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Filing T4 and T4A Slips for 2018

ComVide EMS 4.2 provides two main filing methods paper or electronic
submission. The electronic method will create an XML file whielnbe sent to the
CRA through the internet. The CRA requires mandatory electronic filing in XML
format when employers file more than 50 (per slip type) T4, T4A, etc.

The employee always rdges two copies of his/her TB4A regardless of howthe
employedilestax slips with the CRA. One copy is retained by the employer for a
minimum of six completed years.

If you are submitting T4s and/or T4As for more than Bnap | o sceaurit s
Number (Bisiness Number), then you must repeat steps 1.2 forleach
E mp | o Kceaurit Sumber.

Note: All payments with a pay date 2918are to be reported on T4 slips 2018
regardless of when the pay period occurred in which the work was performed. Thi
means that a pay period ending in Decen@t8with a pay date in Januar3019

must be set up as pay period 2619 The last pay period @018must be paid in
2018in order to correctly report on the T4 slips.
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1.1 Generating T4 and T4A data

1. Click Tools |T4/T4A | Generate T4 Slips

ZZTEMP, FT ( ZZTEMP-FT) |z 106990906RP0001

L E \% , :\v-..\- ST CTHG
2 |
Value: INCUYR =] Value: INCUYR  [7]
Item From:  |7220-CPPER  |-) Item From:  [7050-EIER  [=]
Item To: 7220-CPPER  |=] Item To: 7050 - EI ER [~]
Generate | Cancel |

1 In theEmployee section, select the employees for whom slips are to be
generated This can belkemployees, a selected employee, or a group of
employees using the Employee Type Block or the Payroll Type Block.

1 In theOptions section, select the Ye20(8, the Payroll Account #, the
Data Type (Original), the EI Clas® (or U, if applicable) and the
Employment Code for Box 29 (if applicable).

1 In Summary Information, enter tiroprietor SINs (if applicable).
Employet s Contri butions has two item rang
El which automatically calculate during the generate T4 Slips process.
Select E ER item corresponding to El Class. The Total Employer CPP
and Total Employer El values can still be edited s Td/T4A Company
Info page

9 Click Generate

1 The T4 Summary Report will be displayed, which you can print for
review. T4 information can also be reviewed on the T4sPime.
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1 Repeat step 1 for each additional Payroll Account #, making the
appropriate dections in Payroll Acount, El Class and El ER items

2. Click Tools |T4/T4A | Generate T4A Slips

ZZTEMP, FT (ZZTEMP-FT) [ =]

Generate I Cancel I

1 In the Employee section, select the employees for whom slips are to be
generated. This can be all employees, a selected employee, or a group of
employeesising the Employee Type Block or the Payroll Type Block.

1 In the Options section, select the Ye2018, the Payroll Account #, the
Data Type (Original) and the EI Class (Q or U, if applicable).

1 In Summary Information, enter the Proprietor SINs (if aygilie) and the
Employer RPP Numbers (if applicable).

9 Click Generate

1 The T4A Summary Report will be displayed, which you can print for
review. T4A information can also be reviewed on the T4AsRlage.

1 Repeat step 2 for each additional Payroll Accatymhaking the
appropriate selections in Payroll Account, El Class and EIl ER items
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3. ReviewT4 / T4A data on th@4 Slips page and/or th&4A Slips page

Filters... | Active

Employee Calculate | Tools ~ | Reports - | Help - ‘ Exit ‘I
Period
Employee Payments
Settings
Periods
S 123456789 RPOO1 4,272.75
Items
2018 123456789 RPOO1 ADAM/E (| 1,509.90 73.62
Registers
) e 2018 123456789 RPOO1 ANDER/D | 1,524.90 68.82
Report Writer
T4/T4A Company Info ® 2018 123456789 RPOO1 ASHL/H O 2,284.80 53.12
WF % 2018 123456789 RPOD1 BROWN,C O 2,285.98 99.82
T4A Slips - % 2018 123456789 RPOO1 CONN/S [ 5,250.45 199.90
ﬁ ® 2018 123456789 RPO01 CRET/M | 5819.10
- ® 2018 123456789 RPOO1 DANB/R O 8,593.73 358.73
x 2018 123456789 RPOO1 FRAN/T O 6,127.65 243.34
x 2018 123456789 RPOO1 GOGO/T (| 5,148.40 194.89
. ceen oo n oo e — S R v
« I v

1 Every T4 / T4A slip generated can be viewed @sépages.

1 Click Print to print a summary adne or all slips.

123456789 RPO01

Ashley, Henrietta (ASHU/H) [z

-7 |l

[ o

2272272227 el
= (]

[T] Frint 2nd Page (Box Descriptions)?

