing Labels” option under the “Database” drop-down menu in the top toolbar; the Frint only one label for coupled ret
“Print Labels” window displays.

Select the number of labels to print under the “Copies” field. o otart Lakbel

Select the checkbox for “Print only one label for coupled return?”, if required. ===

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

[ 2. ]| Cancel

InTuIt
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Batch EFILE in Client Explorer

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

Batch and transmit files
Open Client Explorer in ProFile.

Select the type of EFILE operation to perform from the drop-down menu; ProFile filters the list of files to
reflect only those with the selected status (for example, “T1 - EFILE Eligible”).

¥4 File Database Goto Form Options EFLE O
-3 W- OR[N

CO £ e
200 65+

T1 - Camyforwand to Cument Yeur
12 - Ready to Pt
Select T1 - Cument Year - Ready to Pint

. .. . . M
The list of eligible files displays. S
~ ABC Company L
Select the files to include in the batch transition. “,-'l'“ Profile A
Right-click on the selected files and select the “Build EFILE File...” option from the menu.
The build window displays. Sy | Oenemsae ¥ = L
Alalb]leld]le]rfoglnlililx|[t|m|[nfolp]|a
If necessary, specify the type of EFILE file to create, or the agency, data type, or slip type. :
Y, specity yp gency yp p typ R
Files
Click the “OK” button. [ Lad 2013 ProFle: Bernatie. Ha 00, Files o
Bonnette, Kisan | Carry Forward Files
The EFILE files build; the build status of each return displays as “Successful” or “Failed”. mzma G wmr&g,‘
. Rad i Edet Che etadls
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.
InTuit
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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
«“ . 2” . ?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\Michesh\Documents\My ProFle Data\201 37 1\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.
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Carry forward TaxCycle returns in
ProFile
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Carry forward TaxCycle returns in ProFile

What years are supported for conversion?

T1 module supports T1 2019 files. T2 module supports T2 2016-2019 files.
Is there a limit on how many files can be converted?

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

Who can convert TaxCycle client files to ProFile?

File conversion is available to current year customers only.

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

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

What data gets converted during the conversion process?

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

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

How is this different from other carry forwards?

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

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

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

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

Why were some of my files not converted?
There can be several reasons why a TaxCycle client file did not convert:

e the file may not have been in the correct folder

InTuIt
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Carry forward TaxCycle returns in ProFile (continued...)

the file may have been locked or password-protected
the file may be corrupted
the file may be missing critical data

The affected files can be corrected and re-submitted.

What fields are supported and unsupported?

Supported fields include:

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

5-year, comparative summary, installments schedule

Capital cost allowance

loss carryover amounts

Unsupported fields include:

IntTuIt
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Quebec TP1 and CO17 tax information
amounts that are not relevant to next-year tax preparation
some provincial credit carry forward amounts
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Carry forward TaxCycle returns in ProFile (continued...)

Copying TaxCycle client data Glsignn

ndurt
1. Create a new folder under your computer’s C: drive titled “conversiondata”. This folder may already @ PrOCOﬂneCt-
exist on your C: drive if you have already updated ProFile to version 2019.2.0 or later.
2. Navigate to the folder containing the TaxCycle client files to carry forward. You can find this location Sign in
under Options -> Files and Folders in your TaxCycle software.

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

lamiestpass-profile@maiinator. com

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

Submit client data for carry forward

1. Click the File menu in ProFile. o /! Ramenter me

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

The Sign In window displays.

3. Sign in to your ProFile account.

New 10 Indut?

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

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

A secure connection is established. o

IntTuIt
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Carry forward TaxCycle returns in ProFile (continued...)

The Intuit Competitor Carryforward Wizard displays.
4. Click the I am ready button to proceed.
The module selection window displays:

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

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

The carry forward wizard reads and displays files matching the selected module
from the C:/conversiondata folder:

6. Select all files to undergo conversion prior to carry forward.

B Intust Carmyforward Wizaed - X

The following client files will be sent to Intuit to be carried forward
Deselect the files you DO NOT want to carry forward

M Select All

& BlankStaneyRandomman 201871
&4 BlankStanieyWithSpouse 2018T1
4 T1TC001 (AB).2018T1

|&4 T1TC002 2018T1

&4 T1TC003 (MB) 201871

T1TC004 (QC) 2018T1

T1TCOO0S (ABIL).2018T1

4 T1TC006 (BusAuto) 2018T1

£ T1TC007 (FTC and Foreign) 2018T1

(&4 T1TCO008 (Instaiments) 2018T1

4 T1TC009 (BC) 2018T1

£4 T1TC010 (MBS2) 2018T1

& T17TC011 (NB).2018T1

4 T1TC012 (NS) 2018T1 v
Please Note, we are only showing TaxCycle T1 files available in the c /conversiondata
folder. if you are not seeing all your TaxCycle T1 files that you wish to carry forward,
make sure you copy all the files you intend to carnry forward into c:/conversiondata

folder
.
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9 Intuit Carnyforward Wizard - %

Welcome to Intuit Carryforward Wizard

This wizard will help you carry forward your data from your existing tax software to intuit
ProFile

aata

e Please read the instructions carefully on each screen 10 successfully carry forward your

Please Note that not all data will be camed forward. To know more about the supported
and non-supported fields click here

5 intust Carnyforward Wizard - X

&) o

Select the module you are carrying forward

|TaxCycle_T1
|TaxCycle T2

Instructions

Please follow the instruction below before you click Next on this screen

1 Copy TaxCycle files that you wish to camyforward. You can find the Slepath of the TaxCycle fles under
Options -> Fies and Folder in the TaxCycle software

2 Make sure you have removed locks and passwords from the TaxCycle chent fies that you wish to

c
3 Create ¢ \conversiondata foider and copy TaxCycle fles mto the newly created ¢ \comversiondata folder
4 Once you have copied all your TaxCycle files 1o ¢ \comversiondata folder chek Next

Please Note For T1 we are only supporting T1 2018 fles For T2 we are supporting T2 2016, 2017, 2018 and

2019 files
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Carry forward TaxCycle returns in ProFile (continued...)

Note: only files in the C:/conversiondata folder display for selection. If you do not € ket Carmyformand Wieard

see a file that should be converted, ensure it has been copied to the folder.
Job 1D TaxCycle_T1-2018-6a32
Current Status. Successfully convertad. Downlcading files

7. Click the Next button; the selected files begin conversion. e
. . . . ... . . Please Note, we are downloading your converted files (it may ta utes Please do not close this
Most jobs will complete within minutes, so you can minimize this window and work wndow)

in ProFile as the upload/ conversion takes place.

Corwversion log

ProFile emails a notice that conversion has begun.

Downloading convened Sles

You can click the Cancel Job button at any time to cancel the conversion. Conversion complete. Successful +3. Faiures =0
Extracting file #3 0f 3
Conversion may take several minutes depending on file size and the number of

files being converted.

Convering files
Upload successiul

Uploading Ses for conversson

A progress bar displays conversion progress.

A “conversion complete” message displays when the files are successfully

converted. - Cancel Job

IntTuIt
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ProFile converts the TaxCycle files to a ProFile-compatible format.

ProFile emails a notice that conversion is complete.

8. Click the Close button.

The conversion summary window displays.

# Tax Cycle to ProFile Caery Forward

Carry Forward Completed

Total Files Converted . 233

Total Files Failed 0

Open Destination Foider

Finish

Carry forward TaxCycle returns in ProFile (continued...)

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

Data\TaxCycle\[module].

10. Click Finish.

Note: it is not possible to customize the file path destination for the input (the conversion data folder) or the output (My ProFile Data\TaxCycle) folders at

@ Intuit Carmyforward Wigard -

OCam.d Forward data downloaded successfully.
We are done downioading your carried forward files
You are just one step away from compieting the carry forward process
Go to ProFile and we will notify you once your carried forward files are

avallabie 1o be viewed. It might take a few minutes You can go ahead and
close this window

this time. If you need to save files on a network or other location, you must move them to the desired location following the conversion.

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

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

IntTuIt
ProFile’ Tax
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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 | | Incles:

year’s returns forward into the current module.

rit narme v] =1

Open Client Explorer in ProFile. z | o | = | f | g | h | i | i | k. | I |m | n

-

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
-~ " -~ 1
Select files to carry forward (for example, all T1 files) and the previous year (for example, 201/ 7 ggh?;évfr;ward ? Egamema
2019) from the checkbox menu. 5015 H 7l YWork in process -
2014 | WWaiting for client  |E j ﬁf‘“
Click the “Apply Filters” button; the filter displays all files meeting the selected criteria. 3313 j :ﬂ DrertpﬂrEf revig =B
n panner review —

_ _ . _ 2011 7| Feady to print I TAANR
Click the “Select All” link on the left-side menu; all files select. & zoo - W Printed - 4 i
Click the “Carry Forward Files” option on the left-side menu.

The files carry forward. Detalls W
Actions <<

o Select all

Details w | oearch By |Clientname
c | d

Actions << Al | & b
2 Omenfiles
- _Carry forward files...

o — E:m I::llfrgna il Carry forward selected files in batch mnde.b

IntTuIt
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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. - AL W S =:vl H A

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

Open Client Explorer. :;.-g‘ymdw(‘.meu c|dl
. . . . . “ T . T1 - EFILE Eigble
Select the designation for clients in the drop-down list (for example, “T1 - EFILE Eligible”); the clients 12 - Ready to Pt T
matching the 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
_Foes

Print files :

1 oso15

i
i
\
£
!
f
I‘ Pauze " Cancel
i

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

) ’ )
Printing the same forms from each file | s 'ﬁ " & :4 ‘ 48
It is simple to print the same form for multiple clients at once in a batch. For example, a ProFile user Yiew Chert: ~
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 n -WNWY“ e | d l
- e
files of the same module and year. T1 - EFILE Eligble

T2 - Ready to Punt
Select T3 - Roady to Pt

Printing forms
T1 - Cument Year - Ready to Pint o ABC

Select the designation for clients in the drop-down list (for example, “T1 - EFILE Eligible”); the

clients matching the designation displays. :mm
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 (for example, “t2038"). B

0Ok Cancel Help

Note: to print several forms, enter them all with a semi-colon as a divider between each form (for
example, “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

IntTuIt
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Using Queries in Client Explorer

Advanced Filters 9 - M

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

. , . . . . e Query name
Client Explorer’s query function allows preparers to produce a list of files with specific ’ND Query -
values for batch printing or to include on a report. Queries can also select data to export Now Delete Rename
or to select files that require mailing labels. ok ][ cancel |
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, Advanced Filters - (2o
debt level, return status, or age. Cluery name

[New Queny -
Query example New Delete Rename
e apreparer wishes to select all clients who have birthdates prior to January 1, Conditions
1934, but later than December 31, 1932: these are the clients who turned age ) ) ) _
@ All are true () Ay are true () Free form expression

69 during 2002

Running a query o

Set Client Explorer as the database option in ProFile.

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

| Add Ediit Delste
Click the “Filter” button; a list of options displays. |
[ Ok ] [ Cancel
Select the module to be queried (for example, T1) and tax year to be queried (for - o
example, 2019).
Click the “Advanced” button; the “Advance Filters” window displays. Add Condition Sl — et

Caondition

Field Mame
Click the “New” button; the “Advanced Filter” window expands to display the “Add”

b ) o ” . Condition is equal to -
utton and three “Conditions” for queries. 5
ompare to B

is
is hot equal to

Click the “Add” button; the “Add Condition” window displays. is lgrea;srthan Cancel || Help |
15 1255 than

is greater than ar equal to a
41 i5 less than or equal to

IntTuIt
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Using Queries in Client Explorer (continued...)

Setting conditions for queries Add Condilion o ——— - L2 |

Caondition
.. . . . . . Field Mame
In this instance, we will be querying client invoices for amounts no greater than than

Condition i 1t -
>10,000 et
Compareta L

1=

H H “ e ” g age . i t I
Click the drop-down menu in the “Condition” field of the “Add Condition” window; a o ;?e:g:?hai

Cancel ” Help ]

. aas . L islessthan —
list of conditions displays. is greater than or equal o ’
141 is less than or equal to

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 Add Condition L=
. : Condition
greater than $10,000 displays in the query results. VT || Fod N
Condition ’is equal to ']
Click the drop-down menu in the “Compare to” field of the “Add Condition” window; || compareto
. ege . 1.
a list of conditions displays. = S - B !b
Personal Infa |T1 Jacket I T1 Schedules I Invoice| T
Set the condition necessary for the query. For example, if you are querying invoices for Fiotd Name Description
billings of less than $10,000, select the appropriate invoice field to query. ClientProvince Pravince
ClientsIm Client 51N L
) ) ) _ ClientTitle Title |i| I
If this query will be used again at a later time, enter the query name in the “Field Client#/orkPhane Wark phone number L
Name” field (for example, “Invoices less than 10K”). DeceasedDate Date of Death .
Discounted Is return discounted?
EFILE EFILE this return? |
Click the “Add” button; the newly created query saves in the query list. Jointinvoice Use joint invoice? e
JointLetter Client letter type & Fil
MailingLabelAddress] Address v
In the Client Explorer, click the “Apply Filters” button. The query runs and displays l [ ok || cencel |[ Help r
results. - —
" Add Condition e — R 2R
Condition
Field Narme
Condition [is equal to ']
Field
Mumber Add Cancel Hel
o [ ]| Concsl ]| bk ]
String
Truth
INTUIT
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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 and onwards. Customers need to have purchased a ProFile T1 module.

InTuIt
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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.

IntTuIt
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Import Data via Auto-Fill my Return (AFR) in Hub

. . e Workflow
Note: a completed T1 Authorize a representative submission is —
required before a preparer can import data to Hub via AFR. [ Action » ] | Al years

an [~]

o [ cuent NnaME

Importing Data in Hub m
0 ProFile.

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

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 T1 Authorize a
representative.

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.

IntTuIt
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Brown, Dan
=

Brown, Dan
=

Brown, John

=

o ProFile Hub a (=]

CRA IMPORT

Run CRA Import

FILE NAME INTUIT LINK CRA IMPORT

kRl Brown, Dan16T Invite client & Run CRAImport
URR Erown, Dan.16T Invite Pending &£ FRunCRA Import
Rl Brown, John 16T Invite client & Run CRA Import

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

[7] Do Not Show Again

© CRADatalmport 0 T IS W S e "B Al B .
: |
g |
ProFile CRA Data Import
I
* Save time by automatically importing client information e e |
— T
* Prevent manual data entry errors :
* Ensure client data is always accurate and up-to-date I
o * Learn more on intuit.ca J = 4
i
(]
|
i
I
-
L
Launch CRA Website l [ Cancel l
I
\ —
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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 [ CLENT NAME FILE NAME INTUIT LINK
Simpson, Jessica g .

Open ProFile. O P - o @ meen & |

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 - ‘ 2015 o
Select the drop-d list of available t displ All years
elect the drop-down menu; a list of available tax years displays.
P y Pray ] CLIENT NAME | 2016 FILE NAME
The “All years” designation also displays. O Simpson, Jes 2013 m] JessicaSimpson
&= V2.123.15T

Select the applicable option to filter.

The filtered results display in the client list.

InTuIt
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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. Alexis o e R M
Reviewing a checklist - B 12205 1001 _ Add Note

Open ProFile.

Select the "Hub" option from the "Goto" drop-down menu in the top

toolbar. Engagement Letter Questionnaire @ ha iso
Edd Edt

"] Do notinclude

. . . . . . . [7] Do notinclude [F] Do notinclude
Hub opens, displaying a list of clients. Identify the client that requires a

checklist for (for example, "Brown, Dan"). Click the "Invite" button
associated with the client.

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
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

Edit Document Checklist l

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

}

INnTuIt
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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 (for example, "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)
L . L . 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 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 (for example, “Brown, John”).

Click the “Invite” button associated with the client.

ProFile Hub

Action g \ | All years

] CLIENT NAME

Brown, Dan
=

Brown, John
-

Chow, Jason

Hope, Kathy

Hunter, Jack

o o o O

IntTuIt
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©

FILE NAME
m Brown, Dan.16T

m Brown, John.16T

Chow,
Jason.16T

m Hope, Kathy.16T

a Hunter, Jack.16T

INTUIT LINK

Invite Pending

Invite o

5/12
Invite

Invite

Search a client or a file | ] | [{33

CRA IMPORT

Run CRA Import

Run CRA Import

Run CRA Import

Run CRA Import

Run CRA Import

COMMENTS

Add Note

Add Note

Add Note

Add Note

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

Review the support articles related to Hub.

IntTuIt
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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
P 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 (for example, “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

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

The "Edit Engagement Letter” window opens. Edit Engagement Letter

Click the drop-down menu at the top of the window; a list of existing Basic Engagement Letter -

. Basic Engagement Letter
letter templates displays. e e

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

The template-editing window displays.

Edit Engagement Letter

Make any edits in the template-editing window.

Letter of Engagement -

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

Click the “Done” button; the engagement letter saves.

»

Letter of Engagement

We appreciate the opportunity to work with you and advise you on income tax matters. Canada

CIICk the ”Invite" button in the ”Invite CIients to Use Link". the Revenue Agency (CRA) impose penalties upon taxpayers, and upon us as tax return preparers, for
4 failure to observe due care in reporting on your income tax returns. In order to ensure an understanding E
engagement |etter is sent to the client 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

IntTuIt
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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 (for example, “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.

