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4  How To Use GrandMaster Suite

How to Use GrandMaster Suite - Performing the Year-End Procedure

Overview

Each year employers must complete and issue the appropriate form(s) (e.g., T4, T4A) to every
employee, retiree, officer or other individual to whom they paid remuneration in the year.
Employers must also send copies of the forms (or a magnetic mediafile), as well as the matching
summary, to the Canada Customs and Revenue Agency (CCRA). Employers must file T4 and
T4A information returns (slips and related summaries) by the last day of February each year.

GrandM aster Suite assistsin this process by providing afacility to create afile containing the
relevant data.

Processing T4 and T4A Forms

GrandMaster Suite allows you to generate your T4 and T4A forms easily. It calculates each
employee's Y TD amounts based on the previous year's payroll runs. Thisdataisthen used to print
the requisite forms on any laser or continuous feed printer.

Note: Continuous Forms to be Replaced - 2002 is the final year that the CCRA will support
continuous feed forms for T4s. When filing in 2003 (for the 2002 tax year), you will only be able to
use forms that are laser printer compatible (i.e. single-sheet feed). If your company is still using
impact printers (dot matrix) with continuous feed forms, you will need to upgrade your system
before that time.

T4 Slips

As an employer, the CCRA requires that you submit a completed T4 slip for al individuals who
received remuneration from you during the year if:

Y ou had to deduct CPP contributions, EI premiums, or income tax from the
remuneration; or

The remuneration was $500 or more. |f you provide group term life insurance taxable
benefits to employees, you must always file T4 slips, even if the total remuneration an
employee received was under $500.

T4A Slips

Employers must complete a T4A for all persons who received the following types of
remuneration, if it was $500 or more or you deducted tax from it:

Pension or Superannuation;

Lump sum payments out of a pension fund or plan or deferred profit-sharing plan;
Self-employed commissions;

Annuities;

Eligibleretiring allowances;

Non-eligibleretiring allowances,
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Patronage allocations;
RESP accumulated income payments,
RESP educational assistance payments;

Other income as described in the Employers’ Guide to Payroll Deductions - Filing the
T4A Sip and Summary Form (RC4157).

How Does it Work In GrandMaster Suite?

When you perform the year-end process, T4, T4A, and Relevé 1 information is extracted from the
payroll database. Thisyear-end information is kept in a separate file for additional editing and
processing. When you run your first payroll with a cheque date in the following year, the YTD
amounts are cleared automatically.

During the year-end process, GrandMaster Suite will make some decisions about where the
information should be placed, based on the options you have selected. During the process, you
will be prompted to confirm the placement of these earnings, deductions, and benefits. Check
your Employer's Guide To Source Deductionsto verify year-end processing decisions.

In most provinces, aWorkers' Compensation report is also required at year-end. Refer to the
Workers Compensation section of this guide for information on generating a Workers
Compensation report.

The Y ear-End functionsintegrated into GrandMaster Suite reflect the current specifications as
outlined by the CCRA. When the CCRA updates information pertaining to year-end calculations,
these changes will be applied to the GrandMaster Suite January update.

When is the Best Time to Set up This Feature?

The year-end procedure should be carried out someti me between the end of the year and
the last day in February. To be more specific, sometime after your the last payroll run
that has a cheque date ending in that calendar year. For example, if you have a bi-weekly
pay period ending on December 20 with cheques dated in Jan., you would consider that
thefirst payroll of the new year.

When a company has ceased operations (e.g. goes out of business). Note that the CCRA
requires notice soon after such an occurrence and sometime prior to year-end. This
provides them adequate time to process each employee's tax information for the year.

Note: Life Insurance Benefits - If you provide employees with taxable group term life insurance
benefits, you always have to prepare a T4 slip, even if the total remuneration is less than $500.

Working at the Payroll Level

All of the settings required to complete the year-end procedure are carried out at the payroll level.
Most of the commands required for this procedure can be found under the Payroll modul€'s Y ear -
End menu. Other commands that affect the year-end process can be found using the Earning and
Deduction commands under the Payroll menu.
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YearEnd

Create T4/T4A File
T4/T44 Data Report
Edit T4/T44 Data

Erint T4 Statements
T4 Magrentic Filing
T4 Summary

Frint T44 Statements
T44 Magnetic Filing
T44 Summary

Print Releve 1 Statements
Releve 1 Data Report

Beleve 1 Summary

Fig. 1
The Payroll Modul€'s Year-End Menu

Creating the T4/T4A File

To perform the year-end procedure, you need to create a T4 / T4A datafile. Thisfile contains
each employee's year-end information and is necessary for the printing of your T4 and T4A forms.

A separatefileis created to allow for editing thisinformation and/or entering last minute changes
that were not included in the payroll data. Such changes can include automobile allowance and
taxable life benefits. All fields within this file can be modified as required.

Y ou can create the T4/T4A file as many times as you wish, until the desired results are achieved.

Note: Starting a New Year - GrandMaster Suite will automatically start a new year when the
Cheque Date is in the new year. Although you can create T4s/T4A’s any time after that, the T4s
must be issued to the employees by the end of February.

TO CREATE A T4/T4A FILE:

1. Openthe Payroll Module and ensure your payroll is open and ready for use. You can tell if
you have apayroll selected because its name will appear in the center of the Payroll Module.

2. Select the Year-End menu to display alist of the options that pertain to this procedure.

i Payroll Module [XYZ_C0)

File Groupz Employee  Papoll  Calculation  Beport: EEg3s=8 Help
) 5 7 . @-}. G Lreate T4/T44 File..
EE)EF e B E .
Edit T4/ Td4 File...
#v'Z Company Payroll
Frint T4 Statements. ..
Pay “ear 2002 T4 Magnetic: Filing...
Periad: ] T4 Surnmary Repart...
Sequence: 103 Frint T4 Staternents. .
T44 Magnetic Filing...
T4 Summary Report. .
Frint Releve 1 Statements...
Releve 1 Report...
Releve 1 Summary Report...
Fig. 2

The Year-End Menu



3. Choosethe Create T4/T4A command from the Year-End menu. This opensthe Create
T4/T4A dialog box. It contains three tabs with various options that you will use to define the

parameters of the T4 file.

The General tab is used to specify the last pay sequence of the year. GrandMaster Suite
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requiresthe final pay period to correctly calculate the T4 data.

. Create T4/T4A File

Fil= Help

General | Earningsl Deductions

Pleaze Select the payroll fram which to extract the T4 Data.

Mate: Thiz zhould be the lazt payrall sequence of the pear.

Pay Periods... |

Fay fear 2001

Fay Period: 24

FPay Sequence: 100
Fay Ending D ate: 200141243
Cheque Date: 2001412431

Save Settings |

LCancel

Fig.3

The Create T4/T4A Dialog Box

4. Select the Pay Periodsbutton. This opensthe Pay Sequence Selection dialog box that

displays each pay sequence from the previous year.

