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How to Generate Tax Slips

Overview

The tax year begins in January and ends in December. For example, the 2024 tax year consists of
amounts for the following academic periods:

e 2023-24 Winter Term 2 (Jan to Apr)
e 2024 Summer Session (May to Aug)
o 2024-25 Winter Term 1 (Sept to Dec)

Where Students Access Tax Slips

Tax Year System for Tax Slip Retrieval

Prior Year Tax Forms (<2024)* = Appian
2024 Tax Forms Workday

*Appian only stores tax forms from the previous 7 years. For example, if students access Appian in
tax year 2024, they may see tax forms from 2017 to 2023.

T4A - Statement of Pension, Retirement, Annuity, and Other Income

e T4As are available online by default. If you require your T4A to be mailed, please indicate your
preference by the end of January for the preceding year and ensure your address in Workday is
up to date. By default, your primary mailing address will be used, unless there is a specific Tax
Purposes address entered in Workday.

e This is used to report additional income. Students receive a T4A slip if they have received a
bursary, scholarship, award, Teacher Certificate, Passport to Education or Faculty/Staff Tuition
Fee Waiver as a dependent of a UBC staff or faculty member.

e Tuition paid by a sponsor is considered taxable income. However, the sponsoring organizations
issue the T4A slips for this income, not UBC.

T2202 - Tuition and Enrolment Certificate

e This is used to claim a credit for income tax deductions. Students receive a T2202 slip if they
have paid tuition fees (more than $100) for qualifying courses that they are eligible to claim on
their income tax return. The T2202 also reports the months of the tax year during which the
student was engaged in full-time or part-time studies.

e Exclusions apply if fees or charges are not yet paid by students, or are reimbursed and therefore
not included in the student's income.

o If the original tax slip has already been submitted to the CRA, and there is an adjustment to
totals, then an amended tax slip is required and must be submitted to the CRA.
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Step-by-Step Instructions

Generate 2024 Tax Forms Online
1. Log into your Workday account at myworkday.ubc.ca.
2. On the right side of the page, in the *Your Top Apps” menu, click the “Finances” app.

e
' !

Let's Get Started It's Tuesday, July 2, 2024

Awaiting Your Action Announcements

Timely Suggestions

Personal Information

Favorif tes
3. Inthe toolbar, select “Tax Forms (T2202 and T4A).”
= mew I@ Q Search 0 2 &
2 T2202
8 T4A
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Generating 2024 T4A
1. Click on “Student T4A PDF — Student Self Print” under T4A.

= MENU @ Q search 0 B A
€ Finances &
Fiances  Tax Forms (T2202 and T4A)

o T2202
8 T4A

2. Enter the tax year and click “OK.”

Student T4A PDF - Student Self Print

Tax Year (e.g. 2022) * | 2024

Filter Neme

Manage Fiters
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Tax Year (e.g. 2022) 2023

AE=mn. 25

DNU_DUP
2CF-ESI
TAA Extract
Maximum  RCF RCE - RCF
Versionfor LRV~ RCF LY R
Consent  2CF-ST  given Tax TAA LRV RCF-LRV T4A 2CF - LRY - Tax Forms 2CF - LRV -Tax TAA  RCF-LRV
foronline  -SIN Year that is Tax T4A  TAAFirst RCF-LRV-T4A  Last  RCF-LRV Consolidated Address Forms Consolidated ~ Box  -T4ABox  2CF-TC-Student TaxForms  2CF - TC - Student Tax Forms
Student SwdentlD  T4A? Number  RELEASED Year Type  Name Meddle Intialls)  Name TAASIN Formatted Address Address - Country 02 105 Institution Name =
90938888 Yes 2023 2023 © Tax Siip Middle Canada 5000 199999

of British

ver, BC V6T

( e )

4. A pop-up window will appear.

Your request is being processed

( Notity Me Later
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5. Once the tax slip is generated, click on the download button at the top right corner.

Lo — W Canacarewense  Agencs o reveny
LLd Petes e T4A
The University of British Columbia Satement o Pension, Retremen, Annuy,
and Other Inci
2016 - 1874 EAST MALL 3 Etat du revenu de pension, de retraite, de rente
'VANCOUVER, BC V6T 1Z1 ou d'autres sources

Aaco

122456789 | g

# [Recipient’s name and address — Nom et adresse du bénéficiaire

Last nama (pn) - Nom ca tamise (en lasves movsées)

= e

Other information (see 9age 2)
2329 West Mall Autres renseignements (vor 3 13 page 2)

Vancouver, BC V6T 124 [N Box-Case Aot - Merkant Bex-Cane
I = - R
Sox-Cooe art ox - Case

o — = i

lgl CanadaReverue  Agence du reveny
Agency o Canaca

Generating 2024 T2202
1. Click on “Student T2202 PDF — Student Self Print” under T2202.