IntTuIt
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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 .
O = 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

72



Using Engagement Letters in Hub (continued...)

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

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 (for example, “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. o

Enter new template name:  Receipt Request Letter
Click the “Done” button; the template saves.

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

future engagement letters.

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 v Add De

45]
@
45}

egin customizing
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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.
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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

imvburk H
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 |«

rmitchel|@mitchell.ca

Hadler, Luna Mot invited o Invite | =

Ihbusiness @lhbusiness.com
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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 ProFile.

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 (for example, “T1 Module”) from the drop-down menu in the top left corner of Hub.

The list of Hub clients filters.

For T1 clients

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.
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Adding a Client to Link’s Accountant’s View (continued...)

For non-T1 clients

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

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

Navigate to the Link website:

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

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

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

Organizatian

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

First Hame
The "Add Client" window displays.

Last Mamg
Indicate if the client is an "Individual” or "Organization".
For an "Individual", populate the "First Name", "Last Name", and "Email" fields. "Mobile Email

Phone" is an optional field.

n H H n n H H n n H LLIF +4 n “ﬂhll. PMH
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. s m
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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” (for example, “TY19 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 (for example, “NAME”).

The sort order displays, listed alphabetically by the client’s last name.

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

Add New Client

NAME Y16 PROGRESS LAST ACTIVITY = ACTIONS

IntTuIt
ProFile’ Tax



Using Email Templates in Link

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

Email templates can include invite emails,
reminder emails, and request emails.

Creating custom Email templates
Login to the Intuit Link site.

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

Select the client.

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

The “Firm Settings” display.
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Tox Yoar 2016w

aa Clients 1

NAME TY16 PROGRESS

Account

Firm Information

Company Name

Fum Logo

Your Firm Loge

O .

Intuit Account

Add New Client

LAST ACTIVITY = ACTIONS

nm !""4’1’”‘—‘.“77" (shown to (']'(‘Hf’-,

Firm Name S$Shown to Client

Client Activity Emails

Sign up for Notifications
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Using Email Templates in Link (continued...)

Click the “Email Templates” link in the menu bar.

A t Email Tem IatesOR uest Templates
Click the “New Template” button. SERRIE P e

Complete the “New Template” fields: Email Templates

e “Template Name” gives the new template a name (for example, “Due Date 0 New Template 5
Email”)

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

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

Click the “Save” button.

The new email template displays under the “Email Templates” menu. o

mail Subject

A due date is approachir rm fo
Email Body

This is a reminder that March 15th is the due date for
Keywords

( it ! v Add Key d
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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 ProFile.

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.

Environment Options

File Preparer  Discounter  Trustee  Audit  Sustem Security  HuperDocs
Freferences
Passive Auditor Circle Fields
Dizplay Feview Marks Show Suditor Tabs

] Clear Review Marks on edit

Surmmary Tab Includes

Warnings
Motices
Preparer Sign-off
Partner Sign-off
Mo Sign-off
Corection Marks
Question Marks
Owerrides
bemos

[ISISISIST T IS4

o
]
=
]
=
|
=]
[ra}

Warnings
Motices

Mo Sign-off
Correction Marks
(Question Marks
Owemdes

LISIST T 15

A

Femove Audit Meszages

Or Preparer Sign-off

Office Info Setup wizard

Audit Surmmary [ncludes

Memos

EFILE Errors
SEMD Ermors

EDI Errors

EDI W arnings
Mag tedia Erors

O Partner Sign-off

7

FDF  BackuptoCloud M4

Cancel

Help

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

“Preferences” settings

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

Note: ProFile recommends the “Show Auditor Tabs” option be selected to provide the clearest feedback and indication of errors on forms.
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Using the Active Auditor in ProFile (continued...)

“Summary Tab Includes” settings

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

“Prevent Filing” settings

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

“Remove Audit Messages” settings
The “Remove Audit Messages” 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 Pleaze 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.
The error circles in red on the form a Warning Dependant Do mot file this form as it is draft. It will be available in a fubure release.
Resolve the error; the specific error in the tab details the issue.
Hrovince
Postal code

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

Home phone
Birth date

> . Date of Death
error”. Gender

e . " . Y . Provinee or territone where taxnaver resides if different from mailing
In such cases the individual selected in the “Remove Audit Messages” section of the

“Audit” tab can “sign-off’, or approve, the “error”.
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Using Review Marks in ProFile

Preparers assign review marks while undertaking returns in ProFile. Preparers use review marks to indicate if

field contents are correct and verified or if the field requires further review or data from a client. 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 20000
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

InTuIt
ProFile’ Tax



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. When using “copy and paste” it is not necessary to
re-enter the same business data in both files.

Using Form copy and paste

Open ProfFile.

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

w Tape o M

i +/-|  s00.00

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 0 Stickers 85.00
ProFile 0 Sunglasses 15.00

0 Total 000.00
Attaching a tape 600

Open a file in ProFile.
. oloo
Select a field to attach a tape. sooloo M| .
Descriptions [¥] Post Decimals 2
Right-click and select the “Attach Tape” option from the menu. [ | Camy-forward descriptions
l Ok, I l Cancel ] [ Clear
The “Tape” window displays.
Enter a description (for example, “Shirts”) into the left-side field of the table.
Enter a value (for example, “$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 =
600.00

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.
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Attaching Tapes in ProFile (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.
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I
Shirts) +/-]  s00.00[
oloo Stickers g5 .00k
0]joo Sunglasses 15. 00K
0|00 Total 600.00
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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
memo.

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.
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[6/22/2017 1:13:23 Phd 5k
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Attaching Hyperdocs in ProFile

ProFile’s “HyperDocs” feature allows multiple documents in any format to attach to a i Hyperbocs B |
form or fleld in areturn. | Attach ar link documents to this return ] t:' A

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 ProfFile.

Select the field to attach a HyperDoc.

< m

Comments (far vour reference)

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

l Close

|

Help

The “HyperDocs” window displays. —— —

Click the “add” button | in the top-right corner of the window. - 2
..r’j HyperDocs

-

23

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: |

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.
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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
{5 Cannot find invaice in T2.... 230KB Mo 9/14/2017 3:.02:38 .. 3/14/2017 11541 Linked

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

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

Removing HyperDocs from a form

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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Attaching documents for EFILE of TP1 returns with the Attach a Doc feature

When are attachments transmitted?

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

What files types are supported?

The following file types can be transmitted as attachments:

o .pdf
* .jpg
* .jpeg
o tiff
o tif

What is the maximum attachment size?

The maximum attachment size is 20 megabytes (MB); this is an RQ limitation.
Is there a limit to the number of attachments transmitted?

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

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

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

Selecting fields for data monitoring

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

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

Hint: Right-click on the Data Monitor and select “Monitor” from the menu to access several options, including the option to rename the monitor field
description. This makes it easy to remember what is being 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 90296 T1:101: Employment inco... 35,000.000

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

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

The “multiple windows” 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 o a |_l — - ‘
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. E

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

The returns open in individual windows on the desktop. [Window | Help

. . . . . . g e . . Tile Horizontall
Click the “tile window” icon in each individual window to collapse the return back into Cascade Y

ProFile. Arrange i

Launch Current Window

. . ] L. . 1 T2: Bob Company (2016/12/31) - Corporate information
Opening multiple windows inside ProFile ¥ 22016 T1/TP1: Smithers, Will - Personal information

Open two or more returns in ProFile.

Select the appropriate option from the “Window” drop-down menu in

FiPRofILE il F Y e 1)
. File Edit Audit Goto Form Options EFILE Online Training Window Help
the top toolbar. These include: C @0 ald ce-lEi-an@OR e %l OB O e B Grismer | 8| o X 7
[
\r 11 2016 T1/TP1: Smithers, Will - Persanal information ==

e Tile Horizontally: the returns are “stacked” on top of each other  eivejmencon |

e Cascade: the returns each open in a smaller window that can be 200 ersonal information

manipulated : T e o O
. . Firsiname Wil 4[] Dwercea 5[] separatea & singe
e Launch Current Window: the current return opens in a new o R Nt gt 2018 eter e o crnge
. . R Do vou wani o change you address? [Wyes [XHNo | wereyou mmed::hwqmrr-u‘-luw at any Yo o
window outside ProFile i Dves [
Modifed EFILE. Not eligible Balance/Retund 0.00 GST Credit 280.00 Combined balance 0.00 .
Toggling between multiple open returns ————— — ——
'; L-lr\fa-lv;sl‘ n; n” - : o
Select the “Window” drop-down menu in the top toolbar. 2015 - 2017 Corporate information
Business number RC Start Date  201601/01 EndDate 201612737
Any open returns display at the bottom of the menu; the active 4 e TPy ey
. . . Dperating name of corparation, if different Where the fiscal period of the corporation B -
window is marked with a checkmark. et e T T | S i oS
I yes, are there articles of amendment? O ies n] &u hﬁ*";;‘.’.ﬁ\"e";liﬁtfﬁlgfu‘f?n‘fﬁ;?w” Uxes Umeo
A A X ) return was filed? [Oyes Muo B
Select any return listed in the menu to display it. = R Fr s :
QC Balance 0 T2Info.5[2] [Specify other corporation *
INTUIT
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Viewing EFILE Reports in ProFile

EFILE reports provide preparers with the date, time, and the confirmation number of the EFILE EFILE  Online Training Window Help
from CRA. EFILE the T1013 for this taxpayer...

Build T1 EFILE Online Batch...
EFILE Online Batch

To view reports from files used during current EFILE and NetFile services Build TP1 MetFile... o
“" ” H “" ” H TFI1 Cnnnt{t
Select the “Reports” option from the “EFILE” drop-down menu in the top toolbar, and then [ Tepor | ,
EpOris
select the “Current” option. | _P
Print All ACKs
_ _ status on December 3
The “Open EFILE Report” window displays. View Notice of Assessment (ENOA) 2 [] Living common-la
Set EFILE Password
Select the type of file in the “Files of type” field from which you want to generate a report: § [] Separated
Options...
— . 2019, enter date of cha

e EFILE Submission files (*.TAX)
e TP1 NetFile Submission files (*.EAX) i1l Open EFILE Report | =
e Session logs (*.SLG)

%
|

Lookin: | EFILE - 97 e
Session logs are descriptions of events that occurred while you were R= Name : Date modified Type
. , . . L P .
connected to the NetFile Québec website. If you choose "Session logs", . "'f;': i New Folder 2016 T1 3/15/2017 Z31PM  File folder
. . “ ” . ecentPlaces || 0Go0001.5LG 5/16/2017 240 PM  SLG File
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 Desktop
displays the report information. —
H “ H ” . _l:TgJ
Click the “Print” button from the report to print a copy for your records. Libraries
A
I ¥
Computer

w
L 1| 1 b

Metwork

o Files of type: 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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- Internet File
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Internet
Browser (IE Only Internet Explorer 9.11.9600.18792
EDI Control Murnbers
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What Can Undergo EFILE in ProFile

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

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

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

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

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

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

Refund or balance owing, where it is determined if any money must be paid or any money is paid back.

Submission Dates for T1

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

In the event that April 30 falls on a weekend, the following Monday becomes the deadline.

If the individual owes money to the CRA, the due date of April 30 is the hard due date for filing.

Late payment results in penalties being applied by the CRA.
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Authorizing or cancelling a representative for T1

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

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

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

All Canadian resident taxpayers (including non-resident trusts
deemed resident in Canada by section 94 of the Act) are required to
file Form T1135, Foreign Income Verification Statement, if at any - - H - @ =5 @ ” - " . [;] 11135

time in the year the total cost amount of all specified foreign
property to the taxpayer was more than $100,000 (CAD).

ing Window Help

TIT1135: Foreign income verification staterment

1136DETAILS: T1135 Fareign property data entry | o

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 return? EI Yes |:I Mo Are yvou a Canadian Citizen? X Yes Mo
If multiple tax year returns are being filed in the same process Provide information to Elections Canada? K| Yes Mo
year, the Canada Revenue Agency requires all prior year returns Did taxpayer own specified foreign property

to be filed in chronological order. Please confirm the following at any time in 2019 with a total cost of more

question: than CAN$100.0007? [ ]ves Mo
FFIl F multinla wears? [ 1veas | M

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 Lolaleulasdt IR .
income tax and benefit return. ProFile offers the service for both single and multiple ‘ .
individual T1 returns. 4 .
ProFile CRA Data Import
Acquiring AFR permissions ‘ = re—
The tax preparer must have a valid authorization from the taxpayer to access the . - ‘ it e
“Represent a Client” website. There are two ways to acquire this authorization: e e 4 —_ =
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 business .
e request the permission of the taxpayer via a T1 Authorize a representative submission -
Importing data With AFR Launch CRA Website Cancel
Open or create a T1 return. © CRAD impen x)
° [ .
Select the “Import CRA data” option from the “File” drop-down menu in the top toolbar;
[} ” H H
the “CRA Data Import Tool” window displays. Data Import Worksheet
Click the “Launch CRA Website” button; the CRA's “Represent a Client” window launches AT PE NP Sy
in a separate browser window. e spand At Calre
4 Statement ~
Sign in to the CRA site. The “CRA Data Import” window lists the clients whose SINs can be - -
entered intO the CRA Website. ¥ ABC Learmung i;rnr)o 1 14 | Add As New
RC62 Universal Child Care Benefit Statement
Select the client and click the “Next” button to provide confirmation; the CRA system : _
processes the request. The “Successfully Connected” message displays when the 062 Unirersat CHAG Core Beneth Shemer 12000 B  [Aoddeew
connection has been made between the ProFile and CRA systems. o
ProFile’s “Data Import Worksheet” window displays; the default display setting is the T oot St o T

“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, 2016, 2017, 2018, and 2019 on behalf of your clients. The ReFILE service allows you to change
the same lines that individual taxpayers can with the “Change my Return” service in “My Account”.

4. TIREFILE ]} 8. Letter | © 7.54 |

T1 ReFILE Request

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

e you have ProFile version 2016.4.3 or later (for tax years 2015, 2016, 2017, 2018, and 2019)
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

:d to change the following fields:

What tax years does ReFILE support?

ReFILE is supported for 2015, 2016, 2017, 2018, and 2019 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 ProFile support article and the CRA article for more details about ReFILE.
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Using a Direct Deposit Request in ProFile

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

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

. . . Direct Deposit Request
Request form to change the direct deposit information already

Do you wish to start or change direct deposit information? ﬂ

provided to the CRA.
Complete the banking information area below
- . . . Branch number Institution Account number
Regarding Direct Deposit service o (5 digits) (3 digits) | (maximum 12 digits)
460 461 462

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 Account number
. . . . . 5 digit: 3 digit: 12 digit:
Your direct deposit request will stay in effect until you change the . | | (maximum 12 4gits)

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
current-year T1 Personal returns. This feature saves the taxpayer time over Do you wish to set up Pra-Authorized Debits (PAD) for curront yaar tax owing? Yos
printing a T7DR(A) form and making the payment in-person at their Bank. Instructions

* 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

. . . choose

Note: com pl ete a PAD a nd EFILE it fO I ea Ch taXpayer. If there IS a spouse Wlth * Only Payment on Filing (POF) for the current tax year will be allowed to create PAD agreement through T1 Efilers.

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

| First name Last name Social insurance number
undergo EFILE [Jonn Doe 123 123 123

Pre-Authorized Debits (PAD)

Total amount owing L 2577931
Total amount you would like to pay through PAD (single one time payment) Pay in full Z| 25, 31
Complete the ] area below

com plet]ng 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. e e i S
(5 digits) (2 digits) (maximum 12 digits) (YYYYIDD)
[12345 ooz W [123121231231 2017/02/25

Select the “Form Explorer” option from the ProFile “GoTo” menu.

Search for “T1IPAD” 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) I 25,779]31 |

Enter a payment date; the date must be between five business days (not including holidays) 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.

IntTuIt
ProFile’ Tax 105



T1: Preauthorized Debit (PAD) (continued...)

Completing the T183 Form

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

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

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

Complete the T183 form and the related second page.

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

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

The PAD form undergoes EFILE; the preparer receives a confirmation
number that populates the PAD form (field “T1PAD confirmation
number”) and on the information page following the EFILE.

Additional information

Read the CRA guide on PAD for more information.

Review a detailed support article on PAD for ProFile customers.

IntTuIt
ProFile’ Tax

I* Canada Revenug Agence du revenu Protected B
Agency du Canada when completed
Information Return for Corperations Filing Electronically

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

and signing Part 3, you acknowledge that, under the Income Tax Act, you have to keep all records used to prepare your
x return, and provide this information to us on request.

leted by either you or the electronic transmitter of your corporation income tax retum.

