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TAX 101

The purpose of this document is to demonstrate how to complete a tax return. This 

document contains examples obtained from prefills of past clients. Screenshots, arrows 

and explanations are included to provide a thorough demonstration of the process from 

start to end.
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Step 1. CLIENT TO COMPLETE CIF
Client is to complete CIF in their handwriting.  You can help them understand what to 
write and where.

Ask if they wish to pay Cash/EFT or Fee From Refund.  Explain the price difference and 
timing.

Point out additional charges where applicable.

Give the Client the Client Sub-Dec for signing.

Step 2. ADD A CLIENT TO PORTAL

Once client has confirmed they want you to complete their tax return > Add the client to

the Tax Agent Portal. 

Below is the 'Home' page of portal. 

For new clients > click 'My practice' > 'Add client'. 
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Select Client Type > 'Individual' for all individual clients.

        > 'Non-individual' for partnership, company, trust, SMSF clients.

Enter required information from CIF and click 'Search'. 
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If someone is a return client, they may already be in our client list.  The below message  

will appear.  

Search for a return client by the client's TFN in the search box top LHS of screen.  
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If the error message does not appear, continue adding Client to the portal.  Tick the 
highlighted box > click 'Next'.

Select 'All accounts' > click 'Next'.
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DO NOT select either option below, simply click 'Next'. 
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Click 'Submit'
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Client is now added to the Portal.  Click on 'Client homepage'. 

Below is an example of a client homepage. 

Note the overdue tax return from 2018-2020 in the above example.  It is imperative to 

inform the client of the overdue tax return.  Check the 2018 - 2020 prefill to see whether 
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a tax return is require or a NLA (check NLA manual for more information).

Step 2. FIND AND SAVE CLIENT PREFILL

Click 'Lodgments' > 'Client reports'. 

Click the relevant 'Financial Year' > click 'Generate' bottom right-hand side (RHS) of 

the page. 
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Once the prefill is generated, you must SAVE the report > click 'Print' > select 
'Microsoft Print to PDF' as the printer > click 'Print' > Option to Save box will pop up 
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Click 'Prefill' folder > File name is 'LASTNAME, FirstName YEAR Prefill' > Click 
'Save'. 
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Step 3. CREATE A CLIENT IN MYOB

Server Desktop > MYOBAO > LHS taskbar > click 'Create client' (for a NEW client); 
OR

Server Desktop > MYOBAO > 'Home' > 'Find Clients' tab > 'Search for' > LASTNAME 
or TFN (for EXISTING client)

NEW CLIENTS Main Details Page – Enter Client's information from their Prefill > click 

'Finish'.
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1. Contact Type – Individual, Partnership, Company, Trust.  Almost always 

Individual.

2. Code – For BZ users (Cairns/Townsville) this can be found on the local laptop.

For BO users (Brisbane/Gold coast) this can be found on the computer's 

SERVER desktop.  

Each login has its own notepad document.  This MUST be updated each time a 

code is used.

3. Title – Mr, Mrs, Miss, Ms, Dr – Ask the client.

4. First Name – Enter per Prefill.

5. Middle Name – Always enter middle name from Prefill. 

6. Last Name –Copy and Paste directly from Prefill, must be capital letters. If Client 

has changed their name (eg marriage) it MUST be whatever the Prefill says.  

Client needs to contact ATO separately to change their name.

7. Gender 

8. D.O.B – Enter per Prefill. 

9. Partner – ALWAYS choose Jessica Darby/Barnett.

10.Office – ALWAYS choose the station you are on eg: Cairns Central 1 = ECCQ01.

11. TFN – Enter per Prefill/CIF.

PROOF OF IDENTIFY (POI) – REQUIREMENT FOR ALL NEW CLIENTS

Sight your client’s identity documents. Cross check the details on the documents 

match those given by your client such as name, gender, address and DOB. You 

must sight the original copy of the identity document or a certified copy. 
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Note: If primary photographic ID has been provided, ensure the photo is a 

reasonable match to the person and is not expired. 

1. Verified by staff member – Click on the three dots and search for your station. For 

example Central 1 = ECCQ01. 

2. Primary Photo ID (1 form of ID) – The following identification is acceptable:

 A driver licence or permit from Australia or overseas, including a digital driver 

licence

 An Australian passport or foreign passport issued by a foreign government

 A government proof of age card issued in Australia

 A national identity card issued issued in Australia or by a foreign government. 

