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ABOUT THIS DOCUMENT

This document is intended for any user of DT Max, be it a beginner or advanced user. In this guide, we will cover the
multitude of features offered by DT Max and present in its three screens.

On DT Max’s first screen, the Client List, we will view how to effectively personalize and sort your client list in order
to access specific clients with ease and speed.

On DT Max’s second screen, the Data Entry, we will discuss the concept of using keywords to enter your clients’ tax
information. We will delve into the various tools provided by DT Max to enter as well as to search for these keywords.

On DT Max’s third screen, the Tax Return, we will discuss the different forms that are generated as well as the many
review tools available such as field tags and the QuickSource feature.

Finally, we will cover the proper setup and configuration of the Preferences menu which will include the Identification,
User’s defaults, and Forms Manager sections amongst many others.



DT MAX BASICS

In the following paragraphs, we will see the basic features of DT Max.

SPLASH SCREEN

When you open DT Max, the first screen that will be presented to you is the Splash Screen.
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You must first select a folder that will house the files of your Client Database. You may select your Database
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You may now enter a Username or Accountant ID. A user Password may also be added. We will discuss user
privileges and passwords in the Security System chapter.

DT
Rl AX

Tax year: v
(DT Max products I:]
T1

PERSONAL

Username : l ‘ Francais

o

IPassword: I [ |

Database location : ‘ } = |

Next, select the DT Max product you wish to load. In this case, we will select T1.
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Select the Tax year you wish to access by choosing the appropriate year from the scroll-down menu. Once in the
program, you will still have the option to rapidly change taxation years without having to restart DT Max.
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Recently accessed clients will also be listed on this screen. You may access them directly by double-clicking the
desired client. DT Max will load the Client List screen with the selected client highlighted.
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The Splash Screen also provides many useful links such as the knowledge base, online video tutorials, and the
DT Max support page.
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Once you have entered all the relevant information, run DT Max by clicking on Start.
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CLIENT LIST

When you Start DT Max, the first screen you will enter is the Client List. The Client List displays all the client files
that are currently being processed as well as the client files that have been carried forward from one year to the
next.

Certain basic information of every client’s file is displayed directly in the Client List. It is not necessary to enter the
client’s individual file in order to have access to this information. For example, you can view the client’'s name,
social insurance number (SIN), phone number, birth date, processing status, etc.

E File Edit View Tools Efile Management Preferences Window Help

29 aaslag [vwe B2 L2050 2%0O

Client # | Name = 5IM | Birth date  =| Language Processing status

Personalizing the Client List

In order to personalize the Client List, go to the Preferences Menu, and select Client List Settings.

(=% File Edit View Tools Efile Management | Preferences | Window Help

Client Dala T Filter Identification...
= X .
list | @ entry " EjﬂremmL I Do mat filker User's defaults. . AlteFD

Client # | Name ~| st ﬁg Forms manager...
1 Joe, Test 11 (f2 Printing options...
2 Carter, Nicholas 52 Client letter...
4  Tremblay, Catherine Archiving and PDF...
805 Tremblay, Paul 11 EFILE setup...
606  Tremblay, Stéphanie 52| Madem...
607  Tremblay, Catherine 11 Billing...
808 Lafleur, Diane 52 Text macros... Alt4+F1
622 Martini, Robert 52@client list settings... |

You can also customize the Client List by clicking on the Customize Client List icon.

Eh File Edit View Tools Efile Management Preferences Window Help

2o |@oeaa [eew DWRRR O0FRAHARPOO

Clietk # | Mame == Birth date | 5 =| &ge.. | Proceszing status

635 Carter, Julia 1932-05-13 527-000-459 81 Ready to print



The new window Columns to show in client list - T1 will appear, allowing you to select the information you want
to add or remove from the Client List.

I Calumns to show in client list -

¥ Client number v Processing status

[~ Plans [~ Processing status - Quebec
W Mame [~ E..ifEFILE

¥ Social inzurance number [ Date of last activity

¥ Birth date [~ Accountant

[ Age (at December 31st) [ B ... if restricted client

¥ Language

™ Province of residence I CLIENT-CODE keyword

[~ LIST-MEMO-1 kepword
[~ Strest [~ LIST-MEMD-2 keyward
[~ City [~ UST-MEMO-3 keyward
[~ Postal code [~ LIST-MEMO-4 keyword
[ Province [~ LIST-MEMO-S keyword

LGy [~ DT MetLink status
[~ Home phone number [ DT MetLink uzer 1D
™ work phone number [ DT NetLink password

[~ Cell phone number
[~ Email address

Reset to defaults | oK I Cancel |

By ticking a box next to any item in this window, DT Max will add that information as a column in your Client List.

Columns to show in client list - 25

Client number [V Processing status
[ Plans ™ Processing status - Quebec

Name [ E..ifEFILE
Social insurance number [ Date of last activity
Birth date [T Accountant
Age [at December 313t) [ R .. if restricted client
Language

| ¥ Province of residence

[ CLIENT-CODE keyweord
[~ LIST-MEMO-1 keyword
I Shest I~ LIST-MEMD-2 kepword

I Ciy ™ LIST-MEMO-3 keyward
I Postal code I~ LIST-MEMO-4 keyword
[ Province [ LIST-MEMO-5 keyword
I~ Country

[~ DT MetLink status
I Home phone number [ DT MetLink user ID
I~ work phone rumber ™ DT NetLink password
[~ Cell phane nurmber

[ Email address

Reset to defaults | Ok I Cancel | Help |

EFile Edit View Tools Efile Management Preferences Window Help

Filter Find client Search b
2 @k am [oew SRR 200RZz%w0@ | | Mane =l
Ehentﬂ—l Name AI Birth date: | SIN I Age | Langusge | Processing status W
635 Carter, Julia 1932-05-13 527-000-459 80 Eng Ready for EFILE ON
634 Carter, Nicholas 1930-06-26 527-000-087 82 Eng Ready for EFILE ON
1 Cartier, Julia 1932-05-13 527-000-459 80 Eng Ready for EFILE QC
2 Cartier, Nicholas 1930-06-26 527-000-087 82 Eng Ready for EFILE QC
608 Lafleur, Diane 1967-09-29 527-000-442 45 Fr Ready for EFILE QcC

Sorting the Client List

By default, DT Max will sort your clients into family groups.

Farlemlay fon J@AR2RR0ERZHROO [ I —

E\ientﬂ—l Mame -| Birth date I SIN I Age | Language | Processing status | Prowince of residence |
605 Tremblay, Paul 1957-06- 15 527-000-491 55 Fr Ready to print QC
607 Tremblay, Catherine  2007-02-01 5 Fr No return Qc
606 Tremblay, Stéphanie  1989-03-03 527-000-152 23 Fr Ready for EFILE Qc
608 Lafleur, Diane 1067-09-29 527-000-442 45 Fr Ready for EFILE Qc
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The first name in bold is the Family Head. The Family Head is the first person you create within a family group.
The individuals indented to the right represent the Dependants within this family group. The last individual (if
applicable) within a family group is the Spouse.

To sort your client list by individuals, simply click on the Name tab. The symbol “-” will become an arrow, indicating
that the Client List has been sorted by individuals.

B File Edit View Tools Efile Management Preferences Window Help

P EEA W@ 222 -0 E% & 2 % B 0 @ Find client

Cligtit # = | Mame . f Birth date | 5IM =| Age.. | Proceszing status

635 Carter, Julia 1932-05-13 527-000-459 81 Ready to print

To sort your Client List in numerical order, click on the Client # tab. The symbol “-” will become an arrow, indicating
that the Client List has been sorted by client numbers.

Eh File Edit View Tools Efile Management Preferences Window Help

2 A aa [ew P22 .00RZROOO

Client # .| Name == | Birth date | 5N =| Age ... | Processing status

605 Tremblay, Paul 1957-06-15 527-000-491 56 Data OK

To return to the default sorting of your Client List, family groups, simply click on the Family icon. When the icon is
framed, it means you have returned to the family group sorting.

E;{ File Edit View Tools Efile Management Preferences Window Help

zuram am (owe C@RB2L :0FR=2%E060 [

Clignt #=| Mame == | Birth date = 5l | Age ... | Processing statuz

635 Carter, Julia 1932-05-13 527-000-459 81 Ready to print

Adding a new client to the Client List

In order to add a new client to your Client List, simply click on the New Client icon. You can also add a new client
by pressing F3 on your keyboard.
Eh File Edit View Tools Efile Management Preferences  Window Help

20 @kE B, (e P RE2RL .OOFREZREOO T

Client # =| Marne ==| Birth date =| 5IM =| Age ... | Processing status

635 Carter, Julia 1932-05-13 527-000-459 81 Ready to print
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A new window will appear. First, you must indicate whether you are starting a new family or adding a family
member to an existing family in your Client List.

o "

Add new client

% Start a news family [add a new family head}

™ add new member ta current Family

—Mew client number

I—-I The niew family head will be azsigned this client number. If

wou wigh, vou may aszign this family head a different number
provided it iz not currently uzed in this databaze.

¥ Usze the SmartStart input assistant

k. I Cancel Help

Next, you can change the client number that is automatically assigned to your new Family Head within the New
client number section.

CEER

' Start a new family [add a new family head)

= Add new member to current famiy

r~ New client number

|—5 The new family head will be assigned this client number. 1f N [=10) CliEnt number
you wish, you may assign this family head a different number
e s A e s s I—E The rnew family head will be assigned this client number, 1f
¥ Use the SmartStatt input assistart yaL wizh, yau may aszigh this family head a different number
o ] - b | provided it iz not curently uzed in this databaze.

DT Max allows you the option of using a Data Entry tool called the SmartStart client profile. More details on this
tool will be provided in the Data Entry portion of this document.

SmartStart client p

@ SmaitStart sections Inthe list at the lsft, check off each SmartStart
gection that applies to this family head.
Personal information

[] Elections
[] Other personal data Wwhen you have finished, click "Continue'. Y'ou
Infirrmit can then enter the tax data in each section
(] i
[] Change of marital status
[] A&limony and spouse not processed =
[ Indizn ~ List of keywards included in this section
[] DT Metlink
[] Mon-residents, immigrants and emigrants
] Bankruptcy LastName Last name of clien
] T1135. T1141 and T1142 FirstName First name of clierj
- ] Direct deposit [T1-0D) Relation Re\a.tmnshlp to far| =
Add new client 1 Biling SIN Social insurance n
[ Accourtant BirthDate Date of birth
Status Marital status as o
' Start a new family [add a new famiy head] E Ei‘;:ﬂ; Sex Sex of client
" Add new member to current Famiy ] Print and display Prov-Residence Province of reside
] Efile and discounting Language Language selectec
—MNew client number [ Progress tracking ff_tie:___ ?Er_eft_rl'iT?eLirl' -
5 The new family head wil be assigned this client number. If O ASS.EI mamagement g I, D
vou wish, you may assign this family head a different number [ Solidaiity (Schedule D)
provided it is nat currently used in this database. Employment income [T 4] W Show secondary kepwords Keyword help
[] T-slipinformation
I ¥ Use the SmartStart input assistant g ?:;?;T:;:i I Save as default selection far new family heads.
I [] Resource property [TP-726.20.2-) -
ks o] el Qf Continue a Cancel @ Help
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Finding clients within the Client List

To find clients that are already in your Client List, go to the Find client box, located at the top right of your screen.

E File Edit View Tools Efile Management Preferences Window Help
I Filter Find client Search by
L =
29 @ aE, (e PR RLK05BZR0O | | o 5
Cllenlﬁ—l Mame —| Birth date | SN | Age .. | Langugge | Processing status | Province of residence |
635 Carter, Julia 1932-05-13 527-000-459 80 Eng Ready for EFILE ON
634 Carter, Nicholas 1930-06-26 527-000-087 82 Eng Ready for EFILE ON

Find client Search by

| | IName ;I

In the Search by drop-down menu, choose the type of search you want to perform. You can search your clients by
Name, Client number, SIN, or Phone number.

Find client Search by
| IName LI
. :
Province of residence | Client number

Social inzurance nurnber
Phone number

Increasing/Decreasing Font in the Client List

To increase the font within your Client List, click on the Zoom in icon. You can also hold CTRL and press “+” on
your keyboard.

-

|Zuum in  Ctrl+ +|

To decrease the font within your Client List, click on the Zoom out icon. You can also hold CTRL and press “-”.on
your keyboard.

-

Zoom out  Ctrl+ -

13



DATA ENTRY

Once you have created a new Family Head, you will enter the Data Entry screen. The Data Entry screen is where
all tax information is entered for your client’s tax return. You must enter this information using Keywords. Each
keyword represents a question DT Max is asking you on your client’s file. In order to complete your client’s tax
return, you must “answer” the questions the program is asking you through the keywords.

Adding keywords in the Data Entry

There are 3 ways of adding keywords within your client’s Data Entry.

SmartStart Client Profile

To access the SmartStart Client Profile, you can click on the SmartStart client profile icon, or press ALT+F3.

@ File Edit View Tools Efile Management Preferences Window Help

e as 4244 BRARKAOFRH  2¥QO

[SmartStart client profile  Alt+F3|

A new window will appear, allowing you to pick sections that are relevant to your client’s tax return.

zection that applies to this family head.

@ SmartStart sections o In the ligt at the left. check off each SmartStart

Personal information -
Elections

Other personal data wihen pou have finished, click "Continue'". ou
Infirrnity can then enter the tax data in each section.
Change of marital status

Alimony and spouse not processed

Indian ~ List of keywords included in thiz section

DT MetLink

Mon-residents, immigrants and emigrants

Bankniptcy StatusChange Change of marital statu

T1135, T1141 and T1142 Change-Date Date of marriage, divorc
Ditect deposit [T1-D0] Elig-D'ependant If eligible to the eligible

SingleParent If eligible to the amount
Return-Type.s Type of return for the ve
Optional-Return Optional returns

Optional-NI Optional net income fror

Billing

Accountant

Controlz

Overides

Print and display
Efile and discounting
Progress tracking
Azzet management 7 lII D
Solidarity [Schedule D)
Emplayment income (T 4] ¥ Show secondany keywords () Keyword help
T-zlip infarmation

Investments

Capital gains

Resource proparty [TP-726.20.24)

[ Save as default selection for new Family heads.

<7 Continue a Cancel @ Help

All keywords that are located within the Data Entry screen are grouped into the SmartStart sections. Simply select
the sections that are relevant to your client’s tax return, and DT Max will add the appropriate keywords for you.

14



When selecting a section on the left-side menu, DT Max will show you the keywords that belong within that section
on the right.

SmartStart client pi

@ SmartStart sections In the list at the left, check off each SmartStart
section that applies ta thiz family head.

Personal information
] Elections

(] Other personal data “when you have finished, click "Continue'". You
1 Infirmity can then enter the tax data in each section.

] Change of marital status

] alimony and spouse not processed

r~ List of keywords included in this section

] Monesidents, immigrants and smigrants

] Bankmptcy LastName Last name of clien »
(] TH3E T4 and T1142 FirstName First name of clier|
[] Direct deposit (T1-DD) Relation Relationship to far
1 Biling SIN Social insurance n
Accountant BirthDate Date of birth

[ Cantrols Status Marital status as o
] Ovenides Sex Sex of client

] Print and display Prov-Residence Province of reside
] Efile and discourting Language Language selectec
] Progress tracking Street Street number an i
sset management 2“% L
] Solidarity [Schedule D)

Employment income (T4] ¥ Show secondary keywords Kepwiord help

T-slip infarmation

] Irwestments

] Capital gains

] Resource property (TP-726.20.2) -

[ Save as default selection for new family heads:

<7 Continue ﬂ Cancel @ Help

After making your selections, you can save those selections as default for the whole family, namely any upcoming
Family Heads, Spouses or Dependants.

¥ Save as default selection for new Family heads.

<" Continue ﬂ Cancel @ Help

Click on Continue, and DT Max will now add the sections you have selected into your client’s Data Entry.

Expand the sections by simply clicking on the “+” symbol to the left of the section header. Then, enter the
information accordingly using the appropriate keyword.

Personal information
[Elchange of marital status
# StatusChange | |
+ Employment income (T4)
+ RRSP Deduction (Schedule 7)

Manual entry of keywords

To manually enter keywords into the Data Entry, simply click on the Add keyword icon, or press F11.

@ File Edit View Tools Efile Management Preferences Window Help

G A BELIA0GRHAAFC O

A new window appears allowing you to enter a keyword directly.

Enter new kewword

I Index |
ok I Cancell Help |

15



There are several types of keywords you can enter. You can enter a slip number directly as a keyword. For
example, if you enter T5, DT Max will take you to keyword T-SLIP. Select the T5 slip from the drop-down menu.

Enter new keyword

|T5| Index |
] I Eancell Help |

ﬁ File Edit View Tools Efile Management Preferences Window Help
I I Y N
o aman 4L4RBEHLAR00HABYOO
gﬁ‘:’(}g!}"ﬁ]’&_ooo IF’roductinn L”< none ;I
|=IT-slip information

@ T-slip T5 =

MName

; Fayer-Province gggfu 3

! PurchaseDate TI-CP ]

E%IdemNumber T3

! Universal-Ben T3 (US) [io]s

} Unrersal-Repaid T4 [2]s

! Advance wWITB Tda s

% #Securities Ij: ES;XS) :l

| ld-Securities T4ARCA

' Transaction-date T4E ]

3 +lncome-Type TIPS E

| FiscPeriod TaRIF I

‘ Exchange TIRSP | I:l

LEINAICS -

Py TS (US)

3 Tax-Shelter T1o

" Par-Code [39]# PSEWM :l

| Bus-Activity Tr00 =

E*Member—Code TEOO7 ZI

! Mumber-Units THONG ]

| PanShare-%  [10]%)| T5013/T5013A |

You can enter form numbers directly as a keyword. For example, you can enter T2125 as your keyword, and DT
Max will add the keyword BUSINESS.

Enter new kepword

|T2125| I |
kK I Cancell Help |

Mement Preferences  Window Help
2% e e 4L 4@BEL2052HARYTO

New client :
SIN: 000-000-000 | Produstion || none > |

I=Business income

% Business T776 -Rental -]
{ #Business-ld T776 - Rental ]
E%FiSC‘PEFiUd T?77 -Employment expenses

¢ First-Last T2042 - Farming (cash-basis)

! Inactive T204z - Farming (accrual-basis)

! Contact-Person T1163T1164 - Farming (cash-basis)

! Copy-to-Contact T1163/T1164 - Farming (accrual-basis)

! Jurisdict

I

i +Balance—$h o

| o CrtiRmELiy T2125 - Commission

16



You can enter a schedule number directly as a keyword. For example, you can enter S11, short for Schedule 11 as
your keyword; DT Max will add the keyword TUITION-EDU, which is the main keyword for tuition amounts.

%, File Edit View Tools Efile Management Preferences Window Help
awam e 424 @ERAR0 LA &
New cllent

SIN: 000-000-000 |Pr0ductlon

|=Tuition and education amounts
# Tuition-Edu

Tuition-Fees ih amounts
SchoolMonths Transfer amount from dependant nat processed
Tuition-CF $
TuitionPraw-CF

+ Transfer0y | ﬂ
Loan-Interest

! Loan-Int-CF | ﬂ

Loan-Limit

|

I Taxpayer's own tuition and education amounts

1 fuition and edu

Locd

Tuition-Dep

Enter new keyword
| s11

[oc ]

Cancel |

Index |

Help |

You can enter broad descriptions as keywords. For example, you can enter RENTAL as your keyword, and DT
Max will add the keyword BUSINESS. From the drop-down menu, select “T776 - Rental”.

Enter new kewword

| RENTAL

ok ]

Cancel I

Index |

Help |

Frow-Tuition-Dep
' Tuition-Donation

e -

# Tuition-Edu

[N K

# PartTime-Program

43 File Edit View Tools Efile Management Preferences Window Help

New cllent
SIN: 000-000-000

e am 444 RBHEL2L200REHA a,

I Production

I=Business income

Contact-Persan
Copy-to-Contact
Jurisdict

+Balance-Sh
1

¢+ Commaodity

T1163/T1164 - Farming (cash-basis)
T1163/T1164 - Farming (accrual-basis)
T2121 - Fishing

T2125-Business
T2125 - Professional

T2125- Commission

% Business [ T776 - Rental |
E*Elusiness—ld

I . .

E%FISC‘PBFIUd T?77 - Employment expenses

¢ First-Last T2042 - Farming (cash-basis)

! Inactive T2042 - Farming (accrual-basis)

You can also enter specific line numbers from the tax return and Schedule 1. For example, you can enter F364,
which represents line 364 of Schedule 1, as a keyword, and DT Max will add the keyword PUBLIC-PASSES, which
is the appropriate keyword to claim the public transit amount.

|=/Public transit amount
Public-Passes
Public-Passes

]

I Publictransit- transit by local bus

local bus

Public transit - transit by
+ Tuition and educatiol| pyplic transit - transit by streetcar

Enter new keyword
| F3s4

Lok |

The same applies for Quebec residents. Simply replace the “F” letter with a “Q”, then enter the line number of the
tax return as a keyword. For example, Q381.

I+ Medical expenses Fublictransit - transit by submeay
l+Charitable donations | Fublic transit- transit by commuter train
+ Provincial tax and cre Fublic transit- fransit by cormmuter bus
+ Provincial property ta Fublic transit - transit by local ferry

Index |

Cancel I Help I

17



Keyword help index

To access the Keyword Help Index, click on the Keyword help index icon, or press F8.

@ File Edit View Tools Efile Management Preferences Window Help

2o gom e 4ABRHL2L205RHALARPO O

|Keyword help index FBl

A new window will appear, allowing you to search your keyword through several methods.

Topic Jacket Farm Aphahetical Click a topic from the index at the left.

- ;
Adjustmerts (T1) [0 b et cosprions "
Alimony
Bankruptcy
Billing
Business

Click a keyward and then use the
buttons below for more detailed help,
ta paste the kepword directly into your
Business reserve client's data, or to find an existing
CAIS instance of this keyword.

Capital gains
Capital losses
|r".arrvhﬁnk

J + Show secondary keywords [

| Feywords Usze az memo, to restrict or adust file
DirectDeposit Request for direct deposit [T1-DD] [LM-3.Q, LM-3.M]
Notes Motes pertaining to a client

Notes-Annual Comments and notes for this tax vear only
Notes-Audit Note to audit trail

Plan-Title Title given to this planning version

List-Memol Memo entry in the client list

List-Memo2 Memo entry in the client list

List-Memo3 Memo entry in the client list

List-Memo4 Memo entry in the client list

List-Memo5 Memo entry in the client list

Custom-Sched  Customized schedule nr meszane

-

8 Add keyword " Find keyword in data % Kewword help a Cloze @ Help

When you click on the Topic tab, DT Max presents you with various topics or subjects that you can choose from in
order to locate the keyword you need. Once you find the topic that corresponds to your client’s situation, select it,
and DT Max will provide you with a list of keywords that you can use. Double-click on the keyword you need, and
DT Max will add it to the client’'s Data Entry.

- =
Keyword help index X

Topic I Jacket | Form | fphabetical | Click. a topic from the index at the left.

Property taxes -
Rental
Repaid amounts

Resource Click  keyword and then use th

. ick. & keyword and then use the
Retiring allowar!ce buttans belaw for mare detaled help,
RPP - past Services ta paste the keyword directly inta your
RPP [/ RRSP contributions client's data, ar ta find an existing

Separation / divorce instance of this keyword.
Spouse
T-slips and RL's
Taw credite - federal
< T | N

Al the related keywords will show
belove with their descriptions.