Print Email I Cancel
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1.2 Printing and Emailing T4 and T4A Slips

T4 and T4A slips can be printed and emailed as many times as necessary. To
print and/or email the T4 sliger T4A slips) click Print on theT4 Slip page(or
T4A Slip page)or click Tools |T4/T4A | Print/Email T4 Slips (or Print/Email

T4A Slips)

) Employer (1 Copy)
() Employee (2 Copies)

[ Frint 2nd Page (Box Descriptions)?

Print l Email | Cancel |

1 In the Employee section, select the employees for whom slips are to be printed
or emailed.

1 In the Options section, select the Ye2018, the Payroll Account #, the Data
Type (Original) andhe EI Class (Q or U, if applicable).

1 In the Format section, seleéstimmary to print a summary of the slips for
verification purposes. Seleémployer (1 Copy)t o print t he empl oy
(1 slip per employee, 2 slips per page). Sdieaployee (2 Copis)to print
the employee copy (2 slips per employee per page). Put a check mark next to
Print 2" Page (Box Descriptions)f you wish to print the second page for
each employee.

9 The Print button will print the slips and present themreport vewer. The
Email button will print the slips and also email them toRag Slip Email
Addresson the HR Bank Accounts pagBlote: theEmail button is only
available wherEmployee (2 Copies)s selected.
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1.3 Exporting T4 and T4A slips

1. OntheT4/T4A Company Info page, edit eact2018entry to ensure that all
the required information has been entered.

9 Some information, such as Employer and Transmitter names and addresses,
isalready entered foryod he Empl oyer 'faa CRP@mdtEr i but i ons
will appear as entered the Generate T4 Slips dialog (see step 1 in section
1.1).

1 The TransmitteMNum s thetransmitter number assigned by CRIAleft
blank, it will default in the XML fileto the generic transmitter number
MM555555.

1 Enterthe contact informatiofor the Technical ContacgfTech Name, Tech
Area Code, Tech Phone, Tech Emaitd Accounting Conta¢Acct Name,
Acct Area Code, Acct Phone)You must provide both a Technical contact
and an Accounting contact. Normally they will be the same person, e.g. the
peron who prepared the T4s is the technical contact, and the person who
normally does Payroll is the accounting contact.
Note that the Tech Phone and Acct Phone must be entered in the format of 3
numeric, followed by-J and 4 numeric, e.g. 338444

2. Click theExport button, orTools |T4/T4A | Export T4/T4A Slips

Payroif Account

Please review the Transmitter and Employer addresses in the T4/T4A Company Info page before exporting.

Export | Cancel |

1 Note the message remindingyolP | ease review the Transm
Empl oyer addresses in the T4/ T4A Compal

1 In the Options section, select the Ye2018, the Payoll Account or All,
and the Data Type (Original).
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1 Click Export.

1 If any errors are detected, an error report will be generated. You will have
to fix the errors before continuing.

ComVida Community Living
201 - 319 Governors Court

New Westminster, BC, Canada

V3L 585

Submission - Exception Report

CVCCLPR

Year: 2014
Type Code Error
T4 ASHLH Address Postal Code cannot be blank
T4 SMITT Address City cannot be blank
T4 SMITA Address Province cannot be blank
T4 SMIT/T Address Postal Code cannot be blank

1 If there are no errors, click dixport Complete. Click here to dowload
your file. TheXML file will be displayed.
1 Save the file so it can be uploaded to CRA.
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Sample XML File:

<?xml version="1.0" encoding="UTF-8"?>
- =Submission xmins:xsi="http:/ /www.w3.0org/2001/XMLSchema-instance" xsi:noNamespaceSchemalocation="layout-topologie.xsd"=
- <T619=
<sbmt_ref id=2014XML</sbmt_ref id>
=rpt_ted=0</rpt_tcd=>
<trnmtr_nbr=MM555555</trnmtr_nbr>
=trnmtr_tcd >3</trnmtr_ted >
<summ_cnt>1</summ_cnt>
<lang_cd=E</lang_cd=>
- =TRNMTR_NM:=
=[1_nm=CVCCL=/I1_nm=>
=(TRNMTR_NM=
- =TRNMTR_ADDR>
<addr_|1_txt=319 Governors Court=/addr_|1_txt=
<cty_nm=New Westminster</cty_nm=
<prov_cd=BC=/prov_cd=>
<cntry_cd=Can-</cntry_cd=
<pstl_cd=V3L555</pstl_cd=
</TRNMTR_ADDR=>
- =CNTC=>

1 Click FILE NOW 1 Internet file transfer if you have your CRA login
information and are ready to upload the file immediately. This link takes
you to the CRA Internet file transfer website.

