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Lesson Objectives

After completing this module, you should be able to:

« Accurately report tax information to the respective tax authority based on goods
and services sold

« Create a GST/HST/PST/QST tax return

« Understand how the Tax Frequency is determined

« Understand taxes are calculated/reported based on province

« Download a tax file to upload to the CRA

« Record a payment to the tax authority

NOTE Throughout the duration of the course, you will encounter important icons and visual
conventions as part of your learning experience to guide learners through the chapters. Some
of the cues are indicated here.

Important Information / Important  Item where caution and attention is required or

Note / Additional Information additional insight and information is provided.
Exercise Your opportunity to practice a concept.
End of Exercise Indicates the end of an exercise.

Review questions at the end of a lesson to check
Check Your Knowledge your understanding and ability to implement
concepts.

Overview of the most important items covered in a

Summa .
Yy section or lesson.

End of Lesson The end of the lesson.
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Filing Sales Taxes

Throughout the year, Accounting kept track of the sales tax charged on product and
service sales for Divine Chocolates, and the amount paid on purchases. Per the
Canada Revenue Agency, Christina is required to report her tax information monthly, as
can be seen in the Tax Frequency. If the tax charged on sales to her customers is
more than the tax paid on her purchases, Divine Chocolates will owe the government
the difference. Conversely, if the amount Divine Chocolates paid on purchases is
greater than the taxes she collected from sales she will receive a refund. Since Divine
Chocolates is registered for the GST/HST, she has been charging and collecting
GST/HST taxes from customers. It's the end of the month and to remain compliant she
needs to generate a GST/HST return.

Create a GST/HST Return

« Navigate to Reporting within the menu bar and select Tax Returns

« Navigate to and select Create a GST/HST Return

Tax Frequency

Divine Chocolates must report sales tax for the province they do business in, where
goods are delivered, and services are provided based on the reporting period, either at
the end of a month, quarter, or year as was set up in the tax settings within
Accounting.

At the start of a new return, the Tax Frequency appears at the top as well as the
GST/HST registration number should Christina need to change it.
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The frequency of remittance depends on the length of its reporting period. The CRA
prescribes the reporting period-based business’s annual taxable supplies.

Smaller businesses under $1,500,000 in annual taxable are generally put on an annual
filing frequency. However, they can elect to file either on a quarterly or monthly basis.
Businesses must remit on the reporting period, even if they collected no tax during that
period (e.g., the remittance is zero)

) Calculate Tax | vexfreausocy Monthly [ G57/HST Account 140 230940980 RT 9809

I Taxperiodtrom  02/01/2018 Taxperiodto | 02/26/2018 E]I Calculate |

« The Tax Period From and Tax Period To dates will automatically default to the
Tax frequency. Divine Chocolates remits monthly so the dates shown are for
the month. If Tax frequency is set to Quarterly or Yearly, the dates shown will
calculate taxes based on those dates as opposed to monthly shown here.

« Click Calculate and Accounting will automatically calculate the tax liability for
Divine Chocolates for the current period:

Calculate

« The Net Tax Calculations, including Sales and other revenue, GST/HST
collected or collectible, any adjustments, and any Input tax credits appear in the
first box.
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What are Input Tax Credits?

Registrants (meaning you are registered for the GST/HST) can claim an ITC to
recover the GST/HST paid or payable on the purchases and operating expenses
related to commercial activities. Inputs refers to property or services used or
consumed in the course of those commercial activities. Generally, commercial
activities include the making supplies of taxable goods and services.

The GST is refunded as input tax credits (ITCs)and QST as input tax refunds (ITRsS).

Create GST/HST Return

o Calculate Tax  Texfrequency-Monthly  GST/HST Account Mo: 123456789 RT 1234

Taxperiodfrom | 03/01/2018 (]| Taxperiodto | 03/31/2018 [ Recalculate

NET TAX CALCULATION

Ssles 3nd other revenue [ 101 ] 2,735.62
GSTAHST collected or callectible / 17184
Adjustments to be added to the net tax [ 104 | 0.00
Total GST/HST and adjustments for period [ 105 | 17184
Input Tax Credits [ 106 | 118.10
Adjustments to be deducted from the net tax [ 107 ] 0.00
Total Input Tax Credits and Adjustments [ 10 | 118.10
NETTAX [ 100 | 53.74
Installments and other annual filer payments [ 110 | 0.00
Rebstes — [ 111 | 0.00
Total other credits BEa 0.00
BALANCE 53.74
oo S
GST/HST due on acquisition of taxable real property [ 205 | 0.00
Other GST/HST to be self-assessed m 0.00
Total other debits 0.00
—
BALANCE 113C 53.74

« Any Other Credits or Debits of the return, including installments and other
annual payments, Rebates, GST/HST due on real property or to be self-
assessed appear in the remaining lower portion in the subsequent boxes.

