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ADDITIONAL RESOURCES

In addition to this document, Intuit provides numerous resources to accounting professionals. Refer to these sites to explore
additional tutorials and training opportunities:

e  http://accountant.intuit.ca/professional-accounting/index.jsp
e http://profile.intuit.ca/professional-tax-software/index.jsp
e  http://profile.intuit.ca/professional-tax-software/training.jsp




Introduction

Intuit ProFile Tax software is reliable and easy-to-use, and it offers sophisticated features that help tax preparers
experience a more productive tax season. The following paragraphs summarize the key components of Intuit
ProFile Professional Tax software

ProFile T1 imports and converts data created by competing software products. Whether you carry files forward
individually or in batches, you will find the process quick and convenient. Using ProFile’s WYSIWYG (what you
see is what you get) forms, you can view and edit federal T1 and Québec TP1 forms in either French or English.
You can also print all tax forms in either language at the click of a button.

ProFile T2 is designed for professional preparation of corporate tax returns in all provinces and territories. ProFile
T2 includes:
e Federal T2 returns, including T2 RSI (for 2006-2009 and earlier) and Corporation Internet Filing
e Provincial corporate tax returns for Alberta (including AT1 RSI), for Ontario returns with taxation
years ending prior to January 1, 2009 (including CT23 disk filing) and for Quebec (CO-17).
e Provincial capital tax returns for Manitoba, Saskatchewan and British Columbia

ProFile T3 prepares Trust income tax returns and supporting schedules, including T3 and TS slips that the trust
receives. Simply enter slip information on intuitive income-reporting screens and ProFile T3 automatically
transfers the amounts to the appropriate forms. ProFile T3 also integrates business and rental income statements.
In addition to T3 slips, the software allows you to prepare NR4 slips for non-resident taxpayers (including the
NR4 summary).

ProFile FX (Forms Expert) gives you more than 80 of the most commonly-used CRA forms which supplement
the form-sets in Intuit’s other tax applications. Here are a few highlights of ProFile FX:

Customizable options help you complete and file the forms you need.

Automatic form selection facilitates form printing.

Audit and review features help pinpoint potential errors

Forms flexibility lets you print facsimile forms on plain paper or directly onto pre-printed CRA forms.
ProFile FX also prepares magnetic media files for T4, T4A, T5, T5018 and NR4 slips, as well as for the
RL1, RL2, RL3 and RL4.

e Import identification from an existing ProFile T1 or T2 data file minimizes potential data entry errors.



Benefits of Using ProFile

ProFile is powerful, efficient and secure tax software that helps you get your work done fast and efficiently.
Here’s how you benefit by using Profile:

e With phone, email or in-product live chat support, you have year-round access to knowledgeable
Canadian technical experts

e With its comprehensive set of forms and schedules, ProFile lets you handle just about every tax
scenario in any jurisdiction, including Québec

e  With a built-in auditor that runs up to 2,800 diagnostic checks of your tax returns, ProFile has your
back

e Flexible Licensing means you can install ProFile on more than one personal computer without having
to pay additional licensing fees

e Work with QuickBooks? So does ProFile! There’s no need for manual data entry because you can now
export data from QuickBooks directly into ProFile

Plus, with ProFile you enjoy a consistent level of advanced features that include:

e Customizable client correspondence
e Database queries and reporting
¢ Online tools to quickly and easily stay in touch with your clients




Chapter 6: An Online World

CHAPTER 6 LEARNING OBJECTIVES

At this chapter’s conclusion, students will understand:
e How to use CRA’s AutoFill My Return
e How to ReFilea Tl
e How to communicate with clients with ProFile’s Hub and Link

Every day, more and more businesses are taking things online. Online stores; online information; online
payments; online communication—all are part of our everyday lives. It should come as no surprise, then, that tax
preparers too are increasingly using cloud tools. Canada Revenue Agency, for example, demands that tax
preparers EFILE tax returns and, at the same time, with a dedicated Represent a Client account, CRA gives tax
preparers online access to an array of client information that was unthinkable just a few short years ago. ProFile is
accentuating this cloud trend as well. As a ProFile user, you have access to an increasing number of cloud tools.
Let’s take a closer look:

GETTING ONLINE

The online toolbar
The Online toolbar sits permanently under ProFile’s Menu bar. Here’s what the four icons in that toolbar do:

e  Click the Live Chat icon...

... To engage a ProFile support agent and chat online

B & @ Pprofile Chat Support X |+ v = o X|
P

S > O & (@ accountants.intuit.com/suf ’ , ile ¢ e A 2 oo

Live Chat - ProFile

Ask a live Support agent your product related
questions and get them answered now by clicking the
button belo

Click the Notification Centre...

=2) O

... To view alerts, reminders and other ProFile messages




ProFile Notification Centre Clear Al

v 5100 notes - Known issue in ProFile 2017.1.0

Learn More

e Click the Online Settings to access ProFile’s online tools...
([A
- =

e ...Including features for online access and backup of your tax files

Online Settings
Online Account

You are signed in as: N
ADMIN of Company: DilLauro CPA_CMA
*All files will sync to this user's Crofile Heview account.

Switch User | Launch ProFile R

Online Backup
(® Enable Online Backup

Each time you save a file. a backup copy of that file will upload to your
ProFile Review account.

O Disable Online Backup
Cloud Bridge

(@® Enable Cloud Bridge

Automatically sync ProFile T1 data to your Pro
easy on-the-go access.

Select Folder: \WMac\Home\Documents\My ProFile Data\
Change Folde

W account for

O Disable Cloud Bridge

OK Cancel

e  C(Click the Review icon...

= 4 (0

e ... Toaccess and download your backups...

