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Chapter 1 Introduction

Introduction

A well-prepared staff is essential to ensuring a successful tax season and satisfied clients who will
return again next year. Please be sure to finish the Setup portion of this Manual before the tax season
begins. Also, ensure that all staff members who will be using the program are familiar with the software
and are prepared to support your clients. This Manual includes thorough directions to guide you
through Setup and all other tasks, along with a helpful Appendices, Glossary and Taxpayer
Questionnaire. You can also find helpful tutorials on your CD/DVD or within your Program Folder.

What's New for 2015

The following lists reflect the changes for the new tax year. These lists are up to date as of the printing
of this document, however, it is likely that more updates will occur before and after the tax season
begins.

1040 Program Enhancements

» Navigational Tabs
The software now has three new navigational tabs for easier access to 1040 and Business
packages as well as a direct link to the software website. Which will now allow access for a
1040 and business return to be open at the same time.

» AES (Advanced Encryption Standard) Key
All instances of the program will have a default AES key assigned during the installation
process. By default the AES Key that is assigned during the installation is the transmission
password. This field can be removed or changed upon the initial installation of the program.

» Chat Button
A new chat button has been added to the program giving our users another way to contact
Technical Support.

» Tax Return Search
The software now can filter Tax Returns based on certain search criteria with valid date ranges.

» Lockout on failed login attempts
The user has 5 attempts to enter the correct user name and password to access the program.
If all attempts fail, the Administrator must login and view the users’ login account, make any
necessary changes and save the record, this will unlock the account.

» Login Accounts
A new login preference Training Returns Only has been added to the software. If this is
checked under the users’ login preference they will only have access to the training return
database.

» User Status
The client data screen has been updated to allow for easier entry of custom user status codes.
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» Refund Option — Changing Selection
If the Refund Option is changed from a Bank Product to a Paper Check or Direct Deposit (non-
bank product), a message will be displayed to the user to denote that they will need to collect
the Tax Return Fees from the taxpayer before they leave the office.

» Printing Returns

e Email Encrypted PDF
An Email button has been added to the print menu allowing the preparer to email the
Tax Return as an encrypted pdf to the Taxpayer(s).

e Copies
Ability to select the number of copies you would like to print of each Tax Return.

o Client Letters
An option has been added to the 1040 return printing so the user can now select to print
the Federal and or State client letters.

o Asset Lists
An option has been added to the 1040 return printing so the user can now select to print
the Federal and or State Asset lists.

e Privacy Letter
A new print option has been added to exclude the privacy letter from printing.

e Invoice
The invoice will now print with the 8879/8453 EF Documents.

o Referral Coupons
We have added Spanish Referral Coupons to the program.

e PTIN Masking
The ability to turn on PTIN Masking has been added to the Print Options.

» Office Setup

e Shrink Verify List on Enter
The error list in the verify window will shrink as the errors are resolved and the users
hits the enter key on the keyboard.

e Require User Status
The Defaults Tab has been enhanced to allow the user to require user status codes on
all returns.

e Include Preparer Info during YTY transfer
The Defaults Tab has been enhanced to allow the Preparer information on the 1040 to
now be included when a return is transferred from the prior year.

e Require Preparation Fee



The require preparation fee has been moved from the Defaults Tab to the Electronic
filing Tab.

State Releases

All states are available upon the initial install of the software and can be added to the Tax
Return. The State will be highlighted in RED on the attached forms list if it has not been
released. Once the State has been approved for filing the RED highlighting will be removed
and the return will be auto calculated upon opening.

Secure Email

Secure Email was expanded to include the Preparer's name. This information is defaulted to
the currently logged in individual, or changed to the paid preparer if a return is attached and the
data is present on the return. If the user wishes to change it to something else, they can
manually override this information before sending it to the designated recipient.

Billing Schemes
The billing schemes can now be printed click the F8 button to print the selected billing
schemes.

Hot Key
A new hot key (Ctrl + Shift + U) has been added for locking/unlocking a tax return.

Queue Tax Return
The transmit button on the Tax Return Menu Bar has been renamed to queue. The return will
be queued to be transmitted on the WIP.

Male/Female Indicator
The client data screen has been enhanced, the Tax Preparer can now designate Male or
Female for the Taxpayer and Spouse.

Depreciation
Depreciation can now be accessed under the attached forms list while in the return.

Document Archive/PDF Attachments

PDF/Binary attachments sent via MeF with the tax return will now display in the left-hand
navigation tree under a new parent node “BinaryAttachments”. Added “Attach PDF” button on
specific forms where a PDF attachment can be added into the MeF data of an e-fillable tax
return.

Year to Year Transfer

o Donee Database
The Donee Organization Database is now part of the year to year transfer.

e Preparer Information
The Preparer information on the 1040 can now be included when a return is transferred
from the prior year.

e Invoices
An option has been added to the billing setup to disable the prior year balance on an

invoice during the year to year transfer of a tax return.
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e American Opportunity Credit
The number of years the American Opportunity Credit has been taken for each student
will now be included when a return is transferred from the prior year.

Updated Forms
The following form updates have been made to the software:

>

Form 2210 — The software will now, always calculate the Estimated Tax Penalty and attach the
2210 if a penalty exist. Users can still waive the penalty by checking the waive 2210 box on
the 1040. The penalty will be removed along with the 2210 form from the return.

Form 673 - Statement for Claiming Exemption from Withholding on Foreign Earned Income is
now available under Print blank forms.

Form PMT — A data entry field has been added so that a different payment amount other than
the one calculated can be entered.

Form 8962 — Health Insurance Premium Tax Credit is required to be filed.

Form 8965 - Health Coverage Exemption is required if you or a member of your tax household
have an exemption granted by the Marketplace.

FEC Record — The form now allows for entry of a domestic or foreign address.

1099-Q — This form has been added to the software to report payments from qualified
education programs.

Form 3115 — The Application for Change in Accounting Method has been added to the
software.

Qualified Loan Limit and Deductible Home Mortgage Worksheet- This new worksheet was
added to the Schedule A line 10.

Banking Updates
We are partnered with several industry leading bank product providers, ensuring that you have a
variety of funding choices.

>
>
>

TPG
Refund Advantage
Refundo

Business Program Enhancements

» Available States — We have added additional states to the Business Program. The newly

>
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added states are AR, CT, DE, IN, KY, MA, MD, MN, MO, OK, RI, VA and WI.

Business Client Data Sheet
The Business Client Data sheet has been improved and now includes

e Custodian and Location of Books and Records Address



The custodian and location of books and records has been added to the Client Data
Sheet giving you the ability to enter a different address.

e Return Options
The return options have been enhanced giving the prepare the ability;

v' To use tax information reported on assets worksheets to complete the balance
sheet line for land.

v" To Load form 3115

v For 1065 or 1120s Filers - Enter Rental Income and Expense directly on form
8825.

> Conversion

We now have the ability to convert Business Returns from Drake and Taxwise software
programs.

Entity Switch
An option has been added to allow the deletion of the original return after the entity switch is
completed.

Updated Business Forms
The following form updates have been made to the software:

>

>

Form 8825 — Data can now be entered directly on the 8825.
Form 3115 — Ability to automatically add Form 3115.

State Income Tax Paid Worksheet — This worksheet on the Income Statement has been
restructured to allow entry of taxes paid for Income, Franchise or Non Resident. A new field
has also been added to allow entry of prior year taxes paid in the current taxable year.

Other Taxes Detail — This is a new worksheet on the Income Statement that allows the
preparers to clearly specify the types of Other Taxes booked against income in the current
year.

Retained Earnings (Appropriated) — A new worksheet on the Balance Sheet has been
created to allow for description and entry of the Appropriated Retained Earnings.

System Requirements

1 GB of hard disk space
1 GB of memory in Windows Vista, Windows 7, or Windows 8
High-speed or Dial-up Internet Service

HP compatible laser printer supporting a Printer Control Language of 6 or higher or a GDI
compatible printer. Please note this is due to bank requirements for properly printing checks.
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Options for System Configuration

This program can be setup in four different configurations. Please consult with your sales person to
determine the best setup for your organization.

1. Single Workstation - A single computer is used by all preparers for all functions. This
computer is used to print all returns, reports, and checks. This computer is also used to
transmit information to and from Central Site. This computer can be enabled to use an
unlimited number of Electronic Return Originators and Paid Preparers.

2. Networked, Multiple Workstations - The program is installed on only one computer that
functions as a server, which is connected to other computers that function as workstations that
can be used as transmitting computers via the server. Transferring of data from one computer
to another is not necessary. However, it is important during installations and updates that all
workstations close out of the program except one.

3. Non-Networked, Multiple Workstations- The program is installed on one transmitting
computer and on an unlimited number of non-transmitting computers. The non-transmitting
computers transfer information to and from the transmitting computer, which in turn, transfers
information to and from Central Site. The transmitting computer is used for all communications
to and from Central Site. While the program can be installed on an unlimited number of non-
transmitting computers, the purchase of the program enables only one license for a
transmitting computer (or server as above).

4. Multi-Office Organizations and Service Bureaus — The program is installed on a Main
Computer and one or more Remote Computers. The Main Computer transmits to Central Site.
The Remote Computer(s) communicates with the Main Computer via Central Site. The Main
Computer controls the degree to which the Remote Computer communicates directly with
Central Site.

General Directions for Software Configuration and Installation

Basic Installation/Single Workstation
To install the program to a single computer, follow these steps:

1. Close all applications that are running on your computer.

2. Insert the CD/DVD or Download the installation files from the Customer Portal. Windows
Installer will begin loading the program automatically, and the Installation Wizard will open.
(If Windows Installer has not been loaded previously, you may be prompted to restart the
computer.)

3. Follow the on-screen directions of the Installation Wizard. See further directions for
Software Setup below.

4. The Installation Wizard will install the program to the C:\Xlink15 folder of the hard drive by
default. If the program is being installed on a network server, change the destination drive
letter to that of the network server. (Example: If E is the destination of the server, change
the folder to E:\XIink15.

5. When installation is complete, click on Finish to launch the program.
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Networked, Multiple Workstations
To share the program across a network, follow these steps:

1. Follow the Basic Installation directions (above) to install the program to the computer
established as the network server.

2. On the network server, share the drive and/or folder on which the program is installed.
3. Map a drive from each workstation to use the shared Xlink15 folder.

4. At each individual workstation, browse to the shared Xlink15 folder and create a shortcut on
the workstation’s desktop using the Xlink32.exe file. On the workstation desktop, make sure
that the Icon properties reflect the drive and folder that are mapped to the program.
(Example: Target is E:\Xlink32.exe; Start In: E:\)

Non-Networked, Multiple Workstations/Computers
To use multiple computers without a network, follow these steps:

1. Follow the Basic Installation directions (above) for installing the program on all computers.
The software license allows multiple installations, however, only one computer can serve
as a transmitting computer.

2. Under Office Setup in the Manual, follow the directions under the Registration Tab.

Multi-Office Organizations and Service Bureaus
To use multiple computers in a Multi-Office Organization or Service Bureau, follow these steps:

1. Use the Office Management feature on the program website by the Main Office to enroll
and setup all Remote Offices.

2. Follow the Basic Installation (above) for installing the program on all computers. During the
Basic Installation, the Remote Computers will automatically communicate with Central Site,
which will in turn transfer information already generated by the Main Office.

3. Enter any additional information during Setup that was not already provided by the Main
Office during the automatic transfer.

Please contact your technical support for assistance.

Detailed Directions for Software Installation and First-Time Setup
The following directions instruct how to install the software after the configuration above has been
determined and the Installation Wizard has opened:

1. Start the program installation and the Welcome screen will open.

15
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2. Click Next to continue the 2015 program installation.

3. The End User License Agreement (EULA) appears. Select the radio button | Accept
the terms of the license agreement and click Next to continue.

- L
; 1.2 belowl 10 use
i soltware and . cifc tema and condiions. Ths ELILA s arly

enioncesbie i Lines has prce suthorizafion I access the softwae by PEI of an auherized FEI
i =)

ot of s LULA. do

4. Choose the location of where the program will be installed. By default, the program is
installed in the following destination C:\Xlink15 folder. A different location may need to be
selected depending on the configuration used, as described in the previous section. A
different location can be selected by clicking the Change button. After the location is
selected click Next to continue.




5. Click Install to install the program to the destination location that was previously selected.
If changes need to be made to Installation Settings, click the Back button.

6. The program begins to install and the progress bar begins to move. When the installation is
complete, the last install screen will appear automatically. The selection “I would like to

launch 1040 Software” will be automatically checked. Click Finish to continue to the Setup
Screens.

The following directions instruct how to setup the software:
1. Under Prior Year Information, if the program was used the previous year,

a. The Path will be detected and already entered. If this Path is incorrect, click the l—l

button and locate the correct Path. If the program was not used in the previous year,
this section should be left blank.

b. Enter the Prior Year Login and Password used to access the program the previous
year, if applicable.

2. Enter the User ID and Password, which are provided by the Sales Representative. Click
Next to continue, and the next screen will open.

[ 100 e et e L 1 =
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3. Under Office Information,

[ 1040 St e e 2280 i |

a. If the program was used in the previous year
or if this is a managed site, the information on
this screen will already be completed.

b. If the information is not already completed,
enter the required information in all fields
that are denoted with an asterisk (*), then
click Next to continue, and the next screen
will open.

4. Under Administrator Password, enter the Admin Password that will be used for the
Administrator account. Enter the Admin Password a second time to confirm the
password. This password will be used to login to the program.

5. Under Enhanced Encryption, enter a unique Enhanced Encryption Password to
enhance the security of the program. This step is not required. Enter the Enhanced
Encryption Password a second time to confirm the password. This is not a requirement.
Click Next to continue, and the next screen will open.

i 1040 Software Setup (page 3 of ) iﬁ‘

edect Password for yous ADMIN account




6. Select Transmit, Transfer, or Feeder from the dropdown list to designate how this
program will communicate with Central Site.

i 1040 Scltware Setup [page 4 of 6] ===

7. Select the options to transfer data as a prior
year user of the program, as follows:

a. Prior year Setup

b. Prior year Billing Information
c. Prior year Database

d. Prior year Login Accounts

e. Prior year Appointments

8. Click Next to continue, and the next screen
will open.

9. The following screen will open if any of the prior year transfers of data were selected in the
previous step:

s 1040 Sottware: Setp (page 5 of 6) ===

10. Mark the box under the previous year’s Login Accounts that need to be carried over to
the new year’s program. Alternatively, click the Select All button.

11. Enter the Default Password these Login Accounts will use to access the program. The
user will be prompted to change their password the first time they log in to the program.

12. Click Next to continue, and the next screen will open.

1 ot g 04
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13. Click Finish to start the newly installed program.

14. Enter the Administrator Login and Password that were previously created for this
account in Step 4 above.

("t 1040 Software - User Login




Chapter 2 Setup

Introduction

When the program is opened for the first time, the screen will look as follows:

1040 Beturms | Buseeess Resurns | Wigh Se
Qetsbesn Stop Uity Beports o
B 8 J e e a
dddMew  Jremmst  fookwp  Quck  Paymets

User Id: 42

wmands  Help

Tax Retums
Status Summary List
Management Dashboard
Training Returns

Printing Queus
Checks, Regsters, and Activation
Tax Retums
Proformas
Federal Acknawledgement Letters
State Acknowledgement Letters

Other Items
Software Updates
Secure E-Mal
Bulletins.
Today's Appontments
Backup Retums
Textink Plus Inbound
Textlink Plus Outbound

Work In Progress Summary

1

Transmit to Central Site
Archive to Central Site
Rexover from Archive

Fed Rejects
State Refused and Rejects
Fed Refused

Fed/State Alerts

Vaify Ratrieved

Bank Rejected

Checks Ready

Transmit Queue

Exceptions/Rejects

Quick Reparts

Fee Payments By Payment Date

Maling Labels By Site
Text Message

The Navigational Tabs

The Navigational Tabs are located at the top of the screen. These tabs allow the User to move
between Individual 1040 Returns, Business Returns, and the Website swiftly by simply clicking on the
appropriate Tab.

The Menu Bar

The Menu Bar is located right below the Navigational Tools. This Menu Bar will change as different
areas of the program are accessed. To open a Menu item, click on that particular Menu item or Press
[Alt] and the first underlined letter of the menu item. (Example: To open Database, click on DATABASE
or Press [Alt+D].)

The Toolbar

The Toolbar is located directly below the Menu Bar allowing quick access to frequently used features.
Like the Menu Bar, the Toolbar will change as different areas of the program are accessed. To open a
Toolbar function, click on the button or press [Alt] and the underlined letter on the button. (Example: To
add a new tax return, click on the ADD NEWw button, or press [Alt + A].)
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The Work In Progress Summary Screen

The Work In Progress Summary screen allows the user to quickly view a summary of all important
functions occurring in the program. Additional functions become enabled as new returns are added
and interaction with Central Site begins. The user is prompted to take action when a category is blue
or increases in number.

It is important to complete the following directions in this Chapter for proper setup of your tax
software program. This will enable you to maximize the program’s potential and increase your
efficiency during the busy tax season. Note: Dashboard Management Remote Office users will
only need to use setup for those functions not already determined by the Main Office.

Office Setup

From the Opening Screen, click on SETUP in the Menu Bar, scroll down to OFFICE SETUP, and click
once. The first tab in the new Application Settings screen will be REGISTRATION. This information may
already appear if you used this program last year, or it may have been entered during installation.

Registration Tab

This information is mostly used by technical support so that they can help you when necessary. Most
of this information will appear from entries made with the Installation Wizard.

1. Enter the USER ID number. This number ([ Arpicaton Setieis s
can be found on your picking ticket with your ﬂ*“nﬂmﬁ'z“““"“ —
shipment of the program. If you used this { | tame Phone y

. . . | Location Fax
program the previous year, this ID will Emad
Transmitting Computer?
already appear' | @M:E Transfer Incomplete Retums [
Receipt Numbars
[ Required m] 1st Receipt Range
2. Enter the NAME. Use the name of the futo sssion B 2nd Receipt Range
company or the name of the person who will ' Ve s e
revent Tranimil on
be operating the main Computer in your O Fatal emws O Ermors above waming @ All emors/wamings
. Display Warning-type Emors [ Display Overrides as Erors [
Offl ce. Shrink verify List on Enter (]
Appointment Address
3. Enter the LOCATION. Use your own

designation system. For example, if you have
5 locations in one city and identify them as {hoe e
C1, C2....C5, then label them accordingly.

Ok Halp

4. Enter the PHONE NUMBER. Use the phone number of the primary contact person at
your organization.

5. Enter the FAX NUMBER. Use the fax number of the office where the primary contact
person of your organization will be located.
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6. Enter the E-MAIL. Use the e-mail address of the primary person or office using the

program.

Under TRANSMITTING COMPUTER?, make the following selections only if this computer is
configured for a Non-Networked, Multiple Workstations setup or a Multi-Office
Organization and Service Bureau setup.

a. From the dropdown list:

i. Select TRANSMIT if this computer will be transmitting directly to Central
Site as a transmitting computer or a Main Computer.

ii. Select TRANSFER if this is a non-transmitting computer that will be
transferring data to a media that will then be transferred to a transmitting
computer.

iii. Select FEEDER if this is a Remote Computer that will be transmitting
directly to Central Site to communicate with the Main Computer in a
Multi-Office or Service Bureau configuration.

b. Check the box next to TRANSFER INCOMPLETE RETURNS if you want all returns,
including incomplete returns, to be transferred every time to the transmitting
computer.

Under RECEIPT NUMBERS,

a. Check the box next to REQUIRED if you want receipt numbers required for all
Returns. If this box is checked, a Verify Error will occur if no receipt number is
entered.

b. Check the box next to AUTO ASSIGN if you want the program to automatically
assign receipt numbers.

c. Enter the RECEIPT RANGES according to minimum and maximum receipt
numbers. This program allows you to set two separate Receipt Ranges to
correspond to your own accounting system.

Under VERIFICATION SETTINGS, make the following selections to control the types of
error messages that will appear while processing a tax return.

a. Under PREVENT TRANSMIT ON,

i. Mark the box FATAL ERRORS if you want printing and transmitting to be
barred in the case of fatal verification errors. This is the default setting. A
fatal error is one that prevents the Return from being accepted by the
IRS.

ii. Mark the box ERRORS ABOVE WARNING if you want printing and
transmitting to be barred in the case of verification errors above the
warning level. This level of error includes errors that occur when a
calculated field has been overridden by the User.
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iii. Mark the box ALL ERRORS/WARNINGS if you want printing and
transmitting to be barred in the case of any and all verification errors.
This level of error includes errors that occur when any field has been
overridden, including those that are not necessarily relevant to the actual

tax return calculations.

b. Check the box DisPLAY WARNING-TYPE ERRORS if you want warning messages
displayed during verification for any errors above the warning level.

c. Check the box DISPLAY OVERRIDES AS ERRORS if you want to include overrides
as part of the warning messages displayed above when the selection above has

been made.

d. Check the box SHRINK VERIFY LIST ON ENTER if you want the Errors on the
Error List to disappear as they are remedied during the verification of a Return.

10. Click the bar APPOINTMENT ADDRESS to enter an address that will appear as the
company address on calendar appointment letters.

a. Enter the FIRM NAME, ADDRESS, CITY, STATE, ZIP AND PHONE.

b. Click OK to save the information and close the window.

11.In the Application Settings window, click the second tab, ELECTRONIC FILING, to
continue with Setup, or click OK to exit Setup and resume later.

Electronic Filing Tab

This information is used to auto-populate the data entry fields of Form 8879, the IRS e-file Signature
Authorization and the Electronic Bank Application.
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1.

Enter the DEFAULT EFIN. This is the Electronic Filing Identification Number assigned to
you by the IRS when you completed and filed Form 8633, Application to Participate in

the e-file Program or when you applied for
an EFIN online.

Enter the DEFAULT SBIN. This is the
Service Bureau ldentification Number
provided by the IRS. If you do not have an
SBIN, leave this field blank.

The IRS TELETAX NUMBER will already be
entered. If this number changes throughout
the tax season, you will be notified by us to
change this phone number.

Check NO CROSS COLLECTION IN NY/ME if
you will be processing returns in one of
these states. Note: These states do not
allow the banks to secure tax return refund

Application Settings
g Electronic Filing | Ovemndes | Defaults | AuthiAudits | TextMsg/Email
Default EFIN | 123456 Mo cross collection in NYME [0
| | Defaut sEIN [ | Discard ACK Latters (m]
M | RS TeleTax Numbs [ ] Auto Generate PiNs (m] r
| Require Preparation Fee O
Leave the Tax Return Status at Acknowledged for Bank Products (m]
I | | Prometto Fie Stat Electioricaly [When Roqured __[5]
Ul
| MNote: Adpusting this setting changes the frequency of the prompt
“Always' - Prompt for all attached states
“When Required - Prompt for states required to be filed with Federal
Never - Never Prompt for aftached states
ul
|
|
|
|
I
Ul
ul OK Help
|
EIEI:«:trc nic filing settings




money for any collections except debts owed to the government.

Check DiscarRD ACK LETTERS to eliminate acknowledgment letters from the Work In
Progress Summary. This should be selected if you do not send acknowledgement
letters to your clients.

Check AuTo GENERATE PINS to automatically generate PIN numbers for the taxpayer
and spouse on Form 8879.

Check REQUIRE PREPARATION FEE if you want to receive a Verify Error and prevent the
electronic filing of a RAC Return that does not include a preparation fee. This function
creates a fatal error when a preparation fee is not present. See page 23 for details.

Check LEAVE THE TAX RETURN STATUS AT ACKNOWLEDGED FOR BANK PRODUCTS to
leave the tax return status of an electronically filed return that has an associated bank
product as Acknowledged until the bank product has been funded. If this box is not
checked, the return status will be Completed when the final return has been printed.

Under PROMPT TO FILE STATE ELECTRONICALLY, use the dropdown list to choose one of
the following by clicking on your particular choice:

a. ALWAYS-The user will be prompted by a Verify Error when the return is
transmitted if a State Electronic Filing Signature Document is missing. This will
always occur regardless of whether the state return must be electronically filed.

b. WHEN REQUIRED-The user will be prompted by a Verify Error when the return is
transmitted if a State Electronic Filing Signature Document is missing, and the
state return is required to be electronically filed with the federal return.

c. NEVER-The user will not be prompted that a State Electronic Filing Signature
Document is missing.

10. In the Application Settings Window, click the third tab, OVERRIDES to continue with

Setup, or click OK to exit Setup and resume later.

Overrides Tab (Optional)

This information is optional. If provided here, this information will always appear in Forms 1040 and/or

8879 and cannot be altered. If you will be using more than one ERO (Electronic Return Originator) with
different EFIN’s (Electronic Filing Identification Numbers), leave this blank and enter this information in
Database Setup on page 52.

Enter the first set of fields (ComPANY NAME, EIN, ADDRESS, CITY, STATE, ZIP, and
SELF-EMPLOYED check box) for the information you want to have appear on every
Form 1040 you prepare.
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f Application Settings EE

R Electronic Filing  Ovemidas  Defaults | Auth/Audits | TextMsg/Email

Company Name ! JEN |
S .. heS -
City State | P
Phone

Sel-Employed m}

I ERO's Name Ml EN [ d

f Firm Address |

i || cuy L | state | | 2P | ) |
SeftEmployed  [] SBiN [ '

| Site ID |
Default Required [

|

| Auto Add State Return (1040 ONLY)
Auto Add State Return from iDlsabie Auto Add | vi | I - |

Auto Add State Retum basedan W-2 [J

Default Taxpayer's phone number from  |Work Phone Number H

N oK Help

il
]E’"_'ﬂ"d‘ Paid Preparer/ERQ Information

Enter the second set of fields (ERO’s NAME, EIN, FIRM ADDRESS, CITY, STATE, ZIP,
SELF-EMPLOYED check box, and SBIN) for the information you want to have appear on
every Form 8879 you prepare.

Under SITE ID, enter a default Site ID next to DEFAULT if you want to assign one Site
ID for all Returns prepared on this computer. If your system uses non-transmitting
computers at different sites, you can enter a different Default ID here in each non-
transmitting computer. If you have computers at different sites connected to a network,
you should not enter a default site ID.

Check the box next to REQUIRED if you want a verify error message to appear if no
Site ID is entered. This function should be used if Returns are being prepared at more
than one office and Site IDs have been assigned to those different locations.

Under AuTO ADD STATE RETURN (Personal Returns Only),

a. As thefirst option, next to AUTO ADD STATE RETURN FROM, select from the
first dropdown list:

i. DIsSABLE AUTO ADD to disable this function which automatically adds a
state return to a return file if there are state wages on the Form W-2.

ii. CLIENT DATA SCREEN to automatically add a state return to the Return
File for the state listed as the Taxpayer’s resident address, or

iii. ERO SPECIFIED to always add a state return to the Return File for the
state listed for the ERO preparing the return.

b. As asecond option, select a state from the second dropdown list to
automatically add a state return for that particular state to every Return File.



6.

c. Nextto AUTO ADD STATE RETURN BASED ON W-2, check the box to
automatically add a state return if the W-2 has state return information.

Next to DEFAULT TAXPAYER’'S PHONE NUMBER FROM, select from the dropdown list
the type of phone number you would like to always use as the Taxpayer’s phone
number in reports.

In the Application Settings Window, click the fourth tab, DEFAULTS to continue with
Setup, or click OK to exit Setup and resume later.

Defaults Tab (Optional)

Similar to the Overrides Tab, this tab allows you to set default information and is also optional.

1.

10.

Check REQUIRE USER STATUS if you want to require the input of a User Status Code for
every Return.

Check ENABLE RETURN OWNER LOCKING so that only the Preparer of a Return or an
Administrator of the program is able to access a Return. See page 45 for the setup of
Administrators and other limited access Users under Login Accounts.

Check Auto ADD FILING OPTIONS to add the Filing Options Fee Comparison chart to
the return.

Check REFERRAL REQUIRED to require the user of the program to select a referral type
on the Client Data Sheet.

Check ON YEAR-TO-YEAR TRANSFER EXCLUDE FORMS W2/1099 to not have the W-2 and
1099 forms transfer from one year to the next with the taxpayer’s information.

Check ON YEAR-TO-YEAR TRANSFER EXCLUDE DOCUMENT to not have Documents
transfer from one year to the next with the taxpayer’s information.

Check Jump CURSOR PAST CITY/STATE if you want the cursor to bypass the city and
state fields and go right to the zip code field. If the city and state appear in the
database, the program will automatically

f Application Settings &1
enter the correct city and state for the R Electronic g | Ovemdas |(Defauls | Auth/Audts | TextMisg/E
. . Require User Status [0 Jump Cursor Past City/State =
Zip code entered. This feature can be Enatle Retum Owner Losking 1 Use Windows Login Name O
. . . L. . r1 Auto Add Filing Options B Allow only full 1040 retums O |
dlsabled N an |nd|v|dua| Logln aCCOunt. " | Referral Required [0 Enable Double Entry Validation O
. | | YTY - Exclude Forms W2/1099 O ¥YTY-lInclude Preparer Info on 1040 [J
See page 48 for details. YTY - Exclude Documents o
Set Finished Retums Read-only (Paper Retums Only) O
| | petaurn stateRAC oYM [No [] Silently Save Retum on Close O
Check Use WINDOWS LOGIN NAME to | | Auto Save ater Mins ' Check System Clock with USNO ]
use the same login name assigned for T ra—
the Windows program on this computer. T st e
Retneval Path | | | Browse
Transfer Path Browse
Check ALLOW ONLY FULL 1040 RETURNS || &sciup
if you want to disallow the preparation of A = p—
1040A’s and 1040EZ’s. whtheg | =
Business Billing l |L|
Check Enable DOUBLE ENTRY — -
VALIDATION to enable the program to oo Appication Sting:
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11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

require double entry of the bank account information on the Client Data screen.

