Electronic Configuration of T4 and RL-1 Slips
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This guide assumes that you have previously produced T4 and RL-1 slips
using the Dynacom software; therefore, the following instructions will only
assist you in transitioning from paper submissions to governments to
electronic submissions. Moreover, Dynacom software does not send
anything directly to the governments, it only generates files that you must
subsequently submit on the government websites.
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Section 1: Configuring T4 Slips in Dynacom Accounting

From the T4 Printing module, check the box Transmit Electronically:
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Next, click on the Set Up button located to the right of the box you just checked. You
will need to configure the three tabs with your company's information. You cannot click
on the 'OK' button until the essential information is filled in. For the Transmitter
account number, it is your Federal payroll number (e.g., 879598843RP0001). If you
are preparing on behalf of another entity, please use your Federal number, not your

client's.
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After configuring the three tabs, you can click on the 'OK' button and return to the main
T4 printing window. You will need to enter a Transmission Number, which will be
00000001 if it's your first submission
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You will notice that the print button is now labeled Electronic Submission. After
previewing and ensuring everything is in order on your T4 slips and summary, you can
click on the Electronic Submission button. Your Dynacom software will prompt you to
save the XML file. If your Dynacom software is installed locally on your computer, save
the file on your desktop, in your documents, or in a location of your choice. If you are
using the SaaS version of Dynacom, save the file on the K: drive (common), from
where you can later copy it to your computer.
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Subsequently, you can print double-sided copies for the employees, as usual. Even
though your Dynacom software shows the T4 summary at the end, it is included in the
XML file that you will send to the federal government; therefore, it is not necessary to
submit it manually.

To submit your XML file, please use the following website:
https://apps.cra-arc.gc.ca/ebci/njfs/ext/disclaimer

Simply press the | Agree button at the bottom of the page and follow the on-screen
instructions

Section 2: Registration with the Provincial Government

To begin, you first need to subscribe to the online services of the provincial government
via the following address:
https://www.info.clicsequr.gouv.qc.ca/entreprises/inscription-clicsequr-entreprises/

You will also need a Transmitter Number. Unlike the federal government, you will

need a unique Transmitter Number, regardless of whether you are filing for yourself

or for other entities. To obtain the Transmitter Number, please visit the following site:
J//www.reven n/online-servi forms-and-publication rrent-detail -4

v/

Registering to obtain the Transmitter Number will also give you access to the Serial
Numbers you will need. See the steps to follow on the following website to obtain those
numbers:

https://www.revenuguebec.ca/en/businesses/rl-slips-and-summaries/sending-rl-slips-and-sum
m aries/sending-rl-slips-and-summaries-to-revenu-quebec/online/
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Section 3: Configuring RL-1 Slips in Dynacom Accounting

From the Relevés 1 Printing module, check the box Transmit Electronically.

€ RL-1- Printing

S O & &

Customize = Configu... Electron... Preview

2

Help

|& You must set up the RL-1 form before being able to print it or produce it electronically. |

Employees

Year Sort by Last Name

[Jindude inactive employees

(®) All Employees
O From &I To
(O Employee Employee selection
Print
(®) Facsimile [JPrint the Summary

Formulaire Dynacom (recto)

Formulaire pré-imprimé gouvernemental

Quebec Enterprise Number (NEQ)

Electronic transmission

Transmit electronically

RL-1 number series From

Edit Template. ..

Front-back print test

w

e

Close

Next, click on the Set Up button located to the right of the box you just checked. You
will need to configure the three tabs with your company's information. You cannot click
on the 'OK' button until all the essential information is filled in. For the Transmitter
Number, use the Transmitter Number mentioned in Section 3.
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After configuring the three tabs, you can click on the 'OK' button and return to the

main RL-1 printing window. You will now need to add the serial numbers as mentioned
in Section 3.
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You will notice that the print button is now labeled Electronic Submission. After
previewing and ensuring everything is in order on your RL-1 slips and summary, you
can click on the Electronic Submission button. Your Dynacom software will prompt
you to save the XML file. If your Dynacom software is installed locally on your
computer, save the file on your desktop, in your documents, or in a location of your
choice. If you are using the SaaS version of Dynacom, save the file on the K: drive
(common), from where you can later copy it to your computer.
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Subsequently, you can print double-sided copies for the employees, as usual. Unlike
the XML file for the T4 slips, the RL-1 summary is not included in the provincial XML.
You will need to send it by mail or fill in the summary information on the provincial
government's website.

To submit your XML file, please use the following website:

https://www.services.mrqg.gouv.qc.ca/AccesEntrpr/s3/s303/S303A01_01A_PIU_Transm
Relev_PC/PageDeGarde.aspx?CLNG=F

Simply press the Start button at the end of the page and follow the on-screen
instructions.

www.dynacom.com

Dynacom Technologies
1270, Dagenais Blvd., West, Laval, Quebec
Canada, H7L 5E3

£ Il


https://www.services.mrq.gouv.qc.ca/AccesEntrpr/s3/s303/S303A01_01A_PIU_TransmRelev_PC/PageDeGarde.aspx?CLNG=F
https://www.services.mrq.gouv.qc.ca/AccesEntrpr/s3/s303/S303A01_01A_PIU_TransmRelev_PC/PageDeGarde.aspx?CLNG=F

	Electronic Configuration of T4 and RL-1 Slips 
	Table of content 

	Section 1: Configuring T4 Slips in Dynacom Accounting 
	Section 2: Registration with the Provincial Government 
	Section 3: Configuring RL-1 Slips in Dynacom Accounting 