Canada Revenue Agency Canada

I

Individuals and families | Businesses Charities and giving = Representatives

Home = Filing information returns electronically = Internet file transfer (XML)

Resources Internet file transfer (XML)

If you use payroll, commercial, or in-house developed software to manage your business, you can
submit files of up to 150 MB over the Internet using the Internet file transfer application. For more
Forms and publications information on what can be filed using Internet file transfer, see Which option should | use to file
my infori ion rt n?

Online services

Ato Z index

Enquiries Enter Internet file transfer (XML) secure website

Need a Web access code?

1.4 Other filing methods

1.4.1 Year-end Online Forms

CRA has a number of forms that can be filled out online and then printed for
submission of the paper copy. These forms include T4, T4 SummaryandA,

T4A Sumnary. The paper method of filing can be used when there are not more
than 50 slips.

1.4.2 T4 Web forms

This filing optioncan be useceffective Januarg016, to file 1 to 100original or
amended T4 slipsYou will need a compatible browser to complete, piamd
submit a T4 information return. Detailed instructions are provided on the web
page, and computer requirements are detailed on the CRA web site.

http://www.craarc.qc.cagsrvesrvce/rf/t4wbfrms/mengeng.html
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1.5 Filing deadline and penalties

The deadline for filing the CRA T4 and T4A returns is by the last day of February
following the taxation year being filed. If you fail to meet the above deadlines, your
employer wil be liable for a penalty (a minimum penalty of $100 and a maximum
penalty of $7,500based on number of slipsYou can avoid these penalties by

filing by the last day of February, even thougiu may have to send amendments or
corrections at a later datNote that if the last day of February is a Saturday or
Sunday, then the slips are due the next business day.

The deadline for filin@018T 4 ° s  Whuisday Fbbeuary 282019
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Year-end Procedures for 2018

1.6 Priorto Year End

1. Generate T4 Summary@a This is an optional step and is for checking purposes
only.

Click Tools | T4/T4A | Generate T4 Slips

ZZTEMP, FT (ZZTEMP-FT)  [] 106990906RP0001

Voo vae:  [nar Lo
Ttem From: Item From: [7050-EIER |7
ttem To: Ttem To:

Generate | Cancel I

1 Select the employees for whom you want to generate T4 slips, the29&8; (
the Payroll Account (Business Number), the Data Type (OriginalEkkiClass,
if applicable, and thEmployment Code for Box 29, if applicable.

T Employer’”s Contributions has two item rz¢
which automatically calculate during the generate T4 Slips process. Select ER
El item corresponding &l Class. The Total Employer CPP and Total
Employer EI values can still be edited in the T4/T4A Company Info page

i Click Generate

1 The T4 Summary Report will be displayed, which you can print for review. T4
information can also be reviewed on the T4 Shage.

1 Repeathis stegfor eachadditionalPayroll Account #andmaking the
appropriate selections in Payroll Account, El Class and El ER items
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2. Generate the T4A Summaryhis is an optional step and is for checking
purposes only.

Click Tools | TAT4A | Generate T4A Slips

2018 |
ZZTEMP, FT (ZZTEMP-FT) [z 106990906RP0001

Generate | Cancel |

1 Select the employees for whom you want to generatesligs, the Year
(2018, the Payroll Account (Business Number), the Data Type (Origanad),
the El Class, if applicahle

M Click Generate

1 The T4A Summary Report will be gplayed, which you can print for review.
T4A information can also be reviewed on theATdlips page.

1 Repeathis stegor each Payroll Account #, and if adjustments are required.
1 Repeat step 1 for each additional Payroll Account #, making the
appropriateselections in Payroll Account, EI Class and EI ER
items
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1 TheEmployee Province is a required field to Generate T4s/T4As. If the
following error message is returned check the Work Profile Il page in HR.
Ensure that Tax Province is correct and updateqsred.

1 Also check that employee address is completed correctly.

= | CVC Error -- Webpage Dialog

An error has occured during processing. The following information was =
returned:

The [EmployeeProv] is a required field. Please supply a value and resubmit.

m

\ErrCmnValidationError |

Source:
PRT4Slip::SaveChanges

Page:
;EMS42/ PR/Tools/dIgPRGenerateT4.aspx

< | 1 | 3

1T Repeat steps 1 and Z4Absgenerate T4’

Review the T4s and T4As and make any adjustments. It is easier to fix them
currentyearathert han after ywithédNewYearni ti ali zed

Reminder Steps 1 and 2 are optional, but they si®nglyrecommended.

