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TAX REVIEW MANUAL

This manual demonstrates the process a reviewer should follow when reviewing tax

returns.

SLACK:

The main channels for reviewers will be #ezytax_xreview and #tax_agents
When you start work, message 'On' and the Station you are working on in the
#tax_agents channel to clock-on and let others know that you are active.
EG:

Today ~
Jessica Barnett z:41 P
Sl on - working on EGBQO1 17/05 (editec

B I & & = = = <>

Add channels |

(@ tax_agents

When you finish work, message 'Off' in the #tax_agents channel to clock-off and let the

others know you are no longer active.

TIMESHEETS:

Your time-sheet can be found on your server desktop. A screenshot example of a

completed time-sheet is provided below.
1) Enter your name at the top of the sheet at the beginning of each week.
2) Click on the correct 'Week Ending'. You can navigate to the correct week by

selecting the correct week at the bottom of the file (shown by pink box).

3) Find the correct day you work — Highlight the blocks of time you work per 15min

increment (seen below in yellow).

4) In the # of ITR's column for each day (right of each highlighted block) — enter the

number of returns you reviewed for each 15min increment. Most returns,

assuming no errors or queries, typically take 1-2 minutes to review.
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EZYTAX BLUE REVIEW TIMESHEET
NAME: Suelee < mmmm Week Ending: 12/07/20 <ommmm

# of # of # of

Monday ITR's* Tuesday ITR's* Wednesday ITR's* Thursday

8.30am
8.45am
9.00am
9.15am
9.30am
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10.15am
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12.00pm
12.15pm
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1.00pm
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1.30pm
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REVIEW PROCESS:

1) On your local computer > open the Remote Desktop Connection app.
2) Inthe general tab, enter the |P acddress for the correct server:
& BlueOne Server: 110.141.228.5:3100
Brisbane and Gold Coast stations & VA Tax Accountants Folder (V:)
& BlueZero Server: 110.141.228:3101

Cairns and Townsville stations

3) Enter your Username.
4) Click Connect.

5) Enter your Password on the next screen.
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4 Rernote Desktop Connecticn — et

| Remote Desktop
¢ Connection

ieneral Display Local Resources Experience  Advanced

Logon settings
. L Erter the name of the remaote computer.
e —
Computer. | ETTKEEIZIIEERE] v| < —
Username: [ EIBQ0T'eibgll _

Saved credentials will be used to connect to this computer.
You can edit or delste these credentials.

[ ] Mlways ask for credentials

Connection settings

Save the cument connection settings to an ROP file or open a
| saved connection.

Save Save As.. Open...

+ Hide Options “

6) Once you have logged into the correct remote server > click on MYOBAO on
remote desktop.

7) Enter your username and password to log into MYOBAO.

NAVIGATING THE EZYTAX(T:) DRIVE:

All locations have a code and each location either has 1, 2 or 3 stations.
List of locations/stations are:

Blue One Locations

BRISBANE CODES GOLD COAST CODES
Indooroopilly EIBQO1 Pacific Fair EPGQO1
Indooroopilly BIBQO1 Coomera ECGQ01/02
Office
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Garden City EGBQ01/02 Robina ERGQO1
Chermside ECBQ01/02 Helensvale EHGQO1
Carindale EWBQO1

North Lakes ENBQO01/02

Blue Zero Locations
CAIRNS CODES TOWNSVILLE CODES
Cairns Central ECCQO01/02/03 Townsville ESTQO01/02
Smithfield ESCQ01/02 Townsville ESTQO03
Smithfield Office BSCQO01
Earlville EECQ01/02
Emails ECCQ04
VA Locations (via BlueOne Server)
LOCATION CODES
Cairns Central VCCQO01
Garden City VGBQO1
Mount Sheridan VMCQO01
Emails VCCQO02
Online
BlueTax BTO
FKTax FKT

STATION SHEETS:

Station Sheets (SS) are used to keep track of all client jobs. It tells us what date the

work was done, the client's name, the invoice number, what work we did for them, how

they paid, the amount they paid, and when the work was reviewed and lodged.
The Station Sheets are located in: Ezytax(T:) > Cairns or Brisbane or Townsville or
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Gold Coast > Shopping Centre location > then the Station Code > Station Sheets >
2021 > Month. This is demonstrated in the path below:

