VOS DEFIS TECHNOLOGIQUES SONT NOS DEFIS

How to produce the T4 and RL-1 slips

You must have made the update which contains the new T4 / R1 forms. This update
is usually available at the end of the year. If you have not received an email advising you
that the update is available, you will need to wait until this time before producing your tax
slips.

From r compan

T4 slip

Go to Actions / Payroll / T4 - Printing

Enter the corresponding year under Employees / ex: 2019
Select the checkbox Include inactive employees

Select the option Facsimile

Click on the Preview icon

Make sure the T4s are correct

Click on print
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Impression
e [tis normal to see only the name of the company (not its address)

e The employee receives the copy with his information twice, without the deduction
account number

® The copy with 2 different employees and the withholding account number is sent to
the government, the other copy with 2 different employees and the withholding
account number is kept for your records.

Employee copy
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RL-1 slip
e Select Actions / Payroll / R1 - Printing
Enter the corresponding year under Employees / ex: 2019
Select the checkbox Include inactive employees
Select the option Facsimile
Select the Preview icon
Make sure the Relevé 1 is correct
You can now print them
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Printing
® There is only one copy to be given to the employee
e Send the 2D copy to the government

Employee copy
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Instructicns et explications relatives aux cases du releve 1
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Copy to send to the government 2D
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1 - Copie a retourner avec le formulaire RLZ-1.5
[V ous deveztransmettre a Revenu Quebes les données inscrites ci-dessus
etle code a bames bidimensionnel de donnees surla meme page.)

Consultez le Guide du refevé 1 (RL4.G)
pour obtenir plus de renseignements surla
facon de produire le releve 1.
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