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10.1

Electronic Filing

Electronic Filing Preparation

NOTE: During setup you should complete the Electronic Filing page of the User Setup Options
submenu of the Setup menu if you plan to submit returns electronically. Much of the information
required by T4 TimeSaver for electronic file processing is contained there.

To access electronic filing, choose the type of slip required from the Reports menu and then Electronic
Filing. The electronic filing dialog box will open and give you a number of options:
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Select one of the options from the drop-down list:

- All Companies - print the slips for all companies in the current database
- Current Company - print the slips for only the current company

Most Recently Used - print the slips for companies most recently included in any report
- Selected - print the slips for selected companies

The companies that match the selection you have made will be listed in the box on the left. If you

chose Selected, click on the box beside each company you wish to select to put a check mark in the
box and to have the company name appear on the list on the right.

Note: With T4 TimeSaver Basic, you may only select one company at a time to file
electronically. Multiple company submissions are allowed only with T4 TimeSaver Plus

Return types
One type of return will be automatically marked when you open the Electronic Filing dialog box. You

can include other types of returns by clicking on the checkbox beside the return type name.

Filing Options

Destination
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Choose the media by which the return(s) will be submitted to the CRA. Your options are: Internet, CD,
DVD or Diskette.

- Validation Report Only - data will be checked for consistency with the XML schemas provided by
CRA and MRQ; the Validation Report Only option will NOT produce an XML file but will find data
errors that would cause an XML file to be rejected by the CRA or MRQ

- Internet - data will be validated for consistency with CRA and MRQ requirements and, if no
errors are found, a file will be created on your hard drive (see the sections on Internet Filing to
CRA [155 and Internet Filing to MRQ _[1581 for details)

- CD or DVD - an XML file will be created on your hard drive which you may then copy to the
appropriate drive using your own CD or DVD writing software (see the section on CD or DVD
Filing [1581 for details); if you are filing more than 50 slips you cannot file on CD or DVD

NOTE: You must have access to a CD or DVD writer to successfully use this option.

- Diskette (diskette submissions are not accepted by the MRQ) - select the letter of the diskette
drive (either A or B) you wish to send the output to; the submission will automatically be saved to
the blank formatted diskette in the indicated diskette drive (see the section on Diskette Filing
1651 for details on submission); if you are filing more than 50 slips you cannot file on diskette

NOTE: You must have access to a diskette drive to successfully use this option.

Regardless of the destination you choose, T4 TimeSaver will validate your data to determine if there
are any Critical or Warning errors. Errors that would result in a rejection of your submission will be
listed in a Critical Error report and must be corrected before T4 TimeSaver will generate an XML file.
Errors that can be corrected (but would not invalidate the submission if they were not) are displayed in
a Data Validation Warnings report. The validation procedure is implemented whenever an electronic
filing submission is processed, but it can also be run independently by selecting the Validation report
only option.

Note: With T4 TimeSaver Basic you may only select the Internet as a destination for electronic
filing. With T4 TimeSaver Plus you may electronically file by diskette (CRA only), CD, DVD or
the Internet.

Slip Status

Each submission must contain either original returns or amended/canceled returns. Select "Original" to
include all original returns of the type(s) selected from the selected company(ies) in your submission.
Select "Amended and/or Canceled" to include all amended or canceled returns of the type(s) selected
from the selected company(ies) in your submission.

Validation Options
Select whether you wish to see detailed error messages supplied by the XML schema.

Transmitter Setup

Pressing this button will allow you access to the information stored on the Electronic Filing [156 page
of the User Settings [1821 submenu of Setup |33 menu. You can add missing information or edit existing
data. Clicking on the OK button will return you to the electronic filing dialog box.

Process
Pressing this command button will begin the processing of the electronic filing. A validation report will
be generated and displayed; and can be printed if desired.
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/%3 StartPage | “d Electronic Filing /¥4 Validation Report | - X

Submission cannat be filed. Please see Citical Eror Report

Electronic Filing
Critical Error Report
Database: C:Users'Peter Rhebergen Documents T4 TimeSaver NET 2009'Data Demo. TOSN
Printed: 2/22/2010 at 10:50 AM
Returns: T4

Companies: DEMO

The items in this list must be corrected before filing the selected data el fty. Click here for infi ion about using el ic filing validation reports.