Tip: Data Templates can be used to export required fields such as tax province, address
fields and S.I.N. for verification and update.
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3. Update and print thBIPP (Superannuation) Yeand report (SUPERE)
(Applicable to B.C. only)

a) In the Report Writerselect th&6sUPER YEreport and click the blue plus

bol L~ dth
(& http:/flocalhost/?pageid =76234b24-8858-46de-a854-514c3b%b9%a - Com\Vida Payroll (cvec - admin) - Windows Internet Explorer =& é
ComVida Community Living Payroll (cvccL PR) CVE
Pages. . ‘ Report Writer
Employee Calculate i
Period Tools | Reports | Help | Exit
Employee Payments
Settings
Items
i 2 Code . [*] | Description []| content  [~] | Type Block [+] | Heading1 [+]| Hea
Periods
- e 5] ) - | ol
yeles SUPERANNUATION -

) O /4 X SUPERYE égﬁ%’l‘gﬁno" Employee - COMMISION YEAT
Registers CONTRIBUTOR =
Report Writer 3

Columns Filters
T4/T4A Company Info
T4 Slips Sort
T4A Slips ' # ‘ Num4 Pos A| Title Type Item/Field Value | pavel colm 3
—_— 1 1 SIN Master Field EmpSIN o
a I » P M 1 |(None) E
P 2 13 NAME Master Field DisplayName Mone) [
2 one) [~
Operator Notes... 7 X 3 44 PENSIONSERV | Item 6720 AMCUYR | |
1 3 |(None) |-
P 4 57 CONTRIBUTION  Item Summary  ??2-777-722-27m AMCUYR E
4 |(Mone) |~
7o X 5 70 SUPEREARN  ItemSummary  772-222-222-72m INCUYR E—
None) |~
P 6 83 CONTRB SERVC | Ttem 6730 INCUYR 5 [ ) [
None) |~
Z 9K 7 96 TERM-DATE Master Field TERM i 6 [ ) [ |
I o - Save _
€ [ i, r
7 Beqins with([Codel. ‘super-ve' Clear
#100% v

b) Checkthe eport’s Col umn settings

1 If your Payroll is still h 2018and you are checking t2818MPP then the
Value in the Report Layout has to sheWwICUYRr INCUYR(CUYR
indicates current year).

9 If your Payrollisin2019a nd vy o u’ r e20X3KRPdHen tmaluet h e
has to shovAMLAYRor INLAYR (LAYRindicates last year). You will need
to change all lines to eith&MLAYRor INLAYR.

c) Check the report’s Filter settings

9 If the Columnstab hasAMCUYR andINCUYR, then theTest Criterian the
Filter tab has to havAMCUYR (notAMLAYR) in Valueas well.

Hint: You may want to have two SUPEFE reports: Current and Last with the
correct Value column and Filter settings respectively to save the trouble of
changing CU to LA or vice versa.

d) Print and review the report. Make any necessgnsadents in Payroll.

Note This step is for employers who contribute toB@&Pension Plan It is
optional, but it is strongly recommended
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4. Setup the Pay Period Schedules
In thePeriodspage, expand tH&018Payroll Year, click to go to the lasage, and

verify that the final pay period @018hasYear as theEnd Type.

Filing T4-T4A and Procedures for 2018

Periods
#
7 K

| Year_| period
2018

| atias
26 | 201826

| start Date

09/Dec/2018

| End Date

22/Decj2018

| Length | End Type
14 | Year

Pagel6

Add the pay period schedule #2019 Click the green plus symbc',f-f) to add.
1 Enter theStart Date of the first pay period of the year and &ed Date of the
last pay perid of the year.

