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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.



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

System Requirements for ProFile

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

ProFile requires operating system Windows 10 or Windows 8.1

.NET 4.8 installation & registration are required

Note: Apple products are not supported.

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

e 2.4 GHz dual-core processor or faster

Processor

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

Memory e 4GB orhigher

Hard Drive Space e 4 GB for installation

Printer e Windows compatible printers

Display e 1024 x 768 minimum resolution
e 16-bit or higher colour

Internet e Internet Explorer 11.0 or higher

A high-speed Internet connection is recommended

Other e Network connectivity is required for database sharing and sharing returns or plans between
ProFile users

e cReview feature requires a MAPI email client and a PDF reader application (for example, Adobe
PDF Reader®)

e Microsoft NET Framework 4.8




Getting Started with ProFile



Downloading and Installing ProFile

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

1. Navigate to the ProFile download page.

2. Determine if you are a new customer, returning customer, if you require OnePay, or a reinstall of ProFile.

3. Follow the necessary instructions. In many cases, the requirement will include the download of the ProFile installation file (called
gpsetup.exe).

4. 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.

5. The download may take several minutes.

Install ProFile
1. Locate the saved gpsetup.exe installation file.

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

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

Egpsdup.exe 15/2017 12224 PM  Application 1102691 KB

i gpsetup.exe Date modified: 3/15/2017 12:24 PM Date created: 3/15/2017 1201 PM
L0 Application ize: 105 GB

12


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

Activating ProFile

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

wish to install ProFile.

Activating from the ProFile icon

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

2. Double-click the ProFile icon.

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

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

(¢4l ProFile License Activation

INTUIT ProFile

Activate ProFile

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

Product Code License Key

Product Code License Key

Where do I find this information?

OnePay customer? > | Free Trial Activation > | 2011 or older license? >

Activate

13



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.

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

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

You have successfully activated ProFile.

(i ProFile License Activation

INTUIT Profile

Activate ProFile

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

Product Code License Key

818902 2758 @ Suite,License, Québec

+ Add another license

S

I'm Done | l Next - Set Up Flexible Licensing

14



QuickStart Menu in ProFile

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

QuickStart menu tabs

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

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

Actions in the QuickStart menu

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

« Create a new file or return

«  Open an existing file that was previously saved

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

«  Open a file that was recently worked on

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

Turn off the QuickStart menu

ProFile QuickStart *
i 1.2019 TA/TP v|ian | il 42019 T37Pes6 v | [&d 62019 FxQ v
o nfut g, QuickStart
prOfl Ie, T1 Démarrage rapide
2019

Go ProFile!

Create a new 2019 T1/TF1 file
" Open an exizting 2019 T1/TP1 file

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

Resource Corner
[ ]

ProFile Help InfoBaze

®  Userto-User Forums

® 2019 T1/TPF1 Tutorials

Drocument Library
Contact Technical Support

Beleaze Motes

®  Product Infermation

®  Become a Proddvisar
Show QuickStart when you start ProFile

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

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

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

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

15



Using a Trial License in ProFile

A trial license gives preparers the opportunity to try the functionality of ProFile Welcome to ProFile!
WithOUt anv cost Just fillin all the fields below and we'll autematically send you an email containing
y : a Product Code, a License Key and a link to download your 3-week trial of FroFile
Tax Suite.
Ara you a student? O Yes O No
What is included with a trial license? e
A trial includes access to all the modules and features ProFile has to offer, with the
exception of filing completed tax returns. These features include: LastName
e T1/TP1 for Individual tax returns Company Name
e T2 for Corporate tax returns _
e T3/TP-646 for Trust returns Email Address
e FX/FXQ for additional forms (T4/T5, etc.)

Phone Number

What tax software do you currently use?

Getting a trial license

Please Select v

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

How many personal returns do you prepare annually?
2. Complete the information fields on the trial page and submit.

How many business returns do you prepare annually?

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

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

free el


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

Using the Start Screen in ProFile

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

The top toolbar menu

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

il PROFILE o |8 R

File Goto Form Options EFILE Online Training Window Help

v - H v - H H Search r' ‘ Lﬂ A\ ‘ .Q:“x) Suggestion

| S R

N

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.

17



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.

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

2. The Environment Options window displays.

3. Selectthe Preparer tab; a list of information fields
displays.

4. Complete the necessary fields.

5. Click the OK button.

6. 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.

Envirenment Optiens

Edit Display  File

Preparer

Marne:

Firrn:

Street:

PO Box, RR:
City:
Province:
FPhone:
Ernail

Initials
Preparer:

[uebec

[uebec enterprise number [NEQ]: |

|dentification Munber:

Profeszional Repregentative Mumber:

Preparer  Discounter

? x

Trustee  Audit  Swstem Securty HpperDocs PDF Be !

~ | Fostal Code:

| Fax:

| Partrer: |

— ]

Authaorize/cancel representative and buzingss consent

ReglD |

Group D |G_

Office Info Setup wizard

Buziness Number |

Cancel Help

L3

18



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.

Medule Options | ?

P

22016 T/ TR
File Template

v] 320152017 T2

Browse

General |Data Lacking | Yariance Disclaimer|T1 JTF1 Beview

& Options - Lerguege
O Update preparer information on Info farm {using the informati @ English
Bd Complete preparer information on T1 jacket ) French

B Current signing date

v | 52016 T3/TPede v | @ 22017 Fx < |

19



Managing ProFile’s Password-Protection Function

Frequently Asked Questions

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

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

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

Applying generic password protection to files

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

1.
2.

5.

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

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

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

Enter a password and confirm it.

Environment Options ?

Edit Dizplay  File Preparer Discounter  Trustes  Audit  Spstem  Security  HppeDocs PDF Be

Preferences

[ &llows password protection for return(s)

Generic Password Preferences

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

Access

Enable the following features access to password-protected files:

Hub
T2 Corporate Linking

Note:

These features are only able to access files azsigned a generic pazsword. Files assigned a unigue password
cannot be accessed by these features and will dizplay an error meszage.

Office Info Setup wizard Cancel Help

Freferences

Allovy pazsword protection for returmlz]

Generic Password Prelerences
v Creale a generic password for return(s) Show password

Enter Password assvnennss Confirm Password ***sssssss

Click here o learn more about password-protected files.

. Click the link again to conceal the password.

*

4

20



Managing ProFile’s Password-Protection Function, Continued

Access
6. Select the Enable the following features access to password-protected

files checkbox.

Access

7. Select the feature to permit access to password-protected files (for example, 21 Enatle the following festures access 1o password-protected fles

Hub and/or Corporate Linking).

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

Applying password-protection for files

1. Complete a new file in ProFile.

2. Select the Save As... option under the File drop-down menu in the top toolbar; the
Save As window displays.

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

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

5. Click the Save button; the file saves with the new generic password and is readable by
the selected ProFile features.

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

Related Articles

Review the support article for additional details.

Enable the following features access to pazsword-protected files:

il Save 2019 T1/TPT As

| 1.MoNeme

NoName
Client Status: |2 Wark in process
EFILE Status: |1 Not eligible
SEND Stetus: | 2. Eligible

TP Status: |1 Noteligible

e [

Invoice: [ | Time: [o0:00:00

[ODiscounted?  [JCRAEmors  []2139

Date Preparer  Acion  Elapsed  Module Ver
20/03/06 13 Crested 2019.20
20/03/06 13 Maclfied 2019.20

Preparer | Partner

File Name

[CAUsers\TESTAD scurmentsivy ProFile Dats2018T14NoNarme 19T

Backup to Claud
Aclivate Backupio Cloud

Show Password

Help

Cancel

Advariced >>

Password: =

Confirm: i

| Use generic password

21



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

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.

Setting up for EFILE

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

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

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

EFILE On-Line Number (from CRA)
EFILE On-Line Password (from CRA)

ProFile EFILE Wizard

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

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

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

5. 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.

22



Creating a New File in ProFile

. . . Lo . . il PROFILE - [2019 T1/TP1: <NoMame> - Personal information]
Creatlng anew flle orreturnin PrOFlle IS qUICk and convenient. il File Edit Audit Gote Form  Options EFILE Online Training Window Help
New > A 2019 T1/TP1 Ctrl+N
Note: Only tax modules that have been purchased can be created in g  ComForwerd. Ctrl+R B. 2018 T1/TP1
ProFile. However, previous tax years are made available for the DT Max Carry Forward... (o P
purchased taX module. I TanycIeCarrj,ann-\rard... » D. 2019 T3/TP&46 r
Open... Ctrl+0 E. 2018 T3/TP646
. . Reop F.2019F
Creating a new file o v
s s Ctri+5 G. 2013 FX/Q s
— Save As...
. Older TI/TP1 Modules L
1. Open ProFile. T
P F o Close crw Older T3 Modules <
. . . = e chie Older FX Modules
2. Selectthe New option from the File drop-down menuinthetop || — : 9. e
toolbar.
3. Alist of available modules displays in the menu.
4. Selectthe desired module; a new return opens in ProFile.
= itus on December 31, ZUT!
Creating Older Files Older T1/TP1 Modules > 2017 T1/TP1
Older T3 Modules > 2016 T1/TP1
There are three options under the New option in the File drop-down menu for older Ofslex FX Mushstes 2 23 TP
. : ! 2014 T1/TP1
modules: &99 Ho'i_J. Were you mantad o It 13T1/TP1
| time in this tax year? 2013T1/T
e OlderT1/TP1 Modules Apt# Residency 2012 T1/TP1
2011 T1/TP1
Older T3 Modules Province of residence AR
T1/TP1
Older FX Modules on 2019/12/31 2010 T1/TP
Prowince of self-employ 2008 T1/TP1
If you became or ceass 2008 T1/TP1

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

2. Selectthe desired module; a new return opens in ProFile.

2019 anter date of

23



Fast Reopening of Files

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

Fast reopen of returns

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

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

File Goto Form Options EFILE Online Training Window Help

v 1|QE]| [ | = -9 -5 & -

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

3 2016 T1/TP1: C:\Users\IIM Desktop\New folder\MyProfileData\2016 T1\Brown, John16T
4 2016 T1/TP1: C:\Users\B 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
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Using Form Explorer in ProFile

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

Starting the Form Explorer

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

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

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

Using the Form Explorer

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

e List displays all forms in the return

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

e Key searches the return for keywords (for example, “RRSP")

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

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

il Form Explorer ? X
[ B <Motiams> v i ===
Fom [ | Lit | Detall Key Line
Fairns | Mame Diescription Used Lastyear Step
[0 1. Identiication @ inio Personal information Yes M/ 1
% Dependant Dependant information No N 3
2 Sips @ CanPwD Canyforard Summary Yes N 4
3 Incame
4 Deductions
5 Tax+ credis
B Retum + sch
7 Filing
8 Clent
24l
A Used
B Deta enterer
il |
TP1 |
[l Form Explorer ? X
|L|j <MNoMame> v‘ ) ] B P B
Form | \ List Detal Key Lire
Forms Mame Description Used Lastyear Step fal
1 ldertiication | = #BIL Allowable business investment loss Mo N 13
) & LosslPP Listed personal propetty losses No M 140
2 Slips = TiMA Moving expernses Mo N 141
3 Income & LosshetCap Net capital losses No w142
[0 4 Deductions | = LossHonCap Nomcapilallesses Mo MM 143
- o | OteDedict  Dther dedustions No M 144
.
& TawerEdls  C RRR Fiegistered Pension Flan deduction Mo N/ 145
B Retun+sch.. | | RC267 Employes Contributions to a Urited States.. Mo N/& 182
% Fillig o RC268 Employes Contrbutions to a United States.. Mo M/ 183
2 e o RC26 Employes Contrbutions to a Foreian Fensi.. Mo M/ 184
= . RC363H Tan on Excess Employees ProfitGhaing . Mo M# 185
ELED . RC383 Taevempt Eamed Income Infomation fo... Mo N/& 188
A Used D RRSP/PRPP RRSP/PRPP deduction No MM 146
B Dats sterm | @ RRSFLm Newt pear's RSP deduction limit Mo MM 147
B D FRSPTianster  Income elighle for ansfer to RASP No M 148
== Suppart Support payments Mo MM 143

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

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

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

product, as well as multiple files at one time.

Carry forward files in ProFile

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

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

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

5. 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.

il Carry forward file X

(77 R AR T2 A |@ammars | @eamar ¥
Laak in: T2 Returns V‘ 3 cf -
Returns
C ATIN i
etFile CT23 File EFILE
Shortcuts

=

File name: | il Carry forward

Files of type: PraoFile T2 [+ GT2) w Cancel

[ Preview Help

Wil Carry forward file bt
i 12ms 11 LAIZELE | @@ 22m873 w|EE2NSFX ¢

1200871 ||| My Prcie Data v B eF m -

22017 T module not found Detals ~
2016 T1

25T

201471 29T 201973 dalabase EFILE Seftings  SeflingsBac.. SelingsBac.. SeltingsBac.

2013 T1

02T

a0mm T2 Retumsz TauCycle

20101

2009 T1

2008T1

B 27T

. 2006 T1

1
g 8
=

=
g
3

'@
g
=

2018 PuoFile T1 [*.18T)
[ ] Preview

- Cany forvard
b Cancel
Help
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Carry Forward Files in ProFile, Continued

Carrying forward multiple files using the Client Explorer database

iy Client Bxplorer

TP : e # Save View 7 Fiter e
If the preparer used ProFile in the previous tax year... Yo [plGien i s e ET) o
Details x| SearchBy Search || Clear
: - - A lelbleldle ‘ === ==
1. Select the Client Explorer option from the Goto drop-down menu in the e
top toolbar. selectel Fres I
O @ 2015 Profile: Noname. 15T 0 %mepmm Chow, Jason 16T
i i i | [Clients ________|2<]| Bradman. David [ & 2015 ProFile: Chow, Jason 18T
2. The Client Explorer displays a list of last year's files. Files CORPORATION SAMPLE INC.
O & 2015 ProFile T2ens_B515T Files
. . . . . . Brown, Dan O @ ProFile: Sample Corparation (20141030 {
3. Click on the Filter button; the filter option window displays. _ Files Devies, Garth
[ [ 2016 ProFile: Brown, Dan 16T Files

Brown, Dan [ @ 2015 ProFile: T2205_64 15T

4. Use the filter options to identify which files to carry forward. For example, if R Guple. Verun
you only want to carry forward T1 files from the year 2018, you would select Brown_Jofn @ pofi ooe Jon 57
. . Files 2015 ProFile: T2205_1.15T
the “T1" module tab, then the "201 8" year de5|gnat|on. O [ 2016 ProFile: Brown, John 16T
5. Click the Apply Filters button. The files y .
. . . ilters pply Filters| s¢
matching the selected filter options EEAEEIER)
display. e e e e e
= wens 7 ¥ Canied forward ¥ Nat eligible ¥ Nat eligible ¥l Not Eligible [7]Show Competitor's File
] 72014 = W\Work in process _| ¥iElgitle V! Eligible VI Eligible E 2017709405 ﬁsumd\»es
6. Selectthe files to carry forward. To select S5 Dot | B B it | Brerae T B
all files, right-click in the window and 25000 Oho . @Nossped | Wamepmd | @Dost wer 10 e e
' @ v - WPimed - @Peperfled N Netmcwepied - WDebimver$id -
choose Select All from the pop-up menu;
all files highlight. —
Allalblefalelsfofn]iliJwfi]m]nfolplalcefs[t]ufwv]w]x]|y]e]i]
7. Right-click on the selected f.||e(s) an.d i B i B v Gk
select the Carry Forward Files option Files Files Files
2016 ProFile: Brown, Dan 16T 2016 FroFile: Brown, Dan 16T 2016 ProFile: Brown, John 16T
rom the menu. Dw Dw D
8. The file(s) carry forward.
4 n

Related Article:

Review the support article on carrying forward files using the Client Explorer database.
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Checking Your Version of ProFile

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

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

Checking ProFile version

1. Open ProFile.

2. Select the About option from the Help drop-down menu in the top
toolbar.

3. The About window displays.

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

|

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

About hod

5100 Spectrum Way

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

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

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

Version Information

ProFile Version 2019.2.0 Details
2018 PEOFILE INTUIT SOFTWARE END USER LICENSE s
AGREEMENT (CANADA)

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

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

"our" or "us"L Review these license terms (" Asreement") thoroushtv. ¥

Physical Memory

4194304 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 Annually, 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
Manua"y updating ProFiIe {73) Intuit ProFile Automatic Check for Updates - x
‘0' There is an update to your capy of Intuit ProFile available for download
1 . Open PrOFile. frour Version: 2018.2.0  [Latest Version: 2019.3.5 etvork Need 3 redistributable install progiam?
Opisfile Il sonn A

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

the top toolbar. .

| wart to:
3. ProFile connects to the Internet to see if there are any available updates. If A g et
. O skip the downlaad f

there are, you are prompted to download and install the newest update. Ot s st

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

Automatically updating ProFile

1.
2.

Open ProFile.

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

Select the System tab.
In the Automatic Check for Updates section, put a checkmark in the Enable automatic check for updates box. You can choose:

How frequently ProFile will check for updates

What time ProFile will check for updates

Whether you would like to be notified before connecting to the Internet

Whether you would like to be notified before downloading an update to your system
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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
to 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.

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

v T2 Corporate Linking available with 2016.5.0

Learn more about T2 Corporate Linking

Clear All

v T1 ReFILE

Click here to Learn More

Alternative address authorization

®

The alternative address authorization has been
eliminated for 2016 and subsequent years by the Canada
Revenue Agency. This cption is now available only via
paper filing of Form T1132. For more infarmation,
contact the CRA,
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Using Options in ProFile



Setting Environment Options in ProFile

ProFile users can set options for their ProFile working environment. This includes PDF settings, form settings, reminders, security, and
more. Select the Environment... option from the Options drop-down menu in ProFile.

Edit tab

Environment Options ? X

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

File Preparer  Discounter  Trustee  Audit  Spstem  Secuity HyperDocs PDF BackuptoCloud N4 1*

Preferences

D ISp Iay ta b [ &llows password protection for return(s)

e mimmrin Dmmmasimed Dlembmrmanmmn

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 RepID, Group ID, and initials.
Discounter tab

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

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

Audit tab

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

filed.

System tab

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

The PDF tab allows preparers specify PDF characteristics for printed returns, PDF archive directories, and PDF security.
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Using File Pathing in ProFile

About file pathing

ProFile users can set where their client’s returns are stored. The file path can be
changed or locked to prevent deletion or copying.

Managing file paths

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

Select the File tab in the Environment Options window.
Files paths display under the File Directories section of the window.

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

aoR W N

Click the Lock checkbox to lock the file path; the lock feature will default
back to this file directory but can be changed even when locked.

Environment Options

T ks

Fle  Preparer Discourter Trustee Auwdit  System Secuily HypeDocs PDF BackuptoCloud M4 1*

Preferences
[ Multiple Dpen Files ] Keep Backup
A Save Deskiop [ Alow Passwoind
FA Sawe Prompt [ Update Documents Folder
] Esc Closes Window [[] Discountes Info Dialog
[ File Protection [ File erficalion
A Mawdmium Open Tabs B st zave fles every
_w |: tabs _l |: mirwkes
Defzuit File Type (moduie) | Most Recenty Lised »
Recently Used Files
o Off 4 : enlries
(®) Attach to Reopen menu item
O Attach bo File menu Clear
File Diractories
Module Directory Lock il
| 2m9T1 G\l g DiocumentsMy Profile Datzf 20197714 r
2Mem G\ g Diocuments My Profile Datzf 2018714 r
207 M G\l g DocumentsMy Profile Datzf 2017714 r
20MET1 C\l g DocumentsMy Profile Datzf 2018714 r
201511 G\l g Documents My Profile Datzf 2015714 r
20141 Clpeas Docurentz\My Profile Datzh2014T1% r j
Office Info Setup wizard Cancel Help
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Changing file path

1. Click on the file directory to change.

2. Click the Show path:I button.

3. The Browse window explorer displays.

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

bl sl Drirectom Lock
2019 T1 Cl :-:.r:f:sz"-."-.EIu:nc:l.m'uenl.s:"-.r-d s ProFile D ata\201971" .
2018 T1 sV EE Documentsiy ProFile Data\2018T 14 [

Browse

Folder for 2019 T1 files,

W My ProFile Data
201971
2019T3
database
EFILE
Settings
SettingsBackup1
SettingsBackup2
SettingsBackup3
T2Returns
TaxCyde
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Using Module Options in ProFile

Module options overview

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

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

Setting module options

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

Tabs
General tab

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

Data Locking tab

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

Variance tab

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

Disclaimer tab

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

T1/TP1 Review tab

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

L] Madule Options

1 *

L 12009 T/TPI ¥ |l zeoi7zo20 T w | Rl E2019TyTREE w | [d zzo1am ¢
e 1209 T1TPY
w2208 TR Browsa
i 2017 T1/TP1
l@ 2mme ng ‘eriance Disclaimer T1/TP1 Review
@ 2015 TR 1 ~| Langusge
77 5
3| @ 2aTiTe d slip descriptions ® English
2013 T1/TP1 ::’“"?“mdemip‘i“”g O French
o ree form notes
2012 TI/TPT d preparerinitials
2011 TH/TR d partner initials
d 2000 T/ TP g reviewer initials
B 2000 T/ TP g authorization guestion
2003 T1/TP1 g Elections Canada question
3 TR g fareign property guastion
8 o g files 1o same location as previous year
p b
40 2006 T/TP1 d invoice descriplion of services oK
o [ 2005 T1TPY e T1DD information _
. 2004 T1/TP1 t leve| authorization - Cancel
if| @ 2003 T1/TP1 > Help
:. 2002 T1/TP1
Meodule Options 7 Y

W 12019 T TR

¥|l3emr-2020T2 v | [E 52019 THTPE4E w | RdZ2019F ¢ [

File Template
|| | Browse
General Datalocking Wariance Disclaimer T1/TP1 Review
& Carry forward files ~ Lewgege
B Carny forward slip descriptions ® English
X Carny forward donation descriptions O French
B Carry forward free form notes
O Carry forward preparer initials
O Carny farward partner initials
O cCarry forward reviewer initials
O Carry forward authorization question
[ Carny forward Elections Canada question
O cCarry forward foreign property question
O Carry forward files to same location as previous year
[ Carny farward invoice description of senvices
O carry forward T10D infarmation
1 RCHY default lewvel authorization ” Cancel
< i Help

35




Using Templates in ProFile

Templates allow preparers to save time and effort by creating

commonly used communications that can be sent to one or more

clients.

Selecting templates

1. Select the Templates option from the Options drop-down

menu in the top toolbar.

2. The Template Editor window displays.

Using templates

The template list includes the most-common communications

T
¥ il Template Editor ? *

W 1208 TR 1’| an7-2020T2 w | Lel 52019 73TPE46  w | [d Z2019F%0 !']
Base Template Directory

CHL sersuDucumenis‘Ny FroFile Data\Templates Browse

4| Mame Language Diescription Type Filename ~
Attach English Attachments Diefault 2019 T1 Attachments RTF
Engage English Engagement letiar Default 2019 T1 Engagement Letiar RTF
Userl English Lzer lettar 1 Detault 2019 T1 Userl RTF
DLetter English Deceased client later Default 2019 T1 Deceased letter RTF w
< >
Template Farameters
MNarme: Attach [MUse detault template

! Description Attachments
Frint Condition:

!  File Path 2019 T1 Attachments ETF Browsa

1 Edit Template Celete Help Clase

required by preparers including engagement letters, client invoices, and payment emails.

Both French and English templates are provided.

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

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

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

I, {ClientFirstMame} {ClientLastMame}, authorize the trustee, {DC905.5[1]}. to complete and file with the Canada Revenue
Agency (CRA), my post-bankruptcy income tax return for the tax year {TaxConstant("CurrentTaxYear"|}.

