DT MAX T3

DT MAX T3 - USER GUIDE

7% THOMSON REUTERS®



Table of Contents

About this document

DT Max Basics
SPLASH SCREEN

Client List

Personalizing the Client List

Sorting the Client List

Adding a new client to the Client List
Finding clients within the Client list
Increasing/Decreasing Font in the Client List

Data Entry

Adding keywords in the Data Entry
Fields marked with an asterisk
Keyword Groups

Keyword explanation (functionality)

Tax Return screen
Page Index
QuickTrack feature
Printing the tax return

Preferences Menu
Identification
User’s Defaults
Forms Manager

DT Max Advanced features

Client List

Filtering the Client List
Extracting and merging clients
Printing/Exporting the Client List
Backup/Restore your Client List
Renumbering Clients

Data Entry

Plans (Tax Planning)
Right-hand side display
Review Tags

Tax Return

Review Tags

PDF

Preferences Menu
Security System
Archiving and PDF

© © o1 o

11
11
13
13

14
14
19
21
22

23
23
25
27

30
30
32
34

39

39
39
48
51
53
56

57
57
60
64

66
69
72

74
74
80

THOMSON REUTERS”



THOMSON REUTERS”



ABOUT THIS DOCUMENT

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

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

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

ENDT
Rl AX

Tear: [+
|DT M &= products |v|
T3

TRUSTS

use of:

Tukorials

Wwhat's new?
Knowledge base
Suppart

~

This copy of DT Max is licensed for the sole

DR TAX DEVELOPMENT TEAM #2

THOMSON REUTERS

Username : |

| g Frangais

Password : |

Database location : |

Recently accessed clients :

Name

| Client #

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.

ENDT
Rl AX

Tax year: l:E]
I DT Max products [v I
T3

TRUSTS

use of:

This copy of DT Max is ficensed for the sole |

DR TAX DEVELOPMENT TEAM #2

THOMSON REUTERS

Username : | | 9 Francais
Password : | |
Database location : | v :

Recently accessed clients :

Name

| 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

priviledges and passwords in the Security System chapter.

BnDT
Wl AX

THOMSON REUTERS

Tax year: :]3 Username : |USER ] 0 Francais
IDT Max products I" | l

T 3 Database location : | F:\In\Emmyh\DemoClients' v ‘_’
TRUSTS

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.

ENDT
Bl AX

(X

THOMSON REUTERS

Francais

@

Tax year: Username : USER
DT Max products Password : |

T3

Database location : IK:"-.Dlprogdb\anon\

~»

-]

TRUSTS

Next, select the DT Max product you wish to load. In this case, we will select T3.

DT
Bl AX

THOMSON REUTERS

Tax year: Username : |EVAL

[ [

Francais

@

DT Max products Password : l

l

DT Max products
T

Database location : |C:\Users\UD172120. TEN\AppDat:| v | )

I
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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 Msx is licensed for the sole | Recently accessed clients @
usze of: :
DR TAX DEVELOPMENT TEAM #2 Mame | Client #
: Fiducie non testamentaire Qué 5006
Succession Qushec a001

Help
Tutorials
What's new’?

e i
Support —

'4

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: EEREY . Username: EvAL @ Frangais

|DT Max products |v| Password : | |
T 3 i Database location : |CUsers\ 0172120 TENAppD ot | + | lad
This copy of DT Max is licensad for the scke Recently accessed clients :
us= of: :
DR TAX DEVELOPMENT TEAM #2 Narme | Client #
: Fiducie non testamentaire Qué 5006
Succession Québec B001

Trust Ontario

Help
Tutorials
what's new?

Enowledge base
Suppart -

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

DT
Wl AX

Taxyear: [ ans -]

|DT b an products |v|

T3

TRUSTS

uze of:

DR TAX DEVELOPMENT TEAM #2

Help

Tutorials

What's new?
Enowledge base
Suppart

’

This copy of DT Max is licensed for the sole

: THOMSON REUTERS

Username : |E\.-’,.’.\|_ | g Francais

Password : | |

Database location : |E:\Users'\UD1 72120 TEN“AppD at: »

v |

Recently accessed clients :

MHame | Client #

Fiducie non testamentaire Qué B00E
Succession Juébec 5001

Truzt Ontario
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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, trust name, account number, year-end, Processing Status, etc... All this information is displayed
directly in the Client list.

Filter

29 @ ez [owe JBEL2205R IR0 O

Client #L\l Trust name =] Account number |Yeal-end | Processing status I
2000 Ontario Estate 135792468 Dec30 Ready to print

Personalizing the Client List

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

EL File Edit View Tools Management | Preferences | Window Help

Filter Identification...
Client Data | @k Tax
list |@ entry | *"Ereturn|, | Do nat User's defaults... Alt+F2
Clignt ﬂﬂl Truzt name

5000 Ontario Estate
- . Client letter...
5001 Succession Queéet = Archiving and POF...
5006 Trust Québec Billing...
5007 Inter vivos Trust | Text macros... Alt+F1

E Client list settings... I

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

Forms manager...

Printing options...

il

[EX File Edit View Tools Management Preferences  Window  Help

lcllli;'s{It | @Erfttray ” %reﬁj’;“ IFil[t:'I:”":'t flter LI a‘ E Q & 6 Iil} @ % —J ﬂ

Client #ﬂ.l Trust name | Account number |“r'ear-end =]

5000 Ontario Estate 135792468 Dec30
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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 - T3 g
Wi V¥ Processing status
[~ Plans [ Processing status - GQuebec
¥ Trust name [~ E __ifEFILE
W Account number I~ Date of last activity
W “Year-end v Accountant
[ Mame of contact ¥ R if resticted client

[~ Language

[ Province of residence ™ CLIENT-CODE kepword

[ LISTMEMO kepword

[ Sheet [ LIST-MEMD-2 kepword
[~ City [ LIST-MEMO-3 kepword
™ Postal code [~ LIST-MEMO-4 keypward
[ Province ¥ LIST-MEMDO-5 keyward
[~ Country

™ Phone number

™ Phone number [right)
I~ Fax number

[ Email address

Reset to defaults | 0ok I Caticel | 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.

i B
Columns to show in client list - T3 g

v I:hentnumber v Processing status

[~ Plans [™ Processing status - Quebec
W Trust name [~ E .. iEFILE

¥ Account number [ Date of last activity

W “Year-end v Accountant

[ Name of contact v R ... if restricted client

[~ Language

[~ CLIEMT-CODE kewword
[ LIST-MEMO-1 kevword

[ Province of residence

[~ Sireet [~ LIST-MEMO-2 kewword

[~ City [~ LIST-MEMO-3 kewword

[~ Postal code [T LIST-MEMO-4 keyward

¥ LISTMEMO-S keyweord
Country

[~ Phone number

[~ Phone number [right]
[ Fax number

[T Email address

Reset to defaults | Ok Cancel | Help |

2o aneaa (e EBERLALK0FR%BOR

Client # | Trust name Province Account number

5000 OntarioEstate  ON 135792468 |
5001 Succession Québec QC 135792468

2 THOMSON REUTERS"
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Sorting the Client List

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

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

%":“ﬂﬂt | @entry ” Eﬂmtum| I':ilazrnot filter ;I Q @ o 8% {?i J n

Client == Truzt name S Province Account number

5007 Inter vivos Trust Ontario 135792468
5000 Ontario Estate ON 135792468

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

ilter I
aatlbent @entr mﬁ’:n IFDu:u riat filker ;I Q & o @ {?i J u
_ Trust name ==| Province
5000 Ontario Estate 135792468

5001 Succession Québec QC 135792468

Account number

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.

Client |@entry |E=ﬂratum| I':”E;rnnt flker hd E Q & o f}é

Cliert # —| Name ﬂl Pravince | Phone number |Add new client  F3 Less rurmber
3 Alberta Inc. AB W: 204-458-8895 123456782RC
1 Ontario Inc. On W (416) 333-7894 123456782RC

THOMSON REUTERS”
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A window will appear to configure the new trust. You can change the client number that is automatically assigned
to the new trust.

i B
Add new trust u

MHew client number

1

The new trust will be azzigned thiz chent number. If
wou wigh, you may aszign this rust a different number
provided it iz not curently uzed in this database.

¥ Use the SmartStart input azsistant

o]

Cancel Help

£

The SmartStart input assistant is a tool that will allow to add keywords in the Data Entry screen of your client file.
More details on this tool will be provided in the Data Entry portion of this document.

S

In the list at the left, check off each SmartStart
section that applies to this trust.

Identificatio
Trustee information
Settlor information
Allocations: and designations to beneficiaries
Accountant information

Wwhen pou have finizhed, click "Continue™. vou
can then enter the tax data in each section.

Motes
Billng ~ List of keywords included in thiz section
Contralz
DT Scanboc
Overrides Trust-Mame name of the trust
Cuskann schedules Acct-Number federal account numbe
F Statuz change ID-Number Quebec identification r
Add new trust g T3P Begin-Date beginning of taxation
TaM Year-End taxation year-end
- Incame Language language of correspon
Mew client number T-slip infarmatian Estate-of whether to print "Estat
1 Capital gains and losses Apply-TrustAcct# Application for a trust

Business income Trust type of trust that was «
The new trust will be assigned thiz client number. If Canying charges, investment expenses
you wizh, you may assign this trust a different number Other deductions 4 m '
provided it is not currently uzed in this databagze, Het income

Foreign property and income [~ Show secondary keywords Keyword help
ze& the SmartStart input azzistant Losses

o |

Cancel Help

12

Camybacks [T34)
Curnulative net investment loss
Resource property and land inventony

[ Save as default selection for new tusts.

m Cancel

</~ Continue

@ Help

2 THOMSON REUTERS"



Finding clients within the Client list

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

e Filtar Ty Find client Search by
2| @0 | % m oo < RAOIFRBUR O | | [ame B
Client # =| Trust name 4| Province Account number “r'ear-end =| Processing status

5007 Inter vivos Trust 135792468 Dec30 Ready to print

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 LI

Client 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.

-

|Zoom in  Ctrl+ +|

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

-

Zoom out  Ctrl+ -

THOMSON REUTERS™

13



DATA ENTRY

Once you have created the new trust, 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 Tools Efile Management Preferences Window Help

2@ ua 444 E8EIL .05

Ontario Estate |SmartStart client profile AIt+F3|
TH: 135732468

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

sroswnsempote e

@ SmartStart zections It the list at the left, check off each SmartStart
zection that applies to this toust,

|dentification
Trustee information
Settlor informatio ‘wihen you have finished. click "Continue™. Y'ou
Allocations and designations to beneficiaries cat then enter the tax data in each section.
Accountant information
MNaotes

Billing ~ List of kepwords included in this section
Controls

DT Scanboc
Ovemrides

Custom schedules
Status change

Trust-Name name of the trust
Acct-Number federal account numbe
ID-Number Quebec identification r

T3P Begin-Date beginning of taxation ¢

Tk Year-End taxation year-end

Language language of correspon
Estate-of whether to print "Estat
Apply-TrustAcct# Application for a trust
Trust type of trust that was

Ihcaome

T-zlip information

Capital gains and logzes

Business income

Carrying charges, investment expenses
Other deductions ‘| m v
Met incame
Foreigh property and income [~ Show secondary keywards F.eyword help
Losses

Carrybacks [T34)

Curnulative net investment loss
Resource property and land inventory

[~ Save as default selection for new trusts.

«#" Continue m Cancel @ Help

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.

THOMSON REUTERS”
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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 sactions

| dentification
] Trustee information

] Setthar information

[ Allocations and designations to beneficiaries
[ Accountant information

] Maotes

[] Billing

[] Controlz

] DT SeanDoc

[ Owerrides

] Cugtom schedules

[] Statusz change

] TaF

[] T3

Income

] T-glip information
[] Capital gaing and loszes
[] Business income
[] Carying charges, investment expenses
[] Other deductions

] Met income

[ Foreign property and income

] Losszes

[] Carmybacks [T34)

[ Curulative net investment loss

[ Resource property and land inventory

m

I the list at the left, check off each SmantStart
zection that applies to this tust,

Ywhen you have finished, click "Continue". Y'ou
can then enter the tax data in each section.

e 5]

— List of keywords included in this section

Trust-Name name of the trust
Acct-Number federal account numbe
ID-Number Quebec identification r
Begin-Date beginning of taxation
Year-End taxation year-end
Language language of correspon
Estate-of whether to print "Estat
Apply-TrustAcct# Application for a trust
Trust type of trust that was
1 | m | 3

[ Show secondary keywords Keword help

[T Save as default selection for new tusts.

a Cancel

«#" Continue

@ Help

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

[ Save as default zelection for new trusts.

«#" Continue

m Cancel

@ Help

Click on Continue to add the sections 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.

Data
entry

Ontario Estate
TH: 1357 92468

Client
list

Bz 4L4BEL .ORH . BOOE

IF'rDl:IuctiDn J

dentification
rustee information

llocations and designations to beneficiaries

—lIncome
% IncomeSource Fension income ﬂ
Description ABC |
Annuities Superannuation/pension plan ﬂ $ 10000000
FIT $ 10.000.00

15
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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.