5. Select your final pay run from the list provided by clicking on it once. The most recent pay

runswill appear at the top of thelist.

. Pay Sequence Selection - XYZ_CO

Fil= Help
Type Year Period Seguence Start Date End Date Chegue Date
g S g
H 2882 T 187 [2882/704/701-2882/84/15] 2882/784/15
H 2882 4] 186 [2082/703/16-2882/83/731] 2002/783/31
N 2882 5 1685 [2002/03/01-2002/7083/15] 2002/03/15
H 2882 4 184 [2002/702/15-2002/02/28] 2002/02/28
H 2882 2 183 [2882/781/16-2882/81/731] 2882/781/31
H 2882 2 182 [2082/01/081-2802/81/15] 2882/61/15
H 2882 1 181 [2802/701/701-2082/01/15] 2802/701/15
H 2881 24 188 [2881/12/16-2881/12/731] 2881/12/31
ok | Exit |
Fig. 4

The Final Pay Sequence Selected

6. Click OK once you have made your selection. The information for the selected pay period

now appearsin the General tab.

Notice that the Use YTDscheckbox is selected by default. This default setting ensures that
GrandMaster Suite will produce the T4/T4A file with data based on the current employee

Y TD values as of December 31st.

7

Note: YTD Values - GrandMaster Suite has the capability of reading all of your pay periods for the

year. You may wish to use this feature if you have employees that have changed provinces or
have switched between business numbers at some point during the past year. If this is the case,

you should perform Step 7.
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7. Remove the check from the Use YTDs checkbox (by clicking on it once). Thiswill instruct

GrandMaster Suite to re-add each employee's Y TD values for each assigned Business
Number.

Note: Multiple Pay Calculations - If you have employees who have pay calculations under more
than one Business Number, or if you have converted to or began using GrandMaster Suite in the
middle of the year, you MUST remove the check from this checkbox. This is necessary in order to
have GrandMaster Suite produce a T4 for each province and Business Number.

The remaining two tabsin this dialog box are used to assign or verify Earning and Deduction
box assignments.

8. Select the Earningstab to display the earnings defined in the payroll and the default T4/T4A

box number assignments. |n most cases, these numberswill aready correspond to the data
you entered for each employee.

4. Create T4/T4A File

Fil= Help

General Eamings |Qeductions

1 Salary 14 26 24 =]
2 Vacation Salary 14 26 24
18 Hourly 14 26 24
11 Hourly Vacation 14 26 24

-
4 K

Bt |
Save Settings |

Fig.5
The Earnings Tab

LCancel

9. Scroll through thelist of earningsto verify their box number assignments.

Note: Changing Box Number Assignments - If you need to change a box number assignment

for one or more earnings, please skip forward to the Changing Box Number Assignments section of
this document.

10. Select the Deductionstab to display the deductions defined in the payroll and the default
T4/T4A box number assignments.
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<. Create T4/T4A File
Fil= Help

Qenerall Eamings Deductians

1 RRSP 28 =]

>
< | 3

Bt |
Save Settings |

Fig. 6
The Deductions Tab

Cancel

11. Scroll through thelist of deductionsto verify their box number assignments.

Note: Changing Box Number Assignments - If you need to change a box number assignment
for one or more deductions, please skip forward to the Changing Box Number Assignments section
of this document.

12. Onceyou are satisfied with your T4/T4A earning and deduction settings, choose the Save
Settingsbutton. This stores the information on disk and ensures that thisinformationisin
place for the final step in the Y ear-End procedure.

With the correct settingsin place, you are now ready to create the actual T4/T4A file.

13. Choose the OK button to start the data extraction process. A message appears that displays
employee's names as their datais processed. Once the processis complete, afinal message
appears showing the number of T4 records that have been written and the total number of
employees that have been processed.

Message
Created: 18 T4 records for 208 employees =

Fig. 7
The Message I ndicating a Completed T4 Data File

Note: Active Employees - GrandMaster Suite writes a T4 record for all employees with YTD
values regardless of their payroll status. For example, if you have 45 active employees and 5
inactive ones (e.g. employees away on leave, laid off or terminated in the current payroll year, etc.),
your T4/T4A file will include data for all 50.
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Oncethe T4/T4A fileis created, you can make necessary adjustmentsto it as required.
Changes can include such items as applying ataxable benefit for acompany vehicle that was
not included on the payroll, entering pension adjustments, etc. To learn more about editing
your T4/T4A file, refer to the Editing the T4/T4A File section of this document.

With your T4/T4A datafile complete, you can now proceed to the next step in the year-end
procedure. Thisinvolvesviewing the T4/T4A datareport to verify its accuracy.

Note: CPP/El Mismatches - If GrandMaster Suite displays a message indicating that there are

employees with CPP/EI mismatches, you may need to edit the T4 file prior to finalizing the
procedure. Refer to the CPP/EI Mismatches section of this document for further information.

T4/T4AA Data Report

The T4 Data Report summarizes all employee T4/T4A information. This providesyou an
opportunity to analyze the T4/T4A dataand ensure that it is accurate prior to printing and filing
the information slips or creating the magnetic mediafile.

TO CREATE THE T4/T4A REPORT

1. Openthe Payroll Module and ensure your payroll is open and ready for use. You can tell if
you have apayroll selected because its name will appear in the center of the Payroll Module.

2. Select the T4/T4A Report command from the Y ear-End menu. This opens the T4/T4A
Report dialog box that allows you to define the report's settings.

41 TA/T4A Report [¥]
File  Help

— T4 Data Selection
Tax vear |2E|I32 [v Limit to Current Paproll

— Sort Order
@ CCRa [BM) = Province
= Employee Mumber = Emplopes Mame
Cancel
Fig. 8

The T4/T4A Report Dialog Box
3. Definethe settings for this report using the following definitions as reference:

T4 Data Selection

Tax Year Enter the desired tax year on which to base thereport. The
program will default this value to the previoustax year.

Limit to Current If you are processing multiple payrolls, check this box to limit

Payroll the report to the current payroll only. De-select this option to
base the report on datafrom all payrollsthat have avalid T4 file
for the tax year specified.
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CCRA (BN) Sort the report data based on the CCRA Business Number.
Employee Number | Sort the report data based on the Employee Number.
Employee Name Sort the report data based on the Employee Name.

Province Sort the report data based on the employee's Tax Province.