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

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

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

Part 1 — Identification

.
m

=
o
o
3

=5

Corporation’s name iElusiness number
RC
Tax year: b }201?!10;”12 hifom HEDWBHWH L i'ls this an amended retun? 1 Yes [l 2 No

Part 2 — Declaration

Enter the following amounts, if applicable, from your corporation income tax retumn for the tax year noted above:

Net income (or loss) for income tax purposes from Schedule 1,

financial statements of GIFI (line 300) 0 i
Part | tax payable (line 700} 0 i
Part |l surtax payable (line 708) 1] i
Part lll.1 tax payable (line 710) 0 i
Part IV tax payable {line 712) 0 i
Part IV.1 tax payable {line 716} 1] i
Part VI tax payable {line 720) 0 i
Part V1.1 tax payable (line 724) 0 i
Part XIV tax payable {line 728) 0 i
Net provincial and territorial tax payable (line 760) ] i
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Completing a T1 Adjustment

' Snapshot / va;incg for ) e — ﬁ
ProFile can automatically calculate the T1-ADJ form in the event an adjustment . .

is required. New
Description Preparer Date

Note: ProFile recommends using the ReFILE feature where possible: it is a faster None S

and easier-to-use experience when compared to undertaking a T1 adjustment. |__Close

Use T1 adjustment where ReFILE is not an option. Help

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

Open a T1 client data file that you created and have previously filed (to retain the original tax return, select the "Save As" option from the "File" drop-down
menu in the top toolbar and save the return with a modified name).

Select the option "Snapshot/variance" from the "Audit" drop-down menu in the top toolbar; the "Snapshot/variance" window displays.
Click the "New" button; a new entry displays in the "Active:" list.

Name the snapshot something that identifies why the return is being adjusted (for example, "Additional T3 slip") and click "OK". This records amounts in
key fields that ProFile will check for variance after the return adjusts.

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

Use the Form Explorer (or press <F4>) to open a copy of the T1ADJ. ProFile allows unlimited copies of this

Hel F1
form to be made, so additional adjustments to the return can be filed as necessary. 3

Adjust from Additional T3 Slip

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

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

snapshot (in the example on this page there would be only "Adjust from Additional T3 slip" as an

option). Copy field code
Paste
ProFile compares the original return to the revised data. The software automatically detects the impact
on all relevant fields, and completes the table with line numbers, names and changed amounts. This only Attach memo F8
applies to fields with CRA line numbers. Attach HyperDoc
Review marks »

There is a free-form area on the T1-ADJ where "Other details or explanations" are provided. To create
separate paragraphs in this section, use <Shift + Enter> to start each new paragraph.

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

Mailing form T1-ADJ
The CRA maintains an up-to-date list of all tax centers where T1-ADJs can be mailed.

Review the CRA list here.

Related Articles

Review the support article for additional details.
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Using Express Notice of Assessment (ENOA) for T1 in ProFile

ENOA is a CRA service that allows individuals and authorized representatives to view the basic result of an assessment immediately after filing a return and

to receive the full notice of assessment the next day.

The instant assessment results provide the status of the return with a summary of the
refund, amount owing, or a zero balance and deposit information, if applicable.

The full notice of assessment provides an account summary with the result of the
assessed return showing a refund, a zero balance, or a balance owing, tax assessment
summary, explanation of changes and other information, and RRSP/PRPP deduction
limit statement.

Note: While the CRA processes most ENOA requests within 24 hours, some cases may

require up to five days for processing.

Making the initial ENOA request

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 support article for more information on ENOA and FAQ.
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Using Couple’s Returns for T1 in ProFile

Creating a couple’s return ﬁ@
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. (7) Open an existing returm

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

Choose whether to create a new return for the spouse, or couple the file to an existing return. o S
e select “Create a new return for spouse” to open a new return for the spouse, or roithBok 574
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: 1, Nat Eigble 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 (for
example, 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 (for example, “Couple, Joe and Thelma.T08”). It may be renamed by selecting the “Save
As” option from the “File” drop-down menu in the top toolbar.

On the Info form in each file, select "Widowed", "Divorced", "Separated" or "Single" for the marital status.
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Using a Medical Expense form for T1 in ProFile

Taxpayers may claim medical expenses for any 12-month period that :
ends in the current tax year. Expenses already claimed on last year's tax @ m @ ” — || - [:j tredical

return cannot be claimed again. Generally, all amounts paid can be MEDICAL: Medical expenses

claimed even if they were not paid in Canada. TPIMEDICAL: TR Medical expenses
TF/52.0.13: Expenszes for Medical Services Mot Available invour Area

Opening the Medical Expense form

Search using the term “medical” in the ProFile e
search bar, located in the top toolbar menu. Optimize medical expenses? Yes [ | No

Medical expenses - line 330

Select the “Medical expenses” form displayed in

Period covered by claim: from  2016/01/01 to 2016/12/31 I
the search results. __ :
Payment date Name of patient Payment made to Efgi;g;‘gg ||?nl]lg§;:1t70 Ame
If a coupled return... 2016/05/01 Bob Smith Drug Co No
yyyy/mm/dd  |Kelly Smith =
“ i ” i i yyyy/mm/dd Help 1|
The “Medical Expense” form in ProFile
automatically shares information between Optimize and sort expenses
coupled returns Are you claiming medical expenses? Yes ! 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.
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Using a Charitable Donations Form for T1 in ProFile

The ProFile Donatlc.)ns form is used to enter charltabI? donations for - - ” - @ = @ ” - oy H = donat
the ta?<pa}/er. Donations can be entered for both Canadian and U.S. DONATIONS: Charitable donafions M_
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 (for example, “Charitable donations”).
Carrying forward donations Donations H 1

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

previous taxation year, ProFile Animal Shelter 500[00 |
copies the list of organizations Red Cross T a
into the “Charitable donations Reported on slips Claim: Own slips !] Sort donations
details” and “Donations to U.S. Total current year donations | Remove 'zero’ lines o

organizations” ta bles but |eaves Donations to U.S. organizations Transfer all donations
‘v ’ 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 (for example, T4 slips), enter those amounts on the related slip or slips (for example, T4, T3, T2202A, T4A,
and T5013). ProFile automatically carries donation amounts from slips to the “Reported on slips” line in the “Donations” worksheet.

The donation carry forwards display at the bottom of the “Charitable donations” form. ProFile automatically claims older donations first to ensure that the
taxpayer uses them before they expire; charitable donations for up to 5 years are eligible for carry forward.

Transferring donations to 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.
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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 (for example,
“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. W1ansTy TPt v|daamsente T2 v | 52015 TyTPe4E v | G 205 P [
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 Joint 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, (for example, “File” -> “Close family”) ProFile will open the returns together.

If closing the file for one family member separately, automatic opening of all family files together will not occur until after the next time you open all the
files at once.

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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Family Linking of T1 Returns (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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TY2017 changes to S3 Principal Residence Form

Starting with the 2017 tax year, preparers must complete forms T2091 and/or T1255 for each real estate property disposed of by taxpayers in the year,
including their principal residence.

In case of multiple properties disposed by taxpayer in the year, complete forms T2091 and/or T1255 for each property.

Frequently Asked Questions

How are the updated and new forms managed?
The preparer completes the Schedule 3 form and S3 Principal Residence Details Form.

The preparer completes the new T2091 and/or T1255 form and sends a copy to the client for their signature. Clients sign the new form and return it to the
preparer.

The T1255 and T2091 forms each contain some data that transmits to CRA.

Complete the TP274 form if the client is a resident of Quebec.

Can a preparer enter data directly into the new T1255 or T2091 forms?

Data in the “Description of property” sections of the new T1255 and T2091 forms flows from the client information entered on the S3 Principal Residence
Details form. Enter any remaining required data on the new forms manually.

Is it necessary to retain the T1255 or T2091 forms?

A signed copy of Form T2091 - Designation of a Property as a Principal Residence by an Individual (or Form T1255 for deceased taxpayers) must be kept by
the taxpayer in the case the CRA asks for it.
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TY2017 changes to S3 Principal Residence Form (continued...)

Undertaking the Workflow

Complete the individual T1 “Info” pages for the residence owner

and spouse (if applicable).
Open the Schedule 3 form.

Select an option under Line 179.

Note: the following steps should be undertaken only for one
spouse's return if the property is owned 50/50 between spouses.

Click the “S3PrincipalResidenceDetail” link located above the

section.

The S3 Principal Residence Detail form opens.

Note: each property that is disposed of automatically links to a

Please enter all principal residence transactions on
S3PrincipalResidenceDetail.

Tick the box that applies to your designation

some, but not all, years owned.

for some or all of the years owned

Principal residence designation

1] 1designate the property described on Form T2091(IND) or Form T1255 to have been my principal residence for all
years owned; or the property described on Form T2091(IND) or Form T1255 to have been my principal residence
for all years owned except one, as per the exception described above

2[] 1designate the property described on Form T2091(IND) or Form T1255 to have been my principal residence for

3] Idesignate the properties described on Form T2091(IND) or Form T1255 to have been my principal residences

Applicable form to claim

ON Wmop 313 Boan

Address Year of Proceeds of principal residence
acquisition isposition
BHERSRO d 9 exemption
Street No Street name City
123 main st l!oromo
|Prov./Terr Postal code Country

: 2017 |+ 375,000{00 [§ 7209121 i
Total 375,000[00

T2091 form. Each property disposed of by the designated legal representative of a deceased taxpayer automatically links to a T1255 form.

Complete the S3 Principal Residence Detail form as required; note that the section

Description

“Designated by legal representative of deceased?” is automatically populated by the names of |12 mainst

the residence owner and spouse (if applicable).
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L 8 T1255#1 ‘ 4.3 [ 9. Label | « 5 53 » 6. S3PrincipalResidenceDetail [*1s1

73
Principal Residence Detail

~7.74] © Slips

Principal residence designation

Beginning In 2017, ProFile users will complete a T2091 form (or a T1255 form for a deceased client)
for all disposals of a principal residence, whether or not a taxable capital gain resulted from the
sale.

1. Enter the disposal information with the acdress, year of acquisilion, and proceeds of the disposal in the
TaPrincipaiResidenceDetall worksheet below.

2 Check the corresponding box in Line 179 based on the information entered in the worksheet

Some from the to the T2091 or T1256
form.

3. Review the summary information entered from the T3PrincipalResidenceDetail worksheet. this section is
at the bottom of the Schedule 3 form. The summary information Is for review purposes only and is not in
the CRA's official Schedule 3 form

4. Navigate to the T2091 or T1255 form and complete the remainder of the form as necessary. It is not
necessary to compiete pages 2 and 3 of the form(s) if option “1” has been selected on Line 179 of the
T3PrincipaiResidenceDetall worksheet.

Some Information from the T2091 or T1255 form transmits with the return through EFILE and is
considered “filed” with the return. Do not send a paper copy to the CRA unless requested to do so.

1[] 1 designate the property descrived below to have been my principal
residence for all years owned
2[] 1designate the property described below to have been my principal residence for some, but not
all, years owned (see note below)
3[X] 1 designate the properties described beiow to have been my principal residences for some or
all of the years owned (see note below)

Note: In all cases you are required to compiete Form T2091(IND), Designation of a property as a principal
residence by an individual, or Form T1255, Designation of a Property as a Principal Residence by the
Legal Representalive of a Deceased Indvidual, whichever applies.

#

Amount Exchange Cdn §
% reported by others 0.0
% reported by spouse 50.0
% reported by taxpayer 50.0]
Street No Street name 123 main st City Jtoronta
Prov./Terr ON Postal code [moP 313
Country CAN
Year of acquisition 2017
Proceeds of disposition 750,000000 | [ 750,000[00 |
Designated szzga' John Doe [ves
deceased? Mary Doe [Jves
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TY2017 changes to S3 Principal Residence Form (continued...)

If the “Designated by legal representative of deceased?” option is not
selected, the “Description of property” section of the T2091 form populates.

If the “Designated by legal representative of deceased?” option is selected
the “Description of property” section of the T1255 form populates.

Completing the T2091 and/or T1255 Form

If the residence was owned 100% by an individual in the relationship, the
non-owner spouse does not complete a T2091 or T1255 form.

If the residence was owned in a 50/50 split, a T2091 or T1255 form must be
completed for each spouse as follows:

e if option “1” in Line 179 of Schedule 3 was selected, complete only
the first page elements of the T2091 form that were not
automatically calculated. If options “2” or “3” in Line 179 of Schedule
3 were selected, it is necessary to complete the remaining elements
of the form applicable to the specific situation, or:

e if option “1” in Line 179 of Schedule 3 was selected, complete only
the first page elements of the T1255 form that were not

automatically calculated. If options “2” or “3” in Line 179 of Schedule 3 were selected, it is necessary to complete the remaining elements of the

form applicable to the specific situation.

Related Articles

Review the support article for additional details.
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RESIDENCE BY AN INDIVIDUAL (OTHER THAN A I
PERSONAL TRUST) Tax year

Use this form to designate a property as a principal residence. You must also complete the "Principal residence designation™ section of Schedule 3 for
the year you:

sposed of, or were considered to have disposed of, your principal residence, or any part of it; or

nted someone an option to buy your principal residence, or any part of it

were not a resident of Canada for the entire ime you owned the designated property, call 1-800-959-8281
Your period of non-residence may reduce or efiminate the availability of the principal residence exemption.
For more information about designating a pnncipal residence and what qualifies as a principal residence, see Income Tax Folio S1-F3-C2, Principal
Residence, or the "Principal residence” chapter in Guide T4037, Capital Gains.
Definitions
For the purpose of this form, the acquisition date is the date on which you acquired or last reacquired the property, or December 31, 1971, whichever
is later. However, if you or your spouse or common-law partner filed Form T664 or T664(Seniors), you or your spouse or common-law partner are not
(& d to have di dofand i reacquired the property as a result of that election
The term spouse used throughout this form applies to a person to whom you are legally married. For 1993 to 2000, a spouse included a common-law
spouse. For 2001 and future years, the reference 1o spouse is replaced with spouse of common-law partner as defined in the "Definitions” section in|
Guide T4037, Capital Gains.

Note

If you made an election to have your same-sex partner considered your common-law partner for 1998, 1999, and/or 2000, then, for those

years, your common-law partner also can not designate a different housing unit as his or her principal residence.
Generally, you can only designate one property as your principal residence for any specific year, except where you sell a principal residence and buy
another in the same year. if this exception applies to you, the “plus one” rule in calcutating the principle residence exemption amount will allow you to
claim the principal residence exemption for both properties for that year even though you can only designate one property as your principle residence.
However, for dispositions that occured after October 2, 2016, if you were a non-resident throughout the taxation year in which the property was
purchased or acquired, the “plus 1" rule does not apply.
If you ticked box 1 at line 179 of Schedule 3, you only need to complete the first page of this form. You do not need to report any gain amount on
Schedule 3 for this property or properties per the exception described above

rDescription of property

Provide the information requested below for the property you disposed of in the tax year. Complete a separate form for each property you sold.
Address

treet number, Street name, and unit number if applicable Year of acquisition Proceeds of
123 main st disposition
Prov./Terr ostal code ity ountry
ON MOP 373 toronto CAN 2017 375 000100

Designation
1, Doe, John

I , hereby designate the property described above to have been my principal residence

(pnint your name)

.q,. Cudd e o ais DESIGNATION OF A PROPERTY AS A PRINCIPAL Protected §
RESIDENCE BY THE LEGAL REPRESENTATIVE OF A when completed
DECEASED INDIVIDUAL Tax year [ ZOH |}

s form to designate a property as a principal residence. You must also complete the "Principal residence designation” section of Schedule 3 for
r the deceased person:
isposed of, or was considered to have disposed of, his or her principal residence, or any part of it; or
granted someone an option to buy his or her principal residence, or any part of it
Note
If the deceased person was not a resident of Canada for the entire time he or she owned the designated property, call 1-800-959-8281
The perniod of non-residence may reduce or eliminate the availability of the principal residence exemption
For more information about designating a principal residence and what qualifies as a principal residence, see Income Tax Folio $1-F3.C2, Principal
Residence, or the "Principal residence” chapter in Guide T4037, Capital Gains.
You can only designate one property as the deceased’s principal residence for any specific year. However, where the principal residence is sold and
anather one bought (or where the deceased moved to another of his or her properties) in the same year, the "plus one” rule in calculating the principal
residence exemption amount will allow you to claim the principal residence exemption for both properties for that year even though you can only
designate one property as the deceased's principal residence.
For dispositions that occurred after October 2, 2016, if the deceased was a non-resident throughout the taxation year in which the property was
purchased or acquired, the "plus 17 rule does not apply.
If you ticked box 1 at line 179 of Schedule 3, you only need to complete the first page of this form. You do not need to report any gain amount on
Schedule 3 for this property.

ption of property

Provide the information requested below for the property you disposed of in the tax year. Complete a separate form for each disposition

e Proceeds of
treet number, Street name, and unit number if applicable Year of acquisition d i
123 main st isposition
Prov./Terr. Postal code ity ountry
ON MOP 373 toronto CAN 2017 375,000[00
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Using Pension Split Optimization for T1 in ProFile

Canadian residents who received eligible pension income during the taxation year may be able to allocate up to half of their eligible income to their spouse

(or common-law partner) for income tax purposes.
Completing T1032 form
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 | |

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.
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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 Protected B
There are multiple business statements in ProFile, including: I+l u Canada BUSIness or brofecsional Activities when completad

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

° T2125 - Statement of Business or Professional Activit"es 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
B! dd
° T1163 & T1273 - Agr/Stab,/,ty Nnﬁ;r;e;s aISlrrE:as;t, 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 —_—_— EE e T Sl OE
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 1 Your percentage of
. . . s (9 digits) the partnership
gives the option to transfer on the slip. 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 mein st
oronto

statement, select the “New Form” option from the “Form” drop-down
menu in the top toolbar menu.