Check SET FINISHED RETURNS READ-ONLY to lock completed paper returns, which can
only be reopened under certain login accesses. See page 45 for more information on
login accesses.

Next to DEFAULT STATE RAC TO Y/N, select “Yes” from the dropdown list to allow
the addition of a State RAC to a Return File. If “No” is selected or if no selection is
made, a State RAC will not be available.

Check SILENTLY SAVE RETURN ON CLOSE to save any changes made to a return when it
is closed without prompting.

Next to AUTO SAVE AFTER MINS enter the number of minutes for a desired time interval
in which a Return will be automatically saved.

Check CHECK SYSTEM CLocK WITH USNO to stop the program from defaulting to this
time, EST, when communication with Central Site occurs.

To change the FONT SET, use the drop down list to select a new font setting. The
Default font setting is 1 and is based on a screen setting of 1024 x 768 pixels. Default
+1 will increase the Font size by ¥s” and Default +2 will increase the default size by 4”.
Default -1 will decrease the Font size by 74", and Default —2 will decrease the Font size
by Va”.

Enter a default PRIOR YEAR PATH or click on BROWSE to locate the appropriate prior
year path. This setting fixes the path for the transfer of data from the previous year to
the current year.

Enter a default RETRIEVAL PATH or click on BROWSE to locate the appropriate retrieval
path. The program will save transferred Returns to this location when the Retrieve
Returns option of the Utility Menu is selected. See page 171 for more information on
retrieving returns.

Enter a default TRANSFER PATH or click on BROWSE to locate the appropriate transfer
path. The program will save returns to this location when the Transfer Returns option of
the Utility Menu is selected or when the Transfer Returns/Email option is selected from
the Work In Progress Summary screen. See page 171 for more information on
transferring returns.

Under BACKUP:

a. Check ENABLE BACKUP to enable the Backup Returns option of the Other Items
list in the Work In Progress Summary screen. With this option enabled, created
or modified tax returns are saved to the Backup Returns list and are available
for saving externally from the program. Returns saved externally can be
restored if and when that option is needed. See page 167 and 176 for more
information on the backup and restoration of Returns.

b. Enter the default BACKUP FILE PATH or click on BROWSE to locate the
appropriate backup path. This is the path the program will use to backup data



and retrieve data if and when necessary. It is best to use an external storage
device such as a CD/DVD, memory stick, or Zip Drive. See page 168 for more
information on a complete backup or restoration of all tax software data.

21. Under 1040 BILLING, select a default Billing Scheme for individual Returns from
the dropdown list. See page 39 for setup of the Billing Scheme.

22. Under BUSINESS BILLING, select a default Billing Scheme for business Returns
from the dropdown list. See page 39 for setup of the Billing Scheme.

23. In the Application Settings Window, click the fifth tab, AUTH/AUDITS to continue with
Setup, or click OK to exit Setup and resume later.

Auth/Audits Tab

This tab displays the proper authorization codes necessary to enable interaction with the program and
other optional software packages that can be purchased. The authorization codes are automatically
downloaded to transmitting computers during communications with Central Site. Additionally, this tab
allows you to customize the Diagnostic system to run optional error checks for Earned Income Credit,
Schedule A, and Schedule C, E, F, and Forms 4835 and 5405. These options can be very useful for
ensuring the IRS Regulatory Requirements are being met.

1. Under AUTHORIZATIONS,

a. For a Transmitting Computer, no action on your part under this tab is
necessary.

b. For a Non-Transmitting Computer,

iv. Copy the Authorization codes from the transmitting Computer’s
Authorizations tab into the same boxes in the non-transmitting
computer’s Authorizations tab. There may not be an Authorization code
for every box.

2. Under TAX RETURN AUDITS (Personal Returns Only),

a. Click the EARNED INCOME CREDIT button to enable the optional error checks.
The Earned Income Credit Validation Checks window will open.

i. Check each box and enter a minimum or maximum dollar amount
for each situation for which you want an error to appear if that particular
issue arises. The tax preparer will be prompted if the taxpayer is not
qualified for the EIC or if the tax payer needs to provide additional details
and documentation.
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Click OK to save these settings and close the window.

b. Click the HEAD OF HOUSEHOLD button to enable the optional error checks. The
Head of Household Validation Check box will open.

Check each box and enter a minimum or maximum dollar amount
for each situation for which you want the tax preparer to be prompted to
ask the taxpayer for details and documentation while the return is being
prepared. The tax preparer will have to check a box while the return is
being prepared affirming that he or she asked the appropriate question.

Click OK to save these settings and close the window.

c. Click the SCHEDULE A button to enable the optional error checks. The
Schedule A Validation Checks window will open.

Check each box for each situation for which you want an error to
appear if that particular issue arises. The percentages and amounts set
in the boxes should not be changed as they reflect the limitations of the
current tax laws. A verify error will appear, and the tax preparer will be
prompted with the requirements to take that particular deduction.

Click OK to save these settings and close the window.

d. Click the ADDITIONAL SCHEDULES/FORMS button to enable the optional error
checks to Form W-2, Schedules C, E, F, and/or Forms 4835 and 8885. The
Additional Schedules/Forms Validation Check window will open.

e. Click the AMERICAN OPPORTUNITY
CREDIT button to enable the optional !
error checks to this credit. The

American Opportunity Validation Check Tax R Auts - Form 1040 (i)
L Use the followang buttons to configure Diagnostic vahdation
Wi ndOW Wi ” Open . [ checks to assist you in satisfying the IRS Regulatory requirements.
1 Eamed Income Credt
. Head of Household
i. Check each box for each —
situation for which you want the Adsona Schedies Forms
Amarican Opportunity Credd
tax preparer to be prompted to ——

Check each box for each situation for which you want an error to
appear if that particular issue arises. A verify error will appear, and the
tax preparer will be prompted with the requirements for the credit or
deduction.

Click OK to save these settings

and close the window.
f Appication ettngs (==

Electronic Filing | Cvorndes | Defaults | AuthiAudds

Audit Protection
Secure Offsite Storage
Teodink Plus

CALR Plus

ask the taxpayer for details and |
documentation while the return

is being prepared. The tax | oKk Hap
preparer will have to check a e S

box while the return is being




prepared affirming that he or she asked the appropriate question.
ii. Click OK to save these settings and close the window.

f. Click the Tax Alerts button to enable the optional error checks to Form 8880,
the age of a taxpayer who has received social security benefits during the year,
and the Income and Info Details Checklist.

i. Check each box and enter the age for each situation for which you
want the tax preparer to be prompted to ask the taxpayer for details and
documentation while the return is being prepared.

3. In the Application Settings Window, click the sixth tab, TEXTMSG to continue with
Setup, or click OK to exit Setup and resume later.

TextMsg/Email Tab

This tab must be setup in order to enable the TextLink or Email function. A free Google email account
must be created first. TextLink allows you to contact your clients by text messaging at no extra cost
and Email allows you to contact and send documents to your customer directly through the program.

1. Under Mail Settings,

Application Settings &

Electronic Filing | Overndes || Defaults | Auth/Audits | TextMsg/Email

a. Enter your Google Email and |~

PASSWORD If yOU already have TextLink was designed to allow you to contact your Customer base through
a Google email account. Do | e el e (I
not enter “@gmail.com”, “New: This feature has been expanded to include the capability to Email
a PDF copy of the Tax Retum to your customers.
b. Or click the REGISTER FORA || | Lo imems o S s aas s
FREE GOOGLE EMAIL "‘::i“'“gs
ACCOUNT button, and follow Password | ]
the onscreen directions if i Register for a FREE Google eMail account
you do not already have a Tmi -Rfkf_"? Settings (Optionl)-
Google email account. Server Por |
Alternatively, visit | | Include EFIN and Recaipt Number in Text Message |
. TextLink must be activited before first use. Click below to Activate TextLink
www.gmail.com to create an | R
account. Il | “NOTE: Admin Privileges a;e"r.e;u.red m “c.c;.r\.'\ple-t.e.!he Activation Process
If you are not an Acmin, click on the Help button for additional instructions
2. Under ADVANCED-SMTP SETTINGS _ £ lielp
(OPTIONAL), enter the Server URL o N R

and Server Port only if these settings
need to be changed. This is optional and should not be completed unless necessary.

3. Inthe Application Settings Window, click OK to save and exit OFFICE SETUP.

Printer Setup
From the Opening Screen, click on SETUP in the Menu Bar, drag the arrow down to PRINTER SETUP,
and click once. The first tab in the new application settings screen will be PRINTER SETTINGS.
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Printer Settings Tab

This tab allows you to change the default printer for different functions and adjust the check printing
defaults. This enables you to have separate printers for creating returns, checks and reports. If
changes are not made in this tab, the program automatically sets the Windows Default Printer for all
functions. See page 13 for Printer Requirements.

1. Under Default Printer(s),

a. Check PROMPT FOR TAX RETURN PDF if you want the program to prompt the
User to create a PDF when printing Final Returns. If you check this box, you
must enter a path in the PDF Printing Options tab which will be covered shortly.

b. Check UsSe GDI PRINTER INTERFACE to enable the use of a GDI printer for
printing returns only.

c. Nextto TAX RETURN, CHECK, and REPORT, select a default printer from the
dropdown list for each of these functions.

2. Under CHECK PRINTING,

a. Change the default number of 50 if you need to adjust the text on a check
either up or down. A change to 51 will lower the text by one-tenth of a line. A
change to 49 will raise the text by one-tenth of a line.

b. Check REMOTE PRINTING BY SITE if you want to enable the ability to print checks
at remote sites. To use this feature, you must have a Virtual Private Network
between the transmitting computer and non-transmitting computer or between
the transmitting computer and the offsite printer. See page 64 for more
information and setup of the Site ID.

3. Under TAX ESTIMATOR-NUMBER OF COPIES TO PRINT,

a. Under TAX ESTIMATION, EF (s sppicasion setings i
DECLARAT'ON/PIN AUTHORIZATION, Pl;l:;jle::ﬁrls:mﬂ Retumn Printing | Print Options | Bus. Return Printing
BANK APPLICATION, and PRIVACY s ——
LETTER, enter between 1to 4 to Check I -
. Repont -
choose how many copies of each =
. . Check Printing
|tem yOU Want prlnted When the Tax Adpstment in 1/10th Line Increments. |50
. . . Remcte printing by site (]
Estimator is printed.
Tax Estimator - Number of Copies to Print
Tax Estimation 1] EF Declaration / PIN Authonzation | '
4. Under SIGNATURE PAD SELECTION, check :"“*'*"F*:a“l"l ! Eigy Lons
. gna!ure 'ad Selection
the box next to USE SCRIPTEL PAD, if Use Scriptel Pad ]
applicable.

5. In the Printer Settings window, click the
second tab, 1040 RETURN PRINTING, or
click OK to exit Setup and resume later.

OK Help

[Ready
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1040 Return Printing Tab

This tab allows you to select which forms, worksheets, and reports will print when you select the
printing of the final individual return.

1. Under PREPARER,

a. Check the boxes of forms, worksheets, and reports, of which you need to retain
a copy.

b. Check SEND TO PRINTER to have the selected forms sent to the printer and/or
check SEND TO ARCHIVE to have the selected forms sent to the archive file.

2. Under CLIENT,

a. Check the boxes of forms, worksheets, and reports, of which you need to give
to your client as their copy.

b. Check SEND TO PRINTER to have the selected forms sent to the printer and/or
check SEND TO ARCHIVE to have the selected forms sent to the archive file.

3. Under E-FILED, check SEND TO PRINTER to have the Forms 8453 and 8879 sent to the
printer and/or check SEND TO ARCHIVE to have these forms sent to the archive file. The
large X’'s show documents that are always produced.

4. Under FEDERAL ONLY IF NOT E-FILED,

a. Check AsseT DETAIL and WORKSHEETS if you will be completing paper federal
returns to produce these documents. The large X’'s show documents that are
always produced.

b. Check SEND TO PRINTER to have the produced documents sent to the printer
and/or check SEND TO ARCHIVE to have these documents sent to the archive
file.

5. Under STATE ONLY IF NOT E-FILED,

a. Check AsseT DETAIL and WORKSHEETS if you will be completing paper state
returns to produce these documents. The large X’'s show documents that are
always produced.

b. Check SEND TO PRINTER to have the produced documents sent to the printer
and/or check SEND TO ARCHIVE to have these documents sent to the archive
file.

6. In the Printer Settings window, click the third tab, PRINT OPTIONS, or Click OK to
exit Setup and resume later.
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Print Options Tab

This tab allows you to select additional printing options.

1. Under BATCH PRINTING OPTIONS, [ oo )
Printer Settings | 1040 Return Printing | Print Options | Bus. Retumn Printing
a. Next to BATCH PRINT ON Batch Printing Options
CTRL-P, select from the flli=ran Prnt immediate [
. Batch Print on Ctrd-T O
drOdeWI’l I|St, PDF Printing Options
| | Pam [ | [ Browse
. Use External PDF Reader O Use SSN/EIN for file name a
I. PRINT IMMEDIATE to Always encrypt generated PDF [m| DocArchive On Windows XP [J |
pr|nt the retUI’n as Current Form/Bank App Opticns :
soon as [Ctrl+P] is prea s st e S =
pressed, or Turn off ESignature Form Printing [
Primt Worksheets
” BATCH PR|NT tO F';!m Single Copy m\fauﬁe.d wilZrror [ Print Page Numbers ]
Print Payment Voucher w/Pap:r Retums  [J Prnt Site ID on Each Page [
queue the JObS for Print feld values in BOLD O Print Copy Separation Pages [
L Comp'eted on Print Final for Paper Retumns [J Mo Print Final on Invoice Due [J
batCh pr|nt|ng When Print Tax Summary With Bank Documents [] Exit Tax Return on Print Final [J ‘
. Add Printed Preparer's Name to Main Form Signature Block |Black Out [
[CtrI+P] IS pressed' Print 8879/8453 with Bank Dotuments B Tumn On SSN Masking =)
H i Do Nat Print temized Form Billing O Tumn On PTIN Masking O
The queued JObS WIII Disable Income Summary Signatures [0 Do Not Print Page 2 of Invoice [
appear on the Work Opt-out Completed Retum Transfer [0 8879 Last Printed Verify =]
) P Print Invoice w/ 8879/8453 EF Documents [J Exclude Privacy Letter 0| |
in Progress
Summary Screen I
under the Printing OK | | Help
Queue, or [Printing Options ___J)
b. Check BATCH PRINT ON CTRL-T to queue jobs for batch printing when [Ctrl+T] is
pressed. This is the same function that transmits Returns to Central Site for
transmitting computers or transfers jobs from a Non-Transmitting computer to a
Transmitting computer. Checking this box adds the additional function of
queuing jobs for batch printing to the Ctrl+T function.
2. Under PDF PRINTING OPTIONS,
a. Click on the BROWSE button to search for the folder in which you want to save
your PDF’s or type in the location of the folder.
b. Check Use EXTERNAL PDF READER if you want to view the PDF in Adobe
Acrobat Reader when it is created.
c. Check ALWAYS ENCRYPT GENERATED PDF to always create an encrypted PDF.
d. Check Use SSN FOR FILE NAME to create a PDF with the Taxpayer’s social
security number assigned as the name of the PDF file.
e. Check DocARCHIVE ON WiNDoOws XP if there are issues with viewing the PDF

without this option selected. This selection is recommended if the computer is
operating under the Windows XP program.
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3.

10.

Under CURRENT FORM/BANK APP OPTIONS,

a. Check AsseT DETAIL w/BUs ACTIVITIES if you want an automatically printed
report of assets and depreciation when Business Activity Forms are printed.
(Examples: Schedules C, E, F and Form 4562). This option only controls the
printing of assets when a currently selected form is being printed.

b. Check ALWAYS PRINT SIGNED DOCUMENTS to print all documents which have an
electronic signature associated.

c. Check TURN OFF ESIGNATURE FORM PRINTING to disable the SignDoc button
that allows the user to print forms with an electronic signature.

d. From the dropdown list in PRINT WORKSHEETS, choose NONE to print no
associated worksheets when a form is printed, choose ALL to print all
associated worksheets when a form is printed, or choose SELECT to be given
the option to select from a list of worksheets at the time of printing.

e. Check TURN OFF ESIGNATURE FORM PRINTING to disable the SignDoc button
that allows the user to print forms with an electronic signature.

f. Check OvERFLOW DETAIL(S) if you want a report of any user defined overflow
entries (also called miscellaneous entry items).

g. Check PREPARER COPY FOR BANK APP to print a copy of the bank application.

Check PRINT SINGLE COPY IF VERIFIED W/ERROR if you want to prevent the printing of a
client copy if the return was not verified error-free. This is a helpful feature if you would
like to review a return on paper when there are verification errors, but you do not want
to print a copy for the client.

Check PRINT PAYMENT VOUCHER W/PAPER RETURNS if you want the payment voucher
automatically printed with the paper return. The payment voucher should be mailed with
the taxpayer’s tax payment to the proper taxing authority.

Check PRINT FIELD VALUES IN BOLD if you want data entered into the fields of the
documents printed in bold. The dollar values will appear on the Return in bold making
them easier to read.

Check COMPLETED ON PRINT FINAL FOR PAPER RETURNS if you want the status of paper
returns to be completed after they have been printed.

Check PRINT TAX SUMMARY WITH BANK DOCUMENTS if you want a summary of the tax
return to print when the bank documents are printed.

Check ADD PRINTED PREPARER’S NAME TO 1040 if you want the paid preparer’'s name
automatically printed on the Form 1040.

Check PRINT 8879/8453 wiTH BANK DOCUMENTS if you want the Forms 8879 and 8453
to automatically print when the bank documents are printed.



11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

Check DO NOT PRINT ITEMIZED FORM BILLING if you do not want an itemized bill printed,
and only want a summary of the bill printed.

Check DISABLE INCOME SUMMARY SIGNATURES if you want to disable the function that
prints the Income and Information Details Checklist, along with Taxpayer and Preparer
Signature lines, which acknowledges that all of the information is accurate and
complete.

Check OpPT-OUT COMPLETED RETURN TRANSFER if you want to disable the transfer of
completed returns during a transfer from a non-transmitting computer to a transmitting
computer.

Check PRINT INVOICE W/8879/8453 EF DOCUMENTS if you want the Forms 8879 and
8453 to automatically print when electronic filing documents are printed.

Check PRINT PAGE NUMBERS if you want page numbers to appear on each page of the
return.

Check PRINT SITE ID ON EACH PAGE if you want the Site ID entered on the Client Data
Screen to print on the top of each page of the return.

Check PRINT COPY SEPARATION PAGES if you want a blank piece of paper to be
included between the Preparer, Client, Federal, and State copies of the return.

Check No PRINT FINAL ON INVOICE DUE if you want to prevent the printing of a final
return if the invoice for the return is not yet paid in full.

Check EXIT TAX RETURN ON PRINT FINAL if you want a current tax return to be closed
when the final printing is completed.

From the dropdown list next to SIGNATURE BLOCK, select BLANK to print the Return
and other documents with the Signature Block blank, select X-OuT to print the Return
with the Signature Block with an “X” over the signature, and select BLACK OUT to print
the return with the Signature Block as blacked out.

Check TURN ON SSN MASKING to enable the masking feature of the Taxpayer’s social
security number. If this box is checked, the Taxpayer’s social security number will
appear as XXX-XX-1234 on all worksheets, invoice, and any other paperwork with the
exception of the actual returns.

Check TURN ON PTIN MASKING to enable the masking feature of the Preparer’s
Taxpayer’s Identification Number.

Check Do NOT PRINT PAGE 2 OF INVOICE if you do not want the second page of the
invoice printed, which shows the prior year balance, total payments received, net
invoice amount, and the amount to be paid by the financial institution.

Check 8879 LAST PRINTED VERIFY to notify the User if the Form 8879 has changed
because of other changes made in the return file and therefore needs to be reprinted.
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25. Check EXCLUDE PRIVACY LETTER if you do not want the Privacy Letter included with the
Return. Please note that this letter may be required for certain transactions and in
certain jurisdictions.

26. In the Printer Settings window, click the fourth tab, Bus. RETURN PRINTING, or Click

OK to exit Setup and resume later.

Business Return Printing Tab

This tab allows you to select which forms, worksheets, and reports will print when you select the
printing of the final business return.
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1. Under PREPARER,

a.

Check the boxes of
forms, worksheets, and
reports, of which you
need to retain a copy.

Check SEND TO PRINTER
to have the selected
forms sent to the printer
and/or check SEND TO
ARCHIVE to have the
selected forms sent to the
archive file.

2. Under CLIENT,

a.

Check the boxes of
forms, worksheets, and
reports, of which you
need to give to your client
as their copy.

Check SEND TO PRINTER
to have the selected

f

|||Business Return Printing Settings

Application Settings

Printer Settings | 1040 Return Printing || Print Options |{ Bus. Returm Printing |

8453 / 8879

Client Data Screen
Federal Client Letter
State Client Letters
Schedule K-1 Letters
Diagnostics

Invoice

Financial Statements
Federal Return

State Retum(s)
Asset Detail
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Overflow Detail(s)
Privacy Letter
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Send to Printer

Send to Archive
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Client
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e-Filed

X

Federal State
Only If Not E-Filed

OK J | Help

forms sent to the printer and/or check SEND TO ARCHIVE to have the selected
forms sent to the archive file.

3. Under E-FILED, check SEND TO PRINTER to have the Forms 8453 and 8879 sent to the
printer and/or check SEND TO ARCHIVE to have these forms sent to the archive file. The

large X’'s show documents that are always produced.

4. Under FEDERAL ONLY IF NOT E-FILED,

a. Check AsseT DETAIL and WORKSHEETS if you will be completing paper federal
returns to produce these documents. The large X’s show documents that are

always produced.



b. Check SEND TO PRINTER to have the produced documents sent to the printer
and/or check SEND TO ARCHIVE to have these documents sent to the archive
file.

5. Under STATE ONLY IF NOT E-FILED,

a. Check AsseT DETAIL and WORKSHEETS if you will be completing paper state
returns to produce these documents. The large X’s show documents that are

always produced. e o
6. Check SEND TO PRINTER to | B -
Genesal | Form Bil Waorksheet | Line Rems | Discounts | Cusiom Charges
have the produced documents T uz

Office Infoemation 10 be printed on sach billing imvoice

sent to the printer and/or
check SEND TO ARCHIVE to
have these documents sent to

the archive file. In the i e

Application Settings Pt e o R s
Window, click OK to save and o E— E fenmERs —
exit PRINTER SETUP.

oDooo

oK Help

Billing Setup
From the Opening Screen, click on SETUP in the Menu Bar, drag the arrow down to BILLING SETUP,
and click once. The BILLING SETUP window will open.

This function enables use of the program’s Client Invoicing feature allowing you to bill your clients for
tax preparation fees simultaneous to preparing their Returns. Please follow these directions only
through Step 1 if you do not plan on using this feature.

There are two Billing Setups available: The 1040 Individual Return Billing Setup is available when you
are working in the 1040 program, and the Business Return Billing Setup is available when you are
working in the Business Return program. The directions below are can be used for both programs.

1. If you do not intend to use the invoicing feature, check the box next to DISABLE
INVOICING which can be found on the bottom right hand side of the screen under the
GENERAL tab and move to the next section, LOCAL SETUP.

2. To usetheinvoicing feature, under BILLING SCHEME,

a. Click the SAVE As button to create a new Billing Scheme. The Billing Setup
window will open.

b. Enter a name for the Billing Scheme and click OK. The name for this Billing
Scheme will appear on the dropdown list, and it will be assigned a Billing ID
number. The directions that follow will setup this new Billing Scheme. Additional
Billing Schemes can be created and selected from the dropdown list.

3. Under the GENERAL tab,
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Under OFFICE INFORMATION TO BE PRINTED ON EACH BILLING INVOICE, enter the
Company Name on the first line, the Street Address on the second line, and
the City, State, and Zip on the third line. Alternatively, enter your proper mailing
address in this area.

Next to STATE SALES TAX RATE, enter the proper State, County, or other
Local Sales Tax Rate if this applies to you. Check your state and local laws to
determine whether tax preparation is a taxable item where you are located and
the appropriate tax rate.

Enter the AuDIT PROTECTION ADD-ON FEE (1040 ONLY). This fee will be
automatically entered on the Invoice and/or Bank Application when Audit
Protection is a selected option for an Individual Return. Important Note: You
must have a contract and be enrolled with Audit Protection to add these fees.

Check AuTo ADD AUDIT PROTECTION (FINANCIALS ONLY) to automatically add
this product to every individual return that has an associated bank product.

Check AuTo ADD AUDIT PROTECTION (NON FINANCIALS ONLY) to automatically
add this product to every individual return that does not have an associated
bank product.

Enter the SELF PREPARED FLAT FEE to charge a flat fee for data entry and
electronically file returns for taxpayers that self-prepared their returns.

Check No PRIOR YEAR BALANCE ON INVOICE to prevent the program from
transferring a balance due on the tax preparation of a return from one year to
the next.

Enter the TAX PREPARATION DISCOUNT, if applicable, as a percentage. This
amount will be subtracted from the total due on every invoice processed under
this Billing Scheme. (Example: This may be a Military Discount Billing Scheme
that gives members of the military a 20% discount.) An entry for an optional
discount for selected returns is also available further below.

Enter the DEFAULT HOURLY RATE you charge for preparing returns if you charge
by the hour. If you instead charge by the form, do not make an entry here and
use the Form Billing tab instead.

Check COLLECT TAX ON BILLINGS to add the State, County, or other Local sales
tax to the collectable amount of the Invoice.

Check BiLL FOR EF FORMS ONLY if you want to charge only for the forms that
are part of the final tax return. Any forms or worksheets used in preparation of
the tax return, that do not become part of the final tax return, will not be billable.

Check AuTto ADD CADR PLUS (FINANCIALS ONLY) to automatically add this
product to every individual return that has an associated bank product.

4. Under the FORM BILLING tab (for itemized billing by the form instead of an hourly rate),



a. The firstitem in the dropdown list will be US-FEDERAL.

[ Biting Setup =)

Billing Scheme

General | Form Billing | Worksheet | Line ltems | Discounts | Custom Charges

Form Billing
FS-Fed eral | - |

| Form Name Base Qty Base Prce Per ltem _ -
‘ US Indmdual Income Tax Retum E

RET 1040-A US Indridual Income Tax Retum

RET 1040-EZ  Retum for Single & Joint Filer With Mo Dependents

RET 1040-NR  Return for Non-Residents

RET 1040-SS  Return for Residents of Puerto Rico

FRM 1040-X Amended US Indmdual Income Tax Retumn

RET 1040-NR  Itemized Deductions for Non-Residents for 1040NR

| RET 1040-NR  Tax on Income Not Effectively Connected With U.S.
RET 1040-NR  Other Information for 1040NR

104055 F Puento Rico Residents Profit or Loss From Farming
104085 C Puerto Rico Residents Profit or Loss From Business
1040SS SE Puerto Rico Residents Sel-Employment Tax

FRM W-2 Wage and Tax Statement

FRM W-2G Certain Gambling Winnings

FRM WT for T

PP pay
FRM W7 COA  Certification of Accuracy for IRS ITIN

OK _ Help

b. If you charge a fee for every form:

i. Under PER ITEM, enter the amount you charge for each form. Leave the
other columns blank. Example: You charge $25 per W-2. If a client has
1 W-2 Form, he will be charged $25. If instead the client has 3 W-2s, he
will be charged $75. If you do not charge for a specific form, leave the
amount blank.

c. If you charge a base price for up to so many of one type of form,
i. Under BASE QTY, enter the number of forms included in the base price.

ii. Under BASE PRICE, enter the amount of the fee charged if one or more
of those forms is included on the return.

iii. Under PER ITEM, enter the amount you charge for each additional form
over the Base Quantity. Example: You charge $100 for up to the first 5
W-2s on a return. If more than 5 W-2s are added to the return, then you
charge $20 each. If a client has 1 W-2, she will pay $100 for the addition
of the W-2 to the return. If the client has 5 W-2s, she will pay $100 for
the addition of the 5 W-2s to the return. If the client has 6 W-2s, she will
pay $120, $100 for the first 5 W-2s and $20 for the last W-2.

d. Return to the dropdown list and pick the first state and/or the other federal
forms (i.e. AL-Alabama for Individual Returns or US Federal — 1120S for
Business Returns) for which you will be returns, if applicable. Enter the amount
you charge for each state form according to the directions above.

e. Continue to select all of the federal forms and/or states for which you will be
filing returns, and enter how much you charge for each form.
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Under the WORKSHEET tab, follow the directions for each worksheet in the same
manner as directed above for forms.

Under the LINE ITEMS tab, follow the directions for each line item in the same manner
as directed above for forms.

Under the DISCOUNTS TAB, enter a DISCOUNT NAME, and a DISCOUNT PERCENTAGE oOr
a DISCOUNT AMOUNT that can be applied to an invoice with this Billing Scheme. This is
an optional discount code that can be ==
applied while the return is being prepared.