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

(bankrupt's signature)

SIN: {DC905.S[12]}

|| Base Template Directory

Click on the [Browse]buttonto  ESF R\ Documents by PraFile Datal Templates
specify the default location for

RTF template files. To select a

different pathway for a particular £ | anguage Diescription

template, select the template _

from the list and click the English Attachments

[Browse] button at the botton :

fight of the dialog box. English Engagement letter
Frirlish Llzrar lattar 1
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Using Form Selection in ProFile

FV'J Form Selection l ? &J
. . ml-2U1BT1 fTF1 v 32015201772 ¥ 52016 T3 ¥
Form selection overview . ZE LB
Print Jakb Form Selection Details
The Form Selection menu allows preparers to set print options for 20 &8
forms Status after printing B B B T F Frintthese sets
. [ Take shapshat [T E E [ [E Archive these sets (FDF)
Change the status to T B E H E  Emaithese sets (PDF)
. T EE FE  Duplexsets
SeleCtlng templates Frint Set Mames I E E F E  Revewmarks
1. File I EE E E  4perpage
1. Select the Form Selection option from the Options drop- o LETETETETE Language
down toolbar menu. B Finct Form:
. 1 = B [=] Jentification Form
R . 4 E T1-.2 T1 jacket- pages 1.2
2. The Form Selection menu displays. 5 T1-3.45 T jacket-pages 145
[E T1Condensed T1 Condensed jacket
Printing Tips T1154 Income tae return for electing under...
Find Form RC71-1 Discounting transaction - pages 1
USin form selection = Upenfinding afarm. E RC71-2 Discounting transaction - pages 2
g gz?etgenTab keyto El T1132 Alternative address autharization
. . . . . . ) T1135 Foreign income wverification statem...
A list of print options displays in the Form Selection menu. B T2t Disetity o crecdit certicate
=1 Federal Tax
This list includes the ability to set the print options for File, Client, Next sz AmoLnts transfarred from your spo..
.. . . . . E s3 Capital gains (or losses)
and CRA. Individual forms are listed, including the option for B SINR Capital gains (or losses)
Settiﬂg |anguage 34 Statement of investment income i
. . . . Select this job when
Toggle any box to activate a print option for the particular form. (EFILE-0)
At any time, you can restore your defaults by clicking the Set | K] [ Camyforward | SetDefeuts) [ Cancel | [ Help

Defaults button.

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

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

job.
2. Client
3 CRA
4.
)
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Setting Pricing in ProFile

The ProFile pricing feature provides a convenient method for Pricing Schedule " P (7] =
reparers to set costs and bill clients for services.
p p GST Registration Number: GST/HST rate 0.0
. . . . Mext Invaice Mumber: FPST rate 0.000
Gettlng Started WIth prICIng [T] Automatically Increment Invaice Number
1. Select the Pricing... option from the Options drop-down menu | & 20T/ @ 2 2075 T /7P [ 3.2014T1/TP1 [ 42013 T1/TP1 [ 8 2002 T/ TP [ 1l 6.2
. th t t |b | Invoice type: Qetailed Dﬁrief Invoice by: |:| Schedule |:| Hour -
n € Op oofbar. T1 Basic charge paper filed 0.00
T1 Basic charge electronically filed 0.00
Hel H H Sl Federal tax calculation per schedule 0.00
2' The P"c'ng SChedUIe WIndOW d|5p|ay5. 52 Amounts transferred from your spouse per schedule 0.00
53 Capital gains (or losses) per schedule 5.00
PriCing options 53 Capital gains (or losses) per item 0.00
54 Statement of investment income per schedule 0.00
. . . 54 Statement of investment income per item 0.00
1. Select the module for which to set pricing options for (for $5 Eligibic / infirm dep / carcgiver amounts perschodule 0.0
. . 55 Amount for an eligible dependant per claim 0.00
example, T1). The current and previous tax year pricing 55 ‘Amounts for infirm dependants prcam 0.0
disp|ays 55 Caregiver amount per claim 0.00 _
2. Enter information for the GST registration number, invoice ok J[ P |[ConyFoward|[ Cancel [[  Help
number, and GST/HST/PST rate.
3. Select the invoice type: Detailed, or Brief.
4. Select the invoice methodology: by Schedule or Hour.
5. Insert costs for services (for example, basic charge, capital gains, etc.)
6. Click the OK button to save the pricing information.
Carry forward pricing
ProFile lets preparers carry forward pricing from previous tax years to the current tax year.
1. Select the previous tax year (for example, 2019 T1/TP1). Review the pricing for services.
2. Ifthe same pricing is to apply to the current tax year, click the Carry Forward button.
3. Click OK when asked to carry forward prices to the current tax year.
4. The previous tax year pricing displays in the current tax year. It can be changed at any time.
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Using Flexible Licensing in ProFile

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

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

What is a Seat?

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

What is required to use Flexible Licensing?

Flexible licensing requires:

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.
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Flexible Licensing: Enable during Activation

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

Enabling Flexible License during Activation:

1. Enter your product code and license key during , '
activation. v 4| ProFile Flexible Licensing Settings i

2. Cickthe Next- Setup Flexible Licensing uton

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

N

3. The Flexible Licensing Settings window displays.

4. Click the Enable flexible licensing on this computer
check box.

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

Select either the Manual or the Automatic mode

. . (' Enable flexible licensing on this computer
button to activate your choice.

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

5. The Manual mode displays the choice of two additional S
Options: Prompt me every time when | cioes ProFile @ Don't prompt me. I'll do it manually
. . Automatic - This option will sutomatically suspend and activate your licenses when you
o Prompt me every time when I close ProFile - open snd close ProFile
selectlng thIS OptIOﬂ reSU|ts In PFOFlle promptmg You can access these settings by clicking the Help > Configure Flexible Licensing menu item above
the user to suspend your “CG nse Wheﬂ Closing Please Note: In order for this functionality to work your computer must be connected {o the intemet.

the application

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

6. 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
licenses when you close and open ProFile, respectively.

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

Suspending the License Automatically:

1.

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

The Flexible Licensing Settings window displays.

Click the Enable flexible licensing on this computer
box.

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

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

The ProFile application closes.

A message displays indicating that your license is suspended on the

computer.

.
¥ Al ProFile Flexible Licensing Settings

INTUIT ProFile

Flexible Licensing Settings

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

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

(¥ Enable fiexible licensing on this computer

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

Pick one

: Prompt me every time when | cloes ProFile @ Don't prompt me. I'll do it manually

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

You can access these settings by clicking the Help > C. Flexible L g menu item above
Please Note: In order for this functionality to work your computer must be connected to the internet.

——

Your licenses have been successfully suspended on this
computer.

See You Later!

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

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

Note: This process needs to be undertaken each time ProFile is closed to
ensure the Flexible Licensing is properly suspended. Proper suspension
ensures the license can be activated on another computer.

Suspending the License Manually:

1. Save any files being used in ProFile.

Suspend Licenses X

a Would you like to suspend and work from 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
be connected to the Internet

N

2. Click the X'icon in the top-right corner of ProFile or select the Exit
option under the File drop-down menu.

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

4. Selectthe Yes option.
5. A message displays, confirming the license suspension can proceed.

6. 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 ..
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Using the Client Explorer
Database in ProFile



Setting Client Explorer as the ProFile Database

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

Setting Client Explorer as database

1. Open ProFile.

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

3. The Database/Client Explorer Options window displays.

4. Select the Use Client Explorer option; the Client Explorer menu
displays.

5. Select the Personal Server or Shared Server option.

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

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

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

9. Click the OK button when completed.

10. The Client Explorer is set as the database option.

Database / Client Explorer Options

7| 2

@ MNone ) Use Client Explorer 01 Use Classic Database
Mo Options
[ Ok, ] ’ Cancel ] [ Help ]
==

Database [ Client Explorer Options

Mone @ Use Client Explorer

Client Explorer Options
FroFile Database Serarto use

@ Personal Server (Onky wou can use)
Shared Server

Database to use

Database Mame  Ferzonal detabase folder

l Clear

PROFILEDE CAUsers TR, O ocumentsiMy ProFile DatalDats...

Use Clagsic Database

:Ba'lch Opliuns...] {hdvanced )::

[ Selup Wizard ] m I Cancal ][ Help
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Using Filters in Client Explorer

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

Viewing Filter options

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

2. Alist of all available returns for clients displays.

3. Click the Filter button.

View [l Clients | e saveview vhier [ ) Index
Details w | Search By \M Search
Actions | Alfafb]efdfeltfalnfililklt[mf[n]eo]
| Open files
CRA Import
Build EFILE... Hunter. Jack
Brint i Files
vint files... ) )
= Frint forms in the files... 015 ProFile: NoMName 15T O i.dzma FroFile: Hunter, Jack 16T
n. David O Eizms FroFile: Hunter, Jack 15T
Clear selection : .
Selectall John, Alexis
015 ProFile: T2205_BR.15T Files
an O @ans ProFile: T2205_160.16T
White, Dan < Jorden, James
SIN 016 ProFile: Brown, Dan 16T Files
544-493-927 O w2016 PraFile: Jorden, James 16T

Jan

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

Options for filtering display in individual tabs and include:

Available tax years

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

EFILE status

SEND status

EVENT

Filters (Mot Applied)

OT (@72 |@=713 |@Fx|
T Years Client Status T1 EFILE Status TP1 EFILE Status
E Waz0ie + W Unknown WM Unknown VI Unknown -
= meams _| W Carried farward VI Mot eligible VI Mot eligible
J 2014 = W'vWorkin process JI Eligible JI Eligible
V2013 S WWaiting for client |5| M Ready totransmit - ¥ Ready to transt| =
J 2012 I In preparer review S Transmitted I Transmit Failec
201 VI |n partner review J Accepted 1 Transmit OK
JI 2010 Y Ready to print VI Mot accepted J Accepted
i @ 2009 - W Printed - W Paperfiled JI Mot accepted ~

SEND Status

Ewvent

2l Unknown N J| Show Spouse InList  Preparer
- one - itor's Fi
7 Not Eligible J| Show Competitar's File Partner
7| Eligible = 20170717 Discounted
¥ Ready to transmit VN JIes
4| Transmitted 20t7/07A7 Pre-Assessed
VI Mo debt VIMo ¥'ves
VI Debtunder $10 Jy e —

VI Debtover $10 -
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Using Filters in Client Explorer, Continued

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

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

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

Selecting forms

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

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

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

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

Applying filters

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

3. The currentyear T1 files that are eligible for EFILE display.
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Printing Reports in Client Explorer

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

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

Setting Client Explorer Report Parameters and Data:

1. Open Client Explorer in ProFile.

2. Filter returns by the necessary parameters (for example, tax year, module,
status, etc.).

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

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

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

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

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

Running a Client Explorer report

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

4. The report compiles and is sent to the designated printer.

Create Report
reate Repol

The following returns will be added to the report

Client Mame Filename
Browm, Dan Chlsers
Brown, Dan ChUsers
Brown, John ChUsers
Chow, Jason  ChUsers
Hope, Kathy ChiUsers

Hunter, Jack
Jarden, James

ChUsers
ChUsers'

Ming, Cheng ChiUsers
Sing, Hardeep ChUsers
Srmith, Wil ChlUsers
Starr, Baniaz ChUsers
Strong, Karen  ChUsers'
test], test ChUsers
YWhite, Dan ChUsers'

4 m

DeskiopiMew folderyHUEB Link testing 1% Sample File
DesktopiMew folder\MyProfileDatal 2016T14Brown,
DesktopiMew folderihyProfileData’ 2016T 14 BErown,
Desktop'Mew folderykyFrofileDataf 2016T14Chowy, .
DeskiopiMNew folderihyProfileDatal2016T14\Hope,

DeskiopiMew folderyMyProfileDatal 2016714 Hunter,
Desktop'\Mew folder\MyProfleDatal 2016T1  Jorden
Desktop'\Mew folderihyProfileDatal 2016T14Ming, C
DesktopiNew folderihyProfleDatal 2016T14Sing. F
DeskiopiMNew folderiMyProfileDatal 201614 Smith, *
DeskiopiMew folderyMyProfileDatal 2016 T14Star. E
DesktopiMew folder\MyProfileData’ 2016T14Strong,
Desktop'Mew folderihyProfileDatal 2016T14NaMar

DesktopiyNew folderihyProfileDatal 20161 wWhite,

¢

I Print ] l Cancel ] [ Help l
r,’j Report Options -— . T — — M‘
‘ Header‘ Fields ‘Footer | FDrmat‘
Column Add Delete
pei T Pow
% Add
Insert
Delete I
Tille 1
Load ] [ Save I [ Ok } [ Cancel ] [ Help I
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Using Mailing Labels in Client Explorer

Label Selection B
ProFile’s Client Explorer provides preparers with a simple and convenient 1206 T/ TP w |l 3TR Le) 42016 T3/TPB46 T]
method for printing mailing labels. Label Type Label Details

[1 2-294 Awvery Laser Tags Manila - 12-2494 Awvery Laser Tags -Manila

Choosing a mailing label

Preview Labels Across 2 :
1. Select the Setup Mailing Labels... option from the File drop-down Labels Down 4 :
menu in the top toolbar. —| |—= Side Margin 1 j
. ) ) Top Margin 0&" :
2. The Label Selection window displays. | |== el Wi e
3. Select the return type (for example, T1) and tax year (for example, — | |== Label Height 2.5 :
2019) from the tab menu. Horizontal Pitch — [4.13" ﬁ
—| |=—= Wertical Pitch 2.5" i

4. Selectthe Label Type from the drop-down menu. s

Continuous Feed

Mew Label ] [ 0]4 l [ Cancel ] [ Help ]

5 4

1. Click the New Label button; the Label Details fields activate and populate.

Creating a new mailing label

Enter the specific measurements for the label in the Label Details fields.

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

> wn

Click the OK button; the label saves and the window closes.
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Label Selection

B 12016 T1/TR L aTe
Label Type

[1 2-294 Avery Laser Tags -Manila

12-294 Awery Laser Tags -Manila
12-295 Awery Laser Tags-wWhite
12-296 Awery Laser Tags Manila
12-297 Awery Laser Tags-vhite
2160 Avery Addressing

2162 Awery Addressing
2163 Awvery Address/Shipping
2164 Awery Shipping

Pl —TFT—1"

Lakel Details
ser Label

Labels Across
Labels Down
=ide kdargin
Top kargin
Label Width
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Using Mailing Labels in Client Explorer, Continued

Printing mailing labels

1.
2.
3.

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

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

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

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

-

Frint Labels 2%

Copies |1 - [ collate
Frint only one label for coupled ret

atart Label

Ik ] | Cancel
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Batch EFILE in Client Explorer

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

Batch and transmit files

1.
2.

© o N o AW

¥4 File Database Goto Form Options EFLE O

Open Client Explorer in ProFile.

1 38~ - f R4
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 Yeow Al Clwte
Eligible”). Contact View ot v
The list of eligible files displays. &g’}f Ebgie e |
. . . . T1 - Camyforwand to Cument Yeu
Select the files to include in the batch transition. 12 - Ready to Pint e
Select T1 - Cument Yeu - Ready to Pint
Right-click on the selected files and select the Build EFILE File... option from the menu. m“:;m brae
The build window displays. :fml
s
M ke ProFie 2

If necessary, specify the type of EFILE file to create, or the agency, data type, or slip type.
Click the OK button.

The EFILE files build; the build status of each return displays as Successful or Failed.

. Click the red X to display the issue with the Failed return. Click the SeawchBy  Clent name v
Transmit now button; the files transmit to CRA; you can also selectthe  "ar , | [claleltlolmnl oo x]t]

Transmit later option.

Bennett, Hamish
Files
(] Lud 2013 ProFde: Bernette, Ha Open Files
lr:‘-l-.h | Corry Forward Files
[2] i) 2013 ProFie: Bernette, Ha wmr&ru_
. naa | Edet Che etadly
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Batch EFILE in Client Explorer, Continued

Transmit batch files at a later time

1.
2.

6.

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

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

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

Select the files to EFILE and click the OK button.

The EFILE files build; the build status of each return displays as Successful or
Failed.

Click the red X to display the issue with the Failed return.

Build EFILE On-Line file: 324278761.TAX

) Bernette, Kran Successhd
) Bermett, Hameth Successhd
4 € Cioss, Red Faded

EFILERODI003 Thes retum has prevent fling audt mes

Chert  Cross, Red

Fim C\Users\Mchael\D ocuments\My ProFide Data\201371\Cross 137

Status Only succossiyl tdes have been bult and moy be
transmalied,

Transmd now 1 Transet later Cancel

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



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?
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There can be several reasons why a TaxCycle client file did not convert:

e The file may not have been in the correct folder

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

e The file may be missing critical data

The affected files can be corrected and resubmitted.

What fields are supported and unsupported?
Supported fields include:

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

5-year, comparative summary, installments schedule

Capital cost allowance

Loss carryover amounts

Unsupported fields include:

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

Copying TaxCycle client data Py

1. Create a new folder under your computer’s C: drive titled conversiondata. This @ %connect-
folder may already exist on your C: drive if you have already updated ProFile to
version 2019.2.0 or later.

Sign in
2. Navigate to the folder containing the TaxCycle client files to carry forward. You
can find this location under Options > Files and Folders in your TaxCycle
SOﬁwa re. lamiestpass-profile@mainator. com

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

4. Copy and paste the files to carry forward to the new C: conversiondata folder you
Created v Remembder me

Submit client data for carry forward

1. Click the File menu in ProFile.

New 10 Intut?

2. Select the Submit Client Data for Carry Forward... option under the TaxCycle s 5
Carry Forward... menu.

3. The Sign In window displays.

4. Sign in to your ProFile account.

Plesse wad

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 while we establish a secure connection for you

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.
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Carry Forward TaxCycle Returns in ProFile, Continued

The Intuit Competitor Carryforward Wizard displays.

ﬁ Intunt Carnyforward Wizard s %

5. Click the  am ready button to proceed. The module selection window Welcome o intult Carnyforweid Wizard

displays.
This wizard will help you carry forward your data from your existing tax software to intuit
ProFile
6. Se|ect the app|icab|e modu|e from the drop—down menu, corresponding to Please read the instructions carefully on each screen 10 successtully carry forward your
X . data
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.

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

Please Note that not all data will be camied forward. To know more about the supported

8. Select all files to undergo conversion prior to carry forward. and non-supported fiekds click here
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B3 Intust Cammyforward Wizard - X ) intuit Carryforward Wizard

The following client files will be sent 1o Intuit to be carried forward
Deselect the files you DO NOT want to carry forward

i Select All
& BlankStanleyRandomman 2018T1
£ BlankStanieyWithSpouse 2018T1
& T1TC001 (AB).2018T1
&4 T1TC002 2018T1

|TaxCycle_T1
& T1TC003 (MB) 2018T1 {TaxCycle T2

None

Select the module you are carrying forward

T1TC004 (QC) 2018T1

Please Note, we are only showing TaxCycle T1 files available in the ¢ /conmsooodm”

make sure you copy all the files you intend to cary forward into ¢ /conversiondata 2019 files

folder
Back

forward TaxCycle returns in ProFile, Continued

o
(Y
2

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

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

10. ProFile emails a notice that conversion has begun.

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

12. A progress bar displays conversion progress.

Instructions
2 TATCOOS (ABIL) 2018T1 ”
I T1TCO006 (BusAuto) 2018T1 Please follow the instruction below before you click Next on this screen
TATCOO7 (FTC and Foreign) 2018T1
4 ( eign) 1 Copy TaxCycle files that you wish to carmyforward. You can find the flepath of the TaxCycle fles under
£ T1TC008 (instaiments) 201871 Options -> Fies and Folder in the TaxCycle sotware
& T1TC009 (BC) 2018T1 2 Make sure you have removed locks and passwords from the TaxCycle client Ses that you wish to
T1TCO10 (MBS2) 2018T1 caryforward
£ T1TC011 (NB).2018T1 3 Create ¢ \conversiondata foider and copy TaxCycle fles mto the newly created ¢ \conversiondata folder
&4 T1TC012 (NS) 2018T1 5 4 Once you have copied all your TaxCycle fles 10 ¢ \comversiondata folder chek Next

folder. If you are not seeing all your TaxCycle T1 files that you wish to carry forward, Please Note. For T1 we are only supporting T1 2018 fles. For T2 we are supporting T2 2016, 2017, 2018 and

Carry

& inturt Camyforward Wizsrd

Job 10 TaxCycle_T1-2018-6a32

Current Status. D fies

Please Note, we are downloading your converted fles (it may take a few mnutes. Please do not close this
wndow).

Coeversion log

Downloading convened Sles

C s ful »3, Failures =0

Extracting file #30f 3
Convering files
Upload successtul

Uploading Ses for converson

Cancel Job
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13. A Conversion complete message displays when the files are successfully converted.

14. ProFile converts the TaxCycle files to a ProFile-compatible format. f
15. ProFile emails a notice that conversion is complete.
16. 8. Click the Close button.

17. The Conversion summary window displays.

% Tax Cycle to ProFile Caery Forward X

Carry Forward Completed

Total Files Converted . 233

Total Fies Failed 0

[ Open Destination Folder Finish

Carried Forward data downloaded successfully.

[We are done downioading your carried forward files
lYou are just one step away from compieting the carry forward process
{Go to ProFile and we will notity you once your carried forward files are

{available to be viewed. It might take a few minutes. You can go ahead and
|close this window

Close

Carry " forward TaxCycle returns in ProFile, Continued

18. 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].

19. Click Finish.

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

following the conversion.

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

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

I_"_'j Intuit Carmyforward Wigard — X
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Batch Carry Forward Files

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

1.
2.

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

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

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

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

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

The files carry forward.

B Save Wiew o Filter | Index
nt name v] =T
zlafeltfalnfilifk]ifm]n
Filters (Mot Applied)
@mT[OTe [O0Ts OFX% |
= Years Client Status Slips Status
2my = W Unknown + @ Magmedia
J| Carried farward = Print
2015 5| M“Wark in process i
2014 J\Waiting for client |5 Y NAS
: ST4
2013 I In preparer revienw -
2z I In partner review P T4A
2011 7| Ready o print T4ANR
& D20mo - W Printed ~|| [ I

b All

w | =earch By | Clientname
c | d

Details % Details
Actions ry Actions
e pen filos
=3 _Carry forward files. ..
select all

Frintfiles. .

Frint farms in t

(=]

b

Carry forward selected files in batch mnde.k
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Batch Printing Forms in Client Explorer

It is easy to print pre-configured print sets for multiple clients at the same time.

Printing forms for a group of clients

1.
2.

Open Client Explorer.

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

Select the clients to batch print. T1 - Cumert Yea - Ready to Print v bFie ABC
Select the Print file option from the Database drop-down menu. :E.MIH
ProFile automatically selects the forms to print for each file based on the print job and ¥4 File | Database | Goto Form Options EFILE (
print setting options configured in the Form selection window. For example, ProFile Open Files "
detects that each client selected will receive an “overdue invoice” letter. Carry Forward Files
The files print. Eda Clent Detads
Print Forms in File.. <

. _rwes — = i

i Print files

' e

fi Foed. Michael 127

|

fl 1 otol15

i

Pause | Cancel
i

J' R w'r{ T ) jl‘ /s B

View Al Clerts |

!l-CMowﬂYu c|d]
age 65+
T1 - EFILE Eigble

12 - Ready to Pt
Select T3 - Roady to Pint
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Batch Printing Forms in Client Explorer, Continued

Printing the same forms from each file

It is simple to print the same form for multiple clients at once in a batch. For example, a
ProFile user may want to print a form for each client so that it 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 files of the same module and year.

Printing forms

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

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

4. Select the Print Forms in File... option from the Database drop-down menu.
5. The Print Selected Forms window displays.

6. Enter the name of the form to print (for example, “t2038").

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

7. Click the OK button; the forms print.

!v b | "l - B‘ » .41 .
Yiew Al Clents (4]
Detads RS nam
"-CWMCMY“ o ] d|
age 65+
T1 - EFILE Eighie
12 - Ready to Pt

Select T3 - Roady to Pirt
mtbtumi‘(w-ﬂmtoﬁﬂ v bFde ABC
ABC Company Limt

Fies

1 Print Selected Forms ?

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

| |

l
l Ok Cancel Help

Print Selected Forms ?

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

t2038:t2036

Ok Cancel Help
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Using Queries in Client Explorer

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

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

Query example

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

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

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

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

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

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

-

Advanced Filters

Query narms

’Nu Cluery

New Delete Rename

[ Ok ” Cancel ]

.