— Internet business activities

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
. L . . ]
automatically selects for printing any of the business statement forms that are used. Unused forms in a set have no Elam;“k S
. .y ose rorm
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 L
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. | |t
| Clear Highlighter Ctrl+H
InTuIt
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Adding Motor Vehicles for T1 in ProFile

The “Motor vehicle expenses (Business)” worksheet Business Auto Motor vehicle expenses (BUSi ness)
lists motor vehicle expenses used for business purposes, p
related to the 72125, 72121, T2042 and Quebec business [t Er T Fiscal period 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 s00 i 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

Review the support article to learn more about CCA for motor vehicles.
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Adding Assets and CCA for T1 in ProFile

Asset details forms are part of the business-statement set. For each business statement,
ProFile creates a corresponding “asset details” and “asset list” form. For example, when
creating a T2125#1 form, ProFile creates the corresponding T2125Asset#1 and
T2125AssetList#1 forms.

Use “asset details” and “asset list” list forms to track business and rental assets. Enter
asset information on the “asset details” form. ProFile automatically transfers this
information to the corresponding “asset list” form. The “asset list” form displays all assets
in a single table that you can print.

Note: it is not possible to print the “asset list” form.
Entering asset information
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

]

< |
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.
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- #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
1 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
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Using Comparative Summary for T1 in ProFile

2016 Tax Summary (Federal)

ProFile provides summary forms that present the tax return data in different ways. These M:"” = g : “" o
include: = ==
e Summary - 2019 Tax Summary (Federal): this form displays all the non-zero line ‘ Pmm
items of a single taxpayer's T1 return (each field that contains data in the return) —l e .
e T1Summary - 201 Tax Return Summary, TP1Summary - Tax Summary (Québec): this == 0 P—
form displays major items from the taxpayer's return e . j == :
o 5Year- 5 Year Tax Summary (Federal), TP15Year - TP1 5 Year Tax summary (Québec: rem—— : e
this form displays the major items for a single taxpayer's last five years of tax returns &= 0 I
e Comparative - Comparative Tax Summary (Federal), TP1Comparative - TP1 ,, T — %‘il > - [re— :
Comparative tax summary: this form compares the major items from this year's tax st ﬁl '. et L
return to last year's tax return for a single taxpayer. If the return carried forward o f — Ja—”'“w‘—
using Profile, last year's amounts appear automatically on the comparative summary ;’Em m 75 %1
e NRTC - Comparative NRTC Summary: this form compares the non-refundable tax o — “‘| o —— e 8
credits on the federal and provincial tax returns maveneone . | g it o
e T1Review - T1 Review, TP1Review - TP1 Review: similar to the Comparative Tax e —— L =
Summary, this form compares the major items from this year's tax return to last e = n :;“
year's tax return for a single taxpayer, with a special focus on review. The form uses =i : »
the variance thresholds specified under “Options” -> “Module...” -> “T1/TP1 Review” g — , g s e
to highlight significant changes between current and prior year returns. It is also 7"1 — ) — L —
Blncs owin i)

possible to adjust the variance threshold in the “Review” preferences section of the e T
form. ProFile calculates the differences and displays them on the “T1/TP1 Review”
tab in dollar and/or percentage amounts.

T777Comparative

T777 5 Year Comparative

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

set. For each business statement, ProFile creates a corresponding five- Accouning and legalfees 2015 2015 2013 2013 2012
year comparative summary form. For example, if creating a T2125#1 aits?&zgi‘znsxﬁrec;ﬂ;ssun
form, ProFile creates the T2125Comparative#l form. This form is used Enteriainment expenses
to compare up to five years of business statement information. B
Supplies

Other expenses

ProFile automatically carries forward previous-year business statement  Tradesperson’s tools expenses

Apprentice tools expenses

information from the previous year to this form. Enter any additional Musical instrument costs
. . . . CCA for musical instruments
information directly in the summary. IO IoIoToe

Subtotal

Works-space-in-the-home

If creating a new return, rather than undertaking the carry forward of otatexrenses
an existing return, enter the prior year information directly on the comparative summary. ProFile carry forwards this information in the following year.

oloe|lclolololololole|e|e|o|o|o =

[=}=}[=] [=}[=] [=] [=] [=}=][=)[=] [=] [=] [=}{=] =]
o|olo|lo|o|c|lo|lo|o|jo|o|o|o|o|o|o
[=}=}[=] [=}[=] [=] [=] [=}=][=)[=] [=] [=] [=}{=] =]
o|olo|lo|o|c|lo|lo|o|jo|o|o|o|o|o|o
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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.

« ” - . .
Tax Planner” is an unlimited form, so as many different scenarios E"ﬁjye’ name Bam?z S‘;’g I 1 —
i i H irthdate yyyy mm, M Federal tax ($5.639.42
as required can be created for a single T1 file. S e oy
Spouse name i M Other payable ($0.00)
Birthdate yyyy/mm/dd

Creating a T1 tax plan

Jescription:

2017 Tax Planner

Tax plan summary

Spouse's net income

0

00

Gross income 49,800|00
Total income for fax 49,800)00
. . . Net income 49,800)00
Enter the term “tax plan” in the ProFile search bar in the top e 29.800[00
toolba r. Non-refundable credits 2,044]20
Federal Tax 5,639
Other payable 0

Select the “PLAN: Tax planner” option from the search results; the

Provincial Tax

0

00

Total payable

nl+|+

0

00

42
00

Marginal tax rate summa

tax planner displays. Other credits - 582294
Balance owing (refund) = (5,822|94) = (5, 822|94)] :VUUD
. . . . 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 oloo &0

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.
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Using a Motor Vehicle Expenses form for T1 in ProFile

T777Details
Form T777 calculates allowable employment expenses. Em ployment éxpenses
Do you qualify for the GST/HST rebate? [Jes (X1 Jump to: T777
. . . Li 2 Y XN
Enter the term “T777” into the ProFile search bar in the top toolbar menu [ 2®enes o commssion ncome [Jxes X 1o
.
and select the appropriate result. Taxable Non Eligible Total
— GST HST
f “Allowable motor vehicle expenses 0/00 0|00 0jo0 0j00
. | ccounting and legal fees 0/00 0|00 0/o0 0j00
There are four forms related to employment expenses: | 3
b ;‘Fﬂad and beverages 0/00 0|00 0joo 0/00
— Less non-deductible (50%) 0j00 0joo 0joo 0j00
e T777: enter employment expenses Lodging 0joo oloo oloo 0loo
. L Parking 0loo 0joo 0loo 0loo
e T777Details: enter employment expenses for commission and Supplies (postage, stationery, other office supplies) 0joo 0[oo oloo 0joo
L. 0loo 0joo 0loo 0loo
non-commission employees Subtotal 0/00 0l0o 0loo oloo | 1
e T7770ther: enter expenses for musicians, forestry workers and e A — oloo oloo oloo oloa
apprentice mechanics Subtotal 0Joo 0Joo 0loo oloo |§ 2
. . Employees earning commission income
e T777Auto: calculate automobile expenses related to earning Taxable Non Elgible Total
employment income
i @ 1. Info ¢ 4. T777Auto#1 |@2 11| 3. T4
T777Auto#: Motor vehicle expenses —me |@2m|e314] |
T77TAuto E
Motor vehicle expenses (Employment)
This form calculates automobile expenses related to earning Motor vehicle expenses summa
. #1 #2 #3 #4 Total
employment income. Allowable expenses [0.00) 000 § 000 § 000 § 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
Create a new “T777Auto” worksheet for each automobile. Allowable molor vehicle expenses 0.00 0.00 0.00 § 0.00 | 0.00
Calculation of allowable motor vehicle expenses
. . r w Description of automobile
Com plete the eXpense deta | IS for the a UtomOblle- Any num ber Of :: .\' Enter the kilometres driven in the tax year to earn employment income O 1
copies of the form may be created. Right-click on the form and WPy Crter e totalidlometes you drove inhe i year il ool
. o Taxable Non Eligible
select the “New Form” option from the menu. 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|00 000 @ 5
License and registration 000 0/00 @ 6
Leasing 0o 0|00 0|00 oo 7
0joo 0Joo 0joo ojoo | 8
Subtotal 0Joo 0]oo 0Joo ojoo g 9
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 oloo I oloo I 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
INTUIT
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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 thiz return iz for a deceased YearfMonth/Day
person, enter the date of death: o yviyyimmsdd 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

December 31,

Enter the date of the client’s death in the “Date of Death” field under the “Taxpayer
personal information” section. 1 |:| Married pe |:| 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)

4
[]
]
[

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

e prior-year financial statements and T2 return, if applicable

e articles of incorporation

e list of product and services provided in percentages

e obtain backup electronic copies of applicable bookkeeping (for example, QuickBooks, Simply accounting, MS Excel, etc.), trial balance sheet, income
statement, general ledger, credit card and bank statements of the last month of the corporation year

e corporate installment payments made during the year

e copy of prior years' Notice of Assessment (NOA)

e correspondence with any government relating to the corporation

e list of changes to the corporation from last year (for example, new director, shareholders, new assets, etc.)

e business number of the corporation (review the incorporation documents or prior-year return)

e address of corporation, including head office, mailing and location of books, if applicable (you can review the CRA “My Account” feature for this
information)

o fiscal year-end date of company

e enter information and carry-forward the return in ProFile of the prior-year corporation return, if available

e provide a signed business consent form to acquire access to the client’s business information through the CRA (support article)
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https://profile-en.community.intuit.ca/articles/1933944-submitting-and-cancelling-a-business-consent

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.

In-product T2 tutorial

ProFile provides an in-product T2 tutorial that walks a user through the basic functions of completing and filing a corporate return.

To access the tutorial

Training | Window Help
2017 T1/TP1

1 2015-2017 T2

Other Training Options

Open a T2 return.

Select the “1. Getting Started” option under the “Training” - > “T2” drop-down menu in the top
toolbar.

The T2 tutorial opens below the top toolbar. 5 = 201 7 CO r J Orate i n fO

Click the “Next” button to proceed through the tutorial.

Ilcome

T ) Welcome fo ProFile T2. This tutorial takes about 30 minutes and will teach you the basic operation of the
software.

Normally, you wiould create a new retum using QuickStart or by selecting File = New.
Homweever. in this tutorial, all you need to do s dick [Newt] to create a T2 corporate tax return
To end this tutonal at any fime, click the "x" that appears above the [Mext] button

ﬂl_lnfo|=-a,51]r.uiT2]
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Using GIFI Import from Caseware for T2 in ProFile

- = | 3 |1
The General Index of Financial Information (GIFl) is a comprehensive list of financial statement items ]rr‘lp-url' SUECﬁ_u —

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

Importing GIFI from CaseWare to ProFile

In Caseware:

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 GIFI 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 GIF 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 GIFI import from QuickBooks Online (QBOA).

Review the ProFile article on GIFI import from QuickBooks desktop to ProFile.

Review the Caseware article on exporting GIFI data for imports.
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Using GIFI Import from QuickBooks Desktop for T2 in ProFile

Note: it is necessary to undertake QuickBooks integration prior to importing GIFI
from QuickBooks Desktop. This guide includes a “QuickBooks Integration” section.

About GIFl Import

The General Index of Financial Information (GIFl) 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.

| PROFILE - 12: <1

~3IN-a50 4 |2 - -
OLlinfo |25 |an]

General information

v File Edit Audit Goto Form Options EFILE Onfine Training Window Help

- @QER -

Business number |  _ RC___IEEN
Legal name of corporation 3
Prior year-end date
Operating name of corporation if different || Where the fiscal paniod of the corporation
exceeds 365 days. is the corporation deemed
Gt lnane soce e traiesy (] s PV | olomslmpmieiticome s |y
i ves. are there articles of amendment? [:| Yes [:l No 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 win-mm-dd
| Date of di wn-mm-dd
Complete retum from GIFI? K Yes [] No l_lom,, 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
inthepreviosyear?  [IYes Mo o rhinn aar amalnamarinn M Vae B

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

Select the “QuickBooks Desktop " GIFI Data Import

-] |

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

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

Year end
201410430

“ear start

€ "0 [
Set the “Year start” and “Year RERTIES

end” values in the “GIFl Data
Import” window.

B

| Use fiscal vear dates from T2 Info form

Click the “Continue” button.

I
Enterprise.gbw"

B~

[ Continue ] [ Cancel

Review the amounts being imported

from QuickBooks to ProfFile.

If correct, click the “Import” button.
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Company fle"C:Users'Public Documents\Intuit\ QuickBooks\Company Files'Akhron

Thu Jun 4 14:46:12 EDT 2015

Tnal Balance

As of 2015-06-03

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

Akhron Enterprise

Account Number/Name GIFI Code® Debit  Credit
Accounts Receivable 211300.00

Driver Advances 1071 25000.00

Accounts Payable 100938.14
GST/HST Payable 1111235

PST Payable (ON) 800.00
Fuel Surcharge 3000 10000.00
Uncategorized Income 900000.00
Professional Fees 8860 43078.00
Reconciliation Discrepancies 25000.00
Utilities 9220 4424779

Total 1036738.14 1036738.14

A \
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Using GIFI Import from QBOA for T2 in ProFile

The General Index of Financial Information (GIFl) 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

Ga o client's QuickBooks

GIFl Import from QBOA

1

Login to the QBOA Firm containing the
data to export.

Click the hyperlink text under the CLIENTS BOOKKEEPING
“Workpapers” column, or if logged into

the client file click here.

AX

Viakpapers ([0

S0 Conbnus revew

Mame Slalus For Heview Banking Slalus lems Due

7] TralBalance Company

In QuickBooks navigate to the
“Workpapers” section for the client’s books.
e ——
Review the “Working Trial Balance” and the “GIFI Mapping” to
ensure that all the work is completed. If there are any
unassigned codes, these can be mapped under the GIFI
mapping section. To assign GIFI Codes review the list and click
“Assign GIFI Codes”.

Workpapers Tos yaw S8 & ¥ il e

Vs scisity
Ton Ferven Sturasd . 2016
.-.. *

ACCOUNT

Tou: Pz Ent

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

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:

o “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

@ 1.Info I-...g‘m} ;Tz]

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 Where the fiscal period of the corporation

exceeds 365 days. is the corporation deemed
to have a tax year end of December 31, 2008

Ch, f Dept. last notified? Y N
ange of name since Depl. last notl - O xes Bto | 0 o e heaction 249(3) of the Income Tex Act?_[] Yes [] o

If yes. are there articles of amendment? D Yes D No Has taxation year end changed since last
return was filed? |:| Yes E| Mo
If yes. why has it changed? MN/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

Internet file this return?
=l

Date of incorporation fmm/dd
Date of amalgamation (frnmdd
ete return from GIFI? B yes [ No Date of dissolution o/l
evenue 0 i Date of bankruptcy Jrmydd
Ssets 0 i Is corporation a professional corporation that is a member of a

the corporation an associated CCPC~ partnership? [ ves [ o
In the previous year? D Yes E-MN“Q- First year of filing after incorporation? |:| Yes E| Mo
;Fa)::ble capital ;amployed in Canada 1000 I First year of filing after amalgamation? |:| Yes El No
or the previgus taxation year. - Section 88 wind-up of sub. during the year? |:| Yes El No
Taxable capital of the associated group - -
for the previous taxation year 1,000 I Final year before amalgamation? |:| Yes E| No
Total taxable capital employed in Canada Final retum up to dissolution? [0 Yes K No
of the corporation and its related Is the corporation bankrupt? 0 Yes [ no
corporations. _ 0l Eected not to be a CCPC under 89(11) O Yes K no
Total taxable capital employed in Canada ) i
of the corporations and its associated If an election was made under section 261, state the functional
corporations (Applicable to taxation years currency used
starting in 2008 and later
sleting ) Corporation exempt from tax? Wy
Language of correspondence changed since Dept. last notified?
[0 Yes | bo
£ =N ]
ety P =) 1)
Is this an amended tax return? B Yes [] Mo
TS TS TETTTIT STy Preparet Oy = T2 [TEpaTeT
for a fee? K Yes [] o

Business numbsre (E)
Corporstinn’s naeme
Tax year end 20150201

The following fields cannot be amended under this process; ProFile displays a
warning message if an amendment is submitted regarding one of these fields.

i this an aemended 120 retum? Bl Xes —DLT

Descnphion of changes
{Press the Skl + Entar Kéys 10 sdvan gt ling )
Emar info hore

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

Review the support article for more information.
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Using Form T1044 in T2 module

Form T1044 Non-Profit Organization (NPO)
Information Return is for non-profit organizations as
described in paragraph 149(1)(l) of the Income Tax
Act, and organization described in paragraph
149(1)(e) of the Act.

Search in ProFile for “T1044” to find the form.
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E'J File Database Edit Audit Goto Form  Options EFILE Online Training Window Help

‘@ | @A
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Canada Revenue
Agency

Agence du revenu
du Canada

Non-Profit Organization (NPO) Information Return

# This return is for:
- non-profit erganizations (WPOs) described in paragraph 149(1)(ly of the income Tax Act; and
- organizations described in paragraph 14%(1)(e) of the Act (agricuttural crganizations, boards of trade, or chambers of
COMMErce).

® An organization has to file this return if:
- it received or is entitled to receive taxable dividends, interest, rentals or rovatties totaling more than 10,000 in the fiscal
period;
- it owned assets valued at more than $200,000 at the end of the immediately preceding fiscal period; or
- it had te file an NPO information return for a previous fiscal period.