Data Tax
entry | %r&turn|

2% a

|Add keywerd  F11|

In the window enter the new keyword.

Enter new kewword

I Index |
ok I Cancell Help |

glesBBEL O

You can enter topics as keywords. For example, you can enter Trust as a keyword.

Enter new keyward
|TRu5ﬂ

ok |

Index |

Cancel | Help |

2 e am 4LCARBERL cORHARBOR

=]

I Production

i Trust

| ®Trust-Type

| Residence

1 Canadian-Res
i Country

| ®ate

L SIN

L+ Trust-Info

| + Election

You could also enter a slip as a keyword. For example, T3.

Index |

Help |

Enter new keyword
|T3

ok |

Cancel |

Testarmentary trust

B

E

Ontario

£l

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 VYiew Tools Efile Management Preferences Window Help

aalem an 44AREBRR05 R HA

|Keyword help index F8|

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

-
Keyword help index

Topic Jacket Farm Alphabetical Click a topic from the index at the left.
UL b i All the related keywords will show
Aceount numbers @ below with their descriptions.
Accountant
Address Click a keyword and then use th

- ick a keyword and then use the
Ad]us‘i.:rrjents (13 buttons below far more detailed help,
Elfarjeﬁmary to paste the keyword directly into pour
Billing client's data, or to find an existing
Business instance of this keyword.

Capital cost allowance (CCA)

Capital gains

Canital ns=es S
< LUl [> Show secondary keywards [
| Keywmords Allowable business investment loss |
CapitalProp type of capital property
Loss-CF loss carryforwards of a particular type
Loss-CB type of loss to carry back
Cap-History types of capital gains (losses) claimed in prior years

Add keyword Find keyward in data % Kepword help 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.

r
Keyword help index

=

-

Account numbers

Topic Jacket Form Alphabetical Click, a topic from the index at the left.

Al the related kepwords will show
below with their descriptions.

Cap-History types of capital gains (losses) claimed in prior yvears

Accountant
hodress Click a kepword and then uss th
Adjustments (T3) bLL'f[U:S b?igvilfu;i;me?ﬂl::fed F?alp,
Beneficiary to paste the keyword directly into your
Billing client's data, or to find an existing
Business instance of this keyword
Capital cost allowance (CCA)
Capital gains
Canital Insses i
4 L] ' Show secondary keywords [
Keywords Allawable business investment loss
CapitalProp type of capital property
Loss-CF loss carryforwards of a particular type
Loss-CB type of loss to carry back

Add keyword Find keyword in data % Fepword help

a Cloze @ 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.

-
Keywerd help index

=

T opic I Jacket i Form Alphabetical
F43 Unkeep, maintenance, and taxes used by a bene =
F44 value of other benefits to a beneficiary
F45 Taxable benefits
F47 Income allocated D

Taxable Income
F51|Mon-capital losses of other years
Fs2|Met-capital loesses of other years
F53|Capital gains deduction for resident spousal trust
FS4|Other deductions

=

Pl | I | b

Click a topic from the index at the left,

All the related kewwards will show
below with their dezcriptions.

Click a keyword and then use the
buttonz belaw for more detailed help,
to pazte the keyword directly inta your
client's data, or to find an existing
instance of thiz keyword.

Show secondary keywards [

Fewwards
Trustee |ast name or business name of the trustee

-\ﬁ Find keyword in data -\ﬁ Keywor

2. Add keyword

Title

d 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, including
those from the Quebec tax return. Select a specific form from the list, and DT Max will present you with a list of
keywords you can use to enter information on that specific form in the client’s tax return. Double-click on the

keyword you need, and DT Max will add it to t

he client’s Data Entry.

-
Keyword help index

=

| Topic | Jacket I Form
T3 SCHEDULES -

| Schedule 1 - Capital property dispositions [
Schedule 1A - Capital gains on gifts
Schedule 2 - Capital property reserves
Schedule 3 - Eligible taxable capital gains
Schedule 4 - CNIL
Schedule 5 - Spouse trust
Schedule 6 - AMT exemption allocation
Schedule 7 - Pension income
Schedule 8 - Investment income
Schedule § - Allacatinns and desinnatinns

| Aphabetical |

Click a topic from the index at the left,

All the related kewwaords will show
below with their descriptions,

Click a keyword and then uze the
buttonz below for mare detailed help,
to pazte the keyword directly into pour
client's data, or to find an existing
ingtance of this keyword,

< m | > Show secondary kepwards [
| Fepwords Dizpositions of capital property |
CapitalProp type of capital property

Trust type of trust that was created

T-5lip infarmation slip

Add keyword Find kepword in data

% Kewword help

a Cloze @ Help

18
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Fields marked with an asterisk

Fields marked with an asterisk require mandatory or important information.

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

rlaman 2LA@EL .0

- Identification
Begin-Date
®Year-End
Language English El

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 (*) requires an important information for the production of the income tax return.

2amas 444 RBHER L OFRHABER

IPdeuctiDn j

- Identification
Trust-Name |
“Acct-Number

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

THOMSON REUTERS”
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Error and Warning messages

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

W@Eﬁﬁm ﬁﬁﬁ@@ﬁ 6@@1@@@1@

|Error and warning messagesl

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

-
Error and warning messages M

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

ERROR! M data for keyword Year-End
€3 ERRORI Missing data for keyword Trust-Type
b ERROR! Missing data for keyword Date.t
b ERROR! Missing data for kewword Trust-Name
% Mizsing data for keyword Acct-Mumber

‘fear end does not match database vear

—Meszage type Show messages..
€3 Eror that prevents calculation  Always
Q Error that prevents filing = MNew messages only
é‘; W aming & Wwhen requested
f?J Keyword tagged "For review''

ose | o |

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

-
Error and warning messages u

& Double-click the selected mezzage to highlight the relevant kewword in the editor.

ERROR! Mizzing data for kewword Year-End
€3 ERRORIM izzing data faor keyward Truzt-Type
b ERROR! Miszing data for kepword Date.t
td  ERROR! Miszing data for keyword Trust-N ame

Meszzage tupes Show mezsages. ..

€3 Ermor that prevents calculation O Always

E:} Error that prevvents filing = Mew meszages only
lﬁ_- W arming & WwWhen requested
f"z;) Fewsord tagged “'For review'

| o to keyword I Cloze Help

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.

T

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

& Mizzing data for keyword Acct-Mumber
& Year end does not match database pear

— Meszage types Show messages...
€3 Error that prevents calculation  Always
0 Errar that prestents filing  New messages only

£ Waring & When requested
_l? FK.epword tagged “For review'

Goto keyword I Cloze |

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.

B e e 4LARPER cO0RHEHALAROTG
=

IF'lDducth

TM: 11111111

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

EXEEACEA AARBER .OFRHARDOG

TN 11111111 —I

'+ Identification
% [Trustee

First-Name |

Designation k|

Title -

Address =

SN |

d-Number # |
EQ |

Custodian-Acct |

Other-Trustee |

Contact-Person |

i Bign-Date

I Production

45

+

45

THOMSON REUTERS™
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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).

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 4LAREL LORHARO @

entry

I::;w corporation IF'ml:Iuctan J
= Instalments
% InstalPaid >
PerfectCompliance Bl
% InstalRec g ,
InstalRec: recommended instalments for next taxation year|

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.
&1 File Edit View Tools Efile Management Preferences Window Help

2 am e 4LAEHR 0B LHARR O

g:w corporation I Production ;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.

Ewpand group F&
Contract group Shift+F&

I.T Help for this keyword Ctrl+F8 I
il Attach note to keyword Ctri+M

Keyword properties

@ Tag keyword "For review" 7
/ Tag keyword "Checked OK" =

THOMSON REUTERS”

22



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 [E=R I
@ =2 &
Afficher  Précédent Suivant  Imprimer
Instal-Paid -

Use the keyword Instal-Paid to indicate whether instalments were paid to the CRA (and the MRQ for Quebec residents) for the tax year.

The following options are applicable for the keyword Instal-Paid.

* Federal 0

|| « Quebec

TAX RETURN SCREEN

Once you have completed the Data Entry of your client and you have cleared all the error and warning messages,
you are now ready to view the tax return. DT Max will produce the entire tax return based on the 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.

@ File Edit View |Tools| Efile  Management Preferences Window Help
—_— Recalculate current client Alt+F3
L‘Ibent Data @
Ea entry Batch calculations i o @ l"_-‘ & E’ n @
New oorporatlon |F'roduchun J
l Identificat
Page Index

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

forms below.

A1)

Select a page

Executive summary ;
Motes and diagnostics

T3 - Bummary

T3 Trustincome tax return p1

T3 Trustincome tax return p2

T2 Trustincome tax return p3

T3 Trustincome tax return p4
Sch. 1- Disp. capital property
Sch. 3 - Eligible taxable cap. gain
3ch. 3 - Eligible taxable cap. gain
Sch. 4 - CNIL p1

Sch. 4 - CNIL p2

Sch. 9 - Income allocations

Sch. 11 - Federal income tax p1
Sch. 11 - Federal income tax p2
Sch. 12 - Minimum tax p1

23
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By clicking on a form, DT Max will display the completed form on the right-hand side of the screen.

Version

2,55 @ 0o [ x| [Producion2ora 5 i{j CQLULRKO wIETLEO@®

< .
= ln Executive summary - 1147

E Select a page
Executive summa

Hotes ano desnosis Executive summary

T3 Trustincome tax return p1
T3 Trustincome tax retum p2

T3 Trustincome tax return p3 Executive summary

T3 Trustincome tax return p4. . .
Sch. 1- Disp. capital property Trust/estate name Inter vivos Trust Ontario
Sch. 3 - Eligible taxable cap. gain Client number 5007

Sch. 3 - Eligible taxable cap. gain i

Sch. 4- CNIL p1 Taxation year end 30-12-2013

Sch. 4- CNIL p2 -

Sch. 9 -Income allocations Filing date 30-03-2014

Sch. 11 - Federal income tax p1 Province of residence Ontario

Sch. 11 - Federal income tax p2 .

Sch. 12 - Minimum tax p1 Contact name (authorized person)

Sch. 12 - Minimum tax p2

Sch. 12 - Minimum tax p3 TEIEPhone number

Sch. 12 - Minimum tax p4 Fax number

Sch. 12 - Minimum tax pS .

Sch. 12 - Winimum tax pe Email address

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.

2 ez e bee I BHEOORLL0 208U
[ES) select  page - m T3 - Summary - 2047

Executive summary
Notes and

T3 . Summary 1

T3 Trustincome tax return p1

e e B+l T3 - Summary
T3 Trustincome tax return p3.
T3 Trustincome tax return p4-

2::. ;—E‘lsps‘:iow‘a\bl‘nupeﬂ!’ Name Inter vivos Trust Ontario

ch. 3 - Eligible taxable cap. gain

Sch. 3 - Eligible taxable cap. gain Account number 135792468

Sch.4-CNILp1 Taxation year end

Sch. 4-CNILp2

gcn 9-Income allocations 2013 2012 2011 2010 2013 2012 2011 2010
ch. 11- Federal income tax p1

Sch. 11 - Federal income tax p2
Sch. 12 - Minimum tax p1

Sch. 12 - Minimum tax p2

Sch. 12 - Minimum tax p3 Capital Gains 1 4.465 4,465 4.465 4,465 Income tax 21 14,739 15,682 15.682 15.682
Sch. 12 - Minimum tax p4 Pension income 2 Adjustments 22

e Dividends 3 Dividend credit 26

Work charts (Federal) Foreign income 4 Donations credit 27 552 552 552 552
T30N - Ontario Tax p1

T30N - Ontario Tax p2 Investment income 5 AMT carryover 30

e o Business [3 97.175_ 103.675_ 103.675_ 103.675 Basic federal tax 31 14,187 15,130 15,130 15,130

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.

wersion

2 am(uE] e JBEOOLLO RETRONO
T st e

Executive summary

Notes and diagnostics I*I Canada Revenue  Agence du revenu Protected B
T3 - Summary Agency du Canada when completed
T3 Trust income tax return p1
Do not use this area
T3 Tstincome laxreturn p2 Trust Income Tax and Information Return
T3 Trustincome tax return p3 . . . .
T3 TrustIncome tax return p4 Legislative references on this return refer to the Income Tax Act and Income Tax Regulations.
Seh. 1- Disp. capital property All references to "the guide” on this return refer to Guide T4013, T3 Trust Guide.
Sch. 3 - Eligible taxable cap. gain : l : ; l
Sch. 3 - Eligile taxable cap. gain A Step 1 — Identification and other required information
ey g; Residence of trust at the end of the tax year
Sch. 8- Income allocations Specify country (if other than Canada)

Sch. 11 -Federal income taxp1

If Canada, enter the province or territory
Sch. 11 - Federal income tax p2

Sch. 12 - Minimum tax p1 Ontario

Sch. 12 - Minimum tax p2 Name of trust Trust account number
Sch. 12 - Minimum tax p3 . .

