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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 look into the various tools provided by DT Max to enter as well as 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.
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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.

DT
Rl AX

woear: [ [+

| DT Max products | - |

T2

CORPORATE

use of:

Help

Tutorials

What's new?
Enowledge base
Suppart

Thiz copy of DT Max is licensad for the sole

DR TAX DEVELOPMENT TEAM #2

N

THOMSON REUTERS

Username : |

| g Francais

Password : |

Database location : |

&

Recently accessed clients :

MName

| Client #

START > |

You must first select a folder that will house the files of your Client Database. You may select your Database
location by clicking the browse icon.

DT
Bl AX

Tax year: E

| DT Max products ‘ v l

T2

CORPORATE

use of:

This copy of DT Max is licensed for the sole

DR TAX DEVELOPMENT TEAM #2

THOMSON REUTERS

Username : l

I 0 Francais

Password : |

|

Database location : |

~»

-

Recently accessed clients :

Name

I Client #
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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
Bl AX

[ T

-]

Tax year:

I DT Max products

T2

CORPORATE

]

THOMSON REUTERS

Username : |USER

Francais

|@

|

I

Database location : |F:\In\Emmy\DemoCIients\

EE

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.

DT
Bl AX

THOMSON REUTERS

Francais

@

~»

Tax year: 2014 Username : ]USEH
20100 |4
DT Max products gg}; Password : I I
2013 T
T 2 <] Database location : |K:\Dtprogdbhanon' v
CORPORATE

Next, select the DT Max product you wish to load. In this case, we will select T2.

ENDT
Rl AX

[ [

Tax year:

DT Max products

DT Max products

THOMSON REUTERS

Username : \USER

Francais

@

Password : |

l

Database location : |K:\Dtprogdbanon

[ &
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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.

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

use of: i

DR TAX DEVELOPMENT TEAM #2 ! M ame | Client #
Alberta lhe. E
Ontario Ihe. 1
[uebec Inc. 2
[Huebec Inc. 140

Help

Tutorials

what's new?

's

Enowledge base w
Suppart N

The Splash Screen also provides many useful links such as the knowledge base, online video tutorials, and the
DT Max support page.

DT
.. MAX THOMSON REUTERS

Tax year: |:|Z| - Username: USER | g Francais

|DT M aw products | - | Password * | |
T 2 . Database location : IS EmmyADemaClients' v »
This copy of DT Max is licensed for the sole Recently accessed clients :
uss of: i
DR TAX DEVELOPMENT TEAM #2 M ame | Clignt #
: 5
4
Alberta Inc. 3
Ontano Inc. 1
Cuebec Inc. 2
Quebec Inc. 140
Help
Tutarialz
Wihat's new?

Enowledge base w
Suppart & i

F
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Once you have enter all the relevant information, run DT Max by clicking on Start.

DT
BlAX

Tax year: ﬂ Username : USER | g Frangais

THOMSON REUTERS

| DT tax products | hd | Password : | |
T 2 i Database location : FAIPEmmyAD emaClients' v »
This copy of DT Max is licensed for the sole Recently accessed clients :
use of: i -
DR TAX DEVELOPMENT TEAM #2 MName | Clent #
: i}
4
Alberta Inc. 3
Ortario Inc. 1
GQuebec Inc. 2
[uebec Inc. 140
Help
Tutorials
Wwihat's new?

Support -

s’
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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. For example, you can view the
client’s number, name of the corporation, phone number, business number, year-end, Processing Status, etc... All
this information is displayed directly in the Client list.

G @ m ] (e NIRBRAKAOFRZROO

Clignt # = | Mame x‘l-.l Phone nurber I Business: number IYear-end | Processing status

| I 3 ﬁlEEm Inc_ W ZUg-850-00590 Liogabrodhi Lecal REVIEW require

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

Clamt Filter Identification...
Eﬂ H
= ik | & entry | &Jretuml I Do not filter User's defaults... Alt+F2

Client 1¢-| M arne fll FPhorne number H@ Forms manager...
3 Alberta Inc. Wi 204-458-889 (¥2 Printing options...
1 Ontario Inc. W: (418) 333-78 Client letter...
2 QuebecInc.  W:(514) 555-55 m| Archiving and PDF...
EFILE =etup...
Modem...
Text macros... Alt+F1

E Client list settings...

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

[m“ &2 entry |EHretnrn| I':”I:t;!c'rhClt filter = a E }; g o @ @ % ?ﬁl @

Client # =] Mame ) Phone number Buziness number Tear-end == cessing status

3 Alberta Inc. W: 204-458-889 123456782RC Dec31 Ready for EFILE
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A new window will appear, allowing you to select the information you want to add or remove from the Client list.

-

-
Columns to show in client list - T2 lﬁ

Client rurmber

Plans

Mame of corporation
Business number
MEQ [Quebec)
“ear-end

Mame of contact
Language

Province of residence

Street

City

Postal code
Country
Prawince

Phane number
Phomne number [night)
Far number

Email address

A R s A T B B A B Y

Reset to defaults

Proceszing status
Pracessing status - Quebec
Pracesszing status - Ontario
Processing status - lberta
E ... ifEFILE

[rate of lagt activity
Accountant

R ... if restricted client

CLIEMT-CODE keyword
LIST-MEMD-1 kepword
LIST-MEMD-2 kepword
LIST-MEMD-3 keyword
LIST-MEMO-4 kewword
LIST-MEMO-5 kewyord

A0 Ot amn=

‘ k. | Cancel ‘ Help ‘

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 - T2

Cliztt nunber

Plans

Mame of corporation
Business number
NEQ [Buebec)
Year-and

MName of contact
Language

Province of residence

Street

City

Postal code
Countr

It Y B

[+ Phone number

[ Phone nurnber [right)
[ Fax number

[ Email address

Reset to defaults

Processing status
Processing status - Quebec
Processing status - Ontario
Processing status - Alberta
E .. ifEFILE

Diate of last activity
Accountant

R ... if restricted client

CLIEMT-CODE keywaord
LIST-HEMO-1 keyword
LISTMEMO-2 keyword
LIST-HEMO-3 keyword
LIST-HEMO-4 keyword
LISTMEMO-5 keyword

e e e M R

‘ QK | Carcel ‘ Help ‘

S

=3 Client Cata
| & e | R S

%mﬁ]ﬁ”. i:ilé':mt filtes j ﬁ E }2 }% ﬂ |_\:} @ A

Client # | M arne

Province Phone number

| Business number

10

3 Alberta Inc. AB Wi 204-458-8895

1234567832RC
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Sorting the Client List

Certain columns of the customer list can be sorted such as the client number, corporation name and year end.

To sort your list by name, just click on the name column. The symbol "-" will become an arrow, indicating that the

customer list was sorted by name.

2% e am [eew JERL2205 R

Clignt # ={ Mame g Province | Phione numbier | Buszinesz number
| 3 Alberta Inc. AB W 204-458-88495 123456782RC

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

Gert | 2 22 | 2 el |F“[t;.!;.rnnt e <] @ (2 2550 sF &é 7 %a X

Client # .~ 8Hame ==| Year-end =| Province Phone number Buzsiness number
2 Quebec Inc. Oct31 C W: 514-733-8355 777888777RC

3 Alberta Ilnc. Jan3i AB W 204-458-8895 123456782RC

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.

Filter
e | @ ous | & B [porame < |2 A2 2 @ bF @
Client ﬁ-l M ame ﬂ.l Frovince | Phone number Add new c"E”F F3 Less number
2 Alberta Inc. AB Wi 204-453-8895 123456782RC
1 Ontario Inc. oM Wi (416) 333-7894 123456782RC

A window will appear to configure the new company. You can change the client number that is automatically
assigned to the new company.

-
Add new corporation u

Mew client number
| 4

The new corparation will be aiven thiz client number. [f
wou wizh, you may azsign a different number provided
it iz not already used in this databaze.

W Usze the SmartStart input assistant
[ Tick if client iz a registered charity

Ok I Cancel Help

THOMSON REUTERS”
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DT Max allows you the option of using a Data Entry tool called the Smart Start. More details on this tool will be
provided in the Data Entry portion of this document.

d ~ ~
. @ SrnartStart sections Inthe list &t the left. check off each SmartStart
Mew client number section that applies to this corporation.
I—E Identification
Accountant / Contrals
. q o o Overrides g TS
The new corporation will be given this client number. 1f g Elie o E\;:eta:r?L;:li‘:?J:l;ie‘jdétca";keatc?]”;'ggﬁoh%“
pou wish, vou may assion a different number provided oA '
g5 vuet elszently eed I (i Catehass Netincome / Small business deduction
. . Capital / Surtas / CMT / Premium tax ~List of keywards included in this section
Llse the SmartStart input assistant [ Status change
[~ Tick if client is a registered charity (] Charitable donations and gifts L Bl r " "
Investment income & dividends E ame name ot carparatian
Capital gains and losses Ident-Name name of corporation for i
ok I Cancel Help [] General rate income poal YearEnd vear end )
[] Low rate income paol CorpType type of curpuratlrjm at yei
[ Losses CharityType type of organization (cha
O A CEC Activity business activity; er.1ter f
[ Resources Address address of corporation -
[ Reserves Language language of correspondel
[ Royalties - Email client's ele.ctrunic mail a.d
[ Loaging IncorpDate  incorporation date and ju _
] Manufacturing and processing :w*" * """"""T
] ITC ¢ Deductions
[ Research & development I~ Show secondary keywords Keyword help
[ Taw credits and deductions
Alberta credits and deducti .
g Dntea[liz ::lreedlitss Z:d d:d:c;tl‘oo:ss [ Save as default selection for new corporations.
[ Quebec credits and deductions - .
o/ Continue | Cancel (@) Heb

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.
LY = Find client Search by
YR ZBUIQO | | [ame 7]

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, or Phone number.

Find client Search by

| | IName ;I

Clignt nurmber
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.

-

|200m 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.

2

|Zoom out  Ctrl+ -I

THOMSON REUTERS”
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DATA ENTRY

Once you have created the new corporation, 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 enter this information through 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 Wiew Teools Efile Management Preferences Window Help

[=] Tax
"_"E return

Client Data
B Sl | & enry
Ontario Inc.
BN: 1234567 82RCO001

G @BERL . O00RHABQ @

|SmartStart client profile  Alt+F3|

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

-
SmartStart client profile

]

@ SmartStart sections

Identification

Accountant / Controls
] Owerides

[] Efile

GIFI

Met income / Small business deduction
Capital / Surtas / ChT / Premium tax
[ Status change

[1 Charitable donations and gifts
Investment income & dividends
Capital gaing and loszes
General rate income pool

] Low rate income pool

[ Lozzes

CCa /CEC

[] Resounces

[] Reserves

[1 Royaliez

[l Logging

[ Manufacturing and proceszing
[1 ITC # Deductions

1 Research & development

[1 Taxcredits and deductions

[ Alberta credits and deductions
[1 Ontario credits and deductions
[ Quebec credite and deductions

m

It the list at the left, check off sach SmartStart
section that applies to thiz corporation,

When pou have finished, click "Continue’’. ou
c:at then enter the tax data in each section.

— Ligt of keywords included in thiz section

Name name of corporation -
Ident-Name name of corporation for i
YearEnd year end

CorpType type of corporation at yei

CharityType type of organization (cha|=

Activity business activity; enter ty
Address address of corporation - ¢
Language language of correspondel

Email client's electronic mail ad

IncorpDate incorporation date and ju
Tesmmim AT i arrmimd i imm i ——————— + T

4 mn 3

Femyord help

[ Show secondary keywards

[ Save as default selection for new corparations.

m Cancel @ Help

<" Continue

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

13
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When selecting a section on the left, DT Max will show you the keywords that belong within that section on the
right.

-
SmartStart client profile M
@ SmantStart sections In the list at the left, check off each SmartStart
section that applies to this corporation.
|dentification
Accountant / Controls
[] Overrides ‘wihen vou have finished, click "Continue". You
1 Efile can then enter the tax data in each section.
GIFI
Met income / Small buziness deduction
Capital / Surtax / CMT ¢ Premium tax  List of keywords included in this section
[] Status change
[1 Charitable donations and gifts -
vl Investment income & dividends = Name name of curpurat! en X nl
¥ Capital gains and losses Ident-Name name of corporation for i
¥ General rate income pool YearEnd vear end _
] Low rate income pool CorpType type of corporation at yei A
[ Losses CharityType type of organization {cha =
[ A CEC Activity business activity; enter ty
] Resources Address address of corporation - 4
] Reserves Language language of corresponder
] Raoyalties E_ Email client's electronic mail ad
[ Logging IncorpDate incorporation date and ju il
. . e 1 LY aimimd i imem AF e ——————
] Manufacturing and processing 14 = e i ,L
1 ITC / Deductions
[1 Research & development I Show secondary keywaords Feyword help
[ Tax creditz and deductions
Albert dits and deduct . .

S Dn:a[riz cc::[reedlitss ::d deed:cc::tliz:ss [ Save as default selection for new corporations.
[ Quebec credits and deductions

<7  Continue E Cancel @ Help

After making your selections, you can save those selections as a default for any upcoming new corporations.

I [~ Save az default selection for new corporations.

<" Continue m Cancel @ Help

Click on Continue, and DT Max will 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. Complete the appropriate
keyword accordingly.

EXOEIEEAE X ﬁ[@@ R0 HLABR

Sml:?t;ggslsn;; 7RCO001 |Production =
dentification

ccountant / Controls

IFI

et income / Small business deduction

apital / Surtax / CMT / Premium tax

B (am am LA BHEI .0 IABQO

Ontarlo Inc.
BN: 1234567 82RCO00D1 | Production _|

I=l1dentification
Name Ontario Inc. |
Ident-Name |

THOMSON REUTERS”
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Manual Entry of keywords

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

ESTAE TR %]ﬁ #ECBL .0

Ontario Inc.
BN: 1234567 82RC0O001 |""‘dd keywaord F11|

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

Enter new kewword

I Index |
] I Cancell Help I

There are several types of keywords you can enter. You can enter the schedule number directly as a keyword. For
example, if you enter S007, DT Max will take you to keyword IncomeSource, and select the type of income from
the drop-down menu.

Enter new keyword

[ s007 Indes: |
QK I Eancell Help |

2ipmlan 4L4HSEHEL cOFRHABRR

Ontario Inc.

BN: 1234567 82RC0O001
%®|IncomeSource | | -
Descript Business - foreign only
Netincome Business - partnership
1 Netincome Farming
\ PartnerName Dividend from connected corporation
. Partner-ABI Oivicend from other corporation
PartnerDays #| Dividendfcapital gain - central credit union
i PartnerShare Specified investrent business
Section34-Ad) Personal services business
| ®PartnerExps Business - frust
| RefiredParinerinc | Other property income

You can enter form numbers directly as a keyword. For example, you can enter CO-1029.8.36 as your keyword.

E nter new kewward

ICD-lUEE.E.SE Index |
k. I Ear‘u:ell Help |

THOMSON REUTERS”
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In the new window, choose the appropriate keyword from the list then click OK. DT Max will add the keyword in the
data entry screen.

-
Select keyword

B

CO-1029.8.36.AL
C0-1023.8.36.CF
C0-1029.8.36.04
C0-1029.8.36.0C
C0-1023.8.36.0F
CO-1029.8.36.E5
C0-1029.8.36.HE
C0-1023.8.36.HE
CO-1029.8.26 HF
C0-1029.8.361D

CO-1029.8.36.1D

CO-1023.8.36.IN

CO-1023.8.36.M4
C0-1029.8.36.PM
CO-1023.8.36.FN
C0-1029.8.36.RF
C0-1029.8.36.RF
C0-1023.8.36.5D
C0-1029.8.36.5M
C0-1023.8.36.5F
CO-1029.8.36.TM

taw credit for acquisition of property, or short-temn rental of specialized fac
conztruction tax credit

tax credit for the development of e-business

taw credit for the development of e-buzsiness

filmn, video or television production tax credit

qualified expenditures for zound recording

credit for the modernization of a tourist accommodation establishment
total azzets of related party at previous kax year end

credit for the modemization u:uf a tournizt accommadation establishment

75,000,000 cumulatwe lirnit related to the ITC allocated to the azsoc. oo
allacation of the cumulative fimit related to the ITC in the current tax yr /o
[uebec investment tax credit

taw credit relating to the market diversification of a QC manufacturing con
tax credit for mulimedia tithes

taw credit for acquisition of property, or shart-term rental of specialized fac
$50.000 basic: amaount for calculating the limit on tax assistance in the cu
$50,000 basic amount for calculating the limit on tax azzistance allocatec
tax credit for acquisition of property, or short-term rental of specialized fac
film, video or television production tax credit

filmn, video or television production tax credit

taw credit for multimedia tites

o1

Cancel Help

You can enter broad descriptions as keywords. For example, you can enter GIF| as your keyword.

Enter new keyward

| GIF]|

k. I Eanu:ell

Index |

Help |

Client
Iisi

Ontario Inc.