Advanced Filters

[l

CQuery name

INEW Cluery

hew Delete Rename

Conditions

@ All are true () Ay are true

) Free form expression

i Add Edit Delete

[ Ok H Cancel ]

Add Condition = et ? |
Condition
Field Narme
Condition

is
i5 not egual to
is greater than
isless than

is greater than ar equal to
141 i5 less than or equal to

‘is equal to v'
Compareto L

Cancel ” Help ]

—
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Using Queries in Client Explorer, Continued

Setting conditions for queries

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

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

2. Select the condition necessary for the query. For example, you may be

seeking value “not greater than” the amount of $10,000. If this condition is

i o —— -
Add Condition (>
b

- e

Condition

Field Narme

Condition ‘is equal to "
Compareto
H is

i5 notequal to
is greater than Cancel ] ’ Help ]
is less than

i greater than ar equal to p
4] is less than or equal to

) : Add Condition 7 =
selected, no amount greater than $10,000 displays in the query results. Condiion
16T Field Name
3. Click the drop-down menu in the Compare to field of the Add Condition Condifion  [is ecualto 3
window; a list of conditions displays. qg || Compareto
r," Select Field i lilﬂb
4. Setthe condition necessary for the query. For example, if you are querying Persanal o | T1 Jacket | T1 Schedules | Inveice] =J
1,
invoices for billings of less than $10,000, select the appropriate invoice field Field Name Description i
t ClientPravince Province
o query‘ ClientsIN Client 5IM 3
ClientTitle Title |i| r
5. If this query will be used again at a later time, enter the query name in the Clenonhone Jorkahons rumzer -
eCease ale ale o 1=}=1
Field Name field (for example, “Invoices less than 10K"). Discounted Is retum discounted? i
EFILE EFILE this retun? P
. . . Jaintlnwvoice Use jointinvoice? ist
6. Click the Add button; the newly created query saves in the query list. JointLetter Client etter type s Fil
MailingLabelAddress! Address v
7. Inthe Client Explorer, click the Apply Filters button. The query runs and [ Ok [ Concel || Help [F
displays results.
"Add Condition — S
Conditian
Fisld Name
Condition [is equal to ']
Field
Mumber Add Cancel Hel
Nomer | (ags ] [ aneel ][ e

= String — — |
Truth
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Using Intuit’s Hub and Link



Overview of ProFile Hub

Hub is a document management dashboard that helps you access customer information quickly and seamlessly so you may process returns
more efficiently.

Within Hub, you can access client contact information, check the status of a return and review any notes that may have been added.

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

What modules does Hub support?
Hub supports T1 and T2 modules.

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

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

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

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

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

How much do Hub and Link cost?
Hub and Link are complimentary with 2016 ProFile and onwards. Customers need to have purchased a ProFile T1 module.
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Initial Setup of Hub

Note: Preparers should download the latest version of © Frofile 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.

1. Open the ProFile application.  Enable Profile Hub

2. Select the Hub option from the Goto drop-down How are your ProFile client files stored?
menu in the top toolbar.

@ Local Server - only you can access

The ProFile Hub Set Up window disp|ays' (O Network Server — shared server on the network

Select the Enable ProFile Hub check box.

Where are your client files stored?

The options menu for Hub set up becomes active.
P P C\Users\[m—p Desktop\New folder Browse |

SN T

Select an option from the How are your ProFile
CIlent flleS Stored? SeCtIOH; prepare rs select Local Note: Currently, Hub and Link only work with Tax Year 2015 and 2016 T1/TP1 files.

Server or Network Server for file storage.

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

8. Select the location where client files are stored; this allows Hub to access G ProFile Hub
client information. '

9. Click the Read files button. ProFile Hub

10. The Hub interface populates with returns; these files originate from the :
location selected in the Where are your client files stored? section. | Action(s) * | 2016 -

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

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

Note: A completed T1 Authorize a representative Workilow
submission is required before a preparer can import data to [ acten 2 [y ] |
Hub via AFR.
[0 cLENT NAME
0 Brown, Dan
Importing Data in Hub -
0 Brown, Dan
1. Open ProFile. =
Brown, lohn
2. Select the Hub option from the Goto drop-down = =
menu in the top toolbar.
3. Hub opens, displaying the list of clients. Add a new client if CRA IMPORT
required.
4. Identify the client to undergo data import. Run CRA Import
5. Click the Run CRA Import link in the CRA IMPORT column.

E]

FILE NAME INTUIT LINK CRA IMPORT
m Brown, Dan.16T £ RunCRA Import
m Brown, Dan.16T Invite Pending &2 Run CRA Import
m Brown, John.16T £ RunCRA Import
Profile Hub (5]

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

[C] Do Not Show Again
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A prompt displays inquiring to the completion of a T1 Authorize a representative.

Click the OK button to proceed. BT

S B : =

The ProFile CRA Data Import window displays.

Complete the prompts; the data import process in Hub is identical to ProFile CRA Data Import
that in ProFile from this point onwards. Quick. Easy. Secur

i
_‘“ samoriina

* Save time by automatically importing client information Pa— =
* Prevent manual data entry errors

* Ensure client data is always accurate and up-to-date

fl * Learn more on intuit.ca

Launch CRA Website ‘ [ Cancel ‘




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.

1.

w N

Action W

2015

v e . [ CUENT NAME FILE NAME
Setting filters in Hub i e
Impson, Jessica JessicaSimpson
. El = a '\."2.123.].5_|
Open ProFile.
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 >
Select the drop-down menu; a list of available tax years All years
displays. [J CLENT NAME | 2016
2015

The All years designation also displays. ]

Select the applicable option to filter.

. The filtered results display in the client list.

Simpson, Jes

INTUIT LINK

FILE NAME

m lessicaSimpson
V2.123.15T
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Using Checklists in Hub

Hub allows users to maintain a checklist of tasks and/or requests assigned to a client. This list generates automatically based on the client's

prior-year return that can be added to or changed as needed.

Reviewing a checklist
Jehn, Alexs
1. Open ProFile.

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

the top toolbar Engagement Letter Questionnaire @ hacklist (6)
Edd Edit
[} Do notinclude [F] Do notindude I"| Do not include

3. 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. ancel

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

5. 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 action that can be undertaken.

Edit Document Checklist

Invite

L

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

[F]1 Do not include checklist for Alexis John

© Add New Request

CLIENTS ‘ REQUEST
Alexis John T4 from your employer(s)
T5 from your bank(s)

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

Previous year Notice of Assessment from CRA

Cancel

|AcTioN

Et

]

Done
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Using Checklists in Hub, Continued

Deleting an existing checklist entry

1. Identify the checklist entry to be deleted.

=t

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

Medical receiptis)

Note: Hub users will not see a confirmation window; the checklist entry Charitable donation receipt(s) i
deletes immediately.
3. Click the Done button. The checklist updates and the Edit
Document Checklist window closes. REQUEST | ACTION
4. Click the Invite button in the Invite Clients to Use Link Tonom your bank(s) =
window. Medical receipt(s) i
5. The invitation with the checklist is sent to the client. Charitable donation receipi(s) i
RRSP contribution receipt(s) i}
Adding a new checklist entry Previous year Notice of Assessment from CRA i
| | @
1. Click the Add New Request button in the Edit Document -
Checklist window.
Engagement Letter Questionnaire Checklist (6)
2. A new blank checklist entry field is created. % Edit % Edit % Edit
[F] Do not include [7] Do notinclude [F] Do notinclude

3. Enter the new checklist entry (for example, "Travel receipts").

4. Click the Done button. The checklist updates and the Edit : —
Document Checklist window closes.

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

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

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

Questionnaire templates are customizable to the type of clients, their location, or any other need. Response types can include either

"Yes/No" or "“Open-ended” responses.

Opening a questionnaire template

1.

H w

Open ProFile.

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

|dentify 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

l Action

~ ‘ | All years

i
O
O
O
O
O

CLIENT NAME

Brown, Dan
=

Brown, John
©

Chow, Jason

Hope, Kathy

Hunter, Jack

FILE NAME
m Brown, Dan.16T

m Brown, John.16T

Chow,
Jason.16T

m Hope, Kathy.16T

m Hunter, Jack.16T

INTUIT LINK

Invite Pending

Invite

5/12

Invite

Invite

| Search a client or a file

(o] @

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 ———

To: John Brown

6. The Invite Clients to Use Link window opens.

Customize your invitation email below:

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

| Dear [CLIENTNAME],

o ° . . . At [FIRMNAME], we know gathering tax info can be a pain. To make things easier, we're using Intuit Link
8. The Edlt Questlonnalre WlthW dISplayS. ! to build a custom checklist for you_

- We'll guide you through some questions, the documents needed, and let you know when you're done.
- It's much more secure than sending by email so your personal information is safel

9. Use rs can underta ke the fol |OW|ng aCtIOnS - Use your phone to snap photos of your documents much faster than using a scanner.

Please sign up and get started.

Edit the existing questions | e
Remove an eXIStIng queStlon | % Engagement Letter @ Questionnaire % Checklist (6)
Create new questions — — e

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

Assign an answer type

Delete a question | cance

Create a new questionnaire template
Edit Questionnaire _ —

Thg questionnaire is sent to the selected client and responses are tracked under p—— " YT
their entry in Hub.

QUESTIONS TYPE ‘ ACTION

. What is your current address? Open-Ended ~ [m]

Related Articles vraisyoucrenoagesr [
Were there any changes in dependents? Yes or No i [
. . Did your marital status change before the end of last year? Yes or No - ]
Review the support articles related to Hub. -
Do you want to electronically file your tax return? Yes or No z il
Please list any questions or other concerns you might have Open-Ended ~ ]
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Using Engagement Letters in Hub

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

[ Action ~ } |Allyears

ProFile Hub

| Search a client or a file o |

[0 CUENT NAME FILE NAME INTUIT LINK CRA IMPORT COMMENTS
There are two OpthﬂS for personallzmg an engagement O Brrc?wn‘ Dan 2 Brown, Dan.16T [%  Invite Pending Run CRA Import Add Note
letter in Hub: Brown, John N
D = a Brown, John.16T [&  Invite Run CRA Import Add Note
.. Chow, Jason Chow, ol oo
e Use an existing engagement letter from a o Jason 6T G w2 S R Ao pdote
template
) Create a hew engagement |etter Invite Clients To Use Link ﬂ
Using an existing engagement Letter To:  John Brown

1. Open ProFile.

Customize your invitation email below:
2. Select the Hub option from the Goto drop-down

. Dear [CLIENTNAME],
menu in the top toolbar.

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.

3. Hub opens, displaying a list of clients.

- We'll guide you through some guestions, the documents needed, and let you know when you're done.
- It's much more secure than sending by email so your personal information is safe!

4. lIdentify the client to whom you want to send an
- Use your phone to snap photos of your documents much faster than using a scanner.

engagement letter (for example, “Brown, John").
Please sign up and get started.

5. Click the Invite button associated with the client. Regards,

[FIRMNAME]

Engagement Letter Questionnaire
Edit Edit

[[] Do notinclude [[] Do notinclude

6. The Invite Clients to Use Link window opens.

Checklist (B)
Edit

[[] Do notinclude

Invite

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

Cancel
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Using Engagement Letters in Hub, Continued

10.

11.
12.
13.

14.
15.

The Edit Engagement Letter window opens.

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

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

The template-editing window displays.
Make any edits in the template-editing window.

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

Click the Done button; the engagement letter saves.

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

Edit Engagement Letter

Basic Engagement Lefter

- EE 3

sic Engagement Letter

Ba
Letter of Engagement '

Engagement

Edit Engagement Letter

Letter of Engagement

-

Letter of Engagement

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

We will prepare your personal income tax return based on information that you provide to us. We will not
audit or otherwise verify the data you submit, although we may ask you for clarification of some of the
information_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 chegues and
other data that form the basis of your income and deductions. These may be necessary to prove the
accuracy and completeness of the return to CRA. You have the final responsibility for the income tax
return and, therefore, you should review it carefully before you sign it.

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

Adding a new engagement letter

1. Open ProFile.

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

3. Hub opens, displaying a list of clients.

4. lIdentify the client to whom you want to send an
engagement letter (for example, “Brown, John").

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

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

ProFile Hub

[ Action ~ \ | All years ~ |

[ CLENT NAME FILE NAME INTUIT LINK
O Brrc.’wn' Dan B Brown, Dan.16T [ Invite Pending
O Brrc.)wn, John & Brown, sohn.16T & Invite

0 Chow, Jason J(;;Z\::‘lﬂ B sz |

Invite Clients To Use Link

| Search a client or a file

B

CRA IMPORT

Run CRA Import

Run CRA Import

Run CRA Import

COMMENTS

Add Note

Add Note

Add Note

To: John Brown

Customize your invitation email below:

Dear [CLIENTNAME],

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

to build a custom checklist for you.

- We'll guide you through some questions, the documents needed, and let you know when you're done.
- It's much more secure than sending by email so your personal information is safe!

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

Please sign up and get started.

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

Checklist
Edit

|:B )

[[] Do natinclude

Invite
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Using Engagement Letters in Hub, Continued

8.
9.

10.
11.

12.
13.

14

15.
16.

17.

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

Enter the name of the new template in the field (for example,
“Receipt Request Letter”).

Click the OK button.

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

. Add the necessary content and information to the new

engagement letter.
Click the Done button; the template saves.

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

Basic Engagement Letter

Engagement

Mew Engagement Letter

N N

Enter new template name:  Receipt Request Letteq

Cancel

Edit Engagement Letter

Receipt Request Letter - Add

egin customizing your new engagement letter. ..

(]
15}

]
o
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Overview of ProFile Link

Intuit Link is a secure, web-based portal that accountants use to gather tax data and responses from their clients.
What are the benefits of Link?
Link provides several benefits to a preparer’s clients, including but not limited to:

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

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

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

Bank-level encryption to protect client data

How much does Link Cost?

Link is complimentary with 2016 ProFile and later years. Customers need to have purchased a ProFile T1 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.

7 proconnect. Link = Clients

Tax Year 2017w

Clients

NAME

Smith, Ted

ted_smith@smithcorp.com

Mitchell, Robert

rmitchel I@mitchell.ca

Hadler, Luna

Ihbusiness @lhbusiness.com

All clients nvites accepted Invites pending

TY17 PROGRESS

Invite accepted

Mot invited

Not invited

Invites declined

LAST ACTIVITY *

TY17 done

Add New Client

ACTIONS
sview ¥

Invite =

Invite -

Visser Corp. ¢

Client activity
L Starr, Banlaz has accepted
your invite (10/2
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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.

2

3

4. Alist of clients in Hub displays.

5. Select the appropriate module (for example, “T1 Module”) from the drop-down menu in the top left corner of Hub.
6

. The list of Hub clients filters.

For T1 clients

_

Create a new T1 Individual client return in ProFile.

2. Navigate to the Hub application; the client named in the newly created T1 displays.
3. Click the Invite link under the Intuit Link column for the new client.
4

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

For non-T1 clients

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

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

1. Navigate to the Link website:

https://link.intuit.com/accountant/login/#/signin
: x
2. Sign in using your One Intuit username and password. ARGt

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

4. Click the Add New Client button from the right-side menu. ' | Pl
5. The Add Client window displays. Fir:.lZH.:m; .
6.

Indicate if the client is an Individual or Organization.
Last Name

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

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

Mobile Fhona

9. Click the OK button; the client is added to the client list.
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Sorting Client List in Link

Preparers can sort the client list in Intuit Link to display and identify clients of a particular status.
Categories for sorting include:

e NAME
TYYY PROGRESS (for example, “TY19 PROGRESS")
LAST ACTIVITY

Example: Sorting alphabetically by NAME

1. Log in to the Intuit Link site.

2. Select the Clients link on the left-side menu.

3. The list of clients displays.

4. Click the text within the column header (for example, “NAME").

5. 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.

Tax Year 2014w

s
88 Clents

NAME TY16 PROGRESS LAST ACTIVITY =

ACTIONS
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Using Email Templates in Link

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

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

1. Log in to the Intuit Link site. T Your 2016 >

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

3. Select the client.

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

5. The Firm Settings display.

Account

Firm Information

Company Name

Fum Logo

Your Firm Loge

L+

ntuit Account

TY16 PROGRESS

LAST ACTIVITY =

Firm Information (shown

Firm Name S$hown to Client

Client Activity Emails

Sign up for Notifications

to clients

ACTIONS
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Using Email Templates in Link, Continued

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

8. Complete the New Template fields:

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

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

e Email Body is the text that a client will see in their inbox (for example, “This

is a reminder that March 15th is the due date for all return forms to be
provided")

9. Click the Save button.

10. The new email template displays under the Email Templates menu.

Account | Email Templates @ Request Templates

Email Templates

© New Template

Template Name

Email Subject

Email Body

Keywords
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Using the Active Auditor in
ProFile



Using the Active Auditor in ProFile

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

Error messages or errors that may restrict processing the return display in red
text.

Accessing the Active Auditor
The Active Auditor is accessed two ways:

e Selectthe 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.

Environment Options

File Preparer  Discounter  Trustee  Audit

Preferences

I Pazzive Auditor

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

Warmings A
Motices

Freparer Sign-off

Partner Sign-off

Mo Sign-off

Corection bMarks

Question Marks

Owerides

Memos b

[RISISISIST T I80S]

n
T
=
@
=
uy}
=
g

Wamings
Motices

Mo Sign-off
Conection Marks
Question Marks
Owerrides

~ [IRIRILCTIE]

Femove sudit Meszages

On Preparer Sign-off

Office Info Setup wizard

?

Spstem  Secuwity  HyperDocs PDF Backup to Cloud

Circle Fields
Show duditor Tabs

Audit Summary Includes

|| Partner Sign-off
Mo Sign-off

Memos

EFILE Errors
SEMND Emors

EDI Erars

EDI "W arnings
Mag Media Ermors

On Partrer Sign-off

Cancel

Help

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

2. Select the Audit tab; the audit options window displays.

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

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 | % Wamnings | O, Motices | + Sign-:-ffs| K lssues | Chverrides | Memos | o EFILE[
. . . . & W ~ i o . . .
Error messages display as red text in the Active Auditor tabs. \ Warming Info Please complete the Authorization question.
a Warning Info Please select a method of contact
. . . (1] i - ca cal - o . -
1. Double-click on an error warning in the tab. \ Waming Info Please select 2 method of contact
i, Waming Info Are you a Canadian citizen?
2. The error circles in red on the form a Warning Info Please complete the foreign property question.
: . ’"\ Warning Dependant Do mot file this form as it is draft, It will be available im a future release.

3. Resolve the error; the specific error in the tab details the issue. rovinGe

Postal code
Home phone
Birth date
Date of Death
Gender

Prowvinee or terntone where taxnaver resides if different from mailin

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

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

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

indicate if field contents are correct and verified or if the field requires further review or data from a . r.)
v ¥ 8

client.

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

Types of review marks
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

1. Open the return that requires review marks.

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

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

of the field.

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

50.00
Mo transfer
200.00
300.00
455.00
500.00

90



Using Additional ProFile
Features



Using Intuitive Copy in ProFile

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

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

Using Form copy and paste

1.

oo~ w DN

7.

Open ProFile.

Complete the necessary statement in the client file.

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

Open the data file for the partner.

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

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

Edit/complete the populated form for this client.

Intuitive Copy and Paste

ProFile business statements include a section for partner details, including the name, social insurance number, and percentage of share in
the partnership. Intuitive copy and paste allows this information to be copied quickly into each partner form.

1.
2.
3.
4.

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

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

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

Using ProFile, preparers can attach tapes to fields. The Attach Tape feature Iﬁ i L s
functi h lik i hine th f
CL;TCCUEEZE%JC ike an adding machine that performs and records Shires VA EETTHCT -
Stickers 85.00 ks
Tape options are managed in the Options > Environment... > Edit tab in sunglasses 15. 00
ProFile. Total 600.00
Attaching a tape
1. Open afile in ProFile.
0[00 @l
; 800(00
2. Select a field to attach a tape. ] Descriptions @Post Decimals 2 =
3. Right-click and select the Attach Tape option from the menu. [F] Cermy-fowerd desciptions
l Ok, l l Cancel ] [ Clear
4. The Tape window displays.
5. Enter a description (for example, “Shirts”) into the left-side field of -
the table. 600.00
6. Enter a value (for example, “$500.00") into the right-side field of the
table.
7. Pressthe <Tab> key to cycle through the fields and start a new row.
8. Pressthe <Enter> key; the total is calculated and inserted into the
selected field on the form.
9. 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

1.

2
3
4.
5
6

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

o v A W N

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.

+ 1+

WTape PN X
I
[shirts] +/-|  s00.00
oloo Stickers 85.00
0|00 Sunglasses 15.00
0|00 Total 600.00
600|00
0|00
600|00
[#] Descrigtions [¥]Past Decimals 2 5
|:| Carry-forward descriptions
l Ok l l Cancel l l Clear

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

Preparers can attach memos to fields on all ProFile forms. Memos are short notes
and reminders, like sticky notes. 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

1. 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.

o & Wb

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

Clearing a memo

ﬁ Memo .

=)

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

[ | carmy-forward to nextyear

Review Mark

8360
8450

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

2. Click the Clear button.
3. Click the OK button.

4. The memo text clears from the form field.

@None () f Preparer
() t Farner

Bob at'Warehouse

l Insert Date Stamp l

() X Eror

()2 Question

0[00 @25
0[00 W26
800)00 27
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Attaching Hyperdocs in ProFile

. . . | erDocs m1
ProFile's HyperDocs feature allows multiple documents in any format to attach to b vt - T Y
a form or f|e|d in a return. I 1A:ac:z;:il;jncumemsmth\sreturn L] A
Note: HyperDocs are stored with the preparer files but are not included with T1 HyperDoc Size Outof.. Dtz Linked DateModifisd  Type
EFILE or TP1 NETFILE transmissions.

Attaching HyperDocs
|
1. Open aform in ProFile.
2. Select the field to attach a HyperDoc.
. . . ' 4 mn +

3. tSeITgt the HyperDocs... option from the File drop-down menuinthetop 1.

oolbar.
4. The HyperDocs window displays. B
5. Click the Add button in the top-right corner of the window. . .

..r’j HyperDocs ? 2

6. Navigate to the location of the document to attach. Select the document and click the OK

button. i

() Embed Document Copy
7. The options window displays. @ Link Document
8. Select one of the options presented: i ] ’
Ok Cancel
e Embedded documents open in read-only state and cannot be edited in ProFile

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

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

Detaching HyperDocs from a field
1. Right-click on the field with the attached HyperDoc.
2. Select the Detach HyperDoc option from the menu.

3. The document detaches and the field restores to its default
color.

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

Removing HyperDocs from a form

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

The HyperDocs window displays.

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.

N o o~ w D

The document detaches from the form.

,‘J HyperDaocs ? 23
Attach or link documents to this return & 8
1. Starr, Baniaz
HyperDoc Size Outof.. Date Linked Date Modified Type
15| Cannot find invaice in T2.... 230KB Mo 9/14/2017 302:38 .. 3/14/2017 11541 Linked
4| i 3
Comments (for vour reference)
l Close l Help

Select the document from the HyperDoc list of attached documents.
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Attaching Documents for EFILE of TP1 Returns with the Attach a Doc Feature

When are attachments transmitted?

Revenu Quebec (RQ) allows the transmission of supporting documentation via ProFile’s Attach a Doc feature after an amended return has

been sent but before a notice of assessment (NOA) has been returned by RQ.
What files types are supported?

The following file types can be transmitted as attachments:

pdf
P9
Jjpeg
tiff
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 monitored.

To monitor a data field to the Data Monitor

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

2. 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.

3. 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‘ BS_DDD‘DD I =

Modified EFILE: Not eligible |Balance/Refund (1,246.03) | TP1 EFILE Status Not eligible [Combined balance (1,246.03)
Subtotal -own RR5Ps 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 ...11,000.00 | Dependant mentally or physically inf...1 |Amount frem TP1 line 275 f... 11,000.00 | Disability amount 7,766.00 |Maximum available for transfer (... 000 +
TP1H:84: Enter . Also enter on line...0.00 |Base amount 11,138.00 | 55:5106: Dependant's net inc...11,000.00 4,392,00 |51:315: Caregiver amount 4,392.00
51:406: Federal tax 90296 T1:101: Employment inco... 35,000.00
Related Articles:

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

Review the support article on transferring data monitors to a new computer.

99
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Using Multiple Windows in ProFile

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

Opening multiple windows outside ProFile

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

3. The returns open in individual windows on the desktop.

4. Click the tile window icon in each individual window to collapse the

back into ProFile.

Opening multiple windows inside ProFile

Open two or more returns in ProFile.

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

in the top toolbar. These include:

e Tile Horizontally: the returns are stacked on top of each

other

e Cascade: the returns each open in a smaller window that

can be manipulated

e Launch Current Window: the current return opensin a

new window outside ProFile
Toggling between multiple open returns

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

Qﬂ@ﬁm\- E]

[Window] Help
Tile Horizontally

return Cascade
Arrange

Launch Current Window

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

i PROFILE =

Fie Edit Audit Gotw Form Options EFLE Onine Traneg Window Help
cA1N-G 0 |2 - - @ B R - - a8 RA OB @n e Wnsimmay | B« ' X 7

o sumestien

I mpm— =p ]
©Lino |W2TL|B3T4| -

" 2016 Personal information

Taxpayer personal information

wil
Lesiname __ Smithers
Last name changed in 20167 Ives [N

Do you want to change your address? [Wyes [Hno
Care of

‘Strest address
PO Box

28000 Combined bsiance [

Start Date 20160110
Start Time:
Eloating fiscal year
\Where the fiscal pes
e

0/AB Balance ]

2. Any open returns display at the bottom of the menu; the active window is marked with a check mark.

3. Select any return listed in the menu to display it.
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Viewing EFILE Reports in ProFile

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

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

1.

