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DT Max includes the following products:

Tax year: 2m5 i Username : l:l Francais
T, T2, T3, TS013. [ams @
I R

DT Max products

Choose the tax year and select the desired

) —

Recently accessed clients :

program.

Name [ Client &

Help
Tutorials
What's new?

Enowledge base
Support B |
uppor :

INSTALL AND ACTIVATE YOUR LICENCE KEY

a Install and activate your DT Max licence key
()

Please erter the licenses name, EFILE number and key exactly as they appeat on ‘When you activate your licence key, the
H H H the letter or email that you received. information appearing in the details windows
To install and activate you licence key, select the Tools , S A betared s, e
you have more than one DT Max client database you wil need to install the licence. on, our servers. Thess safsguards have
. LepineEEndtE D been implemented to prevent the misuse of
menu > Install licence key.
OOOOD D0 (820008 Activating pour licence key ensures that pou
T—— le?ewe access to al product updates and to
»  Update key software suppart
H : 2000 200K R0 E3 YRE via Intemet
Enter your Licensee name, the Licensee EFILE number It rane of EFLE runter o elcrce
Licence details User detail: is not conect, please contact Support. They
H [Please enter of paste the 16 characters of your palpscerolCalpcledicaoetial
as well as the Licence key, exactly as they appear on the lcorce ey i ek b 1880527020, omal
suppart@thoms enreuters.com,
letter or on the email that you have received. sl

using DT Max in "Demo’ mode.

Youmust o be the

[] Read the lcencs agrsement

[¥ | have read and agree to the terms of the licnce agiesment and also

Check the box to indicate that you have read and agree
to the terms of the licence agreement. Then, click on the R -
“Activate licence key” button; this will complete the

activation. [

For all programs, DT Max includes the three screens
h Client Data | =g Tax
represented by the following tabs: list | entry " Jreturn|




CLIENT LIST

The client list is the location where all the clients of your database are listed.

ADD NEW CLIENT

a: To add a new client in the T1 program, Click on this icon to add a new clientinthe T2, T3
click on this icon or press [F3]. and T5013 programs, or press [F3].

CUSTOMIZATION

In order to customize the client list, click on this icon or go to the “Preferences” menu and choose the option
“Client list settings”. In the window “Columns to show in client list”, choose the items you wish to add to
the client list.

SORTING

You may choose the way that your clients will be sorted in the list, by clicking on the title of the tab that you wish to sort.

SORTING OPTIONS FOR T1

Filtar
&CIE{“ | @ Elftﬂ || ra.'t?ﬁn| I Do not filker ;I <_| Sorting by family |

Client # | Mame ~| 5 ~| Birth date -]
| Sorting by client | | Sorting by name | | Sorting by SIN | | Sorting by date of birth |

The sorting options for the T2, T3 and T5013 programs are the following: by client number, by name or by year-end.

SEARCHING IN THE CLIENT LIST

Use this search tool located on the Find clisnt Search by
right-hand side of the toolbar. | |Name LI




DATA ENTRY

The “Data entry” tab is the location where you enter all the required information in order to complete your client’s return.

SMARTSTART SECTIONS

In DT Max, keywords are grouped in sections called Click on this icon to activate or deactivate
SmartStart. When the SmartStart mode is activated, the the SmartStart mode.

keywords included in the selected sections are displayed.

Enter only the information pertaining to the keywords Click on this icon to display the SmartStart
that are relevant to your client. Leave the non-relevant client profile in order to add more sections or
keywords blank. remove some previously selected sections.
HOW TO ADD A KEYWORD

Enter new kepwaord

I [ndex |

Click on this icon or press [F8] to do a keyword search
g by topic, by line number from the return, by form or by Ok | Cancel I Help |
keywords' alphabetical order.

Cﬁ To add a keyword, click on this icon or press [F11].
L

Note: If you are in SmartStart mode, adding a new keyword will automatically display the corresponding SmartStart section.

Mezzage ypes

€3 Error that prevents caloulation ERRORS AND WARNINGS

IE:!I Error that prevents filing Validate to ensure that the data entry does not have
{E'_g Wi arning any errors by clicking on & and take the time to
ﬁ? K.eyword tagged "'For review" review any error or warning messages for the client.




KEYWORD GROUPS

Each keyword group is indicated with this H@ symbol
on the left side of the keyboard. Keyword groups help
to keep items pertaining to a single item together. Each

group has primary and secondary keywords. The tax

return cannot be calculated if the primary keyword in

any group is blank.

There are also groups within groups. For instance, the

Vehicule-Exp group exists within the Business group.
These are identified by a [+] symbol on the left.