Data
entry

BM: 1234567 82RC0001

an ALA@PEL OFRHART @

I Production J

= GIFI

% |GIFI

OT Max - manual entry

\ GIFI-File

{  Synchronize

{ IFRS-Prep ]
 +GIFI-Form |
| GIF-Notes

16
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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

Client Cata
lis

|KEj,rwurd help index F8|

amlam ACREBHLAR08 2 HA

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

-
Keyword help index

AgriStability and Agrilnvest

Allowable business investment loss (ABIL)
Amalgamated corporation

Associated corporations

Business limit for SBD

Capital cost allowance (CCA)

Canital Ineses
4 m |

Topic Jacket Form Alphabetical Click & topic from the index at the left.
;

i R * Allthe related keywords will show
Acoountant ) [ Eelow with their descriptions.
Activity [ products & services
Address

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

> Show secondary keywards [

Kepwords

4. Add keyword

-\ﬁ Find keyword in data ﬁ Kewward help

Federal / provincial account numbers of client

Jurisdiction jurisdiction of permanent establishment

m Close: @ 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 is suitable, select it, and DT Max will present to
you a list of keywords you can use. Double-click on the keyword you need, and DT Max will add it to the client’s

Data Entry.

F
Keyword help index

i

Topic Jacket Farm Alphabetical

Account numbers

Accountant

Activity / products & services

Address

AgriStability and Agrilnvest 4
Allowable business investment loss (ABIL)
Amalgamated corporation

Associated corporations

Business limit for SBD

Capital cost allowance {CCA)

Canital lnzzes
] i | »

Click a topic fram the index at the left.

i All the related keywords will zhow
below with their descriptions.

Click a keyword and then uzse the
buttons below For more detailed help,
to paste the keyword directly into your
client's data, or to find an existing
instance of thiz keyword.

Shiow zecondany keywards [

Keywords

Federal / provincial account numbers of client |

Tax-Account
AnnualReturn-No

corporation tax account number

SourceDed-Acct

Ontario Corporation Number (OCN) for purposes of Annual Return (Sch

Bus-1D-Num Alberta businesz identification number (BIN)
Bus-Number single business registration number
NEQ Québec enterprise number (NEQ)

Quebec source deductions and employer contributions account number

< 1

| 3

Add keyword Find keyward in data

% Fepword help

m Close @ Help

17
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When you click on the Jacket tab, DT Max presents you with all the line numbers that are located on the tax return
for both the Federal and Quebec returns. 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 index

s ]

Teple I Jacket I e Alphabetical | Click. a topic from the index at the left.
Identificati il
entification * Allthe related keywards will show
FOD1{BN Ll below with their descriptions.

FO02)Corporation's name
FO10JChange in head office address

FoO1ijAddress of head office ;

. buttons belaw for maore detailed help,
Fo12 SFrEEt of head C_'ﬂ:' ce to pazte the kepward directly inbo wour
FO15)City of head office plient's data, or to find an existing
FO16|Province, territory or state of head office instance of this kepword.
FO17|Country of head office
FO18|Postal code/Zip code of head office

Channe in mailina address
‘| 1 | 3

Click a keyword and then use the

Show zecondary keywords W

| Kepwords |

Add keyword Find keyward in data Kewward help m Cloze @ Help

When you click on the Form tab, DT Max presents to you all the forms of the tax return that it calculates. 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 index g

| Topic | Jacket I Form I #lphabetical | Click a topic from the index at the left,
Federal - .
— Al the related kepwords will show
Zeiziilz 200 = [Fra i | bl with their descriptions.

Schedule 200 - Fage 2

Schedule 200 - Page 3 )

Schedule 200 - Page 4 Click a keyward and then usE the
buttons below far more detailed help,

Schedule 200 - Page 5 to paste the keyward directy into your

Schedule 200 - Page 6 client's data, or to find an esisting

Schedule 200 - Page 7 inztahce of this kepword.

Schedule 200 - Fage &

Federal forms

L] | > Show secondary keywords [

Fepwords Identification information

Name name of corporation
YearEnd year end
Jurisdiction jurisdiction of permanent establishment
CorpType type of corporation at year end
Address address of corporation - opens group
Language language of correspondence
IncorpDate incorporation date and jurisdiction of charter
StatusChange change of status - choose relevant change
Activity business activity; enter type, if regular - opens group
Add keyword Find keyword in data Keyword help ﬁ Close @ Help
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Fields marked with an asterisk

Fields marked with an asterisk require mandatory or important information.

All fields marked with red asterisks (*) are mandatory fields. The field cannot be left blank because it will prevent
the calculation of the tax return.

E@Mﬁ%wﬁﬁﬁ@@ﬁ#ﬁ@@ﬂ&ﬂﬂ@

g:w corporation IF'roduc:tlnn
®Name | |
#YearEnd | |

DT Max will generate an error message marked with a red circle in the Error and warning messages window.
(See section Errors and Warnings messages)

Fields marked with blue asterisks (*) require important information for the production of the income tax return.

g am LR CERL OFREHAL
;ha:w corporation W
CorpOfficers |
FirstMame |

If information is missing, a blue error message will appear in the Error and warning messages window. (See
section Errors and Warnings messages)

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.

aamum 42488 LR 00 LHARn @

|Error and warning messagesl

A new window appears showing you messages of required entries which are missing in the client’s file or errors
made in the Data Entry.

Error and warning messages u

& Double-click the selected message to highlight the relevant keyward in the editar.

X, ERRDR! Mizsing data for kewword YearEnd
€3 ERRORI Mizsing data for keyward Activity

ERROR! Missing data for keyword IncorpD ate

ERROR! Miszing data for keyword Bus-Mumber

ERROR! Missing data for keyword T ax-Account

ERROR! The first element in a group cannat be blank.

ERROR! Missing data for keyword ¥earEnd

ERROR! Missing data for keyword IncorpD ate

GIFI failure - miszsing data for keyward Accountant

BUS-NUMBER is invalid

ADDRESS iz incomplete, missing keyword: Street

ADDRESS iz incomplete, missing keyword: City

Address missing POSTCODE, ZIPCODE or FOR-POST

ADDRESS iz incomplete, missing keyward: Street

ADDRESS iz incomplete, missing keyword: City

Address missing PROVINCE or STATE

Address mizsing POSTCODE, ZIPCODE or FOR-POST

Address of accountant is incomplete =

Message typ Show meszages...
|VQ Ernar that prevents calculation  Always

€ GIF erors

€3 Enorthat prevents filing
& Warning & when requested
@ K.epword tagged "For review'

~ Mew messages only

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

.
Error and warning messages ﬂ

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

ERROR! g data far sard Y eark nd

€3 ERROR! Missing data for keyward Activity

t? ERFROR! Missing data for keyword IncorpDate

k¥ ERROR! Missing data for keyword Bus-Mumber

b ERROR! Missing data for keyword T aw-Account

k¥ ERROR! The first element in a group cannot be blank.
k¥ ERROR! Missing data for keyword YearE nd

LY ERROR! Missing data for keyward lncorpD ate

m

— Megzage type: Show meszages...
@ Error that prevents calculation (o Always
e GF errors . = Mew meszages only
Q Error that prevents filing
& Warning * When requested

.F? K.emword tagged “For review'

Errors messages in purple are errors from the GIFI (General Index of Financial Information). These error messages
will prevent the barcodes from generating in the tax return.

Error and warning messages M

& Double-click the selected message ta highlight the relevant kepwaord in the editor.

M g GIFI-FORM - 100 Balance sheet
3 izzing GIFI-FORM - 125 Income statement
b Mizsing GIFI-FORM - 141 Notes checklist

g F—

Meszage types Show meszages...

€3 Enor that prevents calculation ° Always

© B o  Mew meszages only
€3 Enorthat prevents filing

£y Wwaming & when requested

.F? Keyword tagged "For review'

Go to kepword Cloze I Help I

The error messages in blue will prevent the production of the tax return and the barcode return from generating in
the tax return screen.

Error and warning messages u

Double-click the selected message to highlight the relevant keywaord in the editar.

-

>

»

BUS-MUMEBER iz irwalid

ADDRESS is incomplete, mizsing keyword: Street
ADDRESS iz incomplete, missing kewword: City
Address missing POSTCODE, ZIPCODE or FOR-POST
ADDRESS is incomplete, missing keyword: Street
ADDRESS is incomplete, mizsing kewword: City
Addrezz mizzsing PROVINCE or STATE

m

XD DD IxIx]

—Mezzage ype: Show messages..
Q Error that prevents calculation [ Always

€ GIFl erors

Q Error that prevents filing
A\ Waming & ihen requested
.r-'? Kepword tagged "Far review"

= Mew messages only

2 THOMSON REUTERS"
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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.

[ Error and warning

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

& Mizzing data for keyword Street
Address is incomplete

— Meszage type Show meszages...
Q Error that prevents calculation o Alwaps
€3 Enmor that prevents filing " New meszages only

A Waming  when requested
_fg) Keyword tagaged 'For review''

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.

e aman 444BEL L O0FRHABO @

New corporation
BT po I Production _I

Accountant / Controls
= GIFI

| ©|cIFI | L

Net income / Small business deduction

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

2 (am e LA RBELR  OFRLHABO @

New corporation [Production =1

+ Accountant / Controls

= GIFI

GIFI E
GIFI-File
Synchronize El

IFRS-Prep |

| HGIFI-Form El

| |GIF-Hotes |
+ Net income / Small business deduction

45

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 indicate an error message that
will prevent you from recalculating (first element of the group cannot be blank).

THOMSON REUTERS”

21




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 underneath the cursor, that
describes what the keyword does.

2 am e 4L44PHEL 0FRLHABRO

::;w corporation IF'ru:uduu:tu:un _I
= Instalments
@ InstalPaid ~
PerfectCompliance -
% InstalRec 2
= |InstalRec: recommended instalments for next taxation ],feari

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

2 e an 4L4ARBEL . ORLHAROO

N ti
E:‘;W corporation IF'ru:u:qu:tu:un _I |

= Instalments
% InstalPaid ~|
PerfectCompliance hd

InstalPaid: instalments paid during the year

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.

35

E_'|
Mark 4
Copy to left-hand side Alt+C

(:@ Add keyword F11
Delete this keyword Ctrl+Backspace
Expand group F&
Contract group sShift+F6
Help for this keyword Ctrl+F8

b} Attach note to keyword Ctrl+N
Keyword properties

@ Tag keyword "For review" 7

/) Tag keyword "Checked OK" =

=5
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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.

% DT Max keyword help 2013

.o---‘- I P =

instalments paid will be deducted from taxes payable for this year on the return.

The following options are applicable for the keyword InstalPaid.

s Federal

+ Quebec

+ Manitoba

* Saskatchewan

+ Alberta

TAX RETURN SCREEN

& o
Show  Back Forward  Print
InstalPaid -

DT Max will generate a schedule of instalments paid where required (Federal and Quebec) of instalments paid during the year. The total

d

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 entries you have
made 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.

Tools | Efile  Management Preferences Window Help

Alt+F9

% File Edit View
Recalculate current client
Data

Cllent
@ entry
New mrporation

Batch calculations

L O R LHABQ@

=

IF'roduc:tlnn

Iidenﬁﬁcai

File Edit View Tools Efile Management Preferences Window

Help

“ersion

I Production

Data
entry

| &CIIEM " @

I "'_"E retu rn

A(HEOO

Page Index

On the left-hand side of the screen you will see the menu Select a page. In this section you will see all the forms
required to file the client’s tax return as well as the calculation sheets and in house forms used to generate the

return.

L]
% Select a page

Notes and diagnostics p1
Motes and diagnostics p2
Motes and diagnostics p3
Executive summary
Assembly instructions p1
Assembly instructions p2
Assembly instructions p3
Schedule 200 summary
CO-17 Summary
Carryforward schedule - Quebec p1
Carryforward schedule - Quebec p2
Planning summary - Federal p1
Planning summary - Federal p2
Planning summary - CO-17 p1
Planning Summary - CO-17 p2
Schedule 125 - GIFI p1
Schedule 125 - GIFI p2
Schedule 141- GIFI p1
Schedule 141- GIFI p2
Motes to financial statements p1
Motes to financial statements p2

»

m
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By clicking on a form, DT Max will display the completed form on the right-hand side of the screen.

e e JEBEOOLR0 9FBEQ@
3 Notes and diagnostics p1 - 1186

E Select a page
Notes and diagnostics p1 I
Motes and diagnostics p2 N
Motes and diagnostics p3
Executive summary

Notes and diagnostics

Assembly instructions p1 Corporation Quebec Inc.
Assembly instructions p2 Business number (BN) 777888777RC0O001
;iﬁ:;”::‘g;’;‘gf‘r:'r:z;?’ Taxation year end 31-10-2013

C0-17 Summary Time and dalg calculated: 10:47:19 03-07-2014
Carryforward schedule - Quebec p1 Program version: 2719

Carryforward schedule - Quebec p2 Based on information available at: 31-10-2013

Planning summary - Federal p1 UserID: USER

Planning summary - Federal p2
Planning summary - CO-17 p1
Planning Summary - CO-17 p2
Schedule 125 - GIFI p1
Schedule 125 - GIFI p2
Schedule 141 - GIFl p1
Schedule 141 - GIFI p2

Motes to financial statements p1
Motes to financial statements p2

m

NORTH AMERICAN INDUSTRY CLASSIFICATION SYSTEM (NAICS) CODES

The integration of NAICS codes requires corporations to pick their main revenue-generating business
activity. Active corporations that file their T2 returns either by Internet or on paper using 2D bar codes
must choose the most appropriate code to describe their main revenue-generating business activity.

The forms listed in the Page Index are colour coded.

Forms that are shown 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.

hoorLre edazne
IO

— Version
2l | & Ry | % eita | [Production ~|
) Schedule 200 summary -

E Select a page
Notes and diagnostics p1 I*I 5chedu|e 200 Summary
MNotes and diagnostics p2 for 2013 taxation year
Executive summary
Assembly instructions p1 Corporation Ontario Inc.

Assembly instructions p2 Business number 123456782RC0001
[ Schedule 200summary % Taxation year end 30-04-2013
Carryforward schedule p1
Camyforward schedule p2 2013 2012 2011 2013 2012 2011
Planning summary - Federal p1 et income from financial strits 66,544 | Partltax

Planning summary - Federal p2 Total additions 19.590 | Base amount 550 24,373

Forms that are shown in beige are the reproduction of the official Federal forms. These forms are completed by
DT Max based on the entries in the client’s data entry. They include the tax return, schedules, and other relevant
forms.

Version
Data | @y Tax I
entry | % et |Production =

£ l* T2 - Corporation tax return p1 -

I*I Canada Revenue  Agence du revenu
Agency du Canada

gz Client
37 list

POOLRLO ETREO O
s

T2 Corporation Income Tax Return
(2012 and later tax years)
This form serves as a federal, provincial, and territorial corporation income tax retumn, unless the corporation is located in

Quebec or Alberta. If the corporation is located in one of these provinces, you have to file a separate provincial
corporation returmn.

E Select a page
T2 - Corporation tax return p1 E
T2 - Corporation tax return p2

T2 - Corperation tax return p3

T2 - Corporation tax return p4

T2 - Corporation tax return p5

T2 - Corpoeration tax return p6

T2 - Corporation tax return p7

T2 - Corporation tax return pg

RCHY - Business consent form p1

RC59 - Business consent form p2

Sch. 1 - Netincome for tax p1

Sch. 1 - Netincome for tax p2

Sch. 1-Netincome fortax p3

Code 1201

Protected B
when completed

Do not use this area

All legislative references on this return are to the federal Income Tax Act. This return may contain changes that had not yet
become law at the time of publication.

Send one completed copy of this return, including schedules and the General Index of Financial Information (GIF1), to your
tax centre or tax semvices office. You have to file the return within six months after the end of the corporation’s tax year.

For more information see www.cra.gc.ca or Guide T4012, T2 Corporation — Income Tax Guide.

Sch. 1- Netincome for tax p4 ldeptncation
Sch. 4 - Loss continuity p1 Business number (BN) .. ... ... ... iE | 123456782RC0001
To which tax year does this return apply?

Sch. 4 - Loss continuity p2 ‘ Corporation’s name

Sch. 4 - Loss continuity p3 M Ontario Inc

Tax year start Tax year-end
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Forms that are shown in green are the reproduction of the official Provincial forms, including the Quebec tax
return. These forms are completed by DT Max based on the entries in the client’'s data entry.