B & @ ProFile Review X 4+ v - o x
& O @ a8 intuit.ca a3 Pe v I -
nfuIt pro ’ (Peedvack? | 48 Michael A Di La ®
ud

Backup
: Backup All Tax Years v Al file types v
EP FILE NAME « CREATED ON s DOWNLOAD DELETE

St Laurent, Marianne. 17T 1211612017, 02:38 PM 4 ]




e ...And also to view your tax files online

B & @ ProFile Review X 4+ v - [u] X
& O a 8 intuitca L] w v 7L &
INTUIT ProFile Re: (9,2 K Ss M A Di Lax ®
28 ciientList

Return Status
ToTAL UNKNOWN  CARREED WORKIN WATING w INPARTNER  READYTO  PRINTED COMPLETED  NOTFILING
FORWARD ~ PROGRESS  FORCLENT REVEW T
Tax Year 2017 v My Clients v 9)
LAST FIRST LATEST TAX CLIENTCHECKLIST _ CLIENTREVIEW _ RETURN
] s ¢ CONTACT s s s +
NAME NAME STATUS
O  Cosan Jane = &9 217 Send Share Carried Forward

© 2014 Intuit. Al rights reserved.

Privacy | Legal | Terms of Service

Accessing your online account

If you have a ProFile account, getting online is quick and easy:

e From the toolbar, click the Online Settings icon and ProFile launches the sign-in window
e Click Sign In

e Enter your user ID and password =

e Select your firm (or add a new one) (=)

e Click Finish and you’re done

InfuIt Profile

[online Settings X
Online Account Select your business
You are not signed in  Sign Please select the business this license of ProFile
should be connected to.
To use Online Backup and Cloud Bridge. sign in with your ProFile Review
usermame and passnord o El

Each time you save a file, a backup copy of thatfile will upload to your
ount

Automatically sync ProFile T1 data to your accountfor
CICRI Add New Business
Select Folder: - WMaciHome\Documents\My ProFile Datal

OK Cancel

Connect Business

52 ProFile Online Backup - Login

lvd Signin

Sign in

Success! You're All Set.
Email or user ID

You are signed in as

Settings | L
You can access online features by clicking on the
l &0 icon in the top ber.

Password

TIP: Try it out - you can always change it later in setings
¥ Remember me Fre aining

| forgot my user ID or password

Finish

New to Intuit? Create an account




But I don’t have an online account
If you don’t have an online account, creating one is a snap:
e From the toolbar, click the Online Settings icon to launch the sign-in window

e Click Sign In

e Click Create an account =

e Enter your email and company name. [

e You will also need your order or service number from when you bought ProFile =

e Follow the prompts, per steps 2 through 4 in the previous example, to complete the process

See the images further below for details on order or services numbers

[Online Settings X

Online Account
You are not signed in  Sign In '

To use Online Backup and Cloud Bridge. sign in with your Pro
username and password

e Review

Vi

Each time you save a file, a backup copy of thatfile will upload to your INTUIT ProFile
Frorile Review account

v Signin Create your company
d

5:, S|g n |n Already have an account? Sign In

| Email

sam@samuelson.ca

Email or user ID 3
Company Name
michaeld@dilauro.ca A1 Tax Preparers
Password | Order/Service Number*

Where can I find this?

+ Remember me
Create company
a Signin

I forgot n Ss
New to In te an account
—

my user ||
Iit? Creal
—

Order/Service Number
Read on if you’re not sure where to find the Order/Service Number required for the window above.

e  After purchasing ProFile, you will receive an emailed receipt containing the product information to be
entered in this window
If you purchased ProFile through Intuit’s Web Store, you will find the codes at the very bottom of the receipt.

ProFile Québec Tax Suite License (1-4) 1 $325.00 $325.00

Required to activate your product(s):
Product Code: 496-998

License Key: 5612018834-

Sub-total: $2,355.00




If you placed your order by telephone, the codes will appear in the Order Details section

Quantity

ORDER DETAILS

Item Id Unit Price  Ext Price

1 423452 $1,680.00 $1,680.00
FR PROFILE TY14 QUEBEC SUITE

1 423522 $325.00 $325.00
FR ProFile TY14 Quebec Suite License (1-4)

Required to activate your product:
Product Code:496-998 License Key:9059-8678-95 2 i}

AUTO-FILL MY RETURN

AutoFill My Return (AFR) is a secure Canada Revenue Agency (CRA) service that allows individuals and

authorized representatives to automatically fill-in parts of a T1 return with information that the CRA has available
at the time of filing the return. Many authorized representatives are already accessing CRA’s online services to
gather client information. AFR is the logical next step. By filling in key tax data, CRA’s AFR simplifies the tax
preparation process.

To use the AFR service, a tax preparer must:
e Register and be an approved electronic filer
e Register in CRA’s Represent a Client and have a ReplD, GroupID or business number (BN)
e Have a valid Form T1013 Authorization Form (described in Chapter 3) for each client

1t is important to note that AFR service is not mandatory for EFILE certified software products. Some products
include the service in their product, but others may not. ProFile falls in the former category and has full AFR

functionality.