4. Onceyour settings are complete, choose the OK button. If you havethe Print to Screen
option activated under the Printer Setup Options, the report will appear in awindow as

shown below. If thisoptionis not defined, the report will be sent to your default printer.

i ¥iewing - 2002 T4 Data Report M=
File
CANPAY COMPUTER SOFTWARE *YZ2 Company Payroll a
Group: {(XY¥YZ_C0) 2082 T4 Data Report
Date: 2882711727 Period All Available
Time: 14:52
B14 Income QC Income B16 CPP Comp CGPP B17 QPP Comp QPP
B18 EI B28 RSP B2? FedTax B22 (Ctax Box24 EIearn B26 Pension B26 QuePen
B30 Housing B32 Travel B34 Auto B36 Loan B38 Stock B4B Dther B42 Comm
B44 Union B46 Charity B52 PenAdj B31 SpecSite B33 HedTrav B35 Kileallw B37 Relocate
B39 Stock({d) B413tock{d1) B78 Hun Off B71 3tat Ind B72 Sec122.3 B?Y3 Dayslut B74 Pre1998
B75 1998Mot B76 EmgUol B77 UCBRPaid B53 DefStock B97 Stkopt B98 Stkopt B99 Stkopt
B16A Pension B18A LumpSum B28A Comm B22A IncTax B24n Annuity B26A Retire B28A Other
B38A Patron B32A RRSP B34n PenAdj BE4BA RESP B42A Educ B27n Retire
ABRAM MIKE 18
222 Tudor Terrace 123-456-782 123456789RPBAA1
Winnipeg HB
87359.00 .88 1166 .27 1166.27 .88 .88
858.00 4368.00 24199 .97 -8 39000, 00 -8 -a8
-a8 -aa .88 .88 .88 .88 .88
.88 .88 .88 .88 .88 .88 .88
-a8 -aa -a8 -8 -a8 -8 -a8
-a8 -aa .88 .88 .88 .88 .88
.88 .88 .88 .88 .88 .88 .88
-a8 .88 -a8 .88 -a8 .88
ALAHD BIRDY 3
456 3eventh 3Street 111-111-118  123456789RPBAAT
Regina SK A1B 2C3
2880.608 .88 181.11 181.11 .88 .88
63.36 144 88 425 28 .88 2880.688 2880.08 -a8
-a8 -aa .88 .88 .88 .88 .88
.88 .88 .88 .88 .88 .88 .88
-a8 .88 -a8 -a8 -a8 .88 .88 =
Al H o
Fig. 9
The T4/T4A Data Report

If you need to make changes to your T4/T4A file (after analyzing this report), please refer to
the Editing the T4/T4A File section of thisdocument.

Changing Box Number Assignments

At some point during the year-end procedure, you may find it necessary to change a box number
assignment for an earning or deduction. GrandMaster Suite offers this functionality by allowing
you to edit the detail for each earning/deduction asthey relate to the T4/T4A process.

TO CHANGE AN EARNING BOX NUMBER ASSIGNMENT
1. Openthe Create T4/T4A File dialog box and select the Earningstab.
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2. Click onthe desired earning then select the Edit button (or double-click on the earning from
thelist). Thisopensthe Earning Assignments dialog box. Thisdialog box allowsyou to view
or edit the details for the selected earning as well as make changes to its T4/T4A box number
assignments.

s':ﬁ, Earning Aszsignments - 0001 Salary

File Help

r— T4 Classification
¥ Box 14 Income W Box 24 Insurable [+ B 26 Penzionable
[~ Quebec Income [~ Box260QFF

-~ Other Information
= Bowx 30 Housing Board Lodging = Box 38 Stock Option = Mon Applicable
" Baox 32 Travel € Baox 40 Other Taxable Allowances
" Box 34 Personal Use of Auto (a
" Box 36 Low Interest Loan 9

Box 42 Employment Commizzions

Statuz Indian Employes

— T44 Classifications

= Box 164 Pension £ Biox 184 Lurnp Sum = Bow 204 Cornrizzion
 Box 244 Annuity = Box 264 Fetirernent = Box 274 Mon Registered Fetirerment
= Bowx 284 Other = Biox 304 Patonage = Box 324 Pension

0]

= Box 344 Adiuztment T4 Mot Applicable

Cancel

Fig. 10
The Earning Assignments Dialog Box

3. Makeyour desired changes using the various options found in each section of the dialog box.
The T4 Classifications section provides options relating to common T4 assignments. The
Other Information section offers options for |ess common assignments. The T4A
Classificationssection provides options relating to your employees T4A data.

Note: Invalid T4/T4A Combinations - If you choose a combination of options that are not allowed
in order to create this file, you will receive an error message when you attempt to close the dialog

box. If this occurs, you will need to ensure that your settings are correct before closing the dialog
box.

4. Whenyou have finished your changes, select the OK button close the dialog box. You are
returned to the Create T4/T4A File dialog box where you need to save your changes.

5. Choose the Save Settingsbutton to store your earning changes. Y ou can now create your
T4/T4A file asrequired.

TO CHANGE A DEDUCTION BOX NUMBER ASSIGNMENT

1. Openthe Create T4/T4A File dialog box then select the Deductionstab.

2. Click on the desired deduction then select the Edit button (or double-click on the deduction
from the list). This opens the Deduction/Benefit dialog box. This dialog box allows you to
view or edit the details for the selected deduction as well as make changesto its T4/T4A box
number assignments.
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,':_ﬁ: Deduction Azzsignments - 0001 RRSP

Fil=  Help

r— Deduction Clazsification
= Box 20 RSP £ Baox 44 Union " Bowx 46 Charitable N
Bow 50 Plan: | EBension &djustment Dptions...

— Benefit Clazsification

™ Box 14 Income [~ Box 24 El Inzurable [~ Box 26 Pensionable
[~ Quebec Income [~ Box 26 QFP

" Baox 30 Housing Board Ladging " Baow 38 Stock Option

¢ Box 32 Travel ¢ Box 40 Other T axable &llowances

" Baox 34 Perzonal Use of Auta " Baow 42 Employment Commizzions

= Biox 36 Low Interest Loan & Mon Applicable

Cancel |

Fig. 11
The Deduction/Benefit Settings Dialog Box

Make your desired changes using the various options found in each section of the dialog box.
The Deduction Classification section provides options relating to the T4/T4A assignments.
The Benefit Classification section provides options rel ating to the benefits section of each
employee's T4/T4A form.

Note: Pension Adjustments - If you need to assign a pension adjustment, please skip forward to
the Pension Adjustments section of this document.

Pension Adjustments

When you have finished your changes, select the OK button close the dialog box. You are
returned to the Create T4/T4A File dialog box where you need to save your changes.

Choose the Save Settingsbutton to store your deduction/benefit changes. Y ou can now create
your T4/T4A file asrequired.

Pension plans vary greatly from company to company. As such, GrandMaster Suite has no way of
providing an automated method for defining pension adjustments. If a pension adjustment is
required (Box 52), you must do so manually, using the Deduction/Benefit dialog box.