29 @85 B [Powcien ] %@/ﬁﬁﬁ QddeZ2ne
E L l"l" CO-17-T - Corporation tax return p1 - _agiss _
Select a page

[..COATT; Corporation taxreturnpl |~ REVENU Courtesy Translation Co7-T

CO-17-T - Corporation tax return p2 . . .
L L Corporations established in Québec are required to

C0O-17-T - Corporation tax return p3 A
GOA7-T- Gorporaion ax return pd communicate with Revenu Québec in French. :
COR-17.\W - Keying summary p1

Corporation Income Tax Return
COR-17.W - Keying summary p2

COR-17.W - Keying summary p3 In completing form CO-17, it may be helpful to refer to guide CO-17.G, Guide de la déclaration de revenus des sociétés. Note that the guide is
COR-17.W - Keying summary p4 available only on our website (www.revenuquebec.ca) and only in French.
COR-17.W - Keying summary pa = = - .
CORATW _Keying summary pB 1 Identification of the corporation {use blue or black ink)
COR-17.W - Keying summary p7 Québec enterprise number (NEQ) ldentification number File Business number (BN)
BLHATL =L T SE [ \ 1123456783 \ | 1234567892 IC 0001 ‘ \ 777888777 RC 0001 |
ggi’::)(w 7:93_"”9 summary pd Mame of corporation Area code Telephone

-17 X - Keying summary

02

CO-17 A1 - Reconciliation p1 ‘ Quebec Inc. | | 514-733-8355 |
CO-17.A.1 - Reconciliation p2 Address of head office or principal place of business (If the address has changed, notify us of the change of address, if you have not already done

&0 bv usina Clie Revenn on nur wehesite or by calinn ng See the ouide 1

QuickTrack feature

DT Max offers a sourcing feature called QuickTrack, which allows you to "source" an amount 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.
CORRLOG wlfauzZt@

Version

20| B 2 | % k| [Progustion |

a l* Sch. 1 - Net income for tax p1 - 338
E Select a page
Planning Summary - CO-17 p2 - I*I g;l:g Revenue dAugir;cn::: revenu Net Income (Loss) for Income Tax Purposes SCHEDULE 1
2‘;53“19 1;:5:2 D; (2011 and later tax years) Code 1101
chedule 125 - GIFI p:
Schedule 141 - GIFI p Corporation's nams Business number Tax yearend
Schedule 141 - GIFI p2 L
chedule 141-
Notes to financial st;emants 1 Quebec inc 777888777RCO001
Notes to financial statements p2 + The purpose of this schedule is to provide a reconciliation between the corporation's net income (loss) as reported on the financial statements and its net
Capital dividend account balance income (loss) for tax purposes. For more information, see the T2 Gorporation Income Tax Guide.
T2 - Corporation tax return p1 + All legislative references are to the Income Tax Act.
T2- Corporation tax return p2. M
IR TR S Amount calculated on line 9999 from Schedule 125 ... - 33 27:
T2- Corporation tax return p4. Go to source 6
T2- Corporation tax return p5. Add:
T2- Corporation tax retum pé Provision for income taxes —curent ... ... O 1.740 A Override this field Ctrl+F2
IB=EE T T [T Provision for income taxes —deferred . .. ... ... ... ... [102} 222 )
T2 - Corporation tax return ps
RC59 - Business consent form p1 Interest and penalties ontaxes .. ... ... .. ... ... I 103 600 £ Tag: For review 2
RC58 - Business consent form p2 Amortization of tangible @SS8ES . . . . ... ... [104} 16.600 X Tag: Error '
Sch. 1 - Net income for tax p1
T ek neomma Tor Tk B3 Amortization of natural resource assets 1 05} / Tag: Checked OK =
Seh. 1 - Netincome for tax p3 Amortization of intangible assets .. I 1 0| ¢ Tag: Final check #
Sch. 1-Netincome for tax p4 Recapture of capital cost allowance from Schedule 8 . ... ... ......_.... .. [E [i] Add a review nate crrl+N

Wersion

et | & Sas | | [Preduction | !

E < § — EXTRAORDINARY ITEMS AND INCOMES TAXES
EHCEALERD 9975 Extraordinary item(s) . = |
Planning summary - Federal p1 - 9976 Legal setflements N
Planning summary - Federal p2 N Tt T
Planning summary - CO-17 p1 9980 Unrealized gains flosses ... ¢ |
Planning Summary - CO-17 p2 SIS UMEEIETTS oo coonsonmcacassoas0ms0mcacos50500000m0a000505005000052005050950050500 [ —
Schedule 125 - GIFI p1 | 9990 Currentincome faxes . .. . . = 1740,
Schedule 125 - GIFI p2 9895 Deferred income tax provisSion ... ... .. - |
SEETR (R =Rt 9998 Total - Other comprehensive income \\*L |
if}'::;t”;eﬁ:::lc'i;':;imems 5 H 9999 Net income | loss after taxes and extraordinaryitems ... ....................... ... ...... Z 33.272] |

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.

Planning sum Provision for income taxes —current .. ... ... 101 1.740
Planning Sum
Schedule 125|= Pravision for income taxes —deferred . ... ..o oo 102 222
Schedule 125 Interest and penalties ontaxes . ... ... ... .. ... ... ...l 103 600
Schedule 141 Amortization of tangible assets . ... ... ... ... ... ... .. 16,600
Schedule 141

Amortization of natural resource assets -~~~ 1054

Amortization of intangible assets ... 1086} J## Source keywords F8

Notes to finan
Notes to finan
Capital divide
T2 - Corporati
T2 - Corporati

Recapture of capital cost allowance from Schedule 8 oy Override this field Ctrl+F2

Gain on sale of eligible capital property from Schedule 10 ... ... ... .. ... ... ... 108]

THOMSON REUTERS”
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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.

Source keywords - use one of these keywords to add to m

this field, or to change its value ... Show secondary keywords ¥

Depreciation depreciation and amortization recorded in the books

ﬁ;ﬂp‘:’g&iaﬁon ﬁ AL UDEIE \ﬁ Findindata  &jg Keyword help

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.

Source keywords F&

Override this field ctri+F2 |
¥
F) Tag: For review 7
X Tag: Error 1
W Tag: Checked OK =
'é Tag: Final check &
|[| Add a review note Ctrl+N
P Override: Schedule 1 field: 106 " |

+ %
| w5 & O

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.

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.

-% File Edit View Tools Efile Management Preferences Window Help

rlamlan S EECULA0 28R

|Production printing  Ctrl+P
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A new window appears, with several options to choose from.

S
Printing tax retums D W S —_———

By default, you will be on the Print job setup tab. On the left-hand side, under Step 1, choose the clients you want

% Print job setup |@ Printer selection | (g Prirting options I 5 Fomms managerl

ﬁ@ﬂ Select which

returns to print

~ Which clients

& Cument cliert

£ Curient Family
€ Marked clients

r~ Which versions

& Production retums

" Other versions

I Plan &

I~ Plan B

IC PlanC

[~ PlanD

I~ PlanE

™ Flan F

I Asfiled snapshot - federal
I Asfiled snapshat - Quebec

g[ﬁ@ Select which

destinations to print

r— Copies to print

r Copies to each destination frec)
- uges the forms manager

& Copies to selected destinations only
- uges the forms manager
[V Federal CRA
[¥ Quebec RQ
¥ Ontric MOF
¥ Abeta Revenus
[ Other jurisdictions
¥ Beneficiary sips
¥ Partners' slips
¥ Client copy
¥ Office copy
¥ Working copy
[V Letterto cliert
™ [avaiable]
™ [avaiable)

" Do not prit to printer

g{r@ Select other DT products

—Additional printing

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

"Preferences > DT FileCabinet".

DT Client Portal
Send "Client copy' directly to DT
Client Portal
& Do not send directly to DT Client
Portal

To corfigure this section, please go ta:
"Preferences > DT Cliert Portal”.

To corfigure what is printed, please go to:

To select individual forms for printing
(% Go to "Fome printing”

Multiple prirters (%

Mandatory EFILE

Please note that
starting in 2013 tax
preparers who file more
than 10 federal or
Quebec retums wil be
required to file them
electronically {his does
not apply to federal
amended retums).

Mandatory electronic
filing 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.

m Cancel

Print

E Save

@ Hel

to print. Your choices are current client or marked clients.

Below, choose which versions of the tax return you want to print: the Production or the Plans (Plans will be

% Print job setup |

ﬂh@ﬂ Select which

returns to print

Which clients
" Cument client

€ Current family
" Marked clients

discussed in a later chapter)

— Which wersions

¢~ Production retums

& QOther versions

™ Plan A
[~ Plan B
[" PlanC
" PlanD
[ PlanE
[~ PlanF
[ Asfiled snapshot - federal

[~ Asfiled snapshot - Quebec

27

2 THOMSON REUTERS"



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).

f
Printing tax returns

e e B

]

| m@ﬂ Select which

returns to print

~Which clients
& Cument cliert

I £ Curent family
I | O Marked clierts
I

m@ Select which

destinations to print

| % Print job setup |@ Printer selection I (‘3: Printing options I HQ Forms managerl

&@ Select other DT products

—Which versions

& Production retums

" Other versions

| ™ Plan &
[T Plan B
" PlanC
[T Flan D
[T PlanE
[T PlanF
I Azfiled snapshat - federal

—Copies to print
Copies to each destination rec.)
- uses the forms manager

& Copies to selected destinations only

- uges the forms manager

Federal CRA

Guebec RQ

Ontario MOF

Alberta Revenue

Cther jurisdictions

Beneficiany slips

Partners' slips

Client copy

Office copy

Working copy

Letter to client

™ [available]

™ [available]

&

¢~ Do not print to printer

" Print documertte destined for both
DT FileCabinet and DT Client Portal

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

To corfigure what is printed, please goto:
"Preferences > DT FileCabinet”.

DT Client Portal

Send "Client copy' directly ta DT
Client Portal

I Do not send directly to DT Client
Portal

To corfigure this section, please go to:
"Preferences > DT Client Portal”.

To select individual forms for printing

|

|

|

I

I ™ Asfiled snapshat - Quebec
I % Go to "Forms prirting”
|

Muttiple printers (%

r Additional printing vy EFILE
DT FleCabinet
@ Prirt documents destined only for Please note that
DT FileCabinet starting in 2013 tax

preparers who file more
than 10 federal or
Quebec retums will be
required to file them
electronically this does
ot apply to federal
amended retums).

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

-

Print

m Cancel

E Save

@ +ep

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 Wiew Tools Efile Management Preferences Window Help

Data
entry

EXS

"E'E reTtauT'n I

Version

2540

g g

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

Forms printing 8

Pinter | DT FieCabinet | POF |

o

Printer

Use this dialogue for occasional printing of selected pages.

Prirter

Name: [\\C016DTXPRNTGD1NHP4250Froc v |

Tray: I

El

Copies

1=

@ Go to "Production prirting”

NOTE: When printing for filing. you should
use the full "Production printing” system

|1 page(s) selected to print

Select pages
Jacket federal) Federal CRA Partners’ slips
Ja ) Q Q Cliert copy

Authorization Office copy

Client letter

3 selectal

u@ Clear al

Motes to financial statements p2
T2 - Corporation tax return pl

T2 - Corporation tax return p2

T2 - Corporation tax return p3

T2 - Corporation tax return pd

T2 - Corporation tax return p5

T2 - Corporation tax return pB

T2 - Corporation kax return p7

T2 - Corporation tax return p8
RCHY - Business consent form pl
RCH3 - Business consent form p2
Sch. 1 - Net income for tax pl
Sch. 1 - Net income for tax p2
Sch. 1 - Net income for tax p3
Sch. 1 - Net income for tax pd
Sch. 5 - Tax calculation supp. pl
Sch. 5 - Tax calculation supp. p2
Sch. 5 - Tax calculation supp. p3
Sch. 5 - Tax calculation supp. pd
Sch. 5 - Tax calculation supp. p3

cok B -

T e e dbien i
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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.

Forms printing ‘_

Prnter | DT FieCabinet | POF |
. — Select pages
@ Printer Federal CRA Partners’ slips
Use this dialegue for occasional printing of selected pages. - Certe
Authorization Office copy
Ko summanes Working copy
Client letter
Printer = Select all
Name: |\\C016DTXPRNTGO1\HP4250Proc > | m —
otes to financial statements p2 -
Tray: - T2 - Corporation tax return pl
= I _I Copies T2 - Cnl::matiun tax return |I:2

I 1 _|:‘ T2 - Corporation tax return p3

T2 - Corporation tax return pd
T2 - Corporation tax return ph
T2 - Corporation tax return pb
T2 - Corporation tax return p7
T2 - Corporation tax return p8
RCES - Buginess consent form pl
RCEHS - Buginess conzent form p2
Sch. 1 - Net income for tax pl
Sch. 1 - MNet income for tax p2
Sch. 1 - Net income for tax p3
Sch. 1 - Met income for tax pd
Sch. 5 - Tax calculation supp. p2

Sch. 5 - Tax calculation supp. p3

Sch. 5 - Tax caloulation supp. pd

. - Sch. 5 - Tax calculation supp. p5
@ Go to "Production printing" |10 page(s) selected to print T T =

Gor bt [ Cancel @) Heb

MOTE: When printing for filing, you should
I use the full "Production printing” system.

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.

PREFERENCES MENU

The Preferences menu is the place where you can setup DT Max to perform automatic tasks for you. In the DT
Max Basics section, we will see the items you should setup 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.

[E% File Edit View Tools Efile Management |Preferences | Window Help

Client Data T B Identification...

en a % -

% list | @ entry | %mmmL Do rot filker User's defaulte. . s
Client # —| Mame

Forms manager...

i

Printing options...

s S S S S eSS e e Client letter...
1 Ontanu Inc" E Archiving and PDF...

2 Quebec Inc. EFILE setup...

THOMSON REUTERS”
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In the first tab, Main name and address enter the identification information of your firm.

f ™
Tax preparer identification u

I Main name and address INtemate name and address | Identffication numbers

% Company name

=T
Street
City
Province Postal code Courtry
IOuebec ;I I Canada
Contact person: @ Mr. © Mrs./Miss
First name Last name Title or position
Phone number BExension Fax number
Email address

¥ Save g @ Help

In the second tab, Alternate Address, enter an alternate address you can use for certain tax returns. To activate
this address in a particular tax return, use the keyword FIRM-ADDRESS, and select Alternative address in the
client's Data Entry.

r Al
Tax preparer identification u

Main name and address INtemate name and address I Identification numbers

% Company name
a9
Street
City
Province Postal code Country
IOuebec LI I Canada
Contact person: & Mr. " Mrz./Miss
First name Last name Title or position
Phone number Extension Fax number
Email address
When to use atemate name and address {Use keyword FIRM-ADDRESS to ovenide this choice.}
INever - always use "Main name and address” ;I

Save m Cancel @ Help

THOMSON REUTERS”
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In the third tab, Identification numbers, enter all of your pertinent identification numbers that identifies your tax
preparation practice. At the bottom left of the window, enter the relevant ID numbers needed for the RC59. Click
Save once you are done.

-

Tax preparer identification

|

Main name and address I Altemate name and address | ldentfication numbers

Business number

Trustee in bankruptcy number

Quebec entemprise Quebec identification

number (MEQ) number
| | IC 0001
RC59
ReplD GrouplD
| Cl
MName of group

— Goods and services tax information

GST/HST registration number

GST/HST rate
|13 % [T UseHST

r Provincial sales tax information
P5T registration number

PST rate

« Apply GST before

I— applying PST
]

~MR-69
ReplD

e

Social insurance number

User’s Defaults

@ Save m Cancel @ Help

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 setup
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.

L File Edit View Tools Efile

Management | Preferences | Window Help

et | & oy | % return|

Clignt 1¢-| M ame

Filter Identification...

Do not filer User's defaults... Alt+F2 I

H_g Forms manager...

31

3 Alberta Inc.
1 Ontario Inc.

@ Printing options...
Client letter...

THOMSON REUTERS”




The first tab is the Client information tab. Within this tab, you can select the default province of residence, city,
and language of correspondence for all new clients added to your Client List.

r R
User's defaults - T2 u
Client information | Tax calculations I Tax retum I Miscelaneous I

These defaults are used when adding a new Province or temitory
cliert t database.
ient to your database Qusbee LI

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

Language (of client)
|English =l
Type of corporation
ICdn controlled private comp. ;I

@ He

In the Tax calculations tab, indicate how you want DT Max to handle the instalment payment calculation.
i ™
User's defaults - T2

Client information | Tax calculations | Tz retum I Miscelaneous I

Calculation of instalments / overpayments

Previous tax year -

[w Claim ITC refund if possible
[~ Optimize provision for taxes

v Comoration has a perfect compliance histary
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In the Tax Return tab, you can set up fields that DT Max will automatically complete in the client’s tax return. You
can also set up your defaults 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 - T2

===

Client information I Tax calculations Miscellaneous I

Mailing address (f different from previous
Head office

Phone number

-

IYes LI
Print balance due in "amount enclosed” field
INc payment for any jurisdiction LI
Print refund code to claim refund
IClaim refund ;I
r— Authorization form
Limit of consert
INI years LI
Account(s)
|Allfiles at the CRA. RQ. and AB TRA -

Level 2 - Disclose/request changes - RCES
I~
(Grant power of attomey - MR-65)

¥ Authorize online access to the RC53/MR-69

—Comparison data

IE MNumber of prior years to show on summaries.
(Data must exist on the prior years” print queues.)

¥ Display the tax planning summary

Dizplaying comparizon data with the tax retum reguires extra
resources. You should disable this feature f you work with a
slow computer or congested network.

@ Save m Cancel @ Help

L

4

In the Miscellaneous tab, you can setup 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 - T2

S|

Client information I Tax calculations I Tax retum

— Range for new client numbers

from ... to ..
| 10000
Client numbers must be in the range from
1to 99,999,959
r—Cumency format
English French

[1234567 ~| [124567 ~|

Data entry capitalization

Inone (as entered)
— Verfication requirements

[ Keywonds
™ Taxretum

— Display company logo

You may choose to display your own company logo on certain
supporting documents. Click the "Logo help” button for full details.