® To determine if the organization you represent has to complete this return, see Guide T4117, Income Tax Guide to the
Non-Profit Qrganization (NPO) Information Return.

* Mail your completed return to: Jonguigre TC, T1044 Program, PO Box 1300 LCD Jonguiére, Jonguiére QC G75 0LS

Part 1 - Identification

Q (R v 0 | 5

Protected B when completed

— Do not use this area

Fiscal period
From 2017/10/12 fto 201810111 |

MName of organization 8 digits.

Mailing address

E If yes, attach an

Name and title of person to contact

E Telephone number
) -

Business number, if any
Trust number, T3, if any.

i Is this the final return to
be filed by this organization?

i explanation.
City i Type of organization
Province Postal code (see Guide T4117)

1Yes[ | 2 No[ ]
_ 1
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Using T1134 EFILE for T2 in ProFile

ProFile users can electronically file the T1134 - Information Return Relating to Controlled and Not-Controlled Foreign Affiliates for your client in the T2
module.

The T1134 return can undergo EFILE before or after filing the T2 return.

EFILE the T1134 Return

Open the T1134 return undergoing EFILE.

Select the “EFILE the T1134” option from the “EFILE” drop-down menu in the top toolbar.

Click the “OK” button when presented with a request for confirmation.

Note: select the “Do not show this warning again” option to avoid seeing the confirmation message in subsequent EFILE efforts.
Clear any audit messages before transmitting the form.

If the return transmits successfully, ProFile displays a confirmation number. Retain this number for your records.

If the return transmission is unsuccessful, ProFile displays the errors identified by the CRA. Correct any errors and resubmit the return.
Amending a T1134 Return for a Supplementary Deletion

Note: an amended return is only filed electronically if the original return was filed electronically.

ProFile users can electronically amend a T1134 return that underwent EFILE and needs to be deleted.

Open the Supplementary to be deleted.

Select the “Delete Form” option from the “Form” drop-down menu.

Select the reason for deleting the Supplementary from the drop-down menu:

e Duplicate
e Filedin error
e Other

The Supplementary is marked as “Deleted” for transmission to CRA.
Related Articles

Review the support article for additional details.
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EFILE form MR-69 in ProFile for T1 and T2

The MR-69 form is the Authorization to Communicate Information or Power of Attorney form in ProFile.

ProFile users can upload a signed copy of the MR-69 for RQ to retain in their records using ProFile version 2019.3.0 or later.

Click here to review our support article on the process for T1 and T2.
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Submitting and cancelling a Business Consent

Prior to ProFile release 2019.3.0, preparers used forms RC59 and RC59X to submit and cancel a Business Consent with CRA. Forms RC59 and RC59X were
updated in ProFile release 2019.3.0 to allow electronic approval of two services: authorization to access client information via online, phone, and mail
methods, and the cancellation of existing client access, respectively.

You can review this new process for submitting and cancelling a Business Consent on our support article.
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Using the T2 Print Interface Experience

{Print Setup o

? X
|
Lo . . | 12007 T\/1P) g 2015201812 K £ 2017 TIPS o
The T2 print interface uses “dynamic” menus; this means that only when you select a E?wwerwuwmgn o B £
function (print, email, archive) will the related menu options display in the print interface. Category Prrter 8n A
: . : : : Foems it SecuwePrniR 2 Ausomaticaly Select
This helps keep the print interface clean and simple, as you see only the options for the e e s~ !
function activated. Letwers et SecusePrrn 2 Tray1
Label: et SecureProe® 2 Trag
Cadar ol B arnde o @ Cars malvon® 3 Tones? ¥
Using the new print interface is currently an optional experience. Preparers can still find | LS >
the previous print interface in ProFile. T 5 e 2
Select the “Print Setup” option from the “File” drop-down menu in the top toolbar. | Mg — — Postion and duplesing
Leit ii)31' = Top 02 s Frrd a3 Dockiet
Click off the selection of the “Enable new T2 print menu” option box and click the “OK” A 037 = somm 027 & scermpage
button; the old print interface menu displays. ‘ L |00 phier Copiox aoaos
Fort Scaing o Suplex form menping
Accessing the T2 print interface v Opons
Ensure you are using the latest ProFile release. e <
1,
Open the existing T2 return. |
Optons for ol modules
Select the “Print Setup” option from the “File” drop-down menu i n the top toolbar; the | il Confem auto ford scale changes
“up,.; ) . EA Enabie now T2 pert merw
Print Setup” menu displays. ;
| * Ploase rote, lems that are graped ot se no longer svalable i B modue
“ . ” . H “ ” . !
Select the “Enable new T2 print menu” option box and click the “OK” button; the new ‘ : T— =
print interface menu displays.
[6 Print o« (;a:i . Nm(c;;: B x —)( ]
| Job selection ,
T2 Paper 0
i
12 Paper
omul Print  Archive Return Copy Language Printer Forms
{ v v File Default Custom & fgems
H Chent Defauit Custom & Fooms
| Loverrment Default Custom Q Foems
| 4 Default Custom 0 Forms
| 5 Defauit Custom 0 Forms
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Using the Revamped T2 Print Interface Experience (continued...)

Using the “Job Selection” section

The “Job Selection” section allows preparers to navigate between types of returns and
assign parameters for print, email, archiving, and language. The “Job Selection” drop-
down menu populates automatically with print details based on the open T2 return.

Preparers can select a single return type to print, archive, or email from the drop-down
list (for example, “T2 Paper”).

Alternatively, preparers can select multiple types of returns to print or email from the
drop-down list (for example, “T2 Paper” and “ATI1").

The details of the selected items displays.

The details presented include email, archive, and print options for each item in the
return, as well as language preferences and assigned printers.

Using the “Archive PDF” section

Preparers can set the file location and file name for archived forms in the new printer
interface.

Click the “Archive” option under the job selection to access the “Archive PDF Options”
menu in the new print interface.

Preparers can select two options for archived PDF locations:

o select the “Same folder as client file” option; this places the PDF in the same
folder as the existing client file, or:

e select the “Specify a folder” option; click the “Browse” button to select a folder
for the archived PDF file.

| @ Print or Email - <NewCorp>

Job Selection

T2 Paper

V1 12 Paper
12 EFile
AT
co-17
[ saskatchewan Capital Tax

Marvtoba Capetal Tax

© Priot o Emad « <NewCerp» o

Job Selection

Multiple Prnt Jobs Selected

¥ 12 Paper
T2 EFde
v AT
co-17
Saskatchawan Capnal Tax

Mantoba Capital Tax

Archive PDF Options

Fie Locaton

Same folder as chent file
8. Speoty a folder c//documents,
Fie Name

Same as Profde tax file name

® Use Custom Name) pd!

Note: the default archive locations pre-populate from “PDF” tab in “Environment Options” window.

Click the “Continue” button to save the selections.
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Using the Revamped T2 Print Interface Experience (continued...)

Preparers can select two options for archived PDF file names:

o select the “Same as ProFile tax file name” option; this names the archived PDF
with the same file name as the tax file, or:

e select the “Use Customer” option; use the “+” and “-“ buttons to assign file name
parameters such as name, month, day, time, yearend, and more:

Click the “Continue” button to save the selections.

Using the “Email Options” section

Preparers can set parameters in the “Email Options” section for email templates and email
addresses.

Click the “Email” option under the job selection to access the “Email
Options” menu in the new print interface. Email Options

Emad Template
Select the available email template from the drop-down menu.

Emad Address
Note: email templates source from the designated ProFile “Templates”
folder.

Fde Name

Same as Profie tax Sle name

Status after prnting Unchanged
Lock File Embed dete in heacer Merge Prnt Jobs

Kewp Selecton $or ths retarn

Default Email Template

Contows

Browse.

.

Name)
Oate;
(vear)
(Month)
ay]
(Time)}
Return Type)
(Year Start)
(Year End)
(Chert Number)
o
(&

Cabuur v oo

The client email address — as set on the return — automatically populates in the “Email Address” field. If no client email address is set on the form, enter the

address manually.

Click the “Continue” button to retain email settings.

The preparer’s email program opens a new draft email with the template and client email already entered.

Related Articles

Review the support article for additional details.
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Using EFILE with Web Access Code (WAC) for T2 in ProFile

Corporate returns can undergo EFILE using a Web Access Code
(WAC). In some cases, a preparer may not have a need to undertake
a request for an EFILE number and the WAC provides a quick,
convenient alternative.

ProFile allows users to apply for and receive a WAC online through a
ProFile web service, without having to call the CRA Corporation
Internet Filing Helpdesk.

Alternatively, users can enter a WAC if already acquired from an
earlier EFILE effort/request.

Applying for a WAC

Select the “Transmit this return...” option from the “EFILE” drop-
down menu in the top toolbar.

ProFile reviews the T2 return for any outstanding warning. If there
are no auditor warnings, ProFile displays a green checkmark.

Click the “OK” button.
The “Corporation Internet Filing” window displays.

Select the method of filing the return

Corporation Internet Filing
Flease select y:our Authorization method:

(@) I want to use my EFILE Mumber and Password to file this tax return
The EFILE Number and password used appears in the EFILE Options window.

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

() 1 already have a Web Access Code for this tax return

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

| may file a 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,

I may only file an initial or amended. eligible, 2002 or subsequent year corporation income tax retumn through Corporation Intermet Filing.

| understand that | will not be able bo uze the Corparation Intermet Filing service ta file an initial or amended return for pear prior to the 2002 taw
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.

| understand that | cannot add or change direct deposit information with a taxs retum filed through Corporation Intermet Filing,

| will not attempt to disrupt the Corporation |ntermet Filing service by uploading files ather than the eligible corporation income tax return. 1F |
do, the Canada Revenue Agency [CR&) will deny me access to electronic services.

| 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,
and reports the client's income from all sources.

Clicking the Accept button will transmit this return to CRA

Accept ]’ Dedine

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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Attaching documents for EFILE of T2 returns with the Attach a Doc feature

When are attachments transmitted?

CRA allows corporations to transmit supporting documentation via ProFile’s “Attach a Doc” feature within 24 hours of the EFILE of a T2’s initial or amended
return.

What files types are supported?

The following file types can be used as attachments:

o .pdf * jpg
e .doc o .jpeg
e .docx o tiff
o Xls o tif

o .xlsx e .XpS
o .rtf

o ixt

What is the maximum attachment size?
The maximum attachment size is 150 megabytes (MB); this is a CRA limitation.
Is there a limit to the number of attachments transmitted?

Provided the attachments are transmitted within 24 hours of EFILE of the T2 return, there are no limitations to the number of attachments that can be
transmitted.

Can | make attachments prior to the T2 return being transmitted?
Yes, but the T2 return must be transmitted first, before the attachments.

Click here to review our support article on using the Attach a Doc feature for T2.
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Corporate Linking for T2
T2 filers can now link data from a related or associated corporation into the RAC Details form of another corporation using ProFile's Corporate Linking
function.

Any changes to the data of a related/associated corporation found within a RAC Details form highlights and can synchronize with only a few clicks.

Frequently Asked Questions
Who can use Corporate Linking?

Any ProFile customer who has the T2 module is eligible to use Corporate Linking.

For which tax years is Corporate Linking applicable?

Corporate linking is available for T2 returns in the 2015-2019 module or later.

Will Corporate Linking work for OnePay and Trial licenses?

Yes.

Linking a Related or Associated Corporation to a T2 Return o

Open the T2 return. = R ‘ ‘k' @
Select the "+" icon on the ProFile top toolbar menu to link a related/associated corporation.

Navigate to the folder containing the return being linked.

Select the T2 return file of the related/associated corporation being linked.
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Corporate Linking for T2 (continued...)

The details of the related/associated corporation display. @ GiopalgHinking - ki 8, Sl Comp i me 8 0
Select or unselect the related/associated corporation's data. ose'“‘ the data from "Smith Corp Germany' you want to link
fou can review the data of the corpoaration to be added here. You can select/unselect details related to the corporation. You can add the selected details into the RAC with the
"Confirm* button

Click the "Confirm" button.

¥ Smith Corp Germany 7! DESCRIPTION CURRENT SYNC VALUES SOURCE VALUES
Type: - Unked Data
Lout Moditiea 40417 1130 AM

v General lnformation

All selected related/associated data is imported and linked.

v Corporation name Smth Corp Germany

The RAC Details of the newly linked corporation displays and the designation ) Business number
"Linked" is assigned for it in the left-side display menu. 7l Toation yeorstat 20170101

W Taxation year end 2017.12.31
/! Previous taxation year start 2016-01-01
7] Previous taation year end 2016-12-31

Reviewing Related/Associated Corporation Status

V! Maiking address line 1

The status of related/associated corporations that are linked - or have been
linked previously - to a corporation is displayed in the left-side menu of the Corporation Status RACDetails

linking window. Smith Corp Canada Linked Related and

Smith Corp Germany Manual
The following designations can apply to related/associated corporations: 6”

Linked: the related/associated corporation is linked.

Linked file

Manual: the related/associated corporation is not linked, but the RAC Details
information exists and may be linked.

Broken: the related/associated corporation was previously linked, but has

since been renamed or moved from its former location (for example, the Corporation Status RACDetails
original file folder or directory). To relink the related/associated corporation,  Smith Corp Canada Linked

locate the file and select the "Confirm" button or revert to the original file Smith Corp Germany Manual

name. Smith Corp USA Linked

<New>
Related Articles o

Review the support article for additional details and troubleshooting tips.
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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 jm2 13|

basic details of the trust. info 2016 Trust information
Prepares will report the income and deductions of the trust. Enter these details on [ cnnmer I ERINE ]
the various income and deductions forms, schedules and on the T3 ik iR Y T ves
. . . . o (MG i oy gD AT B 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
. . r — — Date of entry yyyy/mm/dd
There are numerous data entry forms’ |nclud|ng itle of trustee, liquidator, executor or administrator (Mr, Ms, etc) \élhis‘anc')ﬂ;nc')]rem‘.lsi; E;N E
H . ey . — - OunWOOSDIE U
business and rental statements, dispositions on Schedule 1, and T3, T5 AEmeainss CICE ST e S TEm e = .
income received by the trust. o sths a Yoo Fist o FN) s 1o ]
Street number -
. 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 Province — Gouniry Taxation year Start yyyy/mm/dd_|End yyyylmmidd
B canll ; :
of the Form Explorer become important. e THCEA R | — oo for it e
Address on last relu(m ilijiﬁelénl - - pretslielmles) I
d If yes, copy of trust document/will
Any income not allocated to beneficiaries is taxed on Schedule 11, which transfer T and I of assets al dealh = = E
to page 4 of the T3 jacket. T R 1= 0= e Gietene !
was/will be wound up yyyy/mm/dd
[X| Testamentary trust Inter vivos trust Language of correspondence English
O nguag D g
Type of y trust N/A ! Signing officer - position or fitle E
. " n Signing dats 2017/08/25
About the Allocation worksheet i O’ pease specly L s Fikng oue daie yyyyimmidd 1
SIN of deceased Did the 21-year deemed realization rule
Th ”A” t ” k h t i d t I t th | t f b f iari LR R i L2 X \??:e’y I:S;Ihiesgus:g-‘ﬂlg%y Es‘:g.lsal trust, did it, |rI\\l gny previous taxafion 1
e “Allocation” worksheet is used to complete the slip amounts for beneficiaries. I Yot pinir” o RC e oy Previous xaton
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, Name Beneficiary details
. .. <Unknown>
choose “Other” and enter the percentage applicable to each beneficiary on  <ew
the “Beneficiary details” worksheet. If “Other” is selected, the o e
percentage field on each slip of the “Beneficiary worksheet” becomes e — —
. . . T . Corporation, a Province Country CAN Postalcode |
an input field; otherwise, it is calculated based on the equal allocation i JFesiocysis o]
. . I Tvoe of sii o B[] Re-Amended?
to all beneficiaries. " e e | B e o B
T W Print blank slip? |
. . . NR4 Payer #
o if the trust has claimed expenses at line 41 of the return, the expenses have :QAQRZimem;yYortax -
4 % rate tax
to be applied to specific types of income before the income can be allocated B P e . 3:7::;:::;m‘mwmmmm) ’
HP H H irst name nitial Name
to a beneficiary. These expenses must be applied manually: an audit i —
H H Identification Number
message will appear if these expenses have not been entered. 2% of incomo alocaled to his bonoficiary 2 —
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 e =] o -
. . . 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. Fasniusness mome u 000 o
‘oreign non-business income 0.00
= Eligible death benefits 0.00 0.00
e to specify amounts for certain boxes of the T3 slips that is not automatically oy [ 000 000
. . . . Self-employment (communal) 0.00 0.00
completed by ProFile T3. For example, details related to foreign income and . . : Otrr oool ‘?‘}‘,’I

tax paid. Also, if the trust is allocating a retiring allowance or death benefits, those amounts have to be specified here.
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Data Entry and Flow for T3 in ProFile (continued...)

About the Beneficiary worksheet

On the Beneficiary worksheet, enter details such as name, address and

residency of the beneficiary. The slip amounts at the bottom of this form
are calculated using amounts from the “Allocation” worksheet multiplied by
the percentage applicable to the particular beneficiary (percentage is on the
“Beneficiary” worksheet).