Application Settings

[

Prior Year Path| ¢-/xlink14

Font Set

Under the CUSTOMER CHARGES TAB, enter
a CHARGE DESCRIPTION and an AMOUNT
that can be applied to an invoice with this
Billing Scheme. This is an option for
customizable charges that can be applied
while the return is being prepared. i

Retneval Path
Transfer Path

Backup ||
Backup Path

Default Printer(s) l
Prompt for Tax Riturn PDF O |

Tax Retum [

Check [
Report [

In the Billing Setup window, click OK to
save and exit BILLING SETUP. You will be oK
prompted to save this new Billing Scheme
as a default Billing Scheme. A different
Billing Scheme can be set as a default. See page 39 for more details. Alternatively, click
the SAVE As button to create an additional Billing Scheme by following the directions
above.

iSeIecI MNew Font Size, Restart Application |

Local Setup
From the Opening Screen, click on SETUP in the Menu Bar, drag the arrow down to LOCAL SETUP, and
click once. The Application Settings window will open.

This function allows you to create default settings for a particular computer or workstation that is
connected to other computers or workstations, which may have different Local settings.

1.

2.

3.
4.

5.

For FONT SET, see page 28 for directions.

For PRIOR YEAR PATH, RETRIEVAL PATH, and TRANSFER PATH, see page 28 for
directions.

For BACKUP PATH, see page 28 for directions.
For DEFAULT PRINTER options, see page 32 for directions.

In the Application Settings window, click OK to save and exit LOCAL SETUP.

Client Letters
From the Opening Screen, click on SETUP in the Menu Bar, drag the arrow down to CLIENT LETTERS,
and click once. The CLIENT LETTERS window will open.
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This function allows you to customize the Client Letters already created by the program or create your
own letters for both Individual and Business Returns. The letters are available in both English and
Spanish when you print them for a client. Default letters have already been created, and this setup is
only necessary if you wish to modify them or add your own custom letters. If you would like to leave
the default letters as they are, please skip to the next step on page 45, Login Accounts.

When you open Client Letters Setup, it will look as follows:

Chent Lesters - 1080 clenitenghsh L
File Edt Tooh Felp
B m a ﬂ a a m [Times bowws Fooman -1 | ﬂ aa&a
| (10800 1065 | 1120 (11205) | : : a
Client Letters e -
*sDATE
Paper ] *FIRMNAME®:
e-Fie FIRMADDR®
*FIRMCITY %, %FIRMSTATE®
SFIRMPHONE®:

[PFIRSTNM® “iPLASTNM®
PRSFIRSTNM%: %SLASTNMY
PSTADDR®
'CITY s, %TSTATE* STZIPCODE

Paper
= ACK LETTERS
Federal ACK

Sectons
HEADER/ADDRESS
SALUTATION Client Letter Editor
OPENING PARAGRAPH
INSTRUCTION PARAGRAPH

Refund
Paper Check
Direct Depasit
Balance Due
Paper Check
Direct Debit
Credit Card

Different functions in Client Letters are available from the following three areas:

e Client Letters Menu Bar - Located along the top of the screen. To open a Menu item,
click on that particular Menu item, scroll down to the appropriate function, and click on it
once.

e Client Letters Toolbar - Located just below the Menu Bar allowing quick access to
frequently used features. To use a Toolbar function, click on the button.

¢ Return Type — Located just below the Toolbar, different tabs are available to choose a
letter according to the type of Return being filed, including Individual (1040), Partnership
(1065), Corporation (1120), and S-Corporation (1120S) Returns.

e Client Letters Editor - Located below the Toolbar.
To Open, View, Edit, and Save a Client Letter:

1. Select the tab of the type of Return for which you want to edit a letter. The 1040
tab has a list of letters for Individual Returns, the 1065 tab has a list of letters for
Partnership Returns, the 1120 tab has a list of letters for Corporation Returns, and the
1120S tab has a list of letters for S-Corporation Returns.

2. Under CLIENT LETTERS in the Client Letters editor, select the letter you would like to
view and/or modify by clicking on it. Example: To open the Federal Extension letter,
click on Extension under the listing of Federal. The letter you are currently viewing will
be highlighted. Note: Not every section appears in every letter, so the body of the letter
might be blank when you first open it.
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a. To view Client Letters in Spanish,

i. Click on FILE in the Menu Bar, and scroll down to OPEN. The SELECT
A CLIENT LETTER TO EDIT window will open.

ii. Highlight SPANISH and click OPEN. The window will close and the Client
Letters will now appear in Spanish.

iii. Highlight ENGLISH after following the directions above to return the
Client Letters to English.

Under SECTIONS, select the area of the chosen letter you would like to view and/or
modify. The section you are viewing will be highlighted. If the section you click on is not
used in the letter you have clicked on, the large screen on the right will remain blank.
Once you click on a section that is used in the letter you have chosen, writing will
appear in the large right hand screen.

To edit sections of the Client Letter,
a. Modify the letter by adding, deleting, or changing the verbiage within the letter.

b. CuT, CoPY, AND PASTE by going to EDIT, and scrolling down to the needed
function.

c. To use the Keywords function, which allows you to enter variables such as First
Name and Last Name,

i. Place the blinking cursor in the letter where you would like to insert the
Keyword.

ii. Click on a and the KEYWORD window will open. This function is also
available from the Menu Bar under Tools.

iii. Choose the Keyword you would like to use from the list by clicking on it.
The Keyword will become highlighted.

iv. Click INSERT. To enter another Keyword, click on it to highlight it and
click Insert.

v. Click CLOSE when you are finished entering Keywords.

d. To check the spelling of the letter,

i. Click on and the Spelling window will open only if there are any
spelling errors in the letter. The misspelled words will be underlined in
red. Make appropriate spelling changes as necessary.

e. To make other changes,



9.

i. Click on the other buttons and use the dropdown lists on the
Toolbar to change the font type, font size, font bolding, and paragraph
alignment.

f. Click on the next Section of the letter you want to edit. You will be prompted to
save the previous section just edited. Click YES to save or NO to keep the
previous version of the edited section.

To preview the Client Letter,

=
=)

a. Click on and the Preview Client Letter window will open. Additional letters
can be previewed by choosing from the dropdown list at the bottom of the
screen and clicking PREVIEW. Click CLOSE when you are finished previewing the
letter.

To save the Client Letter,

a. Click on ﬂ to save the Client Letter to the current location, or click FILE in
the Menu Bar and scroll down to SAVE AsS to save to a new location. Create a
file name for the Client Letter in the new location.

To open a Client Letter saved to a new location,

a. Click E to open the SELECT A CLIENT LETTER TO EDIT window. Select the
new file to open. This function is also available from the Menu Bar under FILE.

To abandon changes made to a letter and reset the default letter,

\
a. Click Q to restore the letter to the original. Please note that all edits made to
this section of the Client Letter will disappear. This function is also available
from the Menu Bar under EDIT.

Click @ to insert the Tax Preparer’s black and white bmp file logo into Client Letters.

10. Click FILE in the Menu Bar and scroll down to ExIT to exit Client Letters.

Login Accounts
From the Opening Screen, click on SETUP in the Menu Bar, drag the arrow down to LOGIN ACCOUNT,
and click once. The LOGIN ACCOUNTS window will open.

This function allows you to create and edit user logins and passwords for enhanced security purposes.
It also allows the prohibition of users into certain areas of the program by the use of Access Levels.
Each user must have their own unique Login ID and Password, making this step a requirement if more
than one user will be preparing returns. One Administrator login account is already created when you
open the program.
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To set the Administrator preferences, or create Login Accounts, Passwords and Access Levels:
1. Under Login Accounts,

a. Click EDIT to modify the default Administrator’s Login preferences, or click AbDD
to add a new Login Account. The Login Preferences screen will appear. Repeat
the following process until all Login Accounts have been added.

[ T At ]
[Login 10, [Login Name [Access Level
LADhAN ADMINISTRATOR ADMINISTRATOR
Jas Julia Smith DATA_ENTRY r
KM Kam OPERATOR
MTA Mark Adams. OPERATOR
-
Edto
)
Access Lavels . Close | | Help |
[Ready

b. Under LOGIN DETAIL,

f Login Preferences ﬁn
Login Detail |
Login ID I I
Login Name

! Password :I [ Training Returns Only II

" Confirm Password '— [ Show Fees in Transmit Filter Window
Access Level ADMINISTRATOR |~ | [ Display Invoice short form

| | Preparer Shortcut ID ivl LN;W [ Hide Work In Progress Counts

Login Preferences
1 Color Scheme Defaull »| [ Use Transcription Mode
| Client Data Screen | Default »| [0 Bypass City/Zip Key Tracking
Il Questionnaire *| [ Bypass EIN Key Tracking
Client Letter english ¥ | [ lgnore State ID From Employer Database
Lookup Sort By SSN (EIN) -
l"_(.'*»K | [ Cancel J [ Help |

|Assign Access Level to this User ID

i. Enter the LOGIN ID of the first user.
ii. Enter the LOGIN NAME of the first user.
iii. Enter the PASSWORD of the first user.
iv. CONFIRM PASSWORD by entering it a second time.

v. Select the AccEess LEVEL for this user which is set to ADMINISTRATOR by
default. See the directions below for customizing access levels.
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C.

Vi.

Vii.

viii.

Select the PREPARERS SHORTCUT ID from the dropdown list or click the
NEW button to open the Paid Preparer Information window from the
Database. These ID’s will be set up later in the Database Setup, but the
button allows a new ID to be created during the creation of Login
Accounts. See page 52 for details.

Check TRAINING RETURNS ONLY to limit this User to preparing training
returns only.

Check SHow FEES IN TRANSMIT FILTER WINDOW to display the fees due
(in addition to the amount of refund) for each return during transmission.

Check DISPLAY INVOICE SHORT FORM to display the short form instead of
the longer form invoice for this Login.

Check HIDE WORK IN PROGRESS COUNTS if you want to hide the counts
of items in the Work In Progress Summary screen. Some preparers
prefer this information to be kept private.

Under LOGIN PREFERENCES,

Vi.

Choose the CoLOR ScHEME the user of this Login prefers from the
dropdown list. Color schemes can be customized. See page 49 for
details.

Choose the CLIENT DATA SCREEN the user of this Login prefers from the
dropdown list. You can experiment with the three different formats to see
which one works best for you.

Choose the QUESTIONNAIRE the user of this Login prefers from the
dropdown list. A standard English or Spanish Questionnaire can be
selected, or a custom Questionnaire can be selected and setup later in
the Questionnaire Setup. See page 50 for details.

Choose ENGLISH or SPANISH for the CLIENT LETTERS for this Login. This
creates a default for the type of letter that will be created for a client
when their Return is prepared by a particular User. However, this default
can always be changed for an individual Client when you are working
within their Return.

Choose the Lookup SORT By option from the dropdown list. Clients
can be searched by social security number, last name, or in the order in
which they are added to the database when using the Lookup function
on the toolbar to find clients. You may not know at this time which
system will work better for you-this is something you can always change
later.

Check Use TRANSCRIPTION MODE if you want to enter pre-prepared tax
returns. This function disables the Display Overrides as Errors function
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Vii.

viii.

d. Click

and allows data entry into otherwise calculated fields without a warning
message.

Check BypPAss CITY/ZIP KEY TRACKING if you do not want the program to
automatically enter the City and State when a Zip Code is entered. See
page 27 for details on how this is used.

Check ByrAss EIN KEY TRACKING if you do not want the program to
automatically enter the EIN. This will prevent the auto population of
these fields when the first couple of digits are entered. It is useful to mark
this option if you are using more than one EIN for this Login ID.

Check IGNORE STATE ID FROM EMPLOYER DATABASE if you do not want
the program to automatically add the State EIN’s on Forms W-2, W-2G,
and 1099-R. This will prevent the auto population of these fields when
the first couple of digits are entered. It is useful to mark this option if you
will be entering several State ID numbers.

OK to return to the Login Accounts screen.

2. To modify the default Access Levels or create a new Access Level,

a. Click

on the AcCCEss LEVELS button at the bottom left hand corner of the Login

Accounts screen. The Access Level Configuration window will open.

-
Access Level Configuration ﬁ
[~ select level to modrﬁ.{
IS -]  (Acie. | (Repme. ) (L Dose
ADMINISTRATOR
DATA_ENTRY
#| OFFICE MANAGER £ocass hioen
opERATOR | O ccosh Ofice Sewp Y
Add-> | |Access Print Setup =
: = |Access Client Letter Setup
LY |Access Billing Setup
|Database Maintenance
|Add a new return
|Delete Tax Retumn
|Export records
|Import return
(Import Direct State i
OK | [ cancel | [ Help |
-

Choose one of the default levels under SELECT LEVEL TO MODIFY to
modify one of the existing default levels.

Click ADD LEVEL to create a new level. The NEw ACCESS LEVEL window
will open. Enter a Level name, and click OK. The new name will appear
in the dropdown list.

b. Modify the Access for each LEVEL. The left screen, ACCESS TO SELECT, has a
list of all the potential functions that can be added to an access level. The right
screen, ACCESS INCLUDED, has a list of all the functions that are currently
available to an access level and can be removed. By default, an Operator has



the most access, a Data entry person has limited access, and a Clerk has the
most limited access.

i. Highlight a function under ACCESS TO SELECT and click AbD to
remove a level from the left screen and add it to the right screen, making
that function available.

ii. Highlight a function under ACCESS INCLUDED and click REMOVE to
remove a level from the right screen to the left screen, making that
function unavailable. The ADD ALL and REMOVE ALL buttons can be used
to move the entire list at one time.

c. Click RENAME to rename an ACCESS LEVEL, and the RENAME ACCESS LEVEL
window will appear.

i. Type in the name you prefer for that level and click OK to save the new
name.

d. Click DELETE to delete an access level. You will be prompted to press YES to
complete the deleting process or to press NO to cancel.

e. Click OK to save and close the ACCESS LEVEL CONFIGURATION window.
3. To modify a Login Account,

a. Click the LOGIN ACCOUNT you wish to edit, and it will become highlighted. Click
EDIT. The Login Preferences screen will appear and you can make your desired
edits. Click OK when you are done.

4. To remove a Login Account,

a. Click the LOGIN ACCOUNT you wish to remove, and it will become highlighted.
Click REMOVE. A small screen will come up asking you if you are sure you want
to remove this Login account. Click YES. The Login Accounts screen will now be
missing that Login.

5. Inthe Login Accounts window, click OK to save and exit LOGIN ACCOUNTS.

Color Setup
From the Opening Screen, click on SETUP in the Menu Bar, drag the arrow down to COLOR SETUP, and
click once. The COLOR SETUP window will open.

This function allows you to change and customize the color scheme of certain fields. This step is
optional. If you want to leave the colors as they are, please skip to the next step, Database Setup.

1. Choose a preformatted CoLOR SCHEME from the dropdown list, or click SAVEAS to
create a new Color Scheme. A new Color Setup screen will appear. Enter the name for
your new color scheme and click OK. The name of the new color scheme will appear in
the dropdown list next to NAME.
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2. Next to ITEM,

choose the first f Color Setup &\
field for which you [ Sl
would like to apply Name:  [EEET] .-
a color and hem:  |Occupied Field |»| [ ssReset |
background for I _ Color Definition - |
your new color - =S . | = | |
scheme from the | S—— _ _ |
dropdown list. l | Save | | saws.. | | Cancel | |
|8 J

a. Click TexT and the color screen will appear. Choose a color for the text and
click OK. You can also use the Define Customs Colors button to choose a
different color than those available in the first color screen.

b. Click on BACKGROUND and the color screen will appear. Choose a color for the
background and press OK. To choose no background color, choose the white
block in the lower right hand corner of the basic colors. The new color scheme
for the chosen item will appear as a Sample in between the BACKGROUND and
TEXT buttons.

3. Continue editing ITEMS as directed above and click Save to save the Color Scheme.
Click CANCEL To exit COLOR SETUP.

4. Go to page 47 to determine where to apply a Color Scheme for a particular Login
Account.

Questionnaire Setup
From the Opening Screen, click on SETUP in the Menu Bar, drag the arrow down to QUESTIONNAIRE
SETUP, and click once. The QUESTIONNAIRE SETUP window will open.

A Questionnaire is automatically added to each Return file, and the lines in the Questionnaire appear
in the order as they do in the Setup. As questions are answered, forms are automatically added to the
Return file based on the answers to the questions. This function allows customization of the
Questionnaire so that additional questions can be added to the standard Questionnaire. Select New
Questionnaire under Login Preferences to use this function.

To add a new line in the Questionnaire:

1. Click the ADD button to add a new line item to the Questionnaire. The Questionnaire
Item window will open.

2. Next to Row TYPE, select the type of line from the dropdown list as follows:
a. QUESTION — To create a question for the Questionnaire.

b. QUESTION WITH NOTEBOX — To create a question for the Questionnaire with a box
where notes can also be entered.
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5.

6.

- )
Questionnaire Setup &
Questionnaire Name

[engish I-]

j, [Question Form | Question Type -
Client Questionnaire Form Header =
TaxpayetHousehold Info Section Header
Any personal changes such as address, married, kids, etc? Question

)| | Did client change jobs or retire? Question
Child/dependent care exp to claim? (Form 2441) FRM 2441 Question
Did client pay or receive alimony? Question
~—Empty Row--- Empty Row
Wages, Tips, Gambling, and Other Income Section Header
—Empty Row--- Empty Row
Are there wages reported on Form W27? FRM W.-2 Question
Is there gambling income reported on Form W-2G? FRM W-2G Question
Is there income reported on Form 1099-G? FRM 109%-G Question

L LAra thara unconadod tine to ranod® (Earm 41374 EDAL 4437 st £i. 2

Add | | Delete | | DeleteAl | | MoveUp | | MoveDown [ sae | [ Saweas. | [ Close

L% ¥,

c. FORM HEADER — To create a header for a Form.
d. SECTION HEADER — To create a header for a Section.
e. EMPTY Row — To enter an empty row in the Questionnaire.

Next to ATTACH FORM, select the form that should be added to the Return file if the
question is answered in the affirmative.

Next to QUESTION, enter the question as it should appear in the Questionnaire.
Click OK to save the new Questionnaire Item.

Click SAVE to save the Questionnaire or CLOSE to close the window.

To move a line in the Questionnaire:

1.

2.

3.

4.

Click on the line that needs to be moved up or down, and it will become highlighted.
Click the MovEUP button to move the line upwards.
Click the MovEDOWN button to move the line downwards.

Click OK to save the new Questionnaire Item.

To delete a line in the Questionnaire:

1.

2.

Click on the line that needs to be deleted, and it will become highlighted.

Click the DELETE button to delete the line.

To save a new version of the Questionnaire:

1.

Click the SAVEAS button. A new Questionnaire Setup window will open.

2. Enter the name of the new Questionnaire. The Questionnaire will now be saved

under the new name assigned.

3. Click SAVE to save the Questionnaire or CLOSE to save the window.
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Restricted Forms Setup
From the Opening Screen, click on SETUP in the Menu Bar, drag the arrow down to RESTRICTED
FORMS SETUP, and click once. The RESTRICTED FORMS SETUP window will open.

This function allows you to restrict certain forms from being added to tax returns or restrict the editing
of certain forms.

1. Select either FEDERAL OR A SPECIFIC STATE from the dropdown list to restrict the
addition or editing of a certain form.

a o b e

Rnstnciod Fimmm _Frsimted st

[rrpr——T

(=20

2. Check the box under RESTRICT ADD next to any forms you do not want to have added
to any tax returns.

3. Check the box under RESTRICT EDIT next to any forms you do not want to have edited
in any tax returns. Click Save to save the Questionnaire or Close to save the window.

4. Click SAVE to save the new restricted settings or CLOSE to save the window.

This function also allows you to restrict certain fields from being used, and the Restricted Field will
appear in the Restricted Fields list.

1. Open the form in any Return and right click on the field to be restricted.

2. Select Lock FIELD. This Field will not appear in the Restricted Fields list and can no
longer be used.

3. Use the same process to unlock the field.

Database Setup
From the Opening Screen, click on DATABASE in the Menu Bar. The different sections of the Database
will appear in a list. To choose any item on the list, scroll down to the item and click on it.

This function allows you to collect information over a period of time (including year to year) and use it
either automatically or on demand. Information can be added to the database in one of two ways: 1.) It
can be manually entered, and 2.) It can be automatically entered as Returns are created and verified.

There are two databases that may need attention during Setup: Paid Preparers and Electronic Return
Originators. (The others are optional.)
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Paid Preparers

If you will have more than one Paid Preparer, you will want to set up their information in the database.
This information will appear on Form 1040s to correspond with the correct Paid Preparer. If you have
only one Paid Preparer, the information should already be entered in the Overrides Tab of Office

Setup as an ERO on page 25.

1.

10.

11.

12.

13.

14.

15.

&

Paid Preparer Inforniation

Preparer's 1D 005 Self Employed [0

Click on DATABASE in the Menu Bar, scroll
down to PAID PREPARERS and click once. [
The Paid Preparers window will open.

Preparer's SSN 400001234 Third Party Designee PIN

Preparer's Name® | CIND'Y WHITE pTIN=|[P12345678 | h

Firm's Name™ THE TAX PLACE EIN"

Firm's Address™ 656 TAX AVENUE
City™

Preparer Type™

SACRAMENTO State|CA |zip=|95203

[=]car

Elactronic Filing 1D 99499

coll Phan Carrier®

IReg:stered Tax Returmn DI'EPE'E"
pogszs1212
2095551313

Enter a PREPARER ID to add a new Paid
Preparer. This Identification can be
numbers, letters, or a combination of both.
It can consist of up to seven characters.

Office Phone™
Cell Phone™

Emad*™
{* = Required Fields)

State Identification Number
State 1 Identification |

State 2 Identification

Click Abp. The Paid Preparer Information
window will open, and the PREPARER’S ID
will already appear.

Paid Preparer Signature
Delete Signature

Caplure Signature

Save Cancal

Check SELF EMPLOYED if this Paid
Preparer is self-employed.

Enter the PREPARER’S SSN. Do not use dashes in between numbers.

Alternatively, enter the PREPARER’S PTIN. The PTIN is the Preparer’s Tax
Identification Number. This number is assigned by the IRS by filling out Form W-7P. It is
an alternative to a social security number for tax preparers so that they do not have to
use their social security number on their client’s tax returns.

Enter the THIRD PARTY DESIGNEE PIN, if applicable. This allows the Paid Preparer to
discuss the return with the IRS.

Enter the PAID PREPARER’S NAME.
Enter the Preparer’s PTIN.
Enter the FIRM'S NAME of the Paid Preparer, if applicable.

Enter the EIN of the Firm, if applicable. The EIN is the Employer’s Identification
Number and is also referred to as the Federal Tax Identification Number (FTIN).

Enter the FIRM’'S ADDRESS. If there is no separate firm, enter the address of the
individual Paid Preparer.

Enter the CiTY, STATE and ZIP in the appropriate fields.

Select the PREPARER TYPE from the dropdown list. The taxpayer must meet one of
these requirements.

Enter the CAF NUMBER. A CAF number is a unique nine-digit identification number and
is assigned the first time the Preparer files a third party authorization with the IRS.
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16.

17.

18.
19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

Enter the OFFICE PHONE.

Enter the ELECTRONIC FILING ID. This is the Electronic Filing Identification Number
assigned to the Paid Preparer by the IRS.

Enter the CELL PHONE and CELL PHONE CARRIER in the appropriate fields.
Enter the Paid Preparer’s EMAIL address.

Enter the two letter code under STATE 1 for the first state the Paid Preparer will be
filing returns, if applicable. Example: California-CA

Enter the IDENTIFICATION number of the Paid Preparer for that particular state, if
applicable. This number is assigned by the particular state.

Enter the same information for State 2 if this Paid Preparer will be filing returns in a
second state.

Click the CAPTURE SIGNATURE button to enable the Signature Pad to create an
electronic copy of the Paid Preparer’s signature. Follow the directions of the Signature
Pad. This function works with a Signature Pad and allows the Paid Preparer’s signature
to automatically appear on all forms where necessary. The signature will appear on the
screen.

Click DELETE SIGNATURE to delete a signature already captured for this Paid Preparer.
A new signature can be added by using the CAPTURE SIGNATURE button.

Click SAVE to be returned to the Paid Preparers screen. The newly added Paid
Preparer will appear in the Paid Preparers screen.

Click on the Paid Preparer in the Paid Preparer window to edit the information, and
the line will become highlighted. Click ) _
EDIT. The Paid Preparer Information —— -
screen will appear and the information st ' 24

can be edited. Make edits and click e e e

2 OPAL BURGUNDY
014 PETER SILVER

SAVE to save the edits or click CANCEL to J0F SYCAMORE
close and return to the Paid Preparers
screen.

Click on the Paid Preparer in the Paid
Preparer window to delete a Paid
Preparer, and the line will become
highlighted. Click DELETE. You will be
prompted as to whether you want to delete this record. Click YES.

Edit Delete Close Halp

Continue adding Paid Preparers as directed above until finished and click CLOSE to
exit Paid Preparers.



Electronic Return Originators

If you will have more than one Electronic Return Originator (ERO), you will want to set up their
information in the database. This information will appear on Form 8879 to correspond with the correct
ERO. If you have only one ERO, the information should already be entered in the Overrides Tab of
Office Setup on page 25.

1. Click on DATABASE in the Menu Bar, scroll down to EF ORIGINATORS and click once.
The EF Originators screen will open.

2. Enter the ERO’s EFIN number. This number is assigned to the ERO by the IRS and
must be six digits.

3. Click AbpD. The Electronic Return Originator screen will open, and the ERO’S
ELECTRONIC FILER ID will already appear.

4. Check SELF EMPLOYED if this ERO is self-employed.

5. The SPECIAL FEE PROCESS will already be checked if this ERO will be processing
returns in a state that requires the ERO to charge the same fee for both financial and
non-financial products.

6. Enter the ERO’s SSN. Do not use dashes in between numbers.

7. Alternatively, enter the ERO’s PTIN. The PTIN is the ERO’s Tax Identification
Number. This number is assigned by the IRS by filling out Form W-7P. Itis an
alternative to a social security number

for tax preparers so that they do not Slethonk Pl Oy - e
have to use their social security - Eapioyad L] el 2
. . y Electronic Filer ID | 000003 ssw/PTIN |P32132132 | gy 123123123
number on their client’s tax returns. e e [EFoNAME '
Firm's Address :EPO Firms Address
8. Enter the ERO’S EINif the ERO is a Q. e st (Ch_lize (e
. . s Office Phone | 5 Master EFIN
flrm The EIN IS the Employers Service Bureau . | Special Bank App Location ca
Identification Number and is also PN A | maceank |
referred to as the Federal Tax ERO State Identification Number
i . a1 |NY ntification | 654654
Identification Number (FTIN). RO = ——
State 2 | | Identification | $45455%
9. Entel’ the ERO’S NAME Use the name ERO's Signature
assigned to the ERO number, whether B BN T |
that be a firm name or individual name. Delete Signature | | Capture Signature
10. Enter the FIRM’'S ADDRESS. If there is SasS save | Conce

no separate firm, enter the address of
the individual ERO.

11. Enter the CITY, STATE, ZIP, and OFFICE PHONE in the appropriate fields.

12. The MASTER EFIN will already be entered, if applicable, from the ERO Enroliment on
the web portal.
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13. Enter the SERVICE BUREAU. This refers to the Service Bureau Identification number
(SBIN), if applicable.

14. Enter SPECIAL BANK APP LOCATION. If you are preparing returns in CT, IL, NC, NJ, NY,
or WI, enter the two letter state code. Otherwise, leave blank.

15. Enter the PIN. The PIN is the 5 digit ERO’s Personal Identification Number chosen by
the ERO to be used on Form 8879.

16. The RAC Bank the ERO previously selected will automatically appear. If the name
of the bank is missing and the ERO has signed up with a bank, or if the wrong bank
appears, contact your technical support person for assistance.

17. Enter the two letter code under STATE 1 for the first state the Paid Preparer will be
filing returns, if applicable. Example: California-CA

18. Enter the IDENTIFICATION number of the Paid Preparer for that particular state, if
applicable. This number is assigned by the particular state.

19. Enter the same information for STATE 2 if this Paid Preparer will be filing returns in a
second state.

20. Click the CAPTURE SIGNATURE button to enable the Signature Pad to create an
electronic copy of the ERO’s signature. Follow the directions of the Signature Pad. This
function works with a Signature Pad and allows the ERO’s signature to automatically
appear on all forms where necessary. The signature will appear on the screen.

21. Click DELETE SIGNATURE to delete a signature already captured for this ERO. A new
signature can be added by using the CAPTURE SIGNATURE button.

22. Click SAVE to be returned to the EF Originators screen. The newly added ERO wiill
appear in the EF Originators screen.

23. Click on the ERO in the EF Originator window to edit the information, and the line will
become highlighted. Click EDIT. The Electronic Return Originator Information screen
will appear and the information can be edited. Make edits and click SAVE to save the
edits or click CANCEL to close and return to the EF Originator screen.

24. Click on the ERO in the EF Originator window to delete an ERO, and the line will
become highlighted. Click DELETE. You will be prompted as to whether you want to
delete this record. Click YES.

25. Continue adding EROS as directed above until finished and click CLOSE to exit EF
Originators.

At this time, no other entries need to be made to the Database for Setup purposes. Continue to page
67 to complete setup, or review the following materials to add further helpful information to the
Database.
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Cities/Zip Codes

Once a City, State and Zip Code are used in a Return, they are added to the Database. The program
can automatically add the current City and State listed by the United States Postal Service when a Zip
Code is entered. See Page 27 for proper setup of this function. If this selection is not made, then
when a City, State and Zip Code is manually entered into a Return, it will be added to the Database.
City/Zip Codes can also be added to the database manually.

To add a City, State, and Zip Code:

1. From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to
CITIES/ZIP CODES, and click once. The Cities/Zip Codes window will open.