™ Display company logo (%) Logo help

Hame of logo bitmap file
|DTWLOGO.BMP

r— Field review tags
V¥ Alow tagging of fields

| Print tags with "Screen print”

¥ Enable sorting where possible

™ Show as "Inactive” {grey) any files not
accessed in past 2 years

@ Save m Cancel @ Help

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

to

33

all your clients.

THOMSON REUTERS”




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.

_EE;A File Edit View Tools Efile Management | Preferences | Window Help

Filter
Client Data Tax -
list | @ entry " = return| I Do ot filker

Identification...

User's defaults...

Alt+F2

Clignt 1¢-| M ame

3 Alberta Inc.
1 Ontario Inc.

2 Quebec Inc.

S

Forms manager...

Printing options...

Client letter...

=| Archiving and PDF...

EFILE =setup...

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

=5

(5 Printer selection | (3 Pinting options (2] Fomms manager |

E5

5| For each combination of destination and form,
select the printing conditions

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 —

Printing conditions
_x Do not print
J Print if required (paper)

[ Print f required (EFILE or paper}
B Prirt i data exst

Fom order

& Screen order

" Prirt order

" Mphabetical order

Federal CQuebec
Name of form or schedule CRA RQ

Alberta | Other Client Office
Revenue | risdictior | copy copy

Working | Letter | »
copy | toclient

Custemized schedule
Carryforward schedule

Provision for taxes optimization

Planning summary - Federal

Planning summary - CO-17

Planning summary - AT1
Schedule 100 - GIFI
Schedule 101 - GIFI
Schedule 125 - GIFI
Schedule 125 - GIFI
Schedule 125 - GIFI
Schedule 140 - GIFI
Schedule 141 - GIFI

Motes to financial statements

Capital dividend account balance

T2 - Corporation income tax return

%%M&NM%MMNNM%MMNM
X5 B¢ ) B 5 B¢ ¢ B¢ e 5 ¢ ¢ e ¢

RC53 - Business consent foerm
5 Print this list 3 Reset

5¢/5¢ B¢/ ¢ 5 ¢/ 5C 5e e/ e 5E B¢ B¢ ¢ e B
5|5 D¢/ ¢ 0 D) 5 5T B/ e B e 5 ) ¢ ¢ %
LUt ul vl ul ul Ul ut vl vt ul ul UL ul Ut Ut Ul

3 ¢/ B e 5 B¢ e e/ e B e e B¢ e e

1

5|5 B¢/ ¢ 50 ) 56 5T ) e 5 e ¢ ) ¢ 52 ¢

X o ot it ot wl ol ol ol ol ol ol ol ol o el el Y
%

o OK

r.
=
w
t
I
i

Save @ Help
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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.

Prirting conditions

x Do nat prirt

J Print if required (paper)

#% Print if required (EFILE or paper)
@ Print f data exist

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.

rPrinting tax returns uﬂ

& Printer selection | (8 Printing options £z Forms manager |

ZE89 For each combination of destination and form, ;mgf::t"::r:“ Fom order

Z;  select the printing conditions % Screen order

. ] ) J Print if required (paper)  pi
bk e Skt o o e | o GLE o) ||
mouse. Then req printing @ P data et " Alphabetical arder
e G e (G SEer e Federal Quebec | Alberta _O‘t_he_r Client Office | Working LetFer -
CRA RQ Revenue | risdictior | copy copy copy | toclient

Customized schedule é? u _* _* J _x X
Carryforward schedule _x Do not print _x _x
Provision for taxes optimization x Print if required (paper) X X
Planning summary - Federal X Print if required (EFILE or paper) .x -x
Planning summary - CO-17 x Print if data exist _x X
Planning summary - AT1 _x 23 7% w i _x _x
Schedule 100 - GIFI FES F3 F3 o o X X
Schedule 101 - GIFI X F3 X X o o X X
Schedule 125 - GIFI FElS F3 F3 o o X i3
Schedule 125 - GIFI X F3 X X of o X .3
Schedule 125 - GIFl FElS X X i o X .
Schedule 140 - GIFI X e Fe Fe o o Fae X
Schedule 141 - GIFI FEllS X X o o X .3
Motes to financial statements J _x _x _x J J _x _x
Capital dividend account balance X _x X _x J J _x X

T2 - Corporation income tax return _x x _x _x J J _x X

RC59 - Business consent form =3 ¥ x X of of x X S
o Prirt this list 5 Reset

o 0K B cancel [ e @ 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.
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In order to do this, click on the Destination header. Once clicked, the entire column will be highlighted in yellow.

'Printing tax returns g‘

(52 Printer sslection | () Prnting options 2] Foms manager |

Ef5 For each combination of destination and form, ;mg S Fom order
select the printing conditions 7 F:n';"f ""Um - & Screen order
Mark a range of cells by holding down the left mouse button and dragging the 2 Pt f::ulred {EFTLE s © Print order
mouse. Then choose the required printing condttion from these options —> ) i © Blphabetical order
j Frirt i data exdst y,
Federal | Quebec | Alberta Other Client, Office | Working | Letter | =

Name of form or schedule CRA RQ Revenue | risdictior] copy copy copy | toclient —

Customized schedule gj X x X J J X X

Carryforward schedule jk jk }k x J J K X

Provision for taxes optimization _X _X X _* J j _x X

Planning summary - Federal _X _X X _* J j _x X

Planning summary - CO-17 _X _X X _* i J _* .*

Planning summary - AT1 X X X X J J x X

Schedule 100 - GIFI X X X x|¥ |y X X

Schedule 101 - GIFI x| X X x o o X X

Schedule 125 - GIFL X | X | x x| & o X X

Schedule 125 - GIFL X | X | X x| & o P

Schedule 125 - GIFL X | x| X x| & & PSS

Schedule 140 - GIFL X | X | X x| ¥ & P

Schedule 141 - GIFI X X K x|l¥ |8 K X

Motes to financial statements 1 _X _x _x J J _x X

Capital dividend account balance X X X _* J J x X

T2 - Corporation income tax return X X X X J J X X

RC59 - Business consent form =3 = x x _‘_ o X X S

@ Print this list 3 Reset

o oK Bcance [ sve @ Hek
Right click in the highlighted area, and select Do not print.
Federal | Quebec | Alberta | Other | Client  Office | Working | Letter | =

Name of form or schedule CRA RQ Revenue | risdictior| copy copy copy to client = ‘
Customized schedule E X X | X | ¥ L= = = |8 I

I Do not print

Carryforward schedule 3 3 S F o
Provision for taxes optimization _X _X X X ﬂ' Print if required (paper)
o«

Planning surmmary - Federal _x _x _X _X Print if required (EFILE or paper)

Planning summary - CO-17 _x _x _x _x J Print if data exist

5 5 ~ ~ s

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.

g Y
Printing tax returns g

&‘; Printer selection I @Q Printing options ug Forms manager |

Prirtti ndition: Fi rd
EEEE For each combination of destination and form, o o ereer

select the printing conditions § E‘_’”:‘: D""t_red % Sereen order
R " Print order

g Print if required (EFILE or paper} c )

j Prirt  data sxigt Alphabetical order

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

Federal Quebec

Alberta
Name of form or schedule CRA RQ

Revenue

Other
risdictior

Client
copy

Office
copy

Working
copy

Letter
to client

-

Planning summary - Federal

Planning summary - CO-17

Planning summary - ATL
Schedule 100 - GIFT
Schedule 101 - GIFI
Schedule125 - GIFI
Schedule125 - GIFL
Schedule125 - GIFL
Schedule 140 - GIFI
Schedule 141 - GIFI

Motes to financial statements

Capital dividend account balance

T2 - Corporation income tax return
RC59 - Business consent form

TIB-1 - Instalment remittances

Sch. 1 - Net income for tax purposes

550 B B 5 B % 5 ¢ 5 B I 5 ¢ X B
3 5 B e e BB e e B B e e 5 B
5 5 B e 5 B 5 Bt e 5T B e e 5 B B
LUL UL Ul Uk UL UL U UE U U U UL U U
Ry iy iy )y ) iy ) )
556 5 B 55 B¢ B 50 50 ¢ 5 5% BT ¢
550 B B 5 B % 5 ¢ 5 B I 5 ¢ X B

%b@m%bb@&b@b@b@b@b@b@b@b@b@b@

Sch. 1 supp. - Meals and entertainment
@ Prirt this list 3 Reset

4

[=}

K
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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.

I & x| x| & 0 x| = -

i Print this list A Reset

feb Print Cancel E Save @ Help

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.

| | o x X of x X T

iy Print this list | 9 Reset |

‘e Print Cancel E Save @ Help

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

" Feset to company's defaults

' Reset to DT Max defaults

«f 0K Cancel @ Help

THOMSON REUTERS”
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DT MAX ADVANCED FEATURES

Now that we have seen some basic features of DT Max, we will visit some more advanced features of the program.
We will breakup 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.

| Tools | Efile Management Preferences  Winc

Recalculate current client Alt+Fg

Batch calculations

I Fiker the clisnk list

G4 Extract
b

Merge

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 filter

Mo filker
© “our clients only
&+ Spare filter

Spare filter
Spare filker
Spare filter

Spare filter

Spare filter
Spare filter
Print queLe
EFILE queue

I
-~
~
-~
 Spare filter
~
-~
-~
-~

| Edit filter |

Apply filker Cancel

THOMSON REUTERS”
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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 to what you are trying to find.

ISpare filte Ix [Enter = for all
accountants. |

Mame of filter "Accountant code

— Processing status of client

M

Change processing status filters

i

|x

M

These processing statuses apply to:
§ § =

—Davs since last activitpy———————————————————— Keywords———————— Language

Between I" & Al clients

" Englizh arly

— Client. birthdays

Between Ix " French only

Calculated tax data

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 af filter —Accountant code
ISpare filte] Ix [Enter = far all
accountantz. |

~ Processing status of client 1

THOMSON REUTERS”
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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 at which 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.

Proceszing status of client

£

Change processing status filters

A new window appears, allowing you to select several processing statuses for filtering. You can select up to 5
processing statuses at the same time.

The processing statuses you have chosen will appear in the Processing Status of Client section.

™ File incomplete

[ Awsaiting verification of keywords
[ Keywords verified and locked

™ DataOK

™ Mo retum 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

[~ Mailed

[T &ssessment received

™ File closed

[ File not closed

Clear all entries |

[l I Caticel |

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.

THOMSON REUTERS”
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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.

Davz zince lazt activity

Between I':' and |30

Year end

You can filter your Client List using the clients’ year end date. Enter the date in the following format: ddmmyyyy.
Enter the range of client year end you want to filter.

Y'ear-end

Between |91032013  and 31122013

Keywords

You can filter your Client List based on the keywords you have entered in the Data Entry. For example, you can
enter CCA-Class, and DT Max will find the clients that have capital cost allowance keyword in their Data Entry. You
can search up to 4 keywords in one filter

Kepwards

I“EE.-’-‘-.-EL.L‘-.SS

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

You can also perform reverse filters 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.

K.epwords

—
—
—

THOMSON REUTERS”
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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.

L File Edit | View | Tools Efile Management Preferences W
=T Flan r
- &l
F: St | &
Client # = ©
3 4
1
Go to »
Zoom »
Show fields on tax return Ctrl+F7
Field review tags »
Refresh list Ctrl+R
r Wiew or print blank forms Ctrl+F3 I
Show status bar

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.

r A
DT Max forms m
Select forms to print Frinter
Sch. 5 - Tax calculation supplementary - I\\ED'I EDTAPRMTGOTAHP4250P0d LI
Sch. € - Disposition of capital property Tray
Sch. 7 - Active business & investment income s I.f-‘-.utomatically Select LI
Sch. 8 - CCA summary L4 )
Sch. § - Reconciliation of fixed assets Numberlof Bl
Sch. 9 - Related & agsociated corporations I 1 3’
Sch. 10 - CEC deduction Chooze the forms you wish to print.
Sch. 10 - CEC deductions
Sch. 11 - Sharsholders' tansactions Select multiple forms by uzing [Click] then [Shift+Click] ta
' ) mark. & range, or [Click] then [Cti+Click] to mark, individual
Sch. 12 - Resource deduction o
Sch. 13 - Continuity of reserves
Sch. 14 - Payments to Canadian residents
Sch. 15 - Deferred income plans Mote: Forma shown with """ are not supported for tax
Sch. 16 - Patranage dividend calculations purpozes but can be printed as blank forms.
Sch. 17 - Credit union deductions o
Sch. 18 - Capital gaing refund I Select individual pages
Sch. 19 - Non-resident shareholders s .
Soh 20 - Part SV tan ™ Shaow field infarmation
Sch. 21 - Foreign income & logging credits - I_I
Sch. 21 - Mon buginess foreion credit summary i Print | Display Cancel Help
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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.

_E;( File Edit | View | Tools Efile Management Preferences W
Client || a2, | Flan '
e
list @
Client # | M
3
1
Go to L4
Zoom L4
Show fields on tax return Ctrl+F7
Field review tags L4

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.

FE Versien R} ~ -
El ] %
alamlem T JEREOOLR0 TR EZ0O
C ] l* Sch. 1 - Net income for tax p1 .
E Select a page
Assembly instuclions p1 |« I*I i‘;::‘,’;; TEENE ARSI Net Income (Loss) for Income Tax Purposes SCHEDULE 1
Assembly instructions p2 (2011 and later tax years) Code 1101
Assembly instructions p3
L ‘Corporation’s name Business number Tax yearend
Schedule 200 summary Year  Moth Day
CO-17 Summary D25 19800 || peesene 2013025
Carryforward schedule - Qut S — = - = = - Lo
Carryforward schedule - Qug « The purpose of this schedule is to provide a reconciliation between the corporation’s net income (loss) as reported on the financial statements and its net
Planning summary - Federa income (loss) for tax purposes. For more information, see the T2 Corporation Income Tax Guide.
Planning summary - Federa « All legislative references are to the Income Tax Act.
Planning summary - CO-17
[RETC ) Sy =ERT Amount calculated on line 8999 from Schedule 125 DTN A
Schedule 125 - GIF| p1
Schedule 125 - GIF| p2 Add:
Schedule 141- GIFI p1 Provision for income taxes — CUmment .. .. .. ... ... ]|
Schedule 141 - GIF| p2 L. D281
Provision for income taxes —deferred . . ... ... ... o Lol 102] v
Notes to financial statement p—
Notes to financial statement Interest and penalties ontaxes . ... ... ... 103} faetvy|
Capital dividend account bal - Amortization of tangible assets . . ... ... ... . 104 R
T2 - Corporation tax return p .
T2 - Corporation tax retumn p Amaortization of natural resource assets ... ... ... Lo 105} |

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.

__E;A File Edit Wiew Tuuls] Efile Management Preferences Window Help
e | T Recalculate current client Alt+F9
lkst entr Batch calculations
Client ﬂ-l Mame |f - - -
119 | Filter the client list
120 G4 Extract
5000 Bois|fy Merge
5001 Tremdb Clone family members
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Choose one of the spare filters to customize and click Edit filter.

Client list filter sele

— Select filter

Mo filter

T Your clients only
Spare filker
Spare filker
Spare filker
Spare filker
Spare filker
Spare filker
Spare filker
Spare filker
Print queue
EFILE queus

o Nia e Na e Te Na Ne Ne No '

Apply filker | 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

ISpale filter

Ix [Enter = for all
accountants. ]

tame of filter ".&ccountant code

 Processzing status of client

=

Change processing status filkers

=

|x

=

These processing statuzes apply to:

— Days since last activity —keywords———— [~ Language

Betweaen I" f* All clients

~ Client birthdays €~ English anly

Between Ix " French anly

"Ealculated tax data
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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 D25:101, it must be entered as such:

%D25:101

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

< 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:

%D25:101>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 you client list based on one field code or
another, you filter would be entered as follows:

(%D25:101>0) %OR (%D25:101<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:
(%D25:101>0) %AND (%D25:101<0)

Filters menu

Once you have setup your filters, they will be placed in the Filters 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.

__EE;( File Edit View Tools Efile Management Preferences
Filter

o ert | & Do | & rotoen | [ Spare e | !
Cliert # —| Mame $n not filker =
our clients onl

CCA-CLASS
Spare filker
Spare filker
Spare filker
Spare filker
Spare filker
Spare filker
Spare filker
Frint queue
EFILE queue

3 Alberta Inc.
1 Ontario Inc.
2 Quebec Inc.
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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. A yellow highlight will cover their names in the Client List.

29 @k (mm| [wew SRR L22082Z2%0O

Client 3 =] Mame 2| Yearend —| Province | Phane number
¢ 3 Alberta Inc. Jan31 AB W: 204-458-8895
v 1 Ontario Inc. Apr30 ON W: (416) 333-7894
2 Quebec Inc. Oct31 QC W: 514-733-8355

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

L File Edit View IT::-uIs' Efile Management Preferences I
_ Recalculate current client Alt+F3
Client Data )
list entr Batch calculations

Client ﬂ-l M ame

b 3 Albe
, 1 On‘t ﬁﬁtrﬂﬂt I

Filter the client list

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.

i i
Extract client data M

[rata to extract

Clignts to extract
" Cument client 2012, 2013, 2014

% Marked clients % All years [avoid on busy networks)
7 “our own clients

W Inzlude printing and EFILE data

" All clients on the database [wihere availlable]

Mame of the file receiving the extracted data

F:hlnh Browse |
k. I Cancel | Help |
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In the Data to extract section, select which years you want to extract.