1 Enter the number d®eriods (26 or 27), thd-iscal End Month (3) and put a
check mark inAdjust Fiscal Begin

1 Click the green checkma+" to OK the adjustment

Pages... "Periods Filters... | Active -
Employee Adjustments =
Employee Calculate | Tools v | Reports ~ Help ~  Exit |
Period
Employee Payments # Year + [+]| Description [+]| start Date [~] | End Date  [+]| Periods [+| Fiscal End Adjust Fiscz
Settings B 2 ds % 2019 Payroll Year 2019 23/Dec/2018 21/Dec/2019 26 3
Periods
Cycles Periods
# Year | Peri Alias Start Date End Date Leng End Type | Created By Cre
— od | d th d ted
2019 1 2019 23/Dec/20 05/Jan/2019 Administrator, ComVid 22,
P 2019 201901 23/Dec/2018 05/Jan/2019 14 X Ad trator, C d 22
Registers :
7 % 2019 2 201202 06/12n/2019 14 | % Administrator, Comvid 22,
Report Writer 7 % 2019 3 201903 20/anj2019 14| x Administrator, Comvid 22,
T4/T4A Company Info 7 % mis 4 301904 03/Feb 14 | X Administrator, Comvid 22,
T4 Slips 2 % 2019 5 201905 14 X Administrator, Comvid 22;
Taa Slips . 2019 6 201906 14 X Administrator, Comvid 22,
2 % 2019 7201907 14 | X Administrator, Comvid 22,
Operator Notes. . 2 % 20 & 201208 14| X Administrator, Comvid 22,
P’ 2019 9 201209 14 | % Administrator, Comvid 22,
P 2018 10 201910 14 X Administrator, ComVid 22,
7 % 2019 11 201911 14 | % Administrator, Comvid 22,
-
»

1 The system will automatically determine the Start and End Dates of all pay
peiods. All rows will be red, with aknd Type X. Edit each period to
indicate theeEnd Type (Period, Month, Quarter or Year).

Note All payments with a pay date 2018are tobe reported on T4 slips for

2018regardless of when the pay period occurnedavhich the work was

performed. This means that aypaeriod ending in Decemb2018with a pay
date in Januar2019must e set up as pay period 12019 The last pay period
of 2018must be paid i”2018in order to correctly report on the T4 slips.
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5. If your organization uses the HSCIS or CSSEA extracts, make sure to run these
reports for the final 2018 figures and save the report as well as the submission
file.

ComVida has found that HSCIS and CSSEA wi
future ime, and running this will allow you to submit the correct data to the

reporting agency without having to modify records which may have changed

between yeaend and when the data is requested.
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1.7 At Year End

1. Change th&axYear in the Settings pageTaxYearAvailable indicates the latest
tax tables that have been loaded @agYear is the one currently beingad by
your system. Updat2018 to 201A in TaxYear.

Note This step must be performed before the Calculate Period is donegrior t
PayPeriod 1of 2019

2. Click Tools | Initialize Period

Initialize Period will cyclehe cumulative figures f&018from the "current year"
fields (CuYr) to the "last year" fieldd. @ Yr) in the Employedmounts page.

Initialize Period - Google Chrome ~ — o n

£ https://www.comvida.net/EMS42/PR/Tools/dIgPRInitPeriod.asy

End Date: ‘
Payment Date:
Fiscal Period:

Initialize Period | Cancel

3. Update the Cycles

In theCycles page, any cycles which occur monthly or less frequently than every
pay period (e.g. MONTH, BMONTH, EMONTH) must be verified to ensure that
t her e i s Ocursfodeach applidable pay period. The Cycle code is used
in item configuration to idengffwhich pay periods items will calculate.

ComVida Community Living payroll (Cvcel PR) LYE-
Pages... Cycles Filters... | (None)
EMDIOYEE 1T T
Employee Adjustments | Tools - | Reports -~ Help =~ | Exit ‘
Employee Calculate
Period # Cyde - [~ | Description [~ | Mum Oceurs 7| | Created By |~| | created When [~ | Mo
Employee Payments Z b X MONTH BEGINNING OF THE MONTH 13 CVCPRConwersion  30/Sep/201109:08  Anc”
Settings o L
Periods
— 2 Cyde Code | Period Gceurs Created By Created When Modified By Modified When
7/ MONTH 1 1 CVCPRConversion  30/Sep/201109:08  CVCPRConversion  30/5ep/2011 10
Cycles L /  MONTH 2 0 CVCPRConversion | 30/Sep/201109:08  CVCPRConversion | 30/Sep/2011 10)
Report Writer 1 #  MONTH 3 1 CVCPRConversion 30/5ep/2011 09:08  CVCPRConversion 30/5ep/2011 10
T4/T4A Company Info 7/ MONTH 4 0 CVCPRComversion | 30/Sep/201109:08 | CVCPRConversion | 30/Sep/2011 10|~
T4 Slips /  MONTH 5 1 CVCPRConversion  530fSep/201109:08  CVCPRConversion | 30/Sep/2011 10)
= /  MONTH 5 0 CVCPRConversion | 30/Sep/201109:08  CVCPRConversion | 30/Sep/2011 10)
T4A Slips - /  MONTH 7 1 CVCPRConversion | 30/Sep/201109:08  CVCPRConversion | 30/Sep/2011 10)
Operator Notes... /  MONTH 3 0 CVCPRConversion | 30/Sep/201109:08  CVCPRConversion | 30/5ep/2011 10)
/  MONTH 9 1 CVCPRConversion  30/Sep/201109:08  CVCPRConversion  30/Sep/2011 10l
rd MONTH 10 0 CVCPRConversion 30/5ep/2011 09:08 CVCPRConversion 30/5ep/2011 10
ra MONTH 1 1 CVCPRConversion 30/5ep/2011 09:08 ‘CVCPRConversion 30/5ep/2011 10
| /  MONTH 12 0 | CVCPRConversion | 30/Sep/2011 09:08 CVCI‘?RCuvwerslon 30/Sep/2011 10 ~
« 1 ’
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4. Update TD1 personal tax exemptions in Bagroll Numbers page in HR