2. Under NEW RECORD, enter the new ZIP CoDE and click ADD. The City/State/ZIP Code
window will open.

r
City / State / ZIP Code (o

city [BOSTON | state [MA | zp [02i05 ]

Save | ,._ Cancel

3. Enter the CiTY and STATE and click SAVE to save the new data and close the window.

If a manually entered City, State and Zip Code need to be edited:

1. From the Opening _Screen, e e -
click on DATABASE in the Menu Nev Racord __ :
Bar, scroll down to CITIES/ZIP L J|aw
CODES, and click once. The | S, el
g . . FL |
Cities/Zip Codes screen will ey Sanoae
open. 00018 GAN AN

| 00930 SAN JUAN
01108 SPRINGFIELD

2. Scroll down and click the ZIP 01111  SPRINGFIELD

| 01701 FRANKMINGHAM

CobpEe and/or CiTY to be edited, | |20 wosuw
and it will become highlighted. aoas . ‘sacoreesi

02090 WESTWOOD
|02108 BOSTON

3. Click EDIT. The City/State/ZIP jcasos  sosTON
Code window will open. Edit '
the data to reflect the ——
appropriate information.

4. Click SAVE and the new data will be saved and the window will close.
To delete a City, State and Zip Code, do as follows:

1. From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to
CITIES/ZIP CODES, and click once. The Cities/Zip Codes screen will open.
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4.

Scroll down and click the ZIP Cobe and/or CITY to delete, and it will become
highlighted.

Click DELETE. You will be prompted as to whether you want to delete this record. Click
YES to delete the record or NO to keep the record and return to the previous screen.

Click CLOSE.

Employers/Payers

Once an Employer (W-2 filer) or Payer (1099 filer) is used in a Return and that Return is verified, the
Employer’s or Payer’s information is added to the Database. After the information is in the Database,
the program will automatically add the Employer’s or Payer’s information to new Returns when the
Federal Tax Identification Number (FTN) is entered into the Return. Employers and Payers can also
be added to the database manually.

To add an Employer or Payer to the Database, do as follows:

1.
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From the Opening Screen, click on DATABASE in the Menu Bar, drag the arrow down to
EMPLOYERS/PAYERS, and click once. The Employers/Payers screen will open.

Employers/Payers M
New Record - -
1 )
Employer EIN [l [l__Add |
Employer EIN |Employer Name -
002350386  COMMERCIAL FINISHING CORPORATION 1

010000001 VOLT TECHNICAL SERVICES
010000002 KAISER HOSPITAL
010000003 VOLT TECHNICAL SERVICES
010000005 UNIT A RENT

010026590 LL BEAN INC

| Edit 'j | Delete Close Help

Under NEW RECORD, enter the EMPLOYER EIN and click Abp. The EIN is also known
as the Federal Tax Identification Number (FTIN). The Employer/Payer Information
screen will open and the Federal EIN will already appear.

Enter the NAME CONTROL. The Name Control is the first 4 letters of the name of the
Employer or Payer.

Enter the FIRM'S NAME for this Employer or Payer.



5.

6.

10.

If the Firm has a domestic address,
a. Enter the CARE OF ADDRESS if applicable.
b. Enter the FIRM'S ADDRESS.

c. Enter the CiTY, STATE and
ZIP CODE.

Employer / Payer Information ﬁ.‘
If the Firm has a foreign address, Feieral EIN 23456730 | Name Control [FOR |
Firm's Name [FOUR SEASONS TAVERN
a. Enter the FIRM'S ADDRESS. | us address N
Care Of Address |
Firm's Address | _4_2 F_’A_!r.wE_\‘u ROAD
b. Enter the CITy. City :HUHTER :gtate;r-w :z[p [12442
c. Enter the PROVINCE, as oA
applicable. Address2
City
d. Enter the PosTAL CODE. Province
Postal Code
e. Enter the COUNTRY CODE. || “mv
| State Identification Number
Enter the two letter code under | state 1 [NY | identification [123456790 |
STATE 1 for the first state for which | ezl leidade
the Employer or Payer has an . save Cancel

K o

identification number, if applicable.

Enter the IDENTIFICATION number of the Employer or Payer for that particular state, if
applicable. This number is assigned by the particular state.

Enter the same information for State 2 if the Employer or Payer has an identification
number for a second state.

Click SAVE to return to the Employers/Payers window. The added Employer or
Payer will now appear in the list.

To edit an Employer’s or Payer’s information in the Database:

1.

4.

From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to
EMPLOYERS/PAYERS, and click once. The Employers/Payers window will open.

Scroll down and click the EMPLOYER EIN and EMPLOYER NAME to be edited, and it will
become highlighted.

Click EDIT. The Employer/Payer Information window will open. Edit the information as
needed.

Click SAVE. The new data will be saved and the window will close.

To delete an Employer or Payer from the Database:

1.

From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to
EMPLOYERS/PAYERS, and click once. The Employers/Payers screen will open.
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2. Scroll down and click the EMPLOYER EIN and EMPLOYER NAME to delete, and it will

become highlighted.

3. Click DELETE. You will be prompted as to whether you want to delete this record. Click
YES to delete the record or NO to keep the record and return to the previous screen.

4. Click CLOSE to return to the previous screen.

Care Providers

Once a Care Provider from federal Form 2441 is used in a Return and that Return is verified, the Care
Provider’s information is added to the Database. Once the information is in the Database, the program
will automatically add the Care Provider’s information to new Returns when the Care Provider’s Social
Security number or Federal Employer Identification Number is entered into the Return. Care Providers

can also be added to the database manually.

To add Care Provider to the Database, do as follows:

1. From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to CARE
PROVIDERS, and click once. The Care Providers window will open.

Care Providers [

New Record
Provider EIN/SSN | Add

Provider 1d |Care Provider Name -
000000003 ABC 123 WAY

000552658 COUNTRY DAYCARE

010000000 A CHILDS PLACE

Edit Delete Close Help

2. Under NEw RECORD, enter the CARE PROVIDER’S ID and click ADD. If the Care
Provider is an individual, this will be a social security number. If the Care Provider is a
business, this will be an EIN. The EIN is also known as the Federal Tax Identification
Number (FTIN). The Care Providers Information window will open and the Care

Provider’s ID will already appear.

3. Select if the ID TYPE is an EIN or SSN from the
dropdown list.

4. Enter the PROVIDER'S NAME. Enter a firm name if
this is a business, or enter the individual’s name if
it is not.

5. Enter the PROVIDER’S ADDRESS.
6. Enter THE CITY/STATE/ZIP.

7. Enter the Provider’'s TELEPHONE NUMBER.
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[ s Care Provider Information s =]
Care Provider's 10 | PO0552658 1D Type -lzlrf -
Providar's Nama COUNTRY DAYCARE Control |COUN
Provider's Address | 276 MIDDLE DRIVE
City/5tate/Zip TRACY ca | [a5317
Telephone Number

State Identification Numbar
State 1 Identification
State 2 Identification
Save Cancel




8.

9.

Enter the two letter code under STATE 1 for the first state for which the Care Provider
has an identification number, if applicable.

Enter the IDENTIFICATION number of the Care Provider for that particular state, if
applicable. This number is assigned by the particular state.

10. Enter the same information for STATE 2 if the Care Provider has an identification

number for a second state.

11. Click SAVE to return to the Care Providers window. The added Care Provider will

now appear in the list.

To edit a Care Provider’'s information in the Database, do as follows:

1.

4.

From the Opening Screen, click on DATABASE in the Menu Bar, drag the arrow down to
CARE PROVIDERS, and click once. The Care Providers window will open.

Scroll down and click the PRoOVIDER ID and CARE PROVIDER NAME to be edited, and it
will become highlighted.

Click EDIT. The Care Provider information window will open. Edit the information as
needed.

Click SAVE and the new data will be saved and the window will close.

To delete a Care Provider from the Database, do as follows:

1.

Referrals

From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to CARE
PROVIDERS, and click once. The Care Providers window will open.

Scroll down and click the PROVIDER ID and CARE PROVIDER NAME to delete, and it will
become highlighted.

Click DELETE. You will be prompted as to whether you want to delete this record. Click
YES to delete the record or NO to keep the record and return to the previous screen.

Click CLOSE to return to the previous screen.

Referrals are added to the Database manually. Once they are in the Database, the Preparer can
select a particular Referral to associate with a client. A Report can be created that will allow you to
track referrals. See Chapter 8, Reports.

To add Referrals to the Database:

1.

From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to
REFERRALS, and click once. The Referrals window will open.

Under NEwW RECORD, enter the SEQUENCE NUMBER and click AbD. The Referrals
window will open.

Enter the REFERRAL.
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4. Click SAVE to return to the Referrals window. The added Referral will now appear in the
list.

Donee

Once a Donee’s information is used in a Return and that Return is verified, the Donee’s information is
added to the Database. After the information is in the Database, the User creating a return can
automatically add the Donee’s information by choosing it from a dropdown menu in the Form 8283.
Donee information can also be added to the Database manually.

To add Donees to the Database:

1. From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to DONEES,
and click once. The Donees window will open.

2. Under NEW RECORD, enter the DONEE NAME and click ADD. The Donee Information

window will open. = —— l )
3. Enter the Donee’s
Name, Address, City, Donee's Name I |
State and Zip. u Donee's Address | . | 'I
City/State/Zip | || ]
4. Enter the Donee’s Federal 1D [ J
Federal ID number. Donee Phone ]
The Donor should
provide this as a non- __save || cancel
profit organization S z
collecting tax-deductible
donations.

5. Click SAVE to return to the Donee window. The added Donee will now appear in the list.

Bank RTN’s

Once a Bank’s information (name and routing number) is used in a Return and that Return is verified,
the Bank’s information is added to the Database. After the information is in the Database, the User
creating a return can automatically add the Bank’s information by choosing it from a dropdown menu in
the Client Data Screen. Bank information can also be added to the database manually.

To add Bank RTN's to the Database:

1. From the Opening Screen, click on (i sk ==
Naw Record

DATABASE in the Menu Bar, scroll down to Bank RTN | | (g
BANK RTNS, and click once. The Bank RTNs T ———————

window will open. 011000350 Sarec OF AMERICA
011001742 BENK OF NEW YORK
011001881 BENK OF. NEW YORK
2. Under NEW RECORD, enter the BANK RTN 011102093 SaRRORTH
011111111 BANK
(Routing Transit Number) and click ADD. U000 BN CEMME i
. . . . 011301798 EASTERN BANK
The Bank/Credit Union Information window jaisies anzowssuk
will open and the Routing Transit Number 011600062 PEOPLES UNITED
will already appear. 011900754 _ B4NK OF AMERICA
Edit Delete Close Heip
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3. Enter the INSTITUTION’S NAME.

4. Click SAVE to return to the Bank RTNs window. The added Bank will now appear in

the list.

To edit a Bank’s information in the Database:

1.

4.

From the Opening Screen, click on DATABASE in the Menu Bar, drag the arrow down to
BANK RTNS, and click once. Bank RTNs window will open.

Scroll down and click the BANK RTN and BANK NAME to be edited, and it will become
highlighted.

Click EDIT. The Bank/Credit Union Information window will open. Edit the information
as needed.

=
Bank / Credit Union Information ﬁ

Institution's Name | WIDGETSVILLE STATE BANK |

Routing Transit Number | 010028580

. Save , | Cancel
_
\'—

L.

Click SAVE and the new data will be saved and the window will close.

To delete a Bank from the Database:

1.

From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to BANK
RTNS, and click once. The Bank RTNs window will open.

2. Scroll down and click the BANK RTN and BANK NAME to delete, and it will become
highlighted.
3. Click DELETE. You will be prompted as to whether you want to delete this record. Click
YES to delete the record or NO to keep the record and return to the previous screen.
4. Click CLOSE to return to the previous screen.
Occupations [ (e,
This program comes with an initial Database of general q:p: .
occupations. New occupations to the Database must . e T

be manually entered. Occupations are not
automatically added when a Return is created and
verified. Once an Occupation has been entered in the
Database, the User creating a return can automatically
add the Occupation by choosing it from a list in the
Client Data Screen. See page 96 for more information.

Edit Delate Close Hlp
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To add an Occupation to the Database:

1. From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to
OCCUPATIONS, and click once. The Occupations window will open.

2. Under NEw RECORD, enter the SEQUENCE NUMBER and click ADD. The sequence
number is a three-digit number you choose as a code. The occupations appear in the
list according to their sequence number. The Occupations screen will open and the
Sequence Number will already appear.

3. Enter the OCCUPATION.

4. Click SAVE to return to the Occupations window. The added Occupation will now
appear in the list.

To edit an Occupation’s information in the Database:

1. From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to
OCCUPATIONS, and click once. The Occupations window will open.

2. Scroll down and click the ID and OCCUPATION to be edited, and it will become

highlighted.
3. Click EDIT. The Occupations window will [ Occspstin: ot
open. Edit the information as needed. i T2 :
. . Occupation :-HELP DESK SUPPORT CSR |
4. Click SAVE and the new data will be saved ——————— |
Save | Cancel ||

and the window will close.

To delete an Occupation from the Database:

1. From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to
OCCUPATIONS, and click once. The Occupations window will open.

2. Scroll down and click the OCCUPATION to delete, and it will become highlighted.

3. Click DELETE. You will be prompted as to whether you want to delete this record. Click
YES to delete the record or NO to keep the record and return to the previous screen.

4. Click CLOSE to return to the previous screen.
Site Identifiers

Site Identifiers (Site ID) must be manually entered into the Database. Once in the Database, the User
creating a Return can automatically add the Site ID by choosing it from a dropdown list in the Client
Data Screen. See page 96 for more details.

To add a Site Identifier to the Database:

1. From the Opening Screen, click on DATABASE in the
Menu Bar, scroll the arrow down to SITE IDENTIFIERS,
and click once. The Site Identifiers window will open.
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2. Under NEW RECORD, enter the SITE ID and click AbD. The Site ID is a one to seven-
digit code you assign and can consist of numbers, letters, or both. The Site IDs appear
in the order in which they are entered into the Database. The Site ID screen will open
and the Site ID will already appear.

3. Enter the DESCRIPTION. This description should more fully explain where the site is
located and will be listed as the Site Name.

Site Identifiers [
| | site 1D po1
Description | MAIN OFFICE

Remote Printer Device

i Save Cancel

4. Enter the REMOTE PRINTER DEVICE. Use this function if you will be remote printing your
checks from a VPN, WAN or terminal service.

5. Click SAVE to return to the Site Identifiers window. The added Site ID will now
appear at the end of the list.

To edit a Site ID in the Database:

1. From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to SITE
IDENTIFIERS, and click once. The Site Identifiers window will open.

2. Scroll down and click the SITE ID and SITE NAME to be edited, and it will become
highlighted.

3. Click EDIT. The Site Identifiers window will open. Edit the information as needed.
4. Click SAVE and the new data will be saved and the window will close.

To delete a Site ID from the Database:

1. From the Opening Screen, click on DATABASE in the Menu Bar, drag the arrow down to
SITE IDENTIFIERS, and click once. The Site Identifiers screen will open.

2. Scroll down and click the SITE ID and SITE NAME to be deleted, and it will become
highlighted.

3. Click DELETE. You will be prompted as to whether you want to delete this record. Click
YES to delete the record or NO to keep the record and return to the previous screen.

4. Click CLOSE to return to the previous screen.
User Status Codes

User Status Codes are user created codes to classify certain Returns. For example, a User Status
Code could be “DOCWAIT” indicating that the Preparer is waiting on more Documents from the Tax
Preparer in order to finish the Return. User Status Codes must be manually entered. Once in the
Database, User Status Codes can be added to a Return and will appear in the Return Lookup screen.
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To add a User Status Code to the Database:

1. From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to USER
STATUS CODES, and click once. The User Status Codes window will open.

[ User Statun Codes ==

New Record
Status Code | Add

Status Code |Descrption

[ACC__ Acceptes
Ic N aatn Customers Doc ents

1
Review Raview Raturn Needed

Ediz De_leta Closs Halp

2. Under NEW RECORD, enter the USER STATUS CODE and click ADD. The User Status
Code is a one to seven-digit code you assign and can consist of either numbers, letters,
or both. Also, the User Status Code is case sensitive. The User Status Codes appear in
the order in which they are entered into the Database. The User Status Codes screen

will open and the User Status Code will already appear.

3. Enter the DESCRIPTION. This description should fully explain the User Status Code.

f User Status Codes ng
e — = 5

Status Code |Review

Description [Review Return Needed |

|
|
Save | Carcel ||

4. Click SAVE to return to the User Status Codes window. The added User Status
Code will now appear in the list.

To edit a User Status Code in the Database:

1. From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to USER
STATUS CODES, and click once. The User Status Codes window will open.

2. Scroll down and click the STATUS CODE and DESCRIPTION to be edited, and it will
become highlighted.

3. Click EDIT. The User Status Codes window will open. Edit the information as needed.
4. Click SAVE and the new data will be saved and the window will close.

To delete a User Status Code from the Database:

1. From the Opening Screen, click on DATABASE in the Menu Bar, scroll down to USER
STATUS CODES, and click once. The User Status Codes window will open.
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2. Scroll down and click the STATUS CODE and DESCRIPTION to delete, and it will

become highlighted.

3. Click DELETE. You will be prompted as to whether you want to delete this record. Click
YES to delete the record or NO to keep the record and return to the previous screen.

4. Click CLOSE to return to the previous screen.

Communications Setup

The final step in Setup is to establish communications with Central Site. One initial transmission must

occur before Returns can be processed.

1. From the Opening Screen, click on TRANSMIT TO CENTRAL SITE in the Work In Progress

Summary screen. This can be found on the right hand side of the screen under
Transmit Queue. The Transmit to Central Site screen will open.

343 Sofbmary 1080 Remm - Trarsmet s Comeea S ——

mond |

Click on SETUP. This can be found in the lower hand corner of the screen. The
Communication Settings screen will open, and the User # will already appear.

Enter the PASSWORD provided with your software.

Check the first three boxes under ENABLE of up to three different times to
automatically engage Transmission with Central Site, and for each selection enabled,

a. Check RECEIVE ONLY to only receive communications from Central Site but not
send any returns or other transmissions at this time.

b. Enter the TIME to receive transmissions.
Check the fourth box under ENABLE to setup an interval schedule, and

a. Check RECEIVE ONLY to only receive communications from Central Site but not
send any returns or other transmissions during these interval transmissions.
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b. Enter the TIME
FRAME during which
these interval
transmissions should
take place.

c. Enter the INTERVAL
in minutes between
each transmission.
Example: If the time
frame is between
8am and 4pm, and
the interval is set at
60, transmission will
take place at the top
of each hour with the
first transmission

being at 8am, the second transmission being at 9am, and the last transmission

being at 4pm.

Central Site Communication Settings

=)

Version

| User# 000042  Password  [I*
DROP ?ﬁ_ Lock Database [ Transfer Slots
IP Address | answer2. petzent.com |v]

Scheduled Time(s)
Enabled Receive Only SOS Scheduled Time

O 0 O [120000 aM—=
O O O [120000aM—=
O O O [12:00:00 AM—=
Scheduled Interval
Enabled Receive Only SOS  Start Time

End Time

5001

Interval

O O O

MNOTE: Scheduled Transmissions will only work properly from the Work In Progress

[12:00:00 AM = [12:00:00 AM = |

OK

Cancel

6. Click OK to return to the Transmit to Central Site window.

7. Click the FILTER button to open the Central Site Transmit Queue, and uncheck the
boxes of any return files that are not ready to be transmitted. Click OK to return to the

previous window.

8. Click TRANSMIT to initiate communications with Central Site. This may take a few
minutes. You will be prompted when a successful communication has occurred. Click
OK to return to the previous window.

9. Click OK to close the Transmit to Central Site window and return to the opening

screen.

Congratulations! You are finished setting up your 2015 tax preparation software program and
are ready to begin preparing tax returns for your clients.
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Chapter 3 Multi-Office Management

Introduction

Multi-Office Management is a feature that enables Service Bureaus and Multi-Office organizations to
easily view data compiled in easy-to-read reports. Additionally, this product allows the Main Office to
automatically add EROs via an online process and setup several Remote Offices online at one time.
The Main Office can choose whether to control certain features within the Remote Offices’ software
programs.

The Online Features
The Online features are accessed by logging in to the Support Home Page. This information will be
provided to you when you purchase Multi-Office Management.

The Support Home Login screen looks as follows:

SUPPORT LOGIN

Username*

II I

Password®
L |

L] Save Password

Login
Forgot Password?

Tax Year 2014

This function allows the User the ability to select the tax year.

Office Management

This function is used by the Main Office to manage all Remote Offices. After changes are made to a
Main account at this site, the Remote Office accounts will automatically be updated with the changes
the next time they transmit to Central Site.

To access Office Management:

1. From the Support Home, click on OFFICE MANAGEMENT in the Support Home Toolbar.
The Office Management screen will open.
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Manage EROs, Groups and Offices.

Office Management Need Additional Help?

The 2014 Office Management & Management
ERO Enmiiment Setup and Manage your EROs. Dashboard User's Guide oflers step-by-step
instructions to heip you realie your Office Management
Set your bank selection configuration and how to access the seven reports of
he Management Dashboart

Setup and Manage your Multi-Tier Offices
2014 Office Management & Management Dashboard

-
Change your current login to a Multi-Tier Office. User's Guide (Pn-’,':]

Set your Master User

Setup and Manage your Groups.
Set your fees for loms.

Set your fees for Jusiness forms.
Sel up User perMiSsions

Manage ERO'&/OMee Setup Manage your ERO and Office Configuration

ERO Enrollment

This function allows the Main Office to add a Remote Office ERO as a software user of the program
and enroll the ERO to process bank products. To allow more efficient entering of several EROs, one
ERO’s data can be copied and edited to reflect a different ERO’s data.

Important Note: The Main Office must have the EROs completed and signed paperwork as a matter
of fulfilling the duty of due diligence.

To Add a new ERO:

1.

Obtain from the ERO all enroliment paperwork which will be used as a reference for
enrolling the ERO online. The following data entered should reflect the EROs
paperwork.

From the Office Management Screen, click ERO ENROLLMENT. The ERO EFIN
Management screen will open.

If this program was used in a previous year, click -/ next to the first EFIN to
complete bank enrollment for this ERO. If this program was not used in a previous
year, click on the ADD EFIN button and begin by entering the Master-EFIN. The
EFIN Setup screen will open. Sub-EFINs can be entered only after the Master-EFIN
has been entered and registered.

4. Under EFIN INFORMATION,

a. Select the UseR ID from the dropdown list. The User IDs are created when the
program is purchased. Please contact Technical Support for details.

b. Enter the EFIN assigned by the IRS.

c. Select the EFIN TypE from the dropdown list. One Master EFIN will be assigned
to the Main Computer and have control of all of the Remote Computers. A Sub-
EFIN is assigned to a Remote Computer.

d. Enter the SERVICE BUREAU NAME, if applicable.
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e. Check the Box next to SERVICE BUREAU FEE ON ALL PRODUCTS to charge a
service bureau fee on all products for this EFIN including Returns that do not
have an associated bank product.

Under EFIN HOLDER INFORMATION, enter all of the information for the owner of this
EFIN, and check the Cory TO SAVED CONTACTS button to save this EFIN’s information
to the contacts list.

Under FEE DEPOSIT INFORMATION, enter the bank information for the ERO. This is
the bank where the EFIN will have tax return fees deposited. Click SAVE, and a new
screen will open with the Owner Certification.

Select the BANK from the dropdown list, and click THE CREATE BANK APPLICATION
button. The Bank Application for the chosen bank will open.

Enter the Bank Application information or check the CoPY FROM SAVED CONTACTS
button to copy this EFIN’s information from the contacts list, and check the box at the
end certifying that you agree to the Terms and Conditions of this bank. Click SAVE AND
CONTINUE, and the bank’s Security Question screen will open.

Select the answer for all of the Security Questions from the dropdown list, or enter the
information, as applicable. Click SAVE AND SUBMIT TO BANK to immediately submit this
information, or click Save to submit to the bank later. The entering of this EFIN is now
complete.

To Edit an ERO’s information:

1.

From the Office Management Screen, click ERO ENROLLMENT. The ERO Enroliment
screen will open.

Scroll down to select the ERO whose information needs edited.

/

Click to open the ERO Setup screen.

Edit the information as necessary according to the directions above for adding a new
ERO.

To Copy one ERO’s information and Edit to Enroll a new ERO:
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1.

From the Office Management Screen, click ERO ENROLLMENT. The ERO EFIN
Management screen will open.

Scroll down to select the ERO whose information you want to copy.

Click to open the ERO setup screen with the current ERO’s data.

Edit the information to reflect the new data according to the directions above for
adding a new ERO.



To Delete an ERO:

1. From the Office Management Screen, click ERO ENROLLMENT. The ERO EFIN
Management screen will open.

2. Scroll down to select the ERO whose information you want to delete.
3. Click - to be prompted to delete this ERO. A window will open asking you to confirm
that you want to delete the ERO.

4. Click “YES” to delete the ERO or click “N0O” to close the window without deleting the
ERO.

Bank Selection

This function allows the Main Office to set the bank selection for their EFINs that have been registered
with multiple banks. This is also a quick way to view the Add-on and Service Bureau Fee’s that have
been set.

To Select a Bank:

1. From the office Management screen, click Bank Selection. The Bank Selection
Screen will open.

Bank Selection

e O o I N
23306 | Tax Company 1 73.05 ODOAppfovec SBTPG

2(000003|996002| Tax Online 65.00| 0.00|Pending |Refund Advantage S&hﬂ

3|000018| 00042 | Tax Company 2 10.00 50.00|Approved m

2. Scroll down to select the EFIN whose bank selection needs to be set.

3. Click Select to open the select bank screen. This screen will show the banks the EFN
has been registered with.

4. Select the Bank the EFIN will be utilizing for this Tax Season, and click Close.

Manage Multi-Tier Offices
This function is used to manage Multi-Tier Offices, which allows the Main Office to assign several
Remote Offices to a Multi-Tier Office.

To create a Multi-Tier Office:

1. From the Office Management Screen, click MANAGE MULTI-TIER OFFICES. The Manage
Multi-Tier Offices screen will open. Use the AbD NEw USER button as a shortcut to add
new User IDs while also creating Multi-Tier Offices.

dp

2. Locate the User ID of the office to designate as a Multi-Tier Office, and click the
button. The Add Multi-Tier Office screen will open.

3. Enter the MULTI-TIER OFFICE NAME.
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4. Enter the MULTI-TIER OFFICE SERVICE BUREAU FEE, if applicable, and click Save. The
Manage Multi-Tier Offices screen will open.

5. Check the box next to SERVICE BUREAU FEE ON ALL PRODUCTS to charge a Service
Bureau fee on all returns prepared, including returns that do not have an associated

bank product.
6. Click Save to return to the Manage Multi-Tier Offices screen.
7. Click the f button next to the User ID that was just added as a Multi-Tier Office. The

Add Multi-Tier Office Users for Office screen, with the User ID of the Office appearing,
will open.

Add Multi-Tier Office Users for Office 36
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8. Check the box next to each User ID to be added as a sub-Remote Office under this
Multi-Tier Office, and click Save. Only User IDs that have not been previously added to
a different Multi-Tier Office will be available.

Switch Office IDs
The Main Office (or Master User ID) can open all of the Multi-Tier Office User ID accounts. This

function is used to switch from the Master User ID account to any of the Multi-Tier Office User ID
accounts.

To switch an Office ID:

1. From the Office Management Screen, click SwiTCH OFFICE IDs. The Switch Office IDs screen
will open.

2. Select from the dropdown list the MULTI-TIER OFFICER USER ID you would like to view
(instead of the Main Office).

3. Click the SwiTcH button. The selected Multi-Tier Office is now open instead of the Main Office
and only the Remote Offices assigned to this Multi-Tier Office will be available.

To switch back to the Main Office:

1. From the Office Management Screen, click Switch Office IDs. The Switch Office IDs
screen will open.
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2. Select Main Account from the top of the dropdown list.
3. Click the Switch button. The Main Office (Master User ID) is now open.

Manage Master User
This function allows the Main Office to assign an individual User ID to receive all correspondence
including tax returns and other messages.

To Create a Master User ID:

1. From the Office Management Screen, click MANAGE MASTER USER. The Manage
Master User screen will open.

2. Select the UsER ID to be assigned as the Master User. This function will not be
available after the Master User ID is selected.

Group Configuration

This function is used to create Groups, which allows the Main Office to create Global Settings and
assign these settings to specific offices. It also allows the Main Office to view reports by Group within
the program by using the Dashboard function. This section is located under the Global Settings
section.

To create a Group:

1. From the Office Management Screen, click GROUP CONFIGURATION. The Group
Configuration screen will open.

Global Settings Group Summary

+ Orowe 0 i) Ve Grous for Must Ties [Masier User
Mariage Biling O (Wew (G group  Publish all valid
Manage Business Biling O (MW Color Key

Has not been publshed since last update

Rty Actmmn | vl W/ “has boon published since Last update

1 |DEFALLT 020014 075516 120313 O7:24:40 & |*

2. Click the CREATE A NEW GROUP button. The Group Setup screen will open.

Global Settings

T
Manage Bing Miew) Groun Nama®

Manage Business Biley e 200 2

Manage Access Lavels L (e

3. Enter a GRoupr NAME and click AbD. The Group Configuration screen will reopen, and
the new Group will appear under the list of Group Names.

4. Click the f button to add Offices to the selected Group. Click Save to accept the
changes and return to the Group Summary Screen.

5. Click the 4 button to publish this information which will become effective across the
Multi-Office Organization system during the next update. Alternatively, click the
PUBLISH ALL VALID GROUPS button to publish all Groups.
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Manage Billing
This function allows the creation of a fee schedule for Personal Returns as a Global Setting. This
section is located under the Global Settings section.
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1.