-

Extract client data

S

 Clients to extract
 Cument client
& Marked clients
© Your own clients

Al clients on the database

—Data to extract
2012, 2013, 204
& Al years [avoid on busy nebworks)

Include printing and EFILE data
[where available]

I

MHame of the file receiving the extracted data

F:Amb

o]

Browse |

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.

-

Extract client data

S

— Clients to extract
 Curent client
& Marked clients
7 Your own clients

Al clients on the database

—Data to extract
2012, 20132, 2014
& Al pears [avoid on busy networks)

Include printing and EFILE data
[where availablg]

¥

Mame of the file recerving the extracted data

Flmh

o]

| Browsze I

Cancel | Help

Organize = Mew folder

I Favorites
Bl Desktop
& Downloads

=
11 Recent Places

4 Libraries
@ Documents
J‘ Music
[ Pictures

E Videos

/M My Computer U0168666-TPD-A
£, SYSTEM (C)

| Ssysdata
) SUlock.fed
| Cases (Sales)
) CRA Cert cases 2012
) DT FormMax test
) Impot Expert conv
) Intern Cases
) RQ Cert cases 2012
| support
T 5000g-13¢
(21| Agent Desktop
b [2) anon - Shortcut (2)
anon - Shortcut
|'£|_‘ Cisco WebEx Connect

- O @

DT Max User Guide 2013-M

20 E-mail

Extensions-ACD- Queues numbeg
L federal guide 2012

@ﬂ Leasing Car FINAL LOCAL COPY)
Leasing Car

[ Link for Webex Support Center
@ Meon-Deductible Autemobile Bxg
(#) picpick - Shortcut

@ quebec certif cases

@ quebec guide 2012

5 RDC

|4 support

%ﬂTZ Men-Deductible Automobile

S NTWF (\CO16DTXPRNTGOL.TLR thomson.com) (F:)
5 DOCUMENTS (WCO16DTXPRNTGOL.TLR.thomson.com) (I:)
S NTWE (\CO16DTXPRNTGOL.TLR.thomson.com) (K)

DT FILECABINET WEBINAR OUTLINE  TEitp-1.9(2013-12)

~ 4 I

File name: ExtractClients




Merging Clients

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

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

E" File Edit View | Tools | Efile Management Preferences Wind
—_— Recalculate current client Alt+F9
&CII_EM Data )
list entr Batch calculations
Client #-l Hame ) ) )
Filter the client list
y 3 Albe
Extract
3
1 Ontai= e ]
2 Que Backup 4
Restare L4

Select file to merge from M
—

OU 7 |- Desktop » - | +s | ‘ Search Desktop pel |
Organize v New folder £~ 0 @
W Favorites B =™ Libraries Valme, Emmy (Tax8Accounting)

M Desktop | Systemn Folder Systemn Folder
& Downloads 3
5l Recent Places | | My Computer UG018979-TPL-A ) MNetwork
1 Systern Folder | System Folder
i Libraries W Citrix Program Meighborhood | DT FileCabinet
@ Documents £ Shortcut Shortcut
& Music P 267 KB 132 KB
=] Pictures DT FormMax DT Max
B vid a Shortcut + Shortcut
1deos @ 1,86 KB [d 846 bytes
- DT Practice 20141 Google Chrome
18 My Computer UG018579-TPL-A L Shortcut . Shortcut
£, svsTEM (C) W) 242 KB 213 KB
ca DATA/Apps (D:) @] ImpotExpert 2012 ImpotExpert 2013
S NTWF (WCO16DTXPRNTGOL TLR.thomson.com) (F:) B Shortcut Shortcut
5 DOCUMENTS (\\CO16DTXPRNTGOL.TLR thomson.com (R 182 KE EEKE
€% NTWK MCO16DTXPRNTGOL TLR thomson.coml (K 7 i, Incident Monitor A JavaWeb Start 2
File narme: -
I Open |vl ’ 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.

r

Merge log

Results log

Merge client confirmation

Client being merged
#3 Alberta Inc.

—&ction

f* Merge - uze savelevels
" Force merge - ighore save levels

" Skip - do not merge

™ Apply to all remaining clients

Lo |

Cancel merge |

Help |

Batch progress oA

“ Print log ;.—' Save log

L

# Cancel

@ Help

48

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 pertinent section below for instructions on how to

renumber a client file.
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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.

EE

File | Edit View Tools Efile Management Preferences Window Help

e
(1]

f2 Add new client F3 @ 3
Open client's file F2 a’ 21 ﬁ g 6 L‘?} a%
Delete this client ca -| Bith date | Language | Processing s.tatus
1965-05-13 Eng Mo data this yves
1994-05-06 Eng Mo data this yez
| 1967-10-29 Eng Mo data this yez
1941-01-21 Eng Mo data this yves
1980-02-02 Eng Mo data this yez
Save as ... ' 2011-11-08 Eng Mo data this yes
1856-01-011  Fnn Beadv tn nrint
| | Print s Keywords int
Change tax vear ' G Client list int
Changer de langue a francais Ctri+L E% Tax return P fuirec
Restart DT Max yes

You can also click on the printer icon located at the top task bar of the Client List.

Client Data | g Tax
list | entry | ‘_'Ereturn|

Client #-l MHame

Filter

I Spare filker

ﬂ.l “r'ear-end

BB 2206

=

Z %0 @

—| Province

| Phone number

3 Alberta Inc.

Jan31

AB

W: 204-458-88

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

-

Print or save client list informaticn

==

- Select clients

 Cunent client
" Current family
= Marked clients
£ Your own clierts

@ Al client: on database

Destination
& Print
™ Export to file

™ Export ta file - comma delimited
" Export to DT FileCabinet

= Export to file - ML

Select data to export...

Mame of the file receiving the exported data

.

Cancel

Browse |

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

~

Print or zave client list information

| =

| =

— Select clents

" Cument client
= Cumrent family
* Marked clients

 YYour own clients

Al clients on database

— Destination
& Print

™ Export to file

" Expart to file - comma delimited
" Export to DT FileCabinet

" Export to file - =L

Select data to export...

MHame of the file receiving the exported data

OF. Cahcel |

Browsze |

Help |

e

A

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).

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.

-

Print or save client list information

S|

—Select clientz
 Curent client

€ Curent Family
% Marked clients

7 Your own clients

i all clients on database

— Destination
" Print
" Expart ta file

" Export to file - 3L

% Euport to file - comma delimited
" Exportto DT FileCabinet

Select data to expart..

Mame of the file receiving the exported data

C:sershull 721 200D esktophDTEXPORT.CSY

o]

Cancel |

Help

Browsze |
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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.

[===)

F
Select data to export

V' Clignt number

™ Plars

¥ Name of corparation
™ Business nurber

W MNEQ [Quebec)

¥ ‘Year-end ¥ Date of last activity
™ Name of contact W Accountant
I Languags ™ R ... if resticted client I
™ Province of residence
[~ CLIENT-CODE keyword
I Strest I~ LIST-MEMO-1 keyword
I~ City I~ LIST-MEMO-2 keyword
[ Postal code I UST-MEMD-3 keywaord
I Country I~ LIST-MEMD-4 keywaord
I~ Province I LIST-MEMO-5 keywaord

W Processing status

W Processing status - Quebec
I Processing status - Ontario

™ Processing status - Alberta

[~ E.iEFILE

™ Phane number
I~ Phone rumber [night)
| [ Faxrumber i

I Email address
Feset to defaults | ok I Cancel | Help |

In the 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 Deskiop » + [ 43 | search Desktop »

Organize »  Mew folder g~ 0 @
¥ Favorites 2 ) Ssysdata DT FILECABINET WEBINAR OUTLINE

B Deskiop J. SUlockfed DT Max User Guide 2013-M gl

8 Downloads | Cases (Sales) #]E-mail

%l Recent Places ) CRACertcases 2012 (E]Extensions-ACD- Queues numbers

o 1 DT FormMax test Thfederal guide 2012
53 Libraries | JImpot Expert conv ] Leasing Car FINAL LOCAL COPY

| Documents J. Intern Cases & Leasing Car

& Music J. RQ Cert cases 2012 [ Link for Webex Support Center

&= Pictures | support I Non-Deductible Automobile Expenses

B Videos 5000g-132 (&) picpick - Shortcut

[ ] Agent Desktop THquebec certif cases

18 My Computer UO168666-TRD-A ) anon - Shorteut (2) I quebec guide 2012

&L, SVSTEM (C)) [&]anon - Shorteut E3RDC
% NTWF (\\.COL6DTXPRNTGOL TLR thomson.com) (F:) | Caron, Jean |1y support
£ DOCUMENTS (\CO16DTXPRNTGOL TLR thomson.com) (I) [ Cisco WebEx Connect (] T2 Non-Deductible Automobile Expenses
¥ NTWK (\CO16DTXPRNTGO1. TLR thomson.com) (K:) - \I| »
File name: DTEXPORT v
=]

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.

A B C D E
1 Client # Mame MEQ  Year-end Processing status
2 3 Alberta Inc. Jan31 Ready to print
3 1 Ontario Inc. Aprad Ready to print
4 2 Quebecinc. 1123456783 31-oct Ready to print
>

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.
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Backup/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 backup your client files, but it will also backup your Preferences menu settings.

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

Backup

To backup 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 Can | 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 backup. You can use CTRL + click to
select which years and setup files you wish to backup.

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.

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.

o N FT1 b
Select a directory or file ni (L

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.

o sy S
__. . &= Desktop » - Search Desktop o |

Organize = Mew folder EE = ®
“'r Favorites i aUFilelﬂlZ [ 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
= Recent Places & SUlock.fed EGF Cisco WebEx Connect ﬁquebec quide 2012
| Cases (Sales) @ DT FILECABINET WEBINAR OUTLINE (&3 RDC

- Libraries 1 CRA Cert cases 2012 W 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 ngDTDIST‘aE - Shortcut

B videos 1 RQ Cert cases 2012 'Efederal guide 2012

| support @ﬁ Leasing Car FINAL LOCAL COPY

18 My Computer UOLt TH5000g-13¢ ] Leasing Car

ﬁ 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.
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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.

E' File Edit View |Took | Efile Management Preferences Window Help

4 Recalculate current client Alt+F9 1
T | RO =%
list entr Batch calculations

Client #-l M ame ) ) ) d -| Province | Phone numl
Filter the client list
3 ,l-’ltlbl.alIﬂ 1 AB W 20
Extract
1 0nta;s yeo. 0 ON W: (41

2 QUE Backup

-------------------- I p— Restore... I

Restore current client or file

Accessories L

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 network.

Folder and file name

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

Cancel |

Select a directory or file

. b support ~ | *¢ ll Searchsupport Pl
Organize +  New folder = 0 @
S MName : Date modified Typq
I Deskiop [ Backup_o1-01-2013.001 11/11/2013817PM 001
18 Downloads

%l Recent Places

9 Libraries
[ Documents
o Music
=) Pictures
B videos

8 My Computer U0168666-TPD-A
&, sysTEM (C)
8 NTWF (\\CO16DTXPRNTGOL.TLR thomson.com) (F)
5 DOCUMENTS (\\CD160TXPRNTGOL TLR thomson.com) (i)

5@ NTWK (\CO16DTXPRNTGO1.TLR.thomson.com) (K:) - < m | »
File pame: 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.
L File Edit View Tools | Efile Management Preferences  Window Help
P Recalculate current client Alt+F9 % “—
Client Data -' @
& list entr Batch calculations Q }; 6 L} 'EZ' %
Clientﬁ—l Mame . . . d —| Province | Phane nur
Filter the client list
3 Albe 31 AB W: 2C
qm Extract
10ntae yere 30 ON W: (4
__________ Z_Quel [ SN
Restore
Accessories
List other users
Install licence key
| Advanced utilities | Renumber client I

Q

=

[T DT ScanDoc - scan documents

Check for program updates

Archiving - save as FDF files
View PDF files in Acrobat®

Unlack client files

Rebuild database

INIT files save and restore

View system logs
File health monitor

Diagnose file(s) 4

Analyse client list

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 number

eS|

databasze

— Batch selechon

= Current client
£~ Current Family
o Marked clients

£ Your own clients
All clients on

R enumbening clients involves intensive databasze achivity. On a netwark, databaze,
avoid renumbering clients during peak uzage. Always back up before renumbering a
zignificant number of clients.

Attention DT FileCahinet users:

R enumbering clientz can have siginficant
conzequences in DT FileCabinet.
Click Help far maore information,

Mew number range:

|
]

|t|:||

Cancel |

Help
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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.

Change client numbe:_l

B =)

— Batch selection

" Current client
= Current Family
& Marked clients

" Your own clients
Al clients on
database

DATA ENTRY

Renumbering clients involves intensive database activity. On a network. database,
avoid renumbering clients during peak usage. Always back up before renumbering a

zignificant number of clients,

Attention DT FileCabinet users:

Renumbering clients can have siginficant
conzequences in DT FileCabinet.
Click Help for mare information,

[ o |

Mew number range:

tol

Cancel | Help |

—_——)

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. Once you have created the scenario, DT Max will produce a
comparative summary between these plans.

Creating a Plan

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

2 an e 4LAPBER ORI & ﬂﬂ@

Quebec Inc.
BN: 777888777RCO001

= Identification

Name
Ident-Name

Quebec Inc.

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

2lemlam 4LABEL OV RIAROO

Quebec Inc.
EN: 7778887 77RCO001L Froduction
- Identification Plan & [blank]
Flan B [blank]
Name Quebec Inc. Flan C [blark]
Ident-Name Plan D [blark]
Flan E [blank)
YearEnd 31-10-2013 Flan F [blark
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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.

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. 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

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 iz blank.

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

K.eep blank

Copy from previous year production
Copy from productiors
Copy fram nest vear production

Copy from plarn &
Copy from plan B
Copy from plan C
Copy from plan D

Copy from plan E
Copy fram plan E

b T T T T T T 1> T b T

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.

2aremlan 4 L4 @EL O RLHARBOO

Quebec Inc.
BN: 77788877 7RC0001 Flan &

= Identification
Name Cuebec Inc., |
Ident-Name |

-

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.

2alamlas 4LA5BER LOPRHARO O

Quebec Inc.
BN: 777885777RCO001 IPL?'””" LI

Notes-Annual
Notes-Audit
List-Memo1
List-Memo2
List-Memo3
List-Memo4
List-Memo5
Optimize El
Partner
Staff
Verifier
Client-Code
Firm-Address &

lPIan-TltIe alan 1: no insurance

PrintFile
% Progress |
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Once you calculate the Plan, DT Max will rename the plan as per your entry within the keyword PLANTITLE.

_@ File Edit Wiew Tools Efile Management Preferences Window Help

Quebec Inc.
BM: 77788877 7RCO00D1

29 am an 4L4%@EL LOGRIARRO

IF'Ian & - plan 1: noinsurance recover vI

Notes-Annual

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.

Delete Plans

Plans created in the data entry screen can be remove from the DT Max menu. Simply click on File then Delete

plans.

File | Edit View Tools Efile

Management

Preferences

@ E Add new client

Qu
EM

FSB
4

Celete plans

b
Save and close

Close without saving

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.