Summary of Tax Information that CRA delivers with AFMR

Information Slips

T3, Statement of Trust Income Allocations
and Designations

T4, Statement of Remuneration Paid

T4A, Statement of Pension, Retirement,
Annuity, and Other Income

T4A(OAS), Statement of Old Age Security
T4A(P), Statement of Canada Pension Plan
Benefits

T4E, Statement of Employment Insurance
and Other Benefits

T4RIF, Statement of Income from a
Registered Retirement Income Fund

TS5, Statement of Investment Income
T5007, Statement of Benefits

T5008, Statement of Securities
Transactions

RC62, Universal Child Care Benefit
Statement

RC210, Working Income Tax Benefit
Advance Payments Statement
Registered Retirement Savings Plan
contribution receipt

T1204, Government Service Contract
Payments

RENT ASSIST



T4RSP, Statement of Registered Retirement
Savings Plan Income

Other Tax-Related Information

RRSP contribution limit

Lifelong Learning Plan repayment amount
Capital gains and losses

Federal tuition, education, and textbook
carryover amounts

Client Data Enquiry (CDE)

Home Buyers' Plan

Social assistance or workers' compensation
benefits

Working income tax benefit advance
payments (RC210)

Reassessment information

New balance owing message for prior
claim(s) on a refund

Current tax year return

Insolvency, consumer proposal indicator
Recent page access

Provincial tuition, education, and textbook
carryforward

Unfiled returns

External refund set-off amounts
Reassessment in progress

CPP payments (T4A(P))

Working income tax benefit

Emigration Date

Direct deposit indicators

AFR Download
Before you file a tax return with the CRA using the information delivered by Auto-fill My Return, you must make
sure that all the proper fields on the return are filled in and that the information provided is true and accurate.

If you notice a mistake on an information slip, contact the employer, payer, or administrator responsible for
preparing that slip.
If you notice a mistake in the tax-related information, have an account-specific question about other tax-related
information, or need additional information, call the individual income tax and trust enquiries line at 1-800-959-

8281.

Home Buyers’ Plan repayment amount
Non-capital losses

Capital gains deductions

Provincial tuition, education, and
textbook carryover amounts

Lifelong Learning Plan

Employment insurance and other benefits
(T4E)
Universal child care benefit (RC62)

Balance owing
No debt owing indicators

Bankruptcy

Other existing outstanding balances
Federal tuition, education, and textbook
carryforward

Disability tax credit eligibility

Review

Internal refund set-off notification
T4A income

Outstanding GST/HST returns
Immigration Date

EFILE ineligibility indicators




Using AutoFill My Return

4 PROFILE - [2016 T1/TP1: Cosan, Jane - Personal information]
Vi File| Edit Audit Goto Form Options EFILE Online Traini

New >

Carry Forward... CtrisR
DT Max Carry Forward...

Open... Ctri+0
Reopen >
Save Ctrl+S
Save As...

Close Ctrl+W

o With a client file open in ProFile, click File>Import CRA Data

Close family Cti+Q
Properties... Ctriel
Print... Ctrl+P
Print / Email PDF... Ctrl+Al=P
Print Slips

Quick Print

Print Setup...

Print Slips Setup...
Setup Mailing Labels..
HyperDocs..

Delete...

Couple.

Uncouple...

@ vmoozooooooi-i-m-e e

Link a Corporation.

Review Linked Corporations.

OnePay Upgrade
QBOA Import.
Import

Import CRA data
Import RQ data

QuickBooks Desktop Import.

>mim Bl ——c m

Eit

First time filer in 20162

o Click Launch CRA Website

@ CRAData Import X

ProFile CRA Data Import

*  Save time by automatically importing client information

*  Prevent manual data entry errors _— e e
* Ensure client data is always accurate and up-to-date S N I'*»

* Learn more on intuit.ca

Launch CRA Website Cancel |

e ProFile will open a browser and take you to CRA’s website
e Click CRA Login

e Enter your credentials =

e Confirm CRA’s request then click Next (=)

e (Close the window to return to ProFile @



Individuals and families | Businesses | Charities and giving | Representatives.

Home = E-services = Auto-fill my return and Express NOA

Auto-fill my return and Express NOA

Frangais
The CRA's Auto-fillmy return flows individuals and authorized ta

filin parts of a
2016 and 2015 income tax and benefit return. The Express NOA service allows eligible individuals and authorized
representatives to find out the status of a return immediately after it has been filed and to receive a notice of
assessment the next day in the cerified tax preparation software.

Canada Revenue Agency

Choose from one of two ways to access Auto-fil my return and Express NOA:

Continue to Sign-In Partner

+ Use the same sign in information you use for other oniine services (for
example, oniine banking).

+ None of your information will be shared with CRA. Your Sign-In Partner will
ot know which government service you are using.

+ You will temporarily leave the CRA website to use your Sign-In Partner.

Auto-fill my return—request confirmation

You are requesting 2016 tax information for the following SIN(s):

Note: If you are requesting tax information for more than 10 SINs you will have to make a separate request

+ Log in with yof
+ Forgot your p

« Entering your| o001
Canada Revenue Agency . Date modified: 2017-02-13

" Successfully connected

Next [NEYY

CRA Login
“User ID: (required) We've connected to CRA My Accountand are ready to import data,
Forgot your user ID? Return to your tax product to continue.
Password: (equired)

our CRA My Account

Forgot your password?