RIGHT-HAND SIDE DISPLAY

©

@

When a group is open, a dotted line appears to
the left of all the keywords that can be used in
that group.

Once you have been through all the keywords in
that group, the group can be closed. When the
group is closed, the dotted line is replaced by the
solid line showing only keywords that contain
data. To open or close a group, use one of the
following methods:

1. Click on the dotted or solid line.

2. Press [F6] on your keyboard.

3. Place your cursor on one of the keywords in
the group, right-click and select Expand group
or Contract group.

The right-hand side display is a
feature that is unique to DT Max,
that allows you to have a real-time
comparative data while you are
entering your client’s info. The data
that you can display include:

Data from the previous year

Carryforward amounts from the
previous year or amounts carried
forward to the next year

Spouse’s data (T1)

Data from another client or from a plan

Tax slips downloaded from Revenu
Québec or from the CRA (T1)

Data entry templates

203

=

< fone

Carryfarsards from 2013

e.g. To display the data from the previous
year, select the previous year and the

2014 praduction data will be displayed on the right.
Calculated carmfonmards to 2015
2015
Spouse
Other client -
C/F to stub period, Do John [Producton | [zm3
Flar & faBusiness THE Business ]
Flan B +Businessid Business Inc ]
Flan T VearOpen 0-01-2014 ]
YearEnd 1122014 |
Flan D HAICS 541213 Taw Preparation Services
PlanE PFrodust Tax preparation services |z/ta0
Flan F Fise-Peiod Fistal yesr-snd stsady bissed on colendsryear |
i Income Gross sales, commissions, orfess & § 50.000.00 45,000.00
T-glips from ARG Evpenses Advetsing 5 7000000 50000
Data ent[}, templal Expenses Supplies ] g 15,000.00 14,000.00
E— Salaties, wages and benefis (including .+ § 70,4000l 5,000 11
ekicleExp Puchssed wehicks
Madel Civic
Make Honda ]
CarLevel Business sxpense ¥
PurchDate EEGE]
UECDpen s 1540000
[CaClass Cass10-30% ]
Kilometiss Kilometres travelled for busi... | #4500 |
Kilretrss Totsl kiomsties tisvelled  +| H77E |
Expenses Fuslcosts  ~) B 4500 5000
Expenses Insurance premiums . B 3500 4000
L Expenses Farking fees ] g 35.00 100.00




TAX RETURN

The “Tax return” tab is the location where you can view the results from the processing of the information that you previously
entered.

R Wers
e | ome [y e ﬁ CALCULATING THE RETURN
£

% Make it a habit of calculating the client’s file by going to the Tools menu >

@ Select a family member Recalculate current client, or by using the [ALT+F9] keys. It is important
John Doe | that you always recalculate a return the same way, especially if changes were
Martha Smith

brought to the data entry after the initial calculation.
Jack Doe (dependant)

Carolina Doe (dependant)

=) VERIFYING AFTER THE CALCULATION OF THE RETURN

Select a page
Motes and diagnostics «  Werecommend that you also read the Notes and diagnostics, Optimization
Optimization report report (T1) as well as the Error prevention report (T1) pages to make sure that
Error prevention report H no changes should be brought to the return before filing.

PRINTING

’ Save/email PDF file ‘

When the return is complete, click on the appropriate icon
to print. You may choose one of these three methods:

=
= Production printing
» Save/email PDF file é d @ 8% - Ctrl+P

» Select pages to print

. A Select pages to print ‘
» Production printing ’ pag P

QUICKTRACK FEATURE (GO TO SOURCE) AND FIELD REVIEW FEATURE

DT Max’s QuickTrack feature allows you to trace the source from any line of the tax return, of a schedule or a form by
right-clicking on the line with your mouse.

The “Go to source” option allows you to trace an amount’s Go to source F&
original source. W Source keywaords Fg
A Override this field Ctrl4F2
“Source keywords" allows you to display the list of @ Help for this field Ctrl+Fa
keywords that are related to this field in a form or schedule. )
@ Tag: For review ?
“Help for this field” allows you to consult the federal and W lag: Error

provincial guides for this line or this field.

“Tag: For review™ allows you to tag fields on a tax return as
part of the Field review feature.



PREFERENCES MENU

The Preferences menu is the location where you can set your DT Max preferences. You must determine your settings at the

beginning of each year.

Reminder: Every time you are bringing some changes in the Preferences menu, you should always recalculate the return by

going to the Tools menu > Recalculate current client or by using the [ALT+F9] keys.

