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AMENDING A TAX RETURN

AMENDING A RETURN NOT ORIGINALLY COMPLETED BY US

1) Create client in MYOB as normal

2) Complete the tax return requiring amendment as normal exactly what was lodged

with the ATO. You can find this on the Tax Agent Portal > Lodgments > Income

Tax > History > View Details (of the year being amended)

3) Clear all 'V-Errors' and click '‘Complete'

A0 Tax2020 - ESTQ019999 - Melinda Perry

File Utilities Edit View Maintenance Preparation Lodgment Reports Tax Letters Help

#0 Validation summary - Retum Code: ESTO019399 B oo 2 QO 4 QA kaldE
i TEN:
Melinda Perry detals | Business tems
Ref Description Goto | tems Goto
IITR.300012 You may need to complete tem A3 forthe purposes of low income super cortribution pup & A3 Drit...
e V17 Mandatery tag and value not present tax file number (Front Cover)
° V2424 BSB Number, Account Number and Account Name must all be present (Front cover) © 7 Details
iy Form is marked a5 Paper in rstum properties and canot be otput for ELS Fo? Y e
a Reportable finge benefis is less than or equal to $3.772. Please contact your employerab & IT1 Close =2 [N
° (M1042) A refund is expected for this retum so you need to provide financial institution det: © fC7
Form egc Complete
0 INCDTLS 000008 Payer’s Australian business number or Payer's withholding payer number must be provided &2 egc
dards,
out
T DEOCIOnTS SCIenae [OUTe T
) Eratrmmerre i Uss Clint address? Y ol [Subwborom  Douglas Stme QLD Posovie 4814
5] Distabutions Received (Partn v e e e : 2
since last tax return lodged? gl | oV Hin A ol
ATO Forms F Overseas Country
[ Annual GST Retum (GR)
(&) Annual Instalment Activity Ste
Q Business Activity Statement { Your home address 208 Freshwater Drive
[&) CU Add/Delete Client (CURE
|£) CU Change Address (CUADC Amend Address Suburbor town Douglas ste QLD Posioode 4814

[E] CU Change of Detais (CUDT - o peerte
[ CU Retums not NecessarviC | ey e

4) CIick@ to close the return
5) Highlight the year to be amended in the Tax Returns tab in MYOB
6) LHS taskbar > Lodgement > Update Status
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Eile AWiew Maintenance window Help

ar R HOE =@ -

Reports Help Live
S S L Find Clients Client - Perry, Melinda |

- D = Cliert Name  [Peny Melinda =]

~ TAX RETURN Client Code ESTGQO1 9999
reste Feturn [T =4 ibila | ments Client Account i
Create Activity Strmt ain | Besponsibility | oL gl | ien unting TI=
Return Properties
“Walidate
E=t - lumin header here to group by that colwmn

=i ]

Preparation Schedules Form Type From
Print Return o1 019
Print Schedule 2019 Indiwidiual 01072018
Print Walidation Report 2012 Indivviidual OVMAOF2017
Import Ledger Data 2017 Indiwidiual 01072016
" T 2016 Indiwidiual 01072015
Delete Retuan 2015 Indiwridiual 0102014
Lock/Unlock 2014 Indiwidual 01072013

~ LODGMENT () Show all ) Hide activity statements ) Hide income returns

Retum Details

zils Mame Melinda Permy
PLS Reports Year 2020
- PRE-FILL FUNCTIONS TEHN
ABEMN

Drownload & Sawve _
Fartner Jessica Darkey

Pre-fill into Tax
Manager

Pre-fill Manager Employes

Contact

Return Reguired R
Date Dus

Date Completed 4
Date Lodged
Current Status In

Status Date

DOoOBE

ok

7) Change Status to LODGED

AD Lodgment Update

- General

Retum code: ESTQO19999
Name: Perry

Lodged date:  0409/2020

Report name:
Date: |04/09/2020
Status: |Lndged =

Assessment received

Sert for signature
In progress

bncel

e

8) LHS Taskbar > Tax Return > Amend
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Eile Miew Maintenance lwindow Help

12 B Y
Home Contacts

ASKS
- RN —

~ TAX RETURN
Create Return
Create Activity Strmt
Return Properties
Walidate
Estimate
Preparation Schedules
Print Return
Print Schedule
Print Validation Report