You can now close this window.
For more inormation on how your privacy s prolecied, efe to our Personal Information Colection Stalemen,

ea e

L3
Rogistr ifyou aro a now user.
o revoke or change vour CRA user ID or password, o to manage you security quesiions and answers, you must st login,

cms30

e Profile displays the Data Import Worksheet where you can accept or deselect the information to import
into the tax file [

e  Click Import Selected Data =
e Close the window that confirms the import is complete [

e ProFile will list the imported information on the Data Import Summary form =
e You have successfully used CRA’s Autofill My Return

[@ cra Data impont

Data Import Worksheet

Review the imported data below

) Check/UnCheck All

nd Al Collapse Al

T4 Statement [@ Dt imeort

T — . ° ° °
1 CITY OF OTTAWA n Add As New!

biersl Tuition, Education and Textbook - Carryover amounts Data Import Completed

se review the updated status list

cRA P

¥ Federal Tuition. Education and Textbook - : Add As New|

SIN
Provincial Tuition, Education and Textbook - Carryover amounts
2 Import Selected Data
Data Import Summ
Data Imported on Apr 16 2017 07:59:36 PM
Here is the overview of all imported slips and CDE data from the CRA / Revenu Québec.
Vou can e aach kst ohp by cichng on the dtal ok
Imported Slips
Box Amount Details Ch
[Federal Tuition. Education. and Textbook Amounts 1 5,025 00 Details|

Client Data Enquiry

[Working Income Tax Beneh Indicator Tves ]
[Fo Debtingcator Tves |
[Balance Owing Amount oo |

Unfiled Retum ]
[2008 |
[2007 |
[2006 ]




ALL ABOUT REFILE

If you are an EFILE service provider, you can use ReFILE to make changes to T1 that was previously filed with
CRA. These online adjustments only apply for the 2015 and 2016 tax years.

Who can use ReFILE?
Preparers can use the ReFILE service if the following conditions apply:
e  You have ProFile version 2016.4.3 or later (for tax year 2015 and 2016 ReFILE)
You have T1013 level 2 authorization from your client
The initial return was filed online (EFILE)
The initial return was assessed
You have acquired a new sign-off on a revised T183 from client

What does the ReFILE service exclude?
In addition to CRA’s standard EFILE and Change My Return exclusions, you cannot use the ReFILE service if
the taxpayer is:

e Subject to provincial or territorial income tax in more than one jurisdiction

e Waiting for either an initial Notice of Assessment or a Reassessment

Amending an election or wants to make an election (for example, Form T2057, Election on disposition
of property by a taxpayer to a taxable Canadian corporation)

Applying for child and family benefits

Allocating the refund, if applicable, to other CRA accounts

Applying for the disability tax credit

In the position of having been arbitrarily filed by CRA

In addition, you cannot use ReFILE to change page 1 of the taxpayer's T1 Income Tax and Benefit Return.
Instead, individual taxpayers should use My Account to make changes to the following information:
marital status

address

direct deposit

email address

Service limitations
e The online system accepts only nine adjustments per tax year for each taxpayer, whether the taxpayer
or you or CRA initiates the adjustments
e Ifyou go over the limit, you will get an automated response saying the limit has been reached and
explaining how to send a paper request
e Make additional requests on paper, preferably using Form T1-ADJ, T1 Adjustment Request, and mail
them to the CRA

If you have any questions or concerns about the ReFILE service, contact CRA’s EFILE Helpdesk at

Winnipeg Tax Centre
66 Stapon Road
Winnipeg MB R3C 3M2



Local and long distance calls:
1-800-461-1806
Fax: 204-984-5302

Sudbury Tax Centre
1050 Notre-Dame Avenue
Sudbury ON P3A 5C1
Local calls: 705-670-6499
Long distance calls: 1-800-361-6283
Fax: 705-670-6500 or 1-855-338-5495

Jonquiére Tax Centre
2251 René-Lévesque Blvd
Jonquiere QC G7S 5J2
Local and long distance calls:
1-855-699-4640
Fax: 418-699-0203 or 1-800-497-5806

Using ReFILE

Before attempting to ReFILE a return, verify that you have a valid T1013 form—with level 2 authorization—on

file with CRA. If CRA already has the authorization information on file another filing of the T1013 is not
required.

To ReFILE a return
e Open a T1 return that has already been EFILED and for which a CRA Notice of Assessment has been

received.
e Save the return as a new file, using the Save 4s... option from the File drop-down menu in the top
toolbar
il Save 2016 T1/TP1 As ? X
1.Cosan, Jane 2.Cosan, Javier 3.Cosan, Maria
Cosan, Maria (555555556)
Client Status: | 8. Completed v [OLlocked

EFILE Status: | 2. Eligible
SEND Status: | 2. Eligible

TP1 Status: 1. Not eligible

<< |L< <

T1135 Status: | 1. Not eligible
DCN ‘4123414123412412341

Invoice [ Time: [00:00:00 |
[Discounted?  []CRAErors 2139

Preparer: |MDL Parter. | ]

File

—
Documents\My ProFile Data\2016 T1\Cosan, Maria REFILE.16T
Onling’

Activate Online Backup

Concel

Help Advanced >>

e In the tax file, enter the new information that mandates a ReFILE. If, for example, a client has received
an unexpected T4, then enter that new information on ProFile’s 74 Slip




e After making the necessary changes to the tax file, press /4 to open Form Explorer and, in the Search
field, enter T/IReFILE

e Ensure the client information (SIN and Name) is correct in their respective fields
e Enter the current date in the Date of ReFILE field (=)

e Select the Yes option in the “Is this an amended tax return?” field: =

Note: failing to select the “yes” option will produce an error when attempting to ReFILE.

e Answer the subsequent questions in the form =

Note: these questions are not mandatory and preparers are not required to provide answers. Any notices related
to these questions may be ignored.

T1 ReFILE Request

* Use this worksheet to amend your 2016 personal tax return

* ReFILE transmission requests cannot be used to change the following fields
- Address
- Name
- Social insurance number
- Date of birth
- Marital status
- Residency
- Elections Canada
- Alternate address
- Email address
- Information about spouse or common-law partner
- Direct deposit

Changes to these fields must be made by the taxpayer through the CRA "My Account” portal.
* The amended return must include the full return and all the schedules, not only the revised amounts.

* All schedules included in the return are as This means data from amended schedules will overlay the
previous data.