10.

From the Office Management Screen, click MANAGE BILLING. The Fee Schedules
screen will open, along with the Global Settings window on the left hand side. Other
Global Settings can be accessed from this screen.

Global Settings Billing Schemes
Manage Groups O (View) View Schedules for Multi-Tier [ Master User |
Manage Billing " View Create a new billing scheme Publish all valid billing schemes
Manage Business Biling O (VIeW! Color Key
Has not been published since last update

Manage Access Levels 1 MW 5 112< been published since last update

# Schedule Name Last Published

1 |Local Schedule

Click the CREATE A NEW BILLING SCHEME button. The Schedule Setup screen will open.
Enter a NEw SCHEDULE NAME and click ADD. The Fees Setup screen will open.

Click the Go To DISCOUNTS button to enter discounts if they are available with this Fee
Schedule. The Discounts for Schedule screen will open.

Enter the Discount Name to identify the discount.
Enter the Discount information as follows:

a. Enter a DISCOUNT PERCENTAGE only to allow offices to discount a fixed
percentage off of the fees charged by the tax preparer.

b. Enter a Discount Amount only to allow offices to discount a fixed amount off
of the fees charged by the tax preparer.

c. Enter a DISCOUNT PERCENTAGE and a DISCOUNT AMOUNT to allow offices to
discount a certain percentage, but one not exceeding the discount amount.

Click the Go 1o CusTOM CHARGES button, and the Customer Charges for Schedule
screen will open.

Enter the CHARGES DESCRIPTION to identify the custom charge, and enter the CHARGE
AMOUNT.

Click the Go 1O FEES button, and the Fees Setup for Schedule screen will open.

Select the set of forms for which you want to set fees from the dropdown list. The set
of forms and schedules selected will open. There is one set including all federal forms,
and then a separate set for each state.



11.

12.

13.

14.

1.

Fees Setup for schedule CA BILLING

Back to Manage Billing (Go fo Discounts Go 1o Custom Charges

[US-Federal v| [Forms |

RET 1040 US Individual Income Tax Retumn

RET 1040-A US Individual Income Tax Retumn

RET 1040-EZ  |Return for Single & Joint Filer With No Dependents
RET 1040-NR  |Retumn for Non-Residents.

RET 1040-88  |Return for Residents of Puerio Rico

FRM 1040-X Amended US Individual Income Tax Returm

RET 1040-NR  |ltemized Deductions for Non-Residents for 1040NR
RET 1040-NR  |Tax on Income Not Effectively Connected With U.S. 1040NR
9 |RET 1040-NR  |Other for 1040NR

10 [1040SSF Puerto Rico Residents Profit or Loss From Farming
11 (104085 C Puerlo Rico Residents Profit or Loss From

12 |10408S SE Puerto Rico i St Tax

13 [FRM W-2 Wage and Tax Statement

14 |FRM W-2G Certain 0

15 [FRM W7 Application for Individual Taxpayer ldentification

16 |FRM W7 COA |Certification of Accuracy for IRS ITIN

17 |FRM W-2PR Puerto Rico Withholding Statzment

18 |FEC RECORD |Foreign Employer Compensztion / Pensions

19 [K-1(1041) Beneficiary’s Share of income, Deductions, Credits
20 [K-1(1065) Partner's Share of Income, Deductions, Credits

21 |K-1(11208) Shareholder's Share of Income, Credits, Deductions

-_-,.-_-[_. ly Base Price

CEIEIEE RS E

Enter the amount to charge for each schedule and form, and

Click SAVE to continue entering fees for a different set of forms for this same fee
schedule (the Billing Setup screen will open allowing you to choose another set of
forms), and click SAVE and Exit when you are finished entering fees for this fee
schedule.

Click the f button to apply this Fees Schedule to specific Offices. Click Save to
accept the changes and return to the Fee Schedule screen.

Click the 4 button next to the new Billing Schedule created to publish this
information which will become effective across the Multi-Office Organization system
during the next update. Alternatively, click the PUBLISH ALL VALID BUSINESS FEE
SCHEDULES button to publish all Billing Schedules.

Manage Business Billing

This function allows the creation of a fee schedule for Business Returns as a Global Setting. This
section is located under the Global Settings section. This function works in the same manner as the
Manage Billing function for Personal Returns. Please see the previous section for instructions.

Manage Access Level Sets

This function allows the Main Office to create different Access Level Sets and individual Access Levels
as a Global Setting. This enables the Main Office to control access to the program at both an office
level and an individual level. This section is located under the Global Settings section.

To create an Access Level Set and Access Levels:

From the Office Management Screen, click MANAGE ACCESS LEVELS. The Manage
Access Level Sets screen will open, along with the Global Settings window on the left
hand side. Other Global Settings can be accessed from this screen.
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Global Settings Manage Access Level Sets

Manage Groups o View View Access Sets for Multi-Tier [ Master User |

/
Manage Billing O |View (Create anew set of access levels| |Publish all valid access levels
Manage Business Biling O (VieW) Color Key:

e [ Has not ished I :
Manage Access Levels | (View! I Has not been publ since las! update

WSS | Has been published since last update
# Set Name Last Published Last Updated

1|DEFAULT02/03114

Al

2. Click the CREATE A NEW SET OF ACCESS LEVELS button. The Access Set Setup screen
will open.

3. Enter the SET NAME and click ADD. The Manage Access Level screen will reopen, and
the new set will appear under the list of Set Names.

4. Click the / button to edit an already created Access Level Set or click the CREATE
A NEW SET OF ACCESS LEVELS button to create a new Access Level Set.

5. Click THE ADD A NEW ACCESS LEVEL button. The Access Level Setup screen will open.

6. Enter the Level Name and click ADD. The Manage Access Levels screen will open,
and the new Authorization Level Name will appear under the Access Levels.

7. Click the / button next to the newly created Authorization Level Name. The
Configure Access Level Detail screen will open.

Configure Access Level Detail

Name: DATA_ENTRY

[] system tities

[] Transfer Returns

[ Transmit To Cent-al Site

] user Account Setup

[ save Acknowiedged Retum
[] Open Locked Retum

[] Access Appointmants

[] Access Dffice Setup

[ Access Print Setup

[ Access Client Letter Setup
[ Access Balling Setup

[ patabase Maintenance

M Add A New Retum

] Delete Tax Return

[] Export Records [ Access Quick Reports

] import Retun ] Print Bank/Disclosure

[] import Direct State ] queue Return For Transmit
& Open ARetum [} Access Extended Lookup

[ Print RALRAC Checks [ Reissue/Reprint Check

[ Print Tax Return ] check Activation

[C] Batch Print Tax Return [] status Summary List

[ Process Updates [ invoice Modification

[] Retrieve Returns ] Preview Retum

] Run Reports [ Backup Returns

[ create E-Mail [J LockUnLock OTHER's Retum

Select All | Deselect All | Save and Close | Cancel

Part | - Access

[7] Access Advanced Billing Setup
[] Access Level Maintenance
[] Access Local Setup

] Quick Retun Status

[ Management Dashboard

(] Print Return Components

[_] Tax Return Payment Tracking
[ Loeknuniock OWN Relum

] Modity Primary SSN

["] questionaire Setup

(] Print Any Window

[_] change Tax Return Owner
[_] send Text Message

(] Print Blank Forms

[ Setup Restricted Forms

] Access Restricted Forms

V] Access Training Returns

8. Check the box for every access that will be granted to this access level.
9. Click SAVE AND CLOSE to save this Access Level.

10. Continue adding Access Levels and designating the level of access as instructed
above.

11. Click THE BACK TO MANAGE ACCESS LEVEL SETS after all edits to the Access Levels are
completed.



12. Click the f button to apply this Access Level Set to specific Offices. Click Save to
accept the changes and return to the Fee Schedule screen.

13. Click the 4 button next to the Access Level Set to publish this information which will
become effective across the Multi-Office Organization system during the next update.
Alternatively, click the PUBLISH ALL VALID ACCESS LEVELS button to publish all Access
Level Sets.

Manage EROs/Offices

This function allows the Main Office to set up individual preferences for each ERO/Remote Office. A
Main Office can control both the access levels and the amounts charged for services performed by the
ERO/Remote Offices. Important Note: This is different from ERO Enroliment which must be completed
for the ERO to establish a relationship with the bank.

Please note: For the following directions, the User must click “SAVE AND CONTINUE” to save changes.
The VIEW button allows the User to view the changes but will not save them.

To Setup Preferences for an Office/ERO:

1. From the Office Management Screen, click MANAGE EROS/OFFICE SETUP. The
Manage Offices screen will open.

Search: [Show All V] [ | (Search)

View Offices for Multi-Tier | 23308 v |

Color Key:
1| Has not been published since last update
Has been published since last update
Picked Rstr | Rstr ERO Preparer Referral Status
# User ID Password Name Up ERO Office Fields Forms DB DB DB cm'

1/23308 |XLINK No | | x|@[4) 4| &
2[23310 |XLINK N |/ ! @ @

3|23311 |EFABIFCF No |

4|23312 |AAA No |4

2. The list of all Offices/EROs will appear. An office can be located by search criteria or
only the offices of a specific multi-tier can be listed by selecting the multi-tier office from
the drop down list.

3. Click the

>
7

“ button to edit a current ERO.

button next to the ERO to setup a new ERO’s information, or click the

4. Under USER ID INFORMATION, enter all of the information for the ERO, as follows:
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e.

ERO Setup for User ID 205 ERQ Setup
8o 10 Wiomssion BRI uscr 1D Information f
Biling/Fee Infomation D [Niew Master Userid 200
N & S 200
oy - M Transmeting Password

Deskiop Setings: View) Transmd Type" (ranamd =
Registration Seftings 0 (View Login - Authorization Levels" DEFALLT < (Croaia Mew Level

; — il DEFALLT | (Creiite Mew
Printer Seftings O (View Creifte Mew Group

— Name

Electronic Filing O (Miew Prone o "

) Location -
Ovemides / m Fxc L ;
Défaults n View, Emai IR AREN
Vasdation Checks 2 Wiew 5

I i | G

Text Messages O (View Cancel
Restricted Forms iew
Restricted Fields View
User Logins O (View
Manage Databases O (View

The User ID will already be assigned to this ERO.

Select the TRANSMIT TYPE
for this ERO from the
dropdown list.

Select the LOGIN -
AUTHORIZATION LEVEL SET
you want to assign to this
ERO or click the CREATE
NEwW LEVEL button to create
a new Authorization Level
Set.

Select the GRouP you want
to assign to this ERO or click
the CREATE NEW GROUP
button to create a new

ERO Setup

e S A

The following Biling/Fee Information wil be downloaded and applied to the User's local copy of CiossLink 1040
Deskiop upon instaltation of the next ransmission. To efiminate Users from changing fee information on their local
installation, privileges should be revoked via the Login - Authorization Levels and Users should be configured propady
by the Master User. For more information, please refer to your CrossLink Manual or contact Technical Supgort.

Billing Schaxdule |~ Select a Schedule — | (Craate New Scheduls|

Office Information o be printed on each billing invoice | ]

State Sales Tax Rate 0000 ]
Tax Preparation Discount [ %
Protection Plus Markup [B0a ]
Detauit Hourty Rate @05

Auto Add Audit Protection (Financials Only) &

Disable Invoicing [

Auto Add Audit Protection (Non-financials)

Collect Tax on Bilings? [

Seif Prepared Flat Fee ]

Bill For EF Forms Oniy [

No Prior Year Balance on Invoice

Auto Add CADR Pius (Financials Only)

Group. This ERO will appear in this Group when reports are created on the
Management Dashboard within the program.

Enter all other applicable information for this ERO.

5. Under BILLING/FEE INFORMATION, enter applicable information as follows:

a.

Select the BILLING SCHEDULE from the dropdown list or click the CREATE NEw
SCHEDULE Button to create a new Billing Schedule. The Billing Schedules are
created in Manage Billing as detailed above.

Enter the OFFICE INFORMATION such as name and address that should be

printed on each invoice.

Enter the STATE SALES TAX RATE, if applicable. Check with the state where
this ERO will be preparing returns to see if this tax is applicable, and if so, the

rate.




d. Enter the TAX PREPARATION DISCOUNT, if applicable.
e. Enter the PROTECTION PLUS MARKUP fee, if applicable.
f. Enter the DEFAULT HOURLY RATE for this ERO.

g. Check the box to AuTo ADD AUDIT PROTECTION (Financials Only) to each
return for this ERO.

h. Check the box to DISABLE INVOICING for this ERO.

i. Check the box to AuTo ADD AUDIT PROTECTION (Non-Financials) to each
return for this ERO.

j. Check the box to COLLECT TAX ON BILLINGS? to apply and collect the sales tax
rate entered above on invoices.

k. Enter the SELF PREPARED FLAT FEE, if applicable.

I. Check the box to BILL FOR EF FORMS ONLY if you want this ERO to only charge
for forms that are electronically filed.

m. Check the box NO PRIOR YEAR BALANCE ON INVOICE to prevent the program
from transferring a balance due on the tax preparation of a return from one year
to the next for a specific User.

n. Check the box to Auto ADD CADR PLUS (1040 Only) to each return for this
ERO.

6. Under MESSAGE DELIVERY, make selections, as follows:

ERO Setup

Message Delivery N

Tax Retuns are required o be reviewed
and submitted by Master User

Master User receives a copy of all Tax Retums -
Master User receives a copy of all Documents ]

The following identifies where each type of message should be outed: Owner of the tax retirn or Both the Master

User and Owner.

Federal/System Messages® [Cwmer of the Tax Retum v
Federal Reject Messages® Owner of the Tax Retum |
Stale Messages” Cramer of the Tax Retum v|
Check Printing - Who will print the check? Camer of the Tax Retum v:

Save and Continue  Cancel

a. Check the first box if tax returns must be reviewed and submitted by the Main
Office.

b. Check the second box if the Main Office will receive a copy of all Tax Returns.
c. Check the third box if the Main Office will receive a copy of all Documents.

d. For the following four dropdown boxes, choose whether the following types
of messages should be sent to the Owner of the Tax Return/Remote
Office, the Main Office, or to both:
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I. FEDERAL/SYSTEM MESSAGES
li. FEDERAL REJECT MESSAGES
lil. STATE MESSAGES

IV. PRINTING OF CHECKS

7. Under DESKTOP INSTALLATION SETTINGS, make selections and enter the information as
follows:

a. Enter a SITE IDENTIFIER assigned by the Main Office for each Remote Office.
This unique ID allows the Main Office to monitor the activities at different
Remote Offices.

ERO Setup

Desktop Installation Settings i

The following information is not necessary to complete the Office installation, but will default the settings to speed up
the process.

Site Identifier [
Transfer prior year setup [res ~]

Transfer prior year billing [Ne ¥

Transfer prior year databases |EE¢_

Transfer prior year login accounts [Nc v:

Transfer the prior year appointments [ves ]
Administrative Password [

Encryplion Key [snnse ]

(leave blank for standard encryption)

Note: Standard Encryption is applied to all data stored within the Crosslink application. Supplying an Encryption key
will use a higher level of Encryption on your databases. If you are using the Management Dashboard 1o monitor more
than one office, you will need to use the same Encryption key for all offices.

b. Select Yes from the dropdown list to enable the following actions:
i. TRANSFER PRIOR YEAR SETUP.
ii. TRANSFER PRIOR YEAR BILLING.
iii. TRANSFER PRIOR YEAR DATABASES.
iv. TRANSFER PRIOR YEAR LOGIN ACCOUNTS.
V. TRANSFER PRIOR YEAR APPOINTMENTS
c. Enter an ADMINISTRATIVE PASSWORD for this User ID.

d. Enter the ENCRYPTION KEY, if applicable.

8. The remaining screens allow entry of information for Office Setup as it is described in

this Manual. See Chapter 2 for details.

9. Click the PuBLISH ERO button to publish the information entered for this ERO and

close this screen. Alternatively, click the RETURN TO MANAGE OFFICES button to return



to that screen, and the ERO/Office can be published at a later time by using the
button next to the User ID.

Manage Restricted Forms

This function allows the Master User Id to restrict individual User IDs from adding or editing certain
forms to Returns. This function does not apply to Global Settings. This function is available in the
Manage ERO/Office section.

To Restrict Forms for Certain User IDs:

1.

From the Office Management Screen, click MANAGE EROS/OFFICE SETUP. The
Manage EROs/Office screen will open.

Click v or “ button next to the User ID to restrict forms for this User ID. The ERO
Setup window will open.

Click VIEw RESTRICTED FORMS, and the Restricted Form Setup for User ID screen, with
the User ID number selected, will open.

Select US-FEDERAL or the particular State from the dropdown list of the restricted
form you want to edit. The Restricted Form Setup screen will open.

Check the RESTRICT ADD box next to each form that you want to restrict from being
added to a Return for this User ID, or check the RESTRICT EDIT box next to each form
that you want to restrict this User ID from editing.

Click SAVE to return to the Manage Restricted Forms screen.

Click the Publish restricted forms button to publish this information which will
become effective for this User ID during their next transmission to Central Site.

Manage Restricted Fields

This function allows the Master User Id to restrict individual User IDs from adding or editing certain
fields to Returns. This function does not apply to Global Settings. This function is also available in the
Manage ERO/Office section. This function works similarly to the Manage Restricted Forms as
instructed above.

Manage User Logins

This function allows the Main Office to assign individual Login accounts for the Remote Office, and
designate the access level applicable to that particular Login account. This function does not apply to
Global Settings. This function is also available in the Manage ERO/Office section.

To Create a Login:

1.

From the Office Management Screen, click MANAGE EROS/OFFICE SETUP. The
Manage EROs/Office screen will open.

Click the / button next to the User ID for whom you want to create a Login. The
Logins for that particular User screen will open.
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3. Click the CREATE A NEW LOGIN BUTTON. The Manage User Login Detail screen will
open.

Manage User Login Detail

Part | - Login Detail |_

Login ID* | (max 8 characters, leliers and numbers only)

Login Name* [ | (letters and numbers only)
Password" [ ] {maot 16 characters, letters and numbers only)
Confirm Password® | {max 16 characters, letters and numbers only)
User must change password at next login

Access Level' [~ Selecta Level - v

Freparer Shortcut ID
Training Returns Only
Ehow Fees in Transmit Filter Window
Cisplay Invoice short form
Hide Work in Progress Counts
Save and Close  Close

4. Enter a LOGIN ID for this Login account.

5. Enter the LoGIN NAME for this Login account. This could be the name of the actual user
for this Login.

6. Enter a PASSwWORD for this Login account.
7. Enter the chosen PASSWORD for this Login account a second time to confirm the entry.

8. Check the box to require the user to change the password the next time they log in to
the program. If this box is not checked, the Main Office will have access to the Login
account’s password and will have to provide this password to the user.

9. Select an Access LEVEL for this Login account from the dropdown list. The availability
of Access Levels will be determined by the Access Level Set chosen during ERO Setup
for this particular User ID.

10. Enter the PREPARER SHORTCUT ID for this User ID.
11. Check the box to allow the user access to the training returns only.

12. Check the box to display the fees due (in addition to the amount of refund) for each
return during transmission.

13. Check the box to show only a short form of the Invoice for this Login.

14. Check the box to hide the number of returns processed on the Work in Progress
screen.

15. Click the SAVE AND CLOSE button to save this Login and close this screen.

Manage Databases

This function allows the Main Office to create a Database for EROs, Paid Preparers, Referrals, and
User Status Codes which will autopopulate the Databases in the Remote Office’s program. This allows
a User the flexibility of working at different workstations and/or locations without having to reenter the
User’'s ERO and/or Paid Preparer information. See Page 53 and 55 respectively, for directions on
entering the information for the Paid Preparers’ and ERO’s Databases. #
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Support

This function allows Users to get several types of support including account management, updates,
reset passwords, and order marketing resources. Select the appropriate category of support for

details.

1. From the Support Home, click on SUPPORT in the Support Home Toolbar. The Support
Management Screen will open

Support
Tickets

Manage Account

Reset Admin Password
Call Log

Manage State Packages
Manage Offices

IRS Updates

Marketing Support

Manage Support Tickets and Software.

Support Tickets.

Manage Account Information.

Reset an Admin Password in CrossLink.

View the latest call Logs.

Queue state packages for your offices.

Manage your offices and license assignments.

View the latest IRS Issues.

Order marketing resources to help grow your business.

Manage Offices

This function allows the Main Office to activate product licenses for their users, places offices on hold,
select State Packages for release and select purchased premium options.

To Activate Offices:

1. From the Support Management screen, click Manage Offices. The Manage Offices

Screen will open.

Manage Offices

Color Key:
| Office disabled
Office enabled

Search: [Show Al ]  (Search)
View Offices for Multi-Tier

Waming: Licenses will be locked for Offices that have filed returns

Included |49 available|50 available| 0 available | 0 available
States (Select All| | (SelectAlll | (SelectAll| | (SelectAll)
[Home State V|| S | e

Toggle State

# UserID Password First Name Last Name Hold Software

License

|Deselect All | Deselect All

O O
2 |23313 |70188369 |SUB ONE " O
49 available |50 available| 0 available | O available
(Update Licenses (Select All| | (SelectAll| | SelectAll| | [SelectAlll
'Deselect All | Deselect All || Deselect All || Deselect All |
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2.

5.

The list of all Offices will appear. An office can be located by search criteria or only the
offices of a specific multi-tier can be listed by selecting the multi-tier office from the drop
down list.

Check the box(es) under each column to active the associated product for that user
ID, or if all users should have the product license click the Select All Button. Alternately
you can click the Select All button. Note: The Federal License must be activated before
the other columns are able to be selected.

Click the Update Licenses button to enable the product licensing for the modified
User ID.

Continue activating product licenses as needed.

To place a User ID on hold:

1.

3.

From the Manage Offices Screen, locate the Office/User ID that needs to be placed on
hold.

H
Click the toggle hold ¥ putton to place the User ID on hold. If the User ID is
placed on hold they will not be able to transmit until the hold is removed.

A
To verify the User ID is on hold the toggle hold button is displayed in red ¥

To remove a User ID from Hold:

1.

Click # " to remove the hold. The user ID will be able to transmit to central site
again.

To choose State Packages for Release:

1.
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From the Manage Offices Screen, locate the Office/User ID that needs the State
Packages.

Under the column Included States click the drop down
a. Select Home State, to allow the user to receive just the State that they reside
in.
b. Select Nearby States, to allow the user to receive their home state plus their
four surrounding states.
c. Select All States, to allow the user to receive all states.

Click the Update Licenses button to enable the product licensing for the modified
User ID.

b
To select Individual States Click “® Under the State Software column the Choose
State Packages screen will open. Check the box for every state that the User needs.

Click Activate Packages to allow the user to receive the selected state.



Reports

Several reports are available within the Multi-Office Management system including Administrative,
Financial, and Status Reports. Many of the reports available in this online system are the same or
similar to the software program, however, they give a report of the information for more than one
office. See Chapter 8, Reports, for the details of the data available from individual reports.

The Dashboard

The Dashboard function allows the Main Office to quickly view reports concerning the productivity of
the Remote Offices sorted by pre-selected Groups. The Dashboard is available from the WIP screen.

To View and Sort Reports from the Dashboard:

1.

From the WIP, under TAX RETURNS, click on MANAGEMENT DASHBOARD. The
Dashboard Management Screen will appear.

Select the DASHBOARD TYPE from the dropdown list. This features allows the sorting of
the list by several different methods.

Select the GRoup from the dropdown list. This feature allows further sorting by
preselected Groups assigned during the ERO setup process.

Enter a START date and END date for the transactions you want to view in the Report.

Click the Go button, and the report will appear. After viewing the Data, click the WIP
button on the Toolbar to return to the WIP.
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89



90



Chapter 4 Preparing and Filing the
Personal Tax Return

Introduction

The Tax Return screen is where Tax Returns are created, prepared, edited, and processed. The
following instructions will guide you through the entire process of tax preparation, including electronic
filing of the Return. Chapter 6 will show you the different ways you can access different functions,
along with introducing you to a few functions not mentioned during the Tax Preparation and Electronic
Filing directions.

Different areas of the Tax Return screen will be open and available depending on whether you are in
the Tax Return Lookup screen or working within an actual Tax Return. When a Return is opened or a
new Return is created, the Tax Return Screen opens. This screen looks as follows:

1040 Scftware 1040 Returns = ) i
s ), Busioess Retuars | Web Sas | oy Navigational Tabs
Detabase Setup Betuen Foem Prnt (ommands Help < Tax Return Menu Bar

RN N e N> W e SR W I [ - pe————
oim Delete  Save  Refresh  Back  Het  Prnt  Vedfy Queve MNotes  Caic  Appts SendlTett Quck FPayments Chat  Clos:

0C Date Created: 11/05/2014

Taxpayer: SMITH, JAMES™

Attached Forms (Ciri+F) Tax Return )
cEERAL e bam Client Data 4————"P2n Forms 2014
Chent Data
Infernation and Status User Status: Owner: ROMIN x
Tax Summary Transcript Mode: Prep ID Site 1D Receipt =: 1 EFIN: 123456
Invoice - Billing & Prts Taxpayer Inft
Audit Pro - Protection Plus SSN: 400-00-0000 SMIT DOB: p5/12/1960 (54 DOO: FE )
Document Aschive Nama: JAMES SMITH
Depreciation Dccupation SALES Dependent: Blind: Disabled
Evert Log Home Phone: 209-999-1212 Work: 206-359-1313 Cell: 209-595=-1515
Scan Barcode Forms E-Mail:
: TextLink Plus -‘-"‘"’“9-10 Text Message: ® Cell Phane Camier: at&t ftxc.att.net
FEDERA E] Preferred Contact CELL PHONE Form 1040NR:
+ RET 1040 - FEDERAL RETUR} Preferred Language ENGLISH Taxpayer Mali/Femala: M
' FRM 8879 [PETZ ENTERPRISES|
4 Fiing status: [ If MFS, did you live togathar at ANY time during the tax year?
If 50, did you liva together during tha final 6 months?
Spouse
SS5N: - = Doa: ! £ DOoD: A
Name
Occupation: Dependent: Blind: Disabled:
Home Phone: - - work - Cell. =
E-Mail:
Text Message: Cell Phane Carmier
Preferred Contact Spouse Mals/Female:
Address Information
Domestic X Foreign
Care/of:
U.S. Address: Apt. No:
o/s/ZIp: - -
APO/DPO/FPO: Combat Zone:
US Citizen or Residency: Date: (A
| Bank Name: Routing Number:

Required: (1)Sngle (2)MF) (3)MFS (4)H of H (5)Widow(er)

FLD: 000000FLST [QO00FLST]

Navigational Tabs

The Navigational Tabs are located at the top of the screen. These tabs allow the User to move
between Individual 1040 Returns, Business Returns, and the Website swiftly by simply clicking on the
appropriate Tab.
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Tax Return Menu Bar

The Tax Return Menu is located along the top of the screen. It includes most of the functions of the
normal Menu Bar, along with additional functions for preparing Tax Returns. There are three additional
Menu Bar items: Return, Form, and Print. These Menus items are covered in detail in the next chapter.

Tax Return Toolbar
The Tax Return Toolbar is located directly underneath the Menu bar and contains all of the basic
functions you will need in the preparation and filing of a tax return.

Tax Return Information Bar

This black bar shows the Taxpayer's Name and Social Security number, along with the date the
Return was created. Note: If an asterisk (*) appears next to the taxpayer’'s name, a change has been
made in the return, but the return has not been saved.

Attached Forms Screen

This screen located on the left hand side shows all of the Forms associated with the Return, including
documents that are not sent as part of the Return, such as the Invoice. To open a Form from this
screen, double click on the particular Form and it will open in the Form screen to the right. The
Attached Forms screen is divided into either two or three separate sections:

¢ General-This screen shows general information concerning the preparation of the Tax
Return.

e Federal-This screen shows Forms and Worksheets related to the Federal Tax Return that
will be sent to the IRS and/or should be held as a record relating to the Tax Return.

e State-This screen shows Forms and Worksheets related to the State Tax Return if this
Return has an associated state return file.

Open Form Screen

This screen located on the right hand side shows the Form, Worksheet, or other document currently
open. When a Return is created, the first open document is the Client Data screen. When you open
any document to view or edit it, this is where the document will open and where you will be working.

Creating a New Personal Tax Return

The first step in creating a new Tax Return is filling out the Taxpayer Questionnaire, which can be
found at this end of this Manual and is also available as a PDF. This step is essential to gather all of
the information necessary to accurately prepare the Tax Return. It is also of the utmost importance to
review all of the Due Diligence questions with the taxpayer and spouse, if applicable, before
completing the return. Alternatively, if the taxpayer and spouse are present while the Return is being
prepared, the program can be setup to ask required Due Diligence Questions. See page 29 for details.
Most of the data entered into the program should come from the Taxpayer Questionnaire, the Due
Diligence questions, and External Sources such as W-2s and 1099s.

Follow these steps to create a Return:

1. Click on [&dtex from the Toolbar. The Add New Return window will open.
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2. Enter the Taxpayer’s SOCIAL SECURITY NUMBER.

Alternatively, you can scan the barcode of the =t .
client’s W-2 form and the social security number Will | haps e scerany. I
autopopulate. As source documents with barcodes ool Setity ber | ] h
are scanned, the appropriate forms are added tothe | | confim entry

return with all of the information entered. You can ' — — —
open these forms from the Attached Forms list to . - . Sl

view them and add any additional information that

may be necessary. You can move from one field to the next by pressing Enter or Tab
on the keyboard. It is not necessary to enter the dashes in the social security number.
(Example: 123-45-6789 can be entered 123456789).