Select the Reports option from the EFILE drop-down menu in the top toolbar,

and then select the Current option.
The Open EFILE Report window displays.

Select the type of file in the Files of type field from which you want to
generate a report:

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

Session logs are descriptions of events that occurred while you were
connected to the NetFile Québec website. If you choose Session logs,
select a session log and click the Open button to view the full report.

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

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

EFILE Online Training Window Help

EFILE the T1013 for this taxpayer...
Build T1 EFILE Online Batch..,
EFILE Online Batch
Build TP1 MetFile...
TP1 Connect...
| Reports |
Print All ACKs
View Motice of Assessment (ENOA)
Set EFILE Password

|

@ 3

7l

’ —

status on December 3

2 |:| Living common-la

5 |:| Separated

Options...
F 2019, enter date of cha
| L) i i T
(o}
Lookin: | | | EFILE ]l @@ e mr
ﬁ} Name ° Date modified Type
) 201971 7/2/2020 1:40PM  Filefolder
Quick access B 5G00001.5LG 5/7/20202:16PM  SLG File
Desktop
g
Libraries
m This PC
k4 .
Network
File name: v Open
Files of type: Session Logs (*slg) v Cancel
(No details)
dress? | HYes | XENo
Apt #
| [N
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Viewing EFILE Reports in ProFile, Continued

Setting up a shared EFILE folder

TN T e - ——
X

If you installed ProFile onto a shared network folder, you can use the default folders |

created during installation. For each module that uses EFILE, you will find appropriate
EFILE folders within each module's files folder.

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

For T1/TP1 returns

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

2. Select the option for the EFILE service that you want to configure from the left-side
menu.

3. Select the Common option under the T1 section of the General menu.

4. Click the Browse button; the EFILE Directory window displays.

5. Navigate to the folder used as a shared EFILE folder.

6. Click the OK button.

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

For T2 returns

1. Select the T2 EFILE option under the T2 section of the General menu.

2. Click the Browse button; the EFILE Directory window displays.

3. Navigate to the folder used as a shared EFILE folder.

4. Click the OK button.

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

Common
EFILE Internet

T2 AT1 NetFile
Te CO-17 Intemet Filing

Contact information
MRQ Slip Mumbers
Internet File

T S
Internet
Browser (EOnly) | Internat Explorer 811950018792
EDI Contral Nurnbers
Interchange 05 5
Group 0 S0 E
Specify a location to save xml files generated
#ML file folder A -
Online URL Lookup and Update
Enahle online URL lookup and update prior to electronic filing
Lookup timeout netiod 13 = seconds

-

EFILE Directory

===

Please select the directory where EFILE files are to be stored

, 2015T1 -
, 201573
, 2016F%
, 2016T1
, 201873
, 2017FX
, 20171
, databasze
4| ) EFILE
, Mew Folder 2016 T1 -

L F

oK l [ Cancel
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What Can Undergo EFILE in ProFile

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

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

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



Overview of T1 Module in ProFile

What isaT1?
The T1 General Tax Form (usually referred to as a “T1") is used by individual Canadians to complete their personal income tax return.
It has five sections for personal and income information:

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

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

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

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

Submission Dates for T1

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

In the event that April 30 falls on a weekend, the following Monday becomes the deadline.
If the individual owes money to the CRA, the due date of April 30 is the hard due date for filing.

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

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

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

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

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

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

Finding the T1135

Enter t1135 into the forms search bar in the top toolbar

ing Window Help
menu. Select T1135 Foreign income verification statement

from the search results. M M ” M @ N ” — " S = BORET
Lo . . . o . T|T1135: Foreign income verification staternent

The initial question is located in the Filing section of the T1 _T1135DETAILS: T1135 Foreign property data entry |

Info tab.

EFILE the T1135

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

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

3. 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.

EFILE this return? m Yes |:I No Are you a Canadian Citizen? m Yes No
If multiple tax year returns are being filed in the same process Provide information to Elections Canada? m Yes No
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$100.000? [ ves No
FFIl F multinls vaars? Mvas  Mlnua — —
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Using CRA Data Import with AFR for T1 in ProFile

Quomirer i . . || ==

Auto-Fill My Return (AFR) is a secure CRA service. It allows authorized representatives to | .
electronically request and receive certain tax information to fill in parts of their client's
income tax and benefit return. ProFile offers the service for both single and multiple | ProFile CRA Data Import
individual T1 returns. =T
Acquiring AFR permissions : — =S —
The tax preparer must have a valid authorization from the taxpayer to access the
Represent a Client website. There are two ways to acquire this authorization:
e The taxpayer can access CRA's My Account service. Preparers request that the taxpayer @i x]

enter the Rep ID to authorize the preparer as an individual, a Group ID to authorize a . - :

group of representa.twes, or a business' Business Number (BN) to authorize all D G WSS Hist

employees of a business T A
e Request the permission of the taxpayer via a T1 Authorize a representative submission
Importing data with AFR e o o

RC62 Universal Child Care Benefit Statemant
1. Open or create a T1 return.

2. Select the Import CRA data option from the File drop-down menu in the top
toolbar; the CRA Data Import Tool window displays.

Simpion, Jessica Imypart Selected Data Cancet

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

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

5. Select the client and click the Next button to provide confirmation; the CRA system processes the request. The Successfully
Connected message displays when the connection has been made between the ProFile and CRA systems.

6. ProFile's Data Import Worksheet window displays; the default display setting is the basic view. Click the + icon next to each
statement to reveal the expanded view, which displays more details.

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

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

If you are an EFILE service provider, you can use ReFILE to send T1 adjustments online for tax years 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.

Who can use ReFILE? |@2 T 8 Letter | @ 7.4

Preparers can use the ReFILE service under the following conditions:
T1 ReFILE Request

You have ProFile version 2016.4.3 or later (for tax years 2016, 2017, 2018, 2019 and 2020)

You have level 2 authorization from your client e
The initial return was filed online via EFILE

The initial return was assessed

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

xd to change the following fields:

What tax years does ReFILE support?
ReFILE is supported for 2016, 2017, 2018,2019 and 2020 tax years with the latest ProFile version (2016.4.3 or later).

Undertaking the ReFILE process

1. Open a T1 return that has already undergone EFILE and for which a CRA assessment has been received.
2. Save the return as a new file, using the Save As... option from the File drop-down menu in the top toolbar.

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

4. Open a T1ReFILE form.

5. Ensure the client information (SIN, Name) is correct and enter the current date in the Date of ReFILE field.
6. Selectthe Yes option in the Is this an amended tax return? field.

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

8. Select the EFILE/ReFILE this return option from the EFILE drop-down menu in the top toolbar.
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9. 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.

Using a Direct Deposit Request in ProFile

The Direct Deposit Request form allows a refund, tax credit, or Direct Deposit Request
payment to direCtly deposit into a taxpayer’s account. Do you wish to start or change direct deposit information? [

Complete the banking information area below
If you used EFILE to file a return, complete the Direct Deposit Branchumper  nstuton o
Request form to change the direct deposit information already P e I I R

provided to the CRA.

Direct deposit information previously provided to CRA

Branch number Institution Account number

igits digits (maximum 12 digits)
Regarding Direct Deposit service - |

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

Your direct deposit request will stay in effect until you change the information or cancel the service.

Eligible deposit types

The form is for the following types of deposits:

Income tax return refund

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

Canada Child Tax Benefit payment

Universal Child Care Benefit payment

Canada Pension Plan payment

Old Age Security payment

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.

110


https://profile-en.community.intuit.ca/articles/1626669-refile-making-online-t1-adjustments-for-efile-service-providers
https://www.canada.ca/en/revenue-agency/services/e-services/e-services-businesses/refile-online-t1-adjustments-efile-service-providers.html

Using Preauthorized Debit (PAD) for T1 in ProFile

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

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

Completing the PAD Form

1. Complete the taxpayer’s T1 Personal return in ProFile and EFILE.
2. Select the Form Explorer option from the ProFile GoTo menu.

3. Search for T1IPAD and open the PAD form.

Pre-Authorized Debits (PAD)

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

Instructions

* Pre-authonized debit (PAD) is a secure, oniine, sell-serce payment option for individuals 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.

* 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”

[ First name Last name Socialinsurance number
[John Doo 123 123 123

Total amount owing 2577931
Total amount you would like to pay through PAD (single one time payment) Pay in full Xl 2577931
Complete the banking information area below

Do you want to use the same banking information entered in T1DD (Direct deposit) form? No

Branch number \ Institution | Account number | Payment dale
’ (5 digits) (2 digits) {maximun 12 digits) (YYYYINMIDD)
[ T12345 [ ooz N |[123121231231 | 2017/02/25

T1PAD confirnation 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.

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

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

Yes

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

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

Total amount owing

( 25,779]31 |

Total amount you would like to pay through PAD (single one time payment)

!Payinfuulzjl | 25.779[31 |

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

date.

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

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

Completing the T183 Form

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

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

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

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

EFILE the PAD Form from the T1

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

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

3. The PAD form undergoes EFILE; the preparer receives a

Agence du revenu
du Canada

Protected B
when completed

I*I Canada Revenue
Agency

Information Return for Corporations Filing Electronically

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

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

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

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

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

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

Part 1 - Identification

Corporation’s name dElusiness number
RC
Tax year: p }201?;103’12 hitom i|2018.-"10f11 io i|ls this an amended retun? 1 Yes [ ] 2 No
Part 2 - Declaration
Enter the following amounts, if applicable, from your corporation income tax return for the tax year noted above:
MNet income (or loss) for income tax purposes from Schedule 1,
financial statements of GIF (line 300) 1] i
Part | tax payable {line 700) 0 i
Part Il surtax payable {line 708) 0 i
Part II.1 tax payable {line 710) 0 i
Part IV tax payable (line 712) ] i
Part IV.1 tax payable (line 716) 0 i
Part V1 tax payable (line 720) i}
Part V1.1 tax payable (line 724) ] i
Part XIV tax payable (line 728) 0 i
Net provincial and territorial tax payable (line 760) 0 i

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.
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Completing a T1 Adjustment

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

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

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

Using form T1-ADJ

1.

10.

11.

Help F1

Adjust from Additional T3 Slip |

Cut

Copy

Open a T1 client data file that you created and have previously filed (to retain the original tax
Copy field code

return, select the Save As option from the File drop-down menu in the top toolbar and save

the return with a modified name). Paste

Attach memo F8
Select the option Snapshot/variance from the Audit drop-down menu in the top toolbar; the Attach HyperDoc
Snapshot/variance window displays. Review marks >

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

Right-click on the form and select the New option from the menu to create another copy.
Right-click on the T1-ADJ form and select the Adjust from [snapshot name] option with the name of the snapshot.

ProFile compares the original return to the revised data. The software automatically detects the impact on all relevant fields, and
completes the table with line numbers, names and changed amounts. This only applies to fields with CRA line numbers.

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 a full return.
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Completing a T1 Adjustment, Continued

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

Review the CRA list here.

Related Articles

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

ENOA is a CRA service that allows individuals and authorized representatives to view the
basic result of an assessment immediately after filing a return and to receive the full notice
of assessment the next day.

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

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

Note: While the CRA processes most ENOA requests within 24 hours, some cases may
require up to five days for processing.

Making the initial ENOA request
1. Open the return that ENOA is being sought for.

2. Selectthe 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.

3. Ifthisis a spousal return, select a specific spouse from the drop-down menu, then
click the Launch CRA Website button

4. 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.

5. Inthe CRA web browser, the ENOA request processing status displays.

Login to Review NOA

6. 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.

7. Anew browser displays the details of the successful ENOA request; this page can be saved or printed.

8. 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

. e Ferm T — )
1. Open or create the T1 return for the client. TR
2. On the Info form, select either Married or Living common-law for the marital status. (©) Crasts anew rstum for spouss

( COpen an existing return

3. Click the Switch to spouse |
window displays.

“® button on the top toolbar menu; the Couple Returns ok | | Coneel

4. Choose whether to create a new return for the spouse, or couple the file to an existing return.

e Select Create a new return for spouse to open a new return for the spouse, or
e Select Open an existing return to browse to a file on your hard drive and select it

Note: After combining the data, ProFile will ask if you want to delete the
original file for the spouse. Delete the file to avoid duplication or possible

confusion of the original spouse's file and the same return in the new coupled
file.

© 2020 T1/TP1 File properties ? X
1. Jones, Donald 2. Jones, Mary
Jones, Mary

Client Status: 2. Work in process v [JLocked
EFILE Status: 1. Noteligible

SEND Status: | 2. Eligible

TP1 Status 1. Not eligible
r

5. Select the Save option from the File drop-down menu in the top
toolbar.

6. 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).

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

Uncoupling a couple’s return

1. Open the coupled return.
2. Select the Uncouple option from the File drop-down menu in the top toolbar menu.

3. Confirm the desire to uncouple the returns. ProFile automatically prompts the option to save the spouse's return in a separate file.
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4. 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.

5. On the Info form in each file, select Widowed, Divorced, Separated or Single for the marital status.

Using a Medical Expense form for T1 in ProFile

Taxpayers may claim medical expenses for any 12-month Opti }
period that ends in the current tax year. Expenses already [ Mel @ ﬂ @ ” —_— || - [:j medical
claimed on last year's tax return cannot be claimed again. Pe MEDICAL Medical expenses

Generally, all amounts paid can be claimed even if they were

TF1IMEDICAL: TF1 Medical expenses
not paid in Canada.

TF/52.0.13: Expenszes for Medical Services Mot Available invour Area

. . yyyy/mm/dd | | o -
Opening the Medical Expense form Optimize and sort expenses

Are you claiming medical expenses? Yes | Optimize expenses without sorting

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

2. Select the Medical expenses form displayed in the search results.
For a coupled return
The Medical Expense form in ProFile automatically shares information between coupled returns

1. To optimize medical expenses, select the Yes option to the Optimize medical expenses? question at the top of the form.

2. 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).

3. 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.

4. Select Percentage and enter it in the corresponding field for the current return to allocate a percentage to each spouse. The
spouse's return will automatically reflect the remaining percentage.
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Using a Charitable Donations Form for T1 in ProFile

The ProFile Donations form is used to enter charitable - - ” = @ = @ H -y H S = P
donatpns for the taxpaye:r. Dpna‘uons can be entered for both DONATIONS: Chariable danafions Search
Canadian and U.S. organizations. 58: Donations and gifts

. . i . TR1DOMATIONS: Donations surmmary
Search for the term donations in the ProFile search bar in the TP1: Tax creditfor donations and gifts

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

Donations

Charitable donations

Carrying forward donations

Charitable donations details

. . . . Name of organization Amount paid
If a return carried forward from a previous taxation year, ProFile
. . N . . . . ed Cross ioan
copies the list of organizations into the Charitable donations !1 Help g
. A . . Reported on slips Claim: Own slips Sort donations
details and Donations to U.S. organizations tables, but Tolalcurred year dorafions i
Donations to U.S. organizations Transfer all donations
leaves amounts as 0.

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

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

2. If the taxpayer has donation amounts from slips (for example, T4 slips), enter those amounts on the related slip or slips (for example,
T4, T3, T2202A, T4A, and T5013). ProFile automatically carries donation amounts from slips to the Reported on slips line in the
Donations worksheet.

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

Transferring donations to a spouse

1. Open the donations form.
2. Right-click on the form and select the option Transfer all donations or Transfer current donation.

3. The donations transfer to the spouse.
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Adding Dependants for T1 in ProFile

There is no limit to the number of dependants that can be added ;
to the form; a new blank column displays when the last column M M H M @ = @ H — " 0 2 depends|
provided is populated. DEPEMNDANT: Dependant information

Completing the “Dependant information” form

55: Details of Dependant
TF14; Amount for Dependants and Transfers of Amounts

1. Enter the term dependant into the ProFile search field in the pEmEE ST
top toolbar menu; select the form from the search results (for
| ”D d . f . " Are you eligible to receive the Child Tax Benefit? Yes No D
examp e’ epen ant In Ormatlon ) Family caregiver amount claimed by You Spouse |:|
2. Enter the dependant information in full. S MR e
Social | Numb: =
) ) Fiur;\anar::rance umber | |
3. Personal information entered on the Dependant form el name
H Relationship MAA N/A MNIA
automatically populates for both spouses, regardless of Relations| i i e T
1 1 Net income 0.00 0.00 0.00
WhICh IS Chosen' Claim as eligible dependant? MNo No MNo
Dependant claiming GST credit? MNo No MNo
Dependant claiming PST Mo No Mo
credit (MB)?
Did you or your spouse or No No Mo
. . . . common-law partner received in
Selecting family linking December 2016, chid assistance
payments from Retraite Québec?
(QC)
1. Select the Module... option form the Options drop-down Did dependant v with you in 2016?_Yes = o
Street address | | | | | |

menu in the top toolbar.
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Ensure the Allow family linking option is checked in the Allow family
linking section of the General tab.

Click the OK button.
|dentify the dependent in the Dependant information form that to link.

Right-click in one of the dependant's form fields; select the Return for option
from the menu.

Click the Yes button when asked Create a new return for?.

The new return is created for the dependant.

Module Opticns
W 1205 TP v|ioaomaene T2 w | 5201 TITREE w | 2201EFA <
File Template
Browse
General | Data Locking | Yariance | Disclaimer | T1/TP1 Review
B Jaint client leter B L_Emguage
X Joint clientinvoice @ English
p ] . rward "Forrn Selection” settings 7 French
& Calculation options
X Allow family linking
[ Recalculate invaoice on data locked retums
£ File naming
® Long names i
O Longwith SIN El
O SiNonly (3.3)
O Long using SINs
© Client reference number
& Client colour i
4 | m 3 [W]
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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.
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Family Linking of T1 Returns, Continued

Print Family Files

When selecting the File > Print option for a linked file, the Print Selection dialogue box displays a tab for each family member whose file
is currently open to permit printing returns for the whole family at once.

File Properties
View the File Properties details for all family files open together and listed in the Window menu.

Deactivate Family Files

To deactivate the family file-handling features, clear the checkbox Allow family linking under Options > Module > T1/TP1 > General >
Calculation options.
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TY2017 and Later 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 of by the 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 and Later Changes to S3 Principal Residence Form, Continued

Undertaking the Workflow

1. Complete the individual T1 Info pages for the
residence owner and spouse (if applicable).

2. Open the Schedule 3 form.
3. Selectan 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.

4. Click the S3PrincipalResidenceDetail link located
above the section.

Please enter all principal residence transactions on
S3PrincipalResidenceDetail.

Principal residence designation
Tick the box that applies to your 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 [] | designate the property described on Form T2091(IND) or Form T1255 to have been my principal residence for
some, but not all, years owned.

forsomeoralioftheyearsowned.

Address Year of Proceeds of Apgr:irfzg:lfrzr:;:ncc‘:im
acquisition disposition exemption
[Street No Street name City
123 main st l!oromo
|Prov.iTerr Postal code Country
ON Wop 313 Boan 2017 |+ 375,000]00 209121 ]
Total 375,000{00
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5. The S3 Principal Residence Detail form opens.

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

6. Complete the S3 Principal Residence Detail form as required; note that the
section Designated by legal representative of deceased? is automatically
populated by the names of the residence owner and spouse (if applicable).

TY2017 and Later Changes to S3 Principal Residence
Form, Continued

2 8 T1255#1 | ~4.73 ‘ 9. Label | <553 &6 S3PrindpalResidenceDetail [<1s1 | “7.T4 | € Slips ] 73

Description
123 main st
<New>

33PN

Principal Residence Detail

Principal residence designation

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

1. Enter the disposal information with the address, year of acquisilion, and proceeds of the disposal in the
T3PrincipaiResidenceDetall worksheet below

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

Some from the to the T2091 or T1255
form.

3. Review the summary information entered from the T3PrincipalResidenceDetail worksheet. this section i
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 compiete the remainder of the form as necessary. It is not
necessary to compiete pages 2 and 3 of the form(s) if option “1” has been selected on Line 179 of the
T3PnncipaiResidenceDetall worksheet

Some information from the 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 D | designate the property described below to have been my principal
residence for all years owned

2 D | designate the property described below to have been my principal residence for some, but not
all, years owned (see note below)

3 | designate the properties described below to have been my principal residences for some or
all of the years owned (see note below).

Note: In all cases you are required to complete Form T2091(IND), Designation of a property as @ principal
residence by an individual, or Form T1255, Designation of a Property as a Principal Residence by the
Legal Representalive of a Deceased Indmdual, 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 |1oronto
Prov.Terr ON Postal code [moP 373
Country CAN
Year of acquisition 2017
Proceeds of disposition 750,000100 | [ 750.000[00 |
Designated by 593' John Doe [ves
deceased? Mary Doe [ves
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7. If the Designated by legal representative of deceased? option is
not selected, the Description of property section of the T2091 form
populates.

8. 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 |Ifoption 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.

=2 RESIDENCE BY AN INDIVIDUAL (OTHER THAN A Ve CompleTeq
PERSONAL TRUST) Tex year [ E0H |

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

of, or were cs o have of, your principal residence, or any part of it; or

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

Note

If you were not a resident of Canada for the entire ime you owned the designated property, call 1-800-959-8281

Your period of non-residence may reduce or eliminate the availability of the principal residence exemption
For more information about designating a principal residence and what qualifies as a principal residence, see Income Tax Folio S1-F3-C2, Principal
Residence, or the "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

to have di d of and reacquired the property as a result of that election.

The term spouse used throughout this form applies to a person to whom you are legally married. For 1993 to 2000, a spouse included a common-law
spouse. For 2001 and future years, the reference to spouse is replaced with spouse or common-law partner as defined in the “Definitions” section in|
Guide T4037, Capital Gains.

Note

If you made an election to have your partner ¢ your ¢ 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 calculating 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 ine 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.
D

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 P f
[Street number, Street name, and unit number if applicable Year of acquisition by =0
123 main st disposition
Prov.Terr. 'ostal code ity ountry
ON M9P 373 toronto CAN 2017 375, 000|00
Designation
1, Doe, John i . hereby designate the property described above to have been my principal residence
(pnint your name)
I*I Canada Revene. ADRCA B Fevany DESIGNATION OF A PROPERTY AS A PRINCIPAL Protected B
Agency du Canada when completeq
RESIDENCE BY THE LEGAL REPRESENTATIVE OF A P
DECEASED INDIVIDUAL Tax year | F0H |
Use this form to designate a property as a principal residence. You must also complete the "Principal residence designation” section of Schedule 3 for
the year the deceased person
. of, or was c to have of, his or her principal residence, or any part of it; or
* granted someone an option to buy his or her principal residence, or any part of it
Note

If the deceased person was not a resident of Canada for the entire time he or she owned the designated property, call 1-800-959-8281

The penod 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
another one bought (or where the deceased moved to another of his or her properties) in the same year, the "plus one” rule in calculating the principal
residence exemption amount will allow you to claim the principal residence exemption for both properties for that year even though you can only
designate one property as the deceased's principal residence.
For dispositions that occurred after October 2, 2016, if the deceased was a non-resident throughout the taxation year in which the property was
purchased or acquired, the "plus 1° rule does not apply
If you ticked box 1 at line 179 of Schedule 3, you only need to complete the first page of this form. You do not need to report any gain amount on
Schedule 3 for this property.

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

Address
iStreet number, Street name, and unit number if applicable Year of acquisition Proceeds of
123 main st Cep
{Prov./Terr. Postal code ity Country
ON M9P 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
1. Open form T032, Joint Election to Split Pension Income.

2. 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).

3. 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

1. Open the form T10320PT, Optimize - Split-pension income.

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

Utilizing scenarios in the Calculator section

1. Open the form T10320PT, Optimize - Split-pension income.

| Optimize split pension income |

Copy field code

Copy Memo/Tape
Paste Memo/Tape

Close form
Print form

New window
Launch window

Create FX
Create T3
Previous year's return

Show auditor
Environment...

4

1

L | |
[ — - .

ST/ TATAT I L

Esc

Ctri+F9

T —

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

3. Press Enter. The calculator displays the Total Payable and Balance Owing for each individual, as well as combined totals for the

couple.

Related Articles

Review the pension-splitting support article to learn more.
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Using Business Statements for T1 in ProFile

There are multiple business statements in ProFile, including:

T2125 - Statement of Business or Professional Activities
T776 - Statement of Real Estate Rentals

T2042 - Statement of Farming Activities

T2121 - Statement of Fishing Activities

T1163 & T1273 - AgriStability

Each statement has their own set of forms such as the asset, CCA,
and summary forms.