* To amend a T1 return, make sure you completed all the information on the tax return and answer the following questions:

SIN 555 555 556 i
Name Cosan, Maria B

Date of ReFILE  2017-11-17

Ono

If you are changing any of the fields mentioned below, please select what is the reason of change. n

Is this an amended tax return? [§ Y

Field 245 - Why are you changing your RRSP contributions? (Please check all that apply)

a. You received an RRSP slip for contributions made in the first 60 days of the year following the tax year.

b. You received an RRSP contribution slip after filing your return

c.  You received an amended RRSP contribution slip.

d. The CRA published information (web pages, tax manuals, letters etc.) is not clear on how to report RRSP
contributions

I

Before completing the submission, you must update the T183 Form (as described in Chapter 4).
e Open the T183 used for the initial EFILE of the return:



Canada Revenue Agence du revenu Information Return for Electronic Filing of
(577 EaCKRGY an Individual's Income Tax and Benefit Return

The information found on this form coresponds to the tax year indicated on the right.
Before you fill out this form, read the information and instructions on page 2.

The individual (or legal representative) identified in Part A must sign Part F. Part G s to be filled out by your electronic filer once the return.
Give the signed original of this form to your electronic filer and keep & copy for yoursel.

Part A - Identification and address as shown on your relum
First name Social insurance number

Maria 555 555 556
Waiing address: Apt no — Street no Street name POBox JRR City Prov/Terr | Postal code
12 Main St Anytown ON M4A 1A2

Part B - Declaration of amounts from your General Income Tax and Benefit Return
Enter the folowing amounts from your return, if applicable:

Total income (ine 150) 11,921/00 §
Taxable income (ine 260) 11,921]00 [ Refund (ine 484) 1,.215/04 §

or

Total federal non-refundable tax credits (ine 350 of Schedule 1) 1.991|39 [j Batance owing (ine 485) 0/00

» Want to go paperless? Give CRA your email address and your CRA mail will be delivered electronically in My
Account

Email Address (optional): |

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

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

1 understand that by ticking (x) the box above, | am allowing the CRA provide my
electronic filer (including @ discounter) named in Part E. For more information, refer to page 2.

'd my notice of assessment and reassessment to the

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

| hereby authorize the reate thi ! debit on my behalf. | authorize the CRA to funds from my bank t
s per the agreement details listed below. | adnowledge that | have read and understood the information about pre-authorized debit on page 2 of this form.

2017-10-08 I

Signature Year Month Day

e s -l | R e e

Branch No. Financial Institution No. ok account number
oRe e yo box: K
ur - e box above, | authorize the electronic filer i my amended T1 retumn.
Part D - Authorizing an el
No

e Tick the checkbox that asks Want to ReFILE like you EFILE? Note that this checkbox displays only
for tax year 2016 and later [l

e A letter “R” now displays in the Tax Year field indicating the form was referenced for the ReFILE =
This new designation is permanent and cannot be rescinded from the form

e Acquire a new sign-off from the client on the updated T183 form prior to your ReFILE attempt

e After the client signs the updated T183, click EFILE/ReFILE this return...

LU

R e,

Build T1 EFILE Online Batch...
EFILE Online Batch

Build TP1 NetFile...

TP1 Connect...

w1

Reports >
Print All ACKs

View Notice of Assessment (ENOA)

Set EFILE Password

AT

0 open 4!

o After the ReFILE process is successfully completed, ProFile will display a confirmation window

v EFILE Session ==
EFILE session starting on Tuesday Much 21,2017 at 1:07 PM
CAU

Ay ProFile Date\EFILEV2016T 1 NN TAX.
C\Users\sNanl\anmems\My ProFile Data\EFILEV2016T 1 N RESPTAX downloaded

The Canada Revenue Agency ha: lly received the 2016 ReFILE submission fo

Any changes 1o taxpayer listed of v e alid) will not be
updated anada Revenue Agency. Your o : mentwill be
availabl ing through the software, provided you ha Refe

What's ion on the EFILE wel er needs to keep all tax
information sh and documents for s lease keep this confirmation number and DCN for
your records:

|EFILE session done.




Confirming the ReFILE submission

ProFile enters the ReFILE confirmation number on the /nfo form to the return. It matches the number displayed in
the ReFILE confirmation message.

@ 1.Info |ﬁj 2T | a3T4 \ (& 4.T2202/TL11 | 57 5. TIReFILE | 57 6.T183 |  +

IS reTUr Compietea unaer tne LKAS wientaily or pnysicaiy innrm¢

volunteer program? [—| Yes No Indian within the meaning of the Indian Act?
Were you confined to a prison or similar institution Is this an Early Filed or Elective deceased
for a period of 90 days or more during the year? return?

(Schedule 6. ON479 & GST / HST Credit) 0 Yes

xes
Yes

[ yes

A NO

No
Ono

v e

Subsection 104(13.4) election to have certain

No
If your province or territory of residence changed
in 2016, enter the date of your move yyyy-mm-dd
Is the home address the same as the

income taxed on the T1 return of the deceased
beneficiary, rather than on a T3 retumn
Language of correspondence English

Signingdate  2017-10-08
mailing address ? 0 Yes igning date

B ——

Ono

1 EFILE/ReFILE confirmation number: _ | - > ) |
™ _

T1135 EFILE confirmation number: [ |
T1013 EFILE confirmation number: [ | '
T1PAD confirmation number: I |

e You can also confirm the history of the submission by selecting Properties option under the File menu

Review the history of the return; the ReFILE displays as an “EFILE” with the date of the ReFILE
displayed in the “Date” field

Discounted? CRAErors 2139

Date

16112310
16711728 11
16711728 11
17/03/21 14
17/03/21 14
17/03/21 14

Freparer
SD
SD
SD

Action
Modified

T1 EFILE Ready to Transmit <f::
Modified
<

Elepsed

T1 EFILE Ready to Transmit
T1 EFILE Accepted
Modified

SD
SD

CLIENT COMMUNICATION

Gathering and disseminating client information used to be straightforward. When paper was the only option,

clients would stop by the tax preparer’s office to drop off their documents, and come back later to pick up their
completed tax returns.