Show secondary keywords [

| Keywords Income and expenzes related ta rental properties ‘
Disclaimer Alternative disclaimer to print at the end of the tax return

Business siness or rental income and expenses

Labour-Costs  Labour costs

Foreign-Inc  Type of foreign income [T2209, T2036, T626] [TP-772]

\ﬁ Add keyword &Y Find keyword in data @58 Keyword help E Close @ Help
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When you click on the Jacket tab, DT Max displays all the line numbers that are located on the tax return for both
the Federal and Quebec returns, including Federal Schedule 1. Click on a specific line number, and DT Max will
present to you a list of keywords you can use to enter an amount on that specific line. Double-click on the keyword
you need, and DT Max will add it to the client’s Data Entry.

Keyword help indes

| Topic I T | e | Alphabetical | Click a tapic fram the index at the left.

F122 Net partnership income: limited or non-active pi =
F125 Reaqistered disability savings plan income

All the related kepwords will show
belaws with their descriptions.

F126 Rental income - Net [}

F127 Taxable capital gains (Schedule 3)

F156 Support payments rece!ved - Total buttons below for more detaled help,
F128 Support payments received - Taxable amount to paste the keyward directly into your
F129 RRSP income (from all T4RSP slips) client's data, or to find an existing
F130 Other income instance of this keyword.

Click a keyword and then use the

Self-employment income
F135 RBusines== income - Net

4 L1 | > Show secondary keywords W
| Kewwords Fental income [136] / Gioss [D168) |
Lp-Rental T5013 Box 23 - Limited partnership rental income (loss) [Fed. L.126] [Que. L.
Rentallnc T5013 Box 26 - Canadian and foreign net rental income (loss) [Fed. L.126] [C
Business Business or rental income and expenses

Jurisdict.bu Province where business income earned if < 100% in PROV-RESIDENCE
Foreign-Inc Type of foreign income [T2209, T2036, T626] [TP-772]

< 11l ] b

i Add keyword Y Find keyword in data % Keyword help E Cloze @ Help

When you click on the Form tab, DT Max displays all the forms used to calculate the tax return, including those for
the Quebec tax return. Select a specific form from the list, and DT Max will present you with a list of keywords you
can use to enter information on that specific form in the client’s tax return. Double-click on the keyword you need,
and DT Max will add it to the client’s Data Entry.

Keyword help inde 23

| Topic | Jacket | Farmn |Alphabetical | Click. a topic from the index at the left.

Federal ]
era i Al the related keywords will show
T1-Pagel D below with their descriptions.

T1 - Page 2
Schedule 1 - Federal tax

Schedule 2 - Federal amounts transferred from your Click & keyword and then use the
buttons below for mare detailed help,

Schedule 3 - Capital gains (or losses) to paste the keyward directly inta your
Schedule 4 - Statement of investment income client's data, or to find an exizting
Schedule 5 - Details of dependant instance of this keyword.
Schedule 6 - Working income tax benefit
Schedule 7 - RRSP, unused Contributions, transfers,

i

Schedule 8 - CPR/OIPP contributinns
< 1 | b

Show secondary keywords W

| Keypwords Form generated when gainz/losses entered |

Display-0V Force display of schedules not required for filing
Capital-Gain Type of capital gain [Fed. L.127] [Que. L.139]
Cap-Reserves Type of gain reserves available this year [T2017]
CapGainType.fi Type of capital gain

\ﬁ Add keyword \ﬁ Find keyword in data @@ Kepword help E Cloze @ Help
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Error and warning messages

In order to view any errors or warnings you may have in your client’s file, click on the Error and warning
messages icon.

a File Edit View Tools Efile Management Preferences Window Help

EEREEIER xﬁaﬁxﬁ@@ﬁﬁﬁ@&éﬂ@ﬂ@

|Error and warning messagesl

A new window appears, displaying the messages notifying you of required entries that are missing in the client’s file
or errors made in the Data Entry.

ERROR! Client must have FirstName

ERROR! Mizzing data for keyword SEX

ERROR! Mizzing data for keyword LaztMame

ERROR! Mizzing data for keyword Firsth ame

ERROR! Mizsing data for keyword BithD ate

ERROR! Irvalid choice, press [Enter] to select from list of options
ERROR! Irnvald choice, press [Enter] to select from list of options
Mizzing data for kewword Street

Address is incomplete

— Meszsage lwpe Show meszages...
€3 Enor that prevents calculation ™ Always
Q Error that prevents filing 7 Mew meszages only

ﬁ@ Warning " \when requested
!’g} Fepword tagged “For review"

Go o kepword I

Error messages that are indicated in red prevent you from calculating and viewing the client’s tax return.

> ERRORI
€3 ERROR! Client must have FirstMame

Meszage twpes Show messages...
€3 Enmor that prevents calculation @ Always
Q Errar that prevents filing = New messages anly

tﬁ_ ‘W arning " When requested
!? Kewword tagged "For review'

Go to keyward I
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Error messages that are in yellow are warnings that do not prevent you from calculating your client’s tax return.
However, these messages might prevent you from EFiling the client’s tax return.

& Double-click. the selected message to highlight the relevant keyword in the editor.

& Mizsing data for keyword Street
Address iz incomplate

~ Meszage type: Show meszages...
€3 Enmor that preverts caloulation  Always
Q Error that prevents filing " Mew messages anly

A\ Warning  When requested
@ Kewward tagged "Far review'

Gose | beb |

In order to correct an error message, simply double-click on the message itself, and DT Max will direct you to the
keyword that you have to complete or correct.

Keyword Groups

Most keywords entered within DT Max are part of what is called a keyword group. The keyword group starts with
a keyword that is in bold, which is called the Main keyword of the group. It is delineated by a bracket to the left of
the keyword group.

@ File Edit View Tools Efile Management Preferences Window Help

2efamam, 4LRCEL22050REHALR

N lient i

ﬁ\:ﬂnfol_&;l:m_om IF'loductmn ;I I
% Phone | |

@ fra | | [14s] |

To the left of the Main keyword, you will see the Expand icon. Click on this icon to expand or close a specific
keyword group.

#|Phone
Fhone-office

Fax

Cellularno

! Fax-office
1

Fager-no

Expanding a keyword group allows you to see the secondary keywords within the group.
A keyword group has been expanded when the bracket delineating the group is jagged.

When completing a keyword group, you must always complete the main keyword of the group before
completing the secondary keywords. If you do not follow this rule, DT Max will generate an error message that
will prevent you from calculating or recalculating the return (first element of the group cannot be blank).
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Keyword explanation (functionality)

When encountering a confusing keyword, there are several ways of finding out the functionality of the keyword.

Hover your cursor over a specific keyword, and DT Max will give you a brief description of this keyword underneath
the cursor.

&1 File Edit View Tools Efile Management Preferences Window Help

zaam ey 44K BEL22002HAR

New cllent I . - I
SIN: 000-000-000 Production ~|

I+ Employment income (T4)
=/RRSP Deduction (Schedule 7)
# RRSP | |

|RRSP: Contributions to taxpayer's own or spousal plan [Schedule ?]|

If you are already on the keyword (highlighted in yellow), look at the bottom task bar of the program. DT Max will
give you a brief description of the functionality of the keyword.

@ File Edit View Tools Efile Management Preferences Window Help

2lam e 444@ELAR000HA a’

New ClIEﬂt
SIN: 000-000-000 |F'deuctIDn

Personal information
=IChange of marital status
#% StatusChange | ~|
+ Employment income (T4)
StatusChange: Change of marital status I
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A more detailed way of finding out the functionality of a specific keyword is to right-click on the keyword, and select
Help for this keyword. You can also press CTRL+F8 on your keyword.

@ File Edit View Tools Efile Management Preferences Window Help
I - = -
2@ s, 44K PER2 2050 HARE
g@ Ii‘sa{. @ enalry =§ ItlLIT‘H b - s }; ﬁ | é_) n @
New client - -
e oD ST IF‘mducllon _I |< nong >
I+ Personal information
'+ Change of marital status
I+ Employment income (T4)
|=IRRSP Deduction (Schedule 7)
% RRSP \ |
Mark L4
Copy to left-hand side Alt+C
,@ Add keyword Fi1
Delete this keyword Ctrl+Backspace
Expand group F&
Contract group Shift+Fe
I Help for this keyword Ctrl+F8
T Attach note to keyword Ctrl+N
Keyword properties
f‘} Tag keyword "For review" ?
./ Tag keyword "Checked OK" =
QQ Cpen file of other family member Ctri+F12

A new window will appear, giving a more detailed explanation on the functionality of the keyword and, if relevant,
links to the corresponding government documentation.

e - & |
| Show Back Foward Print |
RRSP -1

The keyword RRSP allows you to enter RRSP contributions. When you first enter RRSP, select the taxpayer's own or spousal plan. Then use
the keyword RRSP-Contrib to enter the RRSP contributions.

m

Generally, there are three different types of RRSP information. The first type indicates how much a taxpayer can contribute to a RRSP.
There is the eligible contribution amount for the current year, calculated in reference to earned income for the previous year, and there is
the uncontributed eligible amounts from previous years (amounts never contributed to an RRSP), known as RRSP room. These amounts are
entered with Elig-Room. See that keyword for details.

The second type of information tells the user how much the taxpayer did or did not contribute. Undeducted RRSP contribution premiums
from previous years or from the first sixty days of the current taxation year are entered with Undeducted-Contr. See that keyword for
details.

The third type of RRSP information is for taxpayers who have contributed to the RRSP Home Buyers' Plan. See RRSP-Home for more details.

DT Max will transfer RRSP transferable amounts (rollovers), first to the spousal plan and then to the taxpayer's own plan. Rollovers (except
direct transfers) can be limited with the keyword RRSP-To-Deduct. Then, DT Max will deduct as much as the taxpayer's contribution room
will allow, using the oldest room first up to the most recent RRSP eligible amount.

The following options are applicable for the keyword RRSP.
« Own plan
+ Spousal plan

« Room & limit
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Adding/Toggling between family members

The quickest way of adding family members in a family group is to click on the Open family member’s file icon.

@ File Edit VYiew Tools Efile Management Preferences Window Help

G RBCHL2L00RHAL PO

|Gpen family member's file Ctrl+F12

A new window will appear. Click on Add new family member.

Select family member

Harris, Carlyle

Cahcel

.~'l'l:c||:| N I oK.
family mermber

Help |

The Add a family member window appears, allowing you to choose what type of family member you want to add
to the family group. You can choose between Spouse and Dependant. On the right-hand side of the window, DT
Max indicates the Family head’s name and, if applicable, the Spouse’s name of the family you are currently in.
Once you have chosen the type of family member you want to add, click OK.

— Select family member ta add Current family

' Spouse Family head

" Commor-aw spouse |Harris, Carlyle
™ Dependart [linked to the family head) Spouse

" Dependart [inked to the spouse) |

—Mew client number

The new person will be given this client number. IF yau wish, you may assign
I 4 a different number pravided it is not already uszed in this database.

¥ Use the SmartStart input assistant

ok I Cancel

Once all the family members’ files have been created, you can toggle between their files or Data Entry screens by
clicking on the Open family member’s file icon. Their names will be listed in the window that appears. Simply
choose the name of the family member, and DT Max will load the Data Entry screen of that individual.

Select Family member

Harris, Ermnily

Add new

. QK. Cancel
farnily member

Help |
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Dependant Data Entry requirement

In DT Max’s Data Entry system, a file must be created for a dependant. Within this file, all pertinent information that
comes from the dependant must be entered in the dependant’s file. For example, child care, tuition, medical
expenses and other amounts that can be claimed in a Family Head or Spouse’s file on behalf of the dependant,
must be entered in the dependant’s file. DT Max will automatically transfer these amounts to the Family Head or
Spouse from the dependant’s Data Entry.

TAX RETURN SCREEN

Once you have completed the Data Entry of your client and you have cleared all the error and warning messages,
you are now ready to view the tax return. DT Max will produce the entire tax return based on the information you
have entered in the Data Entry. Simply click on the Tax Return tab to view the tax return. You can also go to the
Tools menu, and select Recalculate current client, or press ALT+F9.

43¢ File Edit View |Tools| Efile Management Preferences Window Help

— Recalculate current client Alt+F9 L

2% & 2 bored a®ne
list entry Batch calculations i L

Carter, Julia ;

STN: 529-000-455 Production - |< none > A

—%l File Edit View Tools Efile Management Preferences Window Help

Wersion : "1} _

| o, Client || & Sate | =g Jex | [ Production 2012

Page Index

On the left-hand side of the screen, you will see a menu with the names of the family members on top and a list of
forms below. By clicking on each family member’'s name, you can see their calculated tax return with all relevant
forms below.

2 | & o | =
<
@ Select a family member

’ Julia Carter

Micholas Carter

% Select a page
Executive summary E -~
Motes and diagnostics
Optimization report
Client notes shest
T1 comparative summary
Tax return summary with spt
Tax return summary with sp«
Tax return summary p1
Tax return summary p2
Report on split-pension incc
Marginal Tax rate p1
Marginal Tax rate p2
T1 Federal-OM p1
T1 Federal-OM p2
T1 Federal-ON p3
T1 Federal-ON p4
T1-Federal condensed p1
T1-Federal condensed p2 |=
T1-Federal condensed T1-
T1-Federal condensed p3
Schedule 1 - Federal tax p1
Schedule 1 - Federal tax p2
Worksheet (Federal)
OM 428 - Ontario p1
OM 428 - Ontario p2
OM 428 - Ontario p3
0N 479 - Ontario credits
ON-BEN - Energyiproperty cl
OMN-BEM - Energy/property ¢
O Provincial worksheet
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By clicking on a form, DT Max will display the completed form on the right-hand side of the screen.

[BH File Edit View Tools Efile Management Preferences Window Help
Version [ § h =

2 e wm fewr  FHEQ O RR0 RUSREOF @O
a Executive summary

@ Select a family

Nicholas Carter

Executive summary

@ elechalnage for 2012 taxation year
-

MNotes and diagnostics

Optimization report

Client notes sheet

T1 comparative summary

Tax return summary with sp( Taxpayer

Tax return summary with sp( First name Julia Nicholas

Tax return summary p1 Last name Carter Carter
[N a2 Client number 635 634

SO R Social insurance number 527-000-459 527-000-087
AECIEIGETEC0) Date of birth 13-05-1932 26-06-1930
Marginal Tax rate p2

T1 Federal-ON p1 Province of residence Ontario Ontario

T4 Federal-ON p2 Street 105 Cedar Ave. 105 Cedar Ave.
T1Federal-ON p3 City Toronto Toronto
T1Federal-ON p4 Province Ontario Ontario
T1-Federal condensed p1 Postal code M4A 1K1 M4A 1K1
T1-Federal condensed p2 | = Home phone number 005-536-2055 905-563-2055
T1-Federal condensed T1-

T1-Federal condensed p3 Email address carter@sympatico.com ncarier@sympalico.com
Schedule 1-Federal tax p1

Schedule 1-Federal tax p2

Warksheet (Federal)

The forms listed in the Page Index are colour-coded.

Forms that are displayed in grey are in-house forms. These are not official government forms. These are forms
created by DT Max to give you additional information on your client’s return. These include summaries and other
calculations that are not found on the tax return, such as GST calculations and Child Tax Benefit estimates.

—%l File Edit View Tools Efile Management Preferences Window Help
2% @ [wm e D @PEOOLR0 RIS EZOPO

L) . Notes and diagnostics e

v Select a family
’Ml
Micholas Carter . .
Notes and diagnostics

% Select a page

Validation errors listing - Name: Julia Carter

Executive summary M SIN- 527-000-450

go:.es.al?i i "0:“65 Tax year: 2012

AT 2R ORHEE Calculated at 12:05:19 07-11-2013 by program version 16.20 by DT Max

Client notes sheet

T1 comparative summary

Tax return summary with spt

Tax return summary with spt P

Tax return summary p1 &

Tax return summary p2 - FEDERAL EFILE

Report on split-pension incc

Marginal Tax rate p1

Marginal Tax rate p2 -
& ol 1 &
R h o Rul

Z!_ The federal return can be filed using efile.
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Forms that are shown in blue are the reproduction of the official Federal forms. These forms are completed by DT
Max based on the information entered in the client's Data entry section. They include the tax return, schedules, and

other relevant forms.

—%Fi\e Edit View Tools Efile Management Preferences Window Help

ersion g}

3;615{“ ” @ 313‘? 25 N;ﬁ,’f.nl Production 2012 VI

RRO RITZ0FO

<
@ Select a family member

The guide contains valuable information to help you complete your return. Protected B when ¢
When you come to a line on the return that applies to you, go to the line number in the guide for more information.

Julia Cartier
Nicholas Cartier

E Select a page
Marginal Tax rate p1 -
Marginal Tax rate p2
Marginal Tax rate p3
T1 Federal-QC p1
T1 Federal-QC p2 ]
T1 Federal-QC p3
T1 Federal-QC p4
T1 - Federal condensed p1
T1 - Federal condensed p2
T1-Federal condensed T1-
T1-Federal condensed p3
Schedule 1- Federal tax (Q
Schedule 1 - Federal tax (QC
Worksheet (Federal)
T183 - Efile authorization p1
T1832 - Efile authorization p2
T1013 - Consent form p1

T1013 - Consent form p2

Please answer the following question:

Did you own or hold foreign property at any time in 2012 with a total cost of more than

CAN$100,0007 see the "Foreign income” section in the guide for more information HfEves[]1 nNo[X]2
If yes, complete Form T1135 and attach it to your return.
If you had dealings with a non-resident trust or corporation in 2012, see "Foreign income” in the guide.

As a resident of Canada, you have to report your income from all sources both inside and outside Canada.

Total income

Employment income (box 14 of all T4 slips) 101

Commissions included on line 101 (box 42 of all T4 slips) 102

Other employment income 104 +

Old age security pension (box 18 of the T4A(OAS) slip) 113 + 6.510/60
CPP or QPP benefits (box 20 of the T4A(P) slip) 114 + 4,425 77
Disability benefits included on line 114

(box 16 of the T4A(P) slip) 152

Other pensions or superannuation 115 +

Elected split-pension amount (attach Form T1032) 116 + 2,887 09
Universal child care benefit (UCCB) 117 +

Forms that are shown in pink are the reproduction of the official Provincial forms, including the Quebec tax
return. These forms are completed by DT Max based on the information entered in the client’s Data entry section.

File Edit View Tools Efile Management Preferences Window Help

Wersien

e | g Dot | 2 Jox | [Froduction 2012 -]

< @ ON 428 - Ontario p1 -exs

@ Select a family
Julia Carter
Nicholas Carter
Select a page
| O 428 - Ontario p1 P
OM 428 - Ontario p2
OM 428 - Ontario p3
OM 479 - Ontario credits
ON-BEN - Energy/property c
ON-BEN - Energy/property ci
OMN Provincial worksheet  —

e o €

HROULAL0 ISR ZOFO

Prc B - when

5:> Ontario

) ON428
Ontario Tax T1 General — 2012

Complete this form, and attach a copy to your return. For more information, see the related line in the forms book.

Step 1 — Ontario non-refundable tax credits

Basic personal amount

For internal use only |@E
claim $9,405 0 940500 1

Age amount (if born in 1947 or earlier)
(use provincial worksheet)

(maximum $4,592) 5T + 4592100 2

Spouse or common-law partner amount
Base amount

i) ?’84‘00
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QuickTrack feature

DT Max offers a sourcing feature called QuickTrack, which allows you to "source" amounts appearing on the tax
return by clicking through to the applicable schedules and forms -- and ultimately the original keyword entry.

In order to “source” a specific amount on a form to its origin, simply double-click on the amount or right-click it and
select Go to source. DT Max will take you to the source form where the amount was calculated.

TG99 - Alternative minimum Rental income Gross 160 18 UUU|[]U et 126 [+ 3.35010

TEI1 - Alternative minimum Taxable capital gains (attach Schedule 3) 127 + 115 875/l S0 to source e
T691 -Alternative minimum Support payments received Total 156 [ Taxable amount 128 + “i Source keywords Fa
TG99 - Alternative minimum RRSP income (from all TARSP slips) 129 + =4 Override this field Ctrl+F2
TE91 - Alternative minimum Other income Specify: 130 + % Help for this field Ctrl+Fa
T&91 - Alternative minimum Self-employment income

T776 Maison des Chutes p1 Business income Gross 162 Met 135 + £ Tag: For review ?
T776 Maison des Chutes p2 Professional income Gross 164 Net 137 + X Tag: Error !
T776 Maison des Chutes p2 Commission income Gross 166 Net 139 + / Tag: Checked OK =
T776-S Maison des Chutes Earming income Gross 168 MNet 141 + % Tag: Final check &
T936 -CNIL p1 Fishing income Gross 170 Net 143 + ] Add a review note Ctelen
T936 - CNIL p2 =

T1013 - Consent form p1 Workers' compensation benefits (box 10 of the T5007 slip) 144

T1013 - Consent form p2 Social assistance payments 145 + =+

T2091 - Principal residence

T2091 - Principal residence ~ Net federal supplements (box 21 of the TAA(OAS) slip) 146 &

Add lines 144, 145 and 146 (see line 250 in the quide). = w147 + ‘
Add lines 101. 104 to 143, and 147. This is your total income. 15{)I§ 215.220180

TE91 -Alternative minimum
TE81 - Alternative minimum
TG91 - Alternative minimum
TE91 - Alternative minimum
TB91 - Alternative minimum
T776 Falls View Rental Hou
T776 Falls View Rental Hou
T776 Falls View Rental Hou
T776-5 Falls View Rental H
T936 - CNIL p1

T936 - CNIL p2

T1 -2013 Federal Worksheet

Use the following charts to make your calculations according to the line instructions in the General income Tax and Benefit Guide.
Keep this worksheet for your recerds. Do not attach it to the return you send us.

m

Line 126 - Rental income

Gross income

18.000/00

18.000/00

Het income

Falls View Rental House

Total =

In order to see the source keywords to use for a specific field that is currently blank, simply double-click on the
empty field or right-click the field and select Source keywords.

T691 -Ntémaﬂ;e minimum Rental income Gross 160 | Net 126 |

TE91 - Alternative minimum Taxable capital gains (attach Schedule 3) 127 + 115.875(0 Go to source F&
TB91 - Alternative minimum Support payments recenved Total 156 [ Taxable amount 128 + 4 Source keywords F8
TE91 - Alternative minimum RRSP income (from all TARSP slips) 129 + o

TE91 - Alternative minimum Other income Specify: 130 + ‘P Help for this field Ctrl+F8
TE91 - Alternative minimum Self-employment income

TO36 - CNIL p1 Business income Gross 162 MNet 135 + f’;’ Tag: For review ?
T936 - CNIL p2 Professional income Gross 164 Net 137 + X Tag: Error 1
T1013 - Consent form p1 Commission income Gross 166 Net 139 + ./ Tag: Checked OK =
T1013 - Consent form p2 Farming income Gross 168 Net 141 + ¢ Tag: Final check #
T2091 - Principal residence Eishing income Gross 170 MNet 143 + T Add a review note Ctrian
T2091 - Principal residence =

T2091 - Principal residence Workers' compensation benefits (box 10 of the TS007 slip) 144

T2209 - United States Social assistance payments 145 + |

T2209 Diag. - United States s

T2209 Diag. - United States Net federal supplements (box 21 of the TAA(ODAS) slip) 146 +

Summary of foreign income

Charitable donations (Feder Add lines 144 145 _and 146 (see line 250 in the guide) = » 147 +

A new window will appear with a list of keywords you can use in order to enter an amount within this particular field.
Choose the appropriate keyword and select Add to data. DT Max will take you back into the Data Entry to the
specific keyword that you have selected.

5l %

Show secandary keywords W

Source keywords - use one of these keywords to add to
this field, or to change its value ...