Amounts from certain slips are transferable to a business
statement. It gives the option to transfer on the slip.

These statements are multi-copy forms; in order to create a
secondary statement, select the New Form option from the Form
drop-down menu in the top toolbar menu.

Deleting business statement sets (T4slip)

01 Infcl U 4. Medical | £ 5. Donations | & 6. Dependam‘ Z2.T1032 "2 8.T2125#1 |ug. T1| a 3. T4| N |

Canada Revenue
Agency

Agence du revenu
du Canada

(o |

Statement of
Business or Professional Activities

Protected B
when completed

» This formis used to help calculate self-employed business and professional income.

» For each business or profession, fill out a separate Form T2125.
+ Fill out this form and send it with your income tax and benefit refurn.

» For more information on how to fill out this form, see Guide T4002, Business and Professional Income.

dentification
Name [Smith, Bob Your social insurance number
Business Name Account Number
(15 characters) RT

Business address

Number  Street, P.O. Box Apartment or suite
City Province or territory  Postal code
Fiscal Period Was 2016 your last year of business? Yes D No
From: Year/Month/Day Year/Month/Day
2016/01/01 to:  2016/12/31 ICaIendar Year
Main product or service Industry code (press F6) i
(see the appendix in Guide T4002)
Tax shelter identification number Partnership Business Number Your percentage of
s (9 digits) the partnership
100.0000 | %

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

123 main st

Toronto

— Internet business activities

If you delete any form in a business statement set, ProFile deletes all the related forms in the same set.
ProFile automatically selects for printing any of the business statement forms that are used. Unused

forms in a set have no impact on a tax return filing.

To clear a particular form in the set, open the form in the Edit window and select the Clear Form option

from the Form drop-down menu in the top toolbar menu.

This option does not impact other forms in the same set.

Related Articles

Review the business statement and Asset details entries in ProFile’s Help feature for additional

information.

k New Form

Form | Options EFILE Online Training Wini

Open F6
Open List >
Open in New Window Ctrl+Alt+F6
Back track Alt+F7 F
Close Form

Print F12 [
Spouse F5
Provincial Toggle Shift+F5 L
Zoom

Review v [

Clearrorm
Delete Form

Clear Review Marks

Clear Highlighter Ctrl+H
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Adding Motor Vehicles for T1 in ProFile

Business Ao Motor vehicle expenses (Business)

The Motor vehicle expenses (Business) worksheet lists motor vehicle
expenses used for business purposes, related to the T2125, T2121, Allocation of expenses PEIEIIEE % Terminal
T2042 and Quebec business statements. 2z

Chart A - Motor vehicle expenses

Description of automabile

From the Allocation of expenses drop-down menu, select your business
statement (if you have not yet opened a business statement, the drop

Enter the kilometers you drove in the tax year fo earn business income 500 I 1

dOWn ||St W||| be empty) Enter the fofal kilometers you drove in the tax year 1000l 2
Taxable Non Eligible Total
; . GST HST
Data entered on the Business Auto form flows to the selected business Fueland o oo s00joo If 000l saoloo 3
statement(s).

In the case of the T2125, T2121 and T2042 business statements, ProFile transfers automobile expenses to different areas on the statements
depending on the taxpayer's percentage of ownership of the business:

e Ifthe 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 Ifthe business is a partnership, the expenses are transferred to line 9943, Other amounts deductible from your share of net
partnership income (loss).

As you complete the Business Auto worksheet, ProFile automatically transfers the required information to the related Quebec business
auto form (for example, TP80Auto, TP1FishingAuto).

Capital Cost Allowance (CCA)

Chart C of the Business Auto worksheet lets you calculate the Capital Cost Allowance (CCA). CCA amounts are transferred to the business
statement's CCASummary or the CCA (assets owned by partner) table of the relevant business statement, depending on whether or not the
vehicle is owned by the business. This is specified in the Owned by business? column of the Allocation of expenses table. For vehicles
owned by a partner in a business, ensure that the Owned by business? column is set to No for the related business statement.

Sharing automobile expenses between spouses

ProFile does not automatically share the details of motor vehicle expenses with the spouse's return. If both spouses have expenses related
to the business use of an automobile, they will each have to create their own Business Auto form.

Related Articles

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

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

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

Note: It is not possible to print the asset list form.

Entering asset information

1. Complete a separate entry for each asset.

2. Alist of assets appears in the panel on the left of the asset details form.
Click on one of these items to display the asset details for a particular
asset.

3. Click New to enter information in a blank column. ProFile automatically
numbers each asset as entered on the information and creates a blank
entry for the next asset. Complete a separate entry for each asset.

4. Enter details for each asset under the Federal/Quebec headings. ProFile
automatically calculates the net cost or proceeds and transfers the
amount to the CCA form to calculate the capital cost allowance (CCA),
recapture, or terminal loss.

Capital Cost Allowance (CCA) form

T2125CCA T21 25 CCA

Please enter addition and disposition details on T2125Asset.

CCA ltem #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 kilomefres 0
Acquisition date / Start of lease yyyy/mm/dd
Expiry date yyyy/mm/dd
Capital cost 0.00
MNumber 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 disposifions 0.00
Prioryear 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

Capital Cost Allowance (CCA) forms and summaries are part of the business statement set. For each business statement, ProFile creates a
corresponding 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.

® 1, Info ¢ 4. T777Auto#1 Pdg.ﬂl ~i.T4| . }

There are four forms related to employment expenses: 7T A .
ploy P o Motor vehicle expenses (Employment)
° T777 Motor vehicle expenses summa
. #1 #2 #3 #4 Total
o T777Details Allowable expenses 0.00) 0.00 0.00 0.00 0.00
Interest 0.00 0.00 0.00 0.00 0.00
e T7770ther Capital cost allowance 000 0.00 0.00 0.00 0.00
Allowable motor vehicle expenses 0.00 0.00 g 0.00 g 0.00 g 0.00
L4 T7 7 7AUtO Calculation of allowable motor vehicle expenses
. . . . Description of automobile
Enter em p|0yment eXpenseS for commission and non-commission Enter the kilometres driven in the tax year fo earn employment income ] B
| T7 7 7 D . | Enter the total kilometres you drove in the tax year of2» 0.00 I %
em p Oyees on etails. Taxable Non Eligible
Fuel (gasoline, propane, oil) O\OO 0[00 0[00 0 3
Enter expenses for musicians, forestry workers and apprentice R O‘OOI °°°I — % o [
H License and registration 0[00 0 6
mechanics on T7770ther. T 0loo ool oo g [
0/o0 oloo | oloo | 0 8
Use form T777Auto to calculate automobile expenses related to Subiota 0% oo B oo B ooy s
. ] Multiply line 9 by 0.00 B% oloo i oloo J§ oloo J§ oloo I 10
earning em ployment INncome. Reimbursemerts (Note) 0loo oloo J§ oloo oloo | 11
Allowable expenses (Line 10 minus line 11) 0joo oloo |j oloo |j = 0loo
Interest 000 Ojoo @ 13
Capital cost allowance ojoo i oloo i 0loo I 0loo I 14
T777Aut°#: MOtOI’ Veh'cle expenses Allowable motor vehicle expenses
Add lines 12, 13, and 14 oloo | oloo J§ oloo J§ oloo |f 15
Use th is ‘Fo rm to ca | Cu | ate automo b| |e eXpenseS re | ated to earn | n g 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

employment income.

T777Details
1. Create a new T777Auto worksheet for each automobile. Employment expenses

Do you qualify for the GST/HST rebate? D Yes ‘Na Jump to: TT77
. . Limit expenses to commission income? D Yes No
2. Complete the expense details for the automobile.
Taxable Non Eligible Total
1 _~h GST HST
3. Right-click on the form and select New form from the Alowsble meforvec expenses . . e .
context—sensitive menu. Accounting and legal fees 0loo 0loo 0loo 0loo
Food and beverages 0lo0 0lo0 0lo0 0lo0
Less non-deductible (50%) 0|00 0|00 0|00 0|00
Lodging 0|00 0|00 0|00 0|00
Parking 0[00 0[00 0[00 0[00
Supplies (postage, stationery, other office supplies) 0|00 0|00 0|00 0|00
0|00 0|00 000 0|00
Subtotal 0joo 0joo 0joo Ojoo g1
CCA and interest on a mator vehicle 0\00 0\00 O\OO O\OO
Subtotal 0loo 0loo 0[oo 0[oo

Employees earning commission income

Taxable Non Eligible Total
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Using Comparative Summary for T1 in ProFile

e 2016 Tax Summary (Federal)
ProFile provides summary forms that present the tax return data in different ways. ity = 2 QT
These include: e i ' [ e w— :
. A h
e Summary - Tax Summary (Federal): This form displays all the non-zero line == i - [ — :
items of a single taxpayer's T1 return (each field that contains data in the [ a—
return). = iéé =
e T1Summary - Tax Return Summary, TP1Summary - Tax Summary L R j [ :
(Québec): These forms display major items from the taxpayer's return L caim IS
e 5Year-5 Year Tax Summary (Federal), TP15Year - TP1 5 Year Tax o= o N
summary (Québec): This form displays the major items for a single T T —, - e — :
taxpayer's last five years of tax returns. Sosin s o zﬁl B ——— :
e Comparative - Comparative Tax Summary (Federal), TP1Comparative - oo ——— B
TP1 Comparative tax summary: This form compares the major items from = Secemmme B e m—
this year's tax return to last year's tax return for a single taxpayer. If the return =5 L ——
carried forward using Profile, last year's amounts appear automatically on P . ——— =
the comparative summary. e |
¢ NRTC - Comparative NRTC Summary: This form compares the non- e = B e =
refundable tax credits on the federal and provincial tax returns e — I T —
¢ T1Review - T1 Review, TP1Review - TP1 Review: Similar to the --
Comparative Tax Summary, this form compares the major items from this e *:—E 425‘2?522?;7';@% = i ;
year's tax return to last year's tax return for a single taxpayer, with a special e :::::!:,::::::7:5,:':“‘“ J— p—

focus on review. The form uses the variance thresholds specified under

Options > Module... > T1/TP1 Review to highlight
significant changes between current and prior year

returns. It is also possible to adjust the variance threshold

in the Review preferences section of the form. ProFile
calculates the differences and displays them on the

T1/TP1 Review tab in dollar and/or percentage amounts.

Five-year comparative summaries are part of the business-
statement set. For each business statement, ProFile creates a
corresponding five-year comparative summary form. For
example, if creating a T2125#1 form, ProFile creates the
T2125Comparative#1 form. This form is used to compare up to
five years of business statement information.

T777Comparative

T777 5 Year Comparative

2016 2015 2014 2013 2012

Accounting and legal fees E] 0 0 0 0
Adverfising and promotion 0 0 0 0 0
Motor vehicle expenses 0 0 0 0 0
Entertainment expenses 0 0 0 0 0
Lodging 0 0 0 0 0
Parking Q 0 0 0 0
Supplies 0 0 0 0 0
Other expenses 0 0 0 0 0
Tradesperson's tools expenses 0 0 0 0 0
Apprentice tools expenses 0 0 0 0 0
Musical instrument costs 0 0 0 0 0
CCA for musical instruments 0 0 0 0 0
Artists' employment expenses 0 0 0 0 0
Subtotal 0 0 0 0 0

Works-space-in-the-home 9945 0 0 0 0 0
Total expenses 0 0 0 0 0
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ProFile automatically carries forward previous-year business statement information from the previous year to this form. Enter any additional
information directly in the summary.

If creating a new return, rather than undertaking the carry forward of an existing return, enter the prior year information directly on the
comparative summary. ProFile carry forwards this information in the following year.
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Using Tax Planner for T1 in ProFile

The tax planner in ProFile prepares a projection of the
taxpayer's position for the next taxation year.

Tax Planner is an unlimited form, so as many different
scenarios as required can be created for a single T1 file.

Creating a T1 tax plan

1.

Note: When creating a new plan, ProFile creates new T1 plans for the client and spouse, all in the same numbered set.

Enter the term tax plan in the ProFile search barin
the top toolbar.

Select the PLAN: Tax planner option from the search
results; the tax planner displays.

Right-click on a form field and select the New form
option from the menu.

Enter a description for the scenario in the
Description field at the top of the form. This

description displays in the Form Explorer to distinguish between the different scenarios created.

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.

> W

Open a completed T1 client file.

Plan

Jescription:

2017 Tax Planner

Tax plan summary

Taxpayer name

Baniaz Starr

Birthdate

yyyyf mm/dd I

Province of residence

Spouse name

Birthdate

yyyy/mm/dd

Spouse's net income

oool

W Afler tax § (344,160.58)
M Federal tax ($5,639.42)
M Provincial tax ($0.00)
M Other payable ($0.00)

Gross income 49,8000

Total income for tax 49,8000

Net income 49,8000

Taxable income 49,8000

Non-refundable credits 20442

Federal Tax 56394

Other payable + 0|0

Provincial Tax. + 0]o

Total payable = oo
Other credits - 5,822(9

Balance owing (refund) = (5,822 94) 5 822\94). :fom

Instalments:
March 15

Calculate? O Yes ® No

0

June 15

0

00
00

Open the tax planner from the Client category of the Form Explorer.

Change any amounts to reflect the client's new projections for the year.

80|

60

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.
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Using a Motor Vehicle Expenses Form for T1 in ProFile

Form T777 calculates allowable employment expenses.

Enter the term T777 into the ProFile search bar in the top toolbar
menu and select the appropriate result.

There are four forms related to employment expenses:

o T777: Enter employment expenses
T777Details: Enter employment expenses for commission
and non-commission employees

e T7770ther: Enter expenses for musicians, forestry
workers and apprentice mechanics

e T777Auto: Calculate automobile expenses related to
earning employment income

T777Auto#: Motor vehicle expenses

This form calculates automobile expenses related to earning employment | IrrErmrrEmmrrmm

income.

1. Create a new T777Auto worksheet for each automobile.

2. Complete the expense details for the automobile. Any number of | Pesewtionefaomobic .
. . . og1
copies of the form may be created. Right-click on the form and Enerthe ofal lometres you drove i the ta year o2y _ ool

select the New Form option from the menu.

T777Details Employment expenses

Do you qualify for the GST/HST rebate? [yes No Jump to: TF77
Limit expenses to commission income? Djes ﬂo
Taxable Non Eligible Total
GST HST

Allowable motor vehicle expenses 0]00 0lo0 0|00 0|00
Accounting and legal fees 0/00 0|00 0|00 0|00
Food and beverages 0/00 0|00 0|00 0|00
Less non-deductible (50%) 0]00 0o 0|00 0o
Lodging 0/00 0]oo 0/00 0Joo
Parking 0/00 0]oo 0/00 0Joo
Supplies (postage, stationery, other office supplies) 0]00 0o 0|00 000
0/00 0]o0 0/00 0joo

Subtotal 0/00 0]o0 0/00 oo g 1
CCA and interest on a motor vehicle O‘OO OlOO O‘OO O|OO

Subtotal 0[o0 0[oo 0[00 ojoo | 2

Employees earning commission income
Taxable Non Eligible Total
@1 Info o 4 T777Auto#1 Iwg. Tw £ 3. T” . \
T77TAuto =
Motor vehicle expenses (Employment)

Total

#1 #2 #3 #4
Allowable expenses 0.00) 0.00 0.00 0.00 0.00
Interest 0.00 0.00 0.00 0.00 0.00
Capital cost allowance 0.00 0.00 0.00 0.00 0.00
Allowable motor vehicle expenses 0.00 0.00 0.00 0.00 0.00
Calculation of allowable motor vehicle expenses

Enter the kilometres driven in the tax year to eam employment income
Taxable Non Eligible
GST HST
Fuel (gasoling, propane. oil) oloo i oloo i oloo i oloo | 3
Maintenance and repairs O\OO I 0\00 I 0[00 0]00 @ 4
Insurance 0[00 0/00 @ 5
License and registration 000 0j00 @ 6
Leasing 0joo 0/o0 000 000 @7
0loo 0joo oloo oloo 8
Subtotal ojoo | ojoo | e | ojoo g o
Muliply line 9 by 0.00 % oloo Jj oloo Jj oloo |} oloo Jj 10
Reimbursements (Note) oloo J§ oloo J§ oloo J§ oloo Jj 11
Allowable expenses (Line 10 minus line 11) oloo oloo |} oloo } = oloo |j 12

Interest 000 0jo0 @ 13
Capital cost allowance oloo Jj oloo Jj oloo oloo | 14

Allowable motor vehicle expenses
Add lines 12, 13, and 14 oloo J§ oloo J§ oloo J§ oloo J§ 15

Note: Where an employee receives a reasonable allowance to cover particular motor vehicle expenses, this allowance does not represent
a reimbursement. Please also note that a reasonable allowance is excluded from income under subparagraph 6(1)(b)(vii.1) of the Income
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Filing a T1 for a Deceased Taxpayer in ProFile

Complete a return for a deceased taxpayer who is single Birth date yyyy/mm/dd B 2Age

1.
2.

Completing Special return for deceased taxpayer

Date of Death  yyyy/mm/dd
Create a new T1 return in ProFile. Gender |:| [Male |:| Female

Navigate to the Info sheet.

Enter the date of the client's death in the Date of Death field under the

Taxpayer personal information section. Is this return for a deceased
If this return iz for a deceased “ear/Month/Day
The date of the client’s death in the Is this return for a deceased person, enter the date of death: yyyy/mmidd [}

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
1. Enter the date of the client’s death in the Date of Death field under the Docember 31,2016 .
Taxpayer personal information section. 1[] married 2 [] Living common-law 3 L Widowed:
. 4 |:| Divorced 5 |:| Separated 6 |:| Single
2. Scroll down the Info sheet to the Special return for the deceased
taxpayer (Other than “final return”) section.
3. Review the options in the section and select one if applicable.
Carrying forward a coupled deceased return Special return for the deceased taxpayer (Other than "final return™)

When carrying forward a coupled file in which a spouse
files a deceased return for the previous taxation year,

s Separate return for the value of the rights or thing - S70(2)

s Separate return for the business income of the stub period - 5150(4) |:|

ProFile automatically carries forward only the return for the | * Separate return for the income received from a testamentary trust — 5104(23)(d)
surviving taxpayer.




Managing T2 Returns in
ProFile



Overview of T2 Module in ProFile

A T2 is the federal tax return for incorporated businesses (also called corporations). An incorporated business must complete a T2 return
each year, even if there is no tax payable.

The form must be filed within six months of the end of each corporation's fiscal year.

As of 2009, the CRA requires all T2 returns be filed electronically via their EFILE service.

Required information and material for T2 returns

For the best-possible experience, assemble the following information and materials prior to undertaking the T2 return:

Prior-year financial statements and T2 return, if applicable

Articles of incorporation

List of product and services provided in percentages

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

Copy of prior years' Notice of Assessment (NOA)

Correspondence with any government relating to the corporation

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

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

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

Fiscal year-end date of company

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

Provide a signed business consent form to acquire access to the client’s business information through the CRA (support article)
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T2 Guide and In-Product Tutorial in ProFile

ProFile provides customers a T2 guide that includes a list of steps a user should understand in order to file a corporate return.

Note: The T2 guide covers basic steps for filing a T2 return, but does not provide any tax-related advice or opinion. ProFile recommends
reviewing the CRA website, contacting the CRA tax inquiry line, or consulting an accredited CPA firm for information regarding current tax
laws. ProFile also recommends having any return prepared or reviewed by a professional accountant before filing.

Click here to view the T2 Guide.

In-product T2 tutorial

ProFile proyides an 'ih-product T2 tutorial that walks a user through the basic functions Training | Window Help R
of completing and filing a corporate return. 2017 T1/TP1 Bl o =

1 2015-2017 T2 »|  1.Getting Started
To access the tutorial Other Training Options

5 - 2017 Corporas. info

1. Opena T2 return.

2. Selectthe 1. Getting Started option under the Welcome

Tralnlng >T2dro p-d own menu in the top toolbar. JJ) Welcome to ProFile T2, This tutorial takes about 20 minutes and will feach you the basic operation of the
software.
i . Narmally wou wiould create a new retum using Cluick Start or by selecting File = New.
. e | Z tutorial opens below the top toolobar. b £ &
Howearvar, in this tutorial. all you need to do is dick [Nexd] to create a T2 corporate tax return
4. Click the Next button to proceed th roug h the To end this tutarial at any time. click the "k" that appears above the [Next] button

tutorial.
@ 1. Info |-'-_9_.51 ]Lus,rz]
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Using GIFI Import From Caseware for T2 in ProFile

The General Index of Financial Information (GIFI) is a comprehensive list of financial statement items where each item has a unique code. It

allows a corporation to report its unique combination of accounts to the CRA.

Importing GIFI from CaseWare to ProFile

In Caseware:

1. Open Caseware.
2. Open the Working Papers client file from which to export.

3. Select the GIFI option from the Export menu; the Export of Data to GIFI dialogue box displays.
Complete the fields of the dialogue box.

4. Click the OK button; the export processes and creates the GIF file.

In ProFile:

1. OpenaT2return.
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.

> w N

Select the GIFl file; click the Open button.
Note: The Import Successful dialogue box displays an incorrect X icon. Click the OK button.

5. The GIFl information imports to the T2 return.

More information:

Review the ProFile article on GIFl import from QuickBooks Online (QBOA).

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

Review the Caseware article on exporting GIFI data for imports.

rImpurt- Successful . E

I:e] Import Successful
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Using GIFI Import from QuickBooks Desktop for T2 in ProFile

Note: It is necessary to undertake QuickBooks integration prior to
importing GIFI from QuickBooks Desktop. This guide includes a

QuickBooks Integration section.

About GIFI Import

The General Index of Financial Information (GIFI) is a comprehensive list of
financial statement items where each item has a unique code. It allows a
corporation to report its unique combination of accounts to the CRA.

Importing GIFI from QuickBooks desktop

1. Opena T2 return in ProFile.

2. Ensure that the ProFile T2 taxation year matches the corresponding

year entered in QuickBooks.

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

4. Select the QuickBooks Desktop Import...
option from the File drop-down menu in
the top toolbar.

5. Setthe Year start and Year end values in
the GIFI Data Import window.

6. Click the Continue button.

GIFI Data Import

~v3IN~-ad0 N A
OLlinfo |@ 251 |fan]

General information

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

e Z QE R M| B Seach a

2014 - 2016 Co

te information

Taxation year

Business number |  _ rRC___ | Stat  2015-05-05 End  2015-05-04 | |
Legal name of corporation L2 UM L IR LI R B R L
Prior year-end date wyy-mm-dd
Operating name of corporation, if different Where the fiscal penod of the corporation
exceeds 365 days. is the corporation deemed
Gt lnane soce Do traies,_[1 3 WO | ol sy eiicmie 0 [
i yes_are there arficles of amendment? D Yes D No Has taxation year end changed since last
return was filed? [ Yes H No
i yes. why has it changed? N/A .|
i change in control. provide date yyyy-mm-dd
Deemed tax year-end under 249(3.1)? [] Yes K no
Previous tax year end deemed to be
December 31, 2008 under 249(3)7 [l yes K No
Filing
Internet file this return? K Yes (1 No Date of incorp wwan=mm-dd
T2 Confirmation number I Date of amalgamation wwy-mm-dd
ﬂm Date of dissol wan-mm-dd
Complete retumn from GIFI? K Yes [] No lJQa(e of bankruptcy w-mm-dd
1055 Hevenue U Is corp a prof that is a member of a
Total assets 0 pannership? [] Yes [ No
Was the corporation an associated CCPC First vear of filing after incorporation? 0 Yes [ No
in the presious year? HXes MiNo!: e ficinctiar amcvamatian® M Vae B N

(o

Enter fiscal yvear start and end

“ear start

2013410437 [Ehg

7. Review the amounts being imported from QuickBooks to ProFile.

8. If correct, click the Import button.

‘rear end
2014410430

| [MlUsefiscal year dates from T2 Info form

= = wwo —— v —w————w— ———

@~

Continue Cancel

v+ Trial Balance Import Preview : Akhron Enterprise— oo [t

Akhron Enterprise

Company file"C:\Users'Public'Documents'\Intuit\QuickBooks' Company Files'Akhron
Enterprise.gbw"

Thu Jun 4 14:46:12 EDT 2015
Trial Balance

As of 2015-06-03

Account Number/Name GIFI Code™ Debit Credit
Accounts Receivable $11300.00

Driver Advances 1071 25000.00

Accounts Payable 100938 14
GST/HST Payable 1111233

PST Payable (ON) 800.00
Fuel Surcharge 8000 10000.00
Uncategorized Income 900000.00
Professional Fees 8860 45078.00
Reconciliation Discrepancies 25000.00
Utilities 0220 4424779

Total 1036738.14 1036738.14

bone \
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Using GIFI Import from QBOA for T2 in ProFile

The General Index of Financial Information (GIFI) is a comprehensive list of financial statement items where each item has a unique code. It
allows a corporation to report its unique combination of accounts to the CRA.