 An ImmiCard provided by the Department of Home Affairs

Where no primary photo ID is not available, the client will need to prove BOTH a primary

non-photographic ID and secondary ID. 
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3. Primary non-photographic ID – The following identification is acceptable:

 An Australian birth certificate or foreign birth certificate

 An Australian citizenship certificate or foreign citizenship certificate. 

 A government issued concession card, such as a pensioner concession card, 

a health care card, or a senior’s health care card.

4. Secondary ID – the following identification is acceptable:

 A notice from the ATO or other government agency, such as Centrelink, that 

contains the individual’s name and residential address, issued in the past 12 

months

 A municipal council rates notice or a utilities bill (such as a water, gas or 

electricity bill) that contains the individual’s name and residential address, 

issued in the past three months

 A Medicare card

 For an individual aged under 18, a student card is acceptable 

 Electoral roll details

If there is a person who is completing a tax return on behalf of the client (for example, 

deceased client), complete Representative ID and authorisation section. 

You will need to check ID from the representative. ID checks are the same as physical 

clients that attend the booth. 
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5. You will need to complete Authority to act section after ID of the 

representative is checked. You will need to sight a certified or original copy of 

enduring power of attorney.

6. After you perform ID checks and selected what ID was checked, you will 

need to click whether you sighted these documents in person (booth) or 

electronically (email client) 

7. Finally, tick the box that the documents were clear and legible and there 

was no reason to question them. Click on Finish 
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EXISTING CLIENTS – Check details are still the same.  Amend any details that have 

changed eg: email, phone, address.

ENTER/CHANGE ADDRESS:

Client Console > click 'Addresses' tab > 'Click here to add address or change 

address details'. 
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1. Address Type – click dropdown > Home Address > enter Client's Home 

Address per CIF > click 'Save'.

2. Line 1 – Street Address.  Enter it CORRECTLY!  Units are entered as unit 

number/street number eg: Unit 1, 10 Spence Street = 1/10 Spence Street

3. Suburb/Town – Per CIF

4. State – MUST be in capitals eg: Queensland = QLD

5. Postcode – Ask the client if they have not written it on the CIF.

You MUST enter a postal address.  If a Client has a PO Box, click 'Add new address' 

and follow steps above.  

Most people have one address.  To share the Home Address to Postal Address > click 

'Share address' > click dropdown > select 'Postal' > click on the address to share from 

the options presented > click 'Select', then 'Save'.  See image below.

Click 'Close' to exit address details.

ENTER/CHANGE PHONE AND EMAIL:

'Address' tab > RHS > 'Phone and Other Details' > click in the white box below 

'Description' > choose relevant option (eg: Mobile, Email, Home) > enter details in 

'Details' box per CIF.  If you cannot read the Client's handwriting – ASK!
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Step 4. STARTING A TAX RETURN

Click 'Tax Returns' tab > select the relevant tax year > double click to open the return. 
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Step 5. FRONT COVER
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1. Residency – Change residency here if WHM or Non-resident.

2. Title – If you did NOT enter when you created the client you must enter now.

3. Use Client Address/Has Postal address changed – Enter Y at both boxes.

4. Your Mobile Phone Number – Enter telephone number.  If client does not have a 

mobile phone, use home phone and enter at 'Your daytime phone number'.

5. Your Email Address – Enter Client's email address.  Faster to copy/paste from 

Address tab in Client Console.

6. Electronic Funds Transfer (EFT) – If Cash/EFT/CC enter Client's bank details 

EXACTLY how they have written it on CIF.

If Trust (FFR) – click 'Select bank a/c details from:' and click 'A – Agent'. 

DO NOT ENTER CLIENT'S BANK DETAILS IF THEY ARE TRUST/FFR.DO NOT ENTER CLIENT'S BANK DETAILS IF THEY ARE TRUST/FFR.
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Step 6. USING AUTO PREFILL FUNCTION 

Once the information for the front page is entered, click on the green arrow to exit the 

tax return

This will take you back to the tax returns tab on MYOB. Select the tax year that you 

would like to prefill. On the LHS -> Task -> Prefill functions -> click on Download and 

Save. Click Yes to download and save prefill. This should take a few seconds. 