Navigating on the Beneficiary worksheet

On forms like “Beneficiary”, where there are an unlimited number of slips,
navigation is simplified with the following shortcuts:

e use the horizontal scroll bar at the top of the slip table to navigate.
e <Ctrl + Enter> takes you to the top of the next slip
e  <Shift + Ctrl + Enter> takes to the previous slip

e <Ctrl + Right Arrow> and <Ctrl + Left Arrow> take you to the next or
previous column (and scroll to the next or previous slip accordingly)

Using the Beneficiary worksheet

The information on the “Beneficiary” worksheet transfers to the T3 and NR4
slips. These slips are for reporting and preview purposes only: data cannot be
edited on these forms.

The data from the T3 and NR4 slips is posted to the T3 Summary and
NR4 Summary.

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

Income
reported on T3

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

Allocation of
expenses

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 \Fnre\gn 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
no. Type of income Resident Non-resident By preferred
beneficiary election
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

ProFile’ Tax 150



Using EFILE Slips for T3 in ProFile

Beneficiary details

Beneficiary address

About T3 slip EFILE

A T3 Trust return must still undergo paper filing. However, the “Slips Summary”
can undergo EFILE with the related slips.

Note: always print or retain a PDF copy of the CRA confirmation of an EFILE g Address
when completed. ProFile does not retain a report or record of which slips are City
transmitted. Province HCountry can__ W Postal code
: Residency status 0 !
Transmitting slips Type of slip 0 [ ] Re-Amended?
Prepare the T3 slip in ProFile. TYP° of bengﬁciary O. erred beneficiary No
Print blank slip? C-Cancelled
Open the “Beneficiary details” form and select the “Type of slip” being 'NR4 Payer #
transmitted. 'NR4 Residency for tax
Select the “Transmit” option under the “EFILE” drop-down menu in the top 'l‘Rdsf Eaieofm- vt e o=t L

toolbar.

Select the appropriate option under the “Data type” drop-down menu and click
the “OK” button.

!‘ Transmit slips.

ProFile builds the XML file and automatically launches the CRA transmission Select ONE slip type

window. V!
Review the CRA disclaimer, login, and submit the .xml file. = HITS
The file submits; click on the “print” icon on the browser window to print the

confirmation number.

Click the “Close” button.

Data Type Original

] [ Cancel
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XML file a T3 return in ProFile

Preparers using ProFile release 2017.2.5 and later can transmit eligible Trust Returns using the Canada Revenue Service’s (CRA) Internet file transfer service.

Frequently Asked Questions

How does the XML filing for a T3 return work?

Transmitting an XML file electronically to the CRA is different from the EFILE process.

An XML generates based on the information provided on the T3 return; this XML file transmits to the CRA via ProFile.
The CRA issues a confirmation number following submission to confirm the receipt of the XML file.

The preparer inserts the CRA confirmation number on the T3 return.

What are the requirements for the XML filing of a T3 return?

The CRA maintains a detailed list of restrictions for filing a T3 return electronically.

Please review the list prior to undertaking an XML filing.

What tax years are eligible for the XML filing of a T3 return?

XML filing for T3 returns occurs for 2017 and onwards. A T3 return undergoing XML filing cannot have a year-end date prior to January 1, 2017.
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XML file a T3 return in ProFile (continued...)

Preparing a T3 return for XML filing

Open ProFile; ensure you are using version 2017.2.5 or later.

Prepare the T3 return.

Resolve' any error messages.dlsBIayed u‘nder the .MagMed|a tab”of Taxation year Start 2016/05/05 End 2017/05/04 I
the Active Auditor (see section “Managing Errors in the T3 Return
below). Internet file this return? Yes [ JnNo

If the information on the return is complete, valid, and eligible for the Internet file transfer service, the “Internet file this return?” question in the return’s
“Filing” section checks automatically.

Note: if the return is not valid, the question remains unchecked and prevents the XML file from transmitting. See section “Using the T3 EFILE” below for
resolution.

Using the T3 EFILE

T3 EFILE is a worksheet used to track exclusions stemming from the z
T3 return. Linfo 3 T3Efile| 213

Internet File Transfer Information for Trust

T3 EFILE automatically calculates eligibility and populates (using

Exclusions:

“YES” /”NO” values) based on the return information. It displays all The trust has taxable income NO
. - The trust has tax payable NO
unmet criteria for XML filing the T3 return. The trust has balance owing or rekind NO
The trust Account Number is missing NO
. . - . “ . The trust is a specified investment flow-through (SIFT) trust (Code 028) NO
Any criteria for XML filing not being met prevents the “Internet file The Wust i sibject 1o Géumed dsooslion s deleled oa Forr T1068 et
i M ioni ’s “Filing” i ivati The trust is reporting gross-up amount of dividends on field 49 _ NO
this return?” question in the return’s “Filing” section from activating. T e et T ST o
The trust is reporting capital gains on gifts of certain capital property on Schedule 1A NO
Preparers should review the T3 EFILE worksheet prior to undergoing The trust is reporting eigible deduction for taxable capital gains on Schedule 9 NO
- . 3 ) . The trust is subject to minimum tax NO

XML filing and address any unmet criteria prior to filing. The trust s filng Form RC198, Voluntary Disciosures Program (VDP) Taxpayer Ag or the taxpayer is making a
request under the Voluntary Disclosures Program L __NO
The trust went bankrupt and is filing ts pre or post-bankruptcy retum . NO
The return is an amended tax retum NO

IntTuIt
ProFile’ Tax 153



XML file a T3 return in ProFile (continued...)

XML filing a T3 return

Open the populated T3 return.

Select the “Transmit T3 Return” option from the “EFILE” drop-down menu in the top
toolbar; the “Transmit T3 Return” window displays.

Select return type (for example, “T3 Return”).
Click the “OK” button; the XML file builds.

If successful, a message indicating the processing and completion of the XML build

displays. DataType  Original
Click “OK”.
) T3 xmlfilng
Clent T3 xmi fling
Fle  Z\ftivedi\Documents\My ProFile Data\2017T3\2017 CR\T3 efile spe
Status:
[ ok | | conce |
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XML file a T3 return in ProFile (continued...)

ProFile automatically opens the CRA transmission window.
Enter the preparer account number and Web access code when prompted.

Click the “Next” button; the “Internet file transfer — attach your return”
window displays.

Note: the XML file path already populates in the directory field. To search for
a different XML file, click the “Browse” button.

Click the “Submit” button; the XML file transmits to the CRA.

The CRA provides a confirmation number following transmission.

Manually enter the confirmation number in “Confirmation Number” field of =

1] |

Canada Revenue Agency Canadi

livicusis and tamilies  Ihamessss  Charttiens and ghving  Representatves

" e Disclaimer - Internet file transfer (XML)

Terms of use

the T3 return’s “Filing” section.

Save the return.

Taxation year Start 2016/05/05 End 2017/05/04 [}
Related Articles Internet file this return? Yes El No
Review the support article for additional details. Confirmation Number SAMPLE CONFIRMATION #
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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 2018 T3 module is the last one released and you need to
prepare a T3 return with 2019 year-end, the 2019 T3 module is not available until January of 2019. 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 Form Expert (FX)
module in ProFile
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Overview of Form Expert (FX) module in ProFile

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

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 that can be filed electronically.
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EFILE Slips for FX module in ProFile

1 2015 PX/Q File properties

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

. . . Santa Claus Workshop
retain a PDF copy of the CRA confirmation of an EFILE when completed. Gt Sens: AR S Blocked
1 e EFiling |Print |
.. . : T4 Ready to file ‘Work in process
EFILE orlglnal and amended SllpS i T5013  |Readytofile Work 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 16-09-1615.. TY Modified  00:0337 2016.0.0
slips?". The option to EFILE slips will not appear unless this option is selected. 16-08-1615:.. 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 - 3
Set the “EFiling” status in the “Slips Status:” section to "Ready to file". Select OME slip ype
Select the “Transmit slips or a T5013 return” option from the “EFILE” drop-down menu in E HA EEmrE;f}. nd
the top toolbar; the “Internet File Slips” window displays. E EANFémpimpty H

. O] T5M8 Empt
Select the slip to undergo EFILE. CINR4 Er?pptyy
C] 75008 Empty
Select the appropriate option under the “Data type” drop-down menu and click the “OK” button. % '” ] to File
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 module in ProFile

Search By lCiient narme v]
Multiple FX slips can undergo a “batch” transmit slips at one time using the Client Explorer Al | a | b | C | d [ e | i | g ] h | i |
database.
BC Productions Inc.

Starting the Client Explorer database Files

[ &3 ProFile: I | ¢
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.
Plorer op O & ProFile: -
Click the “OK” button.
Select the “Client Explorer” option under the “GoTo” drop-down Details % | 3eachBy Chert name =
menu in the top toolbar. Aclions Py Al :ab]cdlaf[g | h] : l i [ k ] | ]m[n [
The Client Explorer displays. 1"":'“_“”"
Build EFILE,
Akhiondion. Nayven
I . Print files Files 9
Filtering and selecting returns — i forme i the fles.. (&3 ProFie
Click the “Filter” button; the filter window displays at the bottom Akhrondion, Nayven
. Clear selecthon -

of the window. Files

Selact all
3 client(s) selected > (& ProFie:

Select the checkbox on the “FX” tab and clear the other module =
tabs by unchecking them.

3 hile[z) zelected

Select the checkbox for the desired tax year (for example,
“2019”) on the “FX” tab and clear the checkboxes for all other years by unchecking them.

Select the appropriate checkboxes in the remaining sections of the “FX” tab to filter for slip details; clear the other options by unchecking them.
Click the “Apply Filters” button; a list of slips that meet the set slip criteria displays.

Select the slips to EFILE.

Building the EFILE Link

Click the “Build EFILE...” link in the top-left “Actions” menu.

IntTuIt
ProFile’ Tax 160



Batch EFILE Slips for FX module in ProFile (continued...)

The “Build the XML file” window displays. *.d Build the XML file |_ 5T ||
Select the slips to undergo EFILE (for example, “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 GYNECOLOD.. C... T r r r r r r
“BC Productions Inc. c. O 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 RL Slips for Form Expert (FX) in ProFile

Included in the 2018.2.0 and later ProFile release is a revised method for
transmitting RL Slips for the FX module to Revenu Québec.

The new process eliminates the need to attach an .xml file to the RL slip
transmission and instead transmits the information directly to Revenu
Québec.

Setting credentials prior to transmission

Select “Options...” under the “EFILE” menu in the top toolbar.

The “Electronic Filing Options” window displays.

Select the “MRQ Slip Numbers” option under “T3/FX” on the left-side menu.
Enter the Magnetic Media slip numbers.

Select the “Transmitter” option under “T3/FX” on the left-side menu.

Enter the “Québec Transmitter Number”.
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I
{Electronic Filing Options

General
mn
Coemmon
EFILE intermet
TP Intemet
T2
TZEFRE
T2 AT Net File
T2 CO-17 nteenet Fling
TAFX
Transmtier
Cortact information
MRQ Sip Numbers
nemet Fle

Ganeral
n
Common
EFILE Infermet
TP1 nlgenet

T2 EFILE

T2 AT Net Fle

T2 CO-17 intemat Fileg
TaFX

Transmiter

Contact information

MAQ Sip Numbers

nlemmet Flle

Magnesc Media Numbers assigned by MRO

Year 018

Starting

Next avadable

ALY 11100 222222 33391798 Peset

AL3

ms

RLIS
24
RL2S
ALY
RL3Y
RLIS

Transmier iderthicason

Address 123 man

Ciy lorondo

Country Carade

Postal Code map3

Foderal

Trasamiier Nusber
Account Number
Web Access Code

Ouetec

Quabac Transmitier Number

RL2 33303 464444 3a33yyng Pesel

Lamguage of Communication

(® Englan O French
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Transmitting RL Slips for Form Expert (FX) in ProFile (continued...)

Select the “Contact information” option under “T3/FX” on the left-side

menu.

The “Contacts” window displays.

Enter all requested contact information in the “Accounting” section; this is
essential to avoid transmission errors. Requested contact information in the

“Technical” section is optional to provide.

Click the “OK” button; the contact information saves.

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

top toolbar.
The “Environment Options” window displays.

Navigate to the “Preparer” tab.

Populate the fields under the “Preparer” section; this is essential to avoid

transmission errors.
Enter the “ldentification Number” in the tab.

Click the “OK” button; the settings save.
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|Electronic Filing Options

General
™
Common Contacts
EFILE intemet Accounting
TP intemet
T2 Technical oy
T2EFLE Emall address &
T2 AT1 Net File gonydtel.oon
T2 CO-17 Intemet Fiing
THFX
Transmitter
Contact information
MRQ Sip Numbers
intemet File

Environment Options

Edit Dizplay Fi= Freparer Discounter Trustee Audit  System  Securly

() -

exd

(416) 416.4164 ex

HypeiDocs

?

PDF B

Prepaies
M arie: | o
Fitrr:

Shieet:
FO Box, RR:

City:

Province: ~ | Pastal Code:

Phane: | | Fanc

E mal:

Iritials
Praparer. | Partrier:

Quebec
Quebec enterprise rumber [NEQE

Identibcation Mumber:

Professional Represenative Number: l:l

Authonze/cancel reprezentalive and business consent
ReplD

I

Business Mumbes |—

GrowplD |G |

Office Info Setup wizard

Cancel

Help

X

il
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Transmitting RL Slips for Form Expert (FX) in ProFile (continued...)

0 Transmit RL shps X
Transmitting slips .
Note: the new RL slip transmission process means that an .xml file no longer generates and Select slip to file
stores on the user's computer. The information transmits directly to Revenu Québec. T o s St tima
Open the return' Slip Status Type MM Error
Select the “Transmit RL slips” option under the “EFILE” drop-down menu in the top toolbar. s e Sriohd
RL2 Vork In P Criginal
The “Transmit RL slips” window displays. o o his [k % W
Select the slip or slips to transmit.
Set the slip type in the “Type” column.
Click the “Next” button.
The “Ready to transmit” window summarizes the slip details.
Ensure all slip details are accurate before transmitting. e =t
Click the “Transmit” button; the slip transmits.
:0 Transmit RL slips X

A confirmation displays when the transmission completes successfully. & 2

Ready to transmit

The following sfip will be transmitted to Revenue Quebec. Please ensure all details are
Related Articles correct before filing
Review the support article for additional details, including reviewing and printing a transmission o ‘"’
confirmation number.

Back | Transmit | Cancel
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Transmitting Amended Slips for Form Expert (FX) in ProFile

Preparers can electronically file an amended slip through the FX module.

Note: ProFile does not retain a report or record of which slips transmit. Always
print or retain a PDF copy of the CRA confirmation of an EFILE when completed.

Transmitting an amended slip

Open the applicable return in ProFile (for example, a T4).
Under the "Slip type?" section, set the type to "AMENDED".
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 (for example, "T4").

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

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.

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

Click the “Close” button.
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T4Detail

T4 Details

T4

Feady to file

,’j Internet File Slips ™

leDrk in process

< | ]
Surmname
First name Initial
Address
City Province
Postal code Country CAN
SN Employee no.
Province of employment E Employment code !
Pay period type N/A E # of pensionable pay periods M/A ﬁ
Slip type? ORIGINAL ! |:| Re-Amended?
Carry forward this slip? Yes |:| Mo Print blank slip? |:|
Slip type? AMENDED .
MHoMame
o Client Status: [Z.Wurkin process v] [ Locked
Slips Status: |Magmedia |Print I

23|

Select OME slip type
Td

Feady to File
Td%  Emphy

T44MFA  Emply
TS Empty
Ta018 Empty
HA4  Empty
THOOE Emphy
Ta013 Empty

m

RL1T  Emphy i
Ol C b
Data Type Amended - ]

| o

|| Cancel
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Transmitting a Cancelled Slip for Form Expert (FX) in ProFile

Preparers can electronically file a cancelled slip through the FX module.

Note: ProFile does not retain a report or record of which slips are transmitted.
Always print or retain a PDF copy of the CRA confirmation of an EFILE when
completed.

Transmitting a cancelled slip
Open the applicable return in ProFile (for example, a T4).

Under the "Slip type?" section, set the type to "CANCELLED". When transmitting, the
slips automatically revert to a value of "0".

T4Detail

T4 Details

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 transmit (for example, "T4").

Change the data type to "Cancelled" in the “Data Type” drop-down menu.

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.

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

Click the “Close” button.
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r’j Internet File Slips -

T4 #1
| | ]
Surname
First name Initial
Address
City Province
Postal code Country CAN
SIN Employee no.
Province of employment E Employment code !
Pay period type N/A E # of pensionable pay periods MN/A i
Slip type? ORIGINAL ! |:| Re-Amended?
Carry forward this slip? Yes |:| No Print blank slip? |:|
o Slip type? CANCELLED .
MoMame
o Client Status: [E.Wurkin process v] [T Lacked
Slips Status: |Magmedia |Print I

T4 Feady to file leDrkin process

Select OME zlp type

T4 ReadytoFile
T4 Empty ‘-‘

T44ME  Empty
T5%  Empty
T5013 Emphy
HA4  Emply
Ta003 Emphy
Ta013 Emphy
ALT  Empty

] ] C ek

Data Type Cancelled
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Verifying Client Data for Form Expert (FX) in ProFile

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) in ProFile (continued...)