ThisPC § Ezytax(T:) » Brishane » Chermside » ECBQOT + Station Sheets » 2021 v 0
A Name Date medified Type Size

B 07 July 21/04/2021 2246 PM - Microsoft Excel 97... 4115 KB

= 08 August 21/04/2021 2247 PM - Microsoft Excel 97.., 4115 KB

= 09 September 21/04/2021 249 PM  Microsoft Excel 97... 4115KB

B 10 October 21/04/2021 251 PM  Microsoft Excel 97... 4115KB

Each month has each day separated in tabs inside the excel document. Click the

correct tab for the correct day.

Al B e 0 | E [ F [ & [ H ] [ [ 1 [ « L A
1 CAIRNS EZYTAX
2 CHERMSIDE — STATION 1 (ECBQ1
3 DATE: 01/07:21
| 4 |
5 ADDITIONAL NOTE
CLIENT NAME INVOICE # INITIAL WORK PﬂTY:.‘PEENT DATE PAID | AMOUNT STATUS REVIEW LOIJD“;EED (If status is "Outstanding” g
exEIanatiDn of what is stil
1 LASTNAME Firsthame #21ECC Q100001

N

[a]efe]-]a

|
o= e = ot e = 5
n

ra
(=]
B

™
=

40 |33

w

a4
» [vil st /2nd (3rd {ath {5th {6th /Tth /8th /Sth {10th {11th {12th {13th (14th {15th [16th  17th (18th {19th (20th {21st [22nd /23rd {24th {25th /2 <| >|
Sheet 1/ 37 Py = ey L

Work with a "To Be Reviewed' status needs to be reviewed.
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TOWNSVILLE EZYTAX
WILLOWS — STATION 1 (EWTQ01)
DATE: 1311120
PAYMENT DATE
CLIENT NAME INVOICE # INITIAL WORK TYPE DATE PAID | AMOUNT STATUS REVIEW LODGED

1 MHALAHN, Kyle Z0EWTQ100008™  JE 20 ITR EFT 131120 3689.00 To Be Reviewsd

2 |SWAHN, Chris ZOEWTQ100009 JE 20 ITR CC 13/11/20 36889.00 To Be Reviewed

Once a return has been reviewed, you need to change the Status on the SS to
'Reviewed' and enter your initials in the Review column.
EZYTAX BLUE
CHERMSIDE — STATION 1 (ECBQ1)
DATE: 25/10119
PAYMENT DATE
CLIENT HAME INVOICE # INITIAL VWORK TYPE DATE PAID | AMOUNT STATUS REVIEWW LODGED

1 |Cassidy, linda [£19ECBQ100058H SW 18 MR C 251019 $65.00 Lodged AF

2 NG, yoke [F18ECEQ1000689 SW 19 MR, 17, 18 NL C 251018 $108.00 Lodged AF

3 Nitika 1 SECECQ1000550M SW 1718190l C 251019 285.00 Lodged AF

4 |Sanchez Quiroga, Eric [£1SECBQ100068H SW 18 MR, 18 HL C 251019 S87.00 Lodaed AF

5 |pavidson, Emma f:15ECBQ100055 SW 18 MR, BUS C 251018 $131.00 Reviewed AF
| & [0ghani Ghaffari, Paniz [1SECBQ100088N SW 1719 TR, 13,14 NL C 25M0M9 £174.00 Reviewed AF
| 7 |Geertz, Karen [£19ECBQ1000554 SW 10 MR C 251015 585.00 Reviewed AF

=] Karen [:159ECBQ10005584 SW 11 MR C 251018 $85.00 Reviewed AF
Iﬁz Karen L1oEcEQM000E88]  SW 12 MR C 2510118 $85.00 Reviewed AF
| 10 |Geertz, Karen [£19ECBQ1000684 SW 13 MR C 251018 585.00 Reviewed AF

11 |Geertz, Karen [ 12ECBQ1000654 SW 14 MR C 251018 $85.00 Reviewed AF
| 12 |Geertz, Karen [F12ECEQ100083 SW 15 MR C 251019 £65.00 Reviewed AF
| 13 |Geertz, Karen [£19ECBQ1000684 SW 16 TR C 251018 $65.00 Reviewed AF