When prefill status on the bottom RHS says “Ready to Prefill” on the LHS -> Task -> 

Prefill functions -> click on Prefill into Tax. 
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Click Yes to prefill the return. This should take a few seconds. 

Once prefill status says Pre-fill complete, go to 'Tax Returns' tab > select the relevant 
tax year > double click to open the return. 
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Item 1 – SALARY OR WAGES

Ask Client what their job was.  Click 'Income' tab > Click 'Occupation code' dots to 

search for an occupation.   For Clients who have multiple jobs, enter the occupation 

code related to their main source of income. 

In the white box enter occupation (eg: Retail) > click 'Search'.

Choose the occupation that matches the Client's job > click 'Select'.
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'Income' tab > click 'C' to open the 'Salary or Wages' schedule. 

Automatic prefill should have generated tax withheld and gross income in the relevant 

boxes. You will need to DOUBLE CHECK the details prefilled in each PAYG schedule to

check if that matches the client’s prefill.  Do NOT rely on prefill being accurate!

NOTE if details do not match prefill, you will need to delete the PAYG schedule and 

manually enter the PAYG details into myob. 
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1) Working Holiday Visa 417 or 462 – Check prefill details. If the client was on a 

WHM visa for the financial year, Y needs to be entered for all PAYGs. If the client 

was not on WHM visa it needs to be left blank. 

2) Payer's ABN – Check prefill details OR Copy/Paste from Prefill

3) Payer's Name – Check prefill details OR Copy/Paste from Prefill

4) Tax Withheld – Check prefill details OR Enter Tax Withheld from Prefill.

5) Amount – Check prefill details OR Enter Gross Payment from Prefill. DO NOT get

Gross Payment and Tax Withheld mixed up. CHECK YOUR WORK!

28
Copyright © 2024

Streamline CA Pty Ltd T/A Ezytax Blue
ACN: 117 905 236

PO BOX 4711, CAIRNS QLD 4870

2

3 4 5

6

7

8

9

10

11

12

13



6) Allowances – Check prefill details OR Enter from Prefill. DO NOT leave this out. 

CHECK YOUR WORK!

7) Exempt from FBT – Check prefill details OR Choose 'Y' or 'N' per Prefill.

8) Reportable Fringe Benefits (RFBA) – Check prefill details OR Enter per Prefill. 

The correct box will be chosen based on #7 above.

9) Reportable Employer Super Contributions (RESC) – Check prefill details OR 

Enter per Prefill.

10)Lump Sum A – Check prefill details OR Enter per Prefill.

11)Lump Sum B – Check prefill details OR Enter per Prefill.

12)Lump Sum D – Check prefill details OR Enter per Prefill

13)Lump Sum E – Check prefill details OR Enter per Prefill. Must also complete #14 

below 

14)Salary or wages in arrears Lump Sum E – The client will need to give you a 

breakdown of the financial years that the employer was supposed to pay the 

client. If this information is not provided, the client’s tax return could be held up by

the ATO and refund will be delayed in returning. Enter per what the breakdown 

says. Alternatively, if the client cannot provide this information, warn them that the

ATO can delay the processing of their tax return and if they are happy to proceed,

enter the total Lump Sum E amount in the previous tax year eg. 2023 if you are 

doing 2024 tax return. 

15)         – Press the 'Back-arrow' to exit schedule.  

CHECK YOUR WORK BEFORE EXITING!

See example of Prefill below.  Prefill will have labels on the RHS that correspond to the 

Item number in MYOBAO.
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Note the Payment Summary says 'Finalised' – this means the employer has finalised 

the information.  If the Payment Summary says 'Unfinalised' > warn the client > 

question them about the accuracy of the information > if client wishes to continue, warn 

them this information could change and therefore could change their refund.  Make a 

note on MYOBAO notes. NOTE that Prefill function will not generate unfinalised PAYG 

summaries on MYOB. You will need to manually enter the PAYG. 

To enter multiple PAYG summaries > click 'New'. Then follow the same steps as above 

for each Payment Summary.  

Click 'Select' to open highlighted Payment Summary to amend/review.

Click 'Close' to exit schedule.

CHECK YOUR WORK BEFORE EXITING!
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Item 2 – ALLOWANCES, EARNINGS, TIPS, DIRECTOR'S FEES ETC

Item 2 is entered at Item 1 per Prefill.