= wew I@ Q search 0 @ a

(& Historical Tax Forms

UBC Official Documents
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2. Enter the tax year and click “OK.”

Student T2202 PDF - Student Self Print

Ta Year (e.9. 2022)

Mansge Fiters

3. A new window will appear. Click “Print.”
= MENU % Q search oo (=) 8

Student T2202 PDF - Student Self Print ez fif

Tax Year (e.g. 2022) 2023
«CF -E81
T2202
Extract ROF ReF RCF-  RCF
Masmum Res LRV LRV V- LRV
Versionfor LRV RCF 12202 12202 TZ202  T2202  RCF-LRV  RCF-LRV  ROF-LRV  RCF-LRV
ghven Tax 202 LRV RCF-LRV-  Legal Logal  2CF - LRV - Tax Forma 2CF - LRV - Tax Jaa>  an> 2202 2202 2202 202
Curent | Year AND Tas T2202 RCF-LRV-T2202 T2202legal Midle  SiNattimeofTar Last  Consobdated Address Forma Consolidsted  AprPT | AprFT  JamApr  MapAug  MapAvg  Maphug
Student SwdentiD | SIN Released Yesr Type  PrmaryProgram  FintName  Name | Form Nome  Formatted Address Address-Country  Coum  Coumt  Tution PTCoumt FTCoumt  Tution 0 @

0 Archae Tax slip
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4. A pop-up window will appear.

Your request is being processed

Notify Me Later )

5. Once the tax slip is generated, click on the download button at the top right corner.

I.I E;.I’\l:cﬂ: Rovenue :Ezrn:‘zmm Protected B when completed
Protégé B une fois rempi
For Fudert | o énsdant 1

Tuition and Enrolment Certificate Year _2023

Certificat pour frais de scolarité et d'inscription Année _

R p——— e 12 Fipng schesl or ik

o et acressa da Fitabissament d enssigramant Catigoris d'écok Ecoka ou dub de piorage
The University of British Columbia 1

2016 - 1874 EAST MALL B ET— & T
'VANCOUVER, BC V6T 121 Muméro d étudiant Muméro de compte du déclarant

e o program or s
Mo du programme o 9 Cours b From o " Ehgible nnen fees,
Archaeology percts | i Gmonzs | | et e and b e

. Fraus de scolacité.

Sroder N rose - ] Nontre bt sor

Nom de | étudisrt " . dnudes & vamps parel

Tax Slip Middle Demo = omps partel | | et 3 temys plein

Student
sirezae ce Feninnt

2329 West Mall -
Vancouver, BC V6T 124 |

I

17_]socislinsuranca rumber (SIN) Information for students:  Ses the hack of Cartificate 1. 1f you vt to tramsfar all or part o
Narmiro daszursnce socisks [NAS) Vour ufton amein, comlete the back of Certficate 2.

9 8 7 -6 35 4 - pour bes étudiants:  Lisez le d 5 vous désires transiéner

1
ne parte o Is totaltd g oz feais e seclares,
rempisze: e versa du certca 2,

321
T T TR TR R B
e the privacy nalice on the next page.

CoritesFei 6 conienslr s page suverse Canadfl'
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Generate Historical Tax Forms Online
T4A

1. Under the Tax Forms (T2202 and T4A) page in the Finances app, click on “UBC Official
Documents” under Historical Tax Forms.

= menu @ Q Search 2 B8 a

= T2202

B T4A

(& Historical Tax Forms

UBC Offieial Doeuments

2. You will be directed to the UBC Official Documents application. Under “Order Options,” click on
“Tax Form T4A.”

%‘ P URIN CeLUMBIA UBC Official Documents ~ @

July 4, 2024 Welcome Request »

Order Options Order History

© Official Transcript
D Document Type Status Total Created At 1 Created By

@ Confirmation of Enrolment Letter
@ Program Completion Letter

g P No items available
© Tax Form T4A
@ Tax Form T2202
© Replacement Parchment

© Certified Copy of Parchment
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A pop-up window will appear. Under Historical Tax Form T4A drop-down menu, select the tax
year that you want to generate and click “Request Tax Form T4A.”