When ProFile builds an XML file suitable for transmission, it flags slips and
information in which there are issues that prevent the XML file from being
built. View a brief summary of the problems affecting a file by clicking the
“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 (for example, when overriding a
field instead of using amounts that ProFile calculates or carries from another
form.) Avoid using the override feature whenever possible.

INnTuIt
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€3 Shptt: 1 ASDAS - Required field - please complete.
€7 Shp#t: 1 ASDAS - Recipient address is incomplete.
€3 Summary; Required field - please complete.

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

|." 1 Mol ame

Client:  MoMame
File: C:hzers\Sogekini PCA\Documentshby ProFile Datab201 BF=\MaM anm
Status:
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Print Setup for Form Expert (FX) 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 list 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.
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Left |0.2" = Top o2 z [C] Frint as hoaklet

Centre Horizontally
Right [0.2" = Botom 02" =5 [¥] Size to fit page
[[1Use printer duplex settings
ow duplex form merging
[T Allaw duplexfi i

Print Setup Pl X
6.2015 T3/TPG46 Yl &1 72m7 Fxi0 ¥ et
[¥] Always use Default Windows Printer

Category Frinter Bin

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

Vyprinthsecureprint Auto Tray Select Froperies
Margins Fosition and duplexing

Fant Scaling
& MNane [CIFlip pages up
@ Automatic Options
=1 Manual Frint Status Box
' [T Print Grey Scale
Graphs
@ Black and white ) Full calour ) Patterned colaur
Cptions for all modules
Confirm auta font scale changes
[ Ok ][ Cancel ] [ Metwark ] [ Help
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Purchasing and Using ProFile 20
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Using ProFile 20

ProFile 20 is a bundle of 20 returns that provides a more cost-efficient alternative to preparers than buying individual OnePay returns. It is best suited for
preparers who have 20 or fewer T1/TP1 returns to file.

ProFile 20 supports T1/TP1 returns for tax years 2015, 2016, 2017, 2018, and 2019.

ProFile 20 customers are charged a return ONLY when they EFILE a return or print a return using the “T1 Condensed” setting.

Getting started

Visit our ProFile 20 website or call our sales team at 1-844-861-3599 to purchase ProFile 20.

Accessing ProFile 20

ProFile 20 customers receive an email containing their Product Code and License Key.

Open ProfFile.

Select the “Manage Licenses” option from the “Help” drop-down menu in the top toolbar; the “License” wizard displays.
Click the “Add New License” button; the “ProFile License Activation” window displays:

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

The ProFile license activates. You can now print and EFILE T1/TP1 returns using ProFile 20.

Frequently Asked Questions about ProFile 20

Am | charged a ProFile 20 return if | just prepare a return?

No. ProFile 20 customers can prepare as many T1/TP1 returns as they like without being charged.

Does ProFile 20 work with Flexible Licensing?

Yes.
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Using ProFile 20 (continued...)

How many ProFile 20 licenses can | buy at one time?
Only a single ProFile 20 license may be purchased at one time.

If more than 20 returns need to be filed or printed, preparers can purchase another ProFile 20 license when all returns are used, or opt for OnePay or the
purchase of the unlimited version.

Will | get a refund for unused ProFile 20 returns?

No, there are no refunds provided for unused ProFile 20 returns.

Can | use the remaining returns on my ProFile 20 2018 license for 2019 R1 returns?

No. In this example, any remaining ProFile 20 returns would need to be used to EFILE or print 2015, 2016, 2017, and/or 2018 returns only.

Will | be notified how many ProFile 20 returns | have remaining when submitting or printing a return?

An assessment window displays the remaining number of ProFile 20 returns when a return is used. o

Will | be informed when all ProFile 20 returns have been used? PFOFI Ie 20

o . L. . You have 19 ProFile 20 returns available.
A notification window indicates when all ProFile 20 returns have been used:

Related Articles

Review the support article for additional details.
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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.
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Print Setup

[¥] Ahways use Default Windows Printer

BB E205THTFEdE ¥ & 22017 P ¥

Categony Frinter

Faorms yprinth secureprint
Letters Wprinth secureprint
Lakhels Wprinth secureprint

Bin

Auto Tray Select
Auto Tray Select
Auto Tray Select

Frinter
Vyarinthsecureprint Auta Tray Select Froperies

bargins Fosition and duplexing

Left |0.2" = Top 0.2 - [C] Print as booklet

[¥] Centre Haorizontally
Right |0.2" 2| Botom 02" 2 V] Size to fit page
[[]Use printer duplex settings
[T] Adlerws duplex farm merging

.F'I.:lnNt.:,Sn?hng [CIFlip pages up
@ Autornatic Options
) Manual Frint Status Baox
[C] Print Grey Scale
Graphs
@ Black and white ) Full colaur ) Patterned colour

Options for all modules
Confirm auto font scale changes

QI H Cancel

H Petwark ” Help
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Printing Different Copies

ProFile users can set the print job options for returns and forms. "l 2016 TL/TP1 Print Selection " bemaas A
. .. . Print Jok 1. Brawn, John I
SEttIng print jOb options [V] Allow multiple jobs Brint Details
T1 Paper B B B [ [F Fintthese sets
i i T1 Early Busi ;
Open the return in ProFile. ;ﬁ% [T [E [E [ [ Archive these sets (PDF)
‘e ” . et . T1 Review T E = [E  Duplexsets
Select the “Print...” option from the “File” drop-down menu in the top mEE Review marks
toolbar. T EE H 4per page
L @IC == O Language
. . . . At inti - .
The “Print Selection” window displays. | e onapehor Find Form:
| T & FL - zlN[E] B T1831 Information return for electronic... & I
ange the staius 1o T
up,; ” - . _ . . 1 T183-2 Information return for electronic.. ||
The “Print Job” section in the top-left corner of the window displays the | [Unchangec | B Discounting rensacion - pags.
print JOb types (for example, “T1 Paper"). | Options RC71-2 Discounting transaction - page..
Il [IKeep selections Ti-1.2 T1 jacket- pages 1.2
. . . T1-3.45 T1 jacket- pages 3.4.5
Note: the province of residency selected on the return determines the ! prin . Fopr P2
available print jobs. For example, setting “Quebec” as the province of | @oeen heading 52 Amounts ransferred from your . I
. . L Default printer 33 Capital gains (or losses)
re5|dency dlSplayS TP1 print JObS. I [¥Merge print sets ot} Statemeant of investment income
!l [F] Show only Selected B SE Details of Dependant
H H H H H o . [E S6 Waorking Incomea Tax Benefit
Set the print job settings along the section on the left side of the E— - oo oo
window. Help o ) 58 CFP on self-employment and ..
G2 o ) 58 Donafions and pifs
this di%logg box, Then, Donations Charitable donations
click any elemant iqg. s10 El and PPIP Premiums 8
Advanced and simplified settings '
. " ” . . . [ Frint ][ Setup... ][SetDefauItsH Cancel H Help
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
Click the “Set Defaults” button to set the selected print job options as the default.

Click the “Print” button to print the print job.
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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.
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," 2016.'I'Ll"TP1 eReview Print Selection

Frint Jaok
[¥] Allowe multiple jobs
T1 Paper

T1 Early Business

T1 Review

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

’Unchanged v]

Options

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

[] Delete PDF

Fesolution | 300 DRI -

Ermail Template

’(none) v]

Frinting Tips

After printing

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

Print Details

a - [V] Brawn, John

»- [ T1 EFILE for Client (Standard)

Ermail 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

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

The “Build PDF” button activates.

Click the “Build the PDF” button; the PDF creates and the path/file name displays.

Click the “OK” button; the build of the PDF completes.

Related Articles:

Review the support article to learn more about the “Archive PDF” functionality.
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Email address for Brown, John

Preview | |Build PDF | | Cancel || Help

L 4

Information %
-
fﬂj The following PDF file was created:
) C:h\Users \Desktop\MNew
o folder\MyProfileData\ 2016 T1\Brown, John.pdf
. - A
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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 Avays use Defaul Windows Printer
Setting Duplex Printing Options Category Printer Bin -
T1 jocket \W\10.137.115 220\SoCal_IPRINT Auto Tray Select =
Open PrOFiIe. TN laabiaa IR T2 11E 2901 Ol IO T A T i Qulinca
Select the “Print Setup” option from the “File” drop-down menu on the top toolbar; the e

Print Setup

12016 T/TPT vl 320142017 T2 v | el 52016 T3
Select the desired tax year and module from the tab menu at the top of the window (for = ”
example, “1. 2019 T1/TP1”). | [TlAlways use Default Windows Printer: e

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

“Print Setup” window displays.

Uncheck the “Always use Default Windows Printer” above the “Category” heading. ’ Category | Printer Bin Z

B . B . “« ” . «“ . ” T1 j&CkBt \\] 0137.11 5220\800&1_|PR|NT Auto Tfﬁy Select =
Click on the first item under listed under the “Category” heading (for example, “T1 jacket”). TP jacket 1110137115 220\SoCal_IPRINT AuioTrey Seloct
Click the “Properties” button under the “Printer” heading. TiForms  1110.137.115.220\S0Cal_IPRINT Auto Tray Select

| TPl Forms  \\10.137.115.2204S0Cal_IPRINT Auto Tray Select -
The print properties window displays. L = '
Printer -

Select the duplex printing option from the options presented; note that this option may \\410.137.115.2204S0Cal_IPRINT || Auto Tray Select || Propeties
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 70 \\10.137.115.220\SaCal JPRINT Properties 1 i S . S— [S55)
settings” box; this activates the duplex settings. Repeat the duplex printing configuration One Chck Presets | Detated Setangs | Configuration/About 7 -
for each applicable option under the “Category” list (for example, “T1 forms”, “Letters”, et seti One Cick Preset it [ MowgePresetist.. |
etc.) -~ —~

Pnntar = o : Bask: Settng 20n1 1 sded

[\\l 0.137.115.2204SoCal_IPRINT vj |Auto Tray Select v | | Properties J 4

Margins Position and duplexing -

Left IUAZ" “ Top 0.2" A [ Print as booklet ! don v Ead 2on1(2sded)  Prock and White (2 5ded)

: < [”] Centre Horizontally Doament sze: ——
Right [02" [£| Botom [02" & O o ot sl e = owin
p— g $ Same as Ongnal Sae . .
i AT TR YOI Ty o et o5 x13) v Olmroyso v
yNiona "I Flip pages up
o Automatic Options
> Manual : . [ Print Status Box

[ ] Print Grey Scale
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Printing Slips in ProFile

Q o .

When sending a slip to print from ProFile, the printout may be cut off, print a blank NSl Pk
page, or not print at all. This is due to the slips official size conflicting with the printer el 12016 T3/ TPede v (23 42016 Fx/0 v|
settings. Frint Set ’Paper Filing v] [V] Always use Default Windows Frinter
Te018 | Tez02a | T4aRca | T7atRca | T [ RU | RL2 | RL3
hanei fault slib ori . RLIE | R4 | R e
Changing default slip print settings T4 {15 [ T4 [ T4Ps | T4ANR | NR4 | Ts008 13
. . . . . Slip Sorting Collating
Select the “Print Slips Setup...” option from the “File” drop-down menu in the top © Mone © Name © SN [ Group by Slip Copy
toolbar. MName Farm Type Frinter Bin it
“er: . ”os . Copy 1 Laser Facsimile \\printysecureprint  Auto Tray Select 4
The SleS Print Setup window dlsplays- Copy 243 Laser Facsimile \\printysecureprint  Auto Tray Select
[EF] mmims o A | mmmu . il WA it mm O WY VO, oWRURN ey pugary % U
Select the tax year from the module drop-down menu in the top bar. Farm Type Printer
Laser Facsimile - |[Whprintysecureprint Auto Tray Select Froperties
H { n
Select the slip type from the tab menu (for example, “T4PS”). Update and apply the Margins/Offset Position Options
necessary print slip settings. Let  [0.2" [ Top fp2r B Certer Harizantally  [7]Pause for Form Change !
; . . Right 02" = Batorno2r =] [ Sizetofitpags PCL Graphics Passthrough
Click the “Test” button to test print the settings. 9 e
Click the “OK” button: the settings save *Please note: ltems that are grayed out are no longer available_nFi mmdule.
; .
| (0] ] ’ Test ] ’ Cancel ] ’ Netwark ] ’ Help [l

Printing the slip

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...

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 (for example, 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.
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QuickBooks Integration

It is easy and convenient to integrate QuickBooks with ProFile.

Select the applicable activity below.

Integrate ProFile and QuickBooks
The integration process allows ProFile to display as an integrated application in QuickBooks.

Review the support article for more information.

Importing data from QuickBooks to ProFile (T2)
The import data process imports amounts from QuickBooks into ProFile.

Review the support article for more information.
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QBOA Software Integration in ProFile

QBOA integration is undertaken via the Workpapers.

Workpapers is a collection of tools in QBOA that allows
accountants/bookkeepers to quickly and efficiently complete year-
end work for their client.

Accessing Workpapers

Log in to the QBOA Firm containing the data to be exported:

https://ca.gbo.intuit.com/app/trialbalance

Click the hyperlink text under the Workpapers column.

Preparing data to be exported in QBOA

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.

@ Accountant = Gotoclient’s QuickBooks ¥ + & (@ Hep
3
Q # ok

CLIENTS BOOKKEEPING PAYROLL TAX

Workpapers (CE0)

2016: Continue review

Name Status For Review Banking Status Items Due

] TralBalance Company ey

v — el
Workpapers Tax year 2016+ &

Shaw me how Workpapers works.

View activiy
Tax Review Started September 14, 2016 Tax Period End

Al Topay

GIFI Mapping 68 Update Unadjusted Balance

& k®

NT NOING BALANCE 2016 UNADJUSTED BALAN 208 ACTIVITY ADJUSTING ENTRIES: R TRANSACTION
¥ - et s . Crecit Detit Creci
o 1 o o 50 e

Working Trial Balance

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.
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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

:

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. T2 Corporation s [
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 Link e
e ProFile support community Email or user ID
e (QBOA R
e (QBO
e TurboTax online Password
B

One Account access
Remember me
Customers can create a “One Account” when accessing a supported service for the first time.

The “One Account” log in window displays when accessing a supported service. o

Select the “New to Intuit? Create an account” link at the bottom of the log in window to create a new Faaa A Sy e
account.
| forgot my user ID or password
New to Intuit? Create an account.

InTuIt

ProFile’ Tax 185



Using backup to Cloud feature in
ProFile
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Using backup to Cloud feature in ProFile

Backup to Cloud is a new ProFile feature replacing the existing ProFile Review function.

ProFile users can safely and securely backup an unlimited number of files and returns on the virtual Cloud and retrieve the stored files at any time.
What is the Cloud?

The Cloud is ProFile’s online repository that provides unlimited file storage and is available for backup and retrieval 24-hours per day.

What type of files can | back up?

Users can backup files for any module (T1, T2, T3, or FX) to the Cloud.

Note that only T1 and T2 module files can undergo backup to Cloud via Hub. Other modules, such as T3 and FX, can only undergo backup via the Save
As... option in ProFile.

What years are supported?

Backup to the Cloud only supports the current year module, not previous years.
Is there any limit to the number of files | can back up at one time?

Users can back up 80 files at one time to the Cloud.

Do | need to make a new Intuit account to use the backup to Cloud feature?
No, users can use the same Intuit account used for ProFile Review.

I backed up a file to the Cloud...is the original file on my hard drive deleted?
No, the original file is still stored on your hard drive where it was.

| deleted a file in the Cloud...is it gone forever?

The file only deletes from the Cloud; it does not delete from the local storage directory.
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Using backup to Cloud feature in ProFile (continued...)

Setting options for backup to Cloud

The Backup to Cloud wizard displays upon starting ProFile.

1. Select the Environment Options link to set options for backup; the Environment

Options window displays.

2. Navigate to the Backup to Cloud tab.

InTuIt
ProFile’ Tax

Backup to Cloud

Securely protect your returns online using ProFile’s Backup to Cloud. Here's how you can get started:

6

Enable Backup to Cloud

You'll need to turn it on in
your Environment Options,

[ Don't show again

Choose when to back up

You can back up to the cloud
automatically when you save your
return or have more control by

backing up with Profile Hub

Download on demand

Rest easy, you can retrieve
your returns if they are lost
or damaged.

Enable now

I l Remind me later

Environment Options

?

File

Preparer  Discounter Trustee Audit System Secuty HyperDocs POF  BackuptoCloud N ¢ |»

ProFile users can back up returns to the cloud for storage and secunty
Leammor
[C] Enable Backup to Cloud for this computer

Automatcally back up retums on saving

Note: You can back up muliple retums using Hub

X

Office Info Setup wizard

cos

Help
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Using backup to Cloud feature in ProFile (continued...)

Environment Options ? X

. . File  Preparer Discounter Trustee Audit System Secuity HypeiDocs PDF  BackuptoCloud N ¢ [*
3. Select the Enable backup to Cloud for this computer option.

ProFile users can hack up retumns to the cloud for storage and security

Leam more

I [[]Enable Backup to Cloud for this computer I

4, Select the Automatically back up returns on saving option to enable auto-backup;
this is not a mandatory option but it ensures that any time the file is saved on the
desktop that it is also backed up to the Cloud.

