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How to prepare Tax Return?
This guide provides step-by-step instructions on how to prepare a tax return. It
includes tips on gathering necessary documents, mapping income and expenses, and
utilizing pre-fill options in tax software. The guide also emphasizes the importance of
accuracy and provides examples of supporting documents for different types of
income and deductions. Overall, it is a comprehensive resource for individuals
looking to navigate the tax return preparation process.

Refer last year Income tax return and note down below items

  1. Source of Income.

  2. Deductions Claimed.

  3. Spouse details

  4. Private health insurance

Refer last year workpapers and note down source attached for each Income and
deductions etc.

This will give you understanding about the client and further you will be able to
relate to documents provided this year.

1 Study the source documents provided and start mapping them as Income and
expenses for the preparation of tax return.
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2 Refer Pre-filling report>> Go to >> Prior year tax return details.

You will be able to note what labels were completed last year:

  1. Client had a Business Income

  2. Client had a Rental Property

  3. Dependent Children (#02)

  4. Spouse
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What you can expect as a documentation for Business Income, Rental Property?

Business Income -
a. Client can provide Profit & Loss and Balance sheet for the financial year
(01/07/20XX to 30/06/20XX)
Or
b. Can provide you receipts and invoices of business for the whole year?
Or
C. Client can provide you access to software and ask you to finalize file for
preparation of tax return?

Rental Property:
a. Client can provide you with rental receipts/Rental agreement and expenses
for the financial year.
b. Client can provide you annual rental statement for financial year.(where
property is managed by agents)

3 Start preparation of Income tax return.

Xero - You can import pre-fill details directly to Income tax return.

Others software's - If pre-fill import is allowed go for it otherwise update details as
required (manually).

4 Navigate to https://autax.xero.com/Tax/Return/2023

To Pre-fill in Xero

https://autax.xero.com/Tax/Return/2023/ITR/17c90037-c98a-4d05-b5ca-41b732a5229b/summary
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5 Login to Xero and click 3 Dots on the right hand side of the software.

6 You will have option here to Pre-fill return details from ATO,

When you create a return in Xero automatically the details are updated from
ATO's prefill. Xero is synced to ATO now.
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7 From Pre-filling report below details are auto-populated.

! Please ensure they are matching ATO Pre-fill report. !
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8 Checkpoint: Label 10 Gross must match with Pre-filling report total.

Rental Property
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9 Go to Rental Property Schedule " 800 Barrenjoey Road"

Enter details from Annual Rental statement provided.

Also enter Capital work deductions from BMT Schedule.

Ensure Interest on loan is captured per loan statement provided (Interest for 12
Months)

10 Please ensure to check the percentage of ownership of the property.

Here the property is owned 50% between spouse
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11 Support Document - Annual Rental summary
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12 Supporting documents - Interest (Not included in annual rental summary)
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13 Supporting documents - Interest (Not included in annual rental summary)
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14 Supporting documents - Interest (Not included in annual rental summary)
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15 Supporting documents - Interest (Not included in annual rental summary)
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16 Supporting documents - Capital Works (Not included in annual rental summary)

17 Supporting documents - Insurance (Not included in annual rental summary)

Deductions
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18 Go to Deduction D10

Claim the total fees paid in FY. Ensure you have relevant Invoices.

19 Invoices - accounting fees total goes here
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20 Supporting Document - D10
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21 Supporting Document - D10

22 Invoices - BMT fees goes here
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23 Supporting document - BMT Invoice

24 Deduction for Personal Super contribution goes into D12.
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25 Supporting check for D12 shown above - Pre-filling Report

26 Number of dependants goes here.
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27 Check and update Medicare coverage details here.

a. Client has Medicare for 01/07/20XX to 30/06/20XX covering whole year.

Hence Label M2 E and A are updated as "Yes" and "365" respectively.

b. Private health Insurance - Be careful with tax claim code.

This case the policy was combined one between spouses. Hence C code is used. If
you are not sure of tax code, please ask. Don't assume!

28 Private Health Insurance details goes here.
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29 Supporting check - Pre-filling Report
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30 Spouse details goes here.

System can automatically pick if details are updated in Xero and mapped between
clients. Ensure the spouse tax return is drafted to make automatic flow work.

Business Income
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31 Go to Business and update schedule per Profit & Loss provided.

32 Please ensure Net Income matches after updating.
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33 Supporting Document - Business Income and Expenses

34 Supporting Document - Business Income and Expenses