TO ASSIGN A PENSION ADJUSTMENT

1.
2.

Open the Create T4/T4A File dialog box then select the Deductionstab.

Click on the desired deduction then select the Edit button to open the Deduction/Benefit
diaog box.

Select the Pension Adjustment Optionsbutton to open adialog box that allows you to specify
the details for the adjustment.
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— Penzion Adjustment Type———————— —~ Pension Adjustment Settings
IFME - Fised Monthly Benefit j i~ Fixed Benefit » 12 - Fixed Monthly Benefit
Fixed Dollar &mmatint: I—
— Annualization Method
= Pension Eamings / Months » 12 (1] || Percent of Contributions
= Pengion Hours / Factar IF] Fixed Percent: I—
% Pengion Earmings / Hours » Factor [H) ~Integrated with CPP/GFP
® Dol ) Percent sbowe WMPE: I—
Factar: I— Percent Below YMPE: I—

LCancel |

Fig. 12
The Pension Adjustment Options Dialog Box

4. Choose the adjustment type from the Pension Adjustment Type list then define the settings
using the various optionsin the dialog box. Note that certain options are grayed depending on
the adjustment type you choose.

Note: Choosing a Pension Adjustment Type - If you are unsure of which pension adjustment
type to use, you should consult with your pension plan administrator.

5. When you have finished your changes, select the OK button close both dialog boxes. You are
returned to the Create T4/T4A File dialog box where you need to save your changes.

6. Choose the Save Settingsbutton to store your deduction/benefit changes. Y ou can now create
your T4/T4A file as required.

CPP/El Mismatches

If you create your T4/T4A datafile and receive a message indicating that there are employees with
CPP/El mismatches, you will need to correct them prior to finalizing the T4's. GrandMaster Suite
provides this functionality by allowing you to edit your T4/T4A data.

The Year-to-Date CPFE| amounts do not match the T4 file calculation results. There are ;l
4 employee T4 records with CPR/El Yearto-Date value discrepancies. Review the T4 Data
Repartto determine which emploves T4 records do not match.

I

Fig. 13
An Exampl e of Mismatched CPP/EI Amounts
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TO LOCATE A CPP/EI MISMATCH

1.

Open the Payroll Module and ensure your payroll is open and ready for use. You can tell if

15

you have apayroll selected because its name will appear in the center of the Payroll Module.

Select the T4/T4A Report command from the Y ear-End menu, choose the correct Tax Yeatr,

and then create the report by choosing the OK button.

Beginning at the top of the report, search the data until you locate an employee who has a S/B
at the bottom of their data. Inthe example below, the employee's CPP totals are only off by a
few pennies. Although thisisasmall amount, it is enough to trigger the warning message that

alertsyou to the discrepancy.

i Viewing - 2000 T4 Data Report Hi=] B3
Fil=  Help
CAHNPAY COMPUTER SOFTWARE West Branch, Hursing -
Group: RM _GRP{WST) 2888 T4 Data Report
Date: 2881/18/23 Period All Available
Timc: 18:16
AUBREY SUETLAMA 864
37 WEST TRENT L44-990-44)  433563163RPOOG2
ADAHED OH HOP 1BB
25348.95 .88 851.78 851.78 .88 L]
608 .18 1873.25 3571.088 .88 25348.95 25348.95 L]
.88 .88 .68 .88 .88 L] L]
475 .65 .88 .68 .88 .88 L] L]
.88 .88 .68 .88 .88 L] L]
.88 .88 .68 .88 .88 L] L]
.a@ .88 .6e .8g L] L] .88
.a@ - a0 .6e .8g L] .88
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Fig. 14

The Mismatched CPP Totals
The CCRA makes it your responsibility to ensure that this datais correct. If you submit a

T4/T4A datafile with mismatched values, the CCRA will issue you a PIER report once they

process your data (if the difference is greater than $1.00).
Now that you have found the employee with the mismatch, you have several choices:
Edit the data T4/T4A data using the facility that GrandMaster Suite provides. Care

should be taken to ensure that you do not simply amend the numbers (e.g. adjusting an
employee's tax to make up for a CPP shortfall). The Edit T4/T4A featureis provided to
help you correct legitimate errors made during the payroll cycle.

Remit the difference to the CCRA when you process your taxes for the year. If an
employee has not been deducted the correct amount of CPP and comes up short for the
year, many employers simply make up the difference (if it was the Payroll department's
error). If theamount is significant, the employee should be notified of the shortfall and
steps should be taken to make amends.
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Changing Your T4/T4A Data

GrandMaster Suite provides functionality that allows you to edit your T4/T4A dataoncethefile
has been created. When editing this data, care should be taken to ensure that CCRA imposed rules
and regulations are being observed.

TOEDIT YOUR T4/T4A FILE
1.

Open the Payroll Module and ensure your payroll is open and ready for use. You can tell if
you have apayroll selected because its name will appear in the center of the Payroll Module.
Choosethe Edit T4/T4A File command from the Year-End menu. This opens the Edit

T4/T4A File dialog box where you can choose the year and the employees for which you will
perform the edits.

i Edit T4/T4A File
Fil= Help

— Data Selection

Tan Year |2DD2 [the vear far which the T4z were created)] ¥ Limnit to Currest Payral

— Employes

Inzert... | 24 Brevinus Hert s List...

Edit. |

Fig. 15
The Edit T4/T4A File Dialog Box

Inthe Tax Year field, enter the year for which you wish to edit the data. Thevalueinthis
field will default to the previous calendar year.

If you are working with only one payroll, you can leave the Limit to Current Payroll
checkbox with the default (that is, activated). Thiswill restrict your editing to the currently
selected payroll only.

Note: Multiple Payrolls - If you are working with multiple payrolls and wish to edit employee
information outside the currently selected payroll, you must de-select the Limit to Current Payroll
checkbox (i.e. remove the check from its checkbox).

5.

Choose the List button to display alist of employees whose data appearsin the current
T4/T4A datafile. Thislist allowsyou to choose one employee at atime.
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,':_ﬁ: Employees in T4/T4A File

Fil= Help
CRBRAN RIKE e Ao 78ORPOOOT | (C
ALAMOD BIRDY 123456789RPAAO1 HB
ALAMO GERALD 123456789RPAAA1 HEB
ALAMO JOJO 123456789RPAAA HB
ALAMO JOSEPH 123456789RPAAA1 HB
ALOHMO AHMGELA 123456789RPAAO1 HB
BARKHAH DAVE 123456780RPAAA1 HE
BERGEH ELIZABETH 123456 789RPAAA1 HEB
BLASE BILL 123456789RPAAA1 HB
BROWH LAURA 123456789RPAAO1 HB
DORHIHG CLYDE 123456780RPAAA1 HE
DUBYA RHERA 123456789RPAAA1 HEB
DYHAMD BRODY 123456789RPAAA1 HE =™
0K I LCancel |
Fig. 16

A List of Employees with Valid T4/T4A Data

Select the desired employee, then click OK to return to the Edit T4/T4A dialog box. The
selected employee's information now appearsin the dialog box.