14 |Geertz, Karen [:159ECBQ10005584 SW 17 MR C 251019 £55.00 Reviewed AF

15 Karen [F12ECEQ100083 SW 18 MR C 251019 £65.00 Reviewed AF
Eﬁ Karen [F18ECEQ1000659] SW 19 MR C 251018 $65.00

17 |Ayala, Jorge [:12ECBQ1000899 SW 18 MR C 251019 £55.00 Lodged AF

18 Jake [ 18ECBQ1000659 SW 18 MR, BUS C 251019 $131.00 Lodged AF

19

During review, if there are any errors/queries, that prevent a tax return from being ready
to lodge, change status to 'O/S' (outstanding) and enter notes in the Additional Notes
column on SS. Add error/query to the Errors List and contact the relevant staff member

for clarification via Slack.

EZYTAX BLUE - BRISBANE
CHERMSIDE — STATION 1 [ECBGO1
DATE: 20110120
p—— py— ADDITIONAL NOTES
CLIENT NAME IVOICE % [InmiaL VIORK e |ostEpa fawount | starus [Review] | SET | 0 status is Outstanding' give detai
explanation of whatis still require:
* [PANDA, Simonz SEcEnIEn| I PRl o ] oz G
2 [seaniu, mauro sMECEQINGEE | (P 220MR EFT | W 5
(2 |BRaR, Sandeep =20ECEDI00ENT | (P 2020TR EFT DAL - Otter (L) APPLYING FOR MLE
+ KaUR, Amandeso sa0ecaQieens| (P 2020R ce . o PR
= HERROD, Lachlan soceaiees| (P | 2020MR AENBIEL | Tes Lodges s
& jkanparast Dizns s0EcEQien | P 2020TR BT | 20w | sl Lodged 5L
T

Do NOT change status to 'DNL'! This is ONLY if the client refuses to lodge. Always
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put O/S and notes in Additional Notes to explain the reason for O/S.

Status Codes:

& To Be Reviewed — Status stating ITR is paid, completed and uploaded

& O/S —When ITR is partially completed or requiring further information

& DNL — Refund Issue — When client does not want to lodge a tax return due to
refund being too low.

& DNL — Other — When client does not want to lodge a tax return due to other
reasons.

& Reviewed - ITR is reviewed by Tax Agent and ready to lodge. ITR will be set to
complete.

& Lodged — ITR is lodged with the ATO.

SIGNED TAX RETURNS FOLDER:

All relevant paperwork for a client that is ready for review is scanned and saved in the

Signed Tax Returns for each station in individual client files.
Ezytax(T:) > Cairns or Brisbane or Townsville or Gold Coast > Shopping Centre location

> then the Station Code > Signed Tax Returns > Year > Month > Day > Clients Name

<« Ezytax (T:) #+ Bnsbane » Garden City # EGBOO1 » Signed Tax Returns + 2021 » Aprl - REVIEWED » 30-04-21 - REVIEWED

| ] = | 06-07-20 - 5 of 6 REVIEWED —
Home Share View

&« S b <« 2020 » July » 06-07-20- 5 of & REVIEWED w Search 06-07-20 -
- SOL Drive (Q2) "™ Marme Date modified Type
- Scans (5] ABETRIA, Albert - To be Reviewed File folder
am Ezytax (T:) BELL, Ronald - Te be Reviewed File folder
m Utilities (L) MOHAMMED, Abdul - To be Reviewed File folder
= MYOB (O1d) (V3 SAMRA, Loveleen - To Be Reviewed File folder
o Ezytax Archive (V SIMGH, Prabhjot - Waiting for Info File folder
am MYOB (X2)
- Backup (Z:)

¥ MNetwark

[ BLUEONE
[ BLUEZERO
EF INvICTUSX
[ PREDATORG3 v £

Sitems  State: J& Shared

FOF
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Each client will have the following:
& Prefill
& Signed ITR —includes Client Info Form (CIF), ELS, Client Substantiation
Declaration (Sub-Dec)
Clients will have the following IF applicable:
& Trust Account Authority (TAA) — this is if the client has chosen Fee From Refund
(Trust). Make sure ITR bank details show the TRUST ACCOUNT bank details.
& Non-Lodgment Sub Dec (NLA Sub-dec) — must be signed if NLA lodged.
& NLA receipt — must show years lodged as NLA
& Any other relevant documents such as Medicare Levy Exemption Certificate
(MLE Cert), CGT statements, managed funds, etc.