a) Update theCLAIM field if the employee has changed his/her feldeeam
amount for the yea2019

T

If the employee is claiming the bagersonal amount (i.e. Federal Claim
code 1 = $2,069for 2019, leave theCLAIM field asO.

If the employee is not claiming the basic personal amount, then enter the
actual dollaramourd f t h e e20ipdersona exéngptionss

shown in Total ClainrAmount in line 13 of TD* 2019Personal Tax
CreditsReturn).

b) For those employees who have completed a provincial TD1 form (e.qg.
TD1BC 2019British Columbia Personal Tax Credits Return), update the
PRVCLAIM field if the total claim amount for ye&019haschanged.

T

If the employee is claiming tHfellowing basic personal amount (i.e. code
1) leave thePRVCLAIM field asO.

Note that as of 11/22/2018 none of the 2019 TD1 values for any provinces
have been published. Please refer to the TD1 forms whematle
released for basic exemption amounts

Province Basic Exemption
BC 10,682

ON 10,582

AB 19,369

SK 16,065

MB 9,626

NS See form

If the employee is not claiming the basic personal amount, then enter the
actual dollaramoura f t h e e26ipdesopatexeémptionéas

shown in Total Clam Amount in line 12 of TD1BQ019British

Columbia Personal Tax Credits Retufid1ON20190ntario Personal

Tax Credits ReturnTD1AB 2019Alberta Personal Tax Credits Return
,TD1SK2019SaskatchewaRersonal Tax fedits ReturnTD1MB 2019
ManitobaPersonal Tax Credits Retyror TD1INS2019Nova Scotia
Personal Tax Credits Return).

Tip: Updates to personal Tax exemptioB8AIM andPRVCLAIM fields, can be made
prior to the first payroll o019 Future dated chages must be processed via
Tools |Process HR data.
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a) WCB (WSIB) Employer Contribution item (usually item #8950)

)

)

small plus symb to expand the item.

In the Items page, select the WCB (WSIB) Employer item and click the

i) Select the Numbers tab and click the pe to edit the maximum
assessable earnings\tXERN, and the rate iRVRATE.

iii) Click the green checkma+ to save the change

Pages...

Employee Adjustments
Employee Calculate ‘ Tools ~ | Reports v Help ~ | Exit |
Period
Settings L

# Item Code | Label [=] | Description Type Block Rate Cyde |
Periods =

@ = | i | =]
s B 24K @ 8950 WCB ER VWCE - ER EXPENSE EN-NNN-NW - PERIOD
Items
Registers Mumbers Labels Items Groups
Report Writer Number Variables
# Variable Vall Created Created Whe Modified Modifi
T4/T4A Company Info = == By z By
. . Administrator,

T4 slips # dh X MXERN 84800 CVCPRConversion 09/Nov/2016 14:20 Comvida 22/N
T4A Slips 7 o % WRATE 02340 CVCPRConversion 08/MNav/2016 14:20 CVCPRConversion 0%/N

iv) If you have more than one WCB (WSIB) employer item, you mekd to

update each of them to reflect the changes

Note The maximum assessable earnings (MXERMNP019

Province Max Assessable

BC 84,800

ON 92,800

AB See Note

SK 88,314

MB 127,000

NS 60,900

Note that Alberta has removed the capnarkerts compensable earnings of
September®12018 and thenew legislation does not make reference to whether a

maximum assessable earnings amount will be kept or not.
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b) MPP (superannuation) items (usually items #6700 & 67D1

(Applicable to B.C. only)

i)
plus symbo to expand the item.