Now, thanks to online tools, clients rarely visit their tax preparer’s office, oftentimes preferring to email their
documents. Email, though, comes with two inherent risks—privacy and efficiency. The fact is that regular email
is a bad idea for sending private and sensitive data. In addition, controlling the influx of emailed attachments,

especially during a very busy tax season, can lead to lost or misplaced documents, and erroneous or incomplete
tax returns.

What tax preparers need, then, is a safe and efficient method for sending information to and requesting documents
from their clients. And now, with Hub and Link, ProFile has that very thing built in.

Introducing Hub & Link

Hub is a document-management dashboard that helps you access customer information quickly and seamlessly.
Hub works effortlessly with Link, a user-friendly online portal that lets you collaborate more effectively with your
clients to gather their information. Together, Intuit Hub & Link will streamline document management in ProFile.



Link makes data collection a breeze. As described in the paragraphs below, Link lets you simplify client data
collection, invite clients to collaborate, create customized client requests and track the status of all your requests.

Once logged-in, you are ready to use Hub and Link, ProFile’s latest online tools that make client communication
a breeze.

Using Hub

Hub is a dashboard within ProFile that gives you a bird’s eye view of your client documents and information.
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.

And now, CRA’s Auto-fill my return is available through Hub.

To launch Hub:

e Click Go to and select Hub
e Click the Gear icon and choose Set Up

ProFile Hub

O CcuNT NAME FILE NAME INTUIT LINK CRAIMPORT COMMENTS

Tota it O Selected Chentsh 0 ProFe Hub Seice: Avsable

e Confirm whether your files are on a local drive or network server [
e Indicate the file location (=)

e  Click the Enable ProFile Hub checkbox =

e Click Read Files and ProFile will then index your tax files [

© Profile Hub Set Up X

ProFile Hub Set Up

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

a ) Enable ProFile Hub

How are your ProFile client files stored?

- @) Local Server - only you can access

(O Network Server - shared server on the network

Where are your client files stored?

u User\Documents\My ProFile Data\2016 T1 Browse
Note: only T1/TP1 files from Tax Years 2015, 2016, and 2017 are compatible with Hub and
Link. Read files u




The Hub window, below, provides at-a-glance information for all your client tax files, including:
e A dropdown window to filter tax years
e Client name column with phone numbers readily displayed B
e Clickable file-name column for opening tax files =
e Intuit Link column (discussed later) [
e CRA Import column that displays the date of the import or the ability to import from CRA =
e A comments column for recording notes [l
e Status column
e Date the tax file was last saved [l

© ProFile Hub - o X
ProFile Hub
‘ Action | 2016 | S , dlientora f ‘ &
Al years
[0 CLIENT NAME (2017 FILE NAME INTUIT LINK CRA IMPORT COMMENTS STATUS LAST SAVED
2016
O & 2015 1] Invit Apr-19-2017 ©  Add Note Completed ~  0ct 05,2017
Cosan, Jane -
O & 1] % Invite Run CRA Import Add Note Work In Progress > Oct04,2017
Cosan, Maria
[m} @ ite Run CRA Import Add Note YAl Vork In Progress Oct 04, 2017
Cosan, Jane Cosan, Javi
O & @ (G Invit Ru Add Note Work In Progress v Oct 04,2017
. Shrieve, Michael
O & B Invite Run CRA Import Add Note Work In Progress v Oct02,2017
Shrieve, Ralf X
[} Invite Run CRA Import Add Note Work In Progress v Oct02,2017
Taxpayer, Am)
O é& pay Y % Invite Run CRA Import Add Note Carried Forward v Oct01,2017
Total Client(s): 42 | Selected Client(s): 0 Profile Hub Senvice: Available

Using Link

Link is ProFile’s online portal that opens a communication channel to your clients. With Link, you can
personalize and electronically send client documentation such as questionnaires and checklists. With Link, your
clients can also send you their tax data in a timely and organized way. And with Link, you can personalize—with
your own logos—the documents you send to your clients.

Inviting your clients
For all this to work, it’s important to enter, on the Personal Information page, a valid email addresses for your
clients.

. 2016 Personal information |
£

Taxpayer personal information

s 444 444 442 your marital status on December 31, 2016
Title Ms artied 2 [ Living common-aw 3 [] Widowed
Firstname ___Jane

4[Jovorced 5[] Separated 6] single
Lastname __Cosan <0 5[ ser §0sng A
Last name changedin 20162 [Yes [X]No If tatus changed in 2016. enter date of change mm-dd
Do you want to change your address? [Myes [XMNo | Were you married or liing common-law at any ¢
Care of time in this tax year? [OyYes [Ono
Street address _ 12 Main St Apt# T
£ (O Box Arviomn BRR Province of residence
)—‘Y—ONV‘ on 2016/12/31 Ontario
;‘""‘I” B A 12 Province of self-employment

ostal code ifyou became or ceased to be a Canadian resident in
Home phone _ (905) 555-1212 2016, enter date of entry mm-dd
Birth date 1971-04-30 BAge 45 R ... o0
ate of Death _yyyy-mm-dd
Gender [Imate  [JEemale
Province or territory where taxpayer resides if different from mailing | Are you a non-resident? Oyes Kuo
address Residency status Resident
By providing an email address, | understand S haribiCaa
1am registad anda Iy
Yes [JNo

claiming a principal residence exemption? Yes [X]No

"
oWing Terms and Conditiont []
{Email address:  jane@cosan ca

b
[X] Nothing L] Notice of Assessment and Refund [ ] N of A

T maiing adcress SO WWJ

Did you dispose of a property (or properties) in 2016 for which you ars}




To launch Link:
e From Hub, click Invite, next to the desired client
e Confirm the email address, and click OK