2 amam e DIBROOLRK0 LETBRZONO

E Select a page

a ln Planning summary - Federal p1 -

Notes and diagnostics p1

Notes and diagnostics p2

Notes and diagnostics p3

Notes and diagnostics p4
Executive summary

Assembly instructions p1
Assembly instructions p2
Assembly instructions p3
Schedule 200 summary

CO-17 Summary

Carmyforward schedule - Quebec p1
Carryforward schedule - Quebec p2

i

Planning summary - Federal p1

Planning summary - Federal p2
Planning summary - CG-17 p1

Planning Summary - CO-17 p2
Schedule 100 - GIFI

Schedule 125 - GIFI p1

59

l#0 Planning Summary - Federal

Name of Corporation
Business number
Tax year-end

Type of corporation

Quebec Inc.
TTT88877TRCO001
31-05-2013

Cdn controlied private corp

=

Business activity Consultants
Production Plan A Plan B Plan C Plan D PlanE Plan F
plan 1: noinsura
Jurisdiction Qc Qc
Netincome from financial 33272 33272
Total additions 18.940 19162
Total deductions 6,347 6,669
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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 Eile MWanagement Preferences Window Help

2 e | & o | B

Version

Plar & A

E Select a page

11/85

Notes and diagnostics p1
Motes and diagnostics p2
Executive summary
Assembly instructions p1
Assembly instructions p2
Assembly instructions p3
Schedule 200 summary
CO-17 Summary
Carnyforward schedule - Quy
Carryforward schedule - Que
Planning summary - Feder;
Planning summary - Federa
Planning summary - CO-17
Planning Summary - CO-17
Schedule 125 - GIFI p1
Schedule 125 - GIFI p2
Schedule 141 - GIFI p1
Schedule 141 - GIFI p2
Motes to financial statement|

Mame of Corporation
Business number
Tax year-end

Type of corporation
Business activity

Quebec Inc.
TTT888TTTRCO001
31-10-2013

Cdn controlled private corp.
Consultants

Planning Summary - Federal

HROOLL0 ITRZEZOO

A% Planning summary - Federal p1 -

ol L4

mn

Production Plan A Plan B Plan C Plan D Plan E Plan F
plan 1: no inguran
Jurigdiction Qc Qc
Net income from financial statements. 33,272 33272
Total additions 19,162 15,162
Total deductions 5,669 5669
Taxable income
Net income from financial statements. 300 45785 457565

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

Data

& Client
list entr

o Tax
*_'E return

ersion

| Plar &

=8

HOOLRKO a8

&

<K

| Production printing  Ctrl+P

In the Print Job Setup window, under the Which versions section, select Other versions. Now select the

appropriate Plan.

m@ﬂ Select which

returns to print

~Which clients

% Current client

' Cumrent family

 Marked clients

Click Print.

gﬁ@ Select which

destinations to print

r—Copies to print

Ie Copies to each destination (rec.)
-uses the forms manager

I Copies to selected destinations only
- uses the forms manager

gﬁ;@ Select other DT products

T T =

% Print job setup |@J Printer selection | @Q Prirting options | llg Forms managefl

" Print documents destined for both

r~ Additional prirting y EFILE
DT FleCabinet
{* Print documents destined only for Please note that
DT FileCabinet starting in 2013 tax

preparers who file more

@ Pt | [ Cance

than 10federal or
[ Federal CRA DT FileCabinet and DT Cliert Portal | Guebec retums will be
Vihich versions I” Quebec RQ required to file them
¥ Ontario MOF 1~ Do not print documents destined electronically
either for DT FileCabinet or DT
" Production retums "Z EI:E”? F_‘Ed\fe'?ue Cliert Portal
v Other jurisdictions
=
S ther vermions ¥ Eensfician slips
¥ Flan A ¥ Partrers' slips Mote Mandatory electronic
o configure what is printed, please go to: iling applies to the
I” Plan B [ Client capy To corfigure wh ed, pl fiing applies to the 2012
[~ PlanC I ofi "Preferences > DT FileCabinet”. te year and later. ff tax
[~ PlanD IESEez) preparers are required to
[T PlanE [¥] working copy file: electranically but do
[~ PlanF [¥ Letter to client not comply they may be
charged a penalty.
[™ Asdied snapshot -federal I™ (avallable)
[~ Asdiled snapshot - Quebec [ [available)
* Do not print to printer
To select individual forms for printing Mutiple printers C;f\a
l(‘ﬁ Gio to "Forms printing”
H Save @ Help
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Disclaimer: Although you can print a
Plan using Production Printing, no bar
code will print from a Plan. Moreover,
you cannot EFile a Plan.
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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).

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.

&3 File Edit View Tools Efile Management Preferences Window Help
2 am am 424 BHR cO0RHARBO@
BQNL:e?t;?gslsr;c?.?RCOOOL IProduction LI |< none x LI
@ Activity Consultants | m
NAICS 541330 Engineering Services 4 0% E:;\‘;L:cfio[:m
Product Consultation Sa100.0 ga"ﬁulated canyforwards to 2014
| Product Consultation 261000 Other client
% Address Head office ~| Fond
Street 400 Ste-Catherine | Fend
City Montreal | Plan
Provdnme Miskher ~l Data entry template

Now all the client’s prior year Data Entry is displayed in the right-hand side of the screen.
a2 e ) 4L 4BHEL LOFRHARR@©

SNL:ET':%SSJJ.J RCO0O1L IPVDdUDl\DI’\ ;I Izmz ;I
% QcEFile-Result I [
= GIFI
% GIFI S DT Max - manual entry
Synchronize g Update NETINCOME and TAXONCAPITAL from GIFI
+GIFI-Form E 100 Balance sheet |
GIFI-Field = $ 34,100 [1000 Cash and deposits |
GIFI-Field ¥ 8 11,000 [1060 Accounts receivable |
GIFI-Field = $ 2500 [1120 Inventories |
GIFI-Field - § 10.000 [1243 Notes receivable |
GIFI-Field I $ 50,000 1600 Land ‘
GIFI-Field ¥ § 71,793 [1680 Buildings |
GIFI-Field = $ 26,100 1681 Accumulated amortization of buildings |
GIFI-Field K § 16,0000 1900 Other tangible capital assets \
GIFI-Field | $ 3.200 2600 Bank overdraft |

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

2 amen 4LAABEL cOFRLHABO @

gQNuejt;?ggIgn;(;;Rcooo a IF‘roductlon _I Carryfanwards fram 2012 L'
= Capital / Surtax / CMT / Premium tax
% TaxOnCapital No
| PaiduUpCap Other loans & advances (Fed/QC) | 3| 2,500
« FirstYr-Info ~|
SurtaxCrLim i $
PartiCrLim | $
% LCTCr-CF LCT & surtax cr - corporation 4
{ SurtaxCr-CF 2nd prior year :|" $ 1.794 1.794"
SurtaxCr-CF 3rd prior year :|" $ 1.846 1.846"

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.

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.

43 File Edit View Tools Efile M, es  Wind Help
A a4 L ﬁ[_]@ R:0p-HABTO
Swue?t;?gslsr;cchoom IProductlon _I < hohe LI_
= Identification e’
Canyforwards from 2012
Name Gugbec Inc. | o8 ;;;\‘;L'Acfio'r?m
Ident-Name | Calculated canyforwards to 2014
YearEnd 31-10-2013 |
an
@ CorpType Cdn controlled private corp. 4 Plan B
| Month-Ext No ™ Flan
% CharityType | it
ﬁ Activitv v| D ata entry template

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 nurmber to show an right-hand side
100

— Tau plan version—— — Year

Production ™ Previous vear
Plan & & Cunent year
Plan B  Nest year
Flan C
Flan D
Plan E
Plan F
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Now you can see side-by-side the Data Entry of your client with the “other client” displayed on the right.

e adm $L4@FEL .02 LHARE0@

;I)Nue777838n7(;7kcﬂﬂﬂl IF’roduct\Dn ;I I ;I

= Identification
Name Quebec Inc |
Ident-Name |
YearEnd 31-06-2013 |

@ CorpType Cdn controlled private corp. ﬂ

| Month-Ext No

« CharityType -

@ Activity Zonsultants S| Resource Exploration
MAICS 541330 Engineering Services 4 212232 NickeFCopper Ore Mining \
Product Consultation Z[100.0 100.0
Product Consultation Z[100.0

Tip: This option can be particularly handy when you have 2 business partners. 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).

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.

&3 File Edit View Tools Efile Management Preferences Window Help
2aam [am 44REER . OFRLHABQ@O
Quebec Inc. i -
BN: 77788877 7RCO00L IProductlon _I Other client _I
= Identification S
Carryforwards from 2012
R Quebec Inc. | 2013 production
Ident-Name | S%C;Iated caryfonmards to 2014
YearEnd 31-10-2013 | %
@ CorpType Cdn controlled private corp. 4 N
Flan C
| Month-Ext No =~ Plan D
= - Plan E
% CharityType - Plan F
@ Activity Cnneitante ~| Daata entry template

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.
2 am|lam 4<4EHEL . O0FRHABR @

Alberta Inc.

T T e TR IProducl\on #24 Quebec Inc. ;I
Name Alberta Inc | Guebec Inc.
YearEnd 31-01-2013 | 31-10-2013
<& CorpType Cdn controlled private corp 4
| Month-Ext No ¥
@ Activity Resource Exploration | Consultants
o NAICS 212232 NicketCopper Ore Mining  *] 541330 Engineering Services |
o Product Exploration 2100.0
»  Product Consultation E 100.0
oL Product Consultation E 100.0
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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.

35

Mark: 3

Clear marks Alt+F5

Copy to left-hand side Alt+C |
# Add keyword Fi1

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”.

Client Data | @E) Tax
% list @entry ‘_'E:eturn

GLAEHERL LOGRLHABR @O

grlu??;tzaggfémconm | Production =)< none
@ Jurisdiction Federal o
| Bus-Number 125456 : % cut Ctrl+x
% Jurisdiction Alberta = 2y copy Ctrl+C
Tax-Account TITEEET T [ Paste Ctrl+v
=ile: #450 | Mark R
@ CorpOfficers Director and signing office
Firsttame John Copy to left-hand side Alt+C
Name Smithers 3@ Add keyword Fil
Shareholder Yes
Vo‘ringShareS F2100.0 Delete this keyward Ctrl+Backspace
Common-Sh 1000
SIM TIT-assE-7TY | Expand group F&
Title President 4 Contract group Shift+F&
+Address-Offr 22 WWeeping Willow St Help for this keyword Ctrl+Fa
Frovince Alberta 4 ] Attach note to keyword Ctrl+N
PostCode HOH OHO | Keyword properties
Phone 403-896-4126 | /) Tag keyword "For review” ?
Fay-Offr A03-895-4478 | / Tag keyword "Checked OK" =
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An exclamation and interrogation mark symbol will appear beside the entry.

2 an s LR CHEL cOFRHARTO @
_;L??gtzaggféchootn IProduction LI|< none  x LI

% Jurisdiction Federal :l"

| Bus-Number 7
% Jurisdiction Alberta A
L Tax-Account 78887

SIC #d60 |

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.

2 (gem|an 4LSEHEHL  OFRHA|IET @O

Alberta Inc. :
BlN: 1234567 82RCO001 Ipmdu':“':'n LI

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

f |25

Error and warning messages

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

-'? Kepword marked for review Bus-Mumber

— Meszage ypes Show meszages...
€3 Eror that prevents calculation  Always
Q sl e " = Mew messages anly
Q Errar that prevents filing
& Warning ' When requested
f:’,) Fepword tagged "For resiew"

Close | Help |

| Go to keyword I

To jump to the review tag in the Data Entry, select the message and click Go to keyword.

[ ===

Error and warning messages

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

-‘? Kewword marked for review Buz-Mumber

— Meszage bypes Show meszages...
€3 Enor that prevents calculation O Always
Q Gl emors . " Mew messages only
Q Errar that presvents filing
& W aring % When requested
!ﬁ? F.ewword tagged "For review'

I o to keyword I Cloze Help

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

3
E_n
Mark 3
Copy to left-hand side Alt+C
af Add keyword F11
Delete this keyword Ctrl+Backspace
Expand group F6&
Contract group Shift+Fe&
Help for this keyword Ctrl+Fa
b attach note to keyword Ctrl+N
Keyword properties
@ Tag keyword "For review" 7
p/ Tag keyword "Checked OK" =
ot

A checkmark symbol will now appear beside the entry.

ganamlagm AABEEHL cOFRHALAREQ @

;\I.l??;t;lslg;:ézncoom IF'roduu:lion LI |< none > LI
@ GIFI | |
% Netlncome % 33,817
| GrossRevenue $ 33.817
% TaxOnCapital |
% LCTCr-CF LCT & surtax cr - carporation j
| SurtaxCr-CF 2nd prior year E $| 1,721/

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.
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Keywords

Address

Enter the head office address of the company using the drop down of the keyword Address.

2 gm|lax 4B EHEHL 0o EHABET @

:r:aw corporation Ipmduchon _|
% Activity |
»@ Address Head office M
Care-Of
Street tailing addrass
Address-Ln-2 Location of books & records
Suite

Specify the mailing address and location of books and records in the keywords MailAddress and BooksAddress.

s (e am 4LAACEL LOUREABR@
g)Nntarlo Inc IF'deuctan J
ﬁ Address Head office El

Care-Of |

Street 3333 Graham bivd

Address-Ln-2

Suite

POBox

City Montreal

Province Quebec El

State |

PostCode |

ZIPCode |

For-Post

Counitry ~

Mailaddress Head office ¥l

BooksAddress Head office ﬂ

Note: If the mailing address differs from the head office address, add a second keyword Address in the data entry
to complete the mailing address.
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If the mailing address is the address of the accountant, in the drop down menu of the second keyword Address,
choose Mailing Address and complete the keyword with the accountant’s information.

2o gmlan 4ASEEHL L ORHLBEQO@

Q “Eb&CI"c I Froduction _I

ﬁ Address Head office o |
Street 3333 Graham bhvd |
City Montreal N @
Province Quebec El
Mail&ddress Address of accountant
BooksAddress Head office =

@ Address Mailina address =l

i Care-Of Head office
Street tailing addrass @
Address-Ln-2 Location of books & records

The same option applies if the address of the books and records differ from the head office.

Jurisdiction

The Jurisdiction keyword must be used at least twice in the data entry. The first keyword should be the federal
jurisdiction and the second for the province of establishment of the company.

&3 File Edit View Tools Efile Management Preferences Window Help
2o e e 4LACHR L OLDEHABROO
Q“em"c I Production J

@ Jurisdiction Federal @

| Bus-Number 7778387 77RCO001T |

& Jurisdiction Quebec _

NEQ 1123466783 | @
{ Tax-Account 1234567892 1C 0001 |
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Corporate officers

Enter information regarding the directors of the company using the dropdown menu of the keyword CorpOfficers.

E& Cllenl Data

Quebeclnc
BN: 7778887 77RC0O001

ams|am 44K EHERL L OFPRHABQO@

IPdeuctan _I

ﬁ CorpOfficers
Firstharme
Marme
Tvpe-Sh
Change-Dir
WonResident

Director

Signing officer
Director and signing officer
Shareholder - individual
Shareholder - corparation or other

-

Note: If the director of the company is also the signing officer, in the drop down menu use the option Director and

GLREHERL . OVRHARTOO

signing officer.

@ Cllent DaLa

\v:ntrg.I ‘_'E return
Quebeclnc
BN: 7778887 77RCO001

IF'roduc:tlon _I

ﬁ CorpOfficers Director and sianina officer =l
FirstMame Director
Mame Signing officer
Change-Dir Director and signing officar
NonResident Shareholder - individual
Shareholder Shareholder - corporation or ather
Sin |

L Title o

+Address-Offr

. Phone |

o Faw-Offr

i SignDate |

The General Index of Financial Information (GIFI)

In the Keyword GIFI you will be able to import or manually enter you financial statement.

For the manual entry, use the drop down menu from the main keyword grouping and select the option DT Max -

manual entry.

2o (aman AAHKSEEHL . OFRHALAEBO@

QuebecInc
BM: 777888777 RCO001L

I Production _I

% GIFI

L GIFI-File
Synchronize

v IFRS-Prep

L + G IFI-Form

' GIF-Notes

OT Max - manual entry hd

Impart

4
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The Synchronize keyword gives you the option to update or to not update the net income and the tax on capital
keywords in DT Max.

2o gman ALK EHEL 0 HABQO@

QuebecInc

BN: 777888777RCO001 Ipmducuun J
<& GIFI DT Max - manual entry | T
: Synchrorize Update NETINCOME and TAXONCAPITAL from GIFI M
i IFRS-Prep
: +GIFI-Form Do not update NETINCOME and TAXONCAPITAL from GIF
! GIFI-Notes ]

Use the keyword IFRS-Prep to indicate whether or not the corporation used the International Financial Reporting
Standards (IFRS) when it prepared its financial statements.

If this keyword is not used, DT Max will default to "No".

2o g e GEABEEL L OFRHARR@

ENUE???;::;?? FRCO001 I Froduiction —I
@ GIFI DT Max - manual entry |
' Synhchronize Update NETINCOME and TAXONCAPITAL from GIFI ﬂ
IFRS-Frep Mo -
: +GIFI-Form B
| GIFI-Notes Yes | |

In the keyword GIFI-Form use the drop down menu to select the financial statement you wish to complete.

2 pmlax ALKSEEHL L OFRHABQO@

40 Summary of income statements
41 Notes checklist

ENUE???(S::ISI;:? JRCO001 I Production _I
@ GIFI DT Max - manual entry |
' Synchronize Update NETINCOME and TAXONCAPITAL frorm GIFI 4
IFRS-Prep No
+GIFI-Form 100 Balance sheet M
v GIFI-Motes
@ Netlncome 101 Opening balance sheet 0
@ TaxOnCapital 125 Income staterment
% AnnualReturn 126 Supplementary incorne statements
1
1

Double click on the keyword GIFI-Field to manually enter the amounts of your financial statement.

2% ek . AR RHER OGRLHABQ@

QuebecInc

BMN: 7778887 77RCO001 IPdeUCtIDn —I
@ GIFI DT Max - manual entry
i Synchronize Update NETINCOME and TAXONCAPITAL from GIFI ﬂ
IFRS-Prep No
L+ G1E-Form 100 Balance sheet =
i | GIFI-Field | | $| |
L+ GIFT-Form |
_ GIFI-Notes |
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In the new window, GIFI Editor, choose the appropriate items to report the amounts of your financial statements.

;
GIFl editor [ESEER

Fey
Use the [+] and [-] keys to expand and contract the branches on the tree, then item
soroll to the desired item.

Generic: item

item  Automatic total
7 Owernidden total

Press the [Delete] key to reset an averidden total to itz automatic value

GIFl Items |
- Balance Sheet Information
-H=) Assets
-3 Current assets
(%] 1000 Cash and deposits
[£] 1001 Cash
[£] 1002 Deposits in Can banks/instit - Can currency
[£] 1003 Deposits in Can banks/instit - for currency
[£] 1004 Deposits in foreign banks - Can currency
=
(%] 1006 Credit union central deposits
(%] 1007 Other cash like instruments

[£] 1060 Accounts receivahle
4 m |+

@ Help

Amount (Cdn) | =

m

1,500,000

Search

 dhrn

+" 0K # Cancel ﬁ' Mext

Use the search bar to research a specific item in the GIFI

editor.