Item 3 – EMPLOYER LUMP SUM PAYMENTS

Item 3 is entered at Item 1 per Prefill.

Item 4 – EMPLOYMENT TERMINATION PAYMENTS (ETP)

Automatic prefill should have generated tax withheld and gross income in the relevant 

boxes.  CHECK the details match the client's prefill.

Click 'I' to open schedule.
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1. Is this payment part of a payment made in an earlier income year? - Enter 'N'.  

#2-#5 will open up to be completed.

2. Date of payment – Check Prefill details OR Enter per Prefill.

3. Tax withheld – – Check Prefill details OR Enter per Prefill.

4. Taxable component – Check Prefill details OR Enter per Prefill.

5. Tax free component – – Check Prefill details OR Enter per Prefill.

6. Employment termination payment (ETP) – Check Prefill details OR Enter per 

Prefill. Click on the dots to view options.

7. Payer's ABN – Check Prefill details OR Enter per Prefill.

8. Payer's Name – – Check Prefill OR Enter per Prefill.  

CHECK YOUR WORK BEFORE EXITING!

9.          – Press the 'Back-arrow' to exit schedule.

To add multiple schedules, refer to the steps at Item 1.
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Item 5 – AUSTRALIAN GOVERNMENT ALLOWANCES

See Centrelink Terminology for a list of various Centrelink payments. 

Automatic prefill should have generated tax withheld and gross income in the relevant 
boxes.  CHECK the details match the client's prefill.

Click on the black box to open schedule 

In the event that you have to manually enter Centerlink payments > type in 

'Description' eg: JS/Jobseeker > enter any Tax Withheld > enter Gross Amount.

CHECK YOUR WORK BEFORE EXITING! 

         Press the 'Back-arrow' to exit schedule.
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Item 6 – AUSTRALIAN GOVERNMENT PENSIONS

See Centrelink Terminology for a list of various Centrelink payments. 

Automatic prefill should have generated tax withheld and gross income in the 
relevant boxes. 

Check that the details generated matches the client’s prefill. 

In the event that you have to manually enter Centerlink payments , click on the 'B' 
> type in 'Description' eg: PPS/ Parenting Payment Single > enter any Tax 
Withheld > enter Gross Amount.

CHECK YOUR WORK BEFORE EXITING!
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Item 7 – AUSTRALIAN SUPERANNUATION INCOME STREAM

Automatic prefill should have generated tax withheld and gross income in the relevant 

boxes.

In the event that you have to manually enter Click 'J' to open schedule > Enter details 

per Prefill/PAYG. 
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1. Payer's Name – Check Prefill Details OR Enter per Prefill.

2. ABN – Check Prefill Details OR Enter per Prefill.
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3. Are you under 60 years of age? 'Y' or 'N' – check Client's date of birth.  They 

must be under 60 as at 30th June 2020.

4. Payment Period Start – Check Prefill Details OR Enter per Prefill.

5. End Date – Check Prefill Details OR Enter per Prefill.

6. Total Tax Withheld – Check Prefill Details OR Enter per Prefill.  

CHECK YOUR WORK!CHECK YOUR WORK!

7. Taxed Element Amount Paid Before 60th Birthday – Check Prefill Details OR Enter

per Prefill. Note if the client is over 60, tax element amount is tax exempt and 

does not need to be included in the tax return  CHECK YOUR WORK!CHECK YOUR WORK!

8. Untaxed Element – Check Prefill Details OR Enter per Prefill.  CHECK YOUR CHECK YOUR 

WORK!WORK!

9. Tax-Free Element – Check Prefill Details OR Enter per Prefill.  CHECK YOUR CHECK YOUR 

WORK! WORK! 

10. Is This Payment Subject to Defined Benefit Income Cap Rules – 'Y' or 'N'.  Check

Prefill Details OR Enter per Prefill.

11. Tax Offset per Payment Summary – Refer to T2 calculator manual 

12.

CHECK YOUR WORK BEFORE EXITING!

Item 8 – AUSTRALIAN SUPERANNUATION LUMP SUM PAYMENTS

 Automatic prefill should have generated tax withheld and gross income in the relevant 

boxes.

In the event that you have to manually enter click 'Q' to open schedule > Enter details 

per Prefill/PAYG.
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1. Did you receive a super lump sum payment in a previous year? 'Y' or 'N' – can 

check on prior year prefill or prior year tax return.