« Finally, any Refunds or Payments claimed or due will appear in the last box:
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OTHER DEBITS IF APPLICABLE
0.00

GST/HST due on acquisition of taxable real property m 2
Other GST/HST to be self-assessed [ 405 | 0.00
Total other debits 000
BALANCE 53.74

REFUND OR PAYMENT

REFUND CLAIMED

B
=
o
@
5
2

PAYMENT DUE

NOTE: The numerical boxes listed on each line correspond with the line items on
the written form. Ex: 101, 102, 103, 104, 105 etc.

e To complete the filing, click Next. Click Save as Draft and return to it later.

mﬁmsmﬂ | [ cancel

¢ Indoing so Accounting creates a .Tax file. Click Download .Tax File to upload

to the CRA online.
e Additionally, provide an Optional Reference, best practice is to indicate the date

and year of the filing.

|
© Mark as Submitted

To speed up the process of submitting a CRA report, we have provided a .Tax file for you to download.
This is used when filing the report on the CRA's site and automatically fills in each line.

Alternatively, you can file your tax return by other means and continue without downloading.

Optional Reference l March 2018 Remittance l [[ Download .Tax File

Mark as Filed
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Canada Revenue Agency Net Filing:

« Once you are ready, proceed to the CRA website to upload the .Tax file created
in Accounting:

https://apps.cra-arc.gc.ca/ebci/ghnf/netf/prot/ntrGft.action?

« Click Choose File to begin the GST/HST Internet File Transfer.

I* l Government  Gouvernement
of Canada du Canada

ame =+ Canada Bevenue Agency = Beadviofie = GSTHST inemet File Transter

GST/HST Internet File Transfer

Attaching your GST/HST return

the «Browses or «Chooses bution Jg fnd and select the file in which your tax rehurm s saved When you ane finished, select aNexts

° File [required)

« Upload your .tax file generated within Accounting and click Next.
o Your GST/HST Internet File Transfer is uploaded and ready to file. Scroll down to
Access Code and accept the Certification. Click Submit to complete:

l‘ I Government  Gouvernement
' of Canada du Ganada

ama - Cansds Revenus Agsncy = Heady to fle + GSTHST Inlemet File Transher
Goods and Services Tax / Harmonized Sales Tax return for registrants

BT9RTSTST RTTORT
20160101 10 20161231

Reps

Sales and other information

Line 101

2205731
Ling 135 $0.00
Line 126 $0.00

Net tax calculation
Ling 195
Line 108
Line 183

Other credits, if applicable
Line 118 Instabants and other anval Sler paymes 50.00
Ling 111 Raba

Other debits, if applicable
Ling 205 G5T,

Retund claimed or amount owing

Line 114

Line 115

Accass code (required) @
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« The return can also be uploaded, and remittance processed via the link
below:

https://apps.cra-arc.gc.ca/ebci/ghnf/netf/prot/IlgbltyNpt.action

l * l Government  Gouvernement
of Canada du Canada

Home = Canads Revenue Apercy = Eeady io e < GST/HST NETFILE

GST/HST NETFILE

* Business number {required) @
RT

* Aecess code (required) @

Reparting pericd ©
“ From (required)

mmiddlyyyy

° Te (required)
mmiddlyyyy
Select the following If they apply:

| am filing & nil retum {all fiekds are 50)

| want to repart one or mare of the foliowng types of sakes on my retum: @
» Exempt supplies, Zero-rated expons, goodwil, financeal services, salies of capdal real property, and supphes made outside of Canada
« Taxable sales of my associates (including zero-rated suppbes) made in Canada

Reporting thess sales will halp us to property calculate your reporting penad threshold amount

| want to sign up for onine mail for my GSTHST account @

Select the rebate applications you want te file with your retum:
Ontaria First Nations point.of.cale relet (GST165) @
GST/HST Public Service Bodes' rebate (GST284) @

GSTHST new howsing rebate apphcation for houses purchased from a bulder (GST150) @

Select the schedules you want te file with yeur return:

Return to Accounting

« Once the tax remittance has been successfully uploaded to the tax authority,
return to Accounting to mark the return as Filed.
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I
© Mark as Submitted

To speed up the process of submitting a CRA report, we have provided a Tax file for you to download.
This is used when filing the report on the CRA's site and automatically fills in each line.

Alternatively, you can file your tax return by other means and continue without downloading.