[~
ProFile Hub

I Action v | IAIIyears | | Search a client or a file ;>| 33
[J CLIENT NAME FILE NAME INTUIT LINK CRA IMPORT
., Cosan, Jane Cosan, Javier
o d Cosan, Jane and
O & - @, s, Run CRA Import
(¢!
() E: Run CRA Import
~g| Linkinvite will be sent to Cosan, Jane at the email address:
O&| - - Run CRA Import
S +
O L Invite Run CRA Import
., Taxpayer, Amy TaxPayer, Gavin T A .
O & i 2 Invite Run CRA Import
Total Client(s): 42 | Selected Client(s): 0 Profile Hub Service: Available
Click Get Started in the splash screen that opens
Welcome to Intuit Link X

Take Charge of Your Tax Season with Intuit Link

Extra Cost

O © ()

Manage Client Documents Track Document Collection Get a Virtual Assistant
Collect and organize multiple client Know when to have all the docs Set-up automated reminders so
documents all in one place you need to get started you can stop chasing clients

[J Do not show this again Learn Morg Get Started

v

From the window below, you can choose to:

o Edit the invitation email that your client will see

e View, edit or select to send ProFile’s default Engagement Letter, Questionnaire and Checklist (=)
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Invite Clients To Use Link X

To: Jane Cosan

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! 1
- Use your phone to snap photos of your documents much faster than using a scanner

Please sign up and get started

Regards,
[FIRMNAME]

Engagement Letter Questionnaire Checklist (6)
Edit Edit Edit

[J Do notinclude [J Do notinclude [J Do notinclude

To modify the default questionnaire template, in the window above, click Edit:
e Click Add New Question to insert a question in a new row
e Click 4dd to create your own document (=)

e Click Done to return to the invitation window (=)
e Then, from the invitation window (above), click Invite to send the selected documents to your client

Edit Questionnaire X
QUESTIONS TYPE ACTION
What is your current address? Open-Ended ~ @
Were there any changes in dependents? Yes or No 4 i
Did your marital status change before the end of last year? Yes or No - i
Canadian citizen? Yes or No - ]
Please list any questions or other concerns you might have Open-Ended ~ ]
Marital statusf? Open-Ended ~ i
Do you want to electronically file your tax return? Yes or No i i

Meanwhile back at Hub
A return visit to Hub reveals an Invite Pending status for that client, thereby keeping you up to date with all your
client requests.



© Profile Hub - [u] X

ProFile Hub

| Action l IAHyears | | Search a client or a file . | @

[J CLIENT NAME FILE NAME INTUIT LINK CRA IMPORT
_ Cosan, Jane

O & @ ff:'.’cg:fp“!d ( - Run CRA Import

g Cosan Mara [ T B ivite Run CRA Import

Total Client(s): 42 | Selected Client(s): 0 ProFile Hub Service: Available

What your client sees
Here is the email your client receives.
e Your client launches Link by clicking on Accept.

Mmrn BP%_OWA onnect@e.connect.intuit.com> 5:18 PM (0 minutes ago) “«
tome [+

e S e
no-reply@intuit.com
Important Tax Information
Dear Jane Cosan,
At 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.
Reqards,
pE—
{ Accept )
I you have already taken action and logged into Link, piease disregard.

INTuIt Link

Intuit respects your privacy. Privacy Statement
I your receive a suspicious email, please Report it
©2017 Intuit Inc. Al rights reserved. Trademarks.

After your client clicks Accept in the window above:

e Link opens a Sign up page where your client clicks on Continue

e Ifyour client has an Intuit account (QuickBooks or Mint, for example), she can use that account’s ID

and password [l

e Ifyour client has no Intuit account, she can set one up by clicking Create Account [

e You client then clicks Get Started B
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INTWIT Link

Sign up

Continue to create your Intuit Link account using the email address provided by your
accountant

L —
Sign in

Your Intuit Link sign-in is the same as what you've used with other Intuit products, such
as QuickBooks, Mint, and Quicken

Or contact your accountant to use a different
Email or user ID

Need help? Visit Support
By clicking "Continue®, | agree to Intuit's Terms of Service, and| | — Welcome to Link, Jane Cosan!

Password g -
would like you to share your tax data.

Link connects yourtaxd

accountant, simp Let's Get Started
¥ Remember me
. No thanks
I forgot my user ID or password 3
New to Intuit? Create an account.

You client now only needs to scroll through the documents and answer the questions that you sent.
e For example, your client can view your Engagement Letter
e And then accept it with just a click

To Do Documents  Profile Tax Year 2016 Log out

View questions in list

Engagement Letter:

Letter of We the to work with you and advise you on i...

®, | Asks uestion or send a message about this request )

Documents  Profile Tax Year2016 v Log out

Lotter 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 ue care in reporting on your income tax retums. In order to
ensure an understanding of our mutual responsibilities, we ask all cients for whom we prepare tax returns to confirm the following
arrangements.

We wil 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 responsiblity to prepare your tax return correctly
according to the law and the information that you have provided. It is your responsibility to provide us with all the information required to
prepare complete and accurate returns. You should retain all the documents, cancelled cheques and other data that form the basis of your
income and deductions. These may be necessary to prove the accuracy and completeness of the return to CRA. You have the fina!
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

JANECOSAN

s =)

e Your client then cycles through and responds to your questionnaire




ToDo @  Documents  Profile TaxYear2016 v
View questions in list

What is your current address?