Sch, 12 - Minimum tax pa Inter vivos Trust Ontario 135792468

Sch. 12 - Minimum tax p5 Name of trustee, executor, liquidator, or administrator

Do not use this area
Sch. 12 - Minimum tax p6

‘Work charts (Federal) Mr' qumdator

T30N - Ontario Tax p1 Mailing address of trustee, executor, liguidator, or administrator Telephone number

T30 -Ontari Tax 2 24 Brookfield #202 (418) 555-1313

2 THOMSON REUTERS"

24



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.

wars

ion

i am g e I BHEOOLL0 2852000

E Select a page

B4 TP646V -Trusttaxreturn pl- .. R RE R

TP-646-V - Trust tax return p2
TP-646-V - Trust tax return p3
TP-646-V - Trust tax return p4

Sch. B - Investment income p1

Sch. B - Investment income p2

Sch. C - Allocations & designations
Sch. C-Allocations & designations
‘Work charts (Quebec)

TP-868.1-Trust cap. gains exemp.
TP-668.1-Trust cap. gains exemp.
TP-668.1-Trust cap. gains exemp.
MR-14.4-V - Property of estate p1
MR-14.A-V - Property of estate p2
MR-14.A-V - Property of estate p3
MR-69 - Authorization p1

TP-646-V - Trust tax return p1 =

TP-668.1-Trust cap. gains exemp. 1 I"formatio" about the trust

REVENU RQSF-1202
QUEBEE h TP-646-V

Trust Income Tax Return 1of4

Identification number (if you do not check box 10)

o2l 1112223301 |

Name of trust
[] | Succession Québec

QuickTrack feature

DT Max offers a sourcing feature called QuickTrack, which allows you to "source" amount appearing on the tax

return by clicking

In order to “sourc
select Go to sou

through to the applicable schedules and forms -- and ultimately the original keyword entry.

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

aElaman me D BHOORR0 2dTRETE

=

E Select a page

¥ Sch. 11 -Federal income taxp1 - s

T3 Trustincome tax return p1 -

T3 Trustincome tax return p3
T3 Trustincome tax return pd

Sch.4-CNILp2

Sch. 7 - Pension income allocation
Sch. 8 - Investment income

Sch. 8 - Investment income supp.
$ch. 9 - Income allocations

Sch. 11-Federal income tax p2

Sch. 12 - Minimum tax p2
Seh. 12 - Minimum tax p3

Sch. 12 - Minimum tax p5
Sch. 12 - Minimum tax p6

T3 Trustincome tax return p2 T3

Enter your taxable income from ling 56 of the T3 return. 12325000
Seh. 11 _Federalincome (ax 1 Step 1 - Tax on taxable income

Sch 12- Minimum tax pt Testamentary trusts or grandfathered inter vivos trusts
Use the amount from line 1 to determine which one of the £ Tag: For review
Seh. 12 Minimum tas pé following columns you have to complete X Tag: Eror

Wark charts (Federal) If the amount from line 1 is: $43,561 or less $87.123 $135,054 more than $135,054 1] Add a review note Cirl+h

Protected B when completed
Federal Income Tax Schedule 11

8ch 4-CHILp1 For information on completing this schedule, see Chapter 3 in Guide T4013, T3 Trust Guide. Include a completed copy of this

schedule with the trust's return.

| Gotosource 6

o Override this field Ctri+F2

more than §43 561, more than $87 123, ./ Tag: Checked 0K
but not more than but not more than ) Tag: Final cherk

[T R

TAND Pnennt fnem nd

E Select a page

2% (@ o = o fom 2 BREOOLL0 285280 O

Step 4 — Calculating taxable income (see lines 51 o 56 in the guide)

T3 - Summary -
TP-646 - Summary

T3 Trustincome tax return p1 7
T3 Trust income tax return p2
T3 Trustincome tax return p3 |
T3 Trustincome tax return p4

Sch. 4-CNIL p1

Sch. 4-CNIL p2

Sch. 7 - Pension income allocation
Sch. 8- Investment income

Sch. 8- Investment income supp.
Sch. 9-Income allocations

Sch. 11 - Federal income tax p1
Sch. 11 - Federal income tax p2
Sch. 12 - Minimum tax p1

Sch. 12 - Minimum tax p2

Sch. 12 - Minimum tax p3

Sch. 12 - Minimum tax p4

Sch. 12 - Minimum tax p5

Seh. 12 - Minimum tax pe

Work charts (Federal)
T1013 - Consentform p1
T1013 - Consent form p2

L,

Deductions to arrive at taxable income

Non-capital losses of other years (see line 51 in the guide) 51a
Net capital losses of other years (see line 52 in the quide) + 52.
Capital gains deduction for resident spousal or common-law partner trust only
line 10 of Schedule 5) + 53.
Other deductions to arrive at taxable income (specify — see line 54 in the guide)

54,
Add lines 51 to 54 = e - |55

A Line 50 minus line 55_This is the trust's taxable income,\ 123,250 00] 56.
If the amount is more than zero, enter the amount on line 56,

and on line 1 of Schedule 11

If the amount is zero or negative, enter "0" on line 56

If minimum tax applies, enter the positive or negative result

TX19 - Clearance certificate

25

from line 56 on line 23 of Schedule 12.
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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.

Flélﬁle Edit View Tools Management Preferences Window Help

2% @288 e I BEOULA0  $ITRO0E@

<

~ 1 Investment expenses
Select a page
T3- Summary - Investment expenses claimed in the year
TP-646 - Summary . - -
T3 Trustincome tax return p1 Carrying charges and interest expenses (line 21 of the T3 return) | Go to source =
T3 Trustincome tax return p2 Accounting fees (do not include amounts included above as a carrying charge) m + % Source keywords &
T3Trustincome tax return p3 5 ; Override this field Crl+F2

D
BT e Trustee fees against any property income 40300 K3 s_@
Sch.4-CNILp1 Foreign taxes on proj deducted under subsection 20(11) or 20(12)) 40400 [ i
Sch. 4- CNIL p2 S P Tag: Fr ?
° 2 Debt obligations under 20(21) 40500 [ £ Tog: For revien

Sch. 7 - Pension income allocation x Tag: Error |
Sch. 8 - Investment income /' Tag: Checked OK -
20 B)- DR IEL e B Net rental losses (amount shown as a loss on line 09 of the T3 return) + § Tog: Final check .
Sch. 9-Income allocations 1
Sch. 11 - Federal income tax p1 Wi} Add a review note Ctrl+N

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 &

this field, or to change its value ... FrarszerTie s [

-
Expenses amount of interest expenses

Expenses.c expense type and amount

Comp-Payments dividend rental arrangement compensation payments (TS013 box 143)
Carry-Charge carrying charges (T5013 box 210) (RL-15 box 15) | i
4 L1 3

e o-Ded I\ﬁ Add to data In Findindata & 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.

E Source keywords Fa
Override this field ctri+F2 |
£ Taag: For review ?

X Tag: Error 1
/ Tag: Checked OK =
¢ Tag: Final check

T Add a review note Ctrl+N

P Override: Schedule 1 field: 106 " |
+ o
= & 0

Disclaimer: We strongly discourage the use of field overrides. They can cause calculation errors. Please contact
our support department before using any field overrides.
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Printing the tax return

Once you have verified the tax return, you are now ready to print. In order to print the entire return or perform what
is called Production printing, click on the Production printing icon.

-% File Edit View Tools Efile Management Preferences Window Help

2o ams[mm S1BREOO LR a3

|P‘roduction printing  Ctrl+P

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

’
Piting s erums o W W—— > S— — —— ——
. -

% Print job setup |& Printer selection | 5 Printing options | [ Foms managerl

ﬂﬁ@ﬂ Select which ﬂh@ Select which ﬂﬁ@ Select other DT products
returns to print destinations to print
B —Which clients ———— ~Copiesto pint ———————— ~ Additional printing
@ Gt ln O
(7 Coral el g @ Print documents destined only for
I & Copies to selected destinations only DT FileCabinet
" Marked clients - uses the forms manager ™ Print documerts destined for both
¥ Federal CRA DT FileCabinet and DT Client Portal
v
~Which versions ——————— e Quebec RQ " Do not print documents destined
| ' Ontaric WOF either for DT FileCabinet or DT
=) Provducion retums ¥ &lberta Reverue Client Portal
_ [V Other jurisdictions To configure what is printed. please go to:
" Other versions ¥ Benefici . "Preferences = DT FileCabinet”.
iciary slips
I F Flan ¥ Partners' slips
I - E:ani [V Cliert copy DT Client Portal
ah
T BlnD v Office copy Send "Client copy" directly to DT
- ¥ Worki Clent Portal
[T FlanE LI ELY
I™ FlanF W Letter to client IS Do not send directly to DT Client
2 ) * Portal
I Asfiled snapshat - federal [T [availatle)
I T Asfiled snapshat - Duebec ™ [available) To corfigure this section, please go to:
"Preferences > DT Client Portal".
I " Do not print to printer
I To select individual forms for printing Multiple prirters &
& Go to "Forms printing”
||

% FBrint m Cancel g Save @ Help

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

Eﬁ Frint job setup |

ﬁ]@g Select which

returns to print

—Which clients

" Curent client
" Cument family
" Marked clients

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

—Which versions

= Production retums

@ Other versions

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

On the right, under Step 2, choose which copies to print. You can print all destinations from the Forms Manager or
select the specific ones you want to print (Forms Manager will be discussed in a later chapter).

piming s s T SR S S S
. _

% Pirt job setup |& Printer selection | (il Prirting options I [ Foms managerl

M Select which gﬁ@ Select which gh@ Select other DT products
returns to print destinations to print
| —Which clients ——— |~ Copiesto pint —————— — Additional prirting
© G o Opmpphintmiee) | OT AleCabn
€ Cunent family d % Print documents destined only for
I ~ Copies to selected destinations only DT FileCabinet
" Marked clients -uses the forms manager ™ Prirt documents destined for both
¥ Federal CRA DT FileCabinet and DT Client Portal
—Which versions ——————————— ~ QUEb?C i " Do not prirt documents destined
| 7 Ontarin MOF either for DT FileCabinet or DT
@ BT ¥ &lberta Feverue Client Portal
) ¥ Other jurisdictions To corfigure what is printed, please go to:
& Other versions - - "Preferences » DT FileCabinet”.
¥ Beneficiany slips
I I': Plan A [# Partners' slips
! - E::: [E: [# Client copy DT Client Portal
[~ PlanD ' Office copy s Send "Client copy'' directly ta DT
[ PlanE ¥ ‘Warking copy Client Portal
¥ Letter to client Do not send directty to DT Client
I Plan & Portal
[~ Asdiled snapshot - federsl [ (available]
[ Asdiled snapshat - Quebec [T [available] To corfigure this section, please go to:
"Preferences > DT Client Portal”.
I " Do not prirt to printer
| To select individual forms for printing Multiple printers &
é Go to "Forms printing”
I

tebr Print m Cancel E Save @ Help

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.

—%l File Edit Wiew Teols Efile Management Preferences Window Help

e @ (amm [ JEREOO LR ([RGB B
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In the Forms printing window, select the appropriate printer and number of copies to print in the Printer section.

r
Forms printing

Prrter | DT FieCabinet | PDF |

. Select pages
i @ Printer Jacket foders)  Federsl CRA ainers'sips |
| Use this dialogue for occasional printing of selected pages. Jacket (Quebec) Quebec RQ Emiem
Authorization

Office copy

Beneficiary slips Client letter

I

I Prirter 3 selectal B Cearal =
H -

i ame: - [\\CO160TXPRNTGOT\HP4250Proc v | s I

Tray: I ﬂ - T3 Trust income tax return p2
pies T3 Trust income tax return p3
1 =1 T3 Trust income tax return pd
| - Sch. 4-CNIL p1 I
I Sch. 4-CNIL p2
Sch. 7 - Pension income allocation
Sch. 8- Investment income:
Sch. 8- Investment income supp.
Sch. 9- Income allocations
Sch. 11 - Federal income tax p1
Sch. 11 - Federal income tax p2
Sch. 12 - Minimum tax pl
Sch. 12 - Minimurm tas p2
Sch. 12 - Minimurm tas p3
Sch. 12 - Minimurm tas pd
Sch. 12 - Minimurm tas p&

NOTE: When printing for filing, you should

use the full "Production printing” system Seh. 12 - Minimum tay pé
‘wiork. charts [Federal]
o T1013- C 3 1
| (& Go to "Production printing” |1 page(s) selected to print Ty poneentom Pl =

romt oo @ Heb

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.