Company DEMO

Name on T4 Shp + Peter A [Edit slip]

Error Meszage Employee sumame - is missing

Data as entered Data is missing

e g T:t; :rn' element is invalid - The vahie " is invalid accarding to its datatype 'char20Type - The actual lenzth it less than the Minl enzth
End of report

Validation Report - Critical Errors

Processing of an electronic return will be halted if any Critical Errors are found.Critical Errors are those
that would cause CRA or MRQ to reject the electronic return. Processing of the electronic return can
only continue if all Critical Errors have been repaired.

/%3 StartPage | “d Electronic Filing /¥4 Validation Report | - X

Ctcalbrors | [ Wamngs | [ ewt || Cancal | Nest >

Wiew wamings., then click [Next] to proceed

Electronic Filing
Validation Warnings
Database: C:Users'Peter Rheberzen Documents T4 TimeSaver NET 2009 Data Demo . TOON
Printed: 272272010 at 10:32 AM
Returns: T4
Companies: DEMO

The following items are wamings only and need not be comrected in ordet to file the selected data. However, while the data in your selection does technically pass CRA's
validation requirements for filing electronically. items in this list may indicate other types of emrors in the data_ Click here for more information.

Company information for "DEMO’
Address is missing,
Poctal code is missing,

End of report.

Validation Report - Warning Errors

Pressing the Next button in the upper right of the Validation Report (available only if no Critical Errors
have been found) will create the XML file. Once the XML file has been successfully created the
Internet Filing dialogue will be displayed:

2 Internet Filing [=[E] ' ]

XML submission file: C\Users\Peter Rhebergen\Documents\T4 TimeSaver NET 2009XML Outpuf\ DEMO43.xmi

Web access code:

Business number. 472364033RP000T

Internet filing web page: http:/fwww.cra-arc.gc ca/s.csrvc-swcejr{rm:m-ﬂ‘l{fdy-eng hnTrI

Your submission is ready to be fled. Please take careful note ofthe above
filename to ensure that you submit the correct file.

View XML File in " Go to Intemet Filing
" | |ceente | [Srigre] | o
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XML Submission File
The name and location of the XML file to be submitted to the CRA or MRQ

Web Access Code
The Web Access Code entered for the company or filing entity, this information is presented as a
convenience only and cannot be use by T4 TimeSaver to logon to the filing site

Business Number
The Business Number entered for the company or filing entity, this information is presented as a
convenience only and cannot be use by T4 TimeSaver to logon to the filing site

Internet Filing Page
The Internet site to which you must logon in order to upload the XML submission file

View XML File in Browser
Opens your default Internet browser to view the contents of the XML submission file

Print Company List
Prints a list of companies included in this XML submission file to keep for your records

Go to Internet Filing Page
Opens the Internet filing page in your default browser

Close
Closes this dialogue

There is no need to submit a transmittal report or company list with the federal returns.
10.2 Instructions for CRA Returns

The following instructions are provided here for a convenient reference. For complete details see the
CRA website.

1. Electronic filing submissions may be made by Internet or on a media such as a diskette, CD, or
DVD. A complete electronic filing submission contains the transmitter identification as well as the slip
and summary information for each return. No paper forms are required with the submission.

2. Anyone making an electronic filing submission must have a Transmitter Number. If you do not have
a Transmitter Number, contact the CRA at 1-800-665-5164 to be assigned one. If you cannot obtain a
Transmitter Number, use the default Transmitter Number of MM0O0OOO0O. You should be assigned a
Transmitter Number for the subsequent year which you should use from then on.

3. Any combination of returns totalling over 50 slips are required by CRA to be file their submission
over the Internet. Internet submissions may not exceed 150Mb; if your submissions is larger than
150Mb it must either be compressed or split into separate submissions to fall below the 150Mb limit.
The CRA encourages all employers who use computerized methods to generate returns to submit
them to the CRA electronically.