. Edit T4/T4A File

Eil= Help

r— Data Selection

Tax vear IEDD2 [the vear for which the T4s were created) ¥ Limit to Current Payral

— Employes

BARKMAN DAVE

123456759RF 0007
B
Inzert... | << Previous Lizt...
Edit... | Exit |
Fig. 17

A Selected Employee, Ready for Editing

Choose the Edit button to open an the T4/T4A Details dialog box that contains multiple tabs.
Thefirst two tabs offer general address and miscellaneous information that pertains to the
selected employee.

The remaining tabs provide options that allow you to change the data rel ated directly to the
employee's tax form.
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3, TA/T4A Details - BN: 123456789RP0001 - MB [ 27] BARKMAN DAVE

Eil= Help
Address | Miscalaneous Box 1429 | Bon 3053 | Bow 70:93 | T44 Bon 1634 | Releve 1 Box A1 | Releve 1 Box 4T |

Box 14 Income: I 1600.00

Buebec Income: I— Expected:
Box 16 CFP: [47e0 | I Exempt 47.80
Box 17 APP: [

Box 18 EL IW [ Exempt 35,20
Box 20 RFF: T

Box 22 Income Tax: I E7.98
Box 24 El Earnings: I 1600.00
Bowx 26 CPP Earnings: I 1600.00

Box 29 Emploprment Cade: I

Delete |

Fig. 18
The Employee's B 14-29 Tab (Corresponds to lines 14 through 29 on their Tax Form)

Cancel |

8. Movethrough the tabs provided and edit the amounts as required. Remember to ensure that
you do not change data that would cause the CCRA any concerns (otherwise you may receive
Pier report).

Printing T4/T4A Statements

GrandMaster Suite allows you to print your T4 and T4A formsin-house using any standard
Windows compatible printer. Thisincludes continuous form devices (e.g. dot matrix or other
impact printers) aswell as single sheet fed printers (e.g. Laser or Inkjet printers).

Note: Continuous Forms to be Replaced - 2002 is the final year that the CCRA will support
continuous feed forms for T4s. When filing in 2003 (for the 2002 tax year), you will only be able to
use forms that are laser printer compatible (i.e. single-sheet feed). If your company is still using

impact printers (dot matrix) with continuous feed forms, you will need to upgrade your system
before that time.

ODBC Print Settings

GrandMaster Suite utilizes aruntime version of Crystal Reportsto print the T4/T4A statements.
Y ou will need to have your ODBC settings defined correctly in order to proceed with the printing
of your T4s. If you require additional assistance on defining your ODBC settings, refer to the
ODBC Print Settingssection of this document.

TO PRINT T4/T4A STATEMENTS

1. Openthe Payroll Module and ensure your payroll is open and ready for use. You can tell if
you have apayroll selected because its name will appear in the center of the Payroll Module.
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2. Choosethe Print T4 Statements command from the Y ear-End menu. This opensthe Print
T4 Satements dialog box where you can define the parameters for the printed forms.

s':_ﬁ: Print T4 Statements
Eil= Help
T4 | Adjustments |

— T4 Data Selection

Taxear W [+ Limit to Current Payrall
— Print Copy —Sort Order
— CCR& Form Selection———————————————
COT4EE 6 T4O0 ¢ T400) By Business Mumber then,
@+ By Mame
—Form Tepe Selection————————————— By Number
{* Lazer = Caontinuous By Category I_
= Copy 1 [CCRA - Mot required for Magnetic Fiing) | Print Ta:
{* Copies 2 and 3 [Employee] & Window
= Copy 4 [Comparny Copy) " Printer

— Range [Reprint only)

Fram: List... |
Tar List... |
Feprint |

Save Settings |

Fig. 19
The Print T4 Statements Dialog Box

3. Definethe settings for your T4 statements using the following definitions as reference:

T4 Tab

Tax Year Enter the desired tax year on which to base the report. The
program will default this value to the previoustax year.

Limit to Current If you are processing multiple payrolls, check this box to limit

Payroll the report to the current payroll only. De-select this option to

base the report on datafrom all payrollsthat have avalid T4 file
for the tax year specified.

Print Copy - CCRA Form Selection

Form T4(99) Select this button to use the T4 form for 1999.

Form T4(00) Select this button to use the T4 form for 2000.

Form T4(01) Select this button to use the T4 form for 2001.

Print Copy - Form Type Selection

L aser Select this button to print the statements using alaser printer
(onto CCRA laser printer T4 Statement stock).

Continuous Select this button to print the statements using a continuous form
or dot matrix printer (onto CCRA tractor feed T4 Statement
stock).

When you choose this option, the Copy 1 - 4 options (below) will
be disabled.

Note: Continuous Form Printing - When using the Continuous
Form Type option, the T4 datawill NOT print in each individual
box for each dataitem. The CCRA only requires that the data be
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within the outside perimeter of the box (where abox is
subdivided into smaller boxes). The forms were designed to
accommodate users who will hand write the T4 information as
well as those who will use a computer to print the information.

Copy 1 (CCRA) Select this option to print a copy of the T4 statement for the
CCRA. Thisoptionisnot required if you arefiling the T4 data
by magnetic media. This optionisonly applicableif you are
using a Laser printer.

Copies2& 3 Select this option to print two copies of the T4 statements for
(Employee) distribution to the employee. Thisoptionisonly applicableif
you are using a L aser printer.

Copy 4 (Company | Select thisoption to print a copy of the T4 statement for your
Copy) company records. Thisoptionisonly applicableif you are using
alaser printer.

L aser Select this button to print the statements using alaser printer
(onto CCRA laser printer T4 Statement stock).

Sort Order - By Business Number then:

By Name Select this button to print the T4 statements alphabetically by
employee Surname in ascending order.

By Number Select this button to print the T4 statements by Employee
Number in ascending order.

By Category Sel ect this button to print the T4 statements by the Category (as

defined in the edit field immediately to the right of this option.

Print To

Window Select this button to display the T4 statements in the report
viewer window. Thisisuseful to preview the data prior to
printing the actual statements.

Printer Select this button to send the T4 statements to the sel ected
printer.

Print Range

List (From:) Sel ect this button to choose the first employee (in agiven range
of employees) whose T4 data you wish to print. Once you define
this employee, you will need to define another employee to end
therange (see the List (To:) button). Thisoption isuseful when
you need to produce alimited range of printouts (e.g. when lining
up your printer before alarge print run).