T5013 Box 23 - Limited partnership rental income (loss) [Fed. L.126] -
Rentallnc T5013 Box 26 - Canadian and foreign net rental income (loss) [Fed. L.126] ?
Business Business or rental inceme and expenses ‘ﬂ
Jurisdict.bu Province where business income earned if < 100% in PROV-RESIDENCE

Foreign-Inc Type of foreign income [T2209, T2036, T626]
4 i | 3

ﬁ Keyword help

Keyword:

Lp-Rental iﬁ, Add to data

7} Findin data
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Through QuickTrack, you can also view the Federal and Provincial general guides for specific line numbers of the
tax return, Schedule 1, and other provincial tax forms (428-Forms for the rest of Canada, TP-1 for Quebec). Right-
click on any field of the relevant form and select Help for this field.

Go to source F&
af Source keywords Fg

Owverride this field Ctrl+F2
% Help for this field Ctrl+F8
F7 Taug: For review ?
x Tag: Error !
./ Tag: Checked OK =
4 Tan: Final check
b} Add a review note Ctrl+N
-

A new window will appear to show the guide for that specific line number.

| | =
l ® = & |
Show  Back Forward  Print |

LiNne 126 — RENTAL INCOME

B¥0 Line 126 — Rental income

Enter your gross rental income on line 160 and your net rental
income or loss on line 126. If you have a loss, show the amount
in brackets. If you were a member of a partnership, also report
any amount shown in boxes 107 and 110 of your T5013 slips or
any amount the partnership allocated to you in its financial
statements.

You must include with your paper return a statement or Form
T776, Statement of Real Estate Rentals showing your rental
income and expenses for the year. If it applies, also include your
T5013 slips or a copy of the partnership's financial statement.

For more information about rental income, see Guide T4036,
Rental Income, which includes Form T776.

If you have a tax shelter, see "Tax shelters” on page 11.

< Previous Indexl Next - =

You can also perform field overrides directly on the specific fields using QuickTrack. Simply right-click on the field,
and select Override this field. A new window will appear, allowing you to enter an amount within that field without
using the Data Entry.

Override: Federal line 126 a

I < enter override > | |+_.'_| X @

Disclaimer: We strongly discourage the use of field overrides. They can cause calculation errors, and
render your client’s tax return ineligible for EFile. Please contact our support department before using any
field overrides.
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Printing the tax return

Once you have verified the tax return, you are now ready to print. In order to print the entire return or perform what

is called Production printing, click on the Production printing icon.

BE] File

Edit View Tools Efile

Management

Preferences  Window Help

2% A M [Production 2012

Version

1@kec Lt e

A new window appears, with several options to choose from.

% Print job sstup I& Printer selection | (‘i; Prirting options I |1E| Forms managarl

M Select which

returns to print

~Which clients

" Curent client

" Cument famity

& Marksd clients

~ Which versions

{* Production retums

€ Other versions

= Flan

7 Plan B

" Flan

[~ Flan D

[~ PlanE

[~ FlanF

[T #sfiled snapshot - federal
[T #sfiled snapshot - Quebec

Select which
destinations to print

r—Copies ta print
Ie Copies to each destination frec.)
- uges the forms manager
@ Copies to selected destinations only
- uzes the forms manager
I™ Federal CRA
I~ Quebec RQ
¥ Ortario MOF
¥ Alberta Reverue
¥ Other jurisdictions
[¥ Beneficiary slips
[~ Client copy
[~ Office copy
[~ Working copy
[ Letterto client
7 [avaiable]
7 [avaiable]

™ Do not print to printer

5]@ Select other DT products

r~ Additional printing
DT FileCabinet

" Frint documents destined orly for
DT FileCabinet

' Print documents destined for both
DT FileCabinet and DT Client Portal

' Do not print documents destined
either for DT FileCabinet or DT
Cliert Portal

Note:
To corfigure what is printed, please go to:
"Preferences > DT FileCabinet".

To select individual forms for printing

y EFILE

Please note that
starting in 2013 tax
preparers who file more
than 10 federal or
Quebec ratums will be
required to file them
electronically.

Mandatory electronic
filing applies to the 2012
tax year and later. I tax
preparers are required to
file electronically but do
not comply they may be
charged a penalty.

|Producti0n printing  Ctrl+P

Multiple printers @
& Go to "Forms printing"

bt PG} [ save @ Heb

By default, you will be under the Print job setup tab. On the left-hand side, under Step 1, choose the clients you
want to print. Your choices are Current client, Current family or Marked clients.

% Print job setup '

Select which
returns to print

ich clients
 Curent client

" Cument family
& Marked clients

& Bint

m Cancel

o Save
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Below, choose which versions of the tax return you want to print: the Production or the Plans (Plans will be
discussed in a later chapter)

—Which versions

= Production retums

@ Other versions

[~ Plan A
[~ PlanB
[~ PlanC
[~ PlanD
[~ PlanE
[ PlanF
[~ Asfiled snapshot - federal
[~ Asfiled snapshot - Quebec

On the right, under Step 2, choose which copies to print. You can print all destinations from the Forms Manager or

select the specific ones you want to print (Forms Manager will be discussed in a later chapter).

m@! Select which

returns to print

[~ Which clients
& Cument client
" Cument famity
" Marked clients

~ Which versions

" Production retums

& Other versions
[ Pan A
[~ Pang
[~ PlanC
[~ Plan D
[ PanE
[~ PlanF
[~ Asfiled snapshot - federal
[~ Asfiled snapshot - Quebec

Select which
destinations to print

= Copies to print

+ Copies to each destination frec )
- uses the forms manager

- Copies to selected destinations only
- uses the forms manager
¥ Federal CRA
¥ Quebec RO
7 Ontario MOF
¥ Alberta Reverue
¥ Other jurisdictions
¥ EBenefician slips
¥ Client copy
¥ Office copy
¥ warking copy
[F Letter to client
I [avaiable)
I (avaiable)

™ Do not print to printer

r [ Additional prirting

B Print job setup I& Pnnterseledmnl &‘Q Prirting nptinnsl @ Forms managerl

gﬁ@ Select other DT products

DT FileCabinet

= Print documents destined only for
DT FileCabinet

€ Print documents destined for hoth
DT FileCabinet and DT Client Portal

" Do not print documents destined
either for DT FileCabinet or DT
Client Portal

MNote:
To corfigure what is printed. please go to:
"Preferences > DT FileCabingt”.

@ Go to "Forms printing"

To select individual forms for printing

Multiple printers &

y EFILE

Please note that
starting in 2013 tax
preparers who file mare
than 10 federal or
Quebec retums will be
required to file them
electronically.

Mandatory electronic
fiing applies to the 2012
tax year and later. If tax
preparers are required to
file electronically but do
not comply they may be
charged a penalty.

= Print

X e =

@ rep

You may also choose to print a selection of pages rather than doing a full production printing. To print selected
pages only, click the Select pages to print icon.

—% File Edit View Tools Efile Management Preferences Window

Help

ersion
| 2, Client ” A Er?ttr‘; | B Iﬁoduction 2m3

100U RKO

RKUede UnPe
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In the Forms printing window, select the appropriate printer and number of copies to print in the Printer section.

F
Forms printing - A ‘ g

Frinter | DT FleCabinet | PDF |

= Select pages
% Printer Jacket federal)  Federal CRA
@ Use this dialogue for occasional printing of selected pages. Jacket {Quebec) Quebec RQ Tene
Authorization 7

que  Office copy

Client letter

Printer R selectal 1R Cearal
e I\\CmGDTXF ANTGOT 755PL| W alidation emars listing ~
Tray: I.N_rtomaﬁcalry Select LI Copies Executive summary Tl

Motes and diagnostics =
I 1 _Ij Optirnization report

Eror prevention report

Client notes sheet

TP1 comparative summary

Taw retuin summarny with gpouse pl
Tax retun surmmary with spouse p2
Tax retum surmary with spouse p3
Tax retun summary with spouse pd
Taw retumn summary pl

Taw retumn surmmary p2

Tax retumn summary p3

T1 and TF1 returns summary pl
MOTE: When printing for filing, you should Ul el Pl RIS Y e e2

use the full "Production prirting” system Marg!nal Taxrate pl
Marginal Tax rate p2

pn - Marginal Tax rate p3
(fa Goto "Production printing” |1 page(s) selected to print g e -

T el A7 A1

I @, it [ Cancel (@) Hep

In the Select pages section, all relevant forms for your client will be listed. Select the page(s) you wish to print and
click Print.

r
Forms printing - A . ‘ E

Frinter | DT FleCabinet | PDF |

—Select pages

] P"nte.r ) ) Jacket ffederal) Federal CRA e
Use this dialogue for occasional printing of selected pages. Jackt {Quebec) Quebec RQ TEre
Authorization g Office copy
Clier ciary Client letter
Printer [ selectal % Clearal
Name: [\\C016DTXPRNTGOT Xerox5755P
I LI Marginal Tax rate p2 -
Tray: | atomaticaly Select > ) Marginal Tax rate p2
! = copes Federal-QC pl

Federal-QC p2

lﬁ

Federal-QC p3
Federal-QC p4

T1 - Federal condensed pl

T1 - Federal condensed p2

T1 - Federal condensed T1-KFS

T1 - Federal condensed p3

Schedule 1 - Federal tax [QC) p2
Schedule 3 - Capital gains, losses
Scheduls 4 - Investment income
Schedule 5 - Details of dep.
Schedule 7 - RRSF
MNOTE: When printing for filing, you should fuioiksheetilhcderall

use the full "Production printing” system TB57 - Capital gains deduction p1
TESY - Capital gains deduction p2

(:9 Go to "Production prnting” Fpage{s] eeieted ok TES? - Capital gains deduction p3 il

TCOA  Albrriabr i reieines e b 1

! | Jo pint | Edconcdl @ b

Tip: You may select the pages one at a time by holding down CRTL on your keyboard and clicking on the required
pages from the list.
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PREFERENCES MENU

The Preferences menu is the place where you can set up DT Max to perform automatic tasks for you. In the DT
Max Basics section, we will see the items you should set up at the beginning of every year before starting any files.

Identification

The Identification section is the place where you will enter your identification information as a tax preparer. DT
Max will automatically complete the relevant authorization forms for all your clients in the Client List.

In order to set this up, go to the Preferences menu and select Identification.

| £% File Edit View Tools Efile Management | Preferences| Window Help

e Cllont — I Identification... I
e a x o (4 (g
list | &3 entry | % return d% \ﬁ “jg User's defaults... Alt+F2

Carter, Julia R .
SIN: 527-000-459 l@ Orms Manager...

@ Printing options...
Client letter...

=| Archiving and PDF...
EFILE setup...

Modem...

Billing...
Text macros... Alt+F1

Security system 4
DT MetLink ...
User interface...
Audit trail ...
71 DT ScanDoc setup ...

Under the first tab, Main name and address, enter the identification information of your firm.

Tax preparer identificati

Main name and address | Atemate name and address | Identfication numbers |

% Company name

&5 |
Street
City
Province Postal code Country
IOuebec ;I I ICanada
Contact person:
First name Last name Title or position
Phone number Extension Faxx number
Email address

b e Edcace @ Hebp
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Under the second tab, Alternate Address, enter an alternate address you can use for certain tax returns. To
activate this address in a personal tax return, use the keyword FIRM-ADDRESS, and select Alternative address
in the client’s Data Entry.

Tax preparer identificati

Main name and address| Altemate name and address | |dentfication numbers |

Company name
&
Street
City
Province Postal code Courtry
IQuebac LI I Canada
Contact person:
First name Last name Title or position
Phone number Extension Faxe number
Email address
When to use altemate name and address {Lse keyword FIRM-ADDRESS to ovemide this choice )
INaver-a\ways use "Main name and address” ;I
r'v' Save m Cancel @ Help

Under the third tab, Identification numbers, enter all of your pertinent identification numbers that identifies your
tax preparation practice. At the bottom left corner of the window, enter the relevant ID numbers needed for the
T1013. Click Save once you are done.

Tax preparer identificati
Main name and address | Atemate name and address | dentfication numbers

Business number

I r~Goods and services tax information
Trustee in bankruptcy number GST/HST registration number
Discounter number GST/HST rate
I |13 % I UseHST
Quebec enterprise Quebec identification
number (NEQ) number
| | IC 0001
r~ Provincial sales tax information
Ti013 PST registration number
ReplD GrouplD
I Gl
PST rate
Name of aroup w7 Apply GST before
I IB %™ applying PST
;—" Save m Cancel @ Help
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User’s Defaults

The User’s Defaults section is the place where you can choose defaults for all your clients. Through this section,
you can have DT Max automatically complete certain areas of your clients’ tax returns. Moreover, you can set up
technical defaults as well, such as your range of client numbers and a verification system.

In order to access this section, go to the Preferences menu, and select User’s Defaults.

(&3 File Edit View Tools Efile Management | Preferences | Window Help

2 [ e [ x| R B

Carter, Julia
SIN: 527-000-453 uﬂ

Identification...

User's defaults... Alt+F2

Forms manager...

Printing options...
Client letter...

=] Archiving and PDF...
EFILE =setup...

il

Modem...
Billing...
Text macros... Alt+F1

Security system 4
DT NetLink ...
User interface...
Audit trail ...
{1 DT ScanDoc setup ...

The first tab is the Client information tab. Under this tab, you can select the default province of residence, city,
and language of correspondence for all new clients added to your Client List. You can also set up a SIN validation
requirement for your Client List to avoid duplicate clients.

Client information | Tax calculations I Tax retum I Miscelaneous I

These defaults are used when adding a new Province or temitory
client to your database. IF'rince Edward Island

Select the values that are appropriate to your
location and clients City

Language (of client)
|English

[~ Disallow duplicate entry of client SIN

35



Under the Tax calculations tab, indicate how you want DT Max to handle the instalment payment calculation and
if you want the program to automatically convert U.S. income earned into Canadian currency.

User's defaults - T.
Client information | Tax caleulations | Tax retum | Miscellaneous |

Calculation of instalments / overpayments - Foreign exchange
<] | o Aomate conversontion Usto
Canadian dollars

Processing of March instalments / overpayments

IFedemI - Deduct from June instalment ;I T Exchangs

Select El eamings default year EE

T4 - 1999 1.4858

I J 2000 1.4852
2001 1.5484

[+ Automatic calculation of old age security pension 2002 15704
2003 14015
2004 13015

[¥ Claim ITC refund i possible 2005 12116
2006 1.1341
2007 10748
2008 1.0660
2009 1.1420
2010 1.0299
20Mm 0.9891
2mz2 0.9936
2013+ 0.9996~

G\ Bork of Canada et chat for 2012

bl s Bcance (@ Hep

Under the Tax Return tab, you can set up fields that DT Max will automatically fill out in the client’s tax return. You
can also set up your default settings for the authorization forms generated within your client’s tax return. You can
set the limit of consent and the level of authorization you want for all your clients.

User's defaults - T

Clignt information | Tax calculations Miscelansous |
Mailing address C 1data
R ~ | -

4 §
E Mumber of prior years to show on summaries.
Eprie (Data must exist on the prior years' print queues.)
Home only LI
The Elections Canada guestion ¥ Display the tax planning summary
Canadian citizen - Blection No VI
Displaying comparison data with the tax retum requires extra
Print balance due in "amount enclosed” field resources. You should disable this feature if you work with a
No payment 'I slow computer or congested network.
Type of preparer of tax retums
Authorization form IProfesswnaI 12 preparer ;I
Limit of consent T e o p
lm LI ¥ Print address of firm on cliert letter and invoice
e crmn Print cumrent date wherever a signature is required. (Use the
Personzl income tax retums | | @ keyword SIGN-DATE in 3 cent’s la o pirt 3 specific
[ Level 2- Disclose.request changes - T1013 date )
(Grant power of attomey - MR-65)}
[ Authorize online access to the T1013

@ Save m Cancel @ Help
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Under the Miscellaneous tab, you can set up other preferences such as the range of client numbers, verification
requirements (discussed later on), company logo on the client letter, and enabling sorting.

[ User's defaults - T

Client information | Tax calculations | Taxretum || Miscellaneous

— Range for new client numbers ————  ~ Display company logo
lixm — ok You may choose to display your own company logo on certain
1 I 10000 supporting documents. Click the "Logo help" button for full details.
Client numbers must be in the range from
1to 99.999.999. [ Display company logo (7) Logo help
| Cumency format Mame of logo bitmap file
English French

|DTWLOGO BMP

(1234567 ~| [1234567 |

Data entry 1
Inone (as entered) LI
\ ion requirements
™ Keywords
[~ Tax retum
I EFILE consent

r Field review tags
¥ Alow tagging of fields

[V Print tags with "Screen print” " Show as ”_Inacti\re" (grey) any files nat
accessed in past 2 years

@ Save m Cancel @ Help

[+ Enable sorting whers possible

Once you have gone through all the tabs, click Save at the bottom of the window, and DT Max will apply this setup
to all your clients.

Forms Manager

The Forms Manager is the place where you determine what forms will print when you print your client’s tax return
through Production Printing.

To access the Forms Manager, go to the Preferences menu and select Forms Manager.

&% File Edit View Tools Efile Management Plefelencs] Window Help

Client Data Ta -ﬁ -ﬁ ﬁ Identification. ..
& =l @ a x 3 3 3
fist entry % return| : h User's defaults... Alt+F2
Carter, Julia
SIN: 527-000-459

Forms manager...

@ Printing options...
-

Client letter...

Archiving and PDF...

EFILE =setup...

Maodem...

Billing...

Text macros... Alt+F1

Security system ¥
DT MetLink ...
User interface...
Audit trail ...
1 DT ScanDoc setup ...
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You will now see a list of forms on the left-hand side of the window as well as columns. Each column represents a
Destination. In other words, the forms that are printed under a particular column are “destined” for the place
indicated in the column header, for example, the client copy.

[ Printing tax returns m— |

& Printer selection | @Q Printing options LE}:\l Forms manager |

Prirting condition e
=| For each combination of destination and form, S om oroer

select the printing conditions X Do ”f’* "“"t_ (% Screen order

J Print if required (paper)  Print order

|7 Print if required (EFILE or paper) P i

j Print if data eodst Alphabetical order

Mark a range of cells by holding down the left mouse button and dragging the
mouse. Then choose the required printing condition from these options —>

Federal Quebec
CRA RQ

Letter
to client

-

3

Name of form or schedule

Client Office Working
copy copy

Error prevention report

T1 planning summary

TP1 planning summary
Client notes sheet

T1 comparative summary

TP1 comparative summary

Tax returns summary - Bankruptcy

Tax return surnmary with spouse

Tax return surnmary

T1 and TP1 returns summary

Report on split-pension income

Marginal Tax rate

T1 - Federal tax return

T1 - Federal tax return-NL
T1 - Federal tax return-NS
T1 - Federal tax return-QC
m
®

5 5/ 55 e v 5 5 e I e 9 5 e 5 e e
5 ¢ 55/ e ) 5 e I e 5 5 e v e e
By Ay gy )y Ay ey A ey ey gy
Lyl ul vl i ul vl ui vl ui ul ol ol vl wi ut vl u

- Federal tax return-ON
Prirt this list 3 Reset

1| e /5 50550 5 52 52 e/ 5e ¢ B 5 ¢/ e e 5%
© | 35¢)5¢/5¢/5¢ 5¢ B¢/ 550/ B¢ B¢ B B¢ ¢ B¢ B¢

p

m Cancel

There are 4 different options to choose from when editing the Forms Manager. The options are: Do not Print,
Print if required (paper), Print if required (paper or EFile), and Print if data exists.

Printing conditions
x Do not print
J Print f required (paper)

#7 Prirt if required (EFILE or paper)
@ Frit if data exdst

Under the Federal CRA and Quebec RQ Destinations, choosing Print if required (paper) for a specific form
means that the form will print IF it is required AND you are paper-filing the client’s tax return.

Choosing Print if required (paper or EFile) for a specific form means that the form will print IF it is required
regardless if you are EFiling or paper-filing your client’s tax return.

Under every other Destination, choosing Print if required (paper) or Print if required (paper or EFile) will
perform the same task whether you are EFiling or paper filing.

If you choose Print if data exists for a specific form, DT Max will print the form not only if it is required to make a
complete tax return, but also if it contains any information that may be useful in understanding or verifying the
return. This applies to all Destinations.
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In order to edit the Forms Manager, simply right click at the intersection of the form and the Destination, and
choose amongst the 4 different options.

[ining e e | =)
(55 Printer selection | (5 Printing options {2 Forms managsr |
For each combination of destination and form, ;’"Ef:;”:::“ Fom erder
&, select the printing conditions (¥ Screen ordsr
) ] i Pt f required (paper) -~
Mo 2 range o cells by olding down the s mouse buton and dragging the | - by 10 e EEILE o paper) Prnt order
mouss. Then chooss th rsquired printing condtion from thess options —> (~ Aphabetical order
@ Prrt f data exist
Name of form or schedule F?RT ! QURESE( ?;r;.t | [::;; W:{;:‘;g tnit\f:m ﬁ
Error prevention report Far o i JF3 F3
T1 planning summary X Do not print x X
T ooty X Print if required (paper) % X
Client notes sheet % Print if required (EFILE or paper) 4 e
T comparative summary F3 Print if data exist x F3
TPL comparative summary x s 7 7 F3 X
Tax returns summary - Bankruptcy 3 3 Fi Fi F3 X
Tax return summary with spouse [F3 [F3 o o % X
Tax return summary F3 3 o o P F3
1 and TPL returns summary 3 F3 73 o F3 X
Report on split-pension income X X Fi Fi F X
Marginal Tax rate 3 x Fi Fi 3 P3
T1 - Federal tax return 3 x Fi Fi x X
T1 - Federal tax return-NL 3 x Fi Fi x X
T1 - Federal tax return-NS 3 % & i 3 P
1 - Federal tax return-QC F3 F3 i i x F3
T1 - Federal tax return-ON x = =3 i X X 2
G Print this list 3 Reset
« OK Bcance [ 5o @ Heb

Tip: A quick way of editing the Forms Manager is to cancel the printing of all the forms within a Destination and
then select the forms you wish to print.

In order to do this, click on the Destination header. Once clicked, the entire column will be highlighted in yellow.

Federal Quebec Client ice Working
MName of form or schedule CRA RQ copy copy copy

Executive summary
Motes and diagnostics

Optimization report

Error prevention report

T1 planning summary

TP1 planning summary
Client notes sheet

T1 comparative summary

TP1 comparative summary

Tax returns summary - Bankruptcy

Tax return summary with spouse

Tax return summary

T1 and TP1 returns summary

Report on split-pension income

Marginal Tax rate
15P-3025 - Application for GIS
I15P-3025 - Renewal for GIS

R e ¢ e e 5 e I e e 5 ¢ 5 e ¢
5 5 5% 552 Bt 5 B¢ ¢ 5 e 5 % ¢3¢ e 8¢
Ry )y iy e R iy B
Lt Ut ul ul ul uh vl ul Ut ul Uk el Ul Ul ul ey
X 5 5 B ) B 5 ¢ I B 5 ¢ ) e ¢

Right-click in the highlighted area, and select Do not print.

Name of form or schedule Federal Quebec Client Office Waorking Let!‘.er -
CRA RQ copy copy copy toclent ||

Executive summary o F3 F3

Notes and diagnostics =r w w

Optimization report Do not print

Error prevention report Print if required (paper)

T1 planning summary Print if required (EFILE or paper)

TP1 planning summary
Client notes sheet

Print if data exist
| & &

55 5 5% 50 3¢ XX
55 5 5% 50 3¢ XX
x&&&&&k
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Now, pick the forms you would like to print by right-clicking at the intersection of the form and the Destination, and
choose amongst the 4 different options.

Once you have completed the editing of the Forms Manager, click on Save. DT Max will now apply your setup to
all your clients’ returns within the Client List.