[ S ——

Prnter | DT FileCabiret | POF |

. — Select pages
I @ Printer Jacket federal)  Federal CRA Patners' sips I
i Use this dialogue for occasional printing of selected pages. Jacket (Quebec)  Quebec RQ Clert copy
Authorization : Office copy

) Beneficiary slips Client letter

I Printer [} seectal 1 Clearal \

I Name: [\\CD16DTXPRNTGOT\HP4250Proc_~ | e e I
rust income tax return p
Tray: - ) T3 Trust income tax return p2
I _I Copies T3 Trust income tax return p3
I 1 _I: T3 Trust income tax return pd
| Sch. 4 - CNIL pl |
I Sch. 4 - CHIL p2

Sch. 7 - Pension income allocation
Sch. 8 - Investment income

Sch. 8 - Investment income supp.
Sch. 9 - Income allocations

Sch. 11 - Federal income tax pl

I

I Sch. 11 - Federal income tax p2
Sch. 12 - Minimurn tax p1

I Sch. 12 - Minimum tax p2

I Sch. 12 - Minimum tax p3

I Sch. 12 - Minimum tax p4

Sch. 12 - Mini tax po
NOTE: When printing for filing. you should - M0 3

use the full "Production printing” system Sch. 12 - Minimum tax p6
‘work. charts [Federal)
3 = T1013 - Conzent form pl
(i Go to "Production printing" Epage(s} selected to print RIS B o pq [=

f@/ pit | B cancel @) 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

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.

EL File Edit View Tools Management

Preferences | Window Help

= e

[=] Tax
" ‘_'E return |

Client #-l Tzt name

Filter
Do not

Identification...
Uszer's defaults... Alt+F2

Forms manager...

5007 Inter vivos Trust
5000 Ontario Estate

5001 Succession Quél  siling...
5006 Trust Québec

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

Text macros... Alt+F1
9& Client list settings...

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

-

Tax preparer identification

S=X)

% Compary name

Main name and address | Atemiate name and address | |dentification numbers

G|

Email address

Street

City

Province Postal code Country
IOuebec ;I I Canada
Cortact person: @ Mr. © Mrs./Miss

First name Last name Title or position
Phone number Extension Fax number

30
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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.

-
Tax preparer identification

(S5)

Main name and address INtemate name and address I Identfication numbers

% Compary name

G|

Street

City

Province Postal code Country
IQuebec LI I ICEIr'IEIdEI
Contact person: i Mr. ¢ Mrs./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 ovemide this choice.)

INever - always use "Main name and address”

=

m Cancel

@ Heb

In the third tab, Identification numbers, enter all of your pertinent identification numbers that identifies your tax
preparation practice. At the bottom of the window, enter the relevant ID numbers needed for the T1013 and MR-69.

Click Save once you are done.

F ™
Tax preparer identification u
Main name and address | Altemate name and address | |dentification numbers
Business number Goods and services tax information
| GST/HST registration number
Trustee in banknuptcy number I
I GST/HST rate
|13 % T~ UseHST
r Provincial sales tax information
PST registration number
Quebec entemprise Quebec identification PST rate
number (NEQ) number W Apply ng—stgl_e*'ore
[ | IC 0001 — 2ppiying
T1013  MR-69
ReplD GrouplD ReplD
| G| |
MName of group Social insurance number
@ Save m Cancel @ Help
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User’s Defaults

The User’s Defaults section is the place where you can choose defaults for all your clients. Through this section,
you can have DT Max automatically complete certain areas of your clients’ tax returns. Moreover, you can 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.

EL File Edit View Tools Management |Preferences| Window Help

Filter Identification...
Client Data || = Tax
list |@ entry | ‘_'Ereturn| I Do net User's defaults... Alt+F2

Client #—l Trust name

5007 Inter vivos Trust

. Client letter...
000 Ontanﬂ EEtﬂtE = | Archiving and PDF...
5001 Succession Quéelk  siiing...

5006 Trust Québec Text macros... Alt+F1
';-:?‘i Client list =ettings...

i

Forms manager...

-
-

Printing options...

vl

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

=

User's defaults - T3

Cliertt information | Tz calculations I Ta retum | Miscelanesous |

These defaults are used when adding a new Province or temitary
client to your database. =
~
Select the values that are appropriate to your
location and clients.

Language (of client)

|English |
Type of trust
ITestamerrtarytn.lst ;I
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In the Tax calculations tab, indicate how you want DT Max to handle the instalment payment calculation.

-
User's defaults - T3

S

Cliert information | Tax calculations | Tax retum | Miscellansous |

Calculation of instalments / overpayments

Mo instalment calculation ;I
Govemment method
Prior year option (1.4

No instalment calculation

@) Heb

@ Save m Cancel

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 - T3

==

Mailing address

ITmstee's address

Trustee's address
Mailing address {f different than trustee’s)
Accountant’s address

=

Print balance due in "amount enclosed” field

INo payment
Print refund code to claim refund

-

Kl

Client information | Tax calculations Miscellaneous I

—Comparison data

=

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

|v Display the tax planning summany

Displaying comparison data with the tax retum requires extra
resources. You should disable this feature if you work with a
slow computer or congested netwark.

= Level 2 - Disclose/request changes - T1013
(Grant power of attomey - MR-65)

¥ Authorize online access to the T1013/MR-63

IClaim refund LI
r Authorization form

Limit of consent

IAuthorize all years ;I

[ Print "Estate of" on federal T3 slips for testamentary trusts
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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 - T3 | PS |
Client information I Tax calculations I Tax retum
r— Range for new client numbers i~ Display company logo
from .. o .. *You may choose to display your own company logo on certain
1 I 10000 supporting documents. Click the "Logo help” button for full details.
Client numbers must be in the range from
1to 99.999.999. ™ Display company logo @ Logo help
r—Cumency format Mame of logo bitmap file
English French |DTWLOGO.BMP
1234567  ~| [1234567 ~|
Diata entry
Inone (s entered) j
r— Verffication requirements
™ Keywords
[~ Taeretum
- Field review tags ¥ Enable sorting where possible
V' Allow tagging of ields V' Show as "Inactive” (grey) any files not accessed in past 2 years
[+ Print tags with "Screen print""
@ Save E Cancel @ Help

L

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

to all your clients.

Forms Manager

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

through Production Printing.

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

Filter

e

=1 Tax
| ‘_'Ereturn|

Do riok

Client ﬂ-l Truszt name

_E;L File Edit View Tools Management IPleferen::EI Window Help

Identification...

User's defaults...

Alt+F2
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5007 Inter vivos Trust
5000 Ontario Estate

5001 Succession Quélk
5006 Trust Québec

Forms manager...

|'_l] %J L

Printing options...
Client letter...
Archiving and PDF...
Billing...

Text macros...

Alt+F1
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You will now see a list of forms on the left-hand side of the window as well as columns. Each column represents a
Destination. In other words, the forms that are printed under a particular column are “destined” for the place
indicated in the column header, for example, the client copy.

(55 Printer selection | (g Prnting options 2] Fomns manager |

R " - " Printing conditions —————————— ~ Form order
®E] For each combination of destination and form, <

I” select the printing conditions X E" "‘: "“mred & Screen order
{ it f requ
" " ‘;Daper) € Print order
Print if required (EFILE or paper}
" Aiphabetical order

j Print if data exist

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 —>

Letter
to client

Federal Quebec

Client Office
Name of form or schedule CRA

copy copy

Working
copy

Beneficiary

Executive summary

Motes and diagnostics

T3 - Summary
TP-646 - Summary

T3 - Trust income tax return

5ch. 1 - Disposition of capital property

Sch. 14 - Capital gains on gifts

Sch. 2 - Reserves capital property

Sch. 3 - Eligible taxable capital gains
Sch. 4 - CNIL
Sch. 5 - Spouse’s capital gain deduction

Sch. 6 - Minimum tax allocation

Sch. 7 - Pension income allocation

Sch. 8 - Investment income

Sch. 8 - Investment income 8. expenses supp.

5ch. 8 - Income allocations
Sch. 10 - Part XII.2 & XTI
5 Prirt this list 2 Reset

Ll&&l&&l&&l&&%*%%

3 e e e e e e e e ) B
551D B BB B 5 B 5 5 B 5 ¢ B
)y
Ay gy g g g g
5 5D B 5 B¢ B 5 5B e ¢ 5 B ¢

© | 555 55 5¢ ¢ 5 3¢ 5 5 ¢ ¢ 3¢ 3¢ ¢ ¢

;.1 Save

]
£
[X]
g
1

There are 3 different options to choose from when editing the Forms Manager. The options are: Do not Print,
Print if required (paper) and Print if data exists.

Printing conditions
x Do not print
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.

Under every other Destination, choose Print if required (paper) if you wish to paper file the return.

If you choose Print if data exists for a specific form, DT Max will print the form not only if it is required to make a
complete tax return, but also if it contains any information that may be useful in understanding or verifying the
return. This applies to all Destinations.
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In order to edit the Forms Manager, simply right click at the intersection of the form and the Destination, and
choose amongst the 3 different options.

f Printing tax returns ﬂ1
(82 Pricter selection | () Panting options {2 Forms manager |
g For each combination of destination and form, Pintng conditons Form order
select the printing conditions X Do ot print % Screen order
_ ) J Prirt if required (paper) e

Mark a range of cells by holding down the left mouse button and dragging the e Prirtt order

mouse. Then choose the required printing condition from these options —> j Prin; . d:; ;st_ s " Aphabetical order
Name of form or schedule F%d;:" ! QURESEC Beneficiary ?;’;,t ‘ C::;]c: ‘ W::;; g tl._e;f:;t ‘:
Executive summary _x l X x J K X d
Notes and diagnostics x Do not print J _x _x
T3 - Summary X Print if required (paper) J _* X
TP-646 - Summary X Print if data exist J -x -x
T3 - Trust income tax return J J _x _x
Sch. 1 - Disposition of capital property J X X J J _x _x
Sch. 1A - Capital gains on gifts J _x _x J J _x _x
Sch. 2 - Reserves capital property J X _x J J _x _x
Sch. 3 - Eligible taxable capital gains J X X J J _x _x
Sch. 4- CNIL Fi F3 X o = P P
Sch. 5 - Spouse's capital gain deduction J X _x J J _x _x
Sch. & - Minimurn tax allocation J X X J J _x _x
Sch. 7 - Pension income allocation J _x _* J J _x _x
Sch. 8 - Investment income J X x J J x X
Sch. 8 - Investment income & expenses supp. J X _* J J _* X
Sch. 9 - Income allocations J _x _x J J _x _x
Sch. 10 - Part XIL.2 & XTI & X X = of X X T
Cfy Print this list 2 Resst

o OK Bcoce [z @ Heb

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

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

i ™
Printing tax returns g
(52 Printer selection | () Printing options ({2l Forms manager |

EE

R R . . Printing conditions Form order
¥ For each combination of destination and form, g

select the printing conditions X Donot prit % Screen order
J Prirt  required (paper) i
N — " Prirt order

" Aphabetical order

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

| @ Print f data exist

Federal Quebec

Letter
Name of form or schedule ‘ CRA ‘ RQ

to client

7
Beneficiary] Client Office Working -
copy copy copy B

Executive summary

B/

Motes and diagnostics

T3 - Summary
TP-646 - Summary
T3 - Trust income tax return

Sch. 1 - Disposition of capital property

Sch. 1A - Capital gains on gifts

Sch. 2 - Reserves capital property

5Sch. 3 - Eligible taxable capital gains
Sch. 4 - CNIL
5ch. 5 - Spouse's capital gain deduction

Sch. 6 - Minimum tax allocation

5ch. 7 - Pension income allocation

Sch. & - Investment income

Sch. 8 - Investment income & expenses supp.

Sch. 9 - Income allocations
Sch. 10 - Part XI.2 8 XIT
G Prirt this list 9 Reset

Ry iy iy )y iy Ry e ) B B
555 5% e 5 5 B e ¢ 5 B¢ e ¢ 5 3¢ e
5|55 B¢ B 5 5 B B 5 5 B¢ e 5 5 B¢ e
5|55 B¢ e 5 5 B¢ e 5 50 B¢ e 5 50 B¢ e

F&&&&&&&&&&&&&&&&

55 BB ¢ 0 B B e Y e e 8¢ e

o 0K Blcancs [ @ Heb
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Right click in the highlighted area, and select Do not print.
rPrl'ntl'ng tax returns g1

(5 Printer selection | (3 Printing options 1z Forms manager |

ES

. _ N _ r— Printing conditions Form order
5] For each combination of destination and form, .

select the printing conditions X Do ot print (¥ Screen onder
J Frirt i required (paper) ]
o " Print order

" Mlphabetical order

Mark a mnge of cells by holding down the left mouse button and dragging the
mouse. Then choase the required printing condition from these options —=

(1
o
@

[ Print i data edst

Federal Quebec |Beneficiary| Client Office Working Letter

»

Name of foerm or schedule

CRA RQ copy copy copy to client |?
Executive summary E e e e
Do not print

Motes and diagnostics

T3 - Summary Print if required (paper)

TP-646 - Summary

Print if data exist

%5 ¢
ialal a2
5 5 ¢
iy Ry

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.