Order Tax Form T4A

Click 'Request Tax Form T4A (PDF)' button to proceed.

v
Request

Student Name:
Delivery Type *

© rDF Print

Historical Tax Form T4A

Please select a historical tax form from the dropdown menu

For an Amendment please contact Enrolment Services: https://www.askme.ubc.ca/form/s/

( CANCEL )

Generate

Enter and review your information under the Tax Form T2202 Information boxes to ensure it is

correct and up to date.
Delivery Type *
©PDF  Print

Historical Tax Form T4A
Student Number: Year: 2019 - Type: O - S Type: WAIV
Please select a historical tax form from the dropdown menu

Tax Form T4A Information

Name * Last Name*
Address Line 1* Address Line 2
Province * Postal Code *

(' canceL )

Social Insurance Number (SIN) *
City *

Country *

Canada v

REQUEST TAX FORM T4A
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5. The tax form is ready to be generated. Click “Generate T4A Tax Form (PDF).”

Order Tax Form T4A

Click the Download icon to get the letter.

v
Request Generate

( cLose ) GENERATE T4A TAX FORM (PDF)

6. Click “Download Letter (PDF).”

Order Tax Form T4A

Click the Download icon to get the letter.

v
Request Generate

Download Letter (PDF)

B

( cLosE )
{8 X
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100% + [EI RS

Canada Revenue  Agence au revenu
Agency dn?e Canada T4A
STATEMENT OF PENSION, RETIREMENT,
ANNUITY, AND OTHER INCOME

ETAT DU REVENU DE PENSION, DE RETRAITE,
DE RENTE OU D'AUTRES SOURCES

Year
Année

Pension or superannuation ~ line 115

Prestations de retraite ou Income tax deducted ~ line 437

L
autres pensions - ligne 115 Impod!

061 Payer's account number / Numéro de compte du payeur t sur le revenu retenu - ligne 437
016 022
Social insurance number Recipient's account number
Numéro d'assurance sociale Numéro de compte du bénéficiaire Lump-sum payments — line 130 Self-employed commissions
Paiements forfaitaires — ligne 130 Commissions d'un travail indépendant

o1z 123456789 o1 o1 020

Fees for services
Honoraires ou autres sommes

— Annuities
's name and —Nom et du Rentes pour services rendus
Last name (in capital letters) — Nom de famille (en letires moulées)  First name — Prénom  Initials — Initiales 024 048
>
Other information (see over)
Autres renseignements (voir au verso)
Box — Case Amount — Montant Box - Case Amount — Montant
Box - Case Amount ~ Montant Box - Case Amount - Montant
Box - Case Amount - Montant Box - Case Amount - Montant Box — Case Amount - Montant Box - Case Amount - Montant
= Box - Case Amount ~ Montant Box - Case Amount — Montant Box - Case Amount — Montant Box - Case Amount ~ Montant
3
=
Canada Revenue  Agence du revenu
Payer's name — Nom du payeur I*I Agency du Canada T4A
bl vareitw at Bt tah e STATEMENT OF PENSION, RETIREMENT,
; s ANNUITY, AND OTHER INCOME

T2202

1. Under the Tax Forms (T2202 and T4A) page in the Finances app, click on “UBC Official
Documents” under Historical Tax Forms.
= MENU @ Q Search

Finances  Tax Forms (12202 and T4A)
& T2202
= TaA
Consent 1o downlasding T4A electronically

Student T4A POF - Student Self Print

2 Historical Tax Forms

UBC Official Documents

Sp—
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2. You are directed to the UBC Official Documents application. Under “Order Options,” click on
“Tax Form T2202.”

THE UNIVERSITY - .
%‘ OF BRITISH COLUMBIA UBC Official Documents ~ @

July 4, 2024 Welcome Request ~

Order Options Order History

@ Official Transcript
D Document Type Status Total Created At 1 Created By

@ Confirmation of Enrolment Letter

Program Completion Letter

© g P No items available

© Tax Form T4A

@ Tax Form T2202

@ Replacement Parchment

© Certified Copy of Parchment

3. A pop-up window appears. Under Historical Tax Form T2202 drop-down menu, select the tax
year that you want to generate and click “Request Tax Form T2202 (PDF).”

Order Tax Form T2202

Click 'Request Tax Form T2202 (PDF)' button to proceed.

v
Request Generate

Student Name

Historical Tax Form T2202

‘ / i i M

Please select a historical tax form from the dropdown menu.

For an Amendment please contact Enrolment Services: https://www.askme.ubc.ca/form/s/

Y
| CANCEL )

\
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Enter and review your information under the Tax Form T2202 Information boxes to ensure it is
correct and up to date. Once done, click “Request Tax Form T2202 (PDF).”

Order Tax Form T2202

Click 'Request Tax Form T2202 (PDF)' button to proceed.

Student Number: - Year: 2019 - Type: O
Please select a historical tax form from the dropdown menu.