N £ hedul Federal Quebec Client Office Working Letter -
ame of form or schedule CRA RQ copy copy to client ||

Executive summary
Notes and diagnostics

Optimization report

Error prevention report

T1 planning summary

TP1 planning summary
Client notes sheet

T1 comparative summary

TP1 comparative summary

Tax returns summary - Bankruptcy

Tax return summary with spouse

Tax return summary

T1 and TP1 returns summary

Report on split-pension income

Marginal Tax rate

ISP-3025 - Application for GIS
I5P-3025 - Renewal for GI5

i Print this list 9 Reset

550 5t Y Ay i 3¢ 5 3¢ 6 9 5 ¢ ) 8

R/ e e e e 5/ e e e e e e e b e e
3 ¢ 5 ¢ %) % 5 0 B 5 B ¢ 5 B 5% B B

B g g g g g g g g g
T 55 550 5 ¢ ¢ 53¢ ¢ ¢ B¢ 3¢ 3¢ 3¢ ¢ ¢
@ | 3|50 55 5 |be b e |5 b ) e 5T ¢/ e B¢ e

t
u ]
I

Cancel

It is strongly recommended that you print your Forms Manager setup after you have completed the editing. This
allows you to have a backup copy of the setup you have performed.

In order to print your Forms Manager setup, click on Print this list.

1SP-3025 - Renewal for GIS | & X »® o x 4 2
o Print this list 3 Reset

If you make mistakes editing your Forms Manager, you can always return to DT Max’s default setup.

In order to reset your Forms Manager, click on Reset.
| 15P-3025 - Renewal for GIS | & x X o ® X <

&y Print this list | A Resat |

T
Iz

m Cancel E Save @ Help

A new window appears. Select Reset to DT Max defaults, then click OK.

Reset to default values ===

" PReset to company's defaulls

&

o OK a Cancel @ Help
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DT MAX ADVANCED FEATURES

Now that we have seen some basic features of DT Max, we will see some more advanced features of the program.
We will break up these features amongst DT Max’s three screens and the Preferences menu.

CLIENT LIST
Filtering the Client List

DT Max allows you to filter your Client List in order to find specific clients that meet certain criteria. For example,
you can find your clients that have an EFile error in their file, clients for which you used a specific keyword in their
Data Entries, etc. These filters are customizable to suit your needs.

In order to set up filters in DT Max, within the Client list screen, go to the Tools menu and select Filter the client
list.

[T File Edit View | Tools | Efile Management Preferences Window Help

Recalculate current client Alt+Fg

Client Data || _
list entr Batch calculations

Clignt ﬂ-l M arme
119 |
izo0 , G Extract

5000 Bois|fy Merge
5001 Tremdb Clone family members

Filter the client list

A new window appears, allowing you to choose amongst available or spare filters. Choose one of the spare filters
to customize and click Edit filter.

Client list filter selecti

— Select filer

" No filker
 Your clients only

Epare filter

Spare filker
Spare fiker
Spare filker
Spare filker
Spare filker
Spare filker
Spare filker
Print queue
EFILE queue

Edit filter
Apply filter Cancel

o e T Tie e e The e Te | O
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A new window appears, with several customization options to choose from. As a first step, you should always
change the name of the filter according to what you are trying to find.

Mame of filter "Accountant code

ISpare filte Ix [Enter = for all
accountants. |

— Processing status of client

Change processing status filters

These processing statuses apply to:
§ =
—Davs since last activity———————————————————— [ Keywords Language

Betmesn | P |— & Al clients
le " Englizh arly
Between Ix : lx—  French only

|x
|x

— Client. birthdays

"Calculated tax data

oK I Cancel |

You can use one or several filters in combination when filtering your Client List.

Accountant Code

You can filter your Client List by the Accountant code, or User ID, that is assigned to a specific client. Remove the
asterisk and enter the Accountant code or User ID.

Client list filter
Mame of filter —Accountant code
ISpare filked x [Enter * far all
accountantz. |

~ Processing status of client 1
Processing Status of Client

You can filter your Client list based on the Processing status currently assigned to your client’s file. The
Processing status indicates to you the point you have reached in the completion of your client’s tax return. For
example, it will indicate if you have errors in the data entry, if your client’s file is eligible for EFile, etc.

In order to activate the processing status filters, click on Change processing status filters.

l Processing status of client

®

Change processing status filtkers

A new window will appear, allowing you to select several processing statuses for filtering. You can select up to 5
processing statuses at the same time.
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The processing statuses you have chosen will appear in the Processing status of client section.

[ Mo data this year

[ File incomplete

[T &waiting verification of kegwords
™ Kewwords verified and locked
[~ Data Ok

™ Mo returm required

[ Review required

[ Awaiting verification of return

™ Ready to print

[ Awaiting EFILE consent

™ Marked for EFILE

[ Ready for EFILE

[ Transmitted by EFILE - no acknowledgement
[ EFILE emors

[~ EFILE acknowledgement received
™ Printed

™ Collated

[~ Maied

[T &ssessment received

™ File closed

[ File ot closed

Clear all entries |

Ok, I Cancel |

Tip: Your best option when filtering through processing statuses is to only choose one processing status at a time.
This will render more precise results when filtering.

Days since last activity

You can filter your Client list based on the days since you have edited your clients’ files. Simply enter a range of
number of days, for example from 0 to 30 days, to see which clients you have worked on during the last month.

Daps since last activity Kemaords Language
Bebtween IEI Elnl:||3|:| I“ e Al clients
#

Client birthdays

You can filter your Client List using the birth dates of your clients. Enter the date in the following format:
dd/mm/yyyy. Enter the range of client birthdates you want to filter.

- Clent birthdans

Between (01011330 and |31121360 Ix—
]

I " Englizh only
" French only
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Keywords

You can filter your Client list based on the keywords you have entered in the Data entry. For example, you can
enter TUITION-EDU, and DT Max will find the clients that have tuition amounts in their Data entry. You can search
up to 4 keywords in one filter

— Days since last activity —kewwords—— | - Language

Betwesn I" andl“ ITUITIEIN-EDLI & Al clients
= Endglizh anly
Between I and I I— = French anly

— Client birthdays

Tip: Your best option when filtering using keywords is to only enter one keyword at a time. This will render more
precise results when filtering.

“pn

You can also perform reverse filtering with the Keywords section. Simply add an exclamation mark “I” at the front
of the keyword you enter within this section, and DT Max will exclude the clients that have this keyword in their
Data Entry.

— Dayz gince |ast activity — Fepwords——— | — Lahguage

Bebween Ix anu:llx I!TUITIDN-EDLI & Al clients
= English anly

— Client birthdays

Bebazen Ix and Ix Ix {7 French orly

Calculated Tax Data

You can filter your Client List based on amounts calculated in the client’s tax return. For example, you can find
clients that have an amount on a specific line of the tax return.

In order to do so, you must first get the Field Codes on the tax return. To view the Field Codes, go to the View
menu and select View or print blank forms.
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L File Edit View | Tools Efile Management Preferences Window Help
%Cll_ent @ g Spouse . Alt+F12 . 21 }; }@ 6
=4 list &g Other family member Ctrl+F12
Client # = Plan v pdate  —| Languags |
119 Eng
120 Eng
5000 5-08-23 Fr
5001 8-03-05 Fr
25 2-04-10 Eng
28 5-02-14 Eng
26 5-02-28 Eng
7 Gota N 0-04-14 Eng
S | .
& Show fields on tax return Ctrl+F7 2-03-22 Eng
108 Field review tags 4 -05-13  Eng
111 14-05-06 Eng
109 Family list 7-10-29  Eng
110 Refresh list Ctrl+R  }3.p1-21 Eng
106 I View or print blank forms Ctrl+F3 |f0-02-02  Eng
13; Shcn:\r status bar ;:;i:ﬂ? E:;

A new window will appear, allowing you to pick any form that DT Max produces and view it on the screen in blank
format.

Select the form on which you want to filter a specific field, and click Display.

Select forms to print Frinter

Executive summarny I WWEMED T=PRMTGOTAWHP4250E cono
Mates and diagnostics Tray

O ptimization report I.-’-"«utDmatiu:all_l,I Select

Error prevention report )

T1 planning summary Mumber of copies

TF1 planning surmmary 1

Client notes sheet Choose the forms pou wish ta priat,

1 GRS S Select multiple forms by using [Click] then [ShiftsClick] t

s elect multiple forms by using [Click] then [Shift+Click] to
VIPY Geyper=iys sUintey) mark. a range, or [Click] then [Chil+Click] to mark individual
T ax returns summary - Bankruptoy farms.
T ax return summary with spouze
T aw return surmmary
T1 and TP1 returns summary Mate: Forms shown with """ are not supported for tax
calculations purpozes but can be printed az blank forms.

Report on zplit-penzion income
Marginal Tax rate

I5P-3025 - Application for GIS [™ Select individual pages
ISP-3025 - Renewal for GIS

T1 - Federal tax return [ Show field infarmation

T1 - Federal tax return-ML -
T1 - Federal tax retum- S = Frint | Cancel

Find the field or line you wish to apply a filter to, then go back to the View menu and select Show fields on tax
return.
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gé File Edit | View | Tools Efile Management Preferences Window Help
S Alt4+F12 [ 4
2 1.0
= list &g Other family member Ctrl+F12 B "
Blan y £ on the return th
=
Se.‘ecte blowing questic
T1 Federal
T1 Federa On property at any
T1 Federal Foreign income” s
T1 Federal Expand group F6 135 and .attach it t
i non-resident trust
Show/hide page index F12 | you have to rep:
Go to L4
Zoom 4 of all T4 slips)
| Show fields on tax return Ctrl+F7 ine 101 (box 42 of
Field review tags r

You will notice that field codes will appear within every line of the form you are viewing. You can now either mark
down the particular field code you need for use within a filter or you can print the form with the field codes showing
and archive these pages for future reference when filtering.

< The guide contains valuable information to help you complete your return. Protected B when completed 2
IL‘! Select a page When you come to a line on the return that applies to you, go to the line number in the guide for more information.
plle derslp Please answer the following question:
[ T1Federalp2 |
T1 Federal p3 Did you own or hold foreign property at any time in 2013 with a total cost of more than . I
T1 Federal p4 CANS100.0007 ses the "lgzorzigg intome" Lection in the guide for mare information .. ... ... ... B Yes [ No [§27
If yes, complete Form T1135 and attach it to your return.
If you had dealings with a non-resident trust or corporation in 2013, see "Foreign income” in the guide.
As a resident of Canada, you have to report your income from all sources both inside and outside Canada.
Total income
Employment income (box 14 of all T4 slips) 101 ozt
Commissions included on line 101 (box 42 of all T4 slips) 102 oz
Other employment income 104 + Fz104—|
Old age security pension (box 18 of the T4A{0AS) slip) 113 + Foz i
CPP or QPP benefits (box 20 of the TA4A(P) slip) 114 + Faz i1
Disability benefits included on line 114
(box 16 of the T4A(P) slip) 152 Fs
Other pensions or superannuation 15 + i
Elected split-pension amount (attach Form T1032) 116 + Foz i
Universal child care benefit (UCCB) 17 + =-3="-'-7_
UCCB amount designated to a dependant 185 foz1e
Employment insurance and other benefits (box 14 of the TAE slip) 119 + )
Taxable amount of dividends (eligible and other than eligible) from taxable
Canadian corporations (attach Schedule 4) 120 + 2120
Taxable amount of dividends other than eligible dividends,
included on line 120, from taxable Canadian corporations 180 |
Interest and other investment income (attach Schedule 4) 121 + i I
Net partnership income: limited or non-active partners only 122 + e
Eegistered disability savings plan income 125 + s
Rental income Gross 160 ] Net 126 + priE
Taxable capital gains (attach Schedule 3) 127 + pei
Support payments received Total 156 = Taxable amount 128 + e
ERSP income (from all TARSP slips) 129 + Foz 1z
Other income Specify: T= ] 130 + O 150

Once you have the field code you need, go back to the Client list, then go to the Tools menu, and select Filter the
client list.
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[EL File Edit View | Tools | Efile Management Preferences Window Help
— Recalculate current client Alt+F3
Client Data )
list entr Batch calculations
Client ﬂ-l Mame |f - : :
| Filter the client list
119
120 ,  |&H Extract
5000 Bois| g Merge
5001 Tremd Clone family members

Choose one of the spare filters to customize and click Edit filter.

Client list filter selecti

— Select filter

= Mo filter
" Your clients only

Spare filker
Spare filker
Spare filker
Spare filter
Spare filker
Spare filter
Spare filker
Spare filker
Frint queue
EFILE queue

ia la e Te T e e Ne Be B

Apply filter | Cancel |

Go to the Calculated tax data section, and enter the field code you are searching for in the proper format. The
field code you will enter is the same as the one you noted when you viewed the fields on the blank forms.

Client list filter

Mame of filker "Acc:ountant code

Ix [Enter * for all
accountants. ]

ISpare filker

— Processing status of client

Change processing status filkers

These processing statuses apply to:
§ =l

—Days gince last activitp———————————————————— Keywords———————— Language

Between Ix and Ix @ All clients

— Client birthday = " English only

Between I and Ix " French only

" Calculated tax data

Cancel
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The field codes have to be entered in a specific format. You must also specify what precisely you are looking for
within a particular field. For example, for a specific field, you have to specify whether the condition you want is that
the field is equal to zero, or a field is within a specific range.

When entering the field code, you must start with the percentage symbol “%”. For example, if the field you marked
down and you want to filter on was F32:162, it must be entered as such:

%F32:162

Having specified the field code, you must now specify the condition, i.e., what are you looking for within this field.
To specify the condition, you must use mathematical symbols such as:

> Greater than

N

Smaller than

Equal to
>= Greater than or equal to
<= Smaller than or equal to

Using the previous field as an example, if you are looking for a client that has an amount within this particular field,
your filter would be entered as follows:

%F32:162>0

You can specify any amount within the condition. You can also use any of the mathematical symbols mentioned
above.

You can also search two field codes at the same time. In order to filter your client list based on one field code or
another, you filter would be entered as follows:

(%F32:162>0) %OR (%F32:162<0)

You must enter each field code within brackets.

If you are searching for one field code and another, your filter would be entered as follows:
(%F32:162>0) %AND (%F32:162<0)

Filter menu

Once you have set up your filters, they will be placed in the Filter menu for future use. In order to re-select one, in
the Client List, simply click on the drop-down menu and select the one you need.

E File Edit View Tools FEfile Management Preferences Window Help
e — Filtzr
Client Data Tax : a al 2 g 0
list | entry || %mtum| Do nat filter j
. Crar kit filker .
Client # I Mame Your dlients anl | | Birth date | Language |
119 Filter Buziness [ncome Eng
Spare filter
120 Spare filker Ena
s000 Beisvert, Daniel| Spare filter 60 1985-06-23 Fr
5001 Tremblay, Lise Spare fiter 78 1988-03-05 Fr
Spare filter
25 Campeau, Stephy| Spare fiter 18 1972-04-10 Eng
. Spare filter
28 Campeau, Lucie Print quevs 82 2009-02-14 Eng
26 Cassano, Theresa || EFILE queue 18 1975-02-28 Eng
7 Desbiens, Luc 111-111-118 1%50-04-14 Eng
5 Dubois, Maurice 111-111-118 1950-07-04
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Extracting and merging clients

Extracting and merging clients is the process of exporting or importing existing client files in your Client List.

Extracting Clients

As a first step, you must select which clients you want to extract. To choose a client to extract, simply click on their
name in the Client List. If you want to select several clients, press the Space bar on the names of the clients you
wish to extract. An arrow will appear next to each selected name, which will be highlighted in yellow in the Client
List.

EL File Edit View Tools Efile Management Preferences Window Help

G @ mm, (e PR L08R HUOO

Client ﬂ—l M arme —| SN —| Bith date = Language | Processing status
» 7 Deshiens, Luc 111-111-118 1950-04-14 Eng Ready to print
3 5 Dubois, Maurice 111-111-118 1950-07-04 Eng Ready to print
4 6 Duplessis, Denise 222-222-218 1952-03-22 Eng Ready to print

102 Fradette, Nelson 870-000-353 1965-05-13 Eng Mo data this year

111 Fradette, Fierre 870-000-361 1994-05-06 Eng Mo data this year

109 Bureau, France 870-000-718 1967-10-29 Eng Mo data this year

110 Bourget, Isabelle 870-000-592 1941-01-21 Eng Mo data this year

106 Goulet, Renee 870-000-296 1980-02-02 Eng Mo data this year

107  Goulet, Antoine 870-000-809 2011-11-08 Eng Mo data this year
4 3 LaFrambroise, Ephrem 111-111-118 1940-05-10 Eng Ready to print
3 9 Miranda, Anne 222-222-218 1940-12-31 Fr Ready to print

Once you have selected the clients to extract, go to the Tools menu and select Extract.

&~ File “Edit View || Tools || Efile Management Preferences Window Help

P Recalculate current client Alt+F3 bl 1

Client Data i Q Q 6 L}
list entr Batch calculations

Elient#-l M ame Filter the client list g =| Language | Procs
r 7 Des Therthe chent | 4-14 Eng Reac
> 5 Dubdqgd Extract §7-04 Eng Reac
2 6 Duplefs Merge 3-22 Eng Reac
108 Frad Clone family members 5-13 Eng Mo d
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A new window will appear, allowing you to choose from several options.

In the Clients to extract section, choose which clients you want to extract from the Client List.

Clients to extract D ata to extract

 Current family 2012, 2013, 2014

& Marked families & &l pears [avoid on bz nebwark ]

 Your own clients
] Include printing and EFILE data
[where available]

&l clierts on the database

Mame of the file receiving the extracted data

L4 sers\u01 BBEEEDesktopit] filed Erowse |
0K I Cancel | Help |

In the Data to extract section, select which years you want to extract.

[Et=ct cient data

Clignts to extract Data to extract

= Current Family 2012, 2013, 2014

 tarked families 4l years [avoid on busy networks)
7 Your own clients

v Include printing and EFILE data

&l clients on the database [where available]

Mamme of the file receiving the extracted data

4 eers U BEREEN Dasktopht filed Browse |
0k I Cancel | Help |

In the bottom portion of the window, you can name and choose the path for which you want to save your extract.
Click on the Browse button, and choose the path you want to save the extract through Windows Explorer.

_ S B Desktop » 43 [l Search Desktop »
Extract client data Organize v New folder B 0 @
) Y Favorites 2 )l Ssysdata DT Max User Guide 2013-M
Clients to extract———————— ~ Data to extract B Desop . SUlock fd BJE-mai
1§ Downloads . Cases (sales) ] Exensions-ACD- Queues numb
€ Current Family 2012, 2013, 2014 5 Recent Places | CRA Cert cases 2012 i federal guide 2012
| DT FormMaxtest ] Lezsing Car FINAL LOCAL COPY|
% Marked families % Al years [avoid on busp networks) 5 Libraies | Impot Expert conv ] Leasing Car
i B Documents . Intern Cases -1 Link for Webex Suppert Center
" Your own clients o J Music . RQ Cert cases 2012 41 Non-Deductible Automoile Exg
W Include printing and EFILE data & Fictures . support {8 picpick - Shortcut
" &l clients on the database [where available] H Videos 5000g-13¢ % quebec certif cases
[al] Agent Desktop 1 quebec guide 2012
18 My Computer UDL68666-TPD-A @ anon- Shorteut 2) (3 RDC
Hame of the file receiving the extracted data &, SYSTEM (C) [sElanon - shortcut |1 suppert
- " 9 NTWF (1\COL6DTXPRNTGOL TLR themson.com) (F:) & Cisco WebEx Connect 2] T2 Non-Deductible Automobile
LU sershulT BBEGEND esktop't] flleSI Browse | ¥ DOCUMENTS (\\CO16DTXPRNTGOL.TLR thomson.com) (E) )07 FILECABINET WEBINAR OUTLINE  Tjtp-1.9(2013-12)
8 NTWK (W COIDTXPRNTGOL TLR thomson.corm) (K:) )9 [ v
HE||J | File name:  ExtractClients h
=
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Merging Clients

In order to merge a client in your Client List, go to the Tools menu and select Merge.

EL File Edit View || Tools || Efile Management Preferences  Window Help
PR Recalculate current client Alt+F9 3
29 A . RRO S
list entr Batch calculations
Client # =| Mame I e =| Language | Processing
25 Cam fer the chent 4-10 Eng Ready to
28 Car_lﬂ Extract 2-14 Eng No return
26 Cassz@ Merge | 2-28 Eng Ready to

Clone family members

pe-23_Eng _____Ready to]

Windows Explorer will appear, allowing you to locate the client you wish to merge. Select the file and click Open.

e~ I =
‘ ‘ | P Desktop » - Search Desktop pel ‘
Organize « New folder g~ [ @
¢ Favorites = Ssysdata [ DT FILECABINET WEBINAR QUTLINE
M Desktop SUlock.fed DT Max User Guide 2013-M
8 Downloads Cases (Sales) Ij—lE-mall
CRA Cert cases 2012 @Extenswons-ACD- Queues numbers

£l Recent Places

- Libraries
@ Documents
J’ Music
[ Pictures

E# Videos

18 hMy Computer UD168666-TPD-A
&L SYSTEM (C3)
8 NTWF (\CO16DTXPRNTGOL TLR.thomson.com) (F:)
% DOCUMENTS (\CO16DTXPRNTGOL. TLR thomsan.com (k)
58 NTWK (\\C016DTXPRNTGOL. TLR.thomsen.com) (K:)

DT FormMax test
Impaot Expert conv

m

) Intern Cases
1 RQ Cert cases 2012
. support
F5000g-13e
[# | Agent Desktop

EHEEEEEE

[ anon - Shortcut (2)

[Z]anon - Shortcut
‘ || Caron, Jean |
é‘\ Cisco WebEx Connect

-4

'@federa\ guide 2012

@ﬁ Leasing Car FINAL LOCAL COPY

@ Leasing Car

[4 Link for Webex Support Center

E Non-Deductible Automobile Expenses
[ picpick - Shertcut

'E quebec certif cases

Equabe: guide 2012

(A5 RDC

| 4 support

T2 Mon-Deductible Automohile Expenses

F———

File name: Caron, Jean

|I Open Il [ Cancel

A new window will appear. In the Action section, select whether you want to “use the save levels” of the files or

force the merge.

Note: If the Client Number of the file you are trying to merge is already used in the Client List, DT Max will not allow
you to merge the file. You will have to renumber the client file that is currently in your Client List. See the relevant
section below for instructions on how to renumber a client file.

Cloning (coupling/uncoupling)

Cloning is the process by which you can couple and uncouple family members.

Coupling

You can couple individuals together using the Cloning feature. You can couple 2 individuals who were recently
married or became common-law spouses, or a dependant that is entering a family group.

Before going through the process of coupling individuals together, you must go to the Family Head’s file and take
note of their Client Number. The Client Number is the information you need in order to couple individuals together
through cloning. For a recently married or common-law couple, you must choose who will become the Family
Head.
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Once you have the Family Head’s Client Number, select the file you wish to “clone” by clicking on their name in the
Client List. They should appear highlighted in blue in your Client List.

EL File Edit View Tools Efile Management Preferences  Window Help
Filter y
G @i | [ A2 R2058 W
Clignt ﬂ—l Marne —| SIM —| Bith date =/ Language | Processing status
103 Fradette, Nelson 870-000-353 1965-05-13 Eng Mo data this year
111 Fradette, Fierre 870-000-361 1994-05-06 Eng No data this year
109 Bureau, France 870-000-718 1967-10-29 Eng Mo data this year
110 Bourget, Izabelle 870-000-6%92 1941-01-21 Eng No data this year
106 Goulet, Renee 870-000-296 1980-02-02 Eng No data this year
107  Goulet, Antoine 870-000-809 2011-11-08 Eng No data this year

Lafleur, Diane 22, 8 1959-01-01 Ready to print

Once you have selected the client to clone, go to the Tools menu, and select Clone family members.