List (To:) Select this button to choose the employee whose T4 datawill end
the print range. This option works in conjunction with the From:
option.

4. Onceyou have completed your print settings, choose the OK button. This opensthe Print
Review Request window and displays the T4 datafor the first employee, based on your sort
method.
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-=:jﬁ'Plinl Preview Hequest

I4|4| 1of1+ }|}||-| %l@”:fsz vI

WEST ERANCH NURSING
121 ELM STREET

SUDBURY ON  P3C 1T3
133563163RFP0O0O01

123456782
ANDERSON MELANIE

123 FOURTH ST.

SACKVILLE OH

A1B 2C3

WEST ERANCH HURSIHNG
121 ELM STREET

Tatal B4

100% E4 of B4

181.56

1297 .22

0346007

Fig. 20
The Print Preview Request Window

5. Usethe arrow buttons at the top of the window to preview the data.

6. Onceyou are satisfied, close thiswindow, re-open the Print T4 Statements dialog box, then

choose the OK button to send the documentsto the printer.

21

Note: ODBC Jet Database Errors - If you receive an ODBC error when you attempt to print your

T4 statements, you will need to configure your ODBC drivers correctly. Refer to the ODBC
Configuration section of this document for further instructions.

Adjusting the Print Spacing for T4/T4A Statements

Printer specifications can vary greatly by device. To account for these variances, GrandM aster

Suite allows you to adjust the spacing when you print your T4 statements. These adjustments can

be applied to most laser and inkjet type printers.

TO ADJUST THE PRINT SPACING FOR T4/T4A STATEMENTS

1. OpenthePrint T4 Satements dialog box, then select the Adjustmentstab. Thistab provides
several options for adjusting the final location of your printed data.
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£, Print T4 Statements
Eil= Help

T4 Adjuzstrments

—Adjust Page
" Default
" Upt1Aa2"
« Up1/8"

Up 144"

~
€ Diown 1412"
" Down 146"
~

Do 1./4"

Save Settings |

Fig. 21
The Print T4 Statements Dialog Box

2. Adjust the location of your printed T4 data by selecting from the options provided. Y ou will
note that GrandMaster Suite offers settings for the vertical adjustment only (the pre-printed
T4 statements you receive from the CCRA provide ample room for variationsin the left to
right placement).

LCancel

3. Print asmall range of pagesto verify your new spacing. Once you are satisfied with the
adjusted location, you can send the entire range of pages to the printer.

Note: Printer Definition Files - If you adjust the print spacing and find that the printed output does
not change position, you may not have your printer definition files in the proper location. You can
verify the location of your Printer Definition files (.RPTs) by running the Windows Explorer and
ensuring that they are located in GrandMaster Suite's \runtime folder.

Magnetic Media Filing

Effective with the 1999 filing year (i.e., formsto be filed in 2000), the CCRA requires employers
tofiletheir returns on computer tape, diskette or cartridge rather than paper (if they filea
combined total of 500 or more slips for which magnetic media filing computer specifications are
provided). Thisis called magnetic mediafiling.

When you file returns thisway, you do not have to send the CCRA paper copies of either the slips
or summary forms. Instead, you attach atransmittal sheet to the tape, diskette, or cartridge and
send the package to the CCRA Magnetic Media Processing Team or drop it off at the local tax
services office or centre. However, you must include the paper copies of any slips that are not
being sent via magnetic media, as well astheir related summary. Y ou should provide separate
tapes, diskettes or cartridges for each type of return you file.
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TO CREATE A MAGNETIC T4/T4A DATA FILE

1. Openthe Payroll Module and ensure your payroll isopen and ready for use. You can tell if
you have apayroll selected because its name will appear in the center of the Payroll Module.

2. Choosethe T4/T4A Magnetic Filing command from the Y ear-End menu. This opensthe
T4/T4A Magnetic Media Filing dialog box where you can define the parameters for the
magnetic file.

3. T4/T4A Magnetic Filing
Fil=  Help

— T4/T 44 Data Selection

Output Type
Tax rear |2E|E|2 % Test " Original " Replacemeant

™ Multiple Compary Submissions

r— File Infarmation

Output File Mame: I.&:\H CTTaAx001

Transmitter Mumber: IM il

Cantact M ame: |MF|. BLACK

Contact Phone #: |[2E|4] BEE-1234

Mame 1: Jrvz LTD.

Mame 2: |NDHTHWEST BRA&NCH
Address 1 |‘I23 FOURTH 5T.
Address 2 |

City: [\w/INNIPEG

Provinze: IME Postal Code: IM B2C3
Save Settings |

Fig. 22
A Completed T4/T4A Magnetic Filing Dialog Box

Lancel

3. Definethe settings for your magnetic datafile using the following definitions as reference:

T4sTab

Tax Year Enter the desired tax year on which to base thefile. The program
will default this value to the previous tax year.

Test Sel ect this option to generate atest file for submission to the
CCRA. The CCRA requiresthat all magnetic mediatest files be
submitted before the end of November of the year for which you

arefiling.

Original Select this option to generate the final production file for
submission to the CCRA.

Replacement Select this option to generate a replacement production file for

submission to the CCRA.

Multiple Company | Select this option to ensure that the magnetic mediafileincludes
Submissions all payrollswith valid T4 files for the specified tax year.

This option is necessary for Service Bureaus who provide payroll
services for multiple clients. The resulting file will contain the
data for multiple companies.

Output File Name Enter the file name and location for the magnetic datafile. The
name of the file cannot be changed from the displayed default --
the CCRA states that you may only change the three-digit
extension to specify a series of diskettes. Y ou may, however,
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change the destination drive as required.

Please review the CCRA’ s Computer Specificationsfor Data
Filed on Magnetic Media T4, T4A, and T4A-NR document for
additional information.

Note: Multiple Magnetic Files - Ensure that you copy only one
magnetic datafile per diskette. If thisfunction isto be performed
for multiple payrolls and you are not a payroll Service Bureau,
each payroll magnetic file must be on a separate disk.

Transmitter Enter the Transmitter Number as assigned by the CCRA. If you
Number do not have a Transmitter Number, you may still submit an
electronic file. Insuch acase, the CCRA requiresthat you
replace the “MM” portion with spaces and the remaining 6
numeric characters with zeros.

If you do not enter avalid Transmitter Number, the CCRA will
send you aletter indicating a problem with your magnetic file.
Thisletter will contain avalid Transmitter Number that you can
usein future years.

Contact Name Enter the name of the individual who the CCRA may contact if
there are questions regarding your magnetic datafile.

4. Onceyour settings are complete, choose the Generate File button. A message appears that
displays employee's names as their datais processed. Once the processis complete, afinal
message appears showing the number of T4 records that have been written and the total
number of accounts (payrolls) that have been processed.