Key
Use the [+] and [-] kevs to expand and contract the branches an the tree. then itern
scroll to the desired item.

Generic item

item  Automatic total

_
GIFl editor [ESEEC

Press the [Delete] key ta reset an overridden total to its automatic value. (57 Overridden total
GIFI Iterns Amount (Cdn)
- Balance Sheet Information w.
+/[(7] Assets
+/[_] Liabilities

+{ Shareholder equity
+{_ Retained Earnings Information

Search

W 0K # Carcel R

ﬁ Mest

@ Help

Click OK to save the amounts entered in the GIFI editor. The amounts will be reported in the data entry in the

keyword GIFI.

2% e[ aa LR EHEHL O uEHARQO @
QuebecI

nc
BMN: 7778887 77RC0001

I Production

=

< GIFI DT Masx- manual entry |
i Synchronize Update NETINCOME and TAXONCAPITAL from GIFI ﬂ
i IFRS-Prep No ]
L+ GIFI-Form 100 Balance sheet =~
’ GiIFI-Field 1000 Cash and deposits  ~| $ 1.500.000
GlFI-Field 1008 Deposits in foreign banks - foreign ﬂ 3 180000
GlFI-Field 1060 Accounts receivable | $ 25.000
GIFI-Field 1180 Short term investments =] $ 25.000
GlFI-Field 15699 Total current assets ﬂ $ 1,730,000
GIFI-Field 2599 Total assets ~| $ 1,730,000
GlFI-Field 2624 wWages payable ﬂ $ 34,000
GIFI-Field 2680 Taxes payable 4 $ 560
GIFI-Field 2960 Cther current liabilities $ 1.500
GIFI-Field 3139 Total current liabilities ﬂ k] 36,150
GIFI-Field 3499 Total liabilities ~| $ 36,150
GIFI-Field 3600 Common shares | ¥ 500
GIFI-Field 3620 Total shareholder equity 4 4 500
GIFI-Field 3640 Total liabilities and shareholde... ¥| § 36,650
L
o
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To import your financial statement in DT Max, use the drop down menu of the main keyword grouping GIFI.

W@Eﬁﬁ ) Tax ﬁﬁ@@@@ 6'&3’@&@@@

QuebecInc - =
BN: 7778887 77RCO001 |F'rnductlc-n _|

@ GIFI OT Max - manual entry -

| GIFI-File DT Max - manual ent |
Synchronize

i IFRS-Prep

| +GIFI-Form

. GIFI-Notes

In the new window, Import GIFI, select the GIFI file you wish to import in DT Max. Click on Browse to locate the
GIFI file on your computer.
=

Import GIFI file e

Enter the name of the GIF file to import;
F: 5 mhEmmysT1933.IGRF Browsze

Select sections of the GIF file to import:
v GIFI-FORM 125 Income statement
v GIFI-FORM 100 Balance sheet

¥ GIFI-FORM Motes to financial statements

v Update HETINCOME and T&<0ONCARITAL group data from GIFI

k. I Cancel Help

Choose the sections of the GIFI file you wish to import in DT Max and specify whether you want to update the
keywords and NETINCOME and TAXONCAPITAL GIFI.

Select sections of the GIFI file to import;
¥ GIFI-FORM 125 Income statement
¥ GIFI-FORM 100 Balance sheet

¥ GIFI-FORM Notes to financial statements

I v Update NETINCOME and T&:0ONCAPITAL group data from GIFI

] 4 I Cancel Help

Click on Ok to save your selection.
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In the Confirm GIFI import window, click OK to import the file.

-
Confirm GIFI import u
— GIFI import file
Filz hame [F:\InsEmmp T1933 IGRF
File datestamp [2000-05-26 14:26
— Corporate name
- according to GIFI [SAMPLE 2000 DEMO TEMPLATE
- according to keywords |IJ uebeclinc

— Figcal year-end
- according to GIFI [200012-3:1
- according to kewwords |

Cautior: |f you go ahead anhd impart thiz fils, it will overwrite any GIFI keyword data
already existing for this corparation.

I ak. I Cancel | Help |

Your financial statement will be automatically imported in the data entry screen of DT Max.

G @, LS CEHEHL L O0REHART@

SNUETt;?gggf;‘ FRCO001 I Praduction —‘
@ GIFI Import E|
i GIFI-Fie FAMEmmAT 1933 1GRF |
Synchronize Update NETINCOME and TAXONCAPITAL from GIFI j

i IFRS-Prep No =

| +GIF-Form 100 Balance shest |

P GIF-Field 1000 Cash and deposits | $ 34,100
GIFI-Field 1060 Accounts receivable | ¥ 11.000
GIFI-Field 1120 Invertories | ¥ 11.200
GIFI-Field 1180 Short term investments > ¥ 700
GIFI-Field 1480 Other current assets | ¥ 1.100
GIFI-Field 1599 Total current assets 4 % 58,100
GIFI-Field 1680 Buildings :| $ 100,000
GIFI-Field 1681 Accumulated amortization of buildi... | $ -2.600
GIFI-Fisld 1740 Machinery, equipment, furiture a... > $ 60.000
GIFI-Field 1741 Accum amort - machinsryfequipiu... > $ -26,100
GIFI-Fisld 1900 Other tangible capital assets 4 $ 16,000
GIFI-Field 1901 Accum amort of other tangible cap... 4 $ -6.000
GIFI-Field 2008 Total tangible capital assets =~ ¢ 175,000
GIFI-Field 2009 Total accum amort of tangible ... 4 $ -34,600

To view the totals in the GIFI keyword, go to the Preferences menu and select User interface.

Bl File Edit View Tools Efile Management | Preferences | Window Help

CII . — Filter Identification...
en a I ’
| @ entry | & IElU""| Do not fiter User's defaults... Alt+F2
Client #—l Mame

3 Alberta Inc.
1 Ontario Inc.

Forms manager...

il

Printing options...
Client letter...
=| Archiving and PDF...

2 Quebec Inc. EFILE setup...
4 Quebecinc Modem...
'''''''''''''''''''''''''''''''' Text macros... Alt+F1
% Client list zettings...
Security system 4
I User interface... l
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In the User interface window, add a check to the sentence “Show automatically calculated GIFI totals in the

editor”.

L hl
User interface u

— Client list

Mumber of most recently acceszed clients ta remember on the "'File"' menu [0-16]. -
[Fequires restart of DT Max to activate.) =

— Data entry
Calour scheme Preview
[Blue sky (defaut -l ¥ information

I~ Differentiate between family members by using different colours
[~ Always show keywords in UPPER CASE
||7 Show automatically calculated GIF] totals in the editor I

AL
| Relevez?

® information

3 Reset SmartStart default sections |

— Taw returm

Hows to show the index of pages ... Uge coloured background to differentiate ..
% Show at LEFT * jurizdictions and report types
" Show at LEFT - auto-hide € family members
 Use pop-up index " plans
© Show at RIGHT " tax years
© Show at RIGHT - auto-hide " always use white background

¥ Enable QuickTrack ¥ Use arey background for non-current years

~ Knowledge baze

Location of knowledgs base files
IC:\dtprog\mavaBS

I T Save Ea Fieset to defaults a Cancel @ Help

Capital cost allowance

Use the keyword CCA-Class to enter the amount of depreciation and amortization claimed on the NETINCOME

keyword on the sub-keyword Depreciation.

Use the dropdown menu to select the CCA Class.

IF'rDl:Iucth

=

=

74

e

m

@ File Edit View Tools Efile Management Preferences Window Help
2o (@ ad, 444 CHL . ODREHABRO
QuebecInc
BM: 777888777RC0001

%@ CCA-Class

LCCOpen Cumulative eligible capital

i Descript-UCC Land - non depreciable property

L Mine-Income Class 1-4% DB

ACE-Info Class 1 -6% (after March 18, 2007)

\  ACB-Car Class 1 - 10% (after March 18, 2007)

| + Disposal Class 2-6% DB

L+ Muni-Address Class 3-5% DB

{ Liquidate Class 4-6% DB

L Gift Class 5-10% DB

i ITC-Code Class 6- 10% DB

L ITC-Addition Class 7 - 16% DB

| Additions

THOMSON REUTERS”


mk:@MSITStore:C:/dtprog/maxv999/kb/2013/dtwkbE.chm::/Keywords/T2/g556.htm#NETINCOME
mk:@MSITStore:C:/dtprog/maxv999/kb/2013/dtwkbE.chm::/Keywords/T2/g556.htm#DEPRECIATION

Secondary keywords:

Enter the opening undepreciated capital cost or cumulative eligible capital in the UCCOpen keyword.

For keyword Disposal, enter a description of the assets disposed during the year and then p the "Enter" key of
your keyboard to open the sub-keywords of the section.

2 gulam AL SEEHL O HLABQ@O

ENL!E?I:?(S:;ISI;:? FRCOOO1 I Production _I
4 CCA-Class Class §-20% DB
UCCOpen ¥ o
Descript-UCC |
i ACB-Info | 3§ |
vi[zDisposal Equiperment |
: Proceeds $
ACB-Disp | | $
Expense-Disp 3

Specify whether you have liquidated the class with the keyword Liquidate and enter the net proceeds.

29 (gmlax AALABSEHEL L OFRHABQ@

QuebecInc
BN: 77758877 7RC0O001L |F'r0duchnn J

% CCA-Class |Class §-20% DB
| UCCapen $| |
Descript-UCC |
| ACB-Info | §| |
+ Disposal Equipement
 + Disposal
| + Muni-Address |
. Liquidate Yeo - $|
Gift
[TC-Code

Moreover, all purchases made within the class should be reported in the keyword Additions.

imem e 44ACHL LONRHARTO

becl

ENI:? 77 ssgf? 7RCO001 I Production |
| ITC-Addition $
\ | Additions $ 25,000
| Additions $

THOMSON REUTERS”
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Use CCALimit to limit the capital cost allowance or cumulative eligible cost amount to be claimed on this class. If
there is no amount is reported, DT Max claims the maximum amount.

2 amam 4R EHL OV HABO@O

becl

SNL:E???SSQ;:??RCOOOI | Production k3,
» GSTPSTRebate $
i Adjustment | E

CCALmit $ M |

Two fiscal years ending in the same calendar year

To complete two fiscal years ending in the same calendar year, begin by completing the first fiscal year.

2 am LR EER L OFRQHABOO

becI
SNL:E? 77 SSrSI;:? FRCO0DDL I Production _I
Name Cuebecine |
YearEnd S1-10-2013
% CorpType Cdn controlled private corp. ﬂ

To complete the second fiscal year, add a new customer by clicking on the icon Add a new client or by pressing
the F3 on your keyboard.

@ File Edit View Tools Efile Management Preferences Window Help

2eamlan 44K EHEL 0 HAR

|Add new client F3

Click Ok to create the new corporation

Add new corporation u

.

Mew client number
| E

The new corporation will be given thiz client number. If
you wizh, you may azsign a different number provided
it iz not already uzed in thiz databaze.

¥ Use the SmartStart input assistant
[ Tick if client iz a registered charity

(] I Cancel Help
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In the data entry of the new file use the drop down menu of the right hand side display and select the option Other
Client.

RHLEQOO
IF'ru:u:qu:tiu:un ;I £ none ;I

< none

2mz

Carrpforsyards from 2012
2013 praduction

Calculated caryfonsards to 2014
2014

Flan A
Plan B
Plan C
Plan D
Plan E
Plan F
Data entry template

In the Client to display on right-hand side window, enter the client number of the first fiscal year.

In the section Tax plan version select Production and choose the Next Year in the Year section.

-
Client to display on right-hand side u
lient number to show on right-hand side
4
— T ax plan version—— —'ear
* Production " Previous year
{7 Plan & " Curert year
" Plan B % MNext pear
" PlanC
" PlanD
i PlanE
" PlanF
k. I Cancel Help

Click on OK to save the changes.

THOMSON REUTERS”
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In the data entry screen, you will see the data of the first year end displayed on the right hand side.

Do F5 and use your mouse to select the keywords on the right hand side, so that they are highlighted in yellow.

2% aman 4LAREEHL L OFRHABQ@O

gnﬁw corporation IProduction LI |ﬂ2 GQuebec Inc. LI
+ ®Name | | Quebec Inc.
» ®YearEnd | 31-10-2013
@ CorpType Cdn controlled private corp. 4
| Month-Ext | No |
@ Activity ki Consultants
v NAICS H 541330 Engineering Services |
»|  Product 2 1000 Consultation
v Product 2 1000 Consultation

Do ALT+C to copy the data of the right hand side to the left or use the right click of your mouse and select the
option copy to left-hand side.

2 (grlam 4ALHKSEEL L OEFRHABQ @O

;l:w corporation IPdeuctlun _I
#Name
g *Y | % Cut Chrl+X J
» ®YearkEnd 25 Copy Ctrlee
e CorpType Cdn controlli i3 paste Ctrl+V
| Month-Ext | Mot b
’ﬁ AC’tIVItY Clear marks Alt+F5
o NAICS Copy to left-hand side Alt+C I
o Product st Add keyword F11
ol Product

Complete the tax file of the second fiscal year.

apamlar 4C4HSEHER . OFRHABO @O

bec Inc.
EN":E o I Production ~|
Name Quebec Inc.
YearEnd 31-12-2013 |
% CorpType Cdn controlled private corp. hd
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Income source
Use the keyword IncomeSource to include the deductions not eligible for the small business deduction.

Specify the source of income by clicking on the dropdown menu of the keyword IncomeSource.

29 amlamn 4LHSEHEL O RHABQO

‘BJN'-:EbEC Inc. | Froduction |
»I@ IncomeSource Business - foreian only M
i Descript ig _
Metincome Business - partnership ||
Metincome Farming :
FartrerMarme Dividend from connected corporation :
Partner-AEl Dividend from other corporation :
PartrerDays #l Dividend/capital gain - central credit union
PartnerShare Specified investrment business :
Section34-Ad) Personal services business :
‘&ParmerE}{ps Business - trust [ ]
FPartnerDivds Other property incorme [ ]
Dividend Paid

Enter all dividends paid this year in the DividendPaid keyword. DT Max will use the amount of taxable dividends
paid to calculate the current year dividend refund. Amounts entered will also be reported on schedule 3 (T2S (3)).

2an(goman ALBSEHL  OFRHABQ@

Queh&c Inc. IF'n:uduu:tlon =]
ﬁ DividendPaid = [
MNameCfPayes
BusMurm-Caon Taxable dividend paid 1o connected corp.
YearEnd-Con Dividend paid out of CDA, ITA 83(2)
DatePayable Capital gains dividend
DatePaid Non taxable dividend, ITA 129(7 2)
Date-Frey Tas. div. to controlling bankrupt

79
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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.

BE 800 e FI(BHEOORLK0 RETBEZQO
< [[ Capital dividend account balancs -, L

E Select a page
Motes and diagnostics p1 . -
e Capital dividend account balance for the year ended =
Motes and diagnostics p2
" . “ear Month Day
Motes and diagnostics p3
Executive summary Capital gains in excess of capital losses .
Assembly instructions p1 o L o I - ca
Assembly instructions p2 JENREREL.S (S el G A T i 5
Schedule 200 summary (including business investment losses): R r— -
AT1 summary Realized in previous tax years ending after 1971 ... ... ... ... ... ... ... 3 9
Carryforward schedule p1 Realized in current tax YEar . .. .. ...l X Tag: Error !
Carryforward schedule p2 -/ Tag: Checked OK =
Planning summary - Federal p* -@ Tag: Final check #
Planning summary - Federal pz Non-deductible portion of capital losses: b] Add a review note Ctri+N
Planning summary-AT1 p1 Incurred in previous tax years ending after 1971 _ ... ... -
Planning Summary -AT1 p2 Incurred incurrenttax year ...
Capital dividend account bala j? Remove ALL review tags from this client
T2 - Corporation tax return p1 Hide the review tags +
T2 - Corporation tax return p2 . List all the review taas

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.

2013-01-31
“Year Month Day

< Bld Capital dividend account balance -

% Select a page
Motes and diagnostics p1
Motes and diagnostics p2
Motes and diagnostics p3
Executive summary
Assembly instructions p1
Assembly instructions p2
Schedule 200 summary
AT1 summary
Carryforward schedule p1
Carryforward schedule p;
Flanning summa deral p*
Planning su ry - Federal pz
Planni ummary -AT1 p1

ing Summary -AT1 p2
Capital dividend account balai
T2 - Corporation tax return p1

Capital dividend account balance for the year ended

Capital gains in excess of capital losses

Mon-taxable portion of capital gains

(including business investment losses):
Realized in previous tax years ending after 1971 .. il
Realized in CUrrent tax Year . . . il

Mon-deductible portion of capital losses:
Incurred in previous tax years ending after 1971 ...
Incurred in current tax Year ..
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Once the error tag has been verified, you may right-click the field and select Tag: Final check.

BEOCORLRKO 28ERENO
¥ Capital dividend account balance - 15144 _

Capital dividend account balance for the year ended | Eﬁﬁigﬁ .