In the Items page, select the first MPP item (e.g. 6700) and click the small

i) Select the Numbers tab and click the pe to editthe yearly
maximum pensionable earningsYMWPE to $57,400 for the yeaR019

iii) Click the green checkma+ to save the change

iv) In the Items page, select the second MPP item

Pages. ..
Employee Adjustments
Employee Calculate | Tools ~ | Reports ~ Help -~ | Exit |
Period
Settings i
# Item Code | Label [~] | Description [=]| Type Block Rate [=]| Cyce [

Periods p

@4 [sro0 |5 | v \ |
Cycles B 2 d % E 6700 MPP-EE1 MPP - EE - 8.5% dNN-NNY-NN - m PERIOD
Items
Registers Numbers Lahels Items Groups
Report Writer Number Variables

# Wariahle Waluz Created By Created When Modified By Modifi
T4/T4A Company Info

# dh % SRTL .08500 CVCPRConversion 09/Nov/2016 14:20 CVCPRConversion 0g/M
T4 Slips -

2 b % | YMPE 5740000000 CVCPRConversion | 09/Nov/2016 14:20 | Administator, 22/N
T4A Slips

(e.g. 6701) and Select the

Numbers tab and click the pen to editthe yearly maximum
pensionable earnings ¥MPE to $57,400 for the yeaP019

v) Click the green checkma+" to save the change
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c) If required, update the Vacation Accrual Prior and Vacation Accrual Current
Items (usually items # 8550 & 8560). On the Numbedasthe number ssigned
to BREAK must be the pay period number at which the Vacation Accrual
Current will roll over into the Vacation Accrual Prior to start accumulating for
the new vacation year.

E.g. If vacation accrues on a JulyZ018through June 3®019cycle and
July 1,2019falls in pay period 14, then BREAK must be defined as
BREAK = 14.00000. This way all vacation hours accrued up to period
13 will roll over into the Vacation Accrual Prior item and the Vacation
Accrual Current item will start accruing fromrjma 14.

If the value currently assigned to the variable BREAK is incorrect fa2Qhe
payroll, update the pay period number assigned to BREA¥timvacation
accrual items (i.e. both prior and current accrual items).

d) If you have two Employer El rategou must update your El qualified item
(usually item #7050 or 7060) and put in tiesv qualified rate in the Numbers

ComVida Community Living Payroll (CVCCL PR) ‘“E‘|

Pages.__. Items I
Ttems -

| Tools = Reports = Help - Exit
Employee Amounts
Employee Transactions
Employee Adjustments
= Item Code | Label [~ | Description [~]| Type Block Rate [+]| cyce
Employee Calculate Period 5 |?0 |9| |g ‘ |g | |g |
®) O

Empl P nt: -EM

mployee Payments @ » 4 x@ 750 EIERU Ehg”;ﬁ?ggm E -NNN-N -E PERIOD
Settings :

¢ E 4 %@ 7080 EIERQ BT EMPLOYER QUALIFIED | ¢y 1y £ PERIOD

Periods —
Regist:

egisters Numbers Labels Ttems Groups
Cycles

. Number Variables

Report Writer # Variable Value Created By Created When Modified By Modifig
T4/T4A Company Info 7 dp % URATE 129600 CVCPRConversion 30/5ep(201109:08  Ander, Sonia 02/De
T4 Slips =

Operator Notes.

3
»
v 7 Begins with{[Ttem Code], 70') Clear
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e) You must also update your El DIFF item (usually item #7090) in the Numbers

tab.

Note DIFF = the difference between the nesduced rate and 1.4
Either DIFF or 5/12 has to be entered as a negative number.

ComVida Community Living

Payroll (CvCCL PR) VG-

Pages. ..

| Items

Items

-

Employee Amounts
Employee Transactions

Employee Adjustments

| Teols ~

Reports ~

Help - Exit

T T T

T4 Slips

# Item Code | Label [~]| Description [~]| Type Block Rate [+] | Cycle
Employee Calculate Period .
9o o | Bl B =
Employee Payments ) C - SR ErER 1206 CRAICT T PERIUD .
. = ) EI DIFF (1.4 - 1.296) —
Settings E 724% 7030 EI DIFF PAYABLE EN-NNN-N PERIOD
Periods
Registers Numbers Labels Items Groups
Cycles Number Variables
. # Variable Value Created By Created When Modified By Modifig

Report Writer

PE B 5/12 A1667- CWCPRConversion 30/Sep/2011 09:08 CWCPRConversion 30/5ey
T4/T44 Company Info . "

P B DIFF .10400 CVCPRConversion 30/Sep/2011 09:08 Ander, Sonia 02/De

Operator Notes... |

Al

« ¥ Begins with([Ttem Code], 70"

E-.

f) Update the items fdC Medical Services Plan

British Columbia will be eliminating MSP Premiums at the end of 2019 and is
replacing the MSP Premiums with the Employe s

other povinces operate.

