
Quick Start Guide 
Online Tax Software Isn’t it about 

time you got

Let’s begin!

A Go to www.hrblock.ca.

B Click the FILE ONLINE button.

Next, create an account (it’ll only take a minute)

A

B

Click the Create Account button.

Provide a few simple details like your first name and your province. We’ll 
also ask you to create a password which you’ll use to sign into your  
account. 

the refund 
you deserve?

Completing your return

Note: If you used TurboTax, UFile, or H&R Block’s tax software to prepare your return last year, you can import information from last year’s 
return into this year’s return. Select the product you used in 2015 to import your information. If you didn’t use one of the listed products to 
complete your return, simply click Skip Import so we can start working through your return.

The GET STARTED tab is where you tell us 
about yourself and where you lived during the 
tax year. 

GET STARTED tab

If applicable, tell us about your spouse or common-law partner and your dependants, 
for whom you’d like to claim credits.

When you’ve finished entering your information into the tax software, proceed to the 
QUICK ENTRY tab.

When you’ve finished entering your  
information into the tax software, proceed to 
the QUICK ENTRY tab.

OR

QUICK ENTRY tab To help you complete your return faster than 
ever before, we’ve added a new section to our  
industry-leading software: QUICK ENTRY.

In this section, use the QUICK SLIP ENTRY  
feature to enter the information from your 
various federal slips (like your T4), your Québec 

relevé slips (like your RL-31) your RRSP contributions, (and more) 
in one convenient location. Simply type the name of your slip or 
receipt into the search field. Once the desired item is highlighted, 
you can either select it with your mouse or press Enter to continue. 
You’ll then be directed to the appropriate page within the software. 

If you’re a user of our Assistance or Protection 
packages, you also have the option to download your 
information slips and other data directly from the Canada 
Revenue Agency (CRA) or Revenu Québec.

Downloading your information saves you time and reduces 
errors caused by manual data entry. If you haven’t done so 
already, you’ll need to register for the CRA’s My Account 
service before you can download your information.

PREPARE tab

The PREPARE tab is where you’ll claim your credits and deductions and where you’ll report any expenses you might have had. 
Depending on your situation, the PREPARE tab will contain the following sections in addition to the LET’S TALK ABOUT 2016 and 
OTHER sections: EMPLOYMENT, PENSION PLANS AND INVESTMENTS, STUDENTS, and RETIREMENT.

In the LET’S TALK ABOUT 
2016 section, select the 
checkboxes that best  
represented your life in 
2016. This will help us 
personalize the software 
just for you.

On the EMPLOYMENT page, tell us about the 
income you earned that wasn’t reported on an 
information slip and any job-related expenses you 
had. You’ll also be able to claim certain credits and 
rebates. Be sure to select all the situations that 
applied to you in 2016.

On the PENSION PLANS AND INVESTMENTS 
page, tell us about the investments you made 
during the year including contributions you made 
to your pension plan, and any investment income 
you may have earned. Be sure to select all the 
situations that applied to you in 2016.

On the RETIREMENT page, you’ll be able to split 
pension income with your spouse and report your 
deferred stock option benefits. Be sure to select all 
the situations that applied to you in 2016.

On the OTHER page, tell us about any other types 
of income and expenses you had during the year 
and we’ll see if there are any additional credits 
that you can claim. Be sure to select all the 
situations that applied to you in 2016.

While completing your return, click a Learn More 
or Need Help link to find out more about a field 
or page.

On the STUDENTS page, tell us about the income 
you received from things like grants, bursaries, 
and scholarships as well as the student loan 
interest you paid during the year. This is also 
where you’ll claim your unused tuition, education, 
and textbook amounts. Be sure to select all the 
situations that applied to you in 2016.

Wrapping up your return

Once you’ve reached the WRAP-UP tab, you’re almost ready to file your return! Before you file, you’ll have a chance to optimize your 
return and correct any errors that you may have missed. You’ll also be able to view a summary of your return and have one last chance to 
purchase one of our valuable optional services like Expert Review and Audit Protection for additional peace of mind.

On the OPTIMIZATION page, you’ll be able to maximize your refund or lower your tax owing. If there are 
additional credits available for you to claim or amounts that can be transferred to a spouse/partner or carried forward to 
another year, they’ll be listed on this page. 

Click the Update Refund or Tax Owing button at any time to see how your changes affect your tax refund or tax owing.

If there are any errors that you did not correct while completing your return, the ERRORS page provides a summary of all 
outstanding errors that need to be corrected before you can file your return. 

By clicking the Take Me There button, you can navigate to the exact location of the error in the tax software. Once you’ve 
fixed the errors, proceed to the SUMMARY page.

Before submitting your return, take the time to review the SUMMARY page. If you’d like a visual breakdown of how your 
refund or tax owing was calculated, upgrade to either the Assistance or Protection package (if you aren’t already). 
Otherwise, click View to download a detailed summary of your return. 

If you need to edit your return(s) before filing them, click the tabs at the top of the page to return to the previous sections 
or, click the Continue button at the bottom of the page.

Optional services

Treat yourself to a little peace of mind by adding Audit Protection to your return! With it, you’ll:

- Receive year-round support for any reviews of your return initiated by the CRA or Revenu Québec
- If you get audited, one of our tax experts will walk you through the entire process

Whether you have a simple tax question or you’d like a full review of your return, our Expert Re-

view service is just what you need! We offer phone reviews for 15, 30, and 60 minutes. You 

choose how much time you need, depending on the number of questions you have.

Filing Your Return
With your return optimized and error-free, you’re ready to file it with the Canada Revenue Agency and/or Revenu  
Québec.

A Click the With NETFILE or By Mail button to select the method you’d like to use to file your return.

With NETFILE By Mail

B Click the NETFILE Now button.

C Read the NETFILE Terms and Conditions and Privacy  
Notice then click the I agree with the terms and  
conditions button.

B Click the Mail-in Version button.

C In the dialog window that appears, click the Continue, I 
don’t want to NETFILE button.

Note: Once the dialog box closes, you will not be able to 
NETFILE your return.

D Your return will download automatically. Print it and mail 
your return to the appropriate agency.

D Congratulations! Your return has been filed.

IMPORTANT We’d like to know what you think of our tax software. Your comments and suggestions will help us to improve our 
products. To let us know what you think, scroll to the bottom of the page and click the Send us feedback link. 

ABOUT YOU ABOUT YOUR SPOUSE ABOUT YOUR DEPENDANTS

?

What information is available for download?

C Scroll down the page until you see the different 
software options.

D Click the File for Free or Start for Free button 
related to the software package you’d like to 
use. 

http://www.cra-arc.gc.ca/esrvc-srvce/tx/ndvdls/myccnt/menu-eng.html
http://www.cra-arc.gc.ca/auto-fill/