\Optinnal Reference [ March 2018 Remittance ] [ Download .Tax File
Mark as Filed Back

« Click Mark as Filed. A notification will appear on the dashboard indicating
the Tax Return is marked as filed below in green and the return appears as
a line item on the CRA Tax Returns dashboard for reference.

« The Status shows Filed but not paid.

& = DivineChocolates [(Owner) ~  Help i

Summary  Sales ¥  Expenses ¥  Contacts ¥  Products &Services  Banking  Journals  Reporting v Sefttings °

Your CRA Tax Returns

Taxfrequency: Menthly  GST/HST Account Med 123456789 RT 1234 Create a GST/HST Return

Return Amount | Status

| # ca
o1/oae 31/03/18 March 2018 Remittance 53.74 * Flled bist net pakd \ Downlcad Tax file | Record Payment |

Show | 10 = recards Page 1 ofl 1record

« Christina is ready to record her payment to the CRA within Accounting. Click
Record Payment.

« The Record Payment box will launch. Select the bank the payment is being paid
from, indicate a reference for the tax filing, and click Save. Type: March 2018
Tax Remittance
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Record Payment of Tax Return X

Date of Payment* | 03/27/2018 L=

Amount* 53.74

Bank from* @ RBC(Royal Bank of Canada) -

Reference [ March 2018 Tax Remittance ( (

« The status changes to Filed and Paid.

Accounting & - DivineChocolates (Owner) ~ Help @9
Summary  Sales ¥  Expenses ¥  Contacts ¥  Products & Services Banking Journals Reporting ¥  Settings °
Your CRA Tax Returns

Taxfrequency: Monthly GST/HST Account No: 123456789 RT 1234 Create a GST/HST Return
= o Retur Ameurt | Staus Action

01/03/18 31/03/18 March 2018 Remittance 5374 + Filedand paid Download Tax file

Show | 10 w records 4 Page 1 |ofl 1 record

« Other statuses on the return can include:
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Draft Return
=¥ Filed but not refunded

+" Filed and paid

« If you're operating a business that charges and collects provincial sales tax,
additional tabs will appear at the top of the dashboard for each of the Provinces

Summary  Sales *  Expenses *  Contacts Products&Services  Banking  Journals  Reporting v Settings e
Your Tax Returns \
Québec (GST/HST - QST) British Columbia Manitoba Saskatchewan CRA

Tax frequency: Annually GST/HST Account No: 879879797 RT7987  Québec Enterprise No: 4649498899 TQ 4666 Create a GST / HST - QST Return
~ e | e ]
31712116 3112117 15153 Draft Retum Edit Draft ‘
01/01/16 3v1ine -4,12245 + Filed but not refunded Downioad Summary ‘ Record Refund ‘
01/01/16 01/06/16 000  « Filed and paid Download Summary

N | Check Your Knowledge

Answer the following questions about the material covered in this lesson.

Short Answer

Write a short answer to the question below.

1. How is the Tax Frequency determined?

Multiple Choice

Mark the correct answer(s) to the question below.

2. Accounting keeps track of ensuring
Christina is always .
A. Sales from other candy stores / top in sales
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Sales in Excel even though Accounting tracks all info / in the loop
Marketing promotions from competitors / reaching her monthly goal
sales tax charged on product and service sales / Compliant

COow

3. What type of file does Accounting create for businesses to upload to the tax
authority?

A. .OFC
B. QIX

C. .PDF
D. TAX

4. Statuses associated with a return include:
Edit not complete

Draft Return

Filed not yet paid

Filed and Paid

Filed but not refunded

moowz»

True or False

Enter ‘T’ for True or ‘F for False for each of the affirmations below.

5. Divine Chocolates is unable to pay her remittance from Accounting
6. Accounting has a downloadable PDF to view the return once complete
7. Filing a return in a different province will yield different tabs on the tax return
dashboard
Please note:

Every effort has been made to ensure that the information
provided in this educational series is accurate, up-to-date, and
complete, but no guarantee is made to that effect. URLs and
additional resources 'Beyond the Classroom' are continuously
changing. Because the software is customizable in a number of
ways, the language used in this guide may be different from
what you 'see' when you work with your company's data file(s).
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©Sage Software 2018. No part of this document may be copied, photocopied,
reproduced, translated or reduced to any electronic medium or machine-readable form,
in whole or in part in any manner without the permission of ©Sage Software. Any other
reproduction in any form without the permission of ©Sage Software is prohibited. All
educational materials contained on this site are protected by United States copyright
law and may not be reproduced, distributed, transmitted, displayed, published or
broadcast without the prior written permission of ©Sage Software.
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