Tax Form T2202 Information

Name Last Name
Address Line 1 Address Line 2
Province Postal Code

For an Amendment please contact Enrolment Services: https://www.askme.ubc.ca/form/s/

( cANCEL )

Social Insurance Number (SIN)

City

Country

Canada

REQUEST TAX FORM T2202 (PDF)

The tax form is ready to be generated. Click “Generate T2202 Tax Form (PDF).”

Order Tax Form T2202

Click the Download icon to get the form.

Request

| CLOSE |

v
Generate

GENERATE T2202 TAX FORM (PDF)
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6. Click “Download Letter (PDF).”

Order Tax Form T2202

Click the Download icon to get the form.

v

Request Generate

Download Letter (PDF)

E

7. Your tax form PDF is ready to be downloaded using the Download button on the top right
corner.

+ | B O

Canada Revenue

Agence du revenu
Agency

I* Agencs Protected B when completed
o Protégé B une fois rempli
For student / Pour étudiant 1

Tuition and Enrolment Certificate
Certificat pour frais de scolarité et d'inscription

Year
Année

Name and address of

Nom et adresse de I'établissement d’enseignement
UNIVERSITY OF BRITISH COLUMBIA

2016 - 1874 EAST MALL
VANCOUVER, BC V6T 121

[11] School type
Catégorie d'école

1

[12] Flying school or club
Ecole ou club de pilotage

=

[14] Student number
Numeéro d'étudiant

[15] Filer Account Number
Numéro de compte du déclarant

0,00000000/RZ0000

Jos=)
[13] Name of program or course [19] [20] [21] 22 o o
Nom du programme ou du cours Session T Number Number Eligible tuition fees,
i From YY/&M of months of months part-time and full-time
Bachelor of Applied Science R YYim part-time full-time Frais de scolarité
éri De A Nombre Nombre admissibles pour
Student Name d'études | AA/MM | AAMM de mois a de mois a études & temps partiel
Nom de I'étudiant temps partiel temps plein et a temps plein
1 1,901 1,904 0 4 $3,352.55
o = 2 1,9(0,5(1,9/0,6 0 0 $0.00
tudent address '
Adresse de Iétudiant 3 [Hi910[7(11910,8 0 0 $0.00
4 190,911,912 0 4 $3,962.19
Totals / Totaux (24| 0 125 8 126 | $7,314.74

Information for students: See the back of Certificate 1. If you want to transfer all or part of
your tuition amount, complete the back of Certificate 2

17] Social insurance number (SIN)
Numéro d'assurance sociale (NAS)

1 2| 3| 4|5|6][7]|8]9

pour les

: Lisez le verso du certificat 1. Si vous désirez transférer
une partie ou la totalité de vos frais de scolarité,
remplissez le verso du certificat 2.

See the privacy notice on the next page.
Consultez l'avis de confidentialité a la page suivante.

T2202 (22)
l* Canada Revenue

Agence du revenu
Agency

du Canada

Tuition and Enrolment Certificate
Certificat nour frais dae seolarité at d'inserintion

Canadi

Protected B when completed
Protégé B une fois rempli

For student / Pour étudiant 2

2019

Year
Année
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Requesting Mailed Copies of Tax Slips

2024 T4A
1. Search “Create Request” and navigate to the Create Request task.
= MeNu @ (Q create request GD L A &8

reate Request

B .

VIEW MORE

Welcome It's Tuesday, July 2, 2024
Awaiting Your Action Announcements 12 >
Get Workday Support
Where can faculty, staff, and
student employees get hel
Timely Suggestions
1l get updates on your active items Your Top Apps
— =7 Academics
i Finances
¢

2. Under “Request Type,” select “Request mailed copy of T4A.”

Create Request

Request Type * | ¥ Request mailed copy of T4A

3. A new pop-up window will appear. Under “Please indicate your preference for receiving
T4A,” select “l want my T4A mailed to the address | have entered in Workday.”
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Click “Submit.”

Request mailed copy of T4A 3%

“

Taas are available online by default. If you want 1o have your TaA mailed, please indicate your preference by the end of January for the preceding yea

1f you require & T4a mailed for a prior year after the end of January, please contact your Enrolment Services Advisor (in Vancouver) or Student Records & Financial Services (in Okanagan).

1will ace

© 1wantmy T4 malled to the address | have entered in Workday

—————\ [
( saveforLater ) ( Cancel )

2024 12202
If you require your 2024 T2202 to be mailed, please contact your Enrolment Services Advisor (in

Vancouver) or Student Records & Financial Services (in Okanagan).

Historical Tax Forms
If you require a T4A or T2202 of a prior year to be mailed, please contact your Enrolment Services
Advisor (in Vancouver) or Student Records & Financial Services (in Okanagan).
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