3. Re-enter the same social security number next to CONFIRM ENTRY, and click OK.
The Client Data screen for the new Return will open.

4. Alternatively, click the W7 button if the client does not have a valid social security
number. The Client Data screen for the new Return will open.

Continuing an Existing Personal Tax Return

This step allows you to open a Return you have already created to continue preparation of the Return.
Note: This function also allows you to add a new Return by filling in the Social Security number in the
Return Lookup screen and clicking ADD.

To open an existing Return:

)
1. Click on '*==¢ from the Toolbar. The Return

Lookup screen will appear.

2. Under Search Criteria, next to LAST NAME OR
SSN, select the search criteria you want to use
from the dropdown list.

3. Enter the data that corresponds to the search
criteria of the Taxpayer and click Go, and only
Taxpayers with that search criteria will appear.

4. Or, click Gowithout entering any search criteria, and a list of all Returns will appear,
or to use other Search Criteria, see page 148.

5. Double click on the correct Return after scrolling down to find it, and the selected
return will open.

The Client Data Screen
The next step in preparing a Return is entering general information into the Client Data screen about
the taxpayer, spouse, and dependents, if any. To move from field to field within the Client Data screen,
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use either the Enter or Tab key on the keyboard. To delete information, use either the Delete or
Backspace key on the keyboard. It is not necessary to fill in every field in the Client Data screen,
however, filling in as many fields as possible will make it less likely you will experience errors during
Verification, Transmission, and IRS Acknowledgment. Please note that the following directions only
assist in where to enter the proper information. Please consult professional tax guides in determining
what the proper information should be.

Required: Taxpayer's Date of Buth

Gitedl Chiar Data FLE: 000000PDCE. [00X#D0E]

Bookmarks

Bookmarks can be entered in any field in any Form as helpful notes to yourself as the Preparer about
that particular field for the client. Bookmarks can act as a helpful tickler file of items that need to be
addressed before the return is completed. Also, Bookmarks are automatically time stamped so that the
Preparer can keep track of when the Bookmark was created. Bookmarks will appear as a Verify Error
and may prevent Printing and/or Transmission depending on how you have set the Verification
Settings during Office Setup. See page 23 for details.

To create a Bookmark:

Bookmark Field i eiee]

1. Right click the mouse while in the field of any (m
form, and a dropdown list will appear or press the
F6 function key on the keyboard.

2. Click on BOokMARK in the menu. The Bookmark
Field will open.

3. Enter comment or question and click OK to
save or CANCEL to exit without saving. A new item
will be added to the ATTACHED FORMS list named

Tlmestam‘{}: |

4. BOOKMARKS. ok | [ cancel ||_pelete
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To view, edit, or delete a Bookmark:

1.

6.

Double click BOOKMARKS under GENERAL in the ATTACHED FORMS list. The Return

Bookmarks window will open.

Double click on the Bookmark you want to work with. The form where that Bookmark
is located will open, and the data field for that particular Bookmark will be highlighted. At
this point, changes to the field itself can be made.

Press the F6 key on the keyboard to open the bookmark for the highlighted field.

Click OK to save the Bookmark as is and return to the previous screen.

Edit Bookmark and click OK to save Bookmark as edited and return to previous

screen.

Click DELETE to delete Bookmark and exit the Return Bookmarks window.

Entry of the Client Data Screen
There will be fields in the Client Data screen where helpful information at the bottom of the screen will
be available. For example, when the Filing Status field is highlighted, the code for each filing status will

appear. To move from field to field in the Client Data Screen, press Enter or Tab on the keyboard.

To fill out the Client Data Screen:

1.

Next to USER STATUS, enter a User
Status Code if you wantto .......

Choices... |
Alternatively, click at

the bottom of the Client Data
screen. The User Status Codes
window will open. Scroll down to
the User Status Code and click on
it to highlight. Click OK. The User
Status Code you chose will
automatically appear and the next
field to be highlighted will be
Dependent. To assign User Status
Codes in the Database, see page
65.

Next to TRANSCRIPTION MODE,
enter “X” only if you want to disable
the calculation engine and make
every field a data entry field only. If
an “X’ already appears, this Login
Account has been setup for
Transcript Mode by default. Delete
the “X” to disable Transcript Mode.
Transcript Mode can be established

Client Data

.......

Description

Which of the folowing describes
recetved health care insurance

rage in 20!

wou (and any other famity members on this return)
14
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10.

11.

12.

as a default setting for all returns for a specific Login Account. For details, see page 47.

Next to PREP ID, click the CHOICES button at the bottorn of the screen to open the
Paid Preparers window, click the Prep ID for this user, and click OK. The Prep ID
will be entered into the field. To set a default Preparation Shortcut ID for this user, see
page 47.

Next to SITE ID, click the CHOICES button at the bottom of the screen to open the Site
ID window, click the Site ID for this location, and click OK. The Site ID will be
entered into the field. A Site ID is not a required field and can be left blank. To set a
default Site ID for this location, see page 26.

Next to RECEIPT #, if a receipt number does not already appear, enter the receipt
number. This is not a required field and can be left blank. To set up the program to
automatically assign receipt numbers, see page 23.

The OWNER field is read only, and the name of the user for this Login Account will
appear. In the blank field next to the CREATED BY field, enter an “ X” to limit the
access of this return to only this Login ID and Administrators.

Next to EFIN, enter the EFIN of the Tax Preparer. This information will already appear
if it has been setup for this Login.

Next to SSN, the Taxpayer’s social security number will already appear. Check this
number with the Taxpayer’s social security number to be sure it has been entered
correctly.

Next to DOB, enter the birthday of the Taxpayer. This field will be highlighted in white
when the screen opens. When you press Enter or Tab on the keyboard after entering
the DOB, the next field to be highlighted will be Name. The taxpayer’s age will appear
next to the DOB field.

Next to DOD, enter the date of death of this taxpayer, if applicable.

Next to NAME, enter the First Name of the Taxpayer, press Enter or Tab, enter the

Middle Initial or leave blank, press Enter or — E— -—
Tab, enter the Last Name, press Enter or Tab, ol
enter any other identifying information Qecupation s
.
(Example: Jr.) and press Enter or Tab on the ELE;JC
keyboard. The next field to be highlighted will be l DISABLED
: EDUCATION
Occupatlon. FIRST OCCUPATION
HEALTHCARE E
Next to OCCUPATION, HELP DESK SUPPORT CSR
HOMEMAKER
. MANAGER
a. Enter the name of the occupation of the || | - c2o0
Taxpayer and press Enter or Tab, or RETIRED
SALES
y SELF-EMPLOYED
Choices. .. LTRANSPORTATION ¥
b. CI_|ck at the bottom of the ok Cancel |
Client Data screen. The Occupations




13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

window will open. Scroll down to the Occupation and click on it to highlight.
Click OK. The Occupation you chose will automatically appear and the next
field to be highlighted will be Dependent.

Next to DEPENDENT, mark an “X” in the box only if this Taxpayer is claimed as a
Dependent on another person’s Tax Return. Otherwise, leave blank. Press Enter or
Tab. The next field to be highlighted will be Blind.

Next to BLIND, mark an “X” in the box if this Taxpayer is legally blind according to IRS
regulations. The next field to be highlighted will be Disabled.

Next to DISABLED, mark an “X” in the box if this Taxpayer is disabled according to IRS
regulations. The field to be highlighted will be Home Phone.

Next to HOME PHONE, enter the Taxpayer’'s home phone number, press Enter or
Tab, enter the Taxpayer’s WORK phone number (if any), press Enter or Tab, enter
the Taxpayer’'s CELL phone number (if any), press Enter or Tab, and enter the
Taxpayer’'s EMAIL address, and press Enter or Tab. The next field to be highlighted will
be Text Message. Note: The Cell Phone number must be entered to use the TextLink
feature.

Next to TEXT MESSAGE, mark an “X” in the box if the Taxpayer wants to receive
information from you by Text Message on their cell phone.

Next to CELL PHONE CARRIER,

a. Click on the CHOICES button at the bottom of the screen to bring up a window
including all of the TextLink supported cell phone carriers.

b. Click to highlight the Taxpayer’s cell phone carrier. Click OK. The Choices
window will close and the cell phone carrier and code will appear in the Client
Data screen.

Next to PREFERRED CONTACT, enter “C” for cell phone, “E” for email, “ T for text, or
“P” for home phone, depending on the taxpayer’s preferred method of contact. These
choices will appear at the bottom of the Client Data screen for quick reference.

Next to FORM 1040 NR, enter “X” to prepare a Form 1040NR for this taxpayer.

Next to PREFERRED LANGUAGE, enter the taxpayer’s preferred language for
communication.

Next to TAXPAYER MALE/FEMALE, enter “M” if the taxpayer is male or “F” if the
taxpayer is female.

Next to FILING STATUS, enter “1” for Single, “2" for Married Filing Jointly, “3” for
Married Filing Separate, “4” for Head of Household, and “5” for Widow or Widower.
These codes are provided at the bottom of the Client Data screen for quick reference.

a. If you Enter 1, 4, or 5 and press Enter or Tab, the highlighted field will move to
ADDRESS INFORMATION.
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b.

If you Enter 2, and press Enter or Tab, the highlighted field will move to SPOUSE
INFORMATION. Enter the Spouse’s information in the same manner as you did
the Taxpayer’s information. Note that the Spouse’s last name will autopopulate
as the Taxpayer’s last name as soon as you type in the first letter of the last
name if it is the same as that of the Taxpayer. If the last names are the same,
press Tab on the keyboard to keep the name. If the last names are different,
change it accordingly.

If you Enter 3, and press Enter or Tab, the highlighted field will move to IF MFS,
DID YOU LIVE TOGETHER AT ANY TIME DURING THE TAX YEAR?

i. Mark an “X" if the Taxpayer and Spouse did live together during any
time in the tax year. The box below will become highlighted.

i. If you marked an “X" in the previous field, mark an “X” next to IF so,
DID YOU LIVE TOGETHER DURING THE FINAL 6 MONTHS if the Taxpayer and
Spouse lived together during the last six months of the tax year. Leave
the field blank if they did not live together during the last six months of
the tax year.

iii. Press Enter or Tab until the field under SPOUSE INFORMATION is
highlighted, and enter the Spouse’s information in the same manner
as you did the Taxpayer’s information regardless of whether an “X” was
entered for either of the two questions.

24. Under ADDRESS INFORMATION, if the taxpayer has a domestic address,

a.
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Enter the Taxpayer’'s mailing address (street address or P.O. Box) and press
Enter or Tab, enter APARTMENT NUMBER, if any, and press Enter or Tab.

Next to C/S/ZIP, the highlighted field will move either to the Zip Code or the
City, depending on what you have entered during Setup.

i. Enter the City if the highlighted field moves to the City field, press Enter
or Tab, enter the two digit State code, press Enter or Tab, and enter
the Zip Code.

ii. If the highlighted field moves to the Zip Code field, enter the Zip Code.
The City and State fields should be automatically filled.

Next to APO/FPO, enter “1” if the Address is an APO, DPO or FPO address,
enter “2” if this is a Stateside Military address, or enter “3” if this a foreign
address. If none of these apply, leave blank. Press Enter or Tab.

Enter the COMBAT ZONE if applicable. Otherwise, leave blank. Press Enter or
Tab. Next to Date, enter the date the taxpayer went into the Combat Zone.

Next to US CITIZEN OR RESIDENCY, select “Y” for yes if the taxpayer is a U.S.
citizen or resident in the U.S. for the entire tax year. Otherwise, select “No”.



25. Under ADDRESS INFORMATION, if the taxpayer has a foreign address, move the cursor
to the empty field next to FOREIGN, click in the field to mark an “X”, and press
Enter. The Address Information will change to reflect fields for a foreign address.

a. Enter the foreign address information, as applicable.
26. If the customer will be using any type of Direct Deposit,

a. Next to BANK NAME, enter the Taxpayer’s bank’s name, or click on

Choices. ..
at the bottom of the Client Data screen. The Banks/Credit Unions
window will open. Click on the Bank’s Name to highlight it, and click OK. The
Bank or Credit Union name will automatically be entered along with the proper
Routing Number. To enter Banks or Credit Unions into the Database, see page
62.

b. Next to ROUTING NUMBER, enter the Bank’s Routing number unless it was
already entered automatically with the bank’s name.

c. Nextto ACCOUNT NUMBER, enter the Taxpayer’'s account number at that
bank and press Enter or Tab.

d. Next to ACCOUNT TYPE, select CHECKING or SAVINGS, to designate the type of
account.

27. To track how you are growing your client base,

a. Under CLIENT REFERRAL and next to REFERRAL TYPE, enter the type of

Choices...
referral or click at the bottom of the Client Data screen. The

referral choice screen will open. Click on the type of referral to highlight it, and
click OK.

b. Next to DESCRIPTION, enter additional information to help you track your
referrals. (Example: Name of existing client who referred new client.)

c. Under APPOINTMENT INFORMATION, enter the PREPARER, DATE, AND TIME
information for next year’'s appointment to meet with this Taxpayer. The next
field to be highlighted will be the First Name under Dependents.

28. Answer the questions regarding CADRPIus. Enter a “Y” to purchase the CADRPIus for
the taxpayer and family. Otherwise, enter an “N”. Enter an “M” if the taxpayer is male
or “F” if the taxpayer is female.

29. Answer the five questions regarding Health Insurance coverage. Enter a “Y” to
answer yes, and enter an “N” to answer no according to the Taxpayer's answers on
the Taxpayer Questionnaire.

30. Under DEPENDENTS - CHILDREN AND OTHER QUALIFYING INDIVIDUALS, if the Taxpayer
does not have any Dependents leave this section blank. If the Taxpayer does have
Dependents,
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If you have been following along with the previous directions, the first highlighted

field will be FIRST NAME. If not, click in that field to highlight it, or if you will need
VWorksheets

to fill in more than 9 dependents, click near the bottom of the

Client Data Screen for more dependent lines.

Enter the FIRST NAME of the first dependent, press Enter or Tab, enter the
LAST NAME of the dependent, press Enter or Tab, enter the BIRTHDATE of the
dependent, press Enter or Tab, enter the SSN of the dependent, and press
Enter or Tab. Note that the Dependent’s last name will autopopulate as the
Taxpayer’s last name as soon as you type in the first letter of the last name if it
is the same as that of the Taxpayer. If the last names are the same, press Tab
on the keyboard to keep the name. If the last names are different, change it
accordingly.

Choices. ..
Under RELATIONSHIP, click at the bottom of the Client Data

screen, and highlight the correct choice, and click OK.

Under MO, enter the number of months the dependent lived with the
Taxpayer during the tax year, or enter MX for Mexico or CN for Canada if the
dependent lived in one of those countries for the entire year.

Choices...
Under CODES, in the first square, click at the bottom of the

Client Data screen, highlight the correct choice, and click OK, or
i. Enter “1” if the dependent lived with the Taxpayer,

i. Enter “2” if the dependent did not live with the Taxpayer because of an
agreement either by divorce or other agreement,

iii. Enter “3” if the dependent is the Taxpayer’s parent, or
iv. Enter “4” if the dependent does not fit one of the above descriptions.

Under CODES, in the second square, the program will automatically select the
proper EIC status for this dependent based on the information already entered.
If this status is incorrect because other circumstances are applicable, click

Choices... |
at the bottom of the Client Data screen, highlight the correct

choice, and click OK, or

i. Enter “E” if the dependent is an Earned Income Credit (EIC) qualifying
child under age 19,

i. Enter “S” if the dependent is a student under age 24,

iii. Enter “D” if the dependent is permanently and totally disabled, or



iv. Enter “K” if the dependent is an EIC qualifying child who has been
kidnapped,

v. Enter “N” if the dependent is not eligible for the EIC.

g. Under CODES, in the third square, the program will automatically select whether
the dependent is eligible for the Child Tax Credit based on the information
already entered. If this status is incorrect because other circumstances are
applicable, enter an “ X" if the dependent is eligible for the Child Tax Credit or
remove the “X” if the dependent is not eligible.

h. Under CODES, in the fourth square, enter an “X” if the Taxpayer is eligible for
Dependent Care expenses on Form 2441 for this dependent because the
dependent is a child, or “D” if the taxpayer is eligible for Dependent Care
expenses because the dependent is disabled, or leave blank if the Taxpayer is
not eligible for Dependent Care expenses for this dependent.

i. Under ST, different codes may be available depending on the State entered for
a particular return. Enter a code from the bottom of the Client Data screen if
applicable.

j- If there are more dependents, enter them in the same manner. If not, move to
the next section.

31. Under NON-DEPENDENTS CLAIMED FOR EIC AND DISABLED PERSON’S DEPENDENT CARE
EXPENSES, if the Taxpayer does not have any Non-Dependents meeting these
requirements, leave this section blank. If the Taxpayer does have Non-Dependents
meeting this description,

a. Follow the directions above for Dependents, except under CODES,
i. Inthe first square, enter “X” if this is a Head of Household qualification.
ii. Inthe second square, enter the EIC Code,
1. “E” for Eligible,
2. “S” for Student,
3. “D” for Disabled, or
4. “N” for None.

iii. In the third square, enter a “D” to claim dependent care expenses if the
person is disabled or enter a “C” if the person is care for because the
taxpayer or spouse is a custodian.

b. Under ST, different codes may be available depending on the State entered for
a particular return. Enter a code from the bottom of the Client Data screen if
applicable.
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32. The Client Data screen is now finished, and you are ready to move to the next step,
Adding Forms. It is not necessary to exit this screen.

Filing an Extension

If your client needs to file an Extension for time, rather than a Return, add Form 4868 after the Client
Data screen has been completed, according to the general directions below for adding Forms. Form
4868 can be printed or electronically filed.

If the Extension is being electronically filed, it is not necessary to add Form 8879, Electronic Filing
Authorization, as directed below for E-filing Returns. During Verification and Transmitting, an Error will
appear that Form 8879 has not been attached. This error can be ignored and you can continue the
process.

Adding Forms to the Return

It is now time to add Forms to the Return. Begin by adding External Source Forms-these are Forms
whose information is generated solely by external sources, such as W-2s and 1099s. These forms can
be entered manually or by scanning a barcode as described below. Please note that source
documents are entered by scanning the barcode. The data from the form is automatically added to the
return. On the other hand, actual pictures of documents can be scanned and added to the Document
Archive, which is described later. Any data from these documents is not added to the return
automatically.

Next, add Forms which are secondary to the W-2, such as Schedule A, B, C and D. These Forms will
include information derived both from external sources, such as receipts, along with information from
the Taxpayer, such as whether a home office was used exclusively for work purposes. If you have
entered any Business Activity Forms, follow with the entry of the Depreciation Forms, which will
become available upon the creation of the Business Activity Form (directions are given in detail
below). Finally, review the Form 1040 and add any additional information that is needed. Note the
items above do not include an exhaustive list of Forms, external sources, or other information which
need to be added, but were simply given as examples.

Forms can be opened, edited, and otherwise altered by using either the Form Menu or the Return
Toolbar. These directions give general instructions for adding and completing all Forms, along with
specific directions for a few commonly used Forms.

To Add Forms to the Return and complete them:

1. Click the a#fem hutton from the Toolbar. The All Forms and Schedules window will
open. Alternatively, open the Scan Barcode Forms window by double clicking on this
selection under the General Attached Forms. While this window is open, scan the
barcode of the documents and they will appear on the list.

2. If the ADD FORM button is used, select the form you would like to add by scrolling down
to the Form or by entering the SCHEDULE/FORM NUMBER in the box at the bottom and
pressing Enter on the keyboard to automatically add the Form or by pressing Tab from
the keyboard to highlight the Form. You can also double-click on a form in the list to add
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it to the return file. Enter all external source forms first, such as W-2s and 1099s. The
W-2 Form is highlighted by DEFAULT. The forms are organized as follows:

All Forms & Schedules ﬁ.‘
| Federal | Index | ProForma | State | Depreciation | [
|Name | Description |l
1 RET 1040 US Individual Income Tax Return
1 RET 1040-A US Individual Income Tax Return B
1 RET 1040-EZ Return for Single & Joint Filer With No Dependents
1 RET 1040-SS Return for Residents of Puerto Rico
FRM 1040-X Amended US Individual Income Tax Retumn
1040SS F Puerto Rico Rasidents Profit or Loss From Farming
104055 C Puerto Rico Residents Profit or Loss From Business
1040SS SE Puerto Rico Residents Self-Employment Tax
| FRMW-2 _____ Wage and Tax Statement | |
FRM W-2G Certain Gambling Winnings
FRM W7 Application for Individual Taxpayer Identification |
FRM W7 COA Certification of Accuracy for IRS ITIN
FRM W-2PR Puerto Rico Withholding Statement |
FEC RECORD Foreign Employer Compensation / Pensions |
K-1 (1041) Beneficiary's Share of Income, Deductions, Credits |
K-1 (1065) Partner's Share of Income, Deductions, Credits
K-1 (11205) Shareholder's Share of Income, Credits, Deductions |
WKS NOL Net Operating Loss Worksheet |
SCH A Itemized Deductions [
SCHB Interest & Dividend Income
SCHC Profit or Loss From Business
SCH CEZ Net Profit From Business
8949/1099-B Sales and Other Dispositions of Capital Assets
SCHD Capital Gains and Losses = |
|
|
Enter Schedule/Form Number ] Close |
. - : p——— e ——— N

The first tab, FEDERAL, shows the forms in order by Form Letter and Number.

The second tab, INDEX, shows the Forms in order by description and field in
alphabetical order. This option allows you to find a Form by the description of
the field even if you do not know which Form to use.

The third tab, PROFORMA, shows the Forms for storing prior year data and
Forms for data entry.

The fourth tab, STATE, shows forms used to prepare State Returns.

The fifth tab, DEPRECIATION, shows forms used to calculate Depreciation.
Additional Forms will become available in this list as Business Activity Forms are
added to the Return.

3. Enter datainto the Form in the same manner as the Client Data screen. General rules
for filling out Forms are as follows:

a.

b.

The field is ready to have data entered when it is highlighted.
Use the Enter or Tab keys on the keyboard to move between fields.
Darker areas have been autopopulated from other fields in the Return.

Other areas are calculated fields which are either already autopopulated or will
autopopulate as you add information. (Example: Social Security and Medicare
wages and contributions are calculated when you enter Federal Wages. If you
change the automatically entered Social Security and Medicare wages, the
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Social Security and Medicare contributions will be recalculated to show the new
figures based on those wages. )

A calculated field which has been overridden (the calculation has been ignored
and another value has been entered) will appear in red.

4. The bottom of the screen is available for the following information and actions:

a.

It will give a more detailed description of what information belongs in a particular
field when it is highlighted for quick reference,

It will provide different Choices such as Codes or information from the
Database when the CHOICES... button is clicked.

Lhoices. .
i. Click on to view and use choices.

It will provide access to helpful or necessary Worksheets when the
WORKSHEETS button is highlighted.

VVorksheets
i. Click on to view and fill out a Worksheet.

It will provide links to other Forms when the FORM LINKS button is highlighted.

Form Links
i. Click on to view form links. The program will jump to the

new Form and Field that is linked to the current Form and field.

5. When the Form is finished, you can continue working on the Return by adding
additional Forms or moving to the next section. It is not necessary to save individual
Forms as you finish them.

6. After you have entered all External Source Forms, enter all Forms and Schedules
secondary to the Form 1040. Example: Schedule A, B, C, D

7. If a Business Return has been created in this program that is associated with this
Personal Return, import the Schedule K-1(s). See page 146 for details.

8. Special Note on Depreciation - There are two different Asset Entry Formats available:

a.

Regular Non-Vehicle Assets — Follow the directions below to add non vehicle
assets to a Business Activity.

Vehicle Assets — Follow the Add Vehicle Asset directions to add all vehicles to
Business Activities. Also add any vehicles used in conjunction with Form 2106.

To add a Regular Non-Vehicle Asset for a business:

1. To open the Business Activity Asset window,
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a. While in the Business Activity Form (Example: Schedule C), hold down Ctrl on
the keyboard and press the N key at the same time (the All Forms and
Schedules window will open to the Depreciation tab), or

b. Click DEPRECIATION in the Attached Forms list under the General Section, or

c. Add a Form as instructed above and go to the DEPRECIATION tab, and double
click the Business Activity for which you want to add an Asset. There will be a
selection for every Business Activity already added to the Return file. The
Business Activity Asset window for the Business Activity will open showing a list
of any Assets that have already been added.

Click on the NEw ASSET button. The Asset Details window will open.

Asset Details e A A— et
| = =
| ID: [ 001| Description: [ UNNAMED ASSET | Date Placed in Service: L g 1/01/2014 |

[code [GDS [ADS [Mth |cnv__[Business Asset Class Codes [i-
bgor 130 J30 S/ |HY _|Computer Software (Ratail Purchase) | il
0z 5.0 5.0 200 HY Computers and Penipheral Equipment -
03 5.0 6.0 200 HY Typewriters, Calculators, Copiers
04 7.0 10.0 200 HY Furniture and Fixtures
05 7.0 10.0 200 HY Special Use Vehicles / Equip and Trucks
06 5.0 5.0 200 HY Gas-powered Automobiles under 6000 I
o7 5.0 5.0 200 HY Electric Automobiles
08 5.0 5.0 200 HY Lt Duty Trucks Vans SUVs under 6000 I
09 5.0 5.0 200 HY Heavy Passenger Vehicle 6000 to 14000 b
10 15.0 20.0 150 HY Land Improvements, Fences, Shrubbery
11 15.0 20.0 S/L MM Qualified Real Property eligible for Sec 179 =
Clear o |
= —

Scroll down the list to find the type of Asset, click on the type of asset so that a
checkmark forms next to it, and click OK.

Under the GENERAL TAB, enter the information that applies to this Asset and check
any boxes that apply.

[ Croose e ctass e s— b
el Deprocuion
Entity Duscripson: | = MAN BUSINESS Sl Dste Placedin Senice: [ 01/01/2014]
0. [ 00| Description: | CoMPUTER ADS Enciion: [0 Listwd Poputy: B
Class. [F] [ Campaters wod Purphersl EqUpReRLI0 v GOZooe: [ WY LibenyZone: [
Federal State Priar Year
Ongnal Cost or Basis 3589 3589
Sahage Value ]
Peicent Business Use 100.000 100.000
Sec 179 Expense
1
|
|
Gonus Dep Delate Assat Sale Cassafty Qut Of Serice Close
|‘4:?v__ - %
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5.

If the Asset qualifies for the MACRS bonus depreciation because of the Date Placed in

Bonus Depr
Service, the " button will be enabled. If applicable, click this button,

and the Special Depreciation Allowance window will open.

a. Each Federal Asset that qualifies will automatically be elected for the Special
Bonus Depreciation. Check the first checkbox, only if you would like to elect out
of the Special Bonus Depreciation for this Asset.

r T— -
| W Special Depreciation Allowance E—— g

This Asset was placed in Service During the Spedal Depredation Allowance Time Frame.

|| For MACRS Propery Placed in Service from 1/1/08 - 12/31/13, a percentage of the Basis

is allowable as an additional deduction you can take after any Section 179 deduction and
|| before regular deprecation is figured under MACRS.

The Special Depredation allowance is as follows:

50% for property acquired before September 9, 2010

100% for property acquired after 9/8/10 and before 1/1/12
50% for property acquired after 12/31/11 and before 1/1/14

1f you wish to elect out of this Special Depredation Allowance

Please check the box to the right| (]

| If your resident state allows the Special Depreciation Alowance
Please check the box to the right 50%/100% [J

b. If the Taxpayer's Resident State allows the Special Bonus Depreciation and you
would like to elect to take this depreciation, check the second checkbox.

c. Click OK. The Special Depreciation Allowance window will close.

Select the DEPRECIATION TAB, and enter the information for the Federal Return, and
the State Return, if applicable.

g S|
| (Gonamalf ion |
|
Federal Safe Harbor State
Special Depreciation Allowance |
Prior Year Bonus Allowance I | | | | | l
Basis Adjustment | | | I
Starting Depreciable Basis | 353‘5 | | 353
Unrecovered Basis
Regular AMTIADS Ragiar AMTIADS
Recovery Penod [0s.9  [05.9 [05.0  [05.9
storeion [l [ 59 B =
nor
Calculated Depreciation | 1 1 1 | | |
Adjusted Depreciation [ ][ ] ] [ J
Accumulated Depreciation I ] | 1 | | [ ]
Current
Vear Basis [ 3589 | 3589 | 3589 | 3sag
Dapredation Override [ | [ ] ] [ |
Calculated Depreciation [ 718 | 538 | 718 [ 539
Adjusted Deprediation | 718 | 538 | 718 s3g
Federal/State Variance | | |
Depreciation Override to Zero [
|
—= : . . i
| Boous Depr | | DeleteAsset | | Sale | | Casuay | |QutCiSenice|| GClose | |
Depreciation Tab FLD: AD10010G50




7. If adjustments to depreciation need to be made, there are now three areas where you
can make adjustments, as follows:

a. Basis Adjustment — Located at the top of the screen, enter in an amount to
adjust the starting depreciable basis.

b. Adjusted Depreciation — Located in the Prior Depreciation section, enter an
amount to adjust prior year accumulated depreciation.

c. Depreciation Override —— Located in the Current Depreciation Section, enter an
amount to override the calculated depreciation or check the box at the bottom to
override depreciation to zero.

Close
8. Click " to close the window and enter another asset.

To view the depreciation breakdown of an asset after the Business Activity Asset window has closed:

1. While in the Business Activity Form (Example: Schedule C), hold down Ctrl on the
keyboard and press the N key at the same time. The All Forms and Schedules
window will open to the Depreciation tab.

2. Double click the Business Activity which has the asset you want to view. The
Business Activity Asset window will open.