GIFl Import from QBOA

1.

> WD

Log in to the QBOA Firm containing the data to export.

Click the hyperlink text under the Workpapers column, or, if logged into the client file, click here.

In QuickBooks navigate to the Workpapers section for the client’s books.

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.

Click Save GIFI codes at the top-right corner.

In Profile

1.

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

Navigate to the GIFI file to import.
Select the GIFI file and click the OK button.

The GIFl information imports.

@ Accountant = Go to client's QuickBooks ¥

Vi sctivily

= By | TuEsne

Workpapers Tax

yuw BTG

1 ol O s

Toce Pt Bt

< 00
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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

@ L.Info Iu;.sl} 12|

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.

2013 - 2015 Corporate information

General information Taxation year

Business number RC Start 2014/02/02 End  2015/02/01 1
. Legal name of corporation Floating fiscal year end with a full year? [0 Yes H no
1. Open the T2 return that requires amendment. Pror yaarond aste e
Operating name of corporation, if diferent Where the fiscal period of the carporation
exceeds 365 days. is the carporation deemed
. . . e T 7 o | o have a tax year end of December 31, 2008
2. Select the Save As... option from the File drop-down menu in the top anae oftame snce Degt fsttfed?___ [} Yes Bl | i 2550 o e o T[] Yos (] 1o
I yes, are there aricles of 2 O Yes [1 o | Has taxation year end changed since fast i
b return was filed? Yes [ No
tOOI ar. If yes. why has it changed? My
If change in control, provide date frnrnjeid
Deemed tax year-end under 249(3.1)? [ Yes H o
3. Save the T2 return as [Your Corp Name]_amended. Frovious tax yaarond doomed fo bo
—_ December 31. 2008 under 249(3)? [ Yes K No
Intemet file this retumn? B Yes [] No | Date of incorporation fram/cld
O T T i~ Date of amalgamation Jfmm/od
o o o Comglste retum from GIFI? R Yes [ No  Dateof frnrnjeid
Amendlng the Corporate |nf°rmat|on page Gross Revenue 0§ Daeof e
Total assets [ [N a professional ion that is a member of a
Was the corporation an associated CCPC ] i [ Yes H Ho
. in the previous year? O Yes E NS First vear of fiing after ? [ Yes H o
1 . Se|eCt the |nf0 tab n the T2 return. {Tnar’::gle Captalohpioved S atads First vear of filing after ? [ Yes K No
previous taxation year 1,000 |
Taxable capital of the associated group Section 88 wind-up of sub_during the year? [0 Yes H no
for the previous taxation year 1,000 ] Finalyear before ? E Yes g No
H H HH H . Total taxable capital employed in Canada Final return up to dissolution? Yes [ No
2. Setthe following values in the Filing section: ot corporon ana e e T 0 e B
] 00 Efected not to be a CCPC under 83(11) 0 Yes B No
Total taxable capital smployed in Canada
. o ofthe corporations and fts associated If an election was made under section 261, state the functional
d d corporations (Applicable to taxation years cumency used
e Is this an amended return? is set to Yes compoaions (Aplcaie o1
I t t fcl th. t 9 tt Y Eurpuranun'exemplfm;n‘ax?h - DNQ‘ —
anguage of correspondence changed since Dept last notifie
® nternetrtiie IS return? issetto res o
Eneisi i
. - Is this an amended tax return? K Yes [] No
3. Selectthe Yes value on line 997 of the T2 Adjustment worksheet. o ————
or & fee Yes [ Mo

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

Restrictions

The following fields cannot be amended under this process; ProFile displays a warning message if an amendment is submitted regarding
one of these fields. These fields must be amended via the CRA's website:

Business number (BM)

Head office address change

Mailing address change

Location of books and records change
Direct deposit information

e Language of correspondence

Review the support article for more information.

Corpecation's name

Tax year end 2015/02/01

is this an aenended 12 retum?

H Yes Ote

Descophion of changes
{Press the Shlt + Enter keys 10 advance 10 the next line )
Ertar ina hers
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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.

," File Database Edit Audit Gotoe Form Options EFILE  Online Training Window Help

3N H 0O | |4 A ¢-=-|@a QP e E

@ 1Info | 4.T1044 ]u;.n] 312

I I Canads Revenue  Agence du revenu
* Agency Ut Protected B when completed

Non-Profit Organization (NPO) Information Return

* This return is for: — Do not use this area
- nen-profit erganizations (NPOs) described in paragraph 143(1)(1) of the Income Tax Act, and
- organizations described in paragraph 149(1}(e} of the Act (agricultural organizations, boards of trade, or chambers of
COMMETCE).

* An organization has to file this return if:
- it received or is entitled to receive taxable dividends, interest, rentals or royalties totalling 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 to 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 fo the | |
Non-Profit Organization (WPQO) Information Return.

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

Part 1 - Identification

Fiscal period Business number, if any i

From 2017/10/12 [to 2018/10/11 Trust number, T3, if any.
MName of organization 8 digits. I
_ i Is this the final return to
Mailing address be filed by this organization? 1 Yes[ | 2 No[ |
E If yes, attach an
explanation.

City i Type of organization ]

(see Guide T4117)

Province Postal code

MName and title of person to contact

) -

E Telephone number
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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
clientin the T2 module.

The T1134 return can undergo EFILE before or after filing the T2 return.
EFILE the T1134 Return
1. Openthe T1134 return undergoing EFILE.

2. Select the EFILE the T1134 option from the EFILE drop-down menu in the top toolbar.
3. Click the OK button when presented with a request for confirmation.
Note: Select the Do not show this warning again option to avoid seeing the confirmation message in subsequent EFILE efforts.
4. Clear any audit messages before transmitting the form.
5. If the return transmits successfully, ProFile displays a confirmation number. Retain this number for your records.

6. If the return transmission is unsuccessful, ProFile displays the errors identified by the CRA. Correct any errors and resubmit the
return.

Amending a T1134 Return for a Supplementary Deletion

Note: An amended return is only filed electronically if the original return was filed electronically. ProFile users can electronically amend a
T1134 return that underwent EFILE and needs to be deleted.

1. Open the Supplementary to be deleted.
2. Select the Delete Form option from the Form drop-down menu.
3. Select the reason for deleting the Supplementary from the drop-down menu:

e Duplicate
e Filedin error
e Other

4. The Supplementary is marked as Deleted for transmission to CRA.

145



Related Articles

Review the support article for additional details.

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.

Submitting and Cancelling a Business Consent

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

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

The T2 print interface uses dynamic menus; this means that only when you select a function
(print, email, archive) will the related menu options display in the print interface. This helps
keep the print interface clean and simple, as you see only the options for the function
activated.

Using the new print interface is currently an optional experience. Preparers can still find the
previous print interface in ProFile.

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

Click off the selection of the Enable new T2 print menu option box and click the OK
button; the old print interface menu displays.

Accessing the T2 print interface

1. Ensure you are using the latest ProFile release.

2. Open the existing T2 return.

Prnt Setup ? X
jaornam Y . J20152018 12 ¥ ke 52017 TTPEAS v
[_Takways use Detaukt Windows Prete :
Category Porder 8n A
Foeme it SecwePrinie 2 Automatcaly Select
Ortarc fetut SecurePrionis 2 Trap 1
Lebiers Irbut SecapePrnt 2 Tragp!
Label: ot SecuePrnt® 2 Trag
Eadar ol B arnda  foh o Carenalivon® 3 Tomet b4
< >
Prrter
Irtut SecuoPrntit 2 v Actomaically Select Properer
Magne Postion and duplewrg
Lt 037 = o1 [0 o1 bocklet
R B [ = et
Rght |03 = Bomom [02 s 350 10 R page
(] Use prirter duplex settings
Fort Scalng s d
Optons
Graphs

| *Plosse rote, hems that are Sraped ot ae no longer svalabie 1 P module.

Concel Netmoek Help
3. Select the Print Setup option from the File drop-down menu i n the top toolbar; the
Print Setup menu displays.
4. Selectthe Enable new T2 print menu option box and click the . i "
OK button; the new print interface menu displays. | Job Selection
| |72 Papes &
| 12 Paper
g Emal Print  Archive Return Copy Language Prnter Forms
: v v File Default o
Chent Defauit C om
Government Uefault Custom
4 Default Custoe
5 Defauit Custom ms
To customize printer and tray settings, go %o Print Setup
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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.

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

2. Preparers can select two options for archived PDF locations:

e Select the Same folder as client file option; this places the PDF
in the same folder as the existing client file, or:

:e Prnt or Emaid - < MNesComp>

Job Selection
T2 Papes
1 72 Paper
T2 EFile
AT
co-17
L Saskatphewsn Capetal Ta
L sanitcha Capetal Taz

ﬁ Pririd o Erviael - = Mews onp s

Job Selection
stultiple Prant jobs Solecle

! T2 Paper
T2 EFils
+ &T1
Co-17
Satkabehewan Capilal Tax
Manitoba Capital Taa

Archive PDF Options
File Location

Same folder as chent file

& Specify a foldes /i documents. chents foider)|
Filg Mamp
Same as Profide tax file name

¥ LUse Custom Tame) o x

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

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

3. Click the Continue button to save the selections.
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Using the Revamped T2 Print Interface Experience, Continued

Preparers can select two options for archived PDF file names:

e Selectthe Same as ProFile tax file name option; this names the archived e
. . 3 ® Use Custom Return Type) oot 4
PDF with the same file name as the tax file, or:
. . . Name)
e Selectthe Use Customer option; use the + angl - buttons to assign file R o
name parameters such as name, month, day, time, yearend, and more: FOF Poamand Chamttars < SN Biiodsh (vear)
£ oot Qptiors (Month)
Click the Continue button to save the selections. i
Status after prnting Unchanged (Time)}
Return Type)
Lock File Embed dete in heacer Merge Prt Jobs (¥ear Start)
(vear End)
Using the Email Options section Keap Sabecwon for this setum (Chert Number]
Preparers can set parameters in the Email Options section for email templates — =k,
and email addresses.
1. Click the Email option under the job selection to access the
Email Options menu in the new print interface. Email Options |
. . Emnaid Template Mane
2. Select the available email template from the drop-down —
menu. e Defautt Email Template ‘
Browte

Note: Email templates source from the designated ProFile
Templates folder.

3. The client email address - as set on the return - automatically populates in the Email Address field. If no client email address is set
on the form, enter the address manually.

4. Click the Continue button to retain email settings.
5. 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 fora WAC

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

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

3. Click the OK button.

4. The Corporation Internet Filing window displays.

Select the method of filing the return

FPlease select your Authorization method:

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

(7)1 want to request a Web Access Code and file this tax return

(7)1 already have a Web Access Code for this tax return

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

| may file a corporation income tax reburn using Corporation Intemet Filing orly for the corparation to which a'weh Access Code has been
azzighed or for my client if | am a registered tax profeszional with a walid EFILE On-Line number and pazsword,

| may only file an initial or amended, eligible, 2002 or subsequent year corparation income tax return through Corporation [nternet Filing.

| understand that | will not be able to use the Carporation Internet Filing service to file an initial or amended retum for vear prior to the 2002 tax
Vel

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

| understand that | cannot add or change direct deposit information with a tax retum filed through Corporation Internet Filing.

| will ot attempt to disnupt the Corporation Internet Filing service by uploading files other than the eligible corporation income tax return, IF |
do, the Canada Revenue Agency [CRA) will derny me access to electonic services.

| certify that the attached electronic tax return iz complete and accurate, and that it reports the corporation's income from all sources. O if

filing on behalf of a client. my client has signed Form T183C0RF and certified that the attached electronic return iz carect, complete,
and reports the client's income from all sources.

Clicking the Accept button will transmit this return to CRA

’ Accept H Dedine ]

e | 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 | already 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 e .jpeg
e .docx o tiff
o xls o tif

o .xlsx e .Xps
o .rtf

e .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

1. Open the T2 return. 5 v‘ S @

2. Selectthe + icon on the ProFile top toolbar menu to link a related/associated corporation.
3. Navigate to the folder containing the return being linked.

4. Selectthe 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.

1. Select or unselect the related/associated corporation's data.
2. Click the Confirm button.
3. All selected related/associated data is imported and linked.

4. The RAC Details of the newly linked corporation displays and
the designation Linked is assigned for it in the left-side
display menu.

Reviewing Related/Associated Corporation Status

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

The following designations can apply to related/associated
corporations:

Linked: The related/associated corporation is linked.

@ Corporste Linking - Linking to Smith Corp Inc. - o *®

Select the data from "Smith Corp Germany' you want to link

Yo can review the data of the conporation to be added here. ¥ou can selectfunselect details related to the corparation. You can add the selected details into the RAC with the
“Conhrm® button.

¥ Smith Corp Germany | DESCRIETION CURRENT SYNC VALUES SOURCE VALUES

Lewt Mot G087 T30AM
¥ General information
v Corparation name Smith Corp Germany
[ Business number
| Taxstion year stact 2017-01-01
. Tasation year end 20174231
! Previous tawation year start 2016-01-01

. Previgus toation year end

2016-12-31

¥ Mailing address lme 1

Corporation Status
Smith Corp Canada Linked
Smith Corp Germany Manual
<New>

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 original file folder or directory). To relink the
related/associated corporation, locate the file and select the Confirm
button or revert to the original file name.

Related Articles

Corporation Status RACDetails
Smith Corp Canada Linked

Smith Corp Germany Manual

Smith Corp USA Linked

<New>

Review the support article for additional details and troubleshooting tips.
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Managing T3 Returns in
ProFile



Overview of T3 Module in ProFile

About T3 tax forms

A T3 Statement of Trust Income Allocations and Designations indicates investment income from mutual funds in non-registered accounts
and from certain trusts. In Québec, the form is a relevé 16. The income may come from individual investments or from an estate trust as
inheritance tax.

Amounts present in box 51 and/or 39 indicates a dividend tax credit is available.

T3 slips show income from interest, dividend, and capital gains. All these types of income are taxed at different rates.

Receiving the T3 tax slip

In most cases, T3 tax slips are received around March 31.
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Key Forms for T3 in ProFile

There are some key T3 forms to be mindful of when completing a trust return:

Beneficiary form

Use the Beneficiary details form to enter information for trust beneficiaries. Amounts flow from the Beneficiary details form to the
corresponding T3, NR4 and RL16 slips. ProFile also uses the Beneficiary details form to complete Schedule 9 in the trust return.

Allocation worksheet

Use the Allocation worksheet to indicate how the trust allocates income to beneficiaries. If the trust is claiming expenses at line 41 of the
return, apply the expenses to specific types of income before allocating income to the beneficiaries. The trust gets a deduction on the T3
jacket for income that is allocated to the beneficiaries.

Some of the trust income may be taxed in the trust. Specify for each type of income the amount that the trust will retain. ProFile displays the
remaining income as the amount to be allocated to the beneficiaries.

On the Allocation form, preparers may also need to enter certain T3 slip amounts, such as a retiring allowance, death benefit, or foreign
business income.
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Data Entry and Flow for T3 in ProFile

@1 Info |RI2 T3

The T3 Info form contains sections for general information, trust type, and other basic
details of the trust.

Info

2016 Trust information

Turarrnnnuy T mnunesudencemg-au;year NA .|
Prepares will report the income and deductions of the trust. Enter these details on the Qi artepose i (0) o v 1
various income and deductions forms, schedules and on the T3 Jacket (which has some Rame s o e
H H H 1 Title of trustee, bquidator, executor of administrator (Mr, Ms, etc Saliﬂﬂw e tust? : i
edit fields with no supporting schedules). | —r— T e—
- [ |
There are numerous data entry forms, including e = O 1
business and rental statements, dispositions on Schedule 1, and T3, T5 income received %W Tmra. Semes o s )
by the trust PosaiCoce Temone e — Hone septane E:{?ZE{;Z‘;?M
. 1 last retun | |
: - : o : o L — D
If the trust is allocating income to its beneficiaries, the forms in the Beneficiaries tab of ‘ %:I
. Ifyes, give the date the trust
the Form Explorer become important. ot I_mamm — sadictonty |
M . . . . . ;gh:l”‘pleﬂsespe;f““ ‘N‘.A 8 Signing date S —— 2017/08/25
Any income not allocated to beneficiaries is taxed on Schedule 11, which transfer to page  [zeae_ T T e
. B RS T apply ta the trust in the year? No
4 of the T3 jacket. T ] oA e ot
©1 Info 3. Beneficiary |2 T2
About the Allocation worksheet P Beneficiary details
<New>
. . . . . . i\ﬂd\ul beneficiary Beneficiary address 2
The Allocation worksheet is used to complete the slip amounts for beneficiaries. st ™| s 7'“"““
g:‘fmﬂm.omluﬁm.mlnlnn. gz:nme —_ MCountry CAN__W  Postal code.
. or institution beneficiary
Use this worksheet: o L s
. ) ) . - ] . BN ; RC !x::g::"gmw H_! Preforred bensficiary  No | |
e To indicate how you wish income to be allocated to the beneficiaries: the default is o O
. NR4 % rale of tax 0.00
each one gets an equal share of the income. If not the case, choose Other and T —— I‘“.mr..":.ﬁ‘f,'r.";m‘“’“"
enter the percentage applicable to each beneficiary on the Beneficiary = p—
% of income allocated to this beneficiary 0
details worksheet. If Other is selected, the percentage field on each slip of the — :
L. . ) . L. Non-business income for foreign tax credit 000
Beneficiary worksheet becomes an input field; otherwise, it is calculated based on bt st v S o 278 =
. .. . Foreign business income 2 000 000
the equal allocation to all beneficiaries. e = i
e If the trust has claimed expenses at line 41 of the return, the expenses have tobe . o 55?1' I

applied to specific types of income before the income can be allocated to a beneficiary. These expenses must be applied manually:
an audit message will appear if these expenses have not been entered.

e To retain some of the income to be taxed in the trust. You can specify which type of income and how much is to be retained by the
trust.

e To specify amounts for certain boxes of the T3 slips that is not automatically completed by ProFile T3. For example, details related
to foreign income and tax paid. Also, if the trust is allocating a retiring allowance or death benefits, those amounts have to be
specified here.

157



Data Entry and Flow for T3 in ProFile, Continued

About the Beneficiary worksheet SLrio] @3 iy = & momn B2 5

n of income and expenses

On the Beneficiary worksheet, enter details such as name, address and residency of the  osens ersiecang ncome o senerciares

.. . . . Share revenue equally among beneficiaries ]
beneficiary. The slip amounts at the bottom of this form are calculated using amounts [ Aomatcayaocae expenses?
from the Allocation worksheet multiplied by the percentage applicable to the particular et st srercires
. R . Type of income Income Allocation of  Amounts not  Amounts claimed Amounts to b
beneficiary (percentage is on the Beneficiary worksheet). oredonTs  SeneEs o e saoaa 1
Met taxable capital gains 0.00 0.00 L
Deemed gains) 0.00 0.00 0.00 0.00 0.00
Lump-sum pension income 0.00 H 0.00 0.00 000
Other pension income 0.00 0.00 0.00 0.00 0.00
Navigating on the Beneficiary worksheet Tt s s Y o 5 200 500 o
FUEE\Q"IWES‘II\EH(IHCW‘E 0.00 0.00 000 0.00 000
. . . . . . . . . Other investment income: 0.00 0.00 0.00 0.00 0.00
On forms like Beneficiary, where there are an unlimited number of slips, navigation is e — o 000 s00 o00 oo
” L A ! ishing, rental oreign 0.00 0.00 0.00 0.00 0.00
simplified with the following shortcuts: e 000 00 000 000 0

|Eligible death benefits 0.00 - 0.00 0.00 000

Pension - annuity for minor 0.00 0.00 0.00 0.00

. . . Other Income Retinng allowance 0.00 0.00 0.00 0.00

e Use the horizontal scroll bar at the top of the slip table to navigate. Recapa 11055 000 000 000 00

@1 Info 3. Benahc\ary‘ + 4, Allocation 5. 59 |mg, u|

e <Ctrl + Enter> takes you to the top of the next slip

T3-2016 Income i and i to iaries Protected B - when completed
Schedule 9
e <Shift + Ctrl + Enter> takes you to the previous slip e e
1. Humber of beneficiaries to whom income on line 928 is being allocated (including beneficiaries being aliccated less than $100 — .
for whom no T3 slip is being prepared) 9001
e <Ctrl + Right Arrow> and <Ctrl + Left Arrow> take you to the next or previous ! e Siirnni e e o T
. . N 4 Total taxable capital gains, exchuding return of capital, allocaled 1o redeeming unil hOIGErs using 1oim T5008. 9004, oloa
column (and scroll to the next or previous slip accordingly) s B b ey et e T e
6. Was each allocated an equal share of the income? If no, attach a n Yes TN |
Bax Column 1 Column 2 Colunn 3 Column 4
[y Type of income Resident Non-resident o | Total
. . o 21_| Taxable capital gains' "% 0jo0 0jo0 ojoo | oo 921
Using the Beneficiary worksheet e oo oo dﬁli
R s o] ol
The information on the Beneficiary worksheet transfers to the T3 and NR4 slips. These R T — 50 5o t0 (8]&%
slips are for reporting and preview purposes only: data cannot be edited on these et — — - -

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
the "Beneficiary” worksheet. The trust gets a deduction for the total income allocated to beneficiaries at line 928 of this schedule.

Review the T3 jacket and manually enter data into any fields not automatically calculated by ProFile T3 (especially the questions on the first
two pages).
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Using EFILE Slips for T3 in ProFile

About T3 slip EFILE

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 when completed. ProFile does not retain a report or record of
which slips are transmitted.

Transmitting slips

1.
2.

Prepare the T3 slip in ProFile.

Open the Beneficiary details form and select the Type of slip
being transmitted.

Select the Transmit option under the EFILE drop-down menu in
the top toolbar.

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

ProFile builds the XML file and automatically launches the CRA
transmission window.

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

The file submits; click on the Print icon on the browser window to

print the confirmation number.

Click the Close button.

Beneficiary details

Beneficiary address
Address
1
City
Province HCountry caN Postal code
Residencystatus 0
Type of slip 7 [ ] Re-Amended?
Type of beneficiary LSR8 Merred beneficiary No
Print blank slip? Amended
C Cancelled
'NR4 Payer #
| NR4 Residgency for tax
|NR4 % rate of tax 0.00

s DN ==

g7

Select OME zlip tupe

Data Type Origirial - ]

| oK

|| 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

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

2. Prepare the T3 return.

3. Resolve any error messages displayed under the Taxation year Start 2016/05/05 End 2017/05/04 l
MagMaedia tab of the Active Auditor (see section .
Managing Errors in the T3 Return below). Internet file this return? Yes [:l No

4. 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 T3 return. Linfo 3 T3Efe| 213

T3 Internet File

Internet File Transfer Information for Trust

T3 EFILE automatically calculates eligibility and populates

Exclusions:

(using YES/NO values) based on the return information. It The trist bes taxable income NO
. . . Y. The trust has tax payable NO
displays all unmet criteria for XML filing the T3 return. L@W;h;,wc,mm,w o
The trust Account Number is missing NO
H 1 HH H The trust is a specified investment flow-through (SIFT) trust (Code 028) NO
Any crlterla for XML f!llng not being met.Prevents.the Internet e e -
file this return? question in the return’s Filing section from The trust s reporing gross-up amount of dividends on field 49 NO
. . The trust is reporting reserves on Schedule 2 or in Field 1170 of Schedule 1 _ NO
actlvatlng. The trust is reporting capital gains on gifts of certain capital property on Schedule 1A NO
The trust is reporting eligible deduction for taxable capital gains on Schedule 9 NO
. . The trust is subject to minimum tax NO

Preparers should review the T3 EFILE worksheet prior to Tie Vot lng Fom RCT00. Vol Disdonanss Prgi VDR o Ao T e B o
H HH H H H request under the Voluntary Disclosures Program - NO
undergoing XML filing and address any unmet criteria prior to A P e - o
filing. The roturn is an smended tax retum NO

161



XML File a T3 Return in ProFile, Continued

XML filing a T3 return

1.
2.

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 a 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.

Click OK.