F N
Printing tax returns M

i Frinter selection I (5 Printing options ) Forms manager |

B . _ _ r— Printing conditions Form order
EEgS For each combination of destination and form, X

select the printing conditions X Do et prit @ Screen order
J Print if required (paper)
e " Print order

{~ Mphabetical order

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

[ Print f data exist

Federal Quebec |Beneficiary| Client Office Working Letter
CRA RQ copy copy copy to client

»

Name of form or schedule

|

|

Executive summary

Motes and diagnostics

T3 - Summary
TP-646 - Summary

T3 - Trust income tax return

Sch. 1 - Disposition of capital property

Sch. 1A - Capital gains on gifts

Sch. 2 - Reserves capital property

Sch. 3 - Eligible taxable capital gains
Sch. 4 - CNIL
Sch. 5 - Spouse's capital gain deduction

Sch. 6 - Minimum tax allocation

Sch. 7 - Pension income allocation

Sch. 8 - Investment income

Sch. & - Investment income & expenses supp.

5ch. 9 - Income allocations
Sch. 10 - Part XI1.2 & X0
5 Print this list 5 Heset

1

g g i g g g ) ) G 5 5 5
% 5 5 5 5 5 5 5 5% ¢ ¢3¢ 5 53X 5K ¢
% 5 5 5 5 5 5 5 5% ¢ ¢3¢ 5 53X 5K ¢
g e ) )
5% 5 5% ¢ 3¢5 5 5% 5% ¢ ¢3¢ 5 5% 5% 8¢ ¢

© | 505555 5 550 X 5 55 B¢ 5 5 ¢

" OK a Cancel Q Save
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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.
| | X X of X X =

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.

Reset to default values [t

" Feset to company's defaults

% Peset ta 0T Max defaults

= Ok Cancel @ Help
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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 a testamentary trust, 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

| 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 filker

Mo filter
" “Your clients only

Epare fiter

Spare filker
Spare filker
Spare fiker
Spare fiker
Spare filker
Spare filker
Spare fiker
Frint queue
EFILE queue

Edit filter
Apply filker

o T T Tie e e The e Te | N

THOMSON REUTERS”

39



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 trust is a testamentary, 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.

-

Filter processing statuses selection

===

Select up to 5 processing statuses:

[ Inactive

[~ Mo data this vear

[ File incomplete

[~ Awaiting verification of keywords
[ Keywords verified and locked
[T Data DK

[~ Mo return reguired

[~ Review required

[ Awaiting verification of return
[~ Ready ta print

[T Awaiting EFILE consent

[T Marked for EFILE

[T Feady for EFILE

[T EFILE errars

[T EFILE acknowledgement received
[~ Printed

[T Collated

[~ Mailed

[T Assessmert received

[ File closed

[ File not closed

Clear all entries |

Ok I Cancel |

Help

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.
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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.

THOMSON REUTERS”
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You can also perform reverse filters with the Keywords section. Simply add an exclamation mark

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.

— Kewwords

I“!EE.-'-‘-.-EL.-'—‘-.SS

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.

E File Edit | View | Tools Efile Management Preferences W

=T Flan »
en
st | &2
Client # =] &
34
1
Go to r
Zoom b
Show fields on tax return Ctri+F7
Field review tags k
Refrezh list Ctri+R
I View or print blank forms Ctrl+F3 I

Show status bar
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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.

TP-E4E - Summary

T3 - Trugt income tax return

Sch. 1 - Disposition of capital property
Sch. 14 - Capital gains on gifts

Sch. 2 - Reserves capital property

Sch. 3 - Eligible takable capital gains
Sch. 4-CHIL

Sch. 5 - Spouze's capital gain deduction
Sch. B - Minimurn tax allocation

Sch. ¥ - Penzion income allocation

Sch. 8 - Investment income

Sch. 8- Investment income & expenzes supp.
Sch. 9- Income allacations

Sch. 10 - Part =112 & =11

Sch. 11 - Federal income tax

Sch. 12 - Minimum tax

Firirmurn tas carr farward

i ™
DT Max forms M
Select farms to print Printer
Executive summary - I\\EEI‘I BDTHPRNTGO1WHP4280Prad LI
Mite: and diagnostics |? Tray
T3 - Summary j IAutomaticaII_l,l Select ;I

MHurmber of copies
1 =

Choosge the forms vou wish to print.
Select multiple forms by using [Click] then [Shift+Click] to

mark. a range, or [Click] then [Cti+Click] to mark individual
forms.

Mite: Farms shawn with """ are not supported for tax
calculations purposes but can be printed as blank forms.

[~ Select individual pages

[~ Shaw field infarmation

Prirt |I Dizplay I

Cancel Help

Find the field or line you wish to apply a filter to, then go back to the View menu and select Show fields on tax

return.
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_E;AFiIE Edit | View | Tools Efile Management Preferences W
e | Plan r
- en
35 Ot | &
Cliert #—| K
3/
1
Go to ¥
Zoom 4
Show fields on tax return Ctrl+F7
Field review tags r
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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.

EXSEEEE IWI-%J@ RLO IR0 O

METTUSTS ENgIDTE [@xXabie Taphar gams matqualTy Tor e Capiar gams T
[l serect a page Ir it

Executive summary v
Notes and diagnostics Investment expenses claimed in the year
T3 - Summary . 51601
T Tristincoms G Carrying charges and interest (line 21 of the T3 return) — 1
T3 Trustincome tax return p2 Accounting fees (do not include amounts included above s a carrying charge) 40200 3 2
B Trustee fees against any property income 40300 [ sleest 3
T2 Trustincome tax return p4 5164040
Sch. 1-Disp. capital property Foreign taxes on property. under ion 20(11) or 20(12)) 4040 53 Pt} 4
Sch. 3- Eligible taxable cap. gain - : S16:4050
AT e e Debt obligations under subsection 20(21) 40500 |3 5
Sch.4 -CNIL p1
TNEEL- Net rental losses (amount shown as a loss on line 09 of the T3 return) + ek -
Sch. 9 -Income allocations.
Sch. 11 - Federal income tax p1
Sch. 11 - Federal income tax p2. Share of partnership's net loss other than allowable capital losses (see Note 1), plus
Seh. 12 - Minimum tax p1 imit $16:4070

loss from a limited partnership deducted by the trust 40700 K 7
Sch. 12 - Minimum tax p2 516.4080
Sch. 12 - Minimum tax p3 Other property not included above (see Note 2) 4080e 3 i 8

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.
- File Edit View

Tools | Efile Management Preferences Window Help

Client
list

Data || _
entr Batch calculations
Clignt ﬂ-l M ame

Recalculate current client Alt+F3
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120
5000
5001

Filter the client list

, G4 Extract
Bois| [ Merge

Tremdl 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

THOMSON REUTERS”
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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.

et | & 20n | & |

Chent #==| Trust name

___5007 Inter Vivos Iy

! Spare filker
Spare filker
Spare filker
Spare filker
Spare filker
Spare filker

Frint queue

Filter

I Dra rak filker LI

Lo nat: filker
{ 'our clients onl

5001 Succession
5006 Trust Québé

a7

THOMSON REUTERS”



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.

B File Edit View Tools Management Preferences  Window  Help

Clll':sa{“ | @E&ﬁ ” ‘_'Hn:turn| i:ilgzrmt flter —I a‘ E‘ Q g 6 I_st} @ % _J ﬂ

Client # =] Trust name 2| Province | Account number
» 5007 Inter vivos Trust Ontario ON 135792468
v 5000 Ontario Estate ON 135792468
» 5001 Succession Québec QC 135792468

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

_EE;A File Edit View |Teoocls | Managerment Preferences Window F
e Recalculate current client Alt+Fg
Client Data i
lkst entr Batch calculations
Client ﬁ-l Trust n ] ] ]
Filter the client list
4 5007 Inte

w4 Extract

» 5000 On =

Merge

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 B
Extract client data g

— Clients to extract

[ ata to extract

" Curent client

&+ Marked clients

2012, 2013, 2014
& Al years [avoid on busy netwarks)

 Your own clients
v Include printing and EFILE data

&l clients on the database [where available]

Mame of the file receiving the extracted data

Fhlmh Browse |
0k I Cancel | Help |
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48



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

F ™
Extract client data u

Clients to extract

D ata to extract
 Cunert client 2012, 2013, 2014

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

~ Include printing and EFILE data

™ all clients on the database [where available)

Mame aof the file receiving the extracted data

F:hlmh, Browsze |
ok I Cancel | Help |

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

i ™
Extract client data u

Clients to extract————— ~ Data to extract
" Curent client 2012, 2013, 2014
' Marked clients & Al years [avoid on busy networks)

" Your own clients
[~ I[n-:lude printing and EFILE data

" All clients on the database where available)

MName of the file receiving the extracted data

FAlnh, I Browse I
0K I Cancel | Help |

Organize v Mew folder RN | @
7 Favorites ) Ssysdata [#] DT Max User Guide 2013-M
B Deskiop | SUlock fed [#)]|E-mail
|8 Downloads 1 Cases (Sales) Extansions-ACD- Queues numbs
%5 Recent Places 1. CRA Cert cases 2012 Efederal guide 2012
1, DT FormMax test (] Leasing Car FINAL LOCAL COPY|
4 Libraries =| 1 Impot Expert conv ] Leasing Car
@ Documents \. Intern Cases 14 Link for Webex Support Center
Jﬁ Music 1 RQ Cert cases 2012 ENDH-DEductib\eAutomobi\e Exp
[ Pictures | support [ picpick - Shortcut
B Videos '@50009—13& '@quebec certif cases
(7| Agent Desktop Equebec guide 2012
18 My Computer UD168666-TPD-A @) anon - Shorteut (2) {8 ROC
& SYSTEM (C2) EI"IOH - Shortcut L%J support
58 NTWF [\\CO16DTXPRNTGOL TLR.thamson.cam) (F:) é Cisco WebEx Connect () T2 Non-Deductible Automobile
58 DOCUMENTS (\WCO16DTXPRNTGOL. TLR thomson.com) (E) DT FILECABINET WEBINAR OUTLINE  THtp-1.9(2013-12)
5 NTWEK (\CO16DTXPRNTGOL. TLR.thomson.com) (K:) ~ 4 [ —— +
File name: ExtractClients M
I Open I [ Cancel
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Merging Clients

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

E% File Edit View | Tools | Efile  Management Preferences Wind
—_— Recalculate current client Alt+F9
&Cll_em Data )
list entr Batch calculations
Client #-l Hame

’ 3 Albe

Filter the client list

Extract
y 1 Ontai= e ]
2 Que Backup 4
Restare L4

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

"I Select file to merge from [
() Mekop » ~ [ 49| [ Search Desktop 2]
Organize v New folder - O @

¢ Favorites T Libraries Valme, Emmy (TaxBUccounting)

I Desktop | System Folder System Folder

& Downloads E

%] Recent Places My Computer U6018979-TPL-A Network

i System Folder | ystem Folder

il Libraries % Wl Citrix Program Neighborhood DT FileCabinet

[% Documents Shorteut Shortcut

Jm P 267K g 1.32 KB

lusic

n

=) Pictures DT FormMax DT Max
i Vid Shortcut Shortcut
ideos L] 1,36 KB rd 846 bytes
- DT Practice 2014.1 Google Chrome
™ My Computer US018979-TPL-A (A Shortcut Shertcut
&L, SYSTEM (C) W) 2428 213KB

a DATA/Apps (D:) ] ImpotExpert 2012 ImpotExpert 2013
% NTWF (\CO16DTXPRNTGOL TLR.themnsan.com) (F:) b2 shortcut Shortcut
ol

€9 DOCUMENTS (\\.COL6DTXPRNTGOL. TLR thomsen.com L82kD 189KB
4 NTWK (\C016DTXPRNTGOL TLR thomson.com] (K1 T s, [ncident Monitor A JavaWeb Start -

Caneel

File name:

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.

-
Merge log

Results log

Merge client confirmation

Client being merged
#3 Alberta Inc

—Action

+ Mege - use savelevels
¢~ Force merge - ignore save levels

~ Skip - do not merge

[~ Apply to all remaining clients

| ok I Cancel merge | Help |
Batch progress o/
=) Print log u—i Save lag # Cancel @ Help

.

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 save client list info

— Select clients —] Destination
€ Current clignt &+ Prirt
" Currert family " Export ta file
 Export to file - comma defimited
" Export to DT FileCabinet
' Export to file - ML

 Marked clisnts

 Your own clients

Select data to export...

Iame of the file receiving the exported data

Erowsze |
0K I Cancel | Help |

If you choose to print, DT Max will print the Client List with the information you have chosen to display when you
personalized your Client List (see the section Personalizing the Client List above).

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.