1 Main Street

1487 characters left

ToDo @  Documents  Profile ToxYear2016 v ‘
) Aska question or send a message about this request. 0}
“ re there any changes in dependents?
Yos
O No

And all the while...

e Hub keeps track of your client’s Link status and updates you with the number of addressed questions
and accepted documents

© Profile Hub - o X

ProFile Hub

[ CLENT NAME FILE NAME CRA IMPORT COMMENTS STATUS LAST SAVED
. Cosan, Jane Cosan,Javi
O & _ o Add Note Work I Progress octo7, 201
nd .

Cosan, Jane Cosan, Javie
O & -~ n Add Note Work I Progress - ot0s,207
Cosan, Maria
[m] B e AddNote Work I Progress - octos,20m
.. Shrieve, Michael Shrieve, Martina
O & B tnvite Run CRA Import Add Note Work In Progress ~ octoz, 2017
Total Ciets: 42| Selected Cintsy 0

e Plus, when you click on the progress number in the Intuit Link column, Link takes you to its online
portal where you can view responses and access your client’s submitted documents

&« O & & INTUIT INC. [US) intuit.com,
7 proconnect. Link = Client Details

Tax Year 2016 v Cosan, Jane 7 edit
© shrieved444@gmail.com

Requests  Documents  Reminders v
) Download Responses (.csv file) € Download All Files (zip file
TvPE ReQuEsT Resonse Y@ () pate. STATUS ACTIONS Client activity
D Tafrom 4minutesago  Completed Message °

Cosan, Jane is ready

your for review
employer p
(s)
®  Cosan, Jane updated 3
@ Please None 8minutesago  Completed Message answers and 1
list any document request for
questions Tvi6
or other
concerns
you ®  Cosan, Jane updated 3
might answers for TY16
have.
@ Doyou Yes 8minutesago  Completed Message
wantto & Cosan, Jane has
electronically accepted your invite
file your
tax
return?
(@ Didyour No 8minutesago  Completed Message
marital
status
change
before
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e Click the Documents tab (window below) to view both sent and received documents
¢ Send your client additional documents by clicking on Upload to Client
e And click Notify Client to let them know that your submitted documents are waiting for them in Link

B UTRC N Mo Yrl ok e -

Client Details

Tax Year 2016 v <Back To Overview

) Cosan, Jane 7 edit
& Cliems = shrieved444@gmail.com

@ Clon

Requests ~ Documents  Reminders

(UISERLYNN  Notify Client

From your client
DOCUMENT NAME DATE. Tvee

i Jane Cosan T4, 10717 T4

Shared by you
DOCUMENT NAME DATE. Tvee

W DiLauro Letterhead.pages 8 10717

One more thing
You can log into Link from any browser by visiting http://link.intuit.com/accountant

2 proconnect. Link

Signin

Email or user ID

Password
Get quick tips to save time
with Link.
Your new Learning Library is here. Tap into
your free short videos and simple step by
step guides.

sessecssesanssanene

v Remember me

Iforgot my user ID or password

BE= visit Link Learning Library (USA)

Bl Visit Link Learning Library (CAN) New to Intuit? Create an account.
Need help? Visit Support

By signing in, | agree to Intuit's Terms of Service, and the
See why clients Privacy Policy for this application
prefer using Link (1

min)

e Once logged in you can view and deal with all your client correspondence



< & INTUITING

ot Uik
7 proconnect. Link = Clients DiLauro CPA_CVA £
Client activity
: ©  Cosan, Jane s readyfor
«d Clients review (16 minutes ao
All clients inioss) Invites pending Invites declined TY16 done
accepted ®  Cosan, Jane updated 3

answers and 1 document
request for TY16 (20 rin

avitation Reminder  [RREINEIeY e

NAME Y16 PROGRESS LASTACTIVITY~  ACTIONS ®  Cosn, Jane updated 3
answers for TY16 (42

Cosan, Jane 7/12

hrieved444@gmail.co

18 minutes ago Review N

& Cosan, Jane has accepted
your invite

st | Previous Next | Last




Chapter 6 Quiz

Question 1: ProFile features a number of Online tools. These tools include:

Hub and Link
ProFile Review
Online backup
All the above

cawy

Question 2: ProFile’s toolbars include a dedicated set of icons for accessing online features

Question 3: The four online icons are:

Chat, Notifications, Online Settings, and Review
Chat, Explorer, Review and Bridge

Run, Synchronize, Archive and Bridge

None of the above

TomE

Question 4: True or False: You can use ProFile Review to view T1 returns online

Question S: True or False: With ProFile you can use CRA’s AutoFill My Return to download tax amounts to a
T1 file

Question 6: To use CRA’s AutoFill My Return, you must:

Register to become an approved electronic filer

Register in CRA’s Represent a Client program and have current and valid credentials
Have a signed T1013 Authorization form for each client

All the above

R

Question 7: True or False: With AutoFill My Return, ProFile will be able to autofill all tax data including RRSP
contributions, medical expenses and charitable donations




Question 8: True or False: ReFile is a CRA service that lets you make adjustments to the same T1 return an

unlimited number of times

Question 9: What are the ReFile service limits:

You cannot change information such as marital status, address or direct deposit information
T1 ReFile lets adjust the same tax return up to nine times
You must make additional adjustments by paper-filing a T1-ADJ

All the above

mOoZZ

Question 10: True or False: Before ReFiling a T1 on behalf of a client, you must first obtain an updated and
signed T183
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