Lock/Unlock
 LODGMENT

Select for Lodgment

Update Status

E

Tax Reports Live
< Find Clients Client - Perry. Melinda |
Client Mame Pemy. Melinda g
Client Code ESTQO19999
Main | Besponsibility | Documents | Client S&ccounting T=
Tax Retums
s Tax Year Form Type

Individual

2019 Inedivi diual 01072018
2018 Indiwidiual 017207
2017 Inedivi diual 01072016
2016 Inedivi diual 01072015
2015 Inedivi diual 01072014
2014 Indiwvidiual 01072013
(@) Show all () Hide activity statements () Hide income returns

Retum Details

Assessment Details MName Melinda Permy Return Reguired R
FLS Reports rear 2020 Diate Due
~ PRE-FILL FUNCTIONS TFHM Date Completed 4
il & - AEN ) Diate Lodged
i Partner Jessica Darby Current Status I
Pre-fill into Tacx
Bre fill 14 Manager Status Date 4
re-fi ‘anager Employes oOE 9
Contact

9) Confirm Lodgment Details box appears > tick Validated by ATO electronically

box only.

A0 Amend ESTQ019999 - Confirm Lodgment Details

- Details

[ ]Validated by the ATO electronical

The system has detected the retum has not been printed
[ ] Prirtt retum

L OK ] | Cancd
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10)If these boxes are not selected a warning will come up.

Cancel

Amend ESTC0195999 >

Waming: Blectronically sent and validated not selected. This amendment cannot be lodged electronically.

Cancel

11) Once boxes are selected, click OK and the following should appear > click OK.

AC Amend Return: Retain details @

Amend

Thiz procedure will create a copy of the previoushy lodged retum.

Code for previoushy lodged retum: ESTQOD1999A

Amended Retum: ESTQ019999

Cancel

12)On the Tax Return tab, a new return should appear showing /n Progress and a[O |

next to the original return.

s Tax Year Farm Type From To Status Status Date Date Due Date Lodged
Individual )2 In progress
o] 2020 Individual 01/07/201% 30/06/2020 Lodged 04/08/2020 04/0%/2020

2019 Individual 01/07/2018 30/06/2019 Mot started
2018 Individual 01/07/2017 30/06/2018 Mot started
2017 Individual 01/07/2016 30/06/2017 Mot started
2016 Individual 01/07/2015 30/06/2016 Mot started
2015 Individual 01/07/2014 30/06/2015 Mot started

13)Open the newly created tax return > add in details to be the new information
14)Validate the return by clearing v-errors. The following error should appear > click

on green arrow to fix error message.

" VLT Lot LTI W L IR T W L TR T W L l.'l'."\.'l'.'l 1 I.I 2 '.'U'\'\.'I.[ v 1% i
a Vad2e Amendment Indicator, Amendment Type Indicator and Reason for Amendment are requires & amd
l'l:‘l. r . 1 1 a1 . 1 " 1 il 1 o e
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15)This page is where you give the reason for amending the original return.

Amendment details

Amendment indicator 1 Amendment type indicator: |

Reason for Changes:

16)AMENDMENT TYPE INDICATOR > click on Taxpayer Error. Rarely will you
choose ATO Error. Most amendments are a result of the taxpayer forgetting to

include income or deductions.

-

A0 Select 3] |

Code = | Details & Select
3 ATO Emor

Close
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17)Write a brief clear description as to why tax return is being amended > click OK

Amendment details

Amendment indicator 1 Amendment type indicator: (B ..

Reaszon for Changes:
Did not list deductions

18)Check for v-errors > and finish the return as normal.

19)Get client to sign ELS, Sub Dec and any other paperwork.

20)Get client to pay > price is INDIVIDUAL TAX RETURN price.

21)Scan documents and complete as per normal tax return.

22)Enter onto station sheet under Work column as Amend{Year} eg: Amend19.

Complete station sheet as normal.

AMENDING TAX RETURN ORIGINALLY COMPLETED BY US

1) Complete steps 5 — 19 above.
2) Get client to pay > price is AMENDMENT price.
3)

)

4

Scan documents and complete as per normal tax return.
Enter onto station sheet under Work column as Amend{Year} eg: Amend19.

Complete station sheet as normal
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