F h
Print or save client list information u
—Select clients—————— Destination
" Curent client  Prirt
€ Current family " Expart ta file

@ Export to file - comma delimited
€ Export to DT FileCabinet
€ Export to file - 5L

% Marked clisnts

7 our cwn clierts

7 All clignts on database

| Select data to export... I

Mame of the file receiving the exported data

AU zershldl 721 200D esktophDTEXPORT .CSY Browse |
oK I Cancel | Help |

A new window appears, allowing you to choose what information you want to export. Tick the appropriate boxes
and click OK.

i ki
Select data to export ﬂ

¥ Client number ¥ Processing status
[~ Plans [ Processing status - Quebec
V' Trust name [~ E._fEFILE
IV dccount number v Date of last activity
V¥ “vear-end V¥ Accountant
[~ Mame of contact [V R .. if restricted client
[ Language
[ Pravince of residence I™ CLIENT-CODE keyword
[~ LIST-MEMO-1 keyward
[ Sheet [~ LIST-MEMO-2 keyword
[~ City [~ LIST-MEMO-3 keyword
I™ Postal code [~ LIST-MEMO-4 kepward
I™ Province [~ LIST-MEMO-5 kepmord
r Country
™ Phone number
[~ Phone number [night)
[ Far number
[~ Email address
t b
Reset to defaults | 0k I Cancel | Help
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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 P

Organize »  Mew folder - 0 @
¢ Favorites 2 ) Ssysdata (DT FILECABINET WEBINAR OUTLINE

B Deskiop J. SUlock fed [B)DT Max User Guide 2013-M gl

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

%] 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

[F Documents | 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 T quebec certif cases

18 My Computer U0168666-TPD-A
& SYSTEM (C)
% NTWF (\\COL6DTXPRNTGOL TLR thomson.com) (F:)
% DOCUMENTS (\COL6DTXPRNTGOL.TLR.thomson.com) (&)
¥ NTWK (\CO16DTXPRNTGO1. TLR thomson.com) (K:)

[#)) anon - Shorteut (2)
[&]znon - Shorteut

| Caron, Jean

[ Cisco WebEx Connect

-«

[—TT— 3

T quebec guide 2012

[BEROC

| 1y support

) T2 Non-Deductible Automobile Expenses

File pame:  DTEXPORT

=

=)

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

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

to export.
A B C D E F
1 Client# MName Account number  SIN Birth date Processing status
2 3000 Ontario Estate 1357324638 135792468  Dec30 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.

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: It is 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+Fg 3
2o [am . RROG B 9
list entr Batch calculations
Clienttt—l Mame Filter the client list e =| Language | Processing status
25 Cam fiher the client 4-10 Eng Ready to print
28 Carq Extract 2-14 Eng No return
26 Cassqlg; Merge 2-28 Eng Ready to print
243 Carr Clone family members 6-23 Eng Ready to print
244 C
ar | | Backup I Backup...
245 Ca Restore Backup verification...
246 Carl v oy
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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.

Select files for backup l J

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

Change to selecting individual database files by clicking
on the + symbol 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.

DT Max will now prompt you to save your backup file in a particular location. Click Browse.

Select a directory or file

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 netwark

Folder and file name

C:\Back.001 | Browss I

<k [ Frsh | Cancel | e |

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.

_ —
G s s e =)

()l )i P Desktop » [ 43 | Search Desktop )
Organize »  New folder #- @
¥ Favorites * g8 UFile 2012 [#) anon - Shortcut (2) | Mon-Deductible Automobile Expenses

B Deskiop () WebEx One-Click [&anen - Shortcut [#) picpick - Shortcut
% Downloads 1. Ssysdata || Caren, Jean T quebec certif cases
7] Recent Places 1. SUlackfed [# Cisco WebEx Cannect L quebec guide 2012
£| )l Cases (Sales) @l)DT FILECABINET WEBINAR OUTLINE (3} RDC
5 Libraries )| CRA Cert cases 2012 [#)DT Max User Guide 2013-M 1, support
%) Documents 1. DT FormManx test ELDTEXPORT ) T2 Mon-Deductible Automobile Expenses
& Music | Impot Expert conv ()| E-mail Fitp-1.9(2013-12)
=] Pictures | Intern Cases &) Extensions-ACD- Queues numbers B WinDTDIST.exe - Shortcut
B Videos J/RQ Cert cases 2012 Tlifederal quide 2012
| support ] Leasing Car FINAL LOCAL COPY
{8 My Computer UG T5000g-13e [ Lezsing Car
&, svsTEM (Cy (a1] Agent Desktop 4 Link for Webex Support Center
8 NTWF (\WCO16DT + ¢ G
File pame: | Backup_01-01-2013 -
Save as type: | DT Max backup files (*.001) -

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 number x|

Batch selection

Fenumbering clients involves intensive databaze activity. On a network. database,
. avoid renumbering clients during peak usage. Always back up before renurnbering a
" Current client significant number of clients.

= Current family

; e DT FileCabinet users:
@ Marked clients

Fenumbering clients can have siginficant

" Your own clients consequences in DT FileCabinet. Mew number range:
r All clients on Click Help far more information.
database 1000 e I 1100

QK I Cancel | Help |

DATA ENTRY
Plans (Tax Planning)

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

You can try several different tax planning scenarios. 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@ aa 4LHBER OB R aJn_%)

Inter vivos Trust Ontari -
Intervivos Trust Ontario [ 5
= Identification

Trust-Name [Inter vivos Trust Ontario |

Acct-Number 185792468 |

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

2o am 44%BEL cO0RLH BT

Inter vivos Trust Ontario
TN: 135792468

Production

- Identification Plan 4 [blank]
Trust-Name ||r1ter wivos Trust Ontario Ela” B [blarik]

an [ [blank]

Acct-Number 135792468 | Plan D (blank]

. Flan E [blank)
Begin-Date | Plan F [blark)

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.
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Copy from Production: Choose this option if you want to try a tax planning scenario for the current year. 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.

This plan iz blank.

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

o)

Caopy fram previous year production
Copy from production
Caopy fram nest pear praduction

Copy from plan &
Copy from plan B
Copy from plan C
Copy from plan D
Copy fram plan E

DD DO 000

Copy from plan B

aK I Cancel I Help |

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 vear production
{Copy from produchior:
Copy from nest year production

Copy from plan &

Copy from plan B
Copy from plan C
Copy from plan 0

Copy from plan E

A YRD D

Copy from plan E

ak. I Cancel

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.

2% am am 4L @ER 0T

Inter vivos Trust Ontario
TH: 1357 92468

- Identification
Trust-Name Inter vivos Trust Ontario |
Acct-Number 135792468 |
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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.

2 amas 4L44BEL cORE, HOr

Inter vivos Trust Ontario -
TN: 135792468 IF'Ian.-'l'-. =]

- Notes
Notes

Notes-Annual
Notes-Audit
List-Memo1
List-Memo2
List-Memo3
List-Memo4
ist- 5

‘ Plan-Title Mo Instalments

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

& er | & Do | = @ﬁ-xﬁxﬁ@ﬁ cOFREH BOoQ

Inter vivos Trust Ontario
TM: 135792468

Trust-Name Inter vivos Trust Ontario
Acct-Number 135792468 |

IF'Ian A - Mo Instalments -

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

—I B Add new client F3 E
Ele ‘

Delete plans

Save and close

Close without saving
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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

ersion

Client
list

Data Tax
@ entr! EE return IF'Ian A

=8

HOOLRKO a8

&

| Production printing  Ctrl+P

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

-
Printing tax returns

M Select which

returns to print

—Which clients
& Cumert client
| £ Current family
€ Marked clients
H
—Which versions
|

" Production retums

+ (Other versions

¥ Plan A
Plan B
[~ PlanC
[~ PlanD
[~ PlanE
[~ PlanF
[~ Asdiled snapshot - federal
[~ Asdiled snapshot - Quebec

— Copies to print

% Pirt job setup ||:‘§; Printer selectionl f Printing optiorlsl 2 Foms managerl

m@ Select which

destinations to print

s Copies to each destination {rec.)
- uzes the forms manager

o Copies to selected destinations onhy
- uses the forms manager

Federal CRA

Quebec RQ

Ontario MOF

Alberta Revenue

Other jurizdictions

Beneficiany slips

Partrers' slips

Client copy

Office copy

Working copy

[ Letterto client

™ [available)

™ [available)

¢~ Do not prirt to printer

m@ Select other DT products

— Additional printing

DT FileCabinet
% Print documents destined anly 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

To configure what is printed, please go to:
"Preferences » DT FileCabinet".

DT Client Portal

Send "Client copy' directlp to DT
Client Portal

IS Do not send directhy to DT Client
Portal

To configure this section, please go to:
"Preferences = DT Client Portal".

=)

To =elect individual forms for printing
@ Go to "Forms printing”

Multiple printers (%

@, port | 29 Cancel

E Save @ Help

Disclaimer: Although you can print a Plan you should not submit it to the government.

Right-hand side display

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

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

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

Client Data Tax
E& list @ entry ‘E'E return
Inter vivos Trust Ontario
TN: 135792468

AAABERL .ORH, BEO O

I Production

;I |< nong

=

= Identification
Trust-Name
Acct-Number
Begin-Date
Year-End
Language
Estate-of
Apply-TrustAcct#

|In‘rer vivos Trust Ontario

135792468 |

30-12-2013

English |

|

|

gany D[WBI!S Tom !! !

2013 production
Calculated campfonaards to 2014
2014

Other client

Caryforward to stub period
Plan &

Plan B

Flan C

Flan O

Plan E

Plan F

D ata entry template

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

2% &

ag 4AA@ER . OGRH . BOO O

Inter vivos Trust Ontario [Production | [a012 =]
= Business income
% Business T2125- Business ¥
+Business-1d Genesis |
rear-Open 01-01-2013 01-01-2012
Year-End 31-12-2013 31-12-2012
Street 101 Lost Highway
City Toronto
Frovince Ontaria :|"
FostCode HOH OHD
MAICS 517000 i
Product Telecom %100 100
Ownership Sole proprietorship j
Account-Number 1234667 |
Fizc-Period Fiscal year-end already based on calendar yearj
Incorme Gross sales, commissions, or fees | $ 140,000.00 160.000.00
Expenses Advertising j $ 1.200.00 4.200.00
Expenses Entertainment expenses ﬂ $ 2.800.00 1.800.00
Expenses Insurance ¥ $ 1,500.00 1.500.00
Expenses Accounting and ather professional fees ﬂ $ 2.500.00 2,500.00
Expenses Salaries. wages and benefits {including e... j $ 36.000.00 36.000.00
| Expenses Travel | $ 1,225.00 2.225.00

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.

@ File Edit View Tools Management Preferences Window Help

2l e 4L44@HL 058 H  BOnE@
I;umebec IPmduction - IICaIn::. carmyforsards from [2012) LI

= Allocations and designations to beneficiaries |

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.

E File Edit View Tools Management Preferences Window Help
I I By vy
2uamlas 44K BEL cORH BOQ O
II:USI: Québec IProduction j Other cliznt j
[ TETETIONE [ETIrouo-1474 | < none >
: 2012
Slgﬂ'DaTe |81 -12-2013 | Caryforwards from 2012
- z z - 2013 product
- Allocations and designations to beneficiaries Calouited campforwards to 2014
% Beneficiary Spousefcommon-aw partner j
+ LaSt_N ame =T arroraard o siub perio
- Flarn &
First-Marme trre Plan B
Plan C
SIN 123-456-782 | Plan
=l
Street 44 rug Sherbrooke Nord | Plan F
b WA bl | Data 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 right-hand side u
Client number to ghow on right-hand side
5001
— Taw plan version—— —Tear
& Production " Previous year
 Plan A & Curent year
" PlanB  Mext year
" PlanC
 Plan D
" PlanE
" PlanF
I ok I Cancel Help

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

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

2amam 9LAPERL LORH . BOO @

Ig?mébec I Production LI Other client LI
~ Identification S I
Trust-Name Trust Québec | SS{'%EE[‘Q'SEE ;rnom 202
Acct-Number 44444 guaﬁulated canyforwards to 2014
ID-Number 1112223301 Other client
Begin-Date
Year-End 30-12-2013 Plan €
Language French i E::: E
Estate-of j Elgt?al;ntr 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.
aEam e 4LAEEHL L O0FRH . BOO O

I;umébec IF‘mduchnn LI I LI

v Trust Iriter vivos trust F|
»| + Trust-Type Spouse or commor-aw partner :|

»| Residence Qusbec E|

v Canadian-Res Yes

v GrandFathered Yes

»| Date Date trust created ¥

L sin I

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.

S

|—__1
Mark: 2
Clear marks Alt+F5
Copy to left-hand side Alt+C I

# Add keyword Fii

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.
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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”.

&3 File Edit View Tools Management Preferences Window Help
2uram am 4L4RBER . O0RH RO @
1""‘t?_r3:7i‘;gjs-gmsr Ontario IF’mduclinn j I( [ j
= Identification ‘
Trust-Name ust Ontario B Cu P
Acct-Number 136792468 Y Copy crlec
Begin-Date [ Paste Ctrl+v
Year-End 30-12-2013 Mark 4
Language English :|
Estate-of ~ Copy to left-hand side Alt+C
Apply-TrustAcct# - , Add keyword F11
& Trust Inter vivos trust |
+Trust-Type Spouse or common-law partner l| Delete this keyword Cirl+Backspace
Residence COntario |
Canadiar-Res “es ﬂ Expand group F&
GrandFatherad No ~ Contract group Shift+F&
Date Date trust created 4 28-09-2 Help for this keyword Ctrl+F8
= Trustee information ] Attach note to keyword Ctrl+N
% Trustee Mr. Liquidator | Keyword properties
Title Liquidator | £ _Teg keyword "For review"
+Address Trustee's address ™ /' Tag keyword "Checked OK -

An exclamation and interrogation mark symbol will appear beside the entry.