2. Payer's Name – Check Prefill Details OR Enter per Prefill.

3. Payer's ABN – Check Prefill Details OR Enter per Prefill.

39
Copyright © 2024

Streamline CA Pty Ltd T/A Ezytax Blue
ACN: 117 905 236

PO BOX 4711, CAIRNS QLD 4870

1

2

3

4
5

6

7

8

9



4. Payment Date – Check Prefill Details OR Enter per Prefill.

5. Tax Withheld – Check Prefill Details OR Enter per Prefill.  CHECK YOUR CHECK YOUR 

WORK!WORK!

6. Tax Free Component – Check Prefill Details OR Enter per Prefill.

7. Taxed Element – Check Prefill Details OR Enter per Prefill.  CHECK YOUR CHECK YOUR 

WORK!WORK!

8. Untaxed Element – Check Prefill Details OR Enter per Prefill.

9.

Item 10 – GROSS INTEREST

Interest from Australian Bank Accounts will usually appear on prefills (as shown below). 

 A summary of the interest from all accounts is shown above the individual bank 

accounts on prefill.  ALWAYS ask Client if they have any other accounts that earn 

interest.
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Automatic prefill should have generated tax withheld and gross income in the relevant 

boxes.

In the event that you have to manually enter click 'L' to open the interest schedule > 

Enter amounts in accordance with the Prefill.

1. Financial Institution and Account Number – Enter the name of the bank.  You do 

not need to enter account number. Check Prefill Details
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2. Number of Account Holder – Check Prefill Details or Enter per Prefill.

3. TFN Withholding & Gross Interest – Check Prefill Details Enter per the 

'Apportioned' column on Prefill or enter per bank statement.  Make sure you 

enter cents in the schedule.  CHECK YOUR WORK!CHECK YOUR WORK!

4. To add another box for multiple bank accounts, click the 'Insert' button.  OR top 

taskbar > 'Edit' > 'Insert'.

5. Press the 'Back-arrow' to exit schedule.

Step 6. PRIVATE HEALTH INSURANCE DETAILS 

In most cases where a client has private health insurance (PHI), the prefill will provide 

PHI details. The below screenshot shows an example of a PHI summary. The key 

information is highlighted by yellow boxes. If the client DOES NOT have PHI you can 

skip this section, HOWEVER, you must still enter the number of dependent children at

M1. If zero, enter 0. 
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To begin, locate the Medicare tab, as shown below. 

At M1 (Y), enter the number of dependent children per the CIF. If zero, enter 0. 

When your client DOES have PHI, change the 'N' to 'Y'at M2 (E). Then click 'E' to open 
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PHI details form. 

Click 'Fund Details' at bottom RHS. 

Enter as per the steps below (also shown by numbered
arrows):

1. At name of fund, enter 'Health Insurer ID' → 

2. At membership days, click the three dots and enter date range, per
prefill. →

3. At membership no., enter membership # per prefill
→ 

4. At cover type, click three dots and select relevant
type.

5. At No. of dependents, enter per prefill. 

6. Click 'OK'.

7. Click 'Close'.  
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M2 will now show how many days your client was (1) in a health fund for the relevant 

financial year and therefore, (2) not liable for Medicare Levy Surcharge (MLS). 
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Scroll to bottom of page to enter final PHI details. 

Type 'Y ' into box to open form. 

Automatic prefill should have generated rebate information automatically 

The following info is to be obtained from the prefill and entered as per below. NOTE: 

12.To select relevant tax claim code, click the three dots to see descriptions. NOTE

you will select tax claim code as automatic prefill will not have this information 

prefilled

13.The benefit code at Label L must be entered in sequential order i.e. 40, 41 or 

30, 31. 
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Once entered, click 'OK', then click 'Close'.

Step 7. ENTER SPOUSE DETAILS

If your client DOES NOT have a spouse, skip this step. Locate 'Spouse details' tab. 