Meszage Display

Created 272 Tdrecords for 2 Accounts

Fig. 23
The Successful Creation of a T4 Magnetic File

Note: Multiple Payroll Deduction Accounts - If you have more than one payroll deductions
account with the CCRA, make sure you file a separate summary for each number.

ODBC Configuration

Open Database Connectivity (ODBC) is a standard database access method devel oped by
Microsoft Corporation. The goal of ODBC isto make it possible to access any data from any
application, regardless of which database management system (DBMS) is handling the data.

In order for you to view and print T4/T4A statements, GrandM aster Suite requiresthat an ODBC
driver beinstalled and configured on your computer. Thisaction is accomplished automatically
when you install GrandMaster Suite. Occasionally however, it may be necessary for you to re-
configure these settings on your own.
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Crystal Reports

GrandMaster Suite employs athird-party utility that allows you to view and print your statements
-- Seagate Software’s Crystal Reports. When you install GrandMaster Suite on your computer,
Crystal Report's printer definitions (.RPT files) are also installed along with the supporting tools
for ODBC.

When you print statements, the Crystal Reports program will produce them based on the data
stored in one of the following files (which are installed in GrandM aster Suite's\runtime folder):

T4 Statements - TADATA.CSV
T4A Statements - TAADATA.CSV
Relevé 1 Statements - RELDATA.CSV

These files must also reside in the same location as the corresponding .RPT files (mentioned
above). Each time you print statements, the .CSV file that matches the statement report will be re-
generated. If you encounter an error message indicating that the selected CSV file could not be
found, you will need to re-configure your ODBC data source.

TO RE-CONFIGURE AN ODBC DATA SOURCE

1. Open the Windows Control Panel by choosing the Settings - Control Panel command from
your Start button.

2. Fromthe Control Panel, double-click the select Data Sources (ODBC) icon. Older versions
of Windows may list this option asODBC Data Sources. This opensthe ODBC Data Source
Administrator dialog box.

3. Select the System DSN tab to display the driversthat are installed and available on this
computer. You should see a Crystal Reports driver in thelist, entitled CrystalRptsCsv.

Note: Adding the Driver Manually - If the CrystalRptsCsv driver is not present on your computer,
you may manually add the driver. Refer to the Adding an ODBC Driver section of this document for
further information.
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{€10DBC Data Source Administrator

User DSN  Swstern DS | File DSNI Driversl Tracingl Connection Poolingl Ahout I

System Data Sources:

Diiver | agd.. |
Microsoft Test Driver [*.tat; “cav)

SOL Server Bemove |

LConfigure. ..

An ODBC System data zource stores information about how to connect to
the indicated data provider, & Systemn data source iz visible to all users
on this machine, including MT services.

(] 4 I Cancel | Aol | Help

Fig. 24
The System DSN Tab with the Crystal Reports Driver

Select the Crystal Reports driver from the list, then choose the Configure button. This opens
the ODBC Text Setup dialog box where you can verify the location of the required .CSV file.

Look at the location listed in the Database - Directory section of the dialog box. If it does not
match the \runtime folder where you installed GrandMaster Suite, you will need to changeit.

ODBC Text Setup EHE

[ata Source Mame: |Cl_l,lstaIF| ptsCay

Liescription: IDriver for Cryztal Report YWWiiter in the Gmzuite Cancel

Database

Directon: DeAGMSUITE Sruntire

Select Directory. .. |

[ Use Currerit Directory Options> |

Help

d;

Fig. 25
The ODBC Text Setup Dialog Box

Choose the Select Directory button and navigate to \runtime directory in the folder where
you installed GrandMaster Suite. The correct folder will contain the following files:
TADATA.CSV, TAADATA.CSV and RELDATA.CSV.
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Select Directory
File namme: Folders:
I". asc;” cav kab” et o hgmauiteluntime

Cancel
reldata cey ﬂ = ot ;I —I
relnotes. bt &= GMSUITE
tddata. cav
- [ -]
Save file az bwpe; Dirives:
ITe:-:t Filez [".asc;".csv;*.j I = ﬂ Metwork. .. |
Fig. 26

The GrandMaster Suite \Runtime Folder with the .CSV Files

6. Click OK to accept the folder location, then choose OK in the remaining dialog boxesto
accept your changes. You will now be able to print your statements using variousPrint
Statements command under the Y ear -End menu.

Note: Further ODBC Errors - If you still encounter ODBC errors after completing this section,
please contact CanPay Technical Support. The support staff will be able to diagnose your problem
and alert you to any outstanding issues regarding your ODBC setup.

Adding an ODBC Driver

If you have determined that the CrystalRptsCsvdriver is not on the list of available ODBC
drivers, you can manually install the driver using the steps outlined in this section.

TO MANUALLY ADD AN ODBC DRIVER

1. Open the Windows Control Panel by choosing the Settings - Control Panel command from
your Start button.

2. Fromthe Control Panel, double-click the select Data Sources (ODBC) icon. Older versions
of Windows may list this option asODBC Data Sources. This opensthe ODBC Data Source
Administrator dialog box.

3. Select the System DSN tab to display the driversthat are installed and available on this
computer. Sincethe CrystalRptsCsv driver does not appear in the list, you will have to add
it manually.

4. Choosethe Add button to open the Create New Data Source dialog box, then choose the
Microsoft Text Driver option from the list of drivers.
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Create Hew Data Source E2

Select a diiver for which you want to set up a data source.

Mame | ersioh | Carmpa
Microsoft Access Diiver [Fmdb)  4.00.4403.02  Micros
Microzoft dBase Driver [* dbf] 4.00.4403.02  Microm
Microzaft Excel Diriver [*.xls) 4.00.4403.02  Micros
Microsoft FosPro Driver [* 4.00.4403.02  Micros
[ R M 4 00.4403.02  Micros:

< Back: I Finish I Cancel

Fig. 27
The Microsoft Text Driver Selected

5. Select the Finish button to accept your selection. This opensthe ODBC Text Setup dialog box
where you must define the location of the required data source.

6. Enter CrystalRptsCsvin the Data Source Name field and add a general description for this
driver (as shown in the sample below).

DDBC Text Setup HE
[ata Source Mame: |Cl_l,lstaIF|ptsCsv (1] I
Liescription: |DDBC Diriver for Grandbd azter Suite Cancel |
Database
Help |
Directon:

Select Mireston,. |

[+ Usze Current Directary

Optionss> |

Fig. 28
The Data Source Name and Description Defined

7. Click onthe Use Current Directory checkbox. This action removes the check from its box
and enables the Select Directory button. Thisbutton isrequired to locatethe .CSV filesin
your GrandMaster Suite \runtime folder.