3. Double click on the Asset you want to view. The Choose Asset Class window for this
particular asset will open.

4. Click the DEPRECIATION Tab. The depreciation breakdown will appear on the screen.
To remove an Asset from a Business by Sale or Casualty:

1. Follow the directions above to open and view the Choose Asset Class window for the
asset you want to remove.

Sale
2. Click ~ if the Asset has been sold (the Disposition of Asset window
will open), and

a. Enter the information and d Fom TS Ordony: (@ n__
check the boxes in the S e AR
highlighted fields as applicable.
The darkened fields will become M Y R o —
calculated and filled as you o= [ ] ]
enter the highlighted fields. N =

b. Click OK. - o |
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Casualty
3. Click ~ if the Asset has been destroyed or stolen (the
Casualty/Theft Loss window will open), and

a. Enter the information in the highlighted fields as applicable. The darkened
fields will become calculated and filled as you enter the highlighted fields.

b. Under FORM 4684 OCCURRENCE LINK, and under DESCRIPTION,

Casualty/Theft Loss (=X
L e
Date of Disposition: | | Income Producing Property. [J
Cost Basis [
Insurance Reimburs ement
Gain From Casualty/Theft I
Fair Market Value Before ]
Fair Market Value After
Fair Market Valug Change | |
Smaller of FMV change/basis: |
Nat Less or Gain ||
Form 4684 Occurence Link: |2 |I
Ocour Description
il = |
Ok
== — e |

c. Choose NEw OCCURRENCE from the dropdown list to create a new Form 4684
and automatically enter the information into the Form 4684, or

d. Choose an Occurrence already appearing to link the Casualty or Loss to an
already created Form 4684 and automatically enter the information into the
Form 4684, or

e. Choose MANUAL TRANSFER OF ASSET BASIS to not link Form 4684. This Form
will have to be added and the information entered manually.

f. Click OK.

4. Click .MJ if the Asset has been taken out of service, but none of the

other selections apply (the Date Taken Out of Service window will open, and

a. Enter the Date Taken out of Service which is the date the Asset is no longer
used for business purposes.

Date Taken out of Service hg
Date Taken out of Senvice: ! j

b. Click Ok.
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To delete an Asset from a Business: Chocae et G v

1.

General | MidoagaExpenses Daprevaation

Follow the directions above to open (|2 e e S Ceus s
. Ciass [05] [ Special Use Vi/elen | Equpand Tk | ¥  ADS Election. []  Listed Popety. [

and view the Choose Asset Class S0z 1 MV eey 2o D

window for the asset you want to g sats

remove.

l Delete Asset
Click . The Delete

Asset window will open. Note that
Assets should not be deleted unless
they have been mistakenly entered.

Deste Asset Sale Casualty Dt O Serace Oierie

Click YES to delete the Assetor NOto &2
abandon the deletion of the asset.

To add Vehicle Asset for a business:

1.

To access Business Activity Asset window,

a. While in the Business Activity Form (Example: Schedule C), hold down Ctrl on
the keyboard and press the N key at the same time (the All Forms and
Schedules window will open to the Depreciation tab), or

b. Add a Form as instructed above and go to the DEPRECIATION tab.
c. Double click on Car/Truck to open Business Activity Asset window.
Click on the NEw ASSET button. The Asset Details window will open.

Scroll down the list to find the type of Car or Truck, click on the type of Car or Truck
so that a checkmark forms next to it, and click OK.

Under the GENERAL TAB, enter the information that applies to this Vehicle and check
any boxes that apply, and answer all Vehicle Questions. Note: If the vehicle was placed
into service and depreciated in a previous year, the program will automatically use
actual expenses and depreciation for the deduction. If the asset was placed into service
during the current tax year, the program will use the larger deduction available
(depreciation and actual expenses vs. mileage) unless the FORCE MILEAGE STANDARD
RATE option is chosen.

If the Asset qualifies for the MACRS bonus depreciation because of the Date Placed in

[ Bonus Depr I
Service, the " will be enabled (the Special Depreciation Allowance

screen will open).

a. Each Federal Vehicle that qualifies will automatically be elected for the Special
Bonus Depreciation. Check the first checkbox, only if you would like to elect
out of the Special Bonus Depreciation for this Vehicle.
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b. If the Taxpayer's Resident State allows the Special Bonus Depreciation and you
would like to elect to take this depreciation, check the second checkbox.

6. Click OK. The Special Depreciation Allowance window will close.

7. Next to DEPRECIATION OVERRIDE TO ZERO, check the box to override the calculated
depreciation and set it to zero.

8. Under the MILEAGE EXPENSE

f Choose Asset Class E‘g
Tab, enter all of the [ r—
information as applicable —— —— —
ederal ‘@ Harbor ate
for the vehicle, as follows: R — E— _
Prior Year Bonus Allowance | | | | |
| Basis Adjustment [
a. Next to Total VEHICLE Starting Depreciable Basis | 10000 | § 16000
Unrecovered Basis |
MILEAGE, enter the Regular AMTIADS el AMT/ADS
; Recovery Period [07.9 [[07.9] [07.9] [(07.0]
total mileage of the erescmeen [ ] 0 B o
Ve_ ICle. Entering the ' Cakulated Depreciation I | | | ]
mﬂeage amounts Adjusted Depreciation _ i i | ]
. Accumulated Deprecation | ] | | [ | B |
creates the business Curent
use percentage. It is eeksses NN [ 30005 [ 30009 [ 20600 [ i000d
also used to attach the Calakated Deprecation w29 [ 1018 [ 349 101
. Adjusted Depreciation I 1429 | 1072 | 1429 | 1072
vehicle asset to the Federal/State Variance | | |
d . Depreciation Override to Zero [
corresponding

Business Activity.

Bonus Depr Delete Asset Sale Casuajty Qut Of Senace Close

| FLD: ADOO013030

b. Enter the TOTAL
COMMUTE MILEAGE to subtract this mileage from the TOTAL VEHICLE MILEAGE in
the final calculation, or enter the AvG DAILY COMMUTE MILES and the program
will calculate the TOTAL COMMUTE MILEAGE to subtract from the TOTAL VEHICLE
MILEAGE.

c. To attach the asset to a Business Activity, enter the total miles driven for
each Business Activity.

9. Under the DEPRECIATION TAB, enter the information for the Federal Return, and the
State Return, if applicable.

10. If adjustments to depreciation need to [ e 2 _—
Geowral | MissgeExpanses | Oupreciabon
be made, there are now three areas l
where you can make adjustments, as I s,
Aug Daily Commute Miles
follows: -
[Actraty flame Miss
a. Basis Adjustment — Located at
the top of the screen, enter an
amount to adjust the starting 1| [ oo ot Rupaen. e [ ] Paking Foos and Tt
. . Vehicle Rentals Total nterest Expense
depreciable basis. ks s o
Value of Employer Provded Vahicle
b. Adjusted Depreciation — etinpmediemsddivioriata
Located in the Prior Depreciation
section, enter an amount to adjust
Dvbete Asset Sale Casualty Qut Of Seraca Clase

FLD: ADOOORE1T1
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prior year accumulated depreciation.

c. Depreciation Override — Located in the Current Depreciation Section, enter an
amount to override the calculated depreciation or check the box at the bottom to
override the depreciation to zero.

11. Click

i—ﬁlill' |

to close the window to enter another asset.

Please Note if you would like to view a breakdown of All Vehicle Assets by Business Activity select the
Car & Truck Form from the Attached Forms Screen.

00 e L L e

10.

1f you are taking the

State Add-Back (All Vehicles)
Businass Mileage for Vehicles 1 - 6
Expens and Reg Deprec for Vehicles 1 - 6

Business Mileage for Vehicles 7 - 12
Expens and Reg Deprec for Vehicles 7 - 12

Vehicle description

Date placed in service

Avg daily commute distance
Commuting mileage for year
Other personal mileage
Business mileage

Total mileage for year
Percentage of business use
Standard mileage deduction

b

I! g iiSII

Vehicle 1 Vehicle 2

<l
w)

Il EEZZ 3I|

items 10 through 17

:
g'
:

Gas, oil, repairs, etc
Vehicle rentals

Inclusion amount

Subtract 11b from 11a
Value of employer provided
vehicla

Add lines 10, 11c, and 12
Mpy line 13 by line 8
Depreciation

. Bonus Depreciation

Fed Section 179 Expense

. State Add-Back
. State Section 179 Expense

Add lines 14 and 153, b& ¢

Allowed vehicle expenses
(greater: actual/standard)
Parking fees and tolls
Total interest expense
Total taxes

Business part of interest
Business portion of taxes
Total Deduction

| |8 [l

-
o

|

-
-
W

|

-
=
-3

-
Lo Lt
g

-
-

-
n
W

-
n
o

-
wn
n

-
n
o

-
w
o

™
L

Wikd | O 0| @ ~

Lines 1 - 24 Worksheet for Vehicles 4 - 6 (CTRL+W)
Lines 1 - 24 Worksheet for Vehicles 7 - 9 (CTRL+W)
Lines 1 - 24 Worksheet for Vehicles 10 - 12 (CTRL+W)

Vehicle 1

i
@
w

1
§
£
Y
g
=

24,

Personal portion of taxes.

Expenses to Deduct on Form 1040, Schedule A

Do you have evidence to support your deduction?
If "Yes®, is this evidence written?

Yes No
Yes L]
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Completing the Processing of the Return
After all of the tax data has been entered into the return, the following steps ensure the proper

completion of the return.

Finishing the return after all tax data has been entered:

1. After you have entered all secondary Forms, open Form 1040 by double-clicking on
RET 1040-FEDERAL RETURN under FEDERAL in the Attached Forms Screen.

a. Review the Form 1040 making sure all of the information is complete and fill in

any additional information that must be entered on Form 1040 directly.

2. Open Form 8879 which will be automatically added to the return file under the Federal
Attached Forms list. The Refund Type field will be highlighted when the form is opened.

a. Next to REFUND TYPE,
enter “1” for Check from
IRS, “2” for Direct Deposit
from IRS, “4” for Tax
Payment Due, or “5” for a
Refund Transfer from
bank. These codes are
provided next to the box
and at the bottom of the
screen for quick reference.

i. Ifa“s”is entered,
indicating a Bank
Product, the
Electronic Bank
Application will be
added to the
Attached Forms
list. See directions
below for
completing the
Bank Application.

b. The cursor will now move
from the HOME PHONE and
WORK PHONE number as
you hit Enter or Tab on the
keyboard. These numbers
should be autopopulated

Form 8879 e-Filz Signature Authorization 2014
Foafund Typa: |L_J(ICTees e 5. L0 Bomn 0, (1ReErved, (4 RIDus, (ST - Bank
1. Check From IRS EFIN: 123456
2, Direct Deposit From RS
3 Res ed
4, Dala Due
5. [1]| RAC/ERC/RT - Bank Froduct {Check, Direct Deposit or Debit Card)

Taxpayer: 400-00-1234
Spouse - -
Addeess Homa Phona:
crs/zm: - - Woark Phone: - -

PART 1 - Tax Return Information

1. Adpusted gross income . G|

2. Total tax 3 222
Feder e tax withhle

3. Federal income ta ald 5 Caog

4. Refund 2 225

5. Amount you owe . :

Other Documents Attached

FaL1s: F3468 F5713; Faze3: FEE5EE
Fazaz: | FEBSS: 1 FaBsd; | F1098-C: | Fa136; appandix & [T]

2m48: FE949:

oind: [ |  Daabled: [

PART II - Declaration of Taxpayer

e[| Check If 2 balance dus return and Juthenzation & gven 1 the IRS 1o Jutomatcally

“wthdraw funds from the taxpayer's account for payment of Federal income taves owed.
(Enter Debit Account Infarmation o Farm PMT)

TAXPAYER DECLARATIONS
Under penalties of perjury, 1 declare that T have axsmned this retum, mchiding Sy Sccompanying
statements and schadulas and, to the best of iy knowledge and balief, it & true, comect and complate,

CONSENT TO DISCLOSURE

1 consent to allow my Intermediate Service Provider, Transmitter of Blectronic Return Onginator (ERD)
o send my retum to the IRS and to receive the folowing from IRS: 1) acknowledg of
recaipt or reason for rejection of transmission; ) refund offset; 3) reason for any delay in processing
or refund; and, 4) date of any refund.

L AM SIGNING THIS TAX RETURN AND ELECTRONIC FUND WITHDRAWAL CONSENT, IF APPLICABLE,

Taspayer's DOB P F )
Signature Dats: T PIN Codes :
PART 11 - of Return Origh
Under penalties of panjury, | dectare that [ have axamned this retum and, to the bast of my knowledge
and bebef, it is true, correct, and complete. This declaration is based on all mformation of which 1 have
any knowledge
T AM SIGNING THIS TAX RETURN BY ENTERING MY PIN BELOW.
ERO/Paid Preparer PIN:
55N
ERO/Preparer PTIN Service Bursau
self-Employed: []
EIN : -
Phone: - -

Fraparer Type: [ ] (S)Self Prapared (P)Paid Preparer
Salf Propared
Paid Preparer

Direct Doposit Account Information
Routing Number Account: Checking [ Savings [T]  Direct Deposst: ves [[f]%o ]
Account Number

from the Client Data screen, but enter the phone numbers if they do not

appear.
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c. Under Other Documents Attached, select any additional documents that need to
be attached to the Return, and use the Choices section at the bottom of the
screen to determine the appropriate entry.

d. Under Part Il, Declaration of Taxpayer, Line 6¢, check the box only if the
Taxpayer wants the IRS to automatically withhold funds from the Taxpayer’s
refund to pay federal income taxes owed by the Taxpayer.

e. The cursor will now move to the TAXPAYER’S PIN. If the PIN is not set up to
automatically generate, enter a 5 digit number selected by the Taxpayer. It
cannot contain all zeros. To set the program to automatically generate
taxpayer’s PINs, see page 25.

f.  The cursor will now move to the SPOUSE’S PIN. If the PIN is not set up to
automatically generate, enter a 5 digit number selected by the Spouse, if
applicable, and hit the Enter or Tab key on the keyboard. It cannot contain all
zeros.

g. The cursor will now move to the PRIOR YEAR AGI. Enter this amount from last
year's Return if the information has not autopopulated. When this field is
complete, hit the Enter or Tab key on the keyboard.

h. The cursor will now move to the SPOUSE’S PRIOR YEAR AGI. Enter this amount
from last year’s Return, if applicable and the information has not
autopopulated. When this field is complete, hit the Enter or Tab key on the
keyboard.

i. The cursor will now move to the TAXPAYER’S PRIOR YEAR PIN. Enter the 5 digit
number selected by the Taxpayer for last year’s return.

j- The cursor will now move to SPOUSE’S PRIOR YEAR PIN. Enter the 5 digit
number selected by the Spouse for last year’s return, if applicable.

k. The cursor will now move to SIGNATURE DATE. Enter the date the Taxpayer
and Spouse are acknowledging and electronically signing this return.

I.  The cursor will move to the next section, and the PIN codes fields will be
autopopulated. If the taxpayer and/or spouse manually entered their own codes,
change these figures by highlighting on each code and using the Choice
button at the bottom to enter the proper code.

m. The cursor will move to the ERO/Paid Preparer PIN. Enter a 5 digit number
selected by the ERO or Paid Preparer. It cannot contain all zeros.

n. The remainder of the information should be autopopulated. However, if it is not,
continue to hit Enter or Tab and move through the rest of the Form and enter
information where it is missing.

3. Other forms that may have been added to the Return File and may need attention are
as follows:
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a. The File Options Form will be added to the Attached Forms list when data is
entered into the return indicating that the taxpayer will be receiving a refund.
This Form is a helpful tool allowing the Client to view all of their options
concerning mailing or e-filing the Return, along with options for using Bank
Products.

b. If the Taxpayer is eligible for the Earned Income Credit and Form 8867, the
Preparer EIC List will have been automatically added to the Attached Forms
List. These questions should be answered so that the User satisfies the Due
Diligence requirements of the IRS in regards to the Earned Income Credit.

c. If a Bank Product was chosen in Form 8879, the Bank Application will have
been automatically added to the Attached Forms list, and needs to be
completed. Please Note: Different banks have different guidelines concerning
their Bank Products. It will be necessary to refer to the Banking Guidelines sent
to you concerning your own bank for details on how to process a Bank
Application.

i. Open the Bank Application by double clicking on Bank App under
Federal in the Attached Forms list.

ii. Enter all data on the screen-Banks will not process partially completed
Bank Applications.

4. The Return is now ready for the Verification Process. Verify, E-File, and Print the
Return. See directions below.

5. The following documents should be printed:

a. A Preparer’s copy of the Bank Application will need to be printed or saved as
a PDF with the Return if a financial product is being purchased. This application
should be signed by the Taxpayer and kept by the Preparer in his or her office
or electronically.

b. A Truth in Lending Disclosure statement will be printed with the Bank
Application, if applicable. This statement should be signed by the Taxpayer and
kept by the Preparer in his or her office or electronically.

6. If you are adding a State Return, it is helpful to run the Verification of the Return without
the State Return, then add the State Return, and run the Verification process again.
The State Return may already be added to the return file by default if this selection has
been made during the Overrides process.

Scanning and Importing Documents to Create an Electronic File

This program allows you to create an electronic file of the entire return, including all source documents
and any other paperwork associated with the return. The scanner allows you to take pictures of the
documents that can be viewed in the Document Archive and printed at a later date if necessary. This
step helps you create a paperless office and still meet your due diligence requirements. You can also
import files into the Return File and attach documents to the electronic Return that is sent to the IRS.
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To Add Pictures of Documents or Import Files to the Return File:

1. While the return file is open, double click on DOCUMENT ARCHIVE under General in the
Attached Forms list. The Archived Documents Listing window will open.

fi Archived Documents Listing | o) d
b -
| |ssn | Name | Document TimeStamp [Description |
|
|
K [
Scan Document Import Documant Attach Document Qpen Close

2. Click the ScAN DOCUMENT button to add a picture of a document to the return file,
and use the scanner to position the picture of the document. The Capture Document
Image window will open.

3. At the bottom of the open window, select from the dropdown list, IDENTIFICATION,
INCOME SOURCES, or OTHER ITEMS, and enter an identifying name for this document.

4. Click the SNAP button to take a picture.

5. Click the CrRoOP or ROTATE button at the top of the window to crop or rotate the picture,
if necessary.

6. Click the SAVE button to save the picture of the document with the accompanying
information.

7. Click the IMPORT DOCUMENT button to add an electronic file to the return file. The
Document Import window will open.

r !
Document Import ﬁ

File Name: || |

Description: | |

DK Close |
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8. Enter the FILE NAME or browse to locate the file.
9. Enter a DESCRIPTION of the file.
10. Click the OK button to save the document to the return file.

11. Additional documents can be added to the return file in the same manners (either
scan or import), or click CLOSE to close the window.

To View a Picture of a Document Already Scanned or a Document Imported:

1. While the return file is open, double click on DOCUMENT ARCHIVE under General in the
Attached Forms list. The Archived Documents Listing window will open.

2. Click on the document you want to view to highlight it, and click OPEN. The picture of
the document will appear.

3. Click CLOSE when you are finished viewing the document.
To Attach Documents to the Electronic Version of the Return to be Filed with the IRS:

1. While the return file is open, double click on DOCUMENT ARCHIVE under General in the
Attached Forms list. The Archived Documents Listing window will open.

2. Click on the document you want to attach to the electronic version of the return to be
filed with the IRS to highlight it, and click ATTACH DOCUMENT. The Document
Attachment Listing window will open.

3. Click CLOSE.

Verification of the Return

The next step is Verification of the Return. The program examines every field in the Return to
determine whether there are errors that must be fixed before the Return is sent to the IRS. The Return
should be verified even if the Return will be filed by mail.

To Verify the Return:

1. While in the Return you want to Verify, click " on the Toolbar.

2. If no Errors are found, the No Errors/Reject window will open. This window states
that the Return has been verified successfully.

No Errors/Rejects i
[ o Retumn Verified Successfuly - Ctrl-(Transmit / Ctrd-{P)rint h

&

a. To Transmit the successfully Verified Return, hold down the Ctrl key on the
keyboard, and hit the “T” on the keyboard at the same time. The Return will
be queued to be Transmitted on the WIP.
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b. To Print the successfully Verified Return, hold down the Ctrl key on the
keyboard and hit the “P” on the keyboard at the same time. The Print Final
Return window will open allowing the return to be printed immediately, a PDF of
the return will be generated, or the return will be queued to be Transmitted on
the WIP depending on the configuration created during Setup.

c. To Transmit or Print at a later time, click OK. The Return will still be open.

3. If Errors have been found in the Return, the Return Errors and Rejects window will
open. This window will open automatically on the VERIFY tab and the Verify Errors will
be listed by PACKAGE, FORM, AND MESSAGE.

4. Click on an error to highlight it and correct the problem.

Details |
a. To view the Details of the Error, click the button.

b. To correct the Error, double click on the Error. The Form where the Error is
occurring will open, and the Field where the Error is occurring will be
highlighted. Fix the Error and press Enter on the keyboard. The Return
Errors and Rejects screen will appear and the next error will be highlighted.
Continue correcting all of the errors until the process is finished.

5. Click the VERIFY button to run the Verification process again. Continue to fix errors
and run the Verification process until all of the Errors are fixed and the No
Errors/Rejects window opens.

E-Filing via Transmitting to Central Site

This program allows you to easily electronically file your Clients’ Returns. The Returns are queued to
be Transmitted from within the Return after the Return has been prepared. During Transmission from
the WIP Summary, the Returns are sent to Central Site, which then sends the Returns to the IRS and
any applicable state agencies, for States that support e-filing and are listed in Appendix 2. Note that
Form 8879 and the proper State filing Form must have been attached during Tax Preparation. Please
see page 102 for further directions if this step has not been completed. If you are not e-filing a Return,
skip this step and move to the next step, Printing the Return and other Related Forms.

Two types of State E-filing are supported:

Federal and State Electronic Filing - The Federal Return is sent to the IRS with the State
Return. Once the IRS acknowledges (accepts) the Federal Return, the IRS sends the State
data to the appropriate State department. State Returns must be sent with the Federal Return.
Central Site will receive acknowledgements from both the IRS and the State and will send them
to your program during Transmission. However, if there is an error with the State Return, the
State agency will contact the Taxpayer directly.

Independent filing for States - The Federal Return and State Returns are sent separately to
the taxing authorities. If both a Federal Return and State Return are being filed, Central Site
sends the Federal Return to the IRS and waits for an acknowledgment. Once the federal
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acknowledgment has been received, Central Site sends the State Return to the proper State
agency. It is not necessary to send the State Return at the same time as the Federal Return,
and a State Return can be filed even if the Federal Return has not been processed by this
program.

To Queue Returns for Transmitting to Central Site for E-filing:

o)
1. While in the return file, click "Quese on the toolbar. The Queue Return for Transmission
screen will appear and show available Packages.

2. Check the boxes under the QUEUE column for those PACKAGEs you want to queue for
Transmitting at this time.

[ Queve Retun for Transmission S|
“E‘Ihel:l' the Packages to Queue ‘:nl the next transméssion
Queve |Package AGI| Total Tax, Refund Bal Due| Elictronic Filing. ||
= Cueue Federal 6357 2171 3029 Chi - Test Retum
[J Submit for Diagnostics
Close Queve

3. Check the box SuBMIT FOR DIAGNOSTICS only if the return needs to be examined by
Technical Support before it is sent to the IRS and/or State agency.

4. Click QUEUE to send the Returns to the TRANSMIT QUEUE in the WIP Summary or click
CLOSE to abandon the function. The action taken will depend on how you have selected
the Transmission settings in Setup. The Return Lookup window will appear and the
Return will be highlighted.

5. To Transmit the Returns from the WIP Summary, see page152.

Printing the Return and other Related Forms

The final step for preparing every Return is Printing all of the necessary copies of the Return. (This
step may have already been completed as part of the Verification process.) If a paper Return has been
created, it can be printed at this time. There are other options available for printing separate parts of
the Return. See page 146 for further directions.

To print all of the necessary copies and accompanying paperwork of the Return:

1. While in the return file and after it has been verified successfully, click the pant button
from the Toolbar.

2. If there are additional Verify Errors in the Return, the Return Errors and Rejects screen
will appear. If you still want to Print the Return, and you have allowed Printing with
Errors in Setup, click NEXT. The Print Final Return window will open. If you have not
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allowed Printing with Errors in Setup, the Verify Errors must be corrected before
Printing can occur.

3. If there are no Verify Errors in the Return,

a. If you have chosen PRINT IMMEDIATE in Print Options in the Printer Setup, the
Print Final Return window will open.

b. If you have chosen BATCH PRINTING in Print Options in the Printer Setup, the
Return will be queued for Batch Printing in the WIP. To Print the Return from the
Batch Printing option, see page 159.

c. If you have chosen TRANSFER in Print Options in the Printer Setup, the Return
will be queued for Transfer in the WIP and e ——
will not Print. This Return can be printed
later from the Transmitting computer.

[ ||
4. Once you reach the Print Final Return window, A S —
choose the Printer you want to use next to
NAME from the dropdown list. The default printer O —
created during Setup for printing Returns will
automatically appear. e Ea
5. There are several choices available at this point, EMPDFTHM: T :
some of which can be combined with each other F Fhoyitac Py Copy el Emai
(Example: Print Preview and then Print), as follows: i

a. Click PRINT to Print the Return, or

b. Click SIGNDoOC to enter an electronic signature from a Signature Pad on the
document, or

c. Click the EmAIL Doc checkbox first, and then click SIGNDOC to enter an
electronic signature from a Signature Pad on the document and email a
signed/encrypted copy of the tax return to the Taxpayer.

d. Click QUEUE to queue the Return for Printing in the WIP, or

e. Click FILTER to choose only certain pages of the return to print or archive, or

f. Click PDF to create a PDF of the Return, or

g. Check the ENCRYPT PDF box to encrypt the PDF so that it may be safely
emailed to the client, or

h. Click PREVIEW to preview how the Return will look when Printed, or click CLOSE

to close the Print Final Return window.

6. Every item chosen in RETURN PRINTING during Printer Setup will Print. To change the
list of Items that will be printed, see page 33.
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Email Encrypted PDF Copy of Tax Return
This function allows you to send an encrypted PDF of the tax return to the Taxpayer. This feature must
be enabled under Text Messaging in Office Setup. See page 31.

To email an Encrypted PDF of the Tax Return:
1. While in the return, and after it has been verified successfully, click the | Print
button from the Toolbar.

2. Once you reach the Print Final Return window, select EMAIL ENCRYPTED PDF COPY OF
TAX RETURN. The PDF Password Window will open.

3. Select a PDF PASSWORD by one of the following two methods,

a. Click OK to accept the " .
automatically generated PDF PDF Password ﬁ
Password. The Password
consists of the last four letters
of the taxpayers’ name and
the last four digits of the
taxpayers’ SSN, or

PDF Password: ‘ TEST1235 ‘

..ok | Cancel |

b. Enter a new unique PDF ‘ - ' 'J
Password and then click OK ™
to open the Email window.

4. Create the Email by the following directions,

a. Enter the SUBJECT to describe the email,

b. Click into the body [ cusinasameesier1s-1pd . S5)
section and enter : |
the message you Subject: |P014 Tax Return |1

|
WISh to Convey, | |Here is your copy of the 2014 Tax Return.
|

c. Check the SEND i
ATTACHMENT '

PASSWORD box to | Send Attachment Password
send a second email || @ T@®aver [ Spouse Ok | [ Gancel | |

|- =

that contains the PDF
Password created previously in step 3 and will be needed to open the PDF.

d. Select the TAXPAYER and/or SPOUSE box(es) to designate whether to send the
email to the Taxpayer, the Spouse or both. Note: If the boxes are greyed out
and cannot be checked, an email address was not entered on the Client Data
Screen for that individual.

5. Click Ok to send the Email message.
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Sending a Text Message by TextLink

TextLink allows you to send your Clients Text Messages about the status of their Returns, such as
whether a Return has been acknowledged, whether a loan has been approved, or whether a check is
ready for pickup.

To send a Text Message:

1. Open the Return of the Client as directed above for Continuing an Existing Tax Return.
2. While in the Return, click the =adTet. button on the Return Toolbar. The TextLink-Text
Messaging Option window will open.

3. Typein your message up to 160 characters.

- ™y
TextLink Plus Service ﬁ

Enter your Text Message (160 Characters Max)

OK ' Cancel

4. Click OK. The TextLink-Text Confirmation window will open.

5. Click YEs to send the message. The TextLink-Success screen will open showing that
your text message has been sent.

6. Click OK to close the window, or click CANCEL to close the TextLink-Text Messaging
Option.
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Chapter 5 Preparing and Filing the
Business Tax Return

Introduction

The Business Tax Return screen is where Business Tax Returns are created, prepared, edited, and
processed. The following instructions will guide you through the entire process of business tax
preparation, including electronic filing of the Return. Chapter 6 will show you the different ways you
can access different functions, along with introducing you to a few functions not mentioned during the
Tax Preparation and Electronic Filing directions.