Click 'K' to open schedule. 
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Per the screenshot (right), enter spouse details per CIF and ask client regarding quries:

1. Spouse an AU resident? Y or N?

2. Spouse DOB? Enter.

3. Spouse for full year? Enter. 

4. Click 'Income' tab.

To enter income, either ask Client to confirm their spouse's income or if the spouse is a 

client, you can locate their MYOB file.  Enter income (at label 5) and tick 'Spouse 

income reviewed' (label 6 below). If the spouse has received FBT or reportable 

superannuation contributions, you will need to enter these figures separately under 

income details. You will get this information from the Spouse’s tax return on MYOB, 

under Income Tests information.  
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Once entered, click 'OK'. Enter spouse first and last name and select gender.

 

Step 8. ADJUSTING CREDITS

The most common type of adjusting credits that must be entered for our clients are 

some form of studying and training loan repayments. This includes, but is not limited to,

HECS/HELP debt, TSL and SSL. 

The below example shows how these are shown on a prefill. 

Simply, enter the amount in the relevant part of the adjusting credits tab (Note: Whole 

dollar amounts only). If your client has some form of study debt, MYOB will 

automatically calculate their repayment for the relevant financial year. This amount is a 

percentage of their adjusted taxable income. For a 2024 return, the income threshold is 

for repaying HELP/HECS is $ 51,550.  Clients who earn over this threshold WILL be 

required to repay part of their debt. The repayment amount and repayment rate (%) can
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be found on the tax return estimate, towards the bottom of the page. See threshold and 

repayment rates at: https://www.ato.gov.au/Rates/HELP,-TSL-and-SFSS-repayment-

thresholds-and-rates/.

Step 9. DEDUCTIONS 

Deductions are a critical section of the tax return. Deductions are typically work-related 

expenses that can be claimed to reduce our clients assessable income, thereby 

reducing the amount of tax the client must pay. Deductions are arguably our biggest 

value-add. Our knowledge of what deductions our client can claim, should ensure we 

achieve the best possible result for our clients – the highest return, or lowest payable, 

possible. 

TIP: Each prefill shows the deduction amounts claimed at each section from the 

previous year, this provides a rough indication of what your client may look to claim. 

NOTE: To claim a deduction, the claim MUST HAVE actually incurred the expense and 

not have been reimbursed by their employer. For assistance with what you can/cannot 

claim, see deduction expense questions or visit 

https://www.ato.gov.au/Individuals/Income-and-deductions/Deductions-you-can-claim/. 
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Locate the 'Deductions & Lossess' tab. 

D1. MOTOR VEHICLE EXPENSES

Regular travel from home to work, and work to home CANNOT be claimed, regardless 

of mode (car, bus, uber, train etc.) Travel to work can be claimed for travel to 

irregular/uncommon places of work. 

16)For example (#1), a banker may work in Brisbane City, however be required to 

travel to Sanctuary Cove for a 3-day work conference.  They travel to the 

conference in their own car and each leg is 120km.  This client is entitled to a 

deduction for their travel.  You would use the c/km method. 

17)Claim: c/km, 120km x 6 trips (3 round-trips) = 720km * 85c = $612 deduction. 

Follow below steps to correctly enter above example. 

1. Enter 'MV' at make and model.

2. Enter reason at Details. Enter 'travel to conference'. 

3. Enter distance travelled on RHS at 'kilometers travelled'. Enter $612. 
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Some occupations/employers require their employers to travel on an itenarant basis. 

This means that they travel in their own vehicle to different places regulary as part of 

their employment. If it is a work car, they cannot claim travel as their work is paying for 

their travel. Most commonly, this includes clients who are community support officers 

and take patients/clients to appointments, outings, choirs etc. It is very rare that these 

people will keep a proper log book record, even though they travel well in excess of the 

5000km c/km limit. Without a log book, you can ONLY claim 5000km under the c/km 

record. 

D3. UNIFORM AND LAUNDRY EXPENSES 

This sections allows employees to claim expenses relating to their uniforms.  This 

includes (1) protective clothing, (2) uniforms, (3) occupation-specific clothing and (4) 

laundry/dry-cleaning expenses.  Effectively, the item of clothing MUST be distinctive 

and identify you as an employee of your employer (Woolworths t-shirt or polo, hi-vis 

vest or steel-cap boots). You can claim the cost of repairing or amending such clothing. 

You cannot claim the cost of plain clothes (business attire, casual clothing, Lorna Jane 

Active-wear etc.). With claiming laundry, only claim up to $150 for a full year of work, 

apportion appropriately if worked for less than a full year. 

Click 'C' to open the schedule at D3. 