2 am g 4L4BEL . O0RHAREO O

125?2:;:2251;“51: Ontario IF‘roduction j |< rone ¥ j
= Identification
Trust-Name nte Trust Ontario |'?

Acct-Number 135792468

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.

B e ae 444FBL 00 pHABOEO
T [P =]

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

-
Error and warning messages M

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

word marked for revisw Trust-Mame

 Meszage types Show meszages...
€3 Ermor that prevents calculation  Always
Q Error that prevents filing = New messages anly
&_ "W arning & When requested
fy Kepword tagged "For review"'

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

Error and warning message— M

& Double-click. the zelected meszage to highlight the relevant kepword in the editor.

74 F.epword marked for review Trust-Hame

 Message type: Show messages...
€3 Eror that prevents calculation  Always
€3 Eror that prevents fiing " Mew meszages anly
A\ Wiaming & When requested
@ Keyword tagged "For review'

T oss | b

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

“Checked OK” Keyword Tag

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

.._!g} Tag keyword "For review" 7
M Tag keyword "Checked OK" = I

=5

A checkmark symbol will now appear beside the entry.

2w am an 4LCABEL cOREH BEO O

Inter vivos Trust Ontario i - -
TH: 135750468 IProductlon _I |< pone > _I
= Identification

Trust-Name |/

Acct-Number 135792468

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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Frequently used Keywords
Trust

Use the keyword Trust to indicate the type of trust that was created. Use the drop menu to choose between
Testamentary trust and Inter vivos trust.

2 am e 4LARBEL cORHARER

TN: I Production _I
- Identification
% Trust |
: ®Trust-Type
! Residence Inter vivos trust *
: #First-Nation v
Canadian-Res =

i Country |
| #Dato - [ ]
P SIN |
: +Trust-Info |
| +Election | $

Trust-Type

Specify the type of trust using the drop down menu of the keyword Trust-type. Depending on your selection in the
keyword Trust different options will be available.

e:ﬁﬂ"fm arlam 44ABEL cORRLHABRBO

IF'n:uduc:tlu:un _I
E| Identlf cation
%@ Trust ——9 [Testamentaryfrust =~
L+ Trust-Type x
Lifetime Benefit trust
Other (specify)
&cnem & entry ‘_'Hrelurn ‘ﬁ ‘ﬁ ‘ﬁ[@J@ Q o 6 |—‘7} @ o & a‘ = ﬁ
—ry I Production _I
@ Trust —=———P Intervivos trust
|+ Trust-Type -

Unit trust

Mutual fund frust

Cormrmunal } Religious organization

Employee benefit plan

Registered disability savings plan (RDSP)

Feal estate investrnent trust (REIT) -
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Trustee

Complete the trustee’s information by completing the keyword Trustee.

Enter the last name or the business name of the trustee that holds legal title to property in trust for the benefit of the
trust beneficiaries.

2o e e 444BBEL cORREABRER

. IF'deuu:tlc:n _I
= Trustee information
% Trustee ABC. INC |
{ First-Name |

If the trustee is an individual enter the last name in the first keyword of the group followed by the first name.

2 e am, 4L BEL cOFRHAREE

. I Froduction _I
— Trustee information
% Trustee Mcfield |
L First-Name Murray |
Beneficiary

To complete the information of the person who will benefit the trust created use the keyword Beneficiary. The
beneficiary information will be reported on schedule 9 of the federal return and schedule C of the Quebec return.
The information will also be reported on any relevant slips such as the T3.

e am 4L4BEL c0FRLHABOR

. IF'ru:uduu:tu:un _I
-/ Allocations and designations to beneficiaries
# Beneficiary -
PP T —
*Name Spouse/commonlaw partner
{ ®hame Former spouse/cormmon-law partner
| ®Residence Child, grandchild or great grandchild
#Fed-Acct-Num Spouse of a child, grandchild or great grandchild
L Minor Minor
Irfirrn Corporation
Deceased Trust
Preferred Agsociation, club or parnership
+Allocation Government. organization or tax exernpt entity
| +Specified-Ben Other
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Allocation

The allocation of income to the beneficiary is done through the secondary keyword Allocation. In the drop down
menu choose between the following options:

e As per willtrust document
e Preferred beneficiary election

i@ aa 444 EHEL L OPREARER

'Eh?w trust IF'rDu:qu:hu:nn _I
-/ Allocations and designations to beneficiaries
@ Beneficiary Spousefcommon-aw partner ﬂ
| + Last-Name Miller
\  First-Name Linda
SIM 777-888-777
Street 123 adam street |
City Calgary |
i Province Alberta =
| + Residence Alberta El
Design-Ben ~
Deceased No
, _Preferred Yes
[+ Allocation o
Legal-Guardian
Relationship Freferred beneficiary election

In the keyword Allocation-Type indicate whether the income to be allocated is a percentage or fixed amount of
the trust’s income.

2 e am 9AH@BEL cOFRAEABER

John Miller IF'rcu:Iuctlun _I
= Allocations and designations to beneficiaries
 + Allocation As per willftrust document ¥
|Allocation-Type | E BE

Fixed amount |
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Specify the type of income in the keyword Income-Type and enter the percentage or fixed amount to be

allocated to each beneficiary.

aufam sy 424@ER LO0VeHAROT

John Miller

IF'deuc:tan

Allocation-Type
Income-Type

-/ Allocations and designations to beneficiaries

Percentage =

Capital gains

Incore and capital gains

e e 4L44BEL cOFRHAROT

John Mlller

TAX RETURN

Review Tags

TM:

= Allocations and designations to beneficiaries
Allocation-Type
Income-Type

IF'loduc:tlun

Fixed amount |

=l

~| 3|

50.000.00|

Capital gains
Income and capital gains

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.

Version

EXOE e m-%@ ORR[O rgaigane

E Select a page

= lﬁ T3 Trust income tax return p4 - 77

Executive summary

Notes and diagnostics

T3 - Summary

T3 Trustincome tax return p1
T3 Trustincome tax return p2
T3 Trustincome tax return p3

Step 5 - Summary of tax and credits (see lines 81 to 100 in the guide)

Protected B 4
‘when completed

»

T3 Trustincome tax refurn

Sch. 1- Disp. capital property
Sch. 3 - Eligible taxable cap. gain
Sch. 3 - Eligible taxable cap. gain
Sch. 4-CNILp1

Sch. 4-CNILp2

Sch. 9-Inceme allocations

Sch. 11 - Federal income taxp1
Sch. 11 -Federal income tax p2
Sch. 12 - Minimum tax p1

Sch. 12 - Minimum tax p2

Sch. 12 - Minimum tax o3

»

>

Tax:

Total federal tax pavable (see line 81 in the quide) IWW 81m
Provincial or territorial tax payable (from the applicable provincial or territorial form) + 7.271/15  Getosource F6
Part XI.2 tax payable (line 12 of Schedule 10) + W Seurce keywords F8
Add lines 81 to 83. Total taxes payable = 20,808[33ch Overide this field ctrl+F2
Gredits: FJ Tag: For review ?
Tax paid by instalments. 14,835/00 x Tag: Error 1
Total fax deducted (see lines C. D, and 86 in the guide) c Tag: Checked OK =
Transier to Quebec = D y Tag: Final check #
Net tax deducted (line C minus line D) = o+ | |61 Add areview note Ctrl+N

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.
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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.

I Version y 0 I o o
2% s [aa Faems D HPEOCOURRKO IO
< T3 Trust income tax return p4 - 7147
E Select a page
Executive summary
N - Protected B
Motes and diagnostics Step 5 — Summary of tax and credits (see lines 81 to 100 in the guide) when completed 4
T2 - Summ:
T3 Truspifcome tax return p1 )
T3 Tpdstincome tax return p2 Tax:
rustincome tax return p3 A Total federal tax payable (see line 81 in the quide) 13.537.18] w-
X T3 Trust income tax return p4
AT e A Provincial or territorial tax payable (from the applicable provincial or territorial form) + 7.27115 82m

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

l* T3 Trust income tax return p4 - 7147
. Protected B
Step 5 — Summary of tax and credits (see lines 81 to 100 in the guide) when completed 4
Tax:
A Total federal tax payable (see line 81 in the quide) [ 13.537/1& 0 o sours o
A Provincial or territorial tax payable (from the applicable provincial or territorial form) + 7.271/15 W Source keywards .
Part XIl 2 tax payable (line 12 of Schedule 10) + 7 Override this field culira
Add lines 81 1o 83. Total taxes payable = 20,808/33
Credits: £ Taug: For review ?
ry Tax paid by instalments. 14,835|00 X
i Total tax deducted (see lines C, D, and 86 in the guide) © fg fg‘ ?‘Efk:‘j iK =
Transfer to Quebec - D - IRl s
— | (] Add a review note Ctrl+N
Net tax deducted (line C minus line D) = o+

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

W ) . -
2% @ks 28 e D HPE00 L0 2800 @
© A T3 Trustincome tax retun pd - R e
E Select a page
Executive summary
N . Protected B
- see lines 0 in the guide; ‘when completed
fhatesland/daonosics Step 5 — Summary of tax and credits lines &1 to 100 in the guid £
T3-Summary
T3 TruspiffCome tax retum p1 .
T3 Tpfét income tax retum p2 2
st income fax refum p3 " Total federal tax payable (see line 81 in the gquide) 13.537.18]
T3 Trustincome tax return pa ‘ A Provincial or territorial tax payable (from the applicable provincial or territorial form) + 727115 [ ]
Sch. 1 - Disp. capital property
Sch. 3 - Eligible taxable cap. gain Part XII.2 tax payable (line 12 of Schedule 10) + 83m
Sch. 3 - Eligible taxable cap. gain Add lines 81 {o 83. Total taxes payable = 20,80833 » 20,308\33 84.

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.

Varsion » gl} ~ R
2 @k am e DEPEQORLRRL0 @I BET@
i3 L l* T3 Trust income tax return p4 - 7
Select a page
Executive summary
. Protected B
Notes and diagnostics Step 5 — Summary of tax and credits (see lines 81 to 100 in the guide) when completed 4
T3 - Summary
T3 Trustincome tax return p1 )
T3 Trustincome tax return p2 Tax:
T4 AL
T3 Trustincome fax refum p3 A Total federal tax payable (see line 81 in the quide) 13.537]1 P — .
;:hT T?‘E;:::"’T:pﬁ ;?;::"nyﬂ I A Provincial or territorial tax payable (from the applicable provincial or teritorial form) + 7.2711 ) Source keywords s
Sch. 3 - Eligible taxable cap. gain Part XIL.2 tax payable (line 12 of Schedule 10} + 7 Override this field P
Sch. 3 - Eligible taxable cap. gain Add lines 81 to 83. Total taxes payable = 20,808/3|
Sch. 4-CNIL p1 |
Sch. 4-CNIL p2 Credits: £ Tag: For review ?
22: 31__‘252?;:‘,?;3,‘,‘13; 1 A Tax paid by instalments 14,835|0 X Tag: Error '
P ./ Tag: Checked OK =

Sch. 11 - Federal income tax p2 A Total tax deducted (see lines C, D, and 86 in the guide) c Tag: Final check #
Sch. 12 - Minimum tax p1 Transfer to Quebec - D e

- [l Add a review note Ctrl+N
Sch. 12 - Minimum tax p2 Ma# 42w Aariintad flina  minie line M - [ [

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

Field review note

INormaI LI

Edit the note below {385 characters remaining)

verify amount

™ Remove this note E Save m Cancel

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

Select a page

AE R I e HJBEPEOOLR0 23200 O

< Hl9 T3 Trustincome tax return p4 -

T3 - Summary
T3 Trustincome tax return p1

Executive summary
MNotes and diagnostics

Step 5 — Summary of tax and credits (see lines 81 to 100 in the guide)

Protected B 4

when completed

Sch. 1- Disp. capital property n

T3 TpaStincome tax return p2 Tax:
rustincome tax retum p3 A Total federal fax payable (see line 81 in the guide) [ 13.537.18]
I3 Trust income tax return ps l A Provincial or territorial tax payable (from the applicable provincial or territorial form) + 7.271/15 [}

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 Fg
=4 Override this field Ctrl+F2
% Help for this field Ctrl+F5

f? Tag: For review 7

x Tag: Error !

./ Tag: Checked OK =

{; Tag: Final check
[T Edit the review note Ctrl+N
_'j’ Remove ALL review tags from this client
Hide the review tags +

List all the review tags

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

Field review note

INormaI LI

Edit the note below (38T characters remaining)

verify amount -

I:a' Remove this note ;.1 Save
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To delete all the review notes and tags at once, right-click any field and select Remove ALL review tags from this
client.