8. Choose the Select Directory button and navigate to\runtime directory in the folder where
you installed GrandMaster Suite. The correct folder will contain the following files:
TADATA.CSV, TAADATA.CSV and RELDATA.CSV.
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Select Directory
File namme: Folders:
I". asc;” cav kab” et o hgmauiteluntime

Cancel
reldata cey ﬂ = ot ;I —I
relnotes. bt &= GMSUITE
tddata. cav
- [ -]
Save file az bwpe; Dirives:
ITe:-:t Filez [".asc;".csv;*.j I = ﬂ Metwork. .. |
Fig. 29

The GrandMaster Suite \Runtime Folder with the .CSV Files

9. Click OK to accept the folder location, then choose OK in the remaining dialog boxesto
accept your changes. You will now be able to print your statements using variousPrint
Statements command under the Y ear -End menu.

Note: Further ODBC Errors - If you still encounter ODBC errors after completing this section,
please contact CanPay Technical Support. The support staff will be able to diagnose your problem
and alert you to any outstanding issues regarding your ODBC setup.

ODBC Installation Issues

If you encounter an ODBC-related error message while installing GrandMaster Suite, don't be
alarmed. GrandMaster Suite will still install successfully and you will be able to process payrolls
effectively. However, you will not be able to produce T4/T4A/Relevé 1 statements until the
ODBC drivers have been successfully installed.

Known error message may be similar to any of the following:
File(s) failed to self-register. c:\windows\system32\M stext40.dll.

Could not load the setup or translator library. Microsoft Text Driver (*.txt, *.csv).

ODBC Utilities

We have included several utilities on your GrandMaster Suite CD-ROM that may help you resolve
other ODBC issuesthat arise. Thesetools are located in the \mdac folder of the CD-ROM.

MDAC_TYP.EXE- Microsoft Data Access Components (MDAC) are key technologies
that enable Universal Data Access. These componentsinclude Microsoft ActiveX Data
Objects, OLE DB, and Open Database Connectivity (ODBC).

CC.EXE - Microsoft Component Checker (Comcheck.exe) is atool that helps you
diagnoseinstallation issues with MDAC. Depending on the operating system and version
of MDAC that isinstalled, Comcheck can aso remove and re-install different versions of
MDAC.

DCOM 95.EXE - Distributed Component Object Model (DCOM) enables software
components to communicate directly over anetwork in areliable, secure, and efficient
manner. DCOM is native to the Windows 2000, Windows NT 4.0 and Windows 98
operating systems. DCOM must be installed on Windows 95 computers to enable this
functionality.
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Note: Use These Utilities With Care - These special utilities can cause your computer to function

improperly if they are not used correctly. If you are unsure of how to use these utilities, please
consult with your IT department or call CanPay Technical Support for further information.

Working at the Employee Level

Other than ensuring that your employee datais defined correctly, there are no specific settings to
be carried out at the employee-level.

Frequently Asked Questions

Why do | receive a CPP/EI Mismatch error when | create my T4/T4A file?

1) A CPP mismatch can occur if you attempt to create the T4/T4A file when one or more
employees have too many defined pay periods (extra pay periods can occur when you run an
Additional Pay or Extra Pay calculation for an employee).

2) An El mismatch can occur if one or more employees have switched to areduced El rate at some
time during the year. Y ou can avoid this occurrence by removing the check from the Use YTDs
checkbox in the Create T4/T4A File dialog box. Removing the check ensures that GrandM aster
Suite will perform a complete recalculation of each pay period, rather than using the year-to-date
values.

Why do | receive an "ODBC - MS Jet Database Engine" error when | try to print my
T4s?

1) Your ODBC driver isnot installed. Refer to the ODBC Configuration section of this document
for further information.

2) Your ODBC driver isnot installed correctly, or the path to your driver is not correct. Refer to
the ODBC Configuration section of this document for further information.

Where can | obtain a supply of T4 and T4A forms for my laser printer?

Y ou can contact your local CCRA office or phone (800) 959-2221 and request blank T4/T4A
stock. You can also order these forms online at the following Internet site:

www.ccr aadr c.gc.ca/formspubs/request-e.html

How do | balance my Year-end totals before | print my T4s?

The best way to do thisisto balance these total s agai nst the amounts you remitted to the Receiver
General. If the amounts need adjusting, you can use the Edit T4/T4A Data command located
under the Y ear-End menu. Remember to avoid changing data that would cause the CCRA any
concerns (otherwise you may receive Pier report).

When can | expect to receive my GrandMaster year-end software update?

CanPay provides all registered users with a copy of the year-end update once the Federal budget is
complete and the final draft has passed legislation. This generally occurs during the second and
third week of December. Go to our website at www.canpay.com and view the News page to keep
track of changes to the software as they happen.
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Appendix A - General T4/T4A Guidelines

General T4 Guidelines

Before you start to enter information on you T4 dlips, please keep the following pointsin mind:

Complete the slips clearly and in alphabetical order using a standard 10- or 12-character
per inch font if typed or computer generated.

Make sure the SIN and name you enter on the T4 dlip for each employee isthe same as
the one on hisor her SIN card.

If you had an employee who worked in more than one province during the year, prepare a
separate T4 slip for earnings and deductions that apply to each province or territory.

Report, in Canadian dollars, all amounts you paid to employees during the year.
Do not use hyphens or dashes between names/numbers and don't type the dollar sign ($).

Report all amountsin dollars and cents. However, report the pension adjustment (PA) in
box 52 in dollars only.

Do not show negative dollar amounts on slips. To make a change to a previous year, send
us an amended slip for the year in question.

If you do not have to enter abox amount, do not print or type "nil" - leave the box blank.
Do not change the headings of any of the boxes.

If you give employees multiple slips, either because they were employed in more than
one province or on different payrolls, you should report the PA proportionately on each
T4 slip. If you are unabl e to apportion the PA thisway, you can report it on one dlip.

General T4A Guidelines
The summary form is used to report the totals of the amounts that you reported on the related slips.
Before you start to enter information on the summary form, keep the following pointsin mind:
Make sure you use a separate summary for each type of dlip.

If you did not receive a personalized T4 Summary form, get a blank one from your
nearest tax centre. Enter your Business Number, operating or trading name, and address.

Report amounts in Canadian dollars and cents on all T4 Summary forms.

If you file asummary form for ataxation year other than the one printed on the form,
cross out the year in the upper left corner, and enter the correct year directly below it.

Complete a separate summary form for each one of your payroll deductions accounts.
Ensure each summary form isin front of the related slips (do not use staples).

Thetotals you report on your summary form have to agree with the totals you report on
your slips. Errors or omissions can cause unnecessary processing delays.

Y ou can make a photocopy of the original T4 Summary form, and use it as your working
copy. Keep the working copy for your records.

Send the original T4 Summary form along with the related slips to the Ottawa
Technology Centre. Y ou can find the address on the summary form.