CHECK that ALL documents are signed — ELS at Part A and Part B, CIF and Sub-dec.
If trust, check that TAA is signed. Also check for signature on other documents such as
BAS, BAS Sub-Dec, NLA Sub-Dec, etc.

ERRORS LIST:

Errors list are to be completed for each staff member who has an error on their tax

returns or in their administration.

ERRORS LIST T
ACTIOMNED
DATE FIXED RE-REVIEWY
List Errors that need Fixing before lodgment BY MEEDED?
Wrong tax offzet claimed, Refund has decreased JD 1TI0S22 ez JD

» ERRORS LIST — Any mistakes found during review will be listed here. Fix
the little mistakes like typo's and M1/M2 dependent children.

» RESIGN NEEDED - If a resign is required change put YES in this box,
otherwise choose NO.

> — Errors rectified by staff will be listed here.

> — Put the initials of the person who has re-reviewed the tax
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return (if necessary).

Common Errors include (but not limited to):

& Typo's — Fix these errors as you go. Especially if it is for simple things like bank
details that do not need a resign.

& Client's bank details instead of Trust Bank Details for Trust clients — Fix these
errors as you go.

& Not entering email/phone numbers in client console/tax return — Fix these errors
as you go.

& Part B on ELS not signed

& Dependent children not entered at M1 & M2 — Fix these errors as you go.

& Incorrect spelling of Client's name — Fix these errors as you go.

REVIEWING TAX RETURNS:
Once all relevant folders are open (SS, Errors List, Signed ITR folder), search a client
in MYOB who has a 'To Be Reviewed' status on SS.

Checkpoint:-

At this point, you should have the following open:
1) Station Sheet
2) Signed Tax Return folder for the station/day you are reviewing
3) MYOB
4) Errors List
Having these open will allow you to review in an efficient manner.
1) In MYOB > Main tab > check the Client's details match with the CIF and Prefill.
Things to check are correct include: Name, Address, DOB, TFN, Mobile, Email.

2) Responsibility tab > check Partner is Jessica Darby/Barnett

3) tab > Confirm both home and postal address matches the CIF and
the email and phone number are both entered correctly.

4) Click tab to access tax return
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Client - MIRI,MR AMINE MOHAMMED

Client Name  |MIRI.MR AMINE MOHAMMED £ Company Ezytax Blue

Client Code 30444

Main Eespﬂnsibilit; Documents | Client Accounting © Tax Returns | | Extra | Associsted | Addresses

5) SS will determine what year/s have been prepared. Double click on the correct
year to review.

6) Front cover > check 'Y' and 'Y' are entered under Postal Address.

Your postal address 2731 Helles Street

Use Client address? Suburb or town  Marooka State QLD Fosteode 4105

Has postal address chang

. Country - if not Australi
=since last tax return lodged? e

Cwerseas Country

7) Check phone number/s and email address are correct per CIF.

Your mobile phone number 0481592618
Your daytime phone number Area Telephone
(if different from your mobile phone Code number

number above)

Your email address
amine02400@gmail.com

8) Check SS for payment method > check bank account details are correct per CIF.
If payment method is ' > the bank account details must be the Streamline

Trust Account or 'Agent Details' or “A”, as shown in the 2™ image below.
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Electronic funds transfer (EFT)

If a refund is expected for this return you must provide financial institution details including BSB, Account number and
Account name. If neither you nor your client has a bank account please phone the Tax Office on 13 72 85 (fast key
code 1312} to obtain instructions =0 that you may lodge electronicalby.

Show the Account name exactly as it i= shown on yvour Bank Statement, and do NOT show the account type, such as
cheque, savings, mortgage offset, eic.

Select bank a/c details from: BSB number DB2684 Account number (972332077

Must be § digits

Account name | | Amine Mir

Electronic funds transfer (EFT)

If a refund is expected for this return you must provide financial institution details including BSB, Account number and
Account name. If neither you nor your client has a bank account please phone the Tax Office on 13 72 35 (fast key
code 1312) to obtain instructions so that you may lodge electronically.