Ask questions about their work clothing and enter type (C, P or S) on LHS and the 

dollar amount on RHS. FOR EXAMPLE: full year of laundry expenses → C, $140; JB 

Hi-Fi polo shirt → C, $45; Steel-cap boots for working in warehouse → P, $99. 
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D3. SELF-EDUCATION EXPENSES
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1. Self-education Reason – Choose the most relevant code

2. A - Other – Enter per client receipts

3. C - Repairs – Enter per client receipts

4. E - Non-deductible expenses – Enter per client receipts

5. Motor Vehicle – Enter at D1 and link schedule to D3

D5. OTHER WORK-RELATED EXPENSES 

The most common expense/deduction category is D5 Other work-related expenses. 

This section is the area where we can maximise our clients return, as it includes 

general expenses such as mobile phone use, internet use, working from home, 

stationary, professional registration fees, subscriptions etc. 
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To open D5, click 'E'. 

This will open the below schedule.  Enter a description of the expense on the LHS, 

and enter the  amount of the incurred expense on the RHS.  For the purpose of review, 

be sure to add detail when appropriate i.e. Phone –> $30/month plan, apportioned at 

25% work use over 11 months. ALSO: do not claim rounded amounts (i.e. $50, $100, 

$200) unless stated by the receipt. i.e. client says about $50, claim $49. This will avoid 

unnecessary flagging by the ATO. 
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D9. GIFTS OR DONATIONS

You can claim certain charitable donations. To determine whether a donation has been 

made to an eligible  deductible gift recipient (DGR) (this means the donation can be 

claimed), go to the ABN lookup at https://abr.business.gov.au/ and follow the steps 

below: 

1. Use search engine

2. Find correct search result and click on 'Australian Business Number' (ABN). 
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3. Scroll down page to 'DGR' and view status and date.

4. If the ABN is not a DGR, the status will show as per below:

5. In MYOB, open D9 schedule by clicking 'J'.  Enter Name or ABN as description 
and amount donated.

D10. COST OF MANAGING TAX AFFAIRS 

Clients can claim the cost of managing their prior year tax return, as well as related 

expenses such as bookkeeping and the completion of BAS's.  These amounts are to be 

claimed at D10 (M). 

Click 'M' at D10 to open schedule. 

Scroll down the page to 'Other expenses incurred in managing your tax affairs'.  Enter 

the relevant description i.e. previous year (PY) income tax return (ITR) on LHS and 

amount on RHS.  Click the green back-arrow to exit. 
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If client is doing multiple years eg: 2020 and 2021 – do NOT claim an amount at D10 for
2021 as they did not pay for it in the 2021 FY.  It will be claimed in 2022.

D12. PERSONAL SUPERANNUATION CONTRIBUTION 
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1. Notice of Intent to Claim – Y or N.  Yes will open the schedule while N will keep 

the schedule uneditable.

2. Full Superannuation Fund Name – Per Notice of Intent to Claim.

3. Fund ABN – Per Notice of Intent to Claim.

4. Date of Last Eligible Contribution - Per Notice of Intent to Claim.

5. Superannuation Deduction Claimed - Per Notice of Intent to Claim.

MAKE SURE YOU SAVE A COPY OF THE LETTER FROM THE SUPER FUND IN
THE CLIENT'S FOLDER.

59
Copyright © 2024

Streamline CA Pty Ltd T/A Ezytax Blue
ACN: 117 905 236

PO BOX 4711, CAIRNS QLD 4870

1

2

3
4

5



D15. OTHER DEDUCTIONS
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2) Claim Type – Click the grey box with three dots

3) Choose correct claim type > click Select

4) Enter amount in the correct box

5) Click the green Back-arrow to exit schedule.

Step 10. INCOME TESTS

Navigate to 'Income tests' tab. Here, any data regarding the relevant income tests 

should have been entered previously (for example, see pink highlight). Tick the 'empty' 

boxes to confirm the amount as 'zero'. 
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Step 11. V-ERRORS AND CHECKING ESTIMATE 
Once the relevant sections of the tax return are complete, it is important to check for 

validation errors (v-errors). Before setting the status of the tax return to 'To Be 

Reviewed', all V-errors must be cleared. Ensuring all v-errors are cleared also increases 

the accuracy of the refund/payable amount.

To navigate to validation report, head to the RHS tab and click the icon highlighted 

(red) below.  