L'i}' 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.
ZE| File Edit View Tools Efile Management Preferences Window Help

2 e [ | [P 1@E0OLL0 e

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.

-
e e ———— e i
|
Pinter | DT FleCabinet PDF | i
Select pages
PDF Jacket federal) Federal CRA Partners’ slips
ou can save selected pages as PDF files. These can be viewed in Jad _ P . Client
Adobe Acrobat®, or sent by email for review. = 455, 1EMt copy
Authorization Cffice copy
Sa\re as a PDFfile {eying summaries Warking copy
[125752488 - Inter vivos Trust Ontaro pef g |cetmees Iodisryes  CEdEE
I ¥ Openfile in Acrobat® when created IHB Select all y@ Clear all
™ Protect the file with a password L
= Include field review tags ~Summary
I™ Email directly
To:
I T3 Trust income tax return p3
Sl T3 Trust income tax return pd
{ I Sch. 1 - Dizp. capital property
I — Sch. 3 - Eligible taxkable cap. gain I
B Sch. 3 - Eligible taxable cap. gain I
ll -
Sch. 9 - Income allocations
Sch. 11 - Federal income tax pl
Sch. 11 - Federal income tax p2
Sch. 12 - Minirurn tax pl
Sch. 12 - Minimum tax p2
- Sch. 12 - Minimum tax p3 I
; Sch. 12 - Minimum tax p4
I @ How to configure your email program Sch, 12 - Minimum tax p5
Sch. 12 - Minimum tax pg
- whork. charts [Federal
F’ page(s) selected to print TN . n.-.r:E;n TP 31 (

| o OK B @Hp |l

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

Pinter | DT FieCabinet PDF |

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

Adobe Acrobat®, or sent by email for review.

Select pages

Tl
anners sips

Client copy

[V Save as a PDFfile
| |135752468 - Inter vivos Trust Ontario pdf

¥ Open file in Acrobat® when created [ selectal B Clearal
[ Protect the file with a password L

Beneficiany slips

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 FDF |

Select pages
@ PDF Jacket federal) Federal CRA Partriers” slips

ou can save selected pages as POF files. These can be viewed in )
Adobe Acrobat®, or sent by email for review. Jacket (Quebec) Quebec RQ Cliert copy
Authorization Al Cffice copy

W T EbE Keying summaries Ot Working
[C:\Users'0168665Desktop Intem Cases'\Intem Cases Soiuions\1 |, | Clert mveice Sopalidayips el
[~ Openfile in Acrobat® when created | H]g Select all ﬂ% Clear all

[ Protect the file with a password
I™" Include field review tags Validation errors listing ~

[~ Email directhy Executive summary |_|

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.

r

Forms printing ' ' .

Prnter | DT FieCabinet PDF |

— Select pages
PDF Jacket federal) Partners” slips
ou can save selected pages as PDF files. These can be viewed in Ik E Client
Adobe Acrobat®, or sent by email for review. s : 1ent copy
Authorization

Cffice copy
[~ Save as a PDFfile
|135?524EE» - Inter vivos Trust Ontario pdf

[¥ Open file in Aciobat® when created HJB Select all yjé Clear all
[~ Protect the file with a password

™ Include figld review tags

Beneficiary slips Client letter

T3 - Summary -
[V Email directly T3 Trust income tax return pl
To: T3 Trust income tax return p2
Itn.lst@ernail.ca T3 Trust income tax return p3
Subject: T3 Trust income tax return p4

T3 retum Sch. 1 - Disp. capital property
Message: Sch. 3 - Eligible taxable cap. gain
. " Sch. 3 - Eligible taxable cap. gain
Sch. 4-CNIL pl
Sch. 4-CNIL p2

Sch. 3 - Income allocations
Sch. 11 - Federal incame tax pl
Sch. 11 - Federal incamne tax p2
Sch. 12 - Minimum tax pl

Sch. 12 - Minimum tax p2

> Sch. 12 - Minimum tax p3

Sch. 12 - Minimum tax pd

Sch. 12 - Minimum tax po

Sch. 12 - Minimum tax ph

‘wiork, charts [Federal]

T2 - Mwmbaria Taw a1

(%) How to configure your email program

l-i page(s) selected to print

P ok 4 Cancel (@) Help

L

section allows you to make a selection of which pages

The Select pages
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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.

il ' i
Forms printing ' .

Printer | DT FileCabinet PDF

— Select pages
@ PDF Jacket federal) Federal CRA Partners’ slips
You can save selected pages as PDF files. These can be viewed in e o R )
Adobe Acrobat®, or sent by email for review. Jacket (Quebec) Quebec RQ Client copy
Authorization Alberta Re Cffice copy
[~ Save asa PDFfile Keying summaries  Otherjurisdictions  Working copy
|1 35792468 - Inter vives Trust Ortario pf » | Client invoice Beneficiary slips Client letter
[ Openfile in &crobat® when created II]Q Select all t}g Clear all
[~ Protect the file with a password

[T Include figld review tags

T3 - Suramary
v Email directly T3 Trust income tax return pl
To: T3 Trust income tax return p2
Itn.lst@e-mail.ca T3 Trust income tax return p3

Subject: T3 Trust income tax return pd
|T3 retum Sch. 1- Dil3|.:. capital property .
Message: Sch. 3 - Eligible ta=able cap. gain

Sch. 4-CHIL p1

Sch. 4-ChIL p2

Sch. 9- Income allocations
Sch. 11 - Federal income tax pl
Sch. 11 - Federal income tax p2
Sch. 12 - Minimum tax pl

Sch. 12 - Mininum tax p2

- Sch. 12 - Minimum tax p3

Sch. 12 - Minimum tax pd

Sch. 12 - Minimum tax p5

N Sch. 12 - Mirimum tax p6

- otk charts [Federal
J4 page(s) selected to print TaM . nnri;n T r].1 4

3

Sch. 3 - Eligible taxable cap. aain
4
4

@ How to corfigure your email program

LG ok g cancd @ Heb

w

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
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.
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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.

_Eh File Edit View Tools Management | Preferences | Window Help

— T T N R Filter Identification...
=4 list | eWHhﬁmmm| Do not User's defaults... Alt+F2
Client #—l Truzt name HQ Forms manager...
00 = 0 (%2 Printing options...
5000 Ontario Estate client letier...
=| Archiving and PDF...
5001 Succession Quél  siling...
Text macros... Alt+F1

5006 Trust Québec

Client list settings...

)i ReoneO@ M

Account number ‘rear-end

Pr

135792468 Dec30 R

135792468 Dec30 R
135792468 Jan01 R
44444 Dec30 D

Security system

Your personal password and rights ...

User interface...
Audit trail ...

Individual users' passwords and rights ...

Company database secunty policy ...

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

- Security system - personal password and

For zecurity, please enter your CURREMT pazsword and

click OF. before making changes.

G [

===

To change your personal password
enter pour MEW pazswaord here. ..

| MATD

Ixxxxxx

Lok |

...and repeat it here to confirm,

Ixxmmx

— Perzonal access rights

gyshem supervisor azsigned to thiz database.

§ - System supervisar [full ights] |

Access all clients in databaze

[rata entry

Delete chents from the database
Change proceszing statuzes of clients
Dizplay tax returns

Production printing of taw returng
Change preferences

B ackup databaze

Restore databaze from backup
Yerify data and completed tax returm
Estract and merge client data

EFILE tax returng

DT MetLlink,

Theze rightz define which features of DT Max pou are
allawed to access, and can only be changed by the

supervizor to help support pou.

Y'aur narme

Thiz information can be uzed by paur sustem

Department

Phuzical location

T elephone

Email addres=

Cancel

| Save |
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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.

B File Edit View Tools Management Preferences | Window Help

S Filter Identification... = Find client
Client Data | @y Tax I |&} @ Qﬁ @ :
2 St entry | "% return Danat User's defaults... Alt+F2 = ﬂ

Client ﬂ—l Trust name H_E Forms manager... Account humber “ear-end = Pr
00 B 0 (3 Printing options... 135792468
""""""""""""" li |
5000 Ontario Estate clent tetter 135792468 Dec30 R
- E =] Archiving and PDF...
5001 Succession Quéll  siling... 135792468 Jan01 R
5006 Trust Québec Text macros... AL | 44444 Dec30 D
% Client list settings...
I Security system Your personal password and rights ...
User interface... Individual users' passwords and rights ...
Audit trail ... Company database security policy ...

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

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

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

our YV'our personal password [ atabasze encryption password
username [usedtolog into DT kax) [used to create this databaze)

| MATO o OK
n Change personal pazsword

Compary database secunty policy |ast edited by uszer:-

DR T DEVELOPMEMT TEAM #2 01 0ct 2013

— Pazzword requirements

i Paszwords not required Passwords are caze sensitive.

' Paszwords required

= Apply changes |3 cancel (@) Heb
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In Database encryption password, enter the password you had set up for the database during the installation
process. Click OK

- “

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

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

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

| MATO Ixxxxxx Ixxxxx

:" Change personal password

Company database zecurity policy last edited by uzer:-

DR T4X DEVELOPMEMT TEAM #2 01 Oct 2013

— Password requiraments

' Pazswords not required Pazswords are case sensitive.

€ Pazswords required

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 appropriate box and click Start.

DT
Rl AX

Taxyear: 3 v
| DT Max products | - |
TRUSTS

This copy of DT Max is licensed for the sole
uz= of: :

DR TAX DEVELOPMENT TEAM #2

Help

T utarials

wihat's new?
Knowledge base
Suppart

THOMSON REUTERS

Username : |USEH | 0
Password : |)00000000( |
Database location : |F:AIrEmmphDemoClients' [~ :
Recently accessed clients :

Hame | Client #

Individual users’ passwords and rights

[x]

Frangais

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.

Preferences | Window Help

=L File Edit View Tools Management
Filter
Client Data Ta
E@ Ii‘sﬂt1 @enatr %retn::n Da nat

Cliert ﬂ-l Trust name

Identification...

5000 Ontario Estate
5001 Succession Quék
5006 Trust Québec

User's defaults... Alt+F2
H@ Forms manager... Account number
@ Printing options...
Cl|en—t .Ietter... 135792468
=| Archiving and PDF...
Billing... 135792468
Text macros... Alt+F1 44444
% Client list settings...

Vomwerne ™

‘Year-end | Pr

135792468 Dec30 R

Dec30 R
Jan01 R
Dec30 D

C1 DT ScanDoc setup ...
DT FileCabinet...
DT Client Portal...

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.

| Security system - individual users' passwords and right

— Redquired user infarmation — User's zecurnty access rights

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

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

o . 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.

(2% File Edit View Toals Management | Preferences | Window Help

Fileer Identification...
Client Data || = Tax
list |@ entry | *_'Ereturn| I Do not User's defaults... Alt+F2

Clietit #-l Trust name Forms manager...

Printing options...

"""""""""""" - = a a ] Client letter...
5000 Ontario Estate T —

5001 Succession Quéll  Eiling...
5006 Trust Québec Text macros... Alt+F1

i
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A new window will appear with several options.

-
Archiving and PDF setup

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 ically:

I Do not archive automatically - l
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, T2and T3

I either bow is checked,
subfolders will be created in the

[V Use a different subfolder for each tax year folder indicated above.

r— Naming convention for archive files

IClient name, client number LI
& Overwrite the existing fils

" Add a suffix to create a unigue name

If the file already exists:

E Cancel

@ Heb

In the When to archive automatically section, you may choose amongst 4 options. Make the appropriate

selection.

Archiving and PDF setu

Archiving sstup | PDF creation settings I

&

ou can configure DT Max to automatically save an archive copy of each tax retum exactly
as it was filed. This will help reduce the need for paper storage in your office.

These archives are saved as PDF files and can be viewed or printed using any computer
running Adobe Acrobat®.

When to archive a :
Do not archive automatically

Do not archive automatical
Archive when all govemment destinations are printed
Archive when each govemment destination is printed

Archive when all destinations are printed

Tip: We strongly recommend to select the “Archive when all destinations are printed option.

In the Location of saved archive files section, you may select the location of the base folder where the files will
be archived. DT Max will implicitly offer you to save the files in a subfolder located in your database folder.

— Location of saved anchive 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,

[ Use a different subfolder for each tax year folder indicated above.

subfolders will be created in the
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You may however choose to manually select a base folder location by ticking the box next to “Specify the name
and location of the base folder” and clicking on the “browse” icon.

r— Location of saved archive files
" Subfolder . "ARCHIVE in the database folder

E?Spedfythe name and location of the base folder:

|

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

Tip: We strongly recommend to keep the “Use different subfolders for T1, T2, T3” and “Use a different
subfolder for each tax year” options selected. This will ensure a proper classification and archiving of your client
files.

In the Naming convention for archive files section, choose amongst the 5 options. This section will determine
how the files will be named in the archive folder. The file name can be composed of the client’s name, client
number.

Maming convention for archive files

Client name, client number ;I

Client number anby (8.3 filenames)
Client number, client name

Trust number, client name, cliert number

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