Automatically back up retums on saving

Note: You can back up mukiple retums using Hub

Backing up a file to the Cloud
1. Open the file to upload in ProFile.
2. Select the Save As... option from the File drop-down menu in the top toolbar.

The Save As window displays.

W Seve 2019 T1/TP1 As ? X
1. Smith, John
Smith, John
Chient Status: 2 Work in process | v [Clocked
EFILE Swatus: 2 Eligible N
SEND Status: 2 Eligible V.
TP Status: 1. Noteligible v Office Info Setup wizard Cancel Help
T1135 Status; 1. Noteligible =
OCN
Invoice Time: |00.00.00
DlOiscounted? [JCRAEmors  [J2139 If you selected the automatic backup option during setup, you now see a
et Fosperse:: [ Agton [ Elopeed | Maduie Ver backup option when saving the file.
191171318 Crested 2019001
191113 18: Moddéed 2019001
Note that the Enable backup for this file option is already selected.
—— = 3. Select the Ready to backup option.
File Name
C\Users\AdministratonDocumentsiMy DnoDIQTI\Smnh John 19T : 4. Click the Save button.

Backup o Cloud
[ Enable backup for this retum

Status Ready to back up

Conce

Help Advancad >»>
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Using backup to Cloud feature in ProFile (continued...)

Notification n

A confirmation message indicates the backup has been successful.

Backup successful! A copy of this file
If you did not select the automatic backup option during setup, you will see an option when has been uploaded to the cloud.
saving the file in the future to back up to the Cloud or save only to the desktop.

Users can either select the Enable backup for this file option or leave it unselected. e

5. Click the Save button; the file is saved either to the desktop only or to
Vi Sve 019 T TP As ? X |
TR both the desktop and the Cloud.
Smith. John

Chent Status 2, Work in process v Dlocked A confirmation message indicates the backup has been successful.
EFILE Stats: 2, Eligible v

SEND Stetus: 2. Ebgible =

Review our full support article for more information on backing up multiple
TP Status: 1. Noteligible v

files, reviewing files, and downloading or deleting files from the Cloud.

T1135 Status: | 1. Not eligible v
DCN

Invoice Time: 000000

CIOmcouned? [ CRAENOS Q3

Date Proparer Arson Elopsed Modde Vor
19/111318 Crested 2018001
(19111318 Modsed 2019001

Preparer Partner

Fite Name

| C\Users\AdministraodDocuments\Wy ProFile N\Smth, John 19T
Backup %o Cloud

[ Enable backup for this return

Stalis € Bockup dieabled

cors

Help Advanced >>
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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.

OnePay is best suited for:

e an existing ProFile customer whose license has expired, but still needs to file a return or returns
e anew ProFile customer with a limited number of returns to be filed
e aresident of Quebec at the end of the fiscal year, and only the Federal module has been purchased and not the Quebec TP1 or the Quebec T646 *

e a ProFile customer with a business registered in Quebec*

*In the event of the OnePay purchase for Quebec, the preparer is required to NetFile the TP1 separately from the Federal. They also require a NetFile QC
Number and Access Code. For more information, visit Revenu Québec.

Note: if the taxpayer resides in any other Province and has an RL-1, the TP1 return is not necessary. The RL-1 information may be entered in the T4 form.
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Purchasing ProFile OnePay

. . . . . . . . M OTMM f. x
OnePay is purchased only from within ProFile. An internet connection is required to profile
. Choose your Plan
complete the purchase via our secure web page.
One Pay Profile 20 Unlimited
. . . . From $2000 From $220.00 From $470.00
Please note: if purchasing a OnePay for a recurring client, carry forward the return(s)
before purchase.
Open the necessary return in the appropriate module (for example, T1). '
Easy. Corwenient Profile’s Get 20 Returns - Perfect for Filing mare than 20 retums?
single tax retum software, a new or small practice Upgrade to unlimited,
£ [y oo | [l s |
Select the "star" icon ' from the top toolbar menu in ProFile or select the "Purchase £ tedirect £ Yook oV
OnePay..." option from the "File" menu. ’ -
Jready have a hcense? Click hete 1o activate,
The product selection wizard displays. . -
x
i " " i infuit .
Click the "Get Started" button under the OnePay option. e profile Purchase a ProFile OnePay
Review the "Purchase a ProFile OnePay" window and click "Next" to proceed. SREL U0 0 SRRETI0 AL Ay Ncare TH N Drriie son el
the ability to prepare and file a single ProFile T1/TP1 retum. If you are
carrying forward from a previous version of Profile, you must do so
Enter the social insurance number (SIN) and first/last name of the taxpayer whose Get a Trial License before continuing with Oneray. Cick Here.td.cany farward
return is to be filed. To oblain a free tria iense code vist the
ProFile Website or call 1.800-452-9970 Save time and money by purchasing ProFile 20. Learn more by
Already hav se7 visiing our websile or call us at 1-844-324 8617
Chck here 1 .
x
infurt B n : s
Q rofile OnePay License Purchase
p . Next | Cancel
You are about to purchase a ProFile OnePay license for the 2016 T1/
TP1. This license wall allow you to prepare a single T1/TP1 tax return for
the client specified below.
Get a Trial License
SIN
To obtain a free trisl license code visit the 657657657
ProFile Website or call 1-800-452-9970
Already have 8 hicense? First Name Last Name
Click here to activate. Dan Brown
ake ) I
Next | Back
INTUIT
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Purchasing ProFile OnePay (continued...)

Click the "Next" button.

The payment screen loads. SN
Pay Please wait while we load the payment screen

The shopping card window displays the details of the OnePay order.

Confirm the details of the OnePay order and click the "Checkout" button; the
"Checkout" window displays.

oYour Shopping Cart

The products isted befow Nave bees added iz . 4
. - Canhinge Shoppvs Checkout
pour Shapeeng Mt v

¢ wth your order, ok e Checkowt

| o tem Qty Item Price Item Total SIS TASE. WE, Sem b
LNeckout i

You'l Luws Your Seaduct. We
Casrantes 11

Profile T1/TP1 - OnePay 2 $22.00 $27.00
Custommer Inde vasent B e et (2016) Erery

|  Customer Information Shop with Confidence

Prwaiy bty

Enn Bks Por mare dot

Company /Billing Information:

(ST B—
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Purchasing ProFile OnePay (continued...)

Enter the necessary company and billing information. Payment Information:

will be able to review your order before it is placed

Click the "Continue" button; the "Payment Information" window displays.

Enter the necessary payment information and click the "Continue" button. " el
* Credit Card Type: Select E
The "Review Your Order" window displays. o LRI —
* Card Number:
Review the payment and purchase information. If correct, click the "Place Order" * Name on Card:
button. * Expiration:  Month z Year .El
The confirmation window displays the OnePay order and cost. R e
Click the "close this window" link in the top bar; the link is highlighted in the
© inue (3)

screenshot. KOs
The OnePay payment wizard closes. o
The preparer returns to ProFile and to the return being filed. i i—— s

infuit

o Checkout
Thank you for your purchase
InTuit
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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 (for example, T1, T2, or T3) without an existing valid ProFile license, the OnePay purchase
wizard displays.

Can | use Auto-fill my Return (AFR) with OnePay?

Yes. Prior to using AFR with OnePay the preparer requires:

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.

| 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.

an EFILE account
a representative ID
EFILE a T1 Authorize a representative request

In ProFile:

o uhkwnNeE
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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.
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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.
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Managing ProFile security settings
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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:

saved on a shared network/server where everyone has access to it
saved on a terminal server where everyone has access to it

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 (for example, 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.
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1. My Folder Apply options from this compute

(" 2 Shaed Foider: Load opbions package highighted below.
3 Shaed Folder: Ask which cotions pack.aoe 10 load on startuo,
o

Ophon package drectory
| C:\L s\ QRSN \ D ocuments\My PioFile Data\Dptions Package

Options Packages
No ophons Hes found

=]

=
New Settings

Seftings Name

Options Package 123

5

] [ Cancel ]
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Options Packages

6

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 loading an options packages

e updating an existing options package

e deleting an options package

e transferring an existing options package

Review our support article to learn more about how to manage option packages.
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Using Multiple, or “Custom”, Options Packages in ProFile

A computer that is utilizing an options package on a network/server/terminal server will lose access to it if the computer disconnects from the
network/server/terminal server.

However, ProFile can be set to access an alternate local options package (or packages) on the individual computer’s hard drive as a substitute to the
network/server/terminal server options package. ProFile will first search for the designated options package on the network/server/terminal server; if that
options package is not available ProFile will search for the next options package on the list.

Note: ProFile does not synchronize changes between options packages. Any changes to a local options package while disconnected from the
network/server/terminal server are not saved in the network/server/terminal server options package.

Managing files in multiple options packages

When the laptop connects to a network/server/terminal server, users should use the options package stored on the network/server/terminal server.
When the laptop disconnects from the network/server/terminal server users can specify an options package stored locally on the laptop itself.

However, be aware that by having two different sets of options you are using two different databases. Files created or changed when you disconnect from
the network/server/terminal server will not be listed in the database stored on the network/server/terminal server.

Creating and assigning multiple options packages

ProFile users who will disconnect at some future time from a network/server/terminal server and continue working will need to create at least two options
packages: one for connected network/server/terminal server use and one for when disconnected from the network/server/terminal server. This allows the
disconnected work to use the same options package settings as that on the network/server/terminal server.

Related articles

Review our support article to understand more about using multiple options packages.
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Password Protecting Options Packages in ProFile

"
¥4l Set Options/Delete Password P =

Any options package can be password-protected. This prevents unauthorized users or other preparers Old password
from altering the options package. Passwort

MNew password

Password protecting options packages SR

Confirm:

Select the “Options password...” item from the “Options” drop-down menu in the top toolbar.

EFILE Options (including the setup of
The “Set Options/Delete Password” window displays. = login information) are configured
through the EFILE > Options menu.

Enter a password in the “Password:” field of the “New password” section.

[ OK ] [ Cancel

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.

InTuIt

ProFile’ Tax 203



Data/File Locking in ProFile

Module Opzions o S
Data locking automatically locks a return to prevent any changes from W 12014 T1/TPI 'l aem3ens T2 v | E2014TyTPe4s v | G z2014m) ¢
occurring after the return’s status is set. File Template o
. . . Browse

Setting the data locking options
Open ProFile Data Locking | variance | Disclaimer | T1/TP1 Beview

[C]'WWarning on file creation I__anguage
Select the “Module...” option from the “Options” drop-down menu in Client Status EFILE Status @ English
the top toolbar menu. L Unknawn [l Unknown ©) French

[T Carried fanward B Noteligible

« e . . [[Iwark in process .

The “Module Options” window displays. [ Waiting for client [C] Eligikle

[[n preparer revi [ Ready to transmit
Select the appropriate module and year from the tab menu in the top Eln parner revie [C] Transmitted

. Feady to print

of the window (for example, “2019 T1/TP1”). Pﬁﬁeﬁ e pin [l Accepted

[l Completed [ Not ac;epted
Select the “Data Locking” tab. [CINatfiling [CIPaperfilad
Select the appropriate option under the “Client Status” list.
Select the appropriate option under the “EFILE Status” list. [T]

Note: one or more option may be selected from the lists.
Click the “OK” button.

The file locks when the selected criteria occur.
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Data/File Locking in ProFile (continued...)

Setting the

Print locking options

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

E 12014 T1/TH

Print Jaob o

v zomae

The “Form Selection” window displays. Farm Se
Select the appropriate module and year from the tab menu in the top of the window (for example, “2019 [” Paper '] .

” {3" [
T1/TP17). Statuz after printing H [
Click the drop-down menu arrow in the “Status after printing” section; the menu expands. ake snapshot T L

Change the status to [ E

Select the appropriate option from the menu. /

[ Mat fiing - |
Unchanged

El
o |

Set the appropriate options for each module. |

| Carried fanward [
. U Whork in process -
Click the “OK” button. Waiting for client o I:
L | )

After the return is printed, the return locks to the selected status. |2 E;?E:;F:;E?;iw L
Feady to print ind Fo

Frinted
Completed I
[
[
I
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PDF Locking in ProFile

Data locking automatically locks a return to prevent any changes from occurring

after the return’s status is set.

Setting the PDF locking options

Open ProfFile.

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

Envircnment Options

?

Preparer | Discounter | Trustee | Audit | System | HyperDocs | PDF NDtifications|

FDF Mame

T Custam
T2 Custam

T30 Custam

Fe0) Custom

PDF Archive Directories

- | @ Same as Tax File Ma
- | @ Same as Tax File Ma

- | @ Same as Tax File Nai

+| [+] [+] [+

- | @ Same as TaxFile MNa

[[] Specify Default Custam Directory for POF Archive Files
ChlUsers\VISSERYDocumentsi My ProFile Data\Archive Browse Achvanced

Maodule Custam
27T r ‘With Tax File
2Me T r YWiith Tax File
2015 T1 - With Tax File
FOF Security
SetUser Password (Read and Print Only)
@ Monhe

O ClientMarne + SINSBN/TANS PN (Smith333)
) ClientMame + DOB{Fiscal EndDate (Smithy
0 User Specifiec

Directory i‘
=

Set Owner Password

Protects the POF docurnent frorm
heing edited

0K, J [ Cancel ] [ Help

)

l 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.
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Keyboard Shortcuts in ProFile

If a preparer processes a large volume of client files, there is an advantage to learn the keyboard shortcuts for common functions in ProFile.

Action Shortcut Command
Attach tape <Ctrl+F8>

Back to previous form <Alt+F7>

Carry forward a file <Ctrl+R>

Clear highlighter <Ctrl+H>

Clear review mark on field <Ctrl+Alt+0>
Close current window <Ctrl+F4>

Copy field <Ctrl+C>
Correction required mark <Ctrl+Alt+3>
Create a new file <Ctrl+N>

Cut field <Ctrl+x>

Display jump list <Shift+F6>
Display previous audit message <Shift+F9>

Ditto key (back apostrophe)
EFILE this return <Ctrl+F11>
Instant SEND <Shift+F11>

End review <Ctrl+E>

Exit ProFile <Alt+F4>
Explorer Keyword view <Shift+F7>
Explorer Line view <Shift+F4>
Federal/Quebec toggle <Shift+F5>

File properties <Ctrl+I>

Form help <Shift+F1>

Next checklist form <Ctrl+Alt+PgDn>
Next Edit window form <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>

INnTuIt
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Keyboard Shortcuts in ProFile (continued...)

Action Shortcut Command
Open form in new window <Ctrl+Alt+F6>
Open the Tape dialog box. <=>

Override format <Ctrl+F2>

Partner sign-off <Ctrl+Alt+2>
Paste field <Ctrl+V>

Pause / start timer <Ctrl+T>
Preparer sign-off <Ctrl+Alt+1>
Previous checklist form <Ctrl+Alt+PgUp>
Previous Edit window form <Ctrl+Shift+Tab>*
Previous page on form <Ctrl+PgUp>
Previous section on form <Alt+PgUp>

Print file(s) <Ctrl+P>
Question review mark <Ctrl+Alt+4>
Quick-print audit messages <Alt+F9>
Quick-print T1 summary <Ctrl+Alt+F10>
Quick-print T183 form <Alt+F11>
Quick-print tax summary <Alt+F10>

Save the file <Ctrl+S>
Show/hide auditor <Ctrl+F9>
Snapshot/Variance <Alt+F8>

Switch to family member <Alt+F5>

T1, T2, T3 jacket <Ctrl+J>

Toggle T1/TP1 <Shift+F5>
Toggle T2/AT1 RSI <Ctrl+F5>

Top of next slip <Ctrl+Enter>

Top of previous slip <Ctrl+Shift+Enter>
ProFile Help F1

Override F2

Client Explorer F3
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Learning more about ProFile
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ProFile Community and Support Site Opiofile Bl s

ProfFile for Windows

The ProFile Community and Support Site is available to serve our
valuable customers more effectively. You can now search both our ProFile Community and
support articles and forum questions at the same time, in order to return

the best possible answer to your product question. SURROr

Available 24-hours a day, our Community and Support Site has more
than 1200 articles designed to improve your ProFile experience.

https://profile-en.community.intuit.ca/profile-ca-en : ——

Browse Topics
Additional resources

- 8 @’

Bﬂ* Browse Community Posts
Announcements and Trending Products and Services Install & Configure Contact Support
Topics

Remote Desktop Session
~ Webinar and How to Videos
i{] S

Browse the Document Library
Prepare & Review Network & Database
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Sending Feedback about ProFile

ProFile users can conveniently provide feedback on ProFile’s functionality or suggest an enhancement to the product.

All feedback is reviewed by the product owner, developer, or analyst.

Opening the feedback window in ProFile

Select the “Send Feedback” option under the “Help” drop-down menu in the top toolbar, or click the “Suggestion” button in the top toolbar. o

The “ProFile Feedback” window displays. %) |
.“)) Suggestion

Describe your idea in the feedback field; you can be as specific as you like.
Enter your email so ProFile can contact you in case more details are required.

Click the “Submit” button when finished.

The “Additional details” window displays. i ProFile Feedback o

Your feedback will help us make Profie better

What works well in ProFile? What needs improvement?

Example: Can you move the "What's New?" option to the Help menu? It would be easier to find

there...

Your email so we can send you an update

ru,f.:omef@rustomer.cc‘n'{

Submit | Cancel
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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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