Select ONE retumn type

{sReton |

Data Type Onginal =

Chent: T3 xml fling
Fle.  Z\itivedi\Documents'\My ProFile Data\2017T 342017 CR\T3 efile spe
Status:

b (cfimenle]
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XML file a T3 Return in ProFile, Continued

1] |

7. ProFile automatically opens the CRA transmission window.

Yoo
8. Enter the preparer account number and Web access code Canada Revenue Agency Canadi

when prompted.

Wiy iy amo amiie s Inanesnes Chartien and glvng  Representadves

9. Click the Next button; the Internet file transfer - attach

your return window displays Disclaimer - Internet file transfer (XML)

Terms of use
Note: The XML file path already populates in the directory field. To
search for a different XML file, click the Browse button.
10. Click the Submit button; the XML file transmits to the CRA. ..': . . .

11. The CRA provides a confirmation number following
transmission.

Taxation year Start 2016/05/05 End 2017/05/04

12. Manually enter the confirmation number in the

Confirmation Number field of the T3 return’s Filing Internet file this return? Yes El No
section. Confirmation Number SAMPLE CONFIRMATION #

13. Save the return.

Related Articles

Review the support article for additional details.
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Early Filing Next Year for T3 in ProFile

The next year's T3 module in ProFile is not available until the year after: for example, when the 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

1. 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.

2

3

4. Delete the information pertaining to the previous year-end, keeping what is required for the next year-end.

5. Enter the T3 data required for filing the next year’s trust return, allocate income to beneficiaries, and create the T3 slips.
6

Print the T3 trust return using File > Print and print T3 slips using File > Print Slips.

7. Save the T3 trust return with a different file name to identify the tax rates for that year.
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Managing Form Expert (FX)
Module in ProFile



Overview of Form Expert (FX) Module in ProFile

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

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

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

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

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

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

Other forms (e.g RC199, CPT30, T3D, T3R], etc.)

Related Articles

Review the list of ProFile forms and tax slips that can be filed electronically.
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-4 2015 FX/Q File

H ° ° 1. Santa Claus Wor.ksh.op !
EFILE SIIpS fOr FX MOdUIG ln PI’OFIIQ Santa Claus Workshop

Client Status: | 2. WWork in process v‘ ["]Locked

Slips Status: EFiling [Print |
Note: ProFile does not retain a report or record of which slips are transmitted. Always Ema Seadymf'e kgl ol
eady to file Work in process

print or retain a PDF copy of the CRA confirmation of an EFILE when completed.

Invoice: Time: 05:28:18

EFILE original and amended Slips Date Preparer Action Elapsed Module Ver. #
16-09-16 15:.. TY Modified  00:03:37 2016.0.0
. 16-09-1615:.. TY Modified — 00:10:27  2016.0.0
1. Navigate to the Info tab of the return. Siclelone gy S L

2. Ensure the Yes option is selected for the question Are you magnetic media or - |
internet filing slips?. The option to EFILE slips will not appear unless this i i Intenet File Slips =
option is selected.

Select OME zlp type

3. Select the Properties... option from the File drop-down menu in the top EHA EEmrﬁéfy it
toolbar; the FX/Q File properties window displays. E %ﬁNFémpltEympty H
ore . R . . [ T5M8 Empty
4. Setthe EFiling status in the Slips Status: section to Ready to file. E NP Empy
ripk
. . . TH01:3 Ready to File
5. Select the Transmit slips or a T5013 return option from the EFILE drop-down | %HL‘I Emply — i
menu in the top toolbar; the Internet File Slips window displays. e
Data Type [Driginal v]
6. Selectthe slip to undergo EFILE.
' ’ Ok ] ’ Cancel ]
7. Selectthe appropriate option under the Data type drop-down menu and click | ___

the OK button.

Build the XML file - T5018

8. ProFile builds the XML file and automatically launches the CRA transmission
window.

9. Review the CRA disclaimer, log in, and submit the .xml file.

10. The file submits; click on the Print icon on the browser window to print the
confirmation number.

11. Click the Close button. R

File: C:hUzers\Documentsibdy ProFile D atak20715F< Ak
Statusz

[ 0K ] ’ Cancel
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Batch EFILE Slips for FX module in ProFile

Multiple FX slips can undergo a batch transmit slips at one time using the Client Search By [Chient narme v‘
Explorer database. Al ﬂl b | - | 4 I . | P | : l h | : |
Starting the Client Explorer database BC Productions Inc.
1. Select Database... from the Options drop-down menu in the top toolbar; the F|“:|E$ﬁi .
Database/Client Explorer Options window displays. ProFile: I e
2. Select the Use Client Explorer option. g_IIENC DE GYNECOLOGIE RE BACRD
iles
3. Click the OK button. O &3 ProFile: -
4. Select the Client Explorer option under the GoTo drop-down menu in the top _ _ _
toolbar. Details % fch By |Clertname |
Actions A Avabfcdfefofn[ililk[t[m]n]
5. The Client Explorer displays. Akhiondion, Nagven
e oms the fles. ') @ e —
H 1 H Clear selection Akbonlion’ Hareen
Filtering and selecting returns e Files

3 client[z]) selected €< wpluﬂa:_
1. Click the Filter button; the filter window displays at the bottom of the window. '

3 file[s) selected

2. Select the checkbox on the FX tab and clear the other module tabs by
unchecking them.

3. 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.

4. Select the appropriate checkboxes in the remaining sections of the FX tab to filter for slip details; clear the other options by
unchecking them.

5. Click the Apply Filters button; a list of slips that meet the set slip criteria displays.

6. Selectthe slips to EFILE.
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Batch EFILE Slips for FX Module in ProFile, Continued

Building the EFILE Link

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

2. The Build the XML file window displays.
3. Select the slips to undergo EFILE (for example, “T4").
4. Click the OK button.

5. The XML file builds and the CRA Internet File Transfer
window opens.

Transmitting the XML file to CRA

1. Log onto the CRA slip transmission website.

Note: Transmission of the XML file requires an FX Web Access Code [ s
(WAQ). If this is the first time internet filing slips, a WAC request must be
made to the CRA. Ensure that you print a confirmation copy provided by

the CRA for your submission records.

2. Complete the XML transmission process.

i il Build the XML file

Agency CRA, v] Data Type ’Original

Client Mame

Fil..| T4 | T4A| T4..| T5 |T50../T50..| NR4 |

- BC Productions Inc. Co.

Dol G drana

Canada Revenue Agency

Www Cragota

Comtact Us holp Search

Return to fiog Internet File Transfer (XML)
Infurmation

;"'SENCDEGYNECDLO... c. —m rr rr - - - -
r r rr - O - -

Canadi

canada.gc.cn

Rt To e your slectronic information retum you muss provide the follgedng Information

Electronically r~Stepl: ldentification area—

access code? YOl ACCOUNT nunder (requeed)

g

Your Web atcess code. (requited)

loTters sich Mt De anlered In Dhe S0 upper o lower Cate Ay whas it wad

provided to you

Continue 10 step trd

Note! Do not enter dashes of $paCes In the 2CCount numbes

Date Modified: 2015-01-05 —
Top of Page

imgocant atices
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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

1.

2.

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.

I
|Electronic Filing Options

General
m
Cormmon
EFILE intermet
TP Intemet
12
T2ZEFRE
T2 AT Net File
T2 CO-17 nlernwt Fling
TAFX
Transmtier
Cortact inormation
MRQ Sip Numbers
nemet Fiie

EFILE ntermet
TP1 deenet
T2
T2 EFILE
T2 AT Net Fle
T2 CO-17 intemat Fileg
TaFX
Transmitet
Contact nformation
MAO Slip Nurbers
inlermet Fle

Magnesic Media Numbers assigned by MRQ

Year 2018
Stanting Ending Next avadable
AL 1100 22222 319103 Peset

RL2 3333 ssea44 3a33xyg Resel
ALS —
R8s
RLIS
24
AL2S
ALY
RL3Y
RLIS

Transmier identiicaton

Name Jerery
Address 123 main ot
Cry toronto
Province Ortare
Country Carada
Postal Code mop3 Lm of Comerunication
® Englan O Frencn
Foderal
Traramitier Nusmber MMO0000
Account Number
Webd Access Code
Ouetec
w—  Oustec Tranimitter Number NPOSSSS0
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Transmitting RL Slips for Form Expert (FX) in ProFile, Continued

7. Select the Contact information option under T3/FX on the

Electronic Filing Options 7 *
left-side menu. promaesn
“cﬂm Canlacts
8. The Contacts window displays. SPLE N Accounting 0 - e
T2 Technical i (416 4154164 e
9. Enter all requested contact information in the Accounting TEAT! AP e el sl
section; this is essential to avoid transmission errors. P
Requested contact information in the Technical section is E:;;E:r:::’umlon e
optional to provide. riemet Fle
10. Click the OK button; the contact information saves.
11. Select the Environment... option from the Options drop-down menu in Emvironment Options rox
Edit Display  File Preparer Discounter Trustes Audit  System Secuity HypeiDocs PDF B * | *
the top toolbar. Prepa
Narne:
12. The Environment Options window displays. Fim:
Sheet:
13. Navigate to the Preparer tab. P Bos R |
Cily: '
14. Populate the fields under the Preparer section; this is essential to avoid o | T e |
transmission errors. Phons: | Fax
Email;
15. Enter the Identification Number in the tab. —
. . Prepaiei: | Partner:
16. Click the OK button; the settings save.
Quebec

Quebes enterprise rumber [MEQ]:

Ideriibcation Nustber: | ' _
Professional Represertalive Mumber l:l

Authonize/cancel reprezenislive and business consent

FeplD Business Numbes I—
Gioup D |G |
Offica Info Setup wizard Cancel Help
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Transmitting RL Slips for Form Expert (FX) in ProFile, Continued

Transmitting slips

© Transmit BL sips X

Note: The new RL slip transmission process means that an .xml file no longer generates
and stores on the user's computer. The information transmits directly to Revenu Québec. Select slp to file

ect one of the following shps to be transmitted, Only skps that have the

1. Open the return.

Slip Status Type MM Error

2. Select the Transmit RL slips option under the EFILE drop-down menu in the top 7 Rexdy o e Original

tOOlba r. RL2 Work In Process Original

. . . . RL3 Work In Process Qriginal v No
3. The Transmit RL slips window displays.
4. Selectthe slip or slips to transmit.
5. Setthe slip type in the Type column.
6. Click the Next button.
Next Cancel

7. The Ready to transmit window summarizes the slip details.
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8. Ensure all slip details are accurate before transmitting.

9. Click the Transmit button; the slip transmits.

10. A confirmation displays when the transmission completes successfully.

Related Articles

Review the support article for additional details, including reviewing and
printing a transmission confirmation number.

Transmitting Amended Slips for Form Expert (FX)
in ProFile

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

@) Teanamit L. slips =

AEDEET

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

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

EFILE when completed.

Transmitting an amended slip
1. Open the applicable return in ProFile (for example, a T4).
Under the Slip type? section, set the type to AMENDED.

Make all the necessary changes to the slip.

2
3
4. Select the Properties... option under the ProFile File drop-down menu in the top toolbar.
5

Set the Slip Status for Magmedia to Ready to File.
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6. Selectthe Internet File Slips option under the ProFile EFILE drop-down menu.

7. Check the box of the slip to be transmitted (for example, "T4").

8. Change the data type to Amended in the Data Type drop-down menu.

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

10. ProFile builds the XML file and automatically launches the CRA
transmission window.

11. Review the CRA disclaimer, log in, and submit the .xml file.

12. The file submits; click on the Print icon on the browser window to print
the confirmation number.

13. Click the Close button.

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

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

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

Transmitting a cancelled slip

1. Open the applicable return in ProFile (for example, a T4).

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

3. Select the Properties... option under the ProFile File drop-down menu
in the top toolbar.

4. Setthe Slip Status for Magmedia to Ready to File.

s T4 Details
T4 #1
dl | 2l
Surname
First name Initial
Address
City Province
Postal code Country CAN
SIN Employee no.
Province of employment E Employment code !
Pay period type N/A E # of pensionable pay periods N/A i
Slip type? ORIGINAL ! |:| Re-Amended?
Carry forward this slip? Yes |:| No Print blank slip? |:|
Slip type? CANCELLED .|

MHaoMarme

Client Status: [Z.Wurkin process

v] [ Locked

Slips Status:

|Maqmedia

|Print I

T4 Feady tofile

leDrk in process

r’j Internet File Slips -

) 28|

Select ONE shp type
Tl T4

Ready ta File
T4A  Emply

T44MA  Empty
T8 Empty

TEE Empty
ME4  Emptyp
TEO03 Empty
TE3 Empty
FL1  Empty

] ] C ek

Drata Type Amended

| ok || Cancel

174



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.

© N o o

Click the OK button; the amended slip transmits.

ProFile builds the XML file and automatically launches the CRA transmission window.

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

11. The file submits; click on the Print icon on the browser window to print the confirmation number.

12. Click the Close button.

F.,/j Internet File Slips l I ﬁ

Select OME zlp type

1144 Emply H

[1T44MF  Empty
[1T5 Empty
[J TEO1E Emply
[1MFR4 Empty
i |0 TE008 Emphy
[1T5M3 Empty
CIRLT  Empty

(=1 C ek

Data Type [ Cancelled - ]
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Verifying Client Data for Form Expert (FX) in ProFile
@ 1. Info |
Verifying Client Data before filing slips in FX module

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

review tools that can help.

TaxXation Year
FX Module Tax Year

1. Ensure the question Are you magnetic media or internet Sl Start yyyy/mm/dd _ End yyyy/mm/dd

filing slips? on the Info form is set to Yes. Are you magnetic media or internet filing slips?
Yes No [J] FieD

Transfer data to applicable forms? [Ifes No

2. 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.

3. When undertaking the initial EFILE of a slip, preparers enter the transmitter number in Electronic Filing Opt_'O_n_S_

the EFILE wizard. If a transmitter number has not been provided, use the default
MMO000000. General
4. If transmitter information must be changed in the future, select EFILE > Options > L
Transmitter under the T3/FX section. Information can be updated as required. Common
EFILE Internet
TP1 Internet
T2
T2 EFILE
T2AT1 Net File
T2 CO-17 Internet Filing
T3/FX

Transmitters
Contact information
MRQ Shp Numbers
Intemet File

176



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.

I3 NoName Failed...
€3 Shiptt: 1 ASDAS - Required field - please complete.
€73 Shp#t: 1 ASDAS - Recipient address is incomplete.
€3 Summary; Required field - please complete,
ﬁ Summary; Employer/Paper name is incomplete,
e Surmmarny: Employer/Paper address iz incomplete.
a Summany: Accounting contact information is inco....

Client:  MoMame
File: C:hlzers\SagekinG PC\Documents\bMy ProFile Dats\ 201 BF<\MaM am
Chatis:
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Print Setup for Form Expert (FX) in ProFile

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

2. The Print Setup window displays.

3. Selectthe correct year for the module; the available print settings
display.

4. Applicable forms, jackets, letters, and more that are applicable to the
module list under the Category column.

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

6. Click the OK button to save the print setup settings.

-

Print Setup 7 &1
6.2015 T3/TPG46 "l E 227 FxfQ L i ¢

[¥] Always use DefaultWindows Printer

Category Frinter Bin

Forms Yhprintysecureprint Auta Tray Select
Letters Viprintysecureprint Auta Tray Select
Labels Vhprinthsecureprint Auto Tray Select
Frinter

Viprintysecureprint

Marding

Left (02" [ Top (o2t [
Right 02" = Botom (02" 2

Auto Tray Select Froperties

Fosition and duplexing
[ Print as booklet

[¥] Centre Harizontally

[¥] Size to fit page

[[Use printer duplex settings
[] Allaw duplex farm merging

Font Scaling !

© Nane [CIFlip pages up

@ Automatic Options

) Manual Frint Status Box

- [] Print Grey Scale

Graphs

@ Black and white () Full colour ) Patterned colaour
Options for all modules
Confirm auta font scale changes

QK ” Cancel ] [ Metwork ] [ Help
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Purchasing and Using
ProFile 20



Using ProFile 20

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

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

1.

2.

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

Open ProFile.

Select the Manage Licenses option from the Help drop-down menu in the top toolbar; the License wizard displays.

Click the Add New License button; the ProFile License Activation window displays.
Enter the Product Code and License Key from the email and click the Activate button.

The ProFile license activates. You can now print and EFILE T1/TP1 returns using ProFile 20.

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.
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Does ProFile 20 work with Flexible Licensing?

Yes.

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 I be notified how many ProFile 20 returns | have remaining when submitting or printing a return?

An assessment window displays the remaining number of ProFile 20 returns when a
return is used.

ProFile 20

Will | be informed when all ProFile 20 returns have been used? 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



Print Setup in ProFile

Print Setup l D |

1. Select the Print Setup... option from the File drop-down menu B201S THTPE4E v | g 22017 Fxic 4 0] s

in the top toolbar. [7] Always use Default Windows Printer
2. The Print Setup window displays. Cetegary | Printer Bin

Forms Wprinth secureprint Auto Tray Select

3. Select the correct year for the module; the available print Letters Vhprintisecureprint Auto Tray Select

settings display Labels Wprinth secureprint Auto Tray Select
4. Applicable forms, jackets, letters, and more that are applicable to -

. rinter

the module are listed under the Category column. W\ printysecureprint Auto Tray Select Praperties

5. Select each available category and set/approve the margin Margins E‘uéit_ion anllj:ﬂ diﬁnlexing
. . o . . Left e “ To .2 2 rint as booklet
settings, font scaling, position, duplexing, and other printing p 9] Centre Horizantally

values. Right [0.2" [ Baottam 02" = 7] Size to fit page

[[]Uze printer duplex settings

6. Click the OK button to save the print setup settings. Font Sealing [ Allow duplex form merging
) Maone [ Flipg pages up
@ Automatic Optians
© Manual Pr!nt Status Box
[T] Print Grey Scale
Graphs
@ Black and white ) Full colaur ) Patterned colour
Options for all modules
Confirm auto font scale changes
Ik H Cancel ] ’ INetiork l ’ Help
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Printing Different Copies

ProFile users can set the print job options for returns and forms. il 2016 T/TP1 Print Selection ey — L2 o)
N o . o Print Job 1. Brawn, John I
Setting print job options Al liploeks o Dotaile
T1Paper H B B [ [F Printthese sets
1 1 T1 Early Busi -
1. Open the return in ProFile. J& I E E [ [E Archivethese sets (PDF)
. ' . ] T1 Review T E = [E  Duplexsets
2. Select the Print... option from the File drop-down menu in mEE Review marks
the top toolbar. mEEEE dperpage
L@ =T O Language
. . . . After printing Find Form: )
3. The Print Selection window displays. Il [ Take snapshot —— ,
L 1 [=] Information return for electranic... f
|| CiEnzp e sEsiE T183-2 Information return for electronic... ||
4. The Print Job section in the top-left corner of the window | [unchanged ’] RC71-1 Discaunting transaction - page...
. . . | - RC71-2 Discounting transaction - page...
displays the print job types (for example, “T1 Paper”). OD‘T”S - = T2 T1 jacket- pages 1.2
- eEpiﬁ; o T1-3.45 T1 jacket- pages 3.45
. . . . tirt 51 Federal Tax
Note: The province of residency selected. on the return determines | b nheading o Aomounts vansferted from your. I
the available print jobs. For example, setting “Quebec” as the [¥] Defaul printer @ 53 Capital gains (orlosses)
. . . . . Il [¥lMerge print sets 4 Statement of investment income
province of residency displays TP1 print jobs. || & Stow onty Seleced B o Details of Dependant
! Erining T 56 wWarking Income Tax Benefit
. . . . . rIntn ps
5. Set the print job settings along the section on the left side of 2w 57 PRSP and PRPP Unused Con..
R Help o _ 38 CPP on self-employment and ..
the WIndOW. 1 ~ tchléctlzthﬁ htSC%TniDrlol? 39 Daonatinns and gifts
|| this di%logg hox. Then, [E] Danations Charitable donations
click any element fqe.¢ =10 El and FPIF Fremiums =
Advanced and SImpllfled Settlngs [ Frint ] [ Setup... ] [SetDefauIts] [ Cancel ] [ Help

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

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

Printing jobs
1. Click the Set Defaults button to set the selected print job options as the default.

2. Click the Print button to print the print job.
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Printing to PDF in ProFile

Setting print to PDF options

1. Open the return.

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

© 2020 T1/TP1 eReview Print Selection ? X
o . . . Print Job Print Details
3. The Print Selection window displays. -
[ llow multiple jobs v - [¥] Brown, John
T1 Paper R ‘ T1 EFILE for Client [Standard)
4. Several options for PDF printing are available, including: R e

. . . . . After Build PDF/Email
Setting the print job type in the top-left menu (Print Job) e s i
. . . . . . [] Take snapshot ¢
e Setting print job options under the Options section Change the status to !
e Setting the print job resolution under the Resolution drop-down Unchanged a
menu Options )
.. . . . . . [[JKeep selections
° Emalllng the print job to an email address entered in the email = S
fl e | d /e [[] Merge print sets -
2 [[] Delete PDF I
5. Setthe necessary options for PDF printing. | PResoluion |300DP! v
Email Template L
<hone> Bl
Previewing the PDF Printing Tips I
After printing
. . . . K To change the Client Status
1. Click the Preview button; a preview copy of the PDF displays. " after pining the il select a
new status from the diop Email address for Brown, John
down list. r
. . . Next
2. Review the form for any issues or needed corrections. = L
Advanced Preview Cancel Help €

Advanced menu option

1. Click the Advanced button.

2. The window expands to display the advanced print to PDF options.
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Printing to PDF in ProFile, Continued

Building the PDF

1. Ifthere is an email listed in the Email Address field, delete the
address.

2. The Build PDF button activates.

3. Click the Build the PDF button; the PDF creates and the path/file
name displays.

4. Click the OK button; the build of the PDF completes.

Related Articles:

Review the support article to learn more about the Archive PDF
functionality.

Ernail address for Brown, John

Preview | |Build PDF | | Cancel || Help |

-

XY

Information
-

-y

fﬂ) The following PDF file was created:

C:\Users\[\ Desktop\New
folder\MyProfileData\ 2016 T1\Brown, John.pdf
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Setting up Duplex Printing in ProFile

Duplex printing allows preparers to print returns on both sides of a single sheet
of paper.

Setting Duplex Printing Options

1.
2.

10.

Open ProFile.

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

Select the desired tax year and module from the tab menu at the top of
the window (for example, “1. 2019 T1/TP1").

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

Uncheck the Always use Default Windows Printer above the Category
heading.

Click on the first item listed under the Category heading (for example, “T1
jacket”).

Click the Properties button under the Printer heading.
The Print properties window displays.

Select the duplex printing option from the options presented; note that
this option may vary in name based on the individual printer manufacturer.
In the example below, the duplex printing option is titled as “2 on 1 (2

sided)"”.

Click the OK button. In the Print Setup window, check the Use printer

Print Setup — X
(@ L206TITP vy 22014200772 v | (I 520163 v/
v Adways use Default Windows Printer
| | Category Printer Bin -
Tijacket  \\10.137.115220\SoCal_IPRINT Auto Troy Select =~

TN laabaa (IR 199 11 A0AL Oafal IR T

Ak P . Oibina

Print Setup —

1206 T/ TP w |l 320142017 T2

I [ iAlways use Default Windows Printer:

v | & 52016 T3

duplex settings box; this activates the duplex settings. Repeat the duplex printing  pinter

configuration for each applicable option under the Category list (for example, “T1  [WI0137.115220\S0Cal PRINT = Auto Tray Select

forms”, “Letters”, etc.)

| Category Printer Bin 2
| T1 jacket 4310.137.115.220\SoCal_IPRINT Auto Tray Select =
! TP jacket WW10.137.115.220\SoCal_IPRINT Auto Tray Select
T1 Forms 4410.137.115.220\SoCal_IPRINT Auto Tray Select
i TP1 Forms V410137115 2204 SoCal_IPRINT Auto Tray Select -
| € m »
[}
Printer = -
_\\1 0.137.115.2204SoCal_IPRINT M) ;‘Auto Tray Select f] i Propenies J
0 \\10.137.115,220\SoCal_IPRINT Properties i ——— [——
One Chck Presets | Detaled Settings | Configuration/About
One Cick Preset List: Manage Preset st
Current Settng X >
Easik Setting Zoni 1 sded
200 1 (2 5ided) 20n 1(2 5ided) Prack and White (2 sided)
DoamantSie: ., Yo Twess
v  Properties ‘

Margins

Left 0.2" * Top 0.2" =
Right |0.2" > Bottom [0.2" :

Font Scaling
' None

A Aidammatie

Position and duplexing
[ Print as booklet

| Centre Horizontally

Ontinna
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Printing Slips in ProFile

When sending a slip to print from ProFile, the printout may be cut off, print a blank page, or not print at all. This is due to the slips official
size conflicting with the printer settings.