Show the Account name exacthy as it is shown on your Bank Statement, and do NOT show the account type, such as
chegue, savings, mortgage offzet, etc.

Select bank alc details from: | . BSB number 084472 Account number | 839618506

Must be & digits
Account name | Streamline CA Pty Ltd Trust Acc

INCOME TAB:

Ensure ALL income is entered from Prefill and other documentation. Ensure there are

no transposition errors.

Item 1 - For each PAYG summary, check the following are entered correctly:

ABN

Employer name

Tax withheld in the tax withheld box

Income is correct and entered into the income box

All PAYG summaries are entered, if multiple.

Other income types e.g. Allowances, RESC, RFBT, Lump Sums, are entered in
the correct areals.

ETP's are entered at Item 3, not at Item 1.
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Note an error on error list for any omissions or incorrect entries.

=N Y - Payer's WPN
55 130 0259 006
Tax withbheld
GLOBE LABOUR SERVICES PTY LTD 4356 28514 I
Allowances including commissions, director's fees, 779 I
bonuses, tips or consultation fees etc.

Iz the employer exempt from FBT under section 57A of the FBTAA 159267

Item 5 & Item 6 — Check government payments are entered correctly in the correct

item.

Item 7 — Offset amount should appear at T2 under the Offsets tab. Reason for this is

because of a software error if offset is entered in schedule at |7.

Iltem 10 & Item 11 — Check entered from Prefill and other documents.

Item 13, 18,19,20,21 — Check investment incomes against other doc's such as buy/sell
statements, rental property summary, etc.

Iltem 15 — Check Business Income Worksheet (BIW).

ENSURE ALL INCOME AND EXPENSES ARE ENTERED FROM PREFILL
ENSURE NOTHING IS MISSED

DEDUCTIONS TAB:

Check deductions are reasonable. Question anything that seems excessive or

calculated incorrectly. Things to consider:

1. Are the deductions reasonable given the client's occupation?
¢ e.g. Retail worker at Woolworths claimed 5000km at D1 for MVE =
unreasonable? Versus a tradesman claiming at D1 = likely reasonable.

2. Do any deductions require more information?
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e e.g. for atradesman, a 'tools' deduction totalling $780. Is that one tool, or a
combination of tools where no individual item is over $3007? If deduction
description is unclear, message the person who completed the return, per SS
information, to clarify.

3. Have they claimed at D10 for previous year return, but on the prefill their
previous year return is outstanding?

4. For D9 claims, is the ABN listed as a Deductible Gift Recipient?

5. Private Use has been accounted for — telephone, internet, home office, etc.

6. For excessive claims, where no receipt is provided in the Client's folder,
message employee to clarify whether receipt was sighted. If not, get employee
to contact client to provide evidence.
> e.g.a $10,000 claim at D9.

OFFSETS TAB:

Things to consider:

e T1 offset entered for those eligible by age or by being a recipient of Iltem 67?

e T2 offset entered for Income at Item 7? DO NOT use the schedule for T2. Enter
offset directly into the box.

e T4 offset entered for Cairns and Townsville clients, or others who lived in remote

areas for 183 days.

MEDICARE TAB:

Things to consider:

e Dependents entered at both M1 and M2?

e M1 > Medicare Levy Exemption (MLE) details are entered correctly if MLE is in
client's folder. Check dates of MLE.

e M2 > Private Health Insurance details are entered correctly, when applicable.

Check dates and type, per prefill summary or client provided statement.
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ADJUSTMENTS TAB:

Things to consider:

e A1 —entered correctly.
¢ HECS/HELP/SSL info is entered from Prefill.

e A2 — dates for starting/ceasing residency are entered when applicable.

SPOUSE DETAILS TAB:

Things to consider:

o Check spouse details are entered if spouse appears on Prefill or CIF.

e If we prepared both husband and wife ITR, spouse income details should be the

Taxable Income per the tax return.

BUSINESS TAB:

Things to consider:

e Ensure BIW is completed or ABN Checklist.
e Ensure private use has been accounted for

e Ensure ABN charge has been charged to the client.