Different areas of the Tax Return screen will be open and available depending on whether you are in
the Tax Return Lookup screen or working within an actual Tax Return. When a Return is opened or a
new Return is created, the Tax Return Screen opens. This screen looks as follows:

1040 Software Business Retums = | (o) i |
1040 Returrs | Business Returns | Web Se <+ Navigational Tabs
Dutsbese Setup Betwm Form Brnt Commands Help - Business Tax Return Menu Bar
P0E00Cd@dedaoeaa o e
Add Swe  Refesh  Back  Net  Pint  Veily Cakc Send Tt Quick P Toobar
PRI o G E). Business Return A
= GENERAL i ektioriEar Client Data ¥ OpenForms Screen 2014
Chent Data
Information and Status Transcript Mode: Prep 1D: Site 1D: Receipt #: 1 Created by: ADMIN X
Financials - Income Stm
Financials - Balance Sheet Client Information
Imvoice - Bling & Pmts Entity organization type: D C corporation E S corporation D Partnership
Depreciation R —
K-1 Manager EIN: 11-1111111
Document Archive Business Name: I ]
Scan Barcode Forms Name 2 / DBA:
Event Log Officer or Partner:
FEDERAL [ZERO I Officer/Partner Phona: - - Title:
+ RET 11205 [UNMAMED ACTIATY] E-Mail:
+ FRM 8879-5 - EFILE AUTHORIZ Text Message: Call Phone Carrier:
A Preferred Contact

Praferred Language

Address Inf n

Domestic |:| Foreign

U.S. Address line 1:
U.S. Address line 2:
C/S/Z1P: -

Attached Forms Screen

Business Ir
Date crganizedfincorporated Y
State of organization:

NAICS code:
Principal business activity:
Principal product or service:

Fiscal year beginning: f [/
Fiscal year ending: J=y
Business entity name
Genersl Clhent Data FLD: D00000PNMA. [DO00PNMA]

Navigational Tabs

The Navigational Tabs are located at the top of the screen. These tabs allow the User to move
between Individual 1040 Returns, Business Returns, and the Website swiftly by simply clicking on the
appropriate Tab.
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Business Tax Return Menu Bar

The Tax Return Menu is located along the top of the screen. It includes most of the functions of the
normal Menu Bar, along with additional functions for preparing Tax Returns. There are three additional
Menu Bar items: Return, Form, and Print. These Menus items are covered in detail in the next chapter.

Business Tax Return Toolbar
The Tax Return Toolbar is located directly underneath the Menu bar and contains all of the basic
functions you will need in the preparation and filing of a tax return.

Business Tax Return Information Bar

This black bar shows the Business EIN number, along with the date the Return was created. Note: If
an asterisk (*) appears next to the taxpayer's name, a change has been made in the return, but the
return has not been saved.

Attached Forms Screen

This screen located on the left hand side shows all of the Forms associated with the Return, including
documents that are not sent as part of the Return, such as the Invoice. To open a Form from this
screen, double click on the particular Form and it will open in the Form screen to the right. The
Attached Forms screen is divided into either two or three separate sections:

¢ General-This screen shows general information concerning the preparation of the Tax
Return.

e Federal-This screen shows Forms and Worksheets related to the Federal Tax Return that
will be sent to the IRS and/or should be held as a record relating to the Tax Return.

e State-This screen shows Forms and Worksheets related to the State Tax Return if this
Return has an associated state return file.

Open Form Screen

This screen located on the right hand side shows the Form, Worksheet, or other document currently
open. When a Return is created, the first open document is the Client Data screen. When you open
any document to view or edit it, this is where the document will open and where you will be working.

Creating a New Business Tax Return
The first step in creating a new Business Tax Return is )
gathering all of the appropriate paperwork. This includes A e o R -
financial statements, receipts, asset records and any other Note: Double entry of the Employer ID Number helps
documentation, such as Forms Misc-1099, that will be e

required to file the return. This step is essential to accurately || employer 10 Number i 1M
prepare the Tax Return. Most of the data entered into the | : :
program should come from the financial statements.

Confirm Entry

Follow these steps to create a Business Return: Qpoeell OLEe  OR

OK j | Cancel J

1. Click the add@ew button from the Toolbar. The Add
New Corporate Return window will open.

-
~
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2. Enter the EMPLOYER ID NUMBER. You can move from one field to the next by pressing Enter or
Tab on the keyboard. It is not necessary to enter the dashes in the employer identification
number. (Example: 05-1234567 can be entered 051234567). This number is assigned to the
business by the IRS. It may also be referred to as an FEIN.

3. Re-enter the same employer ID number next to CONFIRM ENTRY. An alert will appear if the
number is not exactly match the previous entry.

4. Select the type of Business Entity from the choices as follows, and click OK.

a. Select 1065 if you are preparing a federal Return of Partnership Income. This form
should be used if more than one individual has engaged in a business activity, and
those individuals have not officially incorporated or are an LLC that has not properly
requested an S-election status. If there is only one taxpayer engaged in the business
activity, file Schedule C with the personal return instead.

b. Select 1120S if you are preparing a federal S Corporation Tax Return. This form should
be used if the business entity has incorporated or organized as an LLC, and the
business entity has properly requested an S-election status.

c. Select 1120 if you are preparing a federal Corporation Income Tax Return. This form
should be used if the business entity has incorporated and has not properly requested
an S-election status.

Continuing an Existing Business Tax Return

This step allows you to open a Business Return you have already created to continue preparation of
the Business Return. Note: This function also allows you to add a new Return by filling in the Employer
ID number in the Return Lookup screen and clicking ADD.

To open an existing Return:

)
1. Click on 't from the Toolbar. The Return Lookup screen will appear.

2. Under Search Criteria, next to BUSINESS NAME or EIN, or select the search criteria
you want to use from the dropdown list.

3. Enter the data that corresponds to the search criteria of the Business and click
Go, and only Businesses with that search criteria will appear.
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Or, click Go without entering any search criteria, and a list of all Business Returns
will appear, or to use other Search Criteria, see page 148.

Double click on the correct Return after scrolling down to find it, and the selected
return will open.

The Client Data Screen

The next step in preparing a Business Return is entering general information into the Client Data
screen about the Business. To move from field to field within the Client Data screen, use either the
Enter or Tab key on the keyboard. To delete information, use either the Delete or Backspace key on
the keyboard. It is not necessary to fill in every field in the Client Data screen, however, filling in as
many fields as possible will make it less likely you will experience errors during Verification,
Transmission, and IRS Acknowledgment. Please note that the following directions only assist in where
to enter the proper information. Please consult professional tax guides in determining what the proper
information should be.

1040 Softmare Business Retums =00

v FRM 88755 - EFILE AUTHORIZ Cafl Phona Carmiar

[E] oomestic [ Foreign

Busness entity name

Gemenal Chierst Data FLD: 000000PHAAA [D000FRUAA]

Entry of the Client Data Screen

There will be fields in the Client Data screen where helpful information at the bottom of the screen will
be available. For example, when the Filing Status field is highlighted, the code for each filing status will
appear. To move from field to field in the Client Data Screen, press Enter or Tab on the keyboard.

To fill out the Client Data Screen:

1.
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Next to TRANSCRIPTION MODE, enter “ X" only if you want to disable the calculation
engine and make every field a data entry field only. If an “X’ already appears, this Login
Account has been setup for Transcript Mode by default. Delete the “X” to disable
Transcript Mode. Transcript Mode can be established as a default setting for all returns
for a specific Login Account. For details, see page 47.



2. Next to PReP ID, click the CHOICES button at the bottom of the screen to open the
Paid Preparers window, click the Prep ID for this user, and click OK. The Prep ID
will be entered into the field. To set a default Preparation Shortcut ID for this user, see
page 47.

Client Data 2014

3. Next to SITE ID, click the CHOICES | T
button at the bottom of the screen to -
open the Site ID window, click the Site : '
ID for this location, and click OK.
The Site ID will be entered into the
field. A Site ID is not a required field [ s ermasen T —
and can be left blank. To set a default 2 i

Site ID for this location, see page 64.

4. Next to RECEIPT #, if a receipt number
does not already appear, enter the
receipt number. This is not a required
field and can be left blank. To set up
the program to automatically assign
receipt numbers, see page 23.

5. The CREATED BY field is read only, and
the name of the user for this Login
Account will appear. In the blank field
next to the CREATED BY field, enter an
“X” to limit the access of this return to
only this Login ID and Administrators.

6. Under the Client Information section [ ok
the entity organization type will be )
selected. This information is read only
and was set on the previous screen
when creating the new Business
Return.

7. Next to EIN, the Business’s Employer Identification Number will already appear.

8. Next to BUSINESS NAME, enter the business name of this entity exactly as it appears
in its application for an EIN. This field will be highlighted in white when the screen
opens. When you press Enter or Tab on the keyboard after entering the Business
Name, the next field to be highlighted will be the business control name and it will auto
populate with the first 4 characters of the business name.

9. Next to NAME 2/DBA, enter the alternate name under which the company is doing
business as, if applicable.

10. Next to OFFICE OR PARTNER, enter the First and Last Name of the Officer (S-Corp),
Partner (Partnership) or Manager (LLC) who is responsible for preparing this return,
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11.

12.

13.

14.

15.

16.

17.

18.

who must also be authorized by the business entity to sign the return. Press Enter or
Tab on the keyboard. The next field to be highlighted will be Officer/Partner Phone.

Next to OFFICER/PARTNER PHONE, enter the phone number of the Officer, Partner, or
Manager entered. Press Enter or Tab. The next field to be highlighted is Title.

Next to TITLE, enter the title of the Officer, Partner, of Manager which establishes their
authority to prepare this Return on behalf of the business. Examples: President,
Managing Partner, Secretary, Treasurer, Director, Managing Member. Press Enter or
Tab. The next field to be highlighted is Email.

Next to E-MAIL, enter the Business’s email address that is used for official,
confidential correspondence. Press Enter or Tab. The next field to be highlighted will be
Text Message.

Next to TEXT MESSAGE, mark an “X” in the box if the Business wants to receive
information from the User by Text Message on their cell phone. Note: The Cell Phone
number must be entered to use the TextLink feature.

Next to CELL PHONE CARRIER,

a. Click on the CHOICES button at the bottom of the screen to bring up a window
including all of the TextLink supported cell phone carriers.

b. Click to highlight the Taxpayer’s cell phone carrier. Click OK. The Choices
window will close and the cell phone carrier and code will appear in the Client
Data screen.

Next to PREFERRED CONTACT, enter “E” for email, “T” for text, or “P” for phone,
depending on the business’s preferred method of contact. These choices will appear at
the bottom of the Client Data screen for quick reference.

Next to PREFERRED LANGUAGE, enter the business’s preferred language for
communication.

Under ADDRESS INFORMATION, if the business has a domestic address,
a. Enter the Business’s mailing address and press Enter or Tab.

b. Enter the Business’s additional mailing address information on line 2, such
as a suite number or a separate department if applicable.

c. Next to C/S/ZIP, the highlighted field will move either to the Zip Code or the
City, depending on what you have entered during Setup.

i. Enter the City if the highlighted field moves to the City field, press Enter
or Tab, enter the two digit State code, press Enter or Tab, and enter
the Zip Code.

ii. If the highlighted field moves to the Zip Code field, enter the Zip Code.
The City and State fields should automatically appear.



19. Under ADDRESS INFORMATION, if the taxpayer has a foreign address, move the cursor
to the empty field next to FOREIGN, click in the field to mark an “X”, and press
Enter. The Address Information will change to reflect fields for a foreign address.

a.

Enter the foreign address information, as applicable.

20. Under Business Information,

a.

Enter the DATE ORGANIZED/INCORPORATED, if applicable, for a corporation or
LLC.

Enter the STATE OF ORGANIZATION, if applicable, for a corporation or LLC.

Enter the NAICS CODE, or click on _ChoICes... | at the bottom of the Client
Data screen. The Principal Business Activity Codes window will open. Click on
the code or description to highlight it, and click OK. The NAICS will automatically
be entered along with the Name of the Principal Activity.

Enter the PRINCIPAL BUSINESS ACTIVITY unless it was already entered
automatically with the NAICS code.

Enter the PRINCIPAL PRODUCT OR SERVICE of this Business.
Enter the FISCAL YEAR BEGINNING date if it differs from January 1st.
Enter the FISCAL YEAR ENDING date if it differs from December 31st.

Enter the SERVICE CENTER where the business return will be filed if it differs
from what has been automatically added.

Select the ACCOUNTING METHOD by placing an “X” in the box next to Cash,
Accrual or Other. Enter a description for Other, if applicable.

Check the applicable boxes as follows:
i. INITIAL RETURN if this is the first time this business is filing a tax return.

ii. AMENDED RETURN if this is an amended return of the original return that has
already been filed.

iii. NAME CHANGE if the name of the Business has changed from the previous
year’s tax return.

iv. FINAL RETURN if this is the last Return the business will be filing.

ADDRESS CHANGE if the address listed on this Return is a different address from
the one on last year’s Return.

Check any of the boxes designating a more specific accounting method, if
applicable.

Enter the NAME of the custodian of books and records and check the box if
this is the same name as an Officer.
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Enter the ADDRESS of where the books and records are located and check the
box if this is the same address of the entity.

Check to force Schedules L, M1 and M2 if the Taxpayer wants to prepare
these documents even if they are not required to be filed.

CHECK TO LOAD ALLOCATION AND APPORTIONMENT WORKSHEET if the Business
operates in more than one state.

CHECK TO ANSWER “NO0” if the answer to all the questions on the Other
Information section will be no.

CHECK TO USE TAX INFORMATION REPORTED ON ASSET WORKSHEETS to use this
data to complete all of the information where this data is applicable in the return,
such as the balance sheet and the income statement.

CHECK TO LOAD FORM 3115 if applicable to this return.

Check the box next to 1065/1120s FILERS ONLY to enter rental income and
expenses directly on Form 8825 instead of the income statement for the
individual return.

21. If the business will be using Direct Deposit,

a. Next to BANK NAME, enter the Taxpayer’s bank’s name, or click on

Choices... | at the bottom of the Client Data screen. The Banks/Credit Unions
window will open. Click on the Bank’s Name to highlight it, and click OK. The
Bank or Credit Union name will automatically be entered along with the proper
Routing Number. To enter Banks or Credit Unions into the Database, see page
62.

Next to ROUTING NUMBER, enter the Bank’s Routing number unless it was
already entered automatically with the bank’s name.

Next to ACCOUNT NUMBER, enter the Business’s account number at that
bank and press Enter or Tab.

Next to ACCOUNT TYPE, select CHECKING or SAVINGS, to designate the type of
account.

22. Under Preparer Information,

a. Next to PREPARER’S NAME, enter the Preparers Name and additional

required information, or click on . ChoI€es.. | at the bottom of the Client Data
screen. The Paid Preparers window will open. Click on the Paid Preparers name
to highlight it, and click Ok. The Paid Preparers name and associated
information will automatically be entered.

23. To track how you are growing your client base,



a. Under CLIENT REFERRAL and next to REFERRAL TYPE, enter the type of

referral or click _CNOICeS... | at the bottom of the Client Data screen. The
referral choice screen will open. Click on the type of referral to highlight it, and

click OK.

b. Next to DESCRIPTION, enter additional information to help you track your
referrals. (Example: Name of existing client who referred new client.)

24. The Client Data screen is now finished, and you are ready to move to the next step,
Adding Forms. It is not necessary to exit this screen.

Filing an Extension
If your client needs to file an Extension for time, rather than a Return, add Form 7004 after the Client
Data screen has been completed, according to the general directions below for adding Forms. Form
7004 can be printed or electronically filed.

If the Extension is being electronically filed, it is not necessary to add Form 8879, Electronic Filing
Authorization, as directed below for E-filing Returns. During Verification and Transmitting, an Error will
appear that Form 8879 has not been attached. This error can be ignored and you can continue the

processes.

The Financial Statements

The next step is the completion of the Financial
Statements, a required step that is designed to improve
the speed and accuracy of entering the organization’s
income and expenses according to the books and
balance sheet data. The data can be manually entered
based on the organization’s financial records or by
importing the data from QuickBooks. See Appendix 6
for the QuickBooks Import directions.

Add data to the Financial Income Statement:

1.

While the Return file is open, under the
Attached Forms list, General section,
double click FINANCIALS — INCOME
STATEMENT. The Financial Statements —
Income Statement window will open.

Check the first box to elect to use the
tax information reported in the Asset
Manager to complete the fields
pertaining to depreciation, amortization,
auto expenses and sales of assets. If
this box is not checked, the User will
need to enter this data manually.

Firancial Statements - Income Statement 2014
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3. Enter all applicable information into the Revenue and Expenses sections or alternatively

import the business data from QuickBooks according to the directions in Appendix 6.

Add the Financial Balance Sheet:

1.

While the Return file is open, under the Attached Forms list, General section, double
click on Financials — Balance Sheet. The Financial Statements — Balance Sheet
window will open.

Check the first box to reconcile differences in assets and liabilities in the equity
accounts. If this box is not checked, this reconciliation will not occur unless the User
manually enters the information.

Check the second box to

Financial Statements - Balance Sheet 2014
elect to use the tax
D Check here to reconcile differances in assets and kabilibes to unappropriated retained eamings for
i 1 H Forms 1120 and 11205 or to the partners’ capital accounts for Form 1065,
information reported in the BT S0k b e i s o e o s it v o
pertaining to depreciable and amortizable assets.
ASSGt Manager to Com plete D Check here to elect to use the tax information reported in the Asset Manager to complate the fields
pertaining to land.
1 Ha Y] End of Year 2013 End of Year 2014
the fields pertaining to . .
. . . . 1. Cash
deprec|at|on , amortization, 2a; ‘Trade nobas vd accoints racehabR
b. Less allowance for bad debts

3. Inventones

aUtO expenses and Sales Of 4. .5, govemment obligations
. . 5. Tax-exempt securities

assets. If this box is not 5. Loans to owners

7. Mortgage and real estate loans

i 8a. Buildings and other depreciable assats
CheCked’ the User WI” need b. Less accumudated deprzciation ] i
. 9a. Depletable assets

to enter this data manually. b. Loss accumdated depletion ) )

10.  Land (net of amortization)

11a. Intangible assets (amortizable only)

. b. Less accumulated amodtization

Enter all applicable —

information into the Assets,
Liabilities, and Owners’
Equity sections or
alternatively import the
business data from
QuickBooks according to

EEOECSHEEE00E

“13.  Total assets

Liabilities

the directions in Appendix e e S R
. 15. Al nonrecourse loans
6. If the import has already v Lows bomomars
15,  Mortgages, notes, bonds payable in one year or mire
been completed, the data B

will already appear.

Adding Forms to the Business Return

It is now time to add any additional, required Forms and Worksheets to the Return, with the exception
of Schedule K-1s, which are addressed in the next section. See page 102 in Chapter 4 for adding
Forms, which are added and completed in the same manner as a personal return.

Using the K-1 Manager
The K-1 Manager is used to create a Schedule K-1 for each Business Owner. A Schedule K-1 created
in the K-1 Manager can be imported into the Taxpayer’s Personal Return. See page 104 for details.
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To create K-1s for Business Owner:

1. While the return file is open, under the Attached Forms list, General section, double
click on K-1 Manager. The K-1 Manager window will open.

K-1 Manager i
- 10 [Owner [SsW/EN [Round ] |
1 |
‘i
I
I
I
|
|
I
|
I
[ Display K-1 forms in navigation panel Add Delete Close |
|
_ — =

2. Check the box next to DISPLAY K-1 FORMS IN THE NAVIGATION PANEL to list the newly
created Schedule K-1s under the Federal section in the Attached Forms list.

3. Click the ADpD button to create a new Schedule K-1. The Schedule K-1 worksheet will
open.

4. Enter any applicable data into the Form Schedule K-1 worksheet in the same
manner as the Client Data screen. Most of the data on the right side of the worksheet
will already be calculated from the Financial Statements and other Forms and
Worksheets based on the amount of percentage of ownership entered on the left side of
the worksheet. General rules for filling out worksheets are as follows:

a. The field is ready to have data entered when it is highlighted.
b. Use the Enter or Tab keys on the keyboard to move between fields.
c. Darker areas have been auto populated from other fields in the Return.

d. A calculated field which has been overridden (i.e. the calculation has been
ignored and another value has been entered) will appear in red.

5. When the first K-1 worksheet is finished, add and complete additional K-1s for all
Business Owners.

Completing the Processing of the Return

After all of the tax data has been entered into the business return, the following steps ensure the
proper completion of the return.

Finishing the return after all tax data has been entered:
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1. After you have completed all of the forms, worksheets, and Schedule K-1s, open the
Business Return by double-clicking on RET 1065, RET 1120, or RET1120S, as
applicable, under the Federal Section in the Attached Forms list.

b. Review the Business Return making sure all of the information is complete
and fill in any additional information that must be entered into the Business
Return directly.

2. Open Form 8879 which will be automatically added to the return file under the Federal
section of the Attached Forms list.

a. The cursor will now move to the PIN section. If the PIN is not set up to
automatically generate, enter a 5 digit number selected by the Business’
authorized representative. It cannot contain all zeros. To set the program to
automatically generate business’ PINs, see page 25.

b. The cursor will move to the Signature date which will auto fill based on when the
pin was entered.

c. The cursor will move to the ERO/Paid Preparer PIN. Enter a 5 digit number
selected by the ERO or Paid Preparer. It
cannot contain all zeros.

Form B879-5 IRS e-file Signature Authorization for Form 11205 2014

d. The remainder of the information should
be autopopulated. However, if it is not,
continue to hit Enter or Tab and move
through the rest of the Form and enter
information where it is missing.

3. The Return is now ready for the Verification
Process. Verify, E-File, and Print the Return.
See directions below.

4. If you are adding a State Return, it is helpful to
run the Verification of the Return without the State
Return, then add the State Return, and run the
Verification process again.

Scanning and Importing Documents to Create an Electronic File

This program allows you to create an electronic file of the entire return, including all source documents
and any other paperwork associated with the return. The scanner allows you to take pictures of the
documents that can be viewed in the Document Archive and printed at a later date if necessary. This
step helps you create a paperless office and still meet your due diligence requirements. You can also
import files into the Return File and attach documents to the electronic Return that is sent to the IRS.

This function works in the same manner as Personal Returns. See page 114 for details.
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Verification of the Return

The next step is Verification of the Return. The program examines every field in the Return to
determine whether there are errors that must be fixed before the Return is sent to the IRS. The Return
should be verified even if the Return will be filed by mail.

This function works in the same manner as Personal Returns. See page 116 for details.

E-Filing via Transmitting to Central Site

This program allows you to easily electronically file your Clients’ Business Returns. The Returns are
queued to be Transmitted from within the Return after the Return has been prepared. Returns that are
queued are shown on the 1040 WIP Summary in the Transmit Queue. During Transmission from the
1040 WIP Summary, the Returns are sent to Central Site, which then sends the Returns to the IRS
and any applicable state agencies, for States that support e-filing and are listed in Appendix 2. Note
that Form 8879 and the proper State filing Form must have been attached during Tax Preparation.
Please see page 132 for further directions if this step has not been completed. If you are not e-filing a
Return, skip this step and move to the next step, Printing the Return and other Related Forms.

This function works in the same manner as Personal Returns. See page 117 for details.

Printing the Return and other Related Forms

The final step for preparing every Business Return is Printing all of the necessary copies of the Return.
(This step may have already been completed as part of the Verification process.) If a paper Return has
been created, it can be printed at this time. There are other options available for printing separate
parts of the Return. See page 146 for further directions.

This function works in the same manner as Personal Returns. See page 118 for details. Every item
chosen in Business Return Printing during Printer Setup will Print. To change the list of Items that will
be printed, see page 38.
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Chapter 6 The Tax Return Tools

Introduction
There are five different areas in which you will find Tax Return Tools for both Personal and Business
Returns:

The Tax Return Toolbar
The Tax Return Menu
The Form Menu

The Print Menu

The Command Menu

Some of these areas have already been mentioned in the previous Chapters on Tax Preparation and
Electronic Filing. Additionally, many of the functions within these areas have already been explained in
detail. This Chapter guides you through these areas individually explaining when the function is unique
to a particular area or when the function can be accessed from different areas. Depending on your
preference, you can choose which way works best for you. Note: some of the functions listed in this
Chapter may only be available in the Personal Return.

The Tax Return Toolbar

While working in a Personal or Business Return, click on the function you need to use in the Toolbar.
Note: some of the functions may only be available in the Personal Return. The action taken by the
program will depend on your chosen function as follows:

P 2 e P P P P P P

Add Farm  Delete Send Text  Quick Fayments  Chat

ADD FORM — This function opens the All Forms and Schedules window to add Forms. This function is
covered in Chapters 4 and 5.

DELETE —This function deletes an existing form. Note that some forms cannot be deleted.
To delete an existing form:

1. Open the Form you want to delete by double clicking on it in the Attached Forms
screen.

2. Click the DELETE button in the Toolbar. A window prompting you as to whether you
want to delete the selected Form will appear.

3. Click OK to delete the Form or CANCEL to cancel the action. The Form will no longer
exist in the Return once it is deleted.

SAVE —This function saves the Return as it exists at a particular moment in time without exiting the
Return.
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REFRESH — This function refreshes the Attached Forms list to show any recent additions or deletions to
the list.

BAckK — This function scrolls up the Attached Forms list.
NEXT — This function scrolls down the Attached Forms list.
PRINT — This function prints a final copy of the Return. This function is covered in Chapters 4 and 5.
VERIFY — This function begins the Verification process. This function is covered in Chapters 4 and 5.
QUEUE — This function queues the Return for transmitting later with other Returns.
NOTES — This function allows you to create Preparer Notes for a particular Return.
To create, view, save, and delete Preparer Notes:
1. Open the Return in which you want to use the Preparer Notes function.
2. Click the NOTES button in the Toolbar. The Preparer Notes window will open.

3. Click NEw to create a new note. The date will appear. Write your note in the empty
screen at the bottom of the window and click SAVE. The new Note will now appear next
to the date, and the note will be accessible from Preparer Notes under the General
section of the Attached Forms screen.

4. To delete a Note, click on the Note to highlight it in blue, and click DELETE. The Note
will be deleted and you will not be prompted to make sure you want to delete the note.

5. When you are finished with Preparer Notes in this Return, click CLOSE.
CALc — This function opens the Calculator.
To Use the Calculator:

1. Use the mouse to click on the numbers and functions within the calculator, or use
the numbers and functions on the keyboard to use the calculator.

2. Toinsert a calculated number in a data field, place the cursor in the field, open the
calculator, perform the calculation, and click Insert. The calculated number will
appear in the field.

APPTS — (Personal Returns Only) This function allows you to view, add, and delete appointments from
the Today’s Appointments function on the WIP screen.

To use the Today’s Appointments function from within the Return:

1. Click on ApPTs while in a Return. The abbreviated Client Appointments window will
open.

2. Click ADpD to add an appointment. The larger Client Appointments screen will open. See
page 165 for further directions on viewing appointments.
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3. Click on the appointment to highlight it in blue, and click EDIT to edit an existing
appointment. The larger Client Appointments screen will open.

4. Click on the appointment to highlight it in blue, and click REMOVE to delete an
existing appointment. The appointment will be removed without any prompting.

SEND TEXT— (Personal Returns Only) This function allows you to send a text message to the client of
the open return. This function is covered in Chapter 4.

Quick — (Personal Returns Only) This function allows you to quickly check the status of a Return while
you are working in a different Return. The Query Return Status Results window will open allowing you
to quickly view information about the Return such as whether the IRS has acknowledged the Return,
and if so, the current status, and whether a check for a RAC has been paid.

1. To use the Quick Return Status function,
a. Click on Quick while in a Return. The Query Return Status window will open.

b. Enter the SociAL SECURITY NUMBER of the taxpayer. The Query Return Status
Results window will open. Click CLOSE when you are finished reviewing the
information.

PAYMENTS —This function opens the Tax Return Payment Details window so that a payment for the tax
return services can be made, or so the user can view the payment history. See Chapter 6 for details
on entering a payment.

CHAT — This function allows you to chat with Technical Support. The chat button is available thru out
the program.

1. To use the Chat function,
a. Click on CHAT while in a Return. The Chat window will open.

b. Enter Your Name, User ID and EFIN click the Start Chat button to initiate the
chat session with technical support.

CLosE —This function closes the Return. If you have made changes to the Return, you will be
prompted as to whether you want to save the changes. If you have not made changes to the Return,
the Return will close without prompting.

The Tax Return Menu

While working in a Personal or Business Return, click on RETURN in the Menu Bar, drag the arrow
down to the function you need to use, and click once. The action taken by the program will depend on
your chosen function.

SAVE RETURN — This function saves the Return as it exists at a particular moment in time without
exiting the Return. This Menu item works in the same manner as the SAVE button in the Return
Toolbar.
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TAX ESTIMATOR — (Personal Returns Only) This function jumps to the Tax Estimate-Estimator Form in
the Attached Forms list and opens this Form. The Tax Estimator allows you to predetermine an
approximate amount of tax that will be owed by or refunded to your client.

To use the Tax Estimator:

1. Add a new Return as instructed above in Creating a

Save Return Ctri+B
New Tax Return. The Client Data screen will appear for ST o
the Taxpayer’'s new Return. Do not fill out the Client Data Verify Return Ctrl+V
screen. Queue Return Ctrl+T
Print Return Ctrl+P
2. Click on TAX ESTIMATOR in the RETURN Menu. LA Snin
Rejects/Errors Ctri+R
3. Enter the information in the Tax Estimator in the same Suspend Retum ChteZ
manner as the Client Data screen. This information will Transfer Return
. . . Delete Return
already appear in the Client Data screen when you begin S
preparing the actual Return. Re-Load Billing CtrleU
Copy to Training
4. The Tax Estimator will calculate the approximate tax henew Bocknarks
Preparer Notes
owed or to be refunded. e
. . . . Delete State
5. Print the Tax Estimate using the PRINT function. Client Appointrnent
. . . . . Document Archive
VERIFY RETURN —This function Verifies the Return. This Menu item EectLog
works in the same manner as the VERIFY button in the Return Toolbar. Scan Barcode Forms
TextLink Plus