Changing default slip print settings

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

Slips Print Setup

) 12016 T3/TP646 v (23 42016 Fx/0

|

Print Set [Paper Filing

™

[¥] &lways use Default Windows Printer

1.
2. Select the tax year from the module drop-down menu in the top bar.
3. Select the slip type from the tab menu (for example, “T4PS"). Update and
apply the necessary print slip settings.
4. Click the Test button to test print the settings.
5. Click the OK button; the settings save.
Printing the slip

There are four printing options available under the File drop-down menu in the
top toolbar:

Print...

Print / Email PDF...
Print Slips...

Print Slips / PDF

Te018 | Tezoza | T4amca | TratRca [T [ Ru Rz [ R | RLs
FLs | Ria | P Tios | Rwo | AL
T4 | Ts [ Tas | Taps T4ANR | MR4 | TE0De | TE013
Slip Sorting Collating
O Maone @ MNarne 2 EIN [¥] Groug by Slip Copy
MName Form Tyvpe Printer Bin g
Copy 1 LaserFacsimile  ‘\printysecureprint  Auto Tray Select
Copy 2/3 LaserFacsimile  ‘\printysecureprint  Auto Tray Select
7] e A | G bl it e it b, T s Sl 4
Form Type Frinter
Laser Facsimile > |Vyprintysecureprint Auto Tray Select Froperties
Margins/ Offset Fosition Options
Left ‘0.2" = Top |D 2" z Center Horizontally Fause for Form Change
Right ‘D.E“ = EDﬁDm|D on = [[] Size to fit page FCL Graphics Passthrough

*Flease note: ltems that are grayed out are no longer availablemdr mnsule.

ok ||

Test

H Cancel H MNetwork H Help (]

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)

1. Open the generated PDF in the PDF-viewing software (for example, Adobe Acrobat); ensure that the PDF is set to fit on the page.

2. Select the desired paper size under the Page Setup option.

3. Match the desired paper size under the Printer Properties option.
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Managing Software
Integration in ProFile



QuickBooks Integration

It is easy and convenient to integrate QuickBooks with ProFile. Select the applicable activity below.

Integrate ProFile and QuickBooks
The integration process allows ProFile to display as an integrated application in QuickBooks.

Review the support article for more information.

Importing data from QuickBooks to ProFile (T2)
The import data process imports amounts from QuickBooks into ProFile.

Review the support article for more information.
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QBOA Software Integration in ProFile

QBOA integration is undertaken via the Workpapers.

Workpapers is a collection of tools in QBOA that allows
accountants/bookkeepers to quickly and efficiently complete
year-end work for their client.

Accessing Workpapers
Log in to the QBOA Firm containing the data to be exported:

https://ca.gbo.intuit.com/app/trialbalance

Click the hyperlink text under the Workpapers column.

Preparing data to be exported in QBOA
1. Open QuickBooks.

2. Navigate to the Workpapers section for the client's

books.
Note: Only tax year 2015 and forward are supported.

3. Review the Working Trial Balance and the GIFI
Mapping to ensure all necessary work is complete.

4. Map any unassigned codes under the GIFlI mapping
section.

@ Accountant = Go to client's QuickBooks ¥

‘OUR PRACTICE v

1
&8 Clients

Team
P
CLIENTS

Name Status

) TralBalance Company ey

= & TraBaince Company v

Workpapers Texyear 2016 &

View activity
Tox Review Started
A

Working Trial Balance GIFI Mapping {§E

BOOKKEEPING

For Review Banking Status

September 14, 2016 Tax Period End
TopaY

PAYROLL

Items Due

EEES o O~

el

TAX
Workpapers (0

2016: Continue review

5. Navigate through the GIFI codes list and click on Assign GIFI Codes to assign; a row displays under the line to be mapped.

6. Selectthe GIFI code from the list.
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QBOA Software Integration in ProFile, Continued

) ) = @ - ®
7. Once complete, click on Save GIFI codes in the top Workpapers e —
right corner; the information saves in the GIFI File I
format. W, memmm o geewme

8. Open ProFile.

T2 Corporation e

9. Create a T2 return, or open the existing T2 return
associated with the QBOA firm.

unmapped 176012075

Importing the GIFI from ProFile

1. Selectthe QBOA Import option under the File drop-
down menu in the top toolbar.

2. Click OK; the process completes.

= | | TieBuanceCompany v Sl
e il
View activity
o Ao Septem| [} Tax Period End
Al “TODAY
Working Tral B GIF Mapping 8
T2 Corporation =)

Unmapped
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Managing One Intuit
Accounts in ProFile



Inuit “One Account” Login

The Intuit “One Account” tool allows access to several Intuit products and services with a single log in and password.

One Inuit products and services INTUIT
The One Account tool provides access to the following:
e ProFile Link @ turbotax @ quickbooks @ mint
e ProFile support community
e QBOA One Account.
e QOBO Everything Intuit.
e TurboTax Online Sign in to your Intuit account to access all our
products. Leam more
One Account access R orAmec )
. . o @
Customers can create a One Account when accessing a supported service for the first time.
The One Account login window displays when accessing a supported service. Fasaved
B

Select the New to Intuit? Create an account link at the bottom of the login window to create a

new account.
Remember me

e Agreement Privacy Statement

| forgot my user ID or password

New to Intuit? Create an account.
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Using Backup to Cloud
Feature in ProFile



Using Backup to Cloud Feature in ProFile

Backup to Cloud is a new ProFile feature replacing the existing ProFile Review function.

ProFile users can safely and securely backup an unlimited number of files and returns on the virtual Cloud and retrieve the stored files at
any time.

What is the Cloud?

The Cloud is ProFile’s online repository that provides unlimited file storage and is available for backup and retrieval 24-hours per day.
What type of files can | back up?

Users can backup files for any module (T1, T2, T3, or FX) to the Cloud.

Note that only T1 and T2 module files can undergo backup to Cloud via Hub. Other modules, such as T3 and FX, can only undergo backup
via the Save As... option in ProFile.

What years are supported?

Backup to the Cloud only supports the current year module, not previous years.
Is there any limit to the number of files | can back up at one time?

Users can back up 80 files at one time to the Cloud.

Do | need to make a new Intuit account to use the backup to Cloud feature?
No, users can use the same Intuit account used for ProFile Review.

| 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.
3. Select the Enable backup to Cloud for this computer option.

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.

Environment Options ? X

File  Prepater Discounter Trustee Audit System Secuity HypeiDocs POF  BackuptoCloud N ¢ [*

ProFile users can back up retums to the cloud for storage and security.

£aIm more

I [_]Enable Backup to Cloud for this computer I

Automatically back up retums oh saving

Note: You can back up mukiple retums using Hub

Backup to Cloud

Securely protect your returns online using ProFile’s Backup to Cloud. Here’s how you can get started:

9

0

il

Enable Backup to Cloud Choose when to back up Download on demand
You'll need to turn it on in You can back up to the cloud Rest easy, you can retrieve
your Environment Options, automatically when you save your your returns if they are lost
return or have more control by or damaged.
backing up with Profile Hub,
L Don't show again Enable now | Remind me later

Environment Options

File Preparer Discounter Trustee Audit System Secuity HyperDocs POF

ProFile users can back up retums to the cloud for storage and secunty

[C]Enable Backup to Cloud for this computer
Automatcally back up retums on saving

Note: You can back up multiple retums using Hub

Office Info Setup wizard

?

X

BackuptoCloud N ¢ |»

Cancel

Help
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Using Backup to Cloud Feature in ProFile, Continued

Backing up a file to the Cloud

o 1. Open the file to upload in ProFile.

Chent Status: 2 Work in process |~ [Otocked
2. Select the Save As... option from the File drop-down menu in the top toolbar. erue e [EEERE
SEND Status ligible
TP1 Status: 1. Noteligible
3. The Save As window displays. 71135 Sons: 1. Ntk
OCN:
. . . Invoice: Time: |00.00.00
4. If you selected the automatic backup option during setup, you now see a backup DOscomed? CICRAErors 02139
. . . Date Preperer Action Elopsed Module Ver
option when saving the file. ‘ st Geses  ansous
191171318 Modded 2019001
5. Note that the Enable backup for this file option is already selected.

6. Select the Ready to backup option.

My ProFile Data\2019T1\Smith, John 19T

7. Click the Save button.

8. A confirmation message indicates the backup has been successful. .

Help Advenced »

9. If you did not select the automatic backup option during setup, you will see an
option when saving the file in the future to back up to the Cloud or save only to the desktop.

Notification n

Backup successful! A copy of this file
has been uploaded to the cloud

10. Users can either select the Enable backup for this file option or leave it unselected.

11. Click the Save button; the file is saved either to the desktop only or to both the desktop and
the Cloud.

12. A confirmation message indicates the backup has been successful.

Review our full support article for more information on backing up multiple files, reviewing files, and downloading or deleting files from the
Cloud.
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Managing OnePay in ProFile



Overview of ProFile OnePay

OnePay is a one-time license that allows a ProFile customer to file a single T1, T2, or T3 return. It is an alternative to purchasing a full ProFile
license, which allows for unlimited returns.

OnePay is best suited for:
e An existing ProFile customer whose license has expired, but still needs to file a return or returns
e A new ProFile customer with a limited number of returns to be filed

e Aresident of Quebec at the end of the fiscal year, and only the Federal module has been purchased and not the Quebec TP1 or the
Quebec T646*

e A ProFile customer with a business registered in Quebec*

*In the event of the OnePay purchase for Quebec, the preparer is required to NetFile the TP1 separately from the Federal. They also
require a NetFile QC Number and Access Code. For more information, visit Revenu Québec.

Note: If the taxpayer resides in any other Province and has an RL-1, the TP1 return is not necessary. The RL-1 information may be entered in
the T4 form.
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Purchasing ProFile OnePay

OnePay is purchased only from within ProFile. An internet connection is required to
complete the purchase via our secure web page.

Note: If purchasing a OnePay for a recurring client, carry forward the return(s) before

purchase.
1. Open the necessary return in the appropriate module (for example, T1).
2. Selectthe Staricon ! from the top toolbar menu in ProFile, or select the

10.

Purchase OnePay... option from the File menu.

The product selection wizard displays.

Click the Get Started button under the OnePay option.

Review the Purchase a ProFile OnePay window and click Next to proceed.

Enter the Social Insurance Number (SIN) and first/last name of the taxpayer
whose return is to be filed.

Click the Next button.
The payment screen loads.
The shopping cart window displays the details of the OnePay order.

Confirm the details of the OnePay order and click the Checkout button; the
Checkout window displays.

© profile

One Pay

From $30.00

Easy Comvenient Profile’s
single tax returm software.

© profile

Get a Trial License
To obtain 8 free trial license code visit the
ProFile Website or cal 1-800-452-5370

Already have s ficense?
Chick here 10 activate.

x
Choose your Plan
Profile 20 Unlimited
From §220.00 From $470.00
Get 20 Returns - Perfect for Fling mare then 20 retums?
a new or small practice, Upgrade to unlimited.
| Upgrade to ProFle 20 Upgrade to Unlimited
Already have a hcense? k hete 10 activa:
x

Purchase a ProFile OnePay
Click *Next" to purchase a OnePay license. This will provide you with
the ability to prepare and file a single ProFile T1/TP1 retum. If you are

carrying forward from a previous version of Profile, you must do so
before continuing with OnePay. Click Here to carry forward,

Save time and money by purchasing ProFile 20. Learn more by
visiling our website or call us at 1-844-324-8617.

Next | Cancel |

O profile

Get a Trial License

To obtain a free trial license code visit the
rofile 2 of call 1-800-452-9970

OnePay License Purchase

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.

SIN
657657657
First Name Last Name
Dan Brown
Important! e
j

Next | Back |
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o Purchasing ProFile OnePay, Continued

11.

12.

13.

14.

15.

16.
17.

18.

19.

Enter the necessary company and billing information.

Click the Continue button; the Payment Information window

displays.

Enter the necessary payment information and click the Continue

button.

The Review Your Order window displays.

Review the payment and purchase information. If correct, click the

Place Order button.

The confirmation window displays the OnePay order and cost.

Click the close this window link in the top bar; the link is highlighted

in the screenshot.
The OnePay payment wizard closes.

The preparer returns to ProFile and to the return being filed.

Payment Information:

will be able to review your order before it is placed.

(© Boct |

P
Attention! Your purchase is complete. You must close this windaw to apply your One Pay Licsnse

infuit

Checkout

Thank

for your purchase

acfeniae seds o pous

Billing Address

Ttem Qty  Ttem Price Ttem Total
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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:

e An EFILE account
e Arepresentative ID
EFILE a T1 Authorize a representative request

To learn more about authorizing or cancelling a representative, please review the CRA article.

| downloaded a trial version of ProFile, but when I try to evaluate the software, the OnePay Wizard appears, asking me to purchase
a return.

When installing a ProFile Trial version, make sure you insert the new Product Code and License Key in the License window.

| am seeing a TRIAL watermark written through all of the forms when | print the return using a OnePay license.

This happens because the Trial license and the OnePay are both activated in ProFile at the same time and the Trial license is overriding the
OnePay.

In ProFile:

Navigate to the Help > License > Details option.

Click on the Trial License option.

Click on the Delete Selected License option.

Close the Licensing windows

Open the file to print by navigating to the File > Open option.
Print normally.

cukrwbd=
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Troubleshooting ProFile OnePay, Continued

| received an error message at the end of a OnePay purchase transaction.

When purchasing OnePay through ProFile's OnePay Purchase wizard, the following error may appear:

"Your online purchase transaction was not completed. Please go back and review your selections".
This is not a ProFile error, but could be resulting from one of the following situations:

e High security settings on the computer (see solutions below)
e A network disruption (check your network is functioning)
e The transaction timed-out (retry the transaction to completion)

The following are solutions that may resolve the high security setting issue:

Check ProFile version is the latest

Check Windows Update for any recent OS updates
Set firewall/antivirus exception for ProFile

Set SSL/TSL security

Allow pop-ups

Clear your cache and browsing history

Check for Proxy settings

Check .NET version is the latest

Can | purchase more than a single OnePay?

When purchasing One-Pay, only one unit can be purchased at a time. If a quantity greater than one is entered in the Quantity field, you will

be charged for that quantity but will only receive one license.
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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 a few different ways:

e Saved on a shared network/server where everyone has access to it
e Saved on aterminal server where everyone has access to it
e Saved locally to a single computer that is not on a shared network/server

Depending on which use is selected, multiple users can work with ProFile in the same consistent manner, or an individual user can work
with ProFile in a manner specific to themselves.

Types of options packages

There are three types of options packages in Profile: individual, shared, or custom.
Individual options packages save on an individual computer and are loaded when ProFile launches.

Shared options packages save to a network/shared server where one or more individual computers have access to the package. This is the
ideal option if you are using a network environment, Client Server, or Terminal Server environment.

Custom option packages allow the same ProFile options to be utilized even if an individual computer is disconnected from a
network/server/terminal server. A Profile user creates custom options packages in different locations and instructs ProFile which to use.
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Creating an Options Package in ProFile

1. Start ProFile.

2. Select Options Administration... from the Options menu; the Options
Administration window displays.

3. Setthe necessary options for the package (for example, template use,
pricing, database, etc.); these selections will become the settings in the new
options package.

4. Select the options package type (1, 2, or 3).

5. Check the option Include preparer and discounter name with Option
packages, if applicable.

6. Check the option Prompt to save changes, if applicable. This feature
applies only to package types 2, 3, and 4 and selecting the option prompts

the user to save any changes made to an options package when closing
ProFile.

Note: Any changes made to an options package prior to ProFile being closed are
not saved if the Prompt to save changes feature is not activated. Users must
explicitly use the Save function to save any changes or they will be lost when
closing Profile.

7. Click the New button.

8. The New Settings window displays.

9. Enter the name of the new options package.
10. Click the OK button.

11. The new options package file saves to the designated location and displays
in the Options Packages list.

Options Administration ’

1. My Folder Apply options from this computer

" 2 Shaed Foider: Load opions package highlighted below.
3 Shared Foider: Ask which cotions pack.aoe 10 load on startuo,
Pty

™ Inchude peepacer and dscounter name with Option packages.
4
I Allow mutiple Options packasge groups

Option package drectory

C:\U sees\ QS \D ocuments \My ProF ke Data\Dptions Package

Options Pack.ages

No ophons Hes found

2

r

New Settings

Settings Name

[Options Package 123

[ oK J | Cancel

Options Packages

Mew Settings 1
Mew Setftings 2
Mew Settings 3

Options Package 123
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Managing Options Packages in ProFile
Options package management includes several tasks that can be undertaken, including:

Creating a new options package
Loading an options packages

Updating an existing options package
Deleting an options package
Transferring an existing options package

Review our support article to learn more about how to manage option packages.
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Using Multiple, or Custom, Options Packages in ProFile

A computer that is utilizing an options package on a network/server/terminal server will lose access to it if the computer disconnects from
the network/server/terminal server.

However, ProFile can be set to access an alternate local options package (or packages) on the individual computer’s hard drive as a
substitute to the network/server/terminal server options package. ProFile will first search for the designated options package on the
network/server/terminal server; if that options package is not available ProFile will search for the next options package on the list.

Note: ProFile does not synchronize changes between options packages. Any changes to a local options package while disconnected from
the network/server/terminal server are not saved in the network/server/terminal server options package.

Managing files in multiple options packages

When the laptop connects to a network/server/terminal server, users should use the options package stored on the
network/server/terminal server.

When the laptop disconnects from the network/server/terminal server users can specify an options package stored locally on the laptop
itself.

However, be aware that by having two different sets of options you are using two different databases. Files created or changed when you
disconnect from the network/server/terminal server will not be listed in the database stored on the network/server/terminal server.

Creating and assigning multiple options packages

ProFile users who will disconnect at some future time from a network/server/terminal server and continue working will need to create at
least two options packages: one for connected network/server/terminal server use and one for when disconnected from the
network/server/terminal server. This allows the disconnected work to use the same options package settings as that on the
network/server/terminal server.

Related articles

Review our support article to understand more about using multiple options packages.
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Password Protecting Options Packages in ProFile

Any options package can be password-protected. This prevents unauthorized users or other preparers from altering the options package.

Password protecting options packages

1.

7.

Select the Options password... item from the Options drop-down menu in the top
toolbar.

The Set Options/Delete Password window displays.

Enter a password in the Password: field of the New password section.
Enter the same password again in the Confirm: field.

Click the OK button.

The password saves and the options package file is protected from alterations and
deletion.

A prompt requesting the password displays any time changes are made to the settings.

Note: This password applies to Options packages only; it is not an EFILE password.

() Set Options/Delete Password ?
0ld password

New password

Password: ||

o

Confirm: l

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

Cancel

T
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Data/File Locking in ProFile

© ™y

oo S
Data locking automatically locks a return to prevent any changes | g1 2014 71/7P1 v|i320132015 T2 w | R 52014 T TP w | (G 22014F ¢
from occurring after the return’s status is set. Sl ol

Setting the data locking options

General | Data Locking | Yariance | Disclaimer | T1/TP1 Rewview

1. Open ProFile.

[T%arming on file creation I__angualge
2. Select the Module... option from the Options drop- Client Status EFILE Status @ English
down menu in the top toolbar menu. [ Unknowin [ClUnknawn ) French
[C] Carried farward I Nat eligible
. . . [C'Wark in process OB
3. The Module Options window displays. [ \Waiting far client Eligible .
[[n preparer review [T Ready to transmit
. [ In partner review [ Transmitted
4. Select the appropriate module and year from the tab E Raady 1o print = Finkiy
menu in the top of the window (for example, “2019 ! Printed 0
T1/TP1") [l Completed Mot ac;epted
’ [T Motfiling [CIPaperfiled
5. Select the Data Locking tab.
6. Selectthe appropriate option under the Client Status [ ren |

list.
7. Selectthe appropriate option under the EFILE Status list.
Note: One or more options may be selected from the lists.
8. Click the OK button.

9. The file locks when the selected criteria occur.
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Data/File Locking in ProFile, Continued

Setting the Print locking options

1.

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

The Form Selection window displays.

Select the appropriate module and year from the tab menu in the top of the window (for
example, “2019 T1/TP1").

Click the drop-down menu arrow in the Status after printing section; the menu expands.
Select the appropriate option from the menu.

Set the appropriate options for each module.

Click the OK button.

After the return is printed, the return locks to the selected status.

kg 12014 T1/TR1 v|
Print Job

[T1 Faper v]

Statuz after printing

ake snapzhot

Change the status to
| Not filing

IInchanged
| Carried fanward
Whork in process
W aiting for clisnt
|n preparer review
I partrier review
Ready to print
Frinted
Completed

3.20132

Form Se
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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

o

Open ProFile.

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

The Environment Options window displays.

Select the PDF tab.

Select the appropriate option under the PDF Security option list:

None

Client Name + SIN/BIN/TAN/PN
Client Name + DOB/Fiscal EndDate
User Specified

Setting Owner Password

The Set Owner Password option provides an additional level of security
to prevent a locked PDF from being edited.

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.

Envircnment Options

Preparer | Discounter | Trustee | Audit | Systerm | HyperDocs | FDF Notifications|

?

P

FDF Mame

T Custam
T2 Custam

T30 Custam

Fe0) Custom

FOF Archive Directories

- | @ Same as Tax File Ma
- | @ Same as Tax File Ma

- | @ Same as Tax File Mau

+| [+] [+] [+

- | @ Same as TaxFile MNa

[[] Specify Default Custarm Directory for POF Archive Files

ChlUsers\WISSER,Documentsi My ProFile Data\Archive

Browse Acbvanced

kodule Custam
2my T I Yith Tax File
ZMEe T r YWith Tax File
20151 r Yfith Tax File
FOF Security

SetUser Password (Read and Print Only)

@ Mone

@ ClientName + SIN/BN/TAN/FN (Smith333)
) ClientName + DOB/Fiscal EndDate (Srmith
0 User Specifiec

Directory i‘
=

Set Owner Password

Pratects the POF docurnent frarm
heing edited

Office Info Setup wizard l [

OK. l [ Cancel ] [ Help
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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 <Ctrl+Tab>

Next file <Ctrl+F6>

Next page on form <Ctrl+PgDn>
Next section on form <Alt+PgDn>
Non-zero T1 summary <Ctrl+F10>
Open an existing file <Ctr|+O>
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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



ProFile Community and Support Site

The ProFile Community and Support Site is available to serve our
valuable customers more effectively. You can now search both
our support articles and forum questions at the same time, in
order to return the best possible answer to your product
question.

Available 24 hours a day, our Community and Support Site has
more than 1,200 articles designed to improve your ProFile
experience.

https://profile-en.community.intuit.ca/profile-ca-en

Q';")'F'Z)file I+l  signin

ProFile for Windows

ProFile Community and
SUDPOr

Browse Topics

Additional resources

- o] @)
qyd‘ Browse Community Posts
Announcements and Trending Products and Services Install & Configure Contact Support
Topics
Remote Desktop Session
— Webinar and How to Videos
d 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

1.

. The ProFile Feedback window displays.

Select the Send Feedback option under the Help drop-down menu in the top toolbar, or click the Suggestion button in the top
toolbar.

Q :

.‘4)) 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 © it Feedback <)
req u | red . Your feedback will help us make ProFile better. Y
|
ClICk the Smelt bUtton When fInIShed' What works well in ProFile? What needs improvement? I
The Additional details window displays. i
v

Your email so we can send you an update
Submit ‘ ‘ Cancel |

& T TOVINIOG UT OGTTTOTTIRIY Y
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Additional ProFile Resources

Training and Tutorials Site

Whether you are a new ProFile user or an experienced professional, you can enhance your skills with our training resources, video tutorials,

and Tips & Tricks site. Updated regularly, this site includes both core and advanced information to help throughout the return preparation
process.

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

Webinars Calendar

Keep learning with our informative webinars, held every Tuesday and Thursday throughout the year. Live webinars take you through the
finer points of ProFile, and if you have any questions, our experts are there online with you, ready to answer.

You can join an upcoming webinar through the calendar:

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

In-Product Help

The in-product Help utility provides an easy way to learn about forms, slips, schedules, ProFile’s functions, and many other topics. Simply
press the <F1> key from anywhere in ProFile to launch the Help utility.

Live Chat

Inside the ProFile software (and on many of our support pages) you will find the Live Chat option. This quick and convenient tool lets you
immediately begin speaking to one of our support representatives online, without having to wait on the phone or interrupt your work.
Available during our regular support hours.
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