REVIEW OF ITR IS COMPLETE:

1) Click button on ITR — ensure NO V-Errors. Fix V-Errors is present.

Add to Errors List — V-Errors not cleared.

2) If Ready To Lodge — click 'Complete’. Do NOT press complete if there are
errors present and not ready to lodge. Press to exit Validation Summary
without setting to complete.

3) Press @ to exit tax return.
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File Utilities Edit View Maintenance Preparation Lodgment Reports Taxletters Help

Form Summary

A
A

El - Not complete Due 17/05/2(

A

wr Q4 kaEED L)

Frort cover” Income | Deductions & Losses | Tax offsets | Medicare | AdjCredits  Incometests| Spouse detals | Business tems

Taxable incomé

ATO Retum

w1 Salary
..... 2 Mlowance:
..... 3 Employer I
..... 4 Employmer
..... 5 Australian

..... § Australian

-7 Mugtralian
. Australian
..... 9 Attrbuted
w10 Gross
..... 11 Dividenda
----- 12 Employee

Mr Steven Loder

Ref

A0 Validation summary - Return Code: 33332 @
TFN: 814483 144
D Goto
Bectronic Lodgment Declaration must be printed and signed by taxpayer priorto lodgmen Birt...
Please check SAFTO code provided for both taxpayer and spouse. Codes need to be the B SDRTI
Reportabl fringe benefits i less than or equalto $3,772. Please contzct youremployerak & [T1 Details...
No validation emors found
(lose
Complete

4) Update Status on SS to REVIEWED or O/S.

5) Enter your Initials in the Review Column

6) Add a note in the 'Additional Information' section on the station sheet to

explain why it is outstanding and what it relates to — i.e. clarifying MVE

deduction.

7) Complete Errors List for that tax return (if applicable).

8) If errors/queries, send a message to the person who completed the return.
9) Change the status of the Client's Signed ITR folder from 'TO BE REVIEWED' to
'REVIEWED' if ready to lodge or 'OS' if errors/queries.

10) Once all ITR's in a day are reviewed, change the Day's Signed ITR folder status
from 'TO BE REVIEWED' to 'REVIEWED' if ALL tax returns for that day are
ready to lodge or 'X of YREVIEWED' where X = number of returns ready to

lodge and Y = number of tax returns for that day. See below example.

Station sheet example for OS return:
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ADDITIONAL NOTES
CLIENT HAME (KVOICE® | INITIAL WORK PATYYh;EHT DATE PAID | ANOUNT STATUS | REVIEW ngggn Ilfstatuais‘Dutstanding'givedetailed
gxplanation of what s still required)

[TANG, Jasmin #NEGRO1006H | LP 2020TR, FOREIGN EFT [ 200520 | $102.00 05 hil Confirming WFH deduction.

Signed ITR folder example for OS tax return:
Client Signed ITR folder status changed from 'TO BE REVIEWED' to 'OS":

TAMG, Jasmin - O5

Day's Signed ITR folder status from 'TO BE REVIEWED' to 1 of 2 REVIEWED due to
the above being OS.

21-03-21 - 1 of 2 REVIEWED

Station sheet example for reviewed return:

ADDITIONAL NOTES

(tf status is ‘Outstanding' give detailed
explanation of what is still required)

CLIENT NAME IVOICE# | INITIAL WORK PA%“;ENT DATEPAID | AMOUNT [ & STATUS  |REVIEW

[TANG, Jasmin HAEGBO10063 | LP Z020TR, FOREIGN BT [ 0520 | 0200 | § Reviewed i

Signed ITR folders for Reviewed tax return:
Client Signed ITR folder status changed from 'TO BE REVIEWED' to 'REVIEWED":

TAMG, Jasmin - REVIEWED

Day's Signed ITR folder status from 'TO BE REVIEWED' to REVIEWED.

21-05-21 - REVIEWED
Always sort through returns to review oldest to newest. Follow up on any O/S returns
that you have reviewed have been completed, ready for a final review and set to

Complete.

BUSINESS ACTIVITY STATEMENTS (BAS):
As the BAS's are lodged on the portal, they will not appear in MYOBAO. All documents

will be found in the Client's Signed ITR folder under the relevant date per SS.
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