IDENTIFICATION

In this section, enter your
identification information
as a tax preparer.

2. File Edit View Tools Efile Managerpent | Preferences | Window Help
& Cllent @; Fi | Identification...
enlr J ﬂ!lll"‘ User's defaults... Alt+F2
Client: # =] Mame =|sl ug Forms manager...

Note: This information will display automatically for all your clients in the designated areas on the tax returns and

authorization forms, if applicable

USER’S DEFAULTS

In this section, you can choose the
default settings that will apply to
all your clients.

2l File Edit View Tools Efile Management | Preferences | Window Help

Filter
c“ent @ Ell';ltra! @ﬂ I'BII.I"'I o

Client ﬂ—l Hame

Identification...

User's defaults... Alt+F2 |

[1@ Farms manager...

Thanks to this feature, DT Max will automatically populate certain fields of the return for your clients. The default
settings may be modified by using the appropriate keyword in the client’s file.

FORMS MANAGER

Forms manager is the location where
you can determine which forms

will be printed when you print your
client’s tax return. To access the
Forms manager, go to Preferences >
Forms manager.

& Prnter selection | 5 Printing options ] Forms manager

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

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

Printing condition: Form order
|3 Do not print

off Print f recuired (paper)

(2 Print if required (EFILE or paper)
[ Print f data exist

% Screen order
© Print order
€ Alphabstical arder

- - — Federal  Quebec Client Office Working Letter |~
lame of form or schedule CRA RQ copy copy copy toclient | ]
[ X ] X F] Fj
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Cortents I Index I Search | Favor[t&sl

DT Max Knowledge Base
@ What's new

Q Frequently asked guestions (FAQ's)
@ DT Max help directary

@ Keywords

@ Software support

@ Software training

@ Tax documentation

@ Best practices

CHECK FOR PROGRAM UPDATES

KNOWLEDGE BASE

You can access DT Max's Knowledge base by clicking on the Help
menu > Knowledge base. You will find an array of additional
information, such as:

Modifications and updates in each version of the program
(see What's New)

Current issues (see Frequently Asked Questions)

Training tools (see Software training)

Tax documentation (Government guides)

The option “Check for program updates” from
the Help menu allows you to:

» Check for updates instantly
» Activate automatic update checking

» Select the programs to update

m

— Check for updates on the Internet

If you can connect ta the Internet, the update .
process is fast and easy. Just click the "Check Check for updates
for updates now'' button, o

Date of last check

r— Check for updates automatically

DT Max can check for updates automatically. If you are connected ta the
Internet, thiz will oocur when you start the program for the first time each day.

Days between checks
¥ Check automatically 7 ﬂ

r— Check for your prefered update:

DT ax will only check. for updates of selected items, either when pou hit the
"Check for updates now'' button or when the program checks automatically.

M T1 ¥ English knowledge base
W T2 ¥ French knowledge base
W T3

W 15013

Cloze @ Help




Software support request form

This software support request form is the most efficient way to contact us
and get support quickly. Please provide all the information requested.

Please click here to zelect the topic,

< Click. to select fram the list of standard topics » | Select |

the topic

[~ Tour identity
Narne of fim

Person to contact

Ernail address

Flease enter a detailed description of the problem.

Phaone nurmber [with area code:

Fax number [with area code)

ttach an anonpmous extract for curent/marked client

.ecammended for tax calculation problems]

5! Submit email o 5 upport

r

If this is a follow-up request, please
check this box, and enter details below.

Email address of support person

Mame of suppart person

Original support number

@ Print

m Cancel @ Help

ABOUT DT MAX

To know your licence number and your
password, click on the Help menu > About
DT Max...

This information is required if you are
downloading directly from our website.

In addition, your licence number is the client
number that is requested when you contact
our support team.

THOMSON REUTERS

THOMSON REUTERS

SOFTWARE SUPPORT

The software support request form
represents the most efficient way to get in
touch with our support team in order to get
speedy assistance.

You can access that form through the Help
menu > Software support > Support
request form.

Please provide all the required information
to ensure that we answer your query
rapidly.

To submit a copy of your file, do not forget
to check the box “Attach an anonymous
extract for current/marked client”.

ENDT
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DT Max
Copyright ©1987-2014

== ‘YOUR LICENCE
Licersee:

Licence number:
Password:

Thamzon Reuters

About DT Max

DEVELOPMENT TEAM
1300

00533

T1 licence:
Latest tax year:
Dusbec TF1
EFILE [T1)
EFILE [TP1}:
Barkiuptcy module:

Metwork
2ma

www.dtmax.ca
1800 663-7829