4. An electronic filing submission may contain only one diskette, CD or DVD. It may contain more than
one type of return* and it may contain returns for more than one company* (* T4 TimeSaver Plus and
Enterprise only). Diskette, CD or DVD submissions cannot contain more than 50 slips. If you have
multiple submissions each submission must be submitted in a separate envelope. Multiple envelopes
may be taped together for simplified mailing. Submissions should be sent to:

Electronic Media Processing Unit
Ottawa Technology Centre
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Canada Revenue Agency
875 Heron Road
Ottawa ON K1A 1A2

Telephone: 1-800-665-5164
5. Do not send CRA paper copies of any returns that have been filed electronically.

6. If corrections need to be made to a submission that has already been sent to CRA, create an
electronic filing submission of the amended and/or canceled returns and submit it to the Electronic
Media Processing Unit. Do not send any original returns in the same submission as amended returns.

Internet Filing to CRA

T4 TimeSaver is able to utilize CRA’s URL for Internet filing of returns.

When the Internet filing option is selected as the destination for the Electronic Filing submission an
Internet Filing dialog box will appear once the Process button is selected. You will be warned if the file
size exceeds the maximum of 150Mb allowed by CRA for Internet filing. Make note of the information
given, and click the Go to Internet Filing Page button to continue. The following web page will be
opened:

Canarla Revenua Agancs tu reveny L .
I*' Agancy dis Ganacs C mad‘a

Canada Revenue Agency
/ 7 www.cra.gc.ca

S =
Frangais |Home Conta 5 |Sea|ch ‘canada.gc.ca
Online services and other e-services > Filing information retums electronically
TN FILE NOW - Internet file transfer
Forms and
publications Be sure to read Before you file before you send your return.
Online services
A to Z index

= Enter Intermnet file_transfer (XML secure Web site

http://www.cra-arc.gc.ca/esrvc-srvce/rf/thr/ift-tfi/rdy-eng.html

Click the Enter Internet File Transfer (XML) Secure Web Site, which will open the “Disclaimer - Internet
File Transfer (XML)” page. You are encouraged to read all the terms and conditions on this page and
you must click on the "l agree" at the bottom of the page before you can enter the Internet File
Transfer site. Once you click on "l agree" the following webpage will open:
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https://apps.cra-arc.gc.ca/ebci/leb0/upload/T05iLogin-e.filt

You will be prompted to enter:

- either the Transmitter Number or the Account Number (Business Number) for the company for
which you are filing an Internet return
- and the Web Access Code of that company

If you are submitting returns on behalf of multiple companies, you would enter:

- either your company's Transmitter Number or Account Number (Business Number)
- and your company's Web Access Code

Notes on the Transmitter Number and the Web Access Code

Contrary to what you may have been told, The Transmitter Number and the Web Access Code are not
interchangeable; they are two different numbers of two different formats used in two different
capacities. The Transmitter Number "MMO000000" cannot be used to access the CRA filing site as this
is a generic Transmitter Number used by many companies across Canada that have not yet received
their Transmitter Number from the CRA. Contact the CRA at 877-322-7849 if you have not received
your Web Access Code by the time you are ready to submit an electronic return. Once the appropriate
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http://www.revenu.gouv.qc.ca/en/sepf/services/sgp rl Internet/default.aspx

Click the Access to service button, which will open a logon page where you will enter the username
and password assigned to your firm by the MRQ. Once this information has been entered and
validated you will be prompted to upload a file containing the company data in XML format to the MRQ
website.

Here you will be prompted to upload the XML file created by T4 TimeSaver that contains the company
data in XML format to the MRQ website. The XML file will be located in T4 TimeSaver's XML Output
folder. This folder can be located by using the FILE LOCATIONS option under the SETUP menu in T4
TimeSaver. T4 TimeSaver saves all XML files in the following format:

COMPANY_NAME_xxx.XML

where “COMPANY_NAME" is the name of the company for which the file has been created with all
space characters replace by an underscore character; “xxx’ is a sequential number applied by T4