Il n 2019,
be paid.

bot h

MSP Pr e mi

Hax asiimitahto how

ums and Empl oyer’

The rates for MSP Premiums for 2019 will be the same as 2018

Single: $37.50/month
Couple/Family:  $75.00/month
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g) Create an employeeitem®rC Empl oyer so6 Htmekihhgahd Tax ( EH
attach it to all employees:

It may be of benefit for organizations to create a payroll item to track the EHT
expensamountfor individual employeeso that it may be reported
appropriate government agencies.

Specifically, agencies which ansing theHSCISExtractwill require this item
as HSCIS has already instructed this amount to be reponpeditas field D69
on the HSCIS Report.

It is likely that organizations vith are a part of CSSEA will receive a similar
instruction.

This must be done for Pay Period 1 of 2019 for payroll to calculate the expense
amount properly.

It is important to note that it is impossible to determine the exact expense
amount via a payrb calculation, asthere are corporate exemption amounts to
be taken intoaccourt when calculating the amount payahleDue to ths, the
correct EHT premium will need to be calculated by your accounting
department as they will have all the pertinent EHTles to work with and

the payroll can supply the EHT grosgquired for the calculation of the
premium amount.

A specific communicationwith egar ds t o the BC Empl oyers
be forthcoming in December, 2018 and recommended instructions for
incorporating into your payroll will be sent at that time.

Additional information about EHT can be found at the following link:

http://www?2.gov.bc.ca/gov/content/taxes/employer-health-tax/employer-
health-tax-overview

h) Update any other items that requilenges effective January 1, 2019
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Year-End/New Year Checklist

Create yeaiend reference file

Determine which forms will be required (T4, T4AAIRNRA4)
Download guides and forms from CRA

Download guides and fornfeom RQ

Hold yearend meeting with stakeholders (IT, HR, Finance)

00000

Balance payroll tax account remittances to payroll register
Reconcile payroll bank account for outstanding entries to payroll
1 Manual cheques
1 Void/cancelled cheques
Update any manual or cancelled cheques to payroll
Conduct selPIER audit of CPP/QPP, El and QPIP deductions

Remit outstanding CPP/QPP, El and QPIP with or beforedmétance
for tax year
Run test T4/Ril slip and summary report

Balance T4/RL report to payroll registeg validate earnings and
deductions are report in correct boxes
Ensure accurate social insurance numbers are reported

O000O0O0O0 00O

Update WCB/CSST awards reimbursed to employer

Validate pensionable earnings per company plan document
Calculate pension adjustment

RPP registration number repamg in Box 50 for all plan members

0000

Reporting of taxable refunds if necessary

Taxable benefits reported each pay when received or as enjoyed (]
Process taxable benefit adjustments eg. Company car benefits O
Valicate benefits are reported in all required boxes on tax slips O
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Choose filing method (paper, dime, XML)
Make noteof filing deadlines and penalties for nmompliance
Establish policies & procedures for amending or cancelling slips

File slips and summaries with CRA

00000

File slips and summaries with RQ

Employer health tax returns

Workers compensation annual reconciliation/return

000

Northwest Territories / Nunavut Payroll Tax return

RQ annual summary
1 Commission des norms du travail (CNT)
1 Workforce Skills Development and Recognition Fund (WSDICI)
1 Complete Formulaire Declaration des activities de formation
(Quebec employers who pay WSDRF are required to complete)

Yearend accruals D

Reconcile all payroll related GL accounts 0

Validateearnings and deductions are charged to correct GL cost centeD
account

Taxable benefits reported eachyahen received or as enjoyed

Process taxable benefit adjustments eg. Company car benefits O

Validate benefits are reported in all required boxes on tax slips
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Review payroll calendar for payroll processing/pay day conflicts O
(Statutoryholidays etc.)

Weekly or biweekly pay frequency watch for 53/27 pay year
1 how will CPP/QPP exemption be handled (]
1 are any taxable benefits or deductions affected

Distribute new payroll cubff schedule to HR, timekeepers, managers & O
Supervisors and union if necessary

Carry forward balances

1 vacation accruals

1 banked overtime

1 unused sick days ( if carry forward allowed) (M

1 outstanding loans payable

1 garnishment balances
Update TD1 basic annual exemption 0
Remind employees to file new TD1 for additional teedis O
Remind commission employees to file new TD1X / TP1015.R/13.1 O

Communicate new year CPP/QPP, El and QPIP statutory deductions ratD
and maximums
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Notes:
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