L File Edit View | Tools ] Efile  Management Preferences Window Help
| Recalculate current client Alt+F3 B\ Q g 6 \s} aé {%
list entr Batch calculations !
Cliert # —| Mame S e | Language | Processing status
108 Frad 5-13 Eng No data this year
111 Fraq qyy Extract 5-06 Eng No data this year
109 Bures Merge 0-29 Eng No data this year
110 Elcru|_ Clone family members 1-21 Eng No data this year
106 Goul Backup N 2-02 Eng No data this year
107 Goy Y , 1-08 Eng No data this year
_"""______E:_l___a_lé_r Accessories ¥ J5-10 Eng Ready to print

A new window will appear, allowing you to choose from several options.

In the Family members to clone section, select the individuals you wish to clone. In the majority of cases, your
default option will be Current individual only.
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Clone family membe

— Family members to be cloned

= Marked individuals anly

Al members of the curent family

¥ take cloned family members inactive in ariginal family

Where to add clones

" Addto a new family
" Add to an esisting Family

Client number of the target family: I

I &dd to this family a5 2 dependant

DT FileCabinet / DT Client Portal users:
Please zee the Help for important information.

ak I Cancel

Within the same section, make sure that the box next to Make cloned family members inactive in original
family is ticked.

— Family members to be cloned
o I
£ Marked individualz only

Al members of the cument family

¥ Make cloned family members inactive in original family |

Warning: The cloning procedure does not actually move the file you are cloning into a new family group. It makes
a copy of the original file and puts the copy in the other family group. The original file will have a processing status
of “inactive” and will be greyed out. The carryforwards will be in the new “cloned” file. However, the historical
returns and information will not follow. DO NOT DELETE the original file that is now inactive in your Client List. This
file contains all the historical information for your client.

In the Where to add clones section, tick Add to an existing family, and enter the Client Number of the Family
Head you took note of earlier.

—Where to add clones

7 Add to a new family
' Add to an existing family

Client number of the target fFamily; 117

[ Add to thiz family a5 a dependant

If you are adding a dependant to an existing family group, tick the box next to Add to this family as a dependant.
If you are adding a spouse to a family head, leave this box empty.

—where to add clones
 Add to a new family
% Add to an existing family
Client nurnber of the target family: 117

| Iv i4dd to this family a3 a dependant |
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Click OK at the bottom of this window

Now you will see the individual merged with the Family Head within the same family group.

Uncoupling

You can also uncouple family members from within a family group using the Cloning feature. You can separate a
married/common-law couple or remove a dependant that is no longer in a particular household.

Select the file you wish to “clone” by clicking on their name in the Client List. They should appear highlighted in
blue in your Client List. When you are separating a couple, always choose the Spouse of the family group to clone,
never the Family Head.

In order to uncouple members of a family group, go to the Tools menu and select Clone family members.

=% File Edit View Tools | Efile Management Preferences Window Help
T Recalculate current client Alt+F3 E Q Q 6 L‘g' @ %

list entr Batch calculations '

Clignt #-l M ame Filter the clicnt list e =| Language | Processing status
108 Frad 5-13 Eng Mo data this year
111 Frai lﬂ Extract 5-06 Eng Mo data this year
109 Bureg Merge 0-29 Eng Mo data this year
110 Bo |_ Clone family members 1-21 Eng Mo data this year
106 Goul Backup ' 2-02 Eng Mo data this year
107 Gou Restore ' 1-08 Eng Mo data this year

Accessories ¥ bs-10 Eng Ready to print

In the Family members to clone section, select the individuals you wish to clone. In the majority of cases, your
default option will be Current individual only.

Clone family members

— Family memberz to be cloned

 Marked individuals anly

" All members of the current family

v Make clomed bamily members inactive in ariginal Family

—where to add clone:

@ Add to a new family

" Add to an existing fanily

Client number of the target Family: I

[~ Add ta this family a2 a dependant

DT FileCabinet # DT Client Portal users:
Pleaze see the Help for important information.

].8 I Cancel

Within the same section, make sure that the box next to Make cloned family members inactive in original
family is ticked.
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Farily memberz to be cloned
® ;
€ Marked individuals only

£ Al members of the cument Family

||7 take cloned family members inactive in anginal famil_l,ll

Warning: The cloning procedure does not actually move the file you are cloning into a new family group. It makes
a copy of the original file and puts the copy in the other family group. The original file will have a processing status
of “inactive” and will be greyed out. The carryforwards will be in the new “cloned” file. However, the historical
returns and information will not follow. DO NOT DELETE the original file that is now inactive in your Client list. This
file contains all the historical information for your client.

In the Where to add clones section, tick Add to a new family.

—Where to add clones

Iﬁ' Add to a new Family
" Add to an existing Family

Client nurmber af the target family; I

I add to this family a3 & dependant

Click OK at the bottom of this window.

You will now notice that the individual you have cloned will display Inactive as a processing status. A new Family
Head file gets created with a new Client Number for the same client.

Printing/Exporting the Client List

DT Max allows you to print your Client List with the basic information of each of your client’s files.
DT Max also allows you to export your Client List to other programs such as Excel, Word, or Outlook.

In order to print or export your Client List, go to the File menu, select Print, then select Client list.

File] Edit View Tools Efile Management Preferences Window Help
a Add new client F3 al 21 Q g 6 L} \%
al . Open client's file F2

ol P——— Fa -| Bith date =] Language | Processing status
FIEtE this chen 1965-05-13 Eng No data this yez
1994-05-06 Eng MNo data this yes
- 1567-10-29 Eng No data this yez
1941-01-21 Eng Mo data this yes
1980-02-02 Eng No data this yes
N ' 2011-11-08 Eng Mo data this yes

o 1955-01-01 Enn Beadw tn nrnt

| I Print s Keywords int

Change tax year * Client list : int

. Tax return Ctrl+P :

Changer de langue 3 francais Ctri+L & uirec
B Restart DT Max yes
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You can also click on the printer icon located at the top task bar of the Client List.

EL File Edit View Tools FEfile Management Preferences  Window  Help

e el [oew WBR2LR0R] %

Client #—l Mame —| SIM —| Bith date =] Language | Processing status
103 Fradette, Nelson 870-000-353 1965-05-13 Eng No data this year
111 Fradette, Pierre 870-000-361 1994-05-06 Eng No data this year
109 Bureau, France 870-000-718 1967-10-29 Eng No data this year

In the Select Clients section, choose which clients you want to print or export.
[

| Print or save client list inf

— Select clients—| Destination
© Curent client & Print

£ Current Family " Expart ta file
™ Export ta file - comma delimited

" Export to DT FileCabinet
€ Export to file - =ML

€ Marked clients

 our own clients

Select data to expart..

I ame of the file receiving the exported data

In the Destination section, select whether you want to print or export your Client List.

Print or zave client list infi

— Select clients—| — Destination
" Current client &+ Print

© Current Family " Expart ta file
™ Ewport ba file - comma delimited

" Ewport to DT FileCabinet
" Export ba file - 3L

" Marked clients

7 Your own clients

Select data to export...

Mame of the file receiving the exported data

Browsze |

0K I Cancel | Help |

If you choose to print, DT Max will print the Client List with the information you have chosen to display when you
personalized your Client List (see the section Personalizing the Client List above).
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If you choose to Export to file, you can now select which information you want to export to Excel, Word, or
Outlook. To choose the information you want to export, click on Select Data to Export.

Tip: Your best option when exporting the Client List is to choose Export to file — comma delimited.

e

Print or save client list informatic

~ Select clients —] Destination
7 Curernt clignt  Print
 Export to file

& {Euport to file - comma delimited
" Export to DT FileCabinet

€ Export ta fils - $ML

" Curent family
 Marked clients

 Your own clients

&l clients on database

| | Select data to export. .

Mame of the file receiving the exported data

C:AUgersbull BEEEEND eskiop\DTEXFPORT.CEY Browse |
Ok, I Cancel Help |
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A new window appears, allowing you to choose what information you want to export. Tick the appropriate boxes
and click OK.

Select data to export

I Client numbefé ¥ Processing status

I Plans [~ Processing status - Quebec
V' Name ¥ E..ifEFILE

™ Social insuiance rumber ¥ Date of last activity

¥ Birth date ¥ Aceourtant

¥ #ge [at December 31at) ¥ R ... if restricted client

™ Language

[~ CLIENT-CODE keyword

Privi I resid
™ Province of residence [~ LIST-MEMO-1 kepword

I Shest [~ LIST-MEMD-2 keyword
I~ City [~ LIST-MEMD-3 keyword
™ Postal code [ LIST-MEMO-4 keyword
™ Province [~ LIST-MEMO-5 keyword
W Eeviy [ DT Hetlink status

™ Home phone number [~ DT NetLink user ID

I “Work phone number [~ DT Netlink password

I~ Cell phone number
™ Email address

Reset to defaultz | ak, | Cancel | Help |

In Name of file receiving the exported data, click on Browse. Windows Explorer will appear, allowing you to
choose the path of the export file and to name the file.

Save export file as:

B Desktop » + | 44 | Search Desktop »
Organize v New folder - O @
¢ Favorites 2 )i Ssysdata DT FILECABINET WEBINAR OUTLINE
P Desktop J. SUlockfed DT Max User Guide 2013-M
|8 Downloads | Cases (Sales) (#@]E-mail
%5 Recent Places | CRACertcases 2012 ] Extensions-ACD- Queues numbers
| DT FormMax test THifederal guide 2012
&5 Libraries | Impot Expert conv (E]Leasing Car FINAL LOCAL COPY
%/ Documents J. Intern Cases &HLeasing Car
oY Music J. RQ Cert cases 2012 [ Link for Webex Support Center
&) Pictures | support I Non-Deductible Automobile Expenses
B Videos F50009-13¢ (#) picpick - Shortcut
(] Agent Desktop L quebec certif cases
8 My Computer UD168666-TPD-A [ anon - Shorteut (2) T quebec guide 2012
&L svsTEM (C) [&lanon - Shorteut {83 RDC
% NTWF (\\COL6DTXPRNTGOL TLR.thomson.com) (F:) L] Caron, Jean [ 1 support
8 DOCUMENTS (\\COL6DTXPRNTGOL TLR thomson.com) (1) [8) Cisco WebEx Connect (] T2 Non-Deductible Automobile Expenses
5% NTWK (\\CO16DTXPRNTGOL TLR thomson.com) () -« [E—— o
File name:  DTEXPORT -

The format DT Max use for the export file is “.CSV”, which is compatible with most Microsoft Office applications
such as Word, Excel, and Outlook.

You can load this file directly using Microsoft Excel. The export file will have all the information you have selected
to export.

| Al - £ | client#
A B C D E F G H 1 1
1 |client# IName Birth date Age Processing status EF Last act Accou Re
2 25 Campeau Stephane 1/10/1972 41 Ready to print 7-Nov-13 MAFF
3 28 Campeau Lucie 2/14/2009 4 Mo return 7-Nov-13 MAFF
4 26 Cassano Theresa 2/28/1975 38 Ready to print 7-Nov-13 MAFF
5 243 Carruthers Laureen 6/23/1968 45 Ready to print 4-MNov-13 LL
6 244 Carruthers Parker 9/2/1996 17 Mo return 4-Nov-13 LL
7 245 Carruthers Keaton 11/1/1998 15 Mo return 4-Nov-13 LL
2 246 Carruthers Griffin 3/30/2001 12 Mo return 4-Nov-13 LL
9 7 Deshiens Luc 4/14/1950 63 Ready to print 5-Nov-13 MATT
10 5 Dubois Maurice 7/4/1950 63 Ready to print 5-Nov-13 MATT
11 6 Duplessis Denise 3/22/1952 61 Ready to print 5-Nov-13 MATT
12 108 Fradette Melson 5/13/1965 48 Mo data this year 29-0Oct-13 MA
13 111 Fradette Pierre 5/6/1994 19 Mo data this year 29-0Oct-13 MA
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You can also use the export file as an address book for Microsoft Outlook. As a first step, make sure to choose the
appropriate information for an address book such as e-mail, address, and phone number when selecting the data
to export (see above). Once this is done, create the export file and then import the export file directly into Microsoft
Outlook.

Back up/Restore your Client List

DT Max offers a quick and efficient way to backup and restore your client files from the Client List. Not only does
DT Max back up your client files, but it will also back up your Preferences menu settings.

Tip: It is strongly recommended that you back up your client files at regular intervals. During the tax season, we
recommend that you back up the Client List at the end of every day.

Backup

To back up your client files from the Client List, go to the Tools menu, select Backup, then Backup.

EL File Edit View | Tools | Efile Management Preferences Window Help
—_— Recalculate current client Alt+F9 bl L :
Client Data . Q g 0 Q &é ) C?
list entr Batch calculations
Client # —| Name Fiter the dient list e =| Language | Processing status
25 Cam fiter the chent i 4-10 Eng Ready to print
28 Car|jgq Extract 2-14 Eng Mo return
26 Cassg [ Merge 2-28 Eng Ready to print
243 Carr Clone family members 6-23 Eng Ready to print
244 Car | Backup Backup...
245 Can Restore 3 Backup verification...
245 Carl v o

In the window that appears, choose the years and setup files you wish to back up. You can use CTRL + click to
select which years and setup files you wish to back up.

Click Next once you have made the appropriate selections.

To select entire years or cancel a prior selection, click on
the items on the left. To select multiple items, hold down
the [Ctr] key. To select a range, use the [Shift] key.

Change to selecting individual database files by clicking
an the + symbaol for the appropriate tax year. Click on the -
symbol to change back to selecting entire years.

& DT1EFSU.GBL
& DT1EFSU.GBLX
R DT1SEC

= DTWKEI

Tip: Itis strongly recommended that you backup all years and settings.
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DT Max will now prompt you to save your backup file in a particular location. Click Browse.

Select a directory or file nam i x

Enter the name of the backup files. These files will automatically be given the
extensions (001, .002, etc.

Use the "Browse" button to select any directory/folder on your hard disk,
removable disk or network.

Folder and file name

C:"Back.001| | Browse... I

<Back [ Fnsh | Cancel | Hep |

Window Explorer will appear, allowing you to choose the location you want to save the backup file.

You can rename the backup file to the name you wish. We recommend that you put the date you are backing up in
the name of the file.

Organize v Mew folder BE - @
“'r Favorites i ﬂUFilelﬂlZ [ anen - Shortcut (2] '@Non—Deductib\E Automobile Expenses
B Desktop ﬁWebEx One-Click anon - Shortcut (@] picpick - Shortcut
& Downloads ). Ssysdata || Caron, Jean 'E quebec certif cases
a5 ) SUlock.fed ) Cisco WebEx Connect uebec guide 2012
1= Recent Places ' Eﬁ ﬁ g 9
| Cases (Sales) @ DT FILECABINET WEBINAR OUTLINE (&3 RDC
- Libraries | CRA Certcases 2012 DT Max User Guide 2013-M L;J support
@ Documents | DT FormMax test @DTD(PGRT @TZ Non-Deductible Automobile Expenses
J. Music 1 Impot Expert conv @ E-mail '@tp—l.g(lﬂli—ll]
&= Pictures | Intern Cases @ Extensions-ACD- Queues numbers @W\HDTDISTE(E - Shortcut
B videos 1 RQ Cert cases 2012 'Efederal guide 2012
| support @ﬂ Leasing Car FINAL LOCAL COPY
18 My Computer UOLt TH5000g-13¢ ] Leasing Car
a SYSTEM (C:) [# | Agent Desktop [=] Link for Webex Support Center
8 NTWE 0\CO160T -« —— s
File name: Backup_01-01-2013 -
Save as type: | DT Max backup files (*.001) v]
(2 Hide Folders [ swve | [ Cancel ]

Note: DO NOT change the name of the extension given to the backup file.

60



Restore

To restore a backup file, go to the Tools menu, select Restore, then Restore.

Tip: Make sure no other user is currently in the program when performing this task in a network database.

B File Edit View | Tools | Efile Management Preferences Window Help
- Recalculate current client Alt+F9
Client Data g |1-t} aé %
list entr Batch calculations Q 6 ; _J
Client ﬁ—l Mame e =| Language | Processing status

Filter the client list

25 Cam 4-10 Eng Ready to print

28  Car gy Extract 2-14 Eng No return

26 Cassa |, Merge 2-28 Eng Ready to print
243 Carr Clone family members 6-23 Eng Ready to print
244 Car S-02 En Ma return

Backup 4 g
245 Can I Rectore I I Resztore... |
246 can . ' Restore current client or file
7 Desh Accessories

T - L4 P

DT Max will restart and a new window will appear prompting you to choose the backup file you have already saved.

Click on Browse, and locate the specific backup file you wish to restore using Windows Explorer.

Erter the name of the backup files. These files will automatically be given the
extensions .001, .002, etc.

Use the "Browse" button to select any directory/folder on your hard disk,
removable disk or netwark.

Folder and file nams

C3\Users\u0168666\Deskiop\Backup_01-01-2013.001

Cancel | Help

La Select a directory or file name f

c® I v | 4 | search support )
Organize v New folder =v o @
¢ Favorites Name Date modified Typq
[ Desktop [ L Backup_01-01-2013.001 11/11/2013 4:17PM 001
|4 Downloads

%) Recent Places

9 Libraries
[ Documents
&' Music
|&=] Pictures

B videos

1% My Computer U0168666-TPD-A
&, sYSTEM (C)
9 NTWF (\\CO16DTXPRNTGOL.TLR thomson.com) (F)
&9 DOCUMENTS (\CO16DTXPRNTGOL TLR.thomson.com) (E}

5% NTWK (\COL6DTXPRNTGOL.TLR.thomson.com) (K:) LKl m | »
File name: Backup_01-01-2013.001 - DT Max backup files (*.001) -

Disclaimer: When restoring a Client List, DT Max will override and replace the existing Client List, including all
your Preferences. Make sure that the backup file is up to date.
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Renumbering Clients

DT Max automatically assigns numbers to every client file you create in the Client List. This number is usually
shown to the left of the client’'s name. The Client Number is important in order to avoid duplicate files within your
Client List (see Extracting and Merging Clients section above).

To change the Client Number of an existing client in your Client List, you must select the client for which you wish
to change the Client Number. They should appear highlighted in blue in your Client List. If you wish to change the
client numbers of several clients, press the Space bar on the names of the clients you wish to renumber. A yellow
highlight will cover their names in the Client List.

Once you have selected your clients, go to the Tools menu, select Advanced Utilities, then select Renumber
Client.

EY File Edit View | Tools | Efile  Management Preferences Window Help
P Recalculate current client Alt+F9 bl 1 T
Client Data . Q & 6 |_,gf @ {?i
list entr Batch calculations
Elientﬂ—l M arne Eiker the client list e =| Language | Processing status
3 25 Cam fiker the chent & 4-10 Eng Ready to print
» 28  Car gy Extract 2-14 Eng Mo return
» 26 Cassg g Merge 2-28 Eng Ready to print
4 243 Carr Clone family members 6-23 Eng Ready to print
3 o
244 Car Backup N 9-02 Eng Mo return
3 =
245 Can Restore N 1-01 Eng No return
4 246 Ca 13-30 Eng No return
7 Desk Accessories ¥ Ba-14 Eng Ready to print
5 Dubg List other users 7-04 Eng Ready to print
6 Duple Install licence key 3-22 Eng Ready to print
108 Frad 5-13 Eng Mo data this yvear
111 Fra | | Advanced utilities Renumber client r
109 Bureg % Check for program updates Unlock client files r
110 Bou . r
106 Goul Archiving - save as PDF files r Rebuild database .
107 Godl =| view PDF files in Acrobat® . .
Analyse EFILE archive
118 Lafle 1 DT ScanDoc - scan documents ]
) INIT files =ave and restore
R I aFr NT Metl ink b

A new window appears, allowing you to renumber your clients.

In the Batch Selection section, choose the clients for which you wish to change the Client Number.

Change client numbe;

Batch selection Fenumbering clients invalves intensive database activity. On a nebwork databaze,

] avoid renumbering clients during peak uzage. Always back up before renumbering a
" Cument client significant number of clients.
= Current farnily

i Agtention DT FileCabinet users:
* Marked clients

Renumbering clientz can have siginficant

" *Your own clients consequences in DT FileCabinet. Mew number rangs:
All clients on Click. Help for more information.
databaze I [t I

ak I Cancel |
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In the New number for this client section, enter the client number you want for your client. If you have chosen any
other option except Current Client in the Batch Selection section, DT Max will ask for a range of Client Numbers.

Click OK.
Glange client numbe: >0

Batch selection Rerumbering clients involves intensive database activiy. On a nebaork databaze,

avaid renumbering clisnts during peak usage. Always back up befare renumbering a

" Curent clent sigrificant number af clients.

" Current farnily

Attention DT FileCabinet users:

Ol

o ¢ Renumbering clients can have siginficant

" Your own clients consequences in DT FileCabinet. New number range:
Al clients on Click Help for mare infarmation.
databasze I 1000 e I 1100

ak. I Cancel | Help |

DATA ENTRY
Plans (Tax Planning)

The Plans within DT Max represent a unique tool of the Data Entry that allows you to try out different tax scenarios
without altering the client’s original file. DT Max will create up to six full tax returns within your client’s file that are
distinct from your client’s original file. No need to create dummy files.

You can try several different tax planning scenarios such as RRSP contributions, pension income splitting,
donations, etc. Once you have created the scenario, DT Max will produce a comparative summary between these
plans. You can also produce alternative returns, such as a rights and things or a bankruptcy return, using the
Plans.

Creating a Plan

To create a Plan within the client’s Data Entry, click on the Production drop-down menu.

&1 File Edit View Tools Efile Management Preferences Window Help

2aman ALCHEEL22000H AP

glr:t":isf_rﬂ':'Ii(:se ||F'r0duc:ti0n ;I { noRe >
LastName Dubois
FirstName Maurice
Relation Family head j
SIN 111-111-118 |

DT Max now offers you six plans, indicated with the letters A to F. Choose the first plan offered, Plan A (blank).

@ File Edit View Tools Efile Management Preferences Window Help

afamem LA CPBRL050H &

e <l
LastName Dubais Production
FirstName taurice Plan B [blank)
Relation Family head | E::E E [[';Il‘zﬂi]]
SIN 111-111-118 | Plan E [blank]
BirthDate 04-07-18950 | PlanF (blank]
Status barried -
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A new window appears, allowing you to choose from several options:

Keep Blank: Choose this option if you want to produce a new return. This is the option to choose when you are
producing alternative tax returns such as a rights and things return for a deceased individual or bankruptcy return.

Copy from previous year’s production: Choose this option if you are trying a tax planning scenario for which the
income levels are almost identical from one year to the next. In this case, DT Max will bring over the Data Entry you
made for this client from the prior year into the Plan.

Copy from Production: Choose this option if you want to try a tax planning scenario for the current year. For
example, you want try a hypothetical RRSP contribution in the client’s current year file. In this case, DT Max will
bring over the Data Entry you have already entered from the client’s current year original file (Production) into the
Plan.

Copy from next year’s production: Choose this option if you are in a prior year and want to bring over the Data
Entry of the following year for comparative purposes. In this case, DT Max will bring over the Data Entry you made
for this client from the following year into the Plan of the prior year.

Thig plar iz blank.

To copy data to this plan, select one of the following options:

0l

Copy from previous year production
Copy from production
Copy from next year production

Copy from plan &

Copy from plan B
Copy from plan C
Copy from plan O
Copy from plan E

i N Bl N N Nt S e N |

Copy from plan E

QK I Caticel

The most common scenario for which you will use plans is the current year tax scenario (Copy from Production
option). The rest of the Plans chapter will show you how to use the Plans with this scenario.

Once you have chosen Copy from Production, click OK.

Thiz plan is blank.