“ear Month Day

Capital gains in excess of capital losses ]
=1
Non-taxable portion of capital gains )

(including business investment losses):

Realized in previous tax years ending after 1971 . ... ... ... £/ Tag: For review ?
Realized incurrentfaxyear . ... ... ... ......._.......... X
Tag: Checked OK =
Tag: Final check & I
Non-deductible portion of capital losses: T Add a review note CtrleN

Incurred in previous tax years ending after 1971 .. . o

Incurred in current taX YEar . ... ... Remove the review tag

_ﬂ' Remove ALL review tags from this client
Hide the review tags +

Met amount . List all the review tags

DT Max will now highlight the field in green and input a double checkmark symbol in the navigator.

e “ersion ‘il} x N

2@ s 2| [Podienn HEROCORAKA0 AT RZOO
< B Capital dividend account balance - 15744 _

Capital dividend account balance for the year ended 2013-01-31
“ear Month Day

Select a page

Motes and diagnostics p1
Motes and diagnostics p2
Motes and diagnostics p3

Executive summary Capital gains in excess of capital losses

Assembly instructions p1 ) . .
Assembly instructions p2 Mon-taxable portion of capital gains

Schedule 200 summary (including business investment l0sses ).

AT1 summary Realized in previous tax years ending after 1971 . . ... . ... ..
Carryforward schedule p1 Realized incurrent fax year . .. . . ..
Carryforward sch le p2

Planning su ary - Federal p*

Plannin mmary - Federal pZ Non-deductible portion of capital losses:
Planpiefg summary - AT1 p1 Incurred in previous tax years ending after 1971 .
ning Summary - AT1 p2 Incurred incurrent taX YEar .. .. ...

¥ Capital dividend account balal

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.

2% am[am e BEROOLI0 YR Z0O
< f | \
E Select a page i

Planning Summary - AT1 p2 -

Motes and diagnostics p1
Motes and diagnostics p2
Motes and diagnostics p3
Executive summary

¥ Capital dividend account balance - 1504

Assembly instructions p1 Capital dividend account balance for the year ended IM'

Assembly instructions p2 Year Month Da

Schedule 200 summary : L, i )

AT1 summary Capital gains in excess of capital losses g

Carryforward schedule p1 Non-taxable portion of capital gains 74

Carryforward schedule p2 (including business investment losses): S A N
Raam gtmman e hedeally Realized in previous tax years ending after 1974 £ Tag: For review ’
Planning summary - Federal pZ Realized in current tax year x Tag: Error 1
Planning summary-AT1p1 8§ T T T T /) Tag: Checked OK =
F'\anrmngrsymmary—f\ﬁ p2 Tag: Final check &
Capital dividend account bala Mon-deductible portion of capital losses: | Add a review note Ctrl+N
T2- COrpOrathr‘l tﬂ.x return D1 Inrnirrad im o mrmarins Fav vemare Aandina aftare ANTA 1 -
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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

Mormal ;I

Edit the note below (385 characters remaining)

Year ended -

™ Remove this note I E Save I ﬂ Cancel

A yellow note page symbol will appear in the navigator indicating that a review note is present.

2[R B P TBRo0OLL0 RETREOO
< [

E Select a page

Motes and diagnostics p1
Motes and diagnostics p2
Motes and diagnostics p3
Executive summary
Assembly instructions p1
Assembly instructions p2
Schedule 200 summary

Planning St

* Capital dividend account balance - 15044

Capital dividend account balance for the year ended 2013-01-31
“ear Month Day

Capital gains in excess of capital losses

AT1 summary
Carryforward schedule p1 MNon-taxable portion of capital gains
Carryforwarg/chedule p2 (including business investment losses):

mmary - Federal p*
summary - Federal pz
ing summary -AT1 p1
nning Summary -AT1 p2
Capital dividend account balal

Realized in previous tax years ending after 1971 ...
Realized in current taX YEAr

MNon-deductible portion of capital losses:

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&
E@ Owverride this field Ctrl+F2
% Help for this field Ctrl+F3
fé’ Tag: For review ?
x Tag: Error 1
./ Tag: Checked OK =
f Tag: Final check
|T Edit the review note Ctrl+N I

Remove ALL review tags from this client

bl\l.r

Hide the review tags +

List all the review tags
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From the Field Review Note window, select Remove this note.

Field review note
INcrmaI ;I

Edit the note below (352 charscters remaining)

Deduction amount to review. -

Remove this note [ save Cancel
[ | =

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 F&
EI:E Owerride this field Ctrl+F2
% Help for this field Ctrl+F3
#) Tag: For review 7
X Tag: Error 1
# Tag: Checked OK =
</ Tag: Final check

Il Add a review note Ctrl+N

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.
BE) File Edit View Tools Efile Management Preferences Window Help

(3@ o [ | [Produeir JEROORLA0 IR

2 THOMSON REUTERS"

83 0 0ssrg



A new window will appear.

To save selected pages of the tax return as PDF files, tick the box next to Save as a PDF file.

r
Forms printing

Pinter | DT FleCatinet  POF |

50
-

Select pages
FDF Jacket federal) Federal CRA
ou can save selected pages as POF files. These can be viewed in e ¢ e TR
Adobe Acrobat®, or sent by email for review. RESEE DEt! SHlses s

Authorization

K

v |save as = PDFfile

Albertz Revenue  Office copy

Partners’ slips

Client copy

ns  Working

T2 - Corporation tax return p7

T2 - Corporation tax return p8
RCES - Buginess consent form pl
RCES - Buginess consent form p2
Sch. 1 - Net income far tax p1
Sch. 1 - Net income far tax p2
Sch. 1 - Met income for tax p3

tl Sch. 1 - Net income far tas p4
Sch. 8 - CCA summary

Message:

Sch. 50 - Shareholder info
Monthly instalments [Federal]
Bar code return not generated

AT1 Alberta corporate return pl
AT Alharka carmaraba raboes 72

(%) How to configure your email program

I1 page(s) selected to print

[122456782RC0001 - Alberta Inc.pd [ |Gt inveres £ Bel
I Open file in Acrobat® when created U@ Select all ﬂ@ Clear all
™ Protect the file with a password L
I Include field revisw tags T2 - Corporation tax return pl -
¥ Email directly T2 - Corporation tax return p2
To: T2 - Corporation tax return p2
|a|beda\nc @email.com T2 - Corporation tax return pd
Subject: T2 - Corparation tax return p
T2 - Corporation tax return pb

- Sch. 9- Related & associated corp.

Z4 0K

B conce @ Heb

Once selected, you will be able to browse a save location by clicking the browse icon.

Prnter | DT FieCabinet FDF |

PDF
You can save selected pages as PDF files. These can be viewed in

Adobe Acrobat®, or sent by email for review.

~ Select pages
Jacket federal)
Jacket (Quebec)
Authorization

Feyin

I}
%]

@

mmaries

IC:\Users\um'EBJEEB\Des}ctop\lntem CasesIntem Cases Solutions.1 t}"e'.-

Client invoice

[~ Openfile in Acrobat® when created
™ Protect the file with a password
[ Include field review tags

| I selectal

11@ Clear all

Yalidation errorz lizting -

Three additional options are also available. You may chose 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 PDF |

PDF
“ou can save selected pages as PDF files. These can be viewed in

Adobe Acrobat®, or sent by email for review.

IC:\Users\umBB’B'Bﬁ\Desktop\lrrtem Cases'Intem Cases Solutions'1 ‘.-'0

[~ Openfile in Acrobat® when created
[~ Protect the file with a password
[ Include field review tags

[~ Email directly

84
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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.

-
Forms printing

Firter | DT FleCabinet  PDF |

¥ Saveasa PDFfile
I12}15ﬁ732HCDDD1 - Alberta Inc. pdf

I Open file in Acrobat® when created
I~ Protect the file with a password

Select pages
PDF Jacket federal) Federal CRA slips
You can save selected pages as POF files. These can be viewed in ke i _— - Client
Adobe Acrobat®, or sent by email for review. o o= S = ent copy
Autherization

‘ [} sekectal

Aberta Revenue

Office copy

m@ Clear all

™ Inciude field review tags

Message:

@ How to corfigure your email program

|1 page(s) selected to print

T2 - Corporation tax return p1 -
-Emawl directly T2-

To T2-
Ialbeﬂalnc@emal\ com T&e
Subject: T2
e T2.
T2-
T2-
RCEY - Business consent form pl
RCEY - Business conzent farm p2
Sch. 1 -Net income for tax pl
Sch. 1 -Met income far tax p2
Sch. 1-Met income for tax p3
fl Sch. 1-Met income for tax pd
Sch. 8- CCA summary
hd Sch. 9-Related & associated corp.
Sch. 50 - Shareholder info

Manthly instalments [Federal]
i Bar code return not generated
AT1 Alberta corporate return pl

AT Alharts memerske rabins 73

Coiporation tax retum p2
Coiporation tax retum p3
Corporation tax return pd
Corporation tax return p&
Carporation tax returm pe
Carporation tax retum p7
Coiporation tax retum p8

L7 ok cencel (@ Hep

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.

-
Forms printing

Pinter | DT FieCabinet PDF |

PDF
You can save selected pages as POF files. These can be viewed in

Adobe Acrobat®, or sent by email for review.

¥ Save as a PDFfile
I'IZM&E?S‘ZHCDDD'I - Alberta Inc. pdf %

I~ Openfile in Acrobat® when created
™ Protect the file with a password
™ Include field review tags

¥ Email directly
To
|a|bertainc@emai\.ccm

Subject

Message:

(%) How to corfigure your email program

|§ page(s) sslected to print

Select pages
Jacket federal)

Ja

Federal CRA F s’ slips

Q Client copy
Aberta Revenue

Authorization

Office copy

Cliert letter

u@ Clear all

T2 - Corporation tax return pl
T2 - Corporation tax return p2
T2 - Corporation tax return p3
T2 - Corporation tax return pd
T2 - Corporation tax return p5
T2 - Corporation tax return pb
T2 - Corporation tax return p?
T2 - Corporation tax return p8
RC59 - Buziness congent form pl
RC59 - Business congent form p2
Sch. 1-Net income for tax pl

Sch. 1 - Net incame far tax p2

Sch. 1 - Netincome for tax p3

Sch. 1 - Netincome for tax pd

Sch. 8- CC& summary

Sch. 9- Related & associated corp.
Sch. 50 - Shareholder info

Monthly instalments (Federal]

Bar code return not generated

AT1 Alberta corporate retum pl
AT Alharta crmorate rahim

| [ Selectal

ok Edcanced (@) Heb

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 system setup.

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.

EL File Edit View Tools Efile  Management | Preferences| Window Help
e Filter Identification... “— Find client
Client Data Ta: 2 @
B[R [ wd] [oomme || rcsermus..  awe ZB0 @ [

Client # ==| Mame Forms manager... cE | Fhone number | E
3 Alberta Inc.

Printing options... W: 204-458-8895

S

1 Ontario Inc. S W: (416) 333-7894

=| Archiving and PDF...

2 Quebec Inc. EFILE setup... W: 514-733-8355 B
Modem...
Text macros... Alt+F1
Client list settings...
Security system I Your personal password and rights ... I
User interface... Individual users' passwords and rights ...
Audit trail ... Company database security policy ...

1 DT ScanDoc setup ...
DT Client Portal...

Setup files manager ...

System policy manager ...

Keywords ...

A new window appears. Enter your new password at the top right. Make sure that in the Personal Rights section,

For secuiity, please enter your CURRENT password and
click OK. before making changes.

| Mato | ok

— Perzonal access right

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

Thesze rights define which features of DT Max you are
allowed to access, and can only be changed by the Thiz information can be used by vour system
system supervisor azsigned to this database. supervisor to help support you.

| & - System supervisor [full rights) | Y'our name

Access all clients in database

Data entry Diepartment
Delete clients from the databaze I

Change processing statuses of clients : :
Display tax returns Physical location
Production printing of tax returns
Change preferences Telephone
Backup database

Restore database from backup
“Yerify data and completed tax return
Extract and merge client data

EFILE tax returng

DT MetLink | Save I Cancel

Email address
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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.

EL File Edit View Tools Efile Management | Preferences | Window Help

S Filter Identification... =
Client Data | @y Tax I : @ Eii ﬂ @
= entry | % return Do not fiter User's defaults... Alt+F2 2

[iz) Forms manager... e Phane number
3 Alberta |nc_ @ Printing opticns... W: 204-458-8895

________________________________________________ Client letter... [ wmr. FAdrtr 330 FOOA .

Find client

1 Ontario Inc. &) Archiving and POF... W: (416) 333-7894 1
2 Quebec Inc. EFILE setup... W: 514-733-8355 b
Maodem...
Text macros... Alt+F1
% Client list settings...
Security system I Your personal password and rights ...
User interface... Individual users' passwords and rights ...
Audit trail ... Company database security policy ...

1 DT ScanDoc setup ...
DT Client Portal...

Setup files manager ...

System policy manager ...

Keywords ...

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

database security polic

V'ou must have system supervizor status in order to change this policy.

Enter your personal pazzword and the encryption pazsword for this databaze, and click
Ok, I pou wizh to change pour personal password, or do not have one yet, click "Change
perzonal password'' below before continuing.

“our Your personal password [atabaze encryption password
uzEmame [usedtolog into DT Max] [uzed to create thiz database]

| MATD Ixxxxxx Ixxxxx Q{ oK
ﬂ Change personal password

Company database security policy last edited by user-

DR T2X DEVELOPMENT TEAM #2 01 Oct 2013

— Paszword reguirements

% Pazswords hot required Fazzwords are caze senzitive.

€ Paszwords required

;.—"f' Apply changes m Cancel @ Help

THOMSON REUTERS”
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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

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

¢ THOMSON REUTERS”
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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 approp

riate box and click Start.

BNDT
Bl AX

T [+

Tax year:

THOMSON REUTERS

Frangais

|v|

| DT Max products

T2

CORPORATE

This copy of DT Max is licensed for the sole
use of: ;

DR TAX DEVELOPMENT TEAM #2

Help

Tutorials

Wwhat's new’y
Enowledge base
Support

Username : [usER | 0
Password : | 30000000 |
Database location : |F:'\In'\Emmy'\DemoElients'\ |v| od
Recently accessed clients :

Mame | Cliert #

Ontario lre, 1

Alberta ne. 3

[uebec he. 2

Individual users’ passwords and rights

Once you have setup 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.

= File

Edit View Tools Efile

Management

Preferences | Window Help

S Filter
Cler | & Sa | 58 ratuen

Client #—l Marne

I Lo not filter

Identification...

User's defaults... Alt+F2

Forms manager...

1 Ontario Inc.
2 Quebec Inc.

89

Wi

Printing options...
Client letter...
Archiving and PDF...
EFILE =etup...
Modem...

Text macros... Alt+F1

Client list settings...

a% ‘Z_;; % u @ Find client

] Phone number |

W: 204-458-8895

W: (416) 333-7894
W: 514-733-8355 '.

Security system I

Your personal password and rights ...

User interface...
Audit trail ...

DT ScanDoc setup ...
DT Client Portal...

Individual users' passwords and rights ...

Company database security policy ...

Setup files manager ...
System policy manager ...

Keywords ...
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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.

— Required user infarmation — ser's zecurity access rights

Bk%|sh;r:§rmatlon iz uged by the user when starting [¥ 5 - System supervisar [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 taw return
I Extract and merge client data

EFILE tax returns
Physical lazation 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.

arz passwords and righi

— 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 . I¥ Display tax retuns
This information can be used by zystem 7
supervisors to identify and suppaort the user.

Jzermame Personal pazsword
SLIB‘I KAXRNN

— Dptional uzer information

Production printing of tas returns
[ 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

v EFILE tax retumns
Physical location [~ DT Netlinki

Telephone

r Other accountant codes accessible

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

Email address Add kere any other accountant codes which

I they may access,

Add Delete
| u]4 I

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.

L File Edit View Tools Efile Management | Preferences | Window Help

Client Data = Filter Identification...
= a ® -
list | ax entry " %r&tum| I Do not filker User's defaults. . .

Client # -| M ame

Forms manager...

Printing options...

"""""""""""""""""""""""""""""""" Client letter...

1 Ontanu Inc' Archiving and PDF...
2 Quebec Inc. EFILE setup...

[ &
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A new window will appear with several options.

r Bl
Archiving and PDF setup u

Archiving setup | PDF creation settings |

™ You can corfigure 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®.

r 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 I either box is checked,
subfolders will be created in the
¥ Use a different subfolder for each tax year folder indicated above.

r— Maming convention for archive files

IClient name, client number, business number j

F the file already exists:  ©* Overwrite the esdsting file
" Add a suffic to create a unique name:

b s B cance (@) Heb

In the When to archive automatically section, you may choose amongst 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 al

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.

r~ Location of saved archive files

[+ subfolder \ARCHIVE in the database folder |
" Specify the name and location of the base folder

v Use different subfolders for T1. T2 and T3 If either box is checked,
subfolders will be created in the
¥ Use a different subfolder for each tax year folder indicated above.

THOMSON REUTERS”
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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 4 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 business number.

Maming convention for archive files

Client name, client number, business number ;I

Cliert number only (8.3 filenames)
Client number, client name, business number

Cliert name, client number, business number
Business number, client name, cliert number

Tip: We recommend using the “Client name, client number, business number” option.
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