Below is an example of a v-error (Red X). You can also select a v-error with your cursor

and then click the 'GoTo' option on the RHS of the window to shortcut to the error in 

the tax return. 

Other common examples include (1) not completing all the income tests, (2) not entering

BSB and account number onto front cover and (3) not entering an ABN under PAYG 

income (4) Check data matches prefill 
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Once your return has zero v-errors, a green tick will appear at the bottom of the 

validation report. 

To check the tax return estimate, click the tab icon as shown below. 

A document will load, similar to what is shown below. 

Scroll down to the bottom of the document to find the estimated refund or payable 
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amount. This amount will always be shown in bold print.  This example shows a 

payable, for refund estimates, MYOB will specify 'ESTIMATE OF AMOUNT 

REFUNDABLE ON ASSESSMENT'. Be sure to check if the amount is a refund or 

payable, as to not provide clients with an incorrect result. 

To close estimate, click the 'Close' icon as shown below. 

Step 12. PRINT TAX RETURN
Once you have completed the tax return and checked for any errors, you must now 

print the return. 

Navigate to the top LHS taskbar and click 'Reports', followed by option one, 'Print 

return'. 
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The Print Form will load (see below). The form type should be pre-selected as 'Income 

Tax Return', and (1) Estimate and (2) Electronic Lodgement Declaration (ELS) should 

have a '1' in the 'Copies' box (as shown below).  For tax returns prior to 2019, you will 

need to alter the pre-selected options to what is shown below as they will not be 

automatically selected. 

Click 'OK'. This will load the print menu. 

In the print menu, ensure Preview is the selected option. DO NOT PRINT directly from

server as this will slow the connection. 
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Click on Output to PDF and a save menu will appear.  

Ensure the 'PRINT' folder on the server desktop is selected. Name the file LAST 

NAME, First name, YEAR and click 'Save'. This will save the unsigned ELS and 

estimate to the server desktop. 
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Locate the saved file on the server desktop. 

Copy and paste to LOCAL desktop > Open the saved file and once the file is open, 

CTRL + P to open the print menu (see below). Ensure your printer is selected (e.g. 

BROTHER MFC-L2713DW Printer).

Click 'Print'. 
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Step 13. PREPARE INVOICE
You can prepare the invoice whilst the ELS + estimate is printing to save time. 

Go to the 'Ezytax' icon/folder on the server. Select your location. 
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Select your booth. 

Select your station. 

→ Select Invoices folder, then YEAR folder, then MONTH folder. 
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Now follow the below steps (screenshots also below): 

1. Open the most recent invoice. 

2. Increase the invoice number by 1.

3. Update the client name. 

4. Update the contents of the invoice as per the service you have provided. 

5. Check invoice is correct. 

6. File → save as → rename invoice to the updated invoice number. 

7. Close invoice.

8. Copy and paste invoice to desktop printer folder.

9. Print invoice on Blue Letterhead. 
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Bonus 1. CHECK OUTCOME OF PRIOR TAX RETURNS 
You can also check the outcome of your client's prior year returns. Checking past 

refunds/payables will allow you to gauge how this year's return compares to prior years,

which means you can appropriately manage your clients expectations. 
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To do this, click on the 'Income Tax' tab. 

Now, click the 'History' tab and see previous amounts on the RHS. You can also click 

on the drop down arrow (see red arrow) to see lodgement dates. 

Bonus 2. OUTSTANDING TAX RETURNS 
It is common for clients to have overdue tax returns. As an 'up-sell' opportunity, it is 

important inform our clients when they have overdue return(s). 
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Before telling a client that they have an overdue return, check the prefill report for the 

overdue year. If their income is low (under TFT at $18,200) and they have tax withheld, 

it is likely that the refund will cover the cost of doing the return – this situation is now a 

WIN-WIN; as we get to charge for an additional return and the client gets an additional 

refund. This increases the value we can provide to clients and improves our reputation.

Additionally, the penalty for an overdue tax return is $ 1,565 per return, and so not 

only are they perhaps getting a refund, but they also mitigate the risk of being penalised 

by the ATO. 

You can locate the prefill report for overdue tax returns in the same way you locate 

current year returns: Lodgements → Client reports. 

Overdue tax returns will also appear in the 'Not lodged' tab in your client's history tab 

(see below).
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