To copy data ta this plan, select ane af the following options:

K.eep blank

r production

Copy from nest year production

Copy from plan B
Copy from plan C

Copy from plan D
Copy from plan E

~
~
=
e
£ Copy from plan &
P
P
o
P
P

Copy from plan B

0K I Cancel
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Now you are in the Data Entry, which looks identical to your Production. However, the Production drop-down

menu is now called Plan A. You can start making changes to your client’s tax return with the Plan.

@ File Edit View Tools Efile Management Preferences Window Help

2% [ @ &

a2y 4R EBELL00RH &

I [Trin B
LastName Dubais
FirstName Maurice
Relation Family head ~|
SIN 111-111-118 |
BirthDate 04-07-1950 |
Status karred ~]

Naming your Plan

The next step after creating your Plan is to name it.

In order to name a Plan, add the keyword PLANTITLE. Enter the name of the Plan in the appropriate box.

@ File Edit View Tools Efile Management Preferences Window Help

e e AR CEL228050H . &
Lk BEy [Pl R

LastName Dubois

Firsthame bdaurice

Relation Family head |

SIN 111-111-118 |

BirthDate 04-07-1950 |

Status haried |

Sex bale |

Prov-Residence Ouebec |

Language English j
& Street 12 des cedres

City Beaconsfield

Frovince Cuebec ~|

PostalCade HEL 366 |
# Phone |
\ﬁ Drug-Insur Cuebec prescription drug insurance plan - all vear j
L File-Jaintly Yes |

| Plan-Title [Plan 1: No Transters | |
& T4 bz | [14]s 50,000.00
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Once you calculate the Plan, DT Max will rename the plan as per your entry within the keyword PLANTITLE.

&4 File Edit View Tools Efile Management Preferences Window Help

a%amum 44K EELRL000H &

gl,ﬂh‘ﬂs{.:‘ﬂl.'ﬂ? IF'Ian A - Plan 1: Mo Tranzfers ;I l:
LastName Dubois
Firsthame haurice
Relation Family head |
SIN 111-111-118 |
BirthDate 04-07-1950 |
Status Married |

Editing the Plan

You can edit the Data Entry of a Plan in the same way as you edit the Production or original file. All the Data Entry
features are available in a Plan.

Planning Summary

Once you have completed editing the Data Entry of the Plan and calculate the Plan, DT Max will produce a
Planning Summary in the Page Index of the Tax Return Screen.

File Edit View Tools Efile Management Preferences Window Help
S Wersion . 4} - -
Client | g% Data | b 13X | |Pjan 4 - Plan 1: No Transfer: v | \'y; @ = Q Q 6 @ ‘::)—J @ @ =
< Executive summary - 2013 2o: [

Select a family member

Maurice Dubois |
Denise Duplessis Executive summary
Select a page for 2013 taxation year raxpayer

Walidation errors listing = e p— Maurice
Enii spmmaryfr E Last name Dubois
Motes and diagnostics Client number EA
Error prevention report -
T wn Soc s e it
T1 planning summary p2 . - =
TP1 planning summary p Province of residence Quebec
TP planning summary p2 S1l‘.reet 32 des cedres
Client notes sheet Clt!"_ Beaconsfield
T1 comparative summary E’rcmn;e ) QL_J_eh_e_c_
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The Planning Summary gives you a line-by-line comparative between all the plans you create. At the top of the
Planning Summary, you will see the result of each plan side by side.

File Edit View Tools Efile Management Preferences Window Help
N — Wersion : ‘:‘} = N o
et | @ 2 | & g [P Pnhotees] @B 0 O R AEO T we Sl OO
< BlEa T1 planning summary p1 - 2013 =z _

Select a family member

Maurice Dubois | ¢ B#l Planning summary — T1 2013

Denise Duplessis Plan A Plan 1: No Transfers

= Hame Maurice Dubois

Select a page s 111-111-118 Date of birth 1950 07 04 Residence Quebec
Executive summary -
Notes and diagnostics i Plan A Plan A Plan B Plan C
- . Hian 1: No Trans
JEICTE IR Taxpayer Spouse ﬂ;ﬂt:ltll:zTE Flan 2: With Tra
Error prevention report - -
- Province of residence Qc Qc Qc Qc

1k plarm.mg summary p1 | Marital status Married Married Marmried Marmied
T1 planning summary p2 Combined totals (federal and provincial)
TP1 planning summary p1 Tax payable 22088 22,055 22,055 17,397
TP1 planning summary p2 Balance due (refund) 5 055 5,055 5,055 207
Client notes sheet Income
T1 comparative summary Empleyment income 101 50,000 50,000 50,000 50,000

The Planning Summary will only show the comparative between the Plans; the Production return is not included.

Tip: When creating Plans for current year tax planning purposes, you should not make any changes to your Plan
A. Simply copy the Production to Plan A, name it, and go on to Plan B to make your changes.

Printing Plans

You can use Production printing when printing a Plan.

To print the entire tax return in a Plan, while in the Tax Return Screen, click on the Production Printing icon.

File Edit View Tools Efile Management Preferences Window Help

Wersion g‘} ~ m s
&, Cllent || & Dala || B Tax IﬁanA-Plan‘l:No Transfer: - | Qyﬁ 7 Q @ 6 @ \;}_J @ _J n @ @
< EIRa T1 planning summary p1 - 2013 - _

@ Select a family member

Mnwrice Dilis ' Bl Planning summary — T1 2013

Denise Duplessis Plan A Plan 1: No Transfers
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In the Print Job Setup window, under the Which versions section, select Other versions. Now select the
appropriate Plan. Click Print.

Printing tax returns [T

% Print job setup |@ Printer selection | (i3 Printing options I %) Foms managerl

m@ﬂ Select which

returns to print

— Which clients

" Curment client

" Current famity

' Marked clients

— Which versions

™ Production retums

% Other versions
IV Fian &
[~ PlanB
[~ PlanC
[~ PlanD
[~ PlanE
[~ PlanF
[™ Asdiled smapshot -federal
[~ Asfiled snapshot - Quebec

El@ Select which

destinations to print

—Copies to print
r Copies to each destination frec.)
- uses the forms manager
e Copies to selected destinations only
- uses the forms manager
[T Federal CRA
[T Quebes RO
¥ Oritario MOF
¥ Alberta Fevenue
[¥ Other jurizdictions
¥ Bereficiany slips
¥ Partners' slips
[T Client copy
[T Office copy
¥ ‘working copy
¥ Letter to client
[T [available)]
[ (available)

&' Do not print to printer

Select other DT products

— Additional prirting
DT FileCabinet

% Print documents destined only for
DT FileCabinet

~ Print documents destined for both
DT FileCabinet and DT Client Portal

™ Do not print documents destined
either for DT FileCabinet or DT
Client Portal

Mote:
To configure what is printed, please go to:
"Preferences > DT FileCabinet”.

Ta select individual forms for printing

@ Go to "Forms printing”

Multiple prirnters Q‘é

Mandatory EFILE

Please note that
starting in 2013 tax
preparers who file mone
than 10 federal or
Quebec retums will be
required to file them
electronically.

Mandatory electronic
fling applies to the 2012
tax year and later. i tax
preparers are required to
file electronically but do
nat comply they may be
charged a penalty.

Disclaimer: Although you can print a Plan using Production Printing, no bar code will print from a Plan. Moreover,

you cannot EFile a Plan.

Right-hand side display

The Right-hand side display is a unique feature to DT Max which allows you to have real-time comparatives while
you are completing your client’s Data Entry. For example, you can view the entries you made in the previous year
on the right-hand side of the Data Entry.

Not only can you view comparative information, you can also bring over information from the right-hand side to your
client’'s Data Entry (see pertinent section below).
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Previous year

The first option you can choose from the Right-hand side display is the previous year. Click on the drop-down
menu, and select the previous year.

@ File Edit View Tools Efile Management Preferences Window Help

2| & &

an 4AHSEHL2R200H  2PUQ O

gtrl\lt":il.sl.’— :"131“ I'-l‘ée I Production LI I < none ¥ u
LastName Dubois
FirstName kaurice Camyforveards from 2012
Relation Family head j Eg}lcaulja[t'?ecllucc:gﬁ;folwards to 2074
SIN 111-111-118 | 2014
BirthDate 04-07-1950 | Spouse
Status Married "I C/F to stub period/post-bankruptcy
Sex hale VI Elz: g
Prov-Residence Ouehec VI Plan C
Language English hd EEEE

@ Street 32 des cedres BlTarH;tLink date

City Beaconsfield Diata entry kemplate
Frovince Cluehec VI
FostalCode HZL 3BG

Now all the client’s prior year Data Entry is displayed in the right-hand side of the screen.

All prior year amounts will match up side by side with the current year amounts as long as the description entered

4% File Edit View Tools Efile Management Preferences Window Help
—_— —_— ~
dlamlas $LKCEL22000H APU0O
Dubois, Maurice [Fraduction = [2012 =]
LastName Dubois
FirstName haurice
Relation Family head ~|
SIN 111-111-118 |
BirthDate 04-07-1950
Status Married Vl
Sex Male V]
Prov-Residence Ouebec V]
Language English b
% Street 32 des cedres
City Beaconsfield
Prowvince Quehec VI
PostalCode HeL 366
# Phone |
\@ Drug-Insur Cuebec prescription drug insurance plan - all year j
L File-Jointy Yas v
% T4 z | [4ls| 5000000 | 48.000.00]
Prov-Employ Cuebec |
Felewel [Als 51.200.00 48.000.00
QFP-Contrib [7]s 2,427 60 2.341.00
El-Fremiums [i&]s 720.48 720.48
RFF (203 2.500.00 2.500.00
Pa-T4 [E2]s 5.000.00 5.000.00
FFIF 286.21 286.21
FIT 3.000.00 3.000.00
FIT 5.000.00 5.000.00
QFP-Eam 48.000.00
Dues 100.00 100.00
FFIF-Earn [EE]s 51.200.00 48.000.00
| Medicalnsa [J]s 1,200.00

for the slip or business statement is the same from one year to the next.
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Carryforwards from the previous year

You can display the carryforward amounts from the previous year on the right-hand side. Simply select
Carryforwards from XXXX on the right-hand side display drop-down menu.

41 File

Edit View Tools Efile

Management

Preferences  Window  Help

2o @mlayn AASEEHL220002H  A¥PUOO

g"p"h?'lsfrﬂl_':ﬁe IPdeuction ;I IEanyforwalds fram 2012 LI
s Business T776 - Fental g
+Business-ld Les Hahitations Dubais |
Year-Open 0-01-2013
Year-End 31-12-2013
Street 123 Boul Henri-Bourassa
City bontreal
Province Ouebec *'I
FostCode HzL 5Ch
Chnership Co-ownership g
Mum-Units #4
Incaorme Gross rental income | § 120.000.00./
Expenses Achvertising j 5 1.400.00
Expenses Insurance | § 5.200.00
Expenses Interest | § 1.200.00
Expenses Maintenance and repairs j & 30,000.00
Expenses FProperty taxes j 5 12.500.00
+ CCA-Class Class 1-4% ~|
UCC-Open §| 37600000 | 376.000.00
+ CCA-Class Class 7-16% |
Purch-Date 10-03-2011 |
UCC-Open § 1400000 | 14,000.00
ACE | ¢ 16,000,000
Disposition Yes ¥
Froceeds ente 5 15.000.00
ACE-Disp § 16.000.00
Liguidate Yes g
+ CCA-Class Class B-20% |
UCC-Open § 7500000 | 75,000.00
Additions Acquisition K 10.000.00
|+ Spouse-Partner® Spouse share - generate business statem... *| %50 W

Tip: This option is particularly useful if you accidentally lose the carryforwards within your client’'s Data Entry. You

can always recover them using this option.
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Spouse

You can also view the Data Entry of the spouse side-by-side with the family head by simply selecting Spouse in

the drop-down menu.

@ File Edit View Tools Efile Management Preferences Window Help

Client Data
li entry

wx LR EHEL2L0vRH A¥OQ O

Dubois, Maurice : - -
SIN: 111-111-118 IPmductlnn _I Carryfamwards fram 20012 I_I
LastName Dubois 501“20”3 2
FirstName haurice Carmyfanwards from 2012
. - == 2013 production
Dol Family head J Calculated camyforwards to 20014
SIN 111-111-118 2014
BirthDate 04-07-1350 Dtherlient
Status katrried vl C/F to stub period/post-bankuptoy
Plan &,
Sex Male *'| Plan B
Prov-Residence Quehec *'| Plan C
- Plan D
Language English = Plan E
& Street 32 des cedres PlanF
. - DT Metlink data
City Beaconsfield Data entry template
Prowvince Quehec *'I
PostalCode H2L 3B6
&1 File Edit View | Tools| Efile Management Preferences Window Help

29 [grulan ALK EHL2R2000H  2¥UO @

gﬁ:}?‘:ﬁ_:ﬂﬂl}ﬂc&e IPmduction LI ISpouse ;I
@ T4 7 | [14]s] 50,000.00
Prow-Employ Quehec ~|
Felevel [Als 51.200.00
QPP-Cantrib [71s 2,427 60
EFPremiums [18]s 720.48
RPP [20]$ 2.600.00
Fa-T4 E2]3 5.000.00
PPIP [EE]$ 286.21
FIT [22]3 3.000.00
FIT [Els E.000.00
Dues [44]3 100.00
PPIP-Eam [EE]$ 51,200.00
| MedicaHnsa [J]s 1.200.00
@ Tslip | <
Dividend-4ct =] 275.00
Dividend-Tax [E2]$ 34375
Dividenc-FedCrd [EEIE] 45.83
Dividend-ActOue [C2]s 27500
Dividend-TaxQue 3 34375
Dividend-CueCrd % 2750
L Cap-Gains j EilE] 365.00 |Capita| gains orlosses |
@ T-Slip TE/RL3 ~|
Dividend-ct i 250.00
Dividend-Tax [1s 31250
Dividenc-FedCrd [2)s 4167
Dividend-ActOue [22]3 250.00
Dividend-TaxQue [El$ F250
| Dividend-Quelrd [Cl% 25.00

71



Other Client

You can also choose to display any other client located in the Client List on the right-hand side. The only
information you need is the Client Number of the client you wish to display on the right.

Go to the right-hand side drop-down menu, and select Other Client.

@ File Edit View Tools Efile Management Preferences Window Help

2 e ai 4LACBELRR2050 L 2PUTEO

Dubois, Mauri -
SII:I: Llj_sj_-j_]il-l::_{ége IF'mductmn LI Spouse hd |
LastName Dubais ;m”zone 4
FirstName kaurice Carryfanwards from 2012
: ; ] 2013 production
fElIrin Family head J Calculated canyforwards to 20014
SIN 111-111-118 | 2014
BirthDate 04-07-1950 | mm
Status karried "I to stub penod/post-bank ruptey
Sex hale "l E::Eg
Prov-Residence Cuebec vl Plan C
- Flan D
Language English "l Plan E
@ Street 32 des cadres PlanF
. = DT MetLink data
City Beaconsfield Diata entry termplate
Prowince Quebec vl
FostalCode HZL 3Bk

A new window appears. Enter the client number of the client you wish to display on the right. Then choose which
version of the file you want to see and which year. Click OK.

Client to display on

Client number b show an right-hand zide

100

— Tax plan version—— — Year
" Production ™ Previous year
7 Plan & % Curent year
" Plan B " Mest year
" PlanC
i Plan D

" PlanE
" PlanF

ak., I Cahcel

Now you can see side-by-side the Data Entry of your client with the “other client” displayed on the right.

Tip: This option can be particularly handy when you have 2 business partners that are not spouses. Once you
have completed the business statement of the first partner, you can choose this partner as the “other client” on the
right-hand side of the second partner, and copy over the statement (see pertinent section below).
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Plans

You can display the Data Entry you performed in a specific Plan on the right-hand side. Click on the right-hand side
drop-down menu and select the specific Plan you wish to display.

@ File Edit View Tools Efile Management Preferences Window Help

2irfamam SLAREL2200RH  APU0O

Dubois, Maurice ; = i -
SIN: 111-111-118 |Production x| |Other client |_|_

LastName Dubois ;mnzc-ne B

FirstName kaurice Carryfanwards from 2012

. - = 20713 production

Relation Family head J Calculated canyfonwards to 2014

SIN 111-111-118 | 2014

BirthDate 04-07-1450 | gﬂ?:rs;iem

Status karried VI C/F to stub period/post-bankiuptc
— T s

Prov-Residence Quehec vl Plan C

Language English bl E::Q E
& Street 32 des cedres PlanF
) = DT MetLink data
City Beaconsfield Data entry template
Province Quebec VI
FostalCode HzL 3Bk

Copy data from right to left

For any option you choose on the Right-hand side display feature, you can copy selected data from the right-hand
side to the left.

To copy data for entire keyword groups, click on the Main keyword of the group for which you want to copy data
that is located to the left.

Then, press F5 to highlight the group.

&3 File Edit View Tools Efile Manag es  Wind Help
g am 4 < ﬁ @ BRLROGRH  APOUQ O
gﬂw'}i?ﬁg;}%ﬂ e IF‘roductlonll—N - LI Iﬂ‘l 00 Sansouci Marc ;I
Dividend-ActOue [B2]s 250.00
Dividend-Tax0ue [El# 31250
| Dividend-QueCrd [Clg 25.00
k@ Capital-Gain j 1. Qualified srmall business corporation shares (QSBCE) |
¥ Date-Acquisition 04-03-1999
v| Date-Disposition 03-03-2013
v Proceeds b 350.000.00
v ACHE b 150.000.00
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Once the keyword group has been highlighted, right-click in the highlighted area and select Copy to left-hand
side.

You can also use the shortcut keys ALT+C.

@ File Edit View Tools Efile Management Preferences Window Help

2eaman @LKHEHLL000H 2900 @

g"r"‘h‘fll_s{:.ﬂ“ﬂcse IPrUducliUn d Iﬂ‘l 00 Sansouci Marc j
A TSI T T T T
Dividend-ActQue [&2]$ 250.00
Dividend-TaxQue [Bls 31250
| Dividend-GueCrd [Els 25.00
lﬁ Capital-Gain ! 1 1. Qualified small business corporation shares (ASBCS) |
»|  Date-Acouisition 04-03-1949
»| Date-Disposition 03-03-2013
»| Proceeds 350,000.00
W ACE Mark ' [ 150,000.00
% Capital-Gain Clear marks Alt+FS 4. Feal estate & other depreciable property |
Type Copy to left-hand side Alt+C Building
Frovince-Terr & Add keyword F11 Quebec
Date-Acquisitio 10-04-1945
Date-Dizpositio 04-02-2013

You can also copy individual keywords from the right-hand side to the left.

To highlight a specific keyword for which you want to copy the data from the right-hand side, simply CTRL + Click
on the keyword itself. Then copy over the data from right to left using the process mentioned above.

Review Tags

The Review Tags feature allows you to tag a specific keyword entry when you are working in the Data Entry
screen. To place a review tag, simply right-click the relevant keyword entry. A new window will appear. Select Tag
Keyword “For review”.

4% File Edit View Tools Efile Management Preferences Window Help

2o aman 4L<HSEEHL2 L2000 H  APOUQE@

g:t“:'lsl_':‘ﬂ“:ﬁe IProduction ;I |< none > ;I
& T4 z | [4lg] 50.000.00]
Fraw-Employ Cuebec ~|
Felewvel $|?m
QPP-Contrib | o Cerl+x
El-Fremiums $= c Copy curlec
BEP $= [ Paste Ctrl+V
PATA Bols | mark
PPIP EEls |
FIT $= Copy to left-hand side Alt+C
FIT $= s Add keyword F11
Dues $_
PPIP-Eam EElS |
| MedicalHns $ Delete this keyword Ctrl+Backspace
& T-Slip Th/RL-3 ~
Divicend-Act $|: Expand group F&
Dividend-Tax $|: Contract group Shift+F6
B:E:j::j_iigﬁs :E Help for this keyword Ctrl+Fg
B Tev @ $|: T Attach note to ke.vwcl-rd Ctrl+N
| T A Cls | <eyword properties
\@ Business T?76 -Rental j !? Tag keyword "For review" ?
+Business-ld Les Hahitations Dubais ./ Tag keyword "Checked OK" =
vearOpen 01-01-2013 &g Open file of other family member Ctrl+F12
YearEnd 31-12-2013 1
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An exclamation and interrogation mark symbol will appear beside the entry.

#% File Edit View Tools Efile Management Preferences Window Help

apgmian AASEHL22000RHARFOT
gl:‘h?llsf_!lﬁl_lillﬂge IPr':'du':tiDn Save data Ctrl+5["% 7

% T4 z RE] 50,000.00]
Prow-Employ Cuebec |
Relevel [&]% E1.200.00) |——
QPP-Contrib I 2,427 B0
El-Frermiums [18]% 720.48
FFFE $ 2.600.00
PATA [52]s £.000.00
PFIF [55]% 286.21

Once a Review Tag is inputted, DT Max will add a review note in the Error and warning messages section. To
view these review notes, click on the Error and warning messages icon.

&% File Edit View Tools Efile Management Preferences Window Help

2 amlan 4ABEH L2202 HAIRAF OO @O

gl‘rlqt":'lsf_:'ﬂ"_':lfse IF'deuction j |< none » ;I
% T4 7 | [1als| 50.000.00]
Prow-Employ Quebec ~|
Feleve [Al4 51.200.006

In this new window, you will be able to view the list of error and warning messages as well as the review tags.

— Meszage typ Show messages..
€3 Eror that prevents calculation  Always
Q Errar that prevents filing i Mew messages only
é_ “warming @ When requested
_‘? Keyword tagged "For review''
[ coionos | e | _bas
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To jump to the review tag in the Data Entry, select the message and click Go to keyword.

& Double-click the selected message to highlight the relevant keyword in the editor.

- Meszage typ Show messages.
Q Emror that prevents calculation  Always
€3 Enor that prevents filing i Mew messages only
& haring & \When requested
_F)J Keyword tagged "For review"
e | |

The keyword will be highlighted in your client’s Data Entry.

“Checked OK” Keyword Tag

The “Checked OK” keyword tag allows you to remove a “For review” tag or dismiss a warning message indicated
in the Error and warning messages section. To input the “Checked OK” keyword tag, in your client’s data entry,
right-click the relevant keyword entry. A new window appears. Select Tag Keyword “Checked OK”.

41 File Edit View Tools Efile Management Preferences Window Help

2 (amlan 4LKSEEHLL0RHAA¥UOO

g“b?:_s{_:"ﬁl‘_lﬂge IF'roduc:tion LI |< none LI
@ T4 z | [rals] 50.000.00
Prov-Employ Cuehec |
Fielevel
Cut Ctrl+X
QPP-Cantrib v n
. Copy Ctrl+C
EHPremiums [&]% . Criev
aste ri
RFP [20]%
PA-TA $ Mark 3
FFIF [BE]%
FIT Copy to left-hand side Alt+C
FIT $ 5.000.0 (;@ Add keyword F11
Dues k] 100.0)
PFIP-Earn [5E]% 51.200.0
| Medicaknsn $ 1.200.0 Delete this keyword Ctrl+Backspace
@ T-Slip T5/RL-3 |
Dividend-Act 250.0 Expand group F&
Dividend-Tax 3125 Contract group shift+Fa
Dividend-FedCrd 416 TP g J
- elp for this keywor u
B?V?geng ?I:TC;UB ;522 T Attach note to keyword Ctrl+N
ividend-TaxClue k2=
K d rti
| Dividend-QueCrd 250 syword properies
) Business T776 - Fertal | 5 Tag keyword "For review” ?
+Business-Id Les Habitations Dubois |« Tag keyword "Checked OK" =
“ear-Open 01-01-2013 ﬂn Open file of other family member Ctrl+F12
“aar-End 31-12-2013
|
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A checkmark symbol will now appear beside the entry.

471 File Edit View Tools Efile Management Preferences Window Help
ek lam 4LCBSEHL2R200aH  APOUOE@
gll:lh?ll.sf-:‘]il-lrlcse IF'mcluctiDn ;I |< none ¥ ;I
@ T4 xyz EE £0,000.00
Prow-Ernploy Cuehec |
Felewveal $|—m~/ 4
GPP-Cantrib 07]% 2,427 60
El-Premiums [1G]% 720.48
FPP 2013 2.500.00

The entry was tagged “For review”: By tagging the entry “Checked OK”, DT Max removes the corresponding
warning message that appeared in the Error and warning messages section as well as marking the entry with a
checkmark.

The entry is “inconsistent”: In the Error and warning messages section, DT Max generates a warning when an
amount seems inconsistent in respect to other relevant entries. DT Max will then suggest the expected amount for
that entry. By tagging the entry “Checked OK”, you can confirm the original amount entered and effectively dismiss
the warning message. This warning message will no longer appear in the Error and warning messages section.

Only the contribution amounts for QPP/CPP, EI, and QPIP are affected by this feature.

T1 Adjustment Request

In the tax year, if you wish to make changes to an income tax return that was already filed, you will need to
complete T1 or TP1 adjustment request.

In the Tax return tab of the client’s file, click on the Status information icon.
Blhoorde] veTeznge

Add a check mark under the statement “As-filed snapshot” in order to preserve the original tax return. DT Max will
provide a backup date in the Federal and Quebec column.

—Federal —Quebec
EFILE cansent signed r |— r |—
EFILE IEIigibIe LI IIneIigible LI
EFILE acknowledgement I I I I
Printed r |— r |—
Collated r I— r I—
Maied o =
Assessment received r : r :
As-filed snapshot I Im W Im
Then, click OK.
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Note: The backup copy of the As-filed version for the federal and Quebec return will be under the menu Version.
Click on Production YYYY to complete the adjustment.

B0 LR0

Production 2013
Az-filed - federal 2013
Az-filed - Quebec 20173

Return to the data entry screen and make the necessary changes on the client's file.

After making the changes in the tax return, go to DT Max menu and click on Tools, Recalculate current client to
calculate the new changes in the tax return.
Tools | Efile Management Preferences

| Fecalculate current client Alt+F9 I

Batch calculations
Filter the client list

G4 Extract
ks Merge

Clone family members

Go back to the Data Entry screen and add the keyword T1- Adjust.

Enter nev keyword

IT1-ADJ| Index |
| )4 I Ear‘u:ell Help |

In the drop-down menu of the keyword group, select Federal T1 (T1-ADJ) and specify the year for the amended
return.

-'Request for an adjustment to an income tax return (T1-ADJ)
% T1-Adjust Federal T1 (T1-ADJ) -]
®year Federal T1 (T1-ADJ)
+Address GQuebec TPT (TP-1.R)
Info-Authorize &
+ Line-Nurnber
+ Line-Number
+Other-Line-No | # |
Phone-Mumber |
_ Details |

[+ [+
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Use the keyword DT-ImportFedDiff to indicate whether DT Max should automatically compare the changes
brought to the T1 federal return with the federal "As-filed" snapshot copy for the selected tax year.

% T1-Adjust
“ear

+Address
Info-Autharize
+Line-Mumber

Details

OT-HmponFedDiff

+ Cither-Line-Mo
FPhone-Mumber

Federal T1 (T1-ADJ)  +]

23~
'es =
~|
Mo ~|
g

DT Max will automatically import for each modified line the amounts claimed on the "As-filed" snapshot as well as
the new modified amounts on the adjusted return.
='Request for an adjustment to an income tax return (T1-ADJ)

%% T1-Adjust
Year

+ Line-Murnber
Old=Arnount

+ Line-Murnber
Old=Arnount

+ Line-Mumkber
Old=Arnount

+ Line-Mumkber
Old=Arnount

OT-ImportFedDiff

Mesw-Arnourt

Mesw-Arnourt

Wesy=Arnourt

Wew=Armournt

Federal T1 (T1-ADJ) |

2013 i
Yes ¥
101 Employment income ¥
$ 9,000.00
$ 40,000.00
117 Universal Child Care Benefit (UCCB) ¥
3 1.200.00
$ 0.00
1139 Commission income - net ¥
3 0.00
$ -4,470.00
303 Spousal or common-law partner amount |
$ 0.00
$ 2.038.00

In the drop-down menu keyword Address, specify the address to use in the T1-ADJ.

+Address

\ Info-Authorize
 + Line-Number

Same address as on retum j

Same address as on return

Different address

If the address is different than the tax return, you will need to complete the Keywords Street, City, Province,

Postcode.

-'Request for an adjustment to an income tax return (T1-ADJ)

%@ T1-Adjust
L Year

OT-ImportFedDiff

Federal T1(T1-ADJ)

2013 :l"

Yes X

| b Address
i|  Street
City

FProvince

FostCode

Different address ~ ~]
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Specify if you authorized a person or firm to make the request on your behalf in the keyword Info-Authorize.
-'Request for an adjustment to an income tax return (T1-ADJ)
Info-Authorize -

Authorization letter previously file

Authorization letter attached
Mo authonzation letter
Make sure to indicate the telephone number to be used on the form.

Phone-Number M

Accountant

An explanation of the adjustment will be necessary under the keyword Details. Double click on the detail keyword
to open the text box. When the explanation is complete, click on Save.

I=/Request for an adjustment to an income tax return (T1-ADJ)

@ T1-Adjust Federal T1 (T1-ADJ) =~
i Year 2013 o
| DT-mportFedDiff  [Yes ¥
| +Address Same address as on return ¥
| Info-Autharize Authorization letter previously fled >
i+ Line-Number 101 Employment income ] Gaeols bemisGebai by Uiscpaerl
i Old-Amount $ 9.000.00 m
Hew-Amount $ 40.000.00
| +Line-Number [117 Universal Child Care Benefit (UCCE) ¥
Old-Amount $ 1.200.00
Mesw-Annount $
i+ Line-Number [139 Commission income - net |
Old-Amount o0
' New-Amount $ -4.470.00
| +Line-Number |303 Spousal or common-law partner amount |
Old-Amount $ 0.00
[ Mew-Amount $ 208800
i+ Line-Number |
i +Other-Line-No | #| | /
| Phone-Number Client ] y, i
| Details | Clear | [Tsae | cancel | Hep

The T1 adjustment form will be available in the tax return tab. You will need to print the form as well as all the
related form of the adjustment.

2 (B[54 e POV RR0 2EfeE00RO

A3 l* T1-ADJ - T1 adjustment request .3

@ Select a family member
Mary Anne ONE
William ONE

Child 2 ONE (dependant)
Child 3 ONE (dependant)
Child 1 ONE (dependant)

Canada Revenue  Agence du revenu
Bl 0 o0 Canada T1 ADJUSTMENT REQUEST Protected 5 when completed

@ Use this form to request an adjustment (a reassessment) to an individual income tax return.
& See the back of this form for information on how to complete it.

E Select a page « Send the completed form to the Individual Client Senices and Benefits Division of your tax centre as indicated on your notice of assessment. You can find the
RC381- CPPIQPP calculation p5 ‘ address on the back of this form.
R(C381 - CPPIQPP calculation p6 A | Identification For filing D DO NOT USE THIS AREA
TL2 - Meals and lodging p1 Social insurance number Adjustment request for the PSN ‘ ‘ | | | ~ | | | ~ | | B ‘ ‘ | ‘ ‘ | |
TL2 - Meals and lodging p2 tax year
T1-ADJ - T1 adjustment request ) form for each year)
UER=S R AT Full name: (please print your surname first)
T183 - Efile authorization p2 ONE M Al
T1135 - Foreign income verif. p1 ary Anne
T1135 - Foreign income verif. p2 Address: (please print)
T1183 - Consent and request form same as the return
T2125 Trillium Agency p1 D Or-
T2125 Trillium Agency p2 [1 Acknowledgement [] stall code
T2125 Trillium Agency p3 |
T2125 Trillium Agency p4 Assessor Date Rev. Date
T2125 Trillium Agency p5

Note: For Quebec TP1, please add the keyword T1-Adjust in the data entry tab. In the drop-down menu of the
keyword group, choose Québec TP1 (TP-1.R) and complete the keywords of the section.
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TAX RETURN
Review Tags

DT Max’s review tags feature allows you to directly tag a field on the tax return for further review. To access this
feature, simply right-click the field you wish to tag. You will have a selection of four different tags to choose from.

Vﬁz Edit View Tools Efile Management Preferences Window Help

[ Wersion < -
aam e e D BEEQURLRR0 28R LUOPO
3
@ Select a family member7 Enter your total income from line 150 150 71 152|50
Maurice Dubois Pension adjustment

’W (box 52 of all T4 slips and box 034 of all T4A slips) 206 Sﬂﬂﬂlﬂﬂ

E Select a page Registered pension plan deduction (box 20 of all T4 slips and box 032 of all T4A slips) 207 2.500(00
Notes and diagnostics ~ RRSP deduction (see Schedule 7. and attach receipts) 208 [ =nonlon]
Error prevention report . F&
Client notes sheet M Deduction for elected split-pension amount (attach Form T1032) 210 + | ’-@ Source keywords F8
T1 comparative summary E@ Override this field Ctrl+F2
TP1 comparative summary Annual union. professional. or like dues (box 44 of all T4 slips. and receipts) 212 + | % Help for this field Ctrl+Fa
Tax return summary with spy -
Tax return summary with sp( Universal child care benefit repayment (box 12 of all RC62 slips) 213 +| | £ Tag: For review ?
Tax return summary with sp Child care expenses (attach Form T778) 24 +| | X Tag: Error !
Tax return summary p1 Disability supports deduction 215 +| |/ Tag: Checked OK =
Tax return summary p2 f Tag: Final check &
Taxreturn summary p3 A Business investment loss Gross 228 | Allowable deduction 217 + |y Add a review note Ctritn
T1 and TP1 returns summai = Moving expenses 29+ |
T1and TP1 returns summal
Marg?na\ Taxrate p1 Support payments made Total 230 | Allowable deduction 220 + |
TErE e ENETR Carrying charges and interest expenses (attach Schedule 4) 21+ |
!\::l::gelr;z‘r;aj]gtsfs Deduction for CPP or QPP contributions on self-employment and other eamings

fattach Schedule 8) 222 + L

Similarly to the tagging tool available in the Data Entry screen, DT Max allows you to tag a field either “For review”
or “Checked OK”. The utilities of these tags were explained in the previous section.

In the Tax Return screen, two additional review tags are available for use.

When tagging a field as “Error”, DT Max will highlight the field in red and input an X symbol in the navigator section
to the left of the screen to indicate that an error is present and must be verified before the final production of the tax
return.

File Edit View Tools Efile Management Preferences Window Help

g, Client el B e I\‘Ir:'err:c::;tion 2m3 =l f{j @ ., Q @ 6 @ ol @ @ g @ @

<
Select a family member Enter your total income from line 150.
Maurice Dubois | Pension adjustment
Denise Duplessis {box 52 of all T4 slips and box 034 of all T4A slips) 206 5 Dﬂﬂlﬂﬂ
E Select QM Registered pension plan deduction (box 20 of all T4 slips and box 032 of all T4A slips) 207 ﬂﬂ_l
T1 Fegefal-QC pi ~ RRSP deduction (see Schedule 7. and attach receipts) 208 500000
ederal-QC p2
K'n Federal-QC p3 Deduction for elected split-pension amount {attach Form T1032) 210 +
T1 Federal-QC pd

Once the error tag has been verified, you may right-click the field and select Tag: Final check.

BH File Edit View Tools Efile Management Preferences Window Help

Wersion

E— )3 5 ==
2o @i fueemm AP0 RLK0 e in QPO
<
ﬁsmcr a family Enter your total income from line 150 71.162/50
Maurice Dubois [FErsi 2 "
Denise Duplessis (box 52 of all T4 slips and box 034 of all TAA slips) 206 500000
ESg[gct a page Registered pension plan deduction (box 20 of all T4 slips and box 032 of all T4A slips 207
A RRSP deducti Schedule 7, and attach 208
T1 Federal-0C p1 eduction (see edule 7. and attach receipts) P—
T1 Federal-QC p2
X T1 Federal-QC p3 Deduction for elected split-pension amount (attach Form T1032) 210 + Wi Seurce keywords F8
T1 Federal-OC p4 =4 Override this field Ctrl+F2
T1 - Federal p1 Annual union. professional, or like dues (box 44 of all T4 slips, and receipts) 212 + 10000 % Help for this field Ctrl+F8
T1 - Federal condensed p2 '? R N
T1-Federal condensed T1- Universal child care benefit repayment (box 12 of all RC62 slips 23 + P g‘
T1 - Federal condensed p2 Child care expenses (attach Form T778) 214 + X
Schedule 1 - Federal tax (QC Disability supports deducti 215 + |/ Taag: Checked OK =
Schedule 1 - Federal tax (QC Tag: Final check 3 |
Schedule 3 - Capital gains, | Business investment loss Gross 228 ‘ Allowable deduction 217 + l Add a review note Ctri+N
Schedule 4 - Investment inc Meavinn avnancas 240 = 3
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DT Max will now highlight the field in green and input a double checkmark symbol in the navigator.

File Edit View Tools Efile Management Preferences Window Help

e Wersion ,1} P .

29 e [wm feewa:  HEPEO0O R0 ISR QPO
s

@ Select a family member Enter your total income from line 150. 150
Pension adjustment

(box 52 of all T4 slips and box 034 of all T4A slips) 206 5 [JU[]lU[]

Maurice Dubois |
Denise Duplessis

Ii! Select 5399( Reagistered pension plan deduction (box 20 of all T4 slips and box 032 of all T4A slips) 207 ﬂﬂ_l
208 F 5.00000

T1F -ac pi ~ RRSP deduction (see Schedule 7. and attach receipts)
ederal-QC p2
+% T1 Federal-QC p3 | Deduction for elected split-pension amount (attach Form T1032) 210 +

T1 Federal-QC p4

In addition to the review tags, DT Max also allows you to attach notes to specific fields on the tax return. To add a
note, right-click the desired field and select Add a review note.

F\\e Edit View Tools Efile Management Preferences Window Help

2. et o g,g:"\%mmm]ﬁ“{l@ IRRAO YT R U
£

@Se!&ct a family e Enter your total income from line 150. 150 71.162/50
Matrico Dubois Pension adjustment

’W (box 52 of all T4 slips and box 034 of all T4A slips) 206 ) UUUlUU

ESe{ecr a page Registered pension plan deduction (box 20 of all T4 slips and box 032 of all T4A slips) 207 250 |[][]
T1 Federal-QC p1 A RRSP deduction (see Schedule 7, and attach receipts) 208 [+ 500 Go to source F&
T1 Federal-QC p2 4 Source keywords F&
T1 Federal-QC p3 Deduction for elected split-pension amount (attach Form T1032) 210 + E£ Override this field Ctri+F2
T1 Federal-QC p4 -
T1 - Federal condensed p1 Annual union, professional, or like dues (box 44 of all T4 slips, and receipts) 212 + 10| % Help for this field Ctrl+Fe
T1 - Federal condensed p2 £7 Tag: For review ?
T1 - Federal condensed T1- Universal child care benefit repayment (box 12 of all RCE2 slips) 213 + x Tag: Error '
T1 - Federal condensed p3 Child care expenses (attach Form T778) 214 + / Tag: Checked OK -
Schedule 1 - Federal tax (QC Disability supports deduction 215 + o -
Schedule 1 - Federal tax (¢ & _Tag: Final check #
Schedule 3 - Capital gains, | Business investment loss Gross 228 | Allowable deduction 217 + |T Add a review note Ctrl+N
Schedule 4 - Investment inc Mavina exnenses 219 + |

A new window will appear allowing you to enter a review note of up to maximum of 400 characters. Once you have
entered the note, click Save.

Field review note

INurmaI LI

Edit the note below {352 characters remaining)

RRSP Deduction amount to review, See Schedule 7. -

I Remove this note E Save m Cancel
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A yellow note page symbol will appear in the navigator indicating that a review note is present.

—%FHE Edit View Tools Efile Management Preferences Window Help
ersian ,_} = .
2 (@m0 P S (HPEQOOU L2220 298 OQFO

@5 oot 2 famil o < ‘ Attach your Schedule 1 (federal tax) here. Protected Buhen completed 3
clect a family member Also attach here any other schedules, information slips,

Maurice Dubois - -
’W forms, receipts, and documents that you need to include

with your return.

E Select a page
Tax return summary with spi ~ Net income
Tax return summary p1
Tax return summary p2 Enter your total income from line 150. 150 71 182|50
Tax return summary p2 Pension adjustment
T1 and TP1 returns summai (box 52 of all T4 slips and box 034 of all T4A slips) 206 5 DD[]|UD
T1 and TP1 returns summal
Marginal Tax rate p1 Registered pension plan deduction (box 20 of all T4 slips and box 032 of all T4A slips) 207 2 500/00
Marginal Tax rate p2 RRSP deduction (see Schedule 7, and attach receipts) 208 + 5.000/00"
Marginal Tax rae p3
w‘&€? Deduction for elected split-pension amount (attach Form T1032) 210 +
2deral-aC p2
[E m” Federal-QC p3 Annual union, professional. or like dues (box 44 of all T4 slips. and receipts) 212 + 100/00
T1 Federal-QC pd

Once one or more review notes are no longer required, you may choose to remove them individually or all at once.
To remove an individual review note, right-click the corresponding field and select Edit the review note.

Go to source F&
;@ Source keywords F&8
E@ Override this field Ctrl+F2
% Help for this field Ctrl+F3
_fg} Tag: For review ?
x Tag: Error 1
# Tag: Checked OK =
-ﬁ Tag: Final check E
|T Edit the review note Ctrl+N I
_2’ Remove &LL review tags from this client
Hide the review tags +
List all the review tags

From the Field Review Note window, select Remove this note.

Field review note

Mormal ;I L‘ji;;rarga by:

2013111517274

Edit the note below (352 characters remaining)

RRSP Deduction amount to review, See Schedule 7. -~

IE’ Remove this note '_I J save
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To delete all the review notes and tags at once, right-click any field and select Remove ALL review tags from this
client.

@@ Source keywords Fa
Er::_‘I’ Owerride this field Ctrl+F2
% Help for this field Ctrl+F3
@ Tag: For review 7
x Taqg: Error 1
# Tag: Checked OK =
-ﬁ Tag: Final check

T Add a review note Ctrl+M

E

Remove ALL review tags from this client

Hide the review tags +

List all the review tags

PDF

DT Max’s PDF function allows you to save selected pages of the tax return as PDF files. These files can be
archived or even sent in an e-mail directly through DT Max.

To access this feature, once on the Tax Return screen, click the PDF icon located on the toolbar.

File Edit View Tools Efile Management Preferences Window Help

Version

2 @ wm e S EEQOORLL20 R0l on@Pe

In the new window, add a tick the box next to Save as a PDF file.

Pinter | DT FieCabinet  PDF |
Select pages

@ PDF Jackst federal)  Federal CRA Pariners' sips
You can save selected pages as PDF files. These can be viewed in
Adobe Acrobat®, or sent by email for review. Jacket (Quebec) Cliert copy

Authorization J & Office copy
ave as a PDFfile Keying summaries ns  Working copy

IC “\Users'w0168666%Desktop*intemn Cases'Intem Cases Solutions®1 Cliert invoice B - Cliert letter

[T Open file in Acrobat® when created lug Select all y@ Clear all
[~ Protect the file with a password L

B ronimmen

[~ Email directly Executive summary

Tao: Motes and diagnostics

| Error prevention repart

Subject Client notes shest
T1 comparative summany
TP comparative summary
Tax return summary with spouse pl
Tax return summary with spouse p2
Tax return summary with spouse pd
Tax return summary pl
Tax return summary p2
Tax return summary p3
T1 and TP1 retuns summary pl
T1 and TP1 retumns summary p2
Marginal Tax rate p1
Marginal Tax rate p2
Marginal Tax rate p3
T1 Federal-QC p1
T1 Federal-OC p2
11 T4 Fadaralni na

essage:

@ How to corfigure your email program

I'I pagels) selected to prirt

I oK F Cncel | @ Hep
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Click on the yellow folder to save to PDF file.

Printer | DT FileCabinet FDF

— Select pages
PDF Jacket federal) Federal CRA Partners” slips
ou can save selected pages as PDF files. These can be viewed in )
Adobe Acrobat®, or sent by email for review. Jacket (Quebec) Quebec RQ Cliert copy
Autharization Alberta Revenue  Office copy

Keying summares  Cther jurisdictions  Working copy

=3 Client invoice Be iany slips Client letter

[~ Openfile in Acrobat® when created [ selectal 1 Clearall
[” Protect the file with a password |

™ Include field review tags

VY alidation errors listing -

Three additional options are also available. You may choose to Open the file in Acrobat® when created, to
Protect the file with a password, and to Include field review tags in the saved PDF file.

Prnter | DT FieCabinet POF |

— Select pages
@ PDF Jacket federal) Federal CRA Partners slips
You can save selected pages as PDF files. These can be viewed in '
Adobe Acrobat®, or sent by email for review. Jacket {Quebec) Quebec RQ Client copy

Autharization Albera Revenue  Office copy

Ik Keying summaries  Other jurisdictions  Working copy
[C:\Users'\u0168666\Desktop \Intem Cases\Irtem Cases Solutions\1 |, | Clentinvelce e
I~ Open file in Acrobat® when created [ selctal B Cearal
[~ Protect the file with a password |
I Include field review tags Walidation errorz listing -
™ Email directly Executive summary |

85



In order to send the PDF files directly as an e-mail, simply tick the box next to Email directly and enter the relevant
information in the section below.

Pirter | DT FieCabinet  PDF |
Select pages

PDF Jacket federal) Federal CRA
*ou can save selected pages as PDF files. These can be viewed in
Adobe Acrobat®, or sent by email for review.

Jacket (Quebec)  Quebec RQ Cliert copy

Authorization

Office copy

Working copy

™ Saveasa POFfile

IC:'-Users'-uI}'\ £8666%Desktop\intem Caseshintem Cases Solutions’1 Cliert invoice B b Cliert letter
™ Open file in Acrobat® when created u@ Select all uﬁ Clear all
™ Protect the file with a password L
[ incdeteldreventas
Email directhy Executive summary
To: Notes and diagnostics
| Error prevention report
Subject: Client notes sheet
I_L T1 comparative summary
TP1 comparative summary
Message

Tax retumn summary with spouse pl
Taw retumn summary with spouse p2
Taw retumn summary with spouse p3
Taw retum summarg pl

Tax return summary p2

Tax return summary p3

T1 and TP returns summany pl

T1 and TP1 1eturns summary p2

- Marginal Tax rate p1

Marginal Tax rate p2

Marginal Tax rate p3

T1 FederaHiC g1

T1 FederaHiC p2

01 T4 Fadaralnih A3

@ How to configure your email program

|1 page(s) selected to print

ok EJcace @ Heb

The Select pages section allows you to make a selection of which pages you would like to save to PDF or send
directly by e-mail. DT Max will only list the relevant pages with regards to your client.

Pinter | DT FleCabinet  PDF |

PDE Select pages
@ “ou can save selected pages as POF fies. These can be viewed in B ey Federal CRA
Adobe Acrobat®, or sent by email for revisw. Jacket (Quebec) Quebec RQ Client copy
Authorization Office copy
[~ Savezsa POFfile fe L ¥
IC:"-.Users"-ul}T 68666 Desktop*Intemn Cases\Intem Cases Solutions'.1 Cliert invoice Bene Cliert letter
[~ Open file in Aciohat® when created lug Select all mé Clear all

[~ Protect the file with a password
™ Include field review tags

td arginal Tax rate p3

[~ Email directly T1 Federal-OC p1
Ta: T1 Federal-QC p2
| uﬂ Federal-QC p3
Sl T1 Federal-GC p4
I_L T1 - Federal condensed pl

T1 - Federal condensed p2

T1 - Federal condensed T1-KFS

T1 - Federal condensed p3

Schedule 1 - Federal tax [AC) p1
Schedule 1 - Federal tax [QC] p2
Schedule 3 - Capital gains, losses
Schedule 4 - Investment income
Schedule 7 - RRSP

“Workshest [Federal]

- T776 Les Habitations Dubais p1

T776 Les Habitations Dubais p2

T776 Les Habitations Dubois p3
T776-5 Les Habitations Dubois

TH36 - CNIL p1
T . TR A7

Il ezzage:

@ How to configure your email program

'9 page(s) selected to print

= ok Bcnce @ Hep

Tip: You may choose to select the pages one at a time by holding down CRTL on your keyboard and clicking the
corresponding pages from the list.
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PREFERENCES MENU

Security System

DT Max features a security system which enables you to set up the program so that only authorized personnel are

allowed to use certain specified attributes.

When DT Max is first installed, all users can access any program feature as passwords are not required until the

security system is activated.

User IDs and passwords are tied to a specific DT Max database. If you use different databases, each database

must have its own security syst

Setting up a supervisor

As a first step, you must set yourself up as a DT Max supervisor. In order to do this, you must create your

password.

Go to the Preferences menu, select Security System, and then select Your personal passwords and rights.

em setup.

B File Edit View Tools Efile Management | Preferences | Window Help
S Filter Identification... < Find client
Client Data Tax . L& @ Qﬁ @
e Daa | e 2, [ Donotfite User's defaults... Alt+F2 g
Client n-I N‘ﬂe —| Sl HQ Forms manager... | Processing status
25 Campeau, Stephane 11] % Printing options... Ready to print
28 Campeau, Lucie 80 Client letter... No return
26 (Cassano, Theresa 22| E] Archiving and PDF... Ready to print
243 Carruthers, Laureen 72| EFILE setup... Ready to print
244  Carruthers, Parker Maodem... No return
245 Carruthers, Keaton Billing... No return
246 Carruthers, Griffin Text macros... Alt+F1 No return
7 Desbiens, Luc 1% Client list settings... Ready to print
DUDOC Security system I Your personal password and rights ...
6 Duplessis, Denise 22 DT MetLink ... Individual users' passwords and rights ...
108 Fradette, Nelson 87| User interface... Company database security policy ...
111  Fradette, Pierre a7| Audit trail X
Setup files manager ...
1059 Bureau, France 87| 1 DT ScanDoc setup X
Systemn policy manager ...
110 Bourget, Isabelle a7 DT EileCabinet...
Keywords ...
106 Goulet, Renee 87070002y ITeT U U Eng

A new window appears. Enter your new password at the top right. Make sure that in the Personal Rights section,
the box next to System Supervisor is ticked. Click SAVE.

password and right:

Faor security, please enter your CURRENT password and

LK |

click OF. before making changes.

| MaTO

To change your personal pazsword
enter your NEW password here...

...and repeat it here to confirm.

Ixxxxxx

— Perzonal access right

Thesze rights define which features of DT Max you are
allowed to access, and can only be changed by the
syztem supervizor aszigned to this database.

w| & - System supervisor [full rights)|
Access all clients in database

Data entry

Delete clients from the database
Change processing statuses of clients
Dizplay tas retumns

Production printing of tax returnz
Change preferences

Backup database

Restare database from backup
“erify data and completed tax return
Extract and merge client data

EFILE tax returns

DT Metlink

supervizor to help support wou.

f'our hame

Thig information can be uzed by your system

Department

Physical location

Telephane

Email address

| Save I

Cancel
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Company Database Security Policy setup

Once you have set up the supervisor, you must now set up the Company Database Security Policy.

Go to the Preferences menu, select Security System, and then select Company database security policy.

L File Edit View Tools Efile Management Preferenc&]W'rndow Help

e Filter Identification... n N Find client
Client Data Tax I i |5} @ % @
a list @ entr = return Do not filter User's defaults... Alt+F2 _J ﬂ
Client #-l Mame -I Sl HE Forms manager... I Processing statuz |

25 Campeau, Stephane 11 @ Printing options... Ready to print
28 Campeau, Lucie 80 Client letter... Mo return
26 Cassano, Theresa 22| E] Archiving and PDF... Ready to print
243 Carruthers, Laureen 72 EFILE setup... Ready to print
244 Carruthers, Parker Modem... Ma return
245 Carruthers, Keaton Eilling... Mo return
246 Carruthers, Griffin Text Macros... Alt+FL Ma return
7 Deshiens, Luc 11 Client list settings... Ready te print
5 Dubois, Maurice 11 Security system I Your personal password and rights ...
& Duplessis, Denise 22 DT Metlink ... Individual users' passwords and rights ...
108 Fradette, Nelson a7 User interface... Company database security policy ...
111 Fradette, Pierre 87| Audit trail )
Setup files manager ...
109 Bureau, France 87| ﬂ DT ScanDoc setup .
System policy manager ...
110 Bourget, Izabelle a7 DT FileCabinet
Keywords ...
106 Goulet, Renee S70FO00=29E T I9SU-UZTUZ Eng
107  Goulet, Antoine 870-000-80% 2011-11-08 Eng Mo data this year

In Your personal password, enter the password you set up in the previous step.

- ﬁ

“You must have spsten supervizor status in order to change this policy.

Enter your perzonal password and the encreption pazsword for this databaze, and click
OF.. If pou wish to change your personal password, or do not have one yet, click "Change
personal password”' below before continuing.

our Your personal password D atabaze encryption password
username [usedtolog into DT kax) [used to create this databaze)

| MATO Ixmexxx Ix:uexx Q{ oK
g Change perzonal password

Compary database secunty policy |ast edited by uszer:-
DR T2X DEVELOPMENT TEAM #2 01 0ct 2013

— Pazzword requirements

' Paszwords not required Passwords are caze sensitive.

" Paszwords required

= Apply changes | cancel (@) Heb
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In Database encryption password, enter the password you had set up for the database during the installation
process. Click OK

You must have spstem supervizar status in order to change this policy.

Enter your personal password and the encryption password for this database, and click
QK. If you wish ta change pour personal password, or do not have ane pet, click "Change
perzonal pagzword”’ below before continuing,

Yaur ¥ our persanal password [ atabasze encryption pazsword
ugermame [usedtologinto DT kax] [uged to create thig database]

| MATO Ixxxxxx Ixxxxx

:" Change personal password

Company database zecurity policy last edited by uzer:-

DR T4X DEVELOPMEMT TEAM #2 01 Oct 2013

— Password requiraments

' Pazswords not required Pazswords are case sensitive.

€ Pazswords required

k= Apply changes 3 cancel (@) Hel

Now the Password requirements section unlocks, allowing you to choose amongst the two options presented.

Select Password required and then click Apply changes.

You must have system supervizor status in order to change this policy.

Enter your personal pazsword and the encryption passwaord for this database. and click
Q. If you wish to change your personal password, or do not have one yet, click "Change
perzonal pazsword' below before continuing,

our Your personal password Databasze encipption password
USEThame [usedtaloginto DT Max) [uged ta create thiz databasze]

MATO Ix:exxxx Ixxxxx

Change personal pazsword

Company database security policy last edited by uzer:-

DR TAX DEVELOPMENT TEAM #2 01 Oct 23

— Passwond requirements

™ Passwords not required Pazgmords are case sengitive,

@ Apply changes 3 cancel (@) Help
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Restart DT Max. You will now be required to enter your password in the Splash Screen.

Enter your password in the appropriate box and click Start.

DT
N AX

THOMSON REUTERS

Tax year: ﬂ Username : [MaTD | 9 Francais
|DT Maw products |v| | Password : | xxxxxx | |

T1 Database location : |C:AMaxFC, B
PERSONAL

This copy of DT Max is licensed for the sole Recently accessed clients :

u=s of:

DR TAX DEVELOPMENT TEAM #2 Mame | Client #

Help

T utarials

fhat's new?
Enowledoe base
Support

N

‘Copyright @ 1387-2013 Thomson Reuters Licence number: 13010 v16.35

Individual users’ passwords and rights

Once you have set up the Company database security policy, you must now assign a username, password, and
rights to all other users of DT Max.

Go to the Preferences menu, select Security System, and then select Individual Users’ passwords and rights.

EE; File Edit View Tools Efile Management Preferenca] Window Help
— Filter Identification... - Find client
Client Data | @x Tax I ; LQ' @ {:?i @
list entr ‘_'E return Do ot filter User's defaults... Alt+F2 _J ﬂ
Cliert ﬂ—l Mame —| Sl EQ Forms manager... | Processing status
25 Campeau, Stephane 155 Printing options... Ready to print
28 Campeau, Lucie 80 Client letter... Mo return
26 Cassano, Theresa 22| E] Archiving and PDF... Ready to print
243 Carruthers, Laureen 72 EFILE setup... Ready to print
244  Carruthers, Parker Modem... No return
245 Carruthers, Keaton Billing... No return
246  Carruthers, Griffin Text macros... Alt+FL Mo return
7 Desbiens, Luc 11 %2 Client list settings... Ready to print
DLUBDO 3 = Security system | Your personal password and rights ...
& Duplessis, Denise 22 DT Netlink ... Individual users' passwords and rights ...
108 Fradette, Nelson 87| User interface... Company database security policy ...
111 Fradette, Fierre a7 Audit trail ... )
Setup files manager ...
109 Bureau, France 87| ﬂ DT ScanDoc setup .
System policy manager ...
110  Bourget, Isabelle 87 DT FileCabinet
Keywords ...
106 Goulet, Renee S70FO00-29E T 198 0-UZ-0rEng
107  Goulet, Antoine 870-000-809 2011-11-08 Eng No data this year
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A new window appears. Click New to add a user to the database.

|Jzerz currently registered in the security system
for thiz databasze

MATO & E dit Edit or wiews the record of the
MATT & | kighlighted user

Delete Remove the highlighted user

Mew Add a news uzer

Frint Frint a list of all users

Mumber of uzers registered 3

b asimurm users allmwed B0

Systemn supervizors are identified by the symbol & 0k, I el | Help |

In the Required user information section, enter the user name and password of the new user you are creating.

arz passwords and righ

— Required user infarmation — ser's zecurity access rights

Thiz information is used by the user when starting I

OT Mas. § - Systemn supervizor (full rights]

Access all clients in database

Data entry

Delete clients fram the database
Change processing statuzes of clients
Dizplay tax returns

|Jzermame Personal pazsword
SLIB1 HEXRHE

— Dptional user information

This information can be used by zystem

. . . Froducti inti ft b
supervizors bo identify and support the user. i

Change preferences and setup
zer's name Backup databaze
I Fiestore database from backup

D Werify data and completed tax return
epartment )
I Extract and merge client data
EFILE tax returns
Phyzical location DT Metlink

Telephone

— Other accountant codes accessible
Thig user iz regticted to accessing only

I his/her clients.

Email address Add here any other accountant codes which

I they may access.

Add Delete
ak. I Cancel
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In the User’s security access and rights section, untick System Supervisor and then untick the rights you want
to disable for this particular user.

Click OK once you are done.

' Security system - individual users' passwords and right: |

— Redquired user infarmation — User's zecurnty access rights

This information is used by the user when starting B p p
OT Mas. [T § - Systemn supervisor [full rights)

Access all clients in database
v Data entry
[ Delete clients from the databaze
[¥ Change processing statuses of clients

o . [v Display tax returns
SUpenvisce 10 dontly s suppt i et ¥ Praduction printing of ta retume
p v PP ’ [ Change preferences and setup

|Jzer's name [ Backup databaze
I [~ Restore database from backup
Department [ “erify data and completed taw return
I [~ Extract and merge client data

¥ EFILE tax retums

Jzermame Personal pazsword
SLIB‘I KAXRNN

— Dptional uzer information

Physical location

Telephone

r Other accountant codes accessible

This user is regtricted to accessing only
I hiz/her clients.

Email addresz

Add kere any other accountant codes which
I they may access,

Add Delete
| u]4 I

Synchronization of the preferences

In DT Max, syncing the preferences allows the system supervisors to spread his preference to all users in the
company.

It is recommended to do a backup of your preferences before proceeding to the synchronization. In order to do so,
go to Tools, Backup and select Backup...

[ Tools | Efile Management Preferences Window Help

Recalculate current client Alt+F3

Batch calculations
Filter the client list

Extract

Merge

€ld

Clone family members

Backup I Backup...
Restore b Backup werification...
Accessories L4
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In the Select files for backup window, use the scroll bar to select INI files. The INI file contains DT Max
preferences.

.
- 2005 To select entire years or cancel a prior selection, click on I
- 2010 the items on the left. To select multiple tems, hold down
B 2011 the [Ctd] key. To select a range, use the [Shift] key.
- 2012
- 2013
- 2014 Change to selecting individual database files by clicking
DTICPDE on the + symbol for the appropriate tax year. Click on the -
.DTIDB symbal to change back to selecting entire years.
-- DT1EFSUL.GBL
- DT1EFSU.GBLX
- DT1SEC
DTWKE!
I B I files
< Back Next > Cancel Help
|

Then, click Next >

In the new window, click on browse ...

Folder and file name

Select the directory where the backup folder should be saved and rename the file.
Select a directory or file name for backup

Organize « New folder E: h 0

I
2 . o frow— s
¢ Favorites [ | Libraries
P Desktop Systern Folder E
j Downloads
“El Recent Places (TaxBtAccounting)
Systern Folder

Libraries ~
E@ 5 . i My Computer
J' ocuments Systern Folder
Music o

[ Pictures A Network
B Videos System Folder

1% Wy Computer U0172120-TPD-A ] j| 2013
ML e k% File folder 5
I File name: DT_Max_Preferences| I -
Save as typer | DT Max backup files (*.001) - ]
(~ Hide Folders [ save || cancel |

Click on save then finish.
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The synchronization of the preferences is done from the preference menu of DT Max. Select security system
then Setup files manager.

Preferences | Window Help

Identification...
User's defaults... Alt+F2

i

Forms manager...

4|
=

Printing options...
Client letter...

=| Archiving and PDF...
EFILE =setup...

Modem...

W

Billing...
Text macros... Alt+F1
Client list settings...

[ @

Security system Your personal password and rights ...

User interface... Individual users' passwords and rights ...
Audit trail ... Company database security policy ...

1 DT ScanCoc setup ...
DT Client Portal...

Setup files manager ... I

Systemn policy manager ...

Keywords ...

Note: Ensure there are no other users using this database before proceeding to the synchronization.

In the new window, click Replace for the company setup file. This option will take your preferences and add it to
the file DT1_COMP.INIT

i T— N
Setup files manager u

IIse these features to ensure that all OT Max users in your company
or workgroup use the same preferences and setup settings for
things like billing, forms mapping, etc.

This is a feature for advanced users only - please read the Help
before proceeding.

Ensure there are no other users using this database before
proceeding.

Company setup file -

T

OT1_COMP,INIT

Note: click on Replace only once. No physical action will be present or done by the software but the action will be
executed in the software.
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In the Existing setup files section, click Clear Individual users file ... to clear the preferences of other users of

the software.

Existing
setup files

Clear Workgroup file

I Clear Individual users file

In the Individual setup files window, select all users and click OK.

-
Individual setup files

[

=)

Clear existing setup files
¥ |l ugers
" Selected users

EM
ERI
ERIC
EvA
EvAI
EVAL
GERR
LF2
LYLE

(Use [Shift+Click] or
[Ctrl+Click] for multiple
selections.)

QK

The supervisor’s preferences will then spread to all DT Max users.

Archiving and PDF

The archiving and PDF tool allows you to greatly reduce the volume of paper used to store your client’'s documents.
Once enabled, DT Max will automatically save an archived copy of the tax returns produced. These archived files
are stored in a PDF format easily accessible for future viewing or printing.

To access this feature, go to the Preferences menu and select Archiving and PDF setup.

‘4% File Edit View Tools Efile Management

Preferences | Window Help

Client
list

Tax

Data o
@ entry "_'E return

% & B

Identification...
User's defaults... Alt+F2
Ferms manager...

Printing options...

Client letter...

HAOZRFUOR

> |¢ none >

Archiving and PDF setup

Dubois, Maurice i
SIN: 111-111-118 =
Language English j =
& Street 32 des cedres
City Eeaconsfield -
Frowince Cluehec
PostalCode HZL 366 |
# Phone
ﬁ Drug-Insur Clughec prescrip
L File-Jointly Yes ¥

% T4

EFILE =zetup ...
Modem...
Billing...

Text Macros... Alt+F1

Security system
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A new window will appear with several options.
P retiving and PDF setu B

Archiving setup | PDF creation settings I

™ You can corfigure DT Max to automatically save an archive copy of each tax retum exactly
as it was filed. This wil help reduce the need for paper storage in your office.

These archives are saved as PDF files and can be viewed or printed using any computer
running Adobe Acrobat®.

i~ Location of saved archive files
% Subfolder .. \ARCHIVE in the database folder
" Specify the name and location of the base folder

¥ Use different subfolders for T1, T2and T3 If etther box is checked,
subfolders will be created in the
¥ Use a different subfolder for each tax year folder indicated above.

— Naming convertion for archive files
IClient number, client name, SIN ;I

I the file already exists: ~ ©* Owverwrite the existing file
" Add a suffic to create a unique name

@ Hep

In the When to archive automatically section, you may choose among 4 options. Make the appropriate selection.

Archiving and PDF setu

Archiving setup | PDF creation settings

™ You can configure DT Max to automatically save an archive copy of each tax retum exactly
as it was filed. This will help reduce the need for paper storage in your office

These archives are saved as PDF files and can be viewed or printed using any computer
running Adobe Acrobat®.

When to archive a 1
Do not archive automatically

Do not archive automatically
Archive when all govemment destinations are printed
Archive when each govemment destination is printed

Archive when all destinations are printed

Tip: We strongly recommend to select the “Archive when all destinations are printed” option.

In the Location of saved archive files section, you may select the location of the base folder where the files will
be archived. DT Max will implicitly offer you to save the files in a subfolder located in your database folder.

— Location of saved archive files
{* Subfolder \ARCHIVE in the database folder
{” Specify the name and location of the base folder

¥ Use different subfolders for T1, T2 and T3 If either box is checked,
subfalders will be created in the
[ Use a different subfolder for each tax year folder indicated above.
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You may, however, choose to manually select a base folder location by ticking the box next to “Specify the name
and location of the base folder” and clicking on the “browse” icon.

r— Location of saved archive files
" Subfolder . "ARCHIVE in the database folder

E?Spedfythe name and location of the base folder:

v Use different subfolders for T1, T2 and T2 i either box is checked,
subfolders will be created in the
¥ Use a different subfolder for each tax year folder indicated above.

Tip: We strongly recommend to keep the “Use different subfolders for T1, T2, T3” and “Use a different
subfolder for each tax year” options selected. This will ensure a proper classification and archiving of your client
files.

In the Naming convention for archive files section, choose amongst the 5 options. This section will determine
how the files will be named in the archive folder. The file name can be composed of the client’'s name, client
number, and SIN.

MNaming convention for archive files

Client number, client name, SIN

Client number only (8.3 filenames)
SIM anly (8.3 filenames)

Client number, client name, SIM
Client name, client number, SIN
SIN, client name, client number

Tip: We recommend using the “Client name, client number, SIN” option.

Billing

DT Max’s billing tool enables the automatic generation of invoices once tax returns are calculated and produced.
The Rate Card table allows you to bill your clients in a consistent manner in relation to the services provided.

To access the billing tool, go to the Preferences menu and select Billing.

4% File Edit View Tools Efile Management | Preferences | Window Help

e Cllane| @ . ﬁ ﬁ ﬁ ﬁ Identification... : & a: @
Mt entry =l return| k k User's defaults... Alt+F2 n Q&
glr{‘hc::_%_?ﬂl_l:lée HEI Forms manager... LI |< none
Language English ~||2 Printing options...
\ﬁ Street 12 des cedres Client letter...
City Eeaconsfield = Archiving and PDF setup
Frowince Cuebec EFILE =etup ...
PostalCaode HZL 3B6 | Modem...
# Phone | Billing... |
\ﬁ Drug-Insur Quebec prescrip Text macros... Alt+F1
L File-Jointhy Yes ¥ £
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In the Rate Card tab, DT Max uses an input table to attribute the amounts that you will bill your clients. In other
words, the invoice total can be composed of specific amounts in relation to each schedule that is produced in the
tax return.

Automatic billing setup 28

Rate cand |Op1ions | Taxirformation |

Chargeable items Fee for each -
included | additional El
item ($0-$500)

Federal forms and schedules
T1 - Federal income tax and benefit return

Schedulel - Federal tax calculations

Schedule 2 - Transfers from spouse

Schedule 3 - Capital gains (losses)

Schedule 4 - Investment income
Schedule 5 - Details of dependant

Schedule 6 - Working income tax benefits
Schedule 7 - Transfers to a RRSP

Schedule 8 - Self-employment CPP contributions

Schedule 9 - Donations and gifts
Schedule 10 - QPIP contribution

Schedule1l - Tuition fees and education amount

Schedule 13 - EI premiums on self-employment
Schedule A - Werld income

Schedule B - Allowable non refundable tax credits
Schedule C - Electing under section 217

Srhadula M - Raridanmr etatoe

iy Print

For example, you could set up your Rate card on a family basis where you would charge $100 for the first tax
return produced and $50 for any additional tax return.

-
Automatic billing setup g
Rate card IOptions I Tax information

Chargeable items

Fee for each -
additional E
itemn ($0-$500)

Federal forms and schedules
T1 - Federal income tax and benefit return

§100.00
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You may choose to indicate specific rates per schedule prepared. For example, if you prepare two rental
statements (T776), you may charge $40 for the first statement and $25 for any additional statements.

-
Automatic billing setup u

Rate cand | Options | Tax information |

Chargeable items Base fee Items Fee for each -
($0-5500) included | additional
item ($0-$500)
T776 - Statement of rental income $ 40,00 1 §25.00

In the Options tab, the Type of invoice section allows you to select whether or not to automatically generate an
invoice as well as the extent of details that should be presented on these invoices.

Automatic billing setu

Rate card Options |Tax information

Type of invoice
Mo automatic invoice LI The automatically generated invoice can

show a detailed breakdown of the costs, a
list of chargeable tems without army mention
of costs, orthe total costs payable only.

Automatic - temized tasks and costs
Automatic - total anhy
Automatic - temized tasks only

Spouse

|No invoice -tasks not charged ;I Spouses and dependants may be billed
individually, have their chargeable tems

Dependant included in the invoice of the family head, or

INo invoice -tasks not charged LI R

The Spouse and Dependant sections allow to select whether or not to print a separate individual invoice or to
combine the fees into the family head’s invoice.

Spouse

Mo invoice -tasks not charged ;I Spouses and dependants may be billed
individually, have their chargeable tems

Dependant included in the invoice of the family head, or

No invoice -tasks not charged j TSI

In the Invoice numbers section, select how you would like to have your client invoices numbered.

Inveoice numbers

Do not show an invoice number, LI Uge the keyword INVOICE-NUM to assign a
specific invoice numberto any invoice.

Do nat show an invoice number
Leawve space for the number to be manually added

Allocate automatically based on client number
v Include the client's phone number on the invoice

Tip: We recommend selecting “Allocate automatically based on client number”.
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The Tax information tab will allow you to set the GST/HST rates and any applicable PST rates as well as the
relevant registration numbers.

You may also select whether or not to have the sales taxes included in the Rate card amounts.
Automatic billing setup [t _|

Rate card | Options ~ Tax infomation |

r—Goods and services tax information r Provincial sales tax infomation

GST registration number

G5T/HST rate

o

¥ Apply GST before applying PST

Inclusion of GST/HST and P5T in rate card

Included -

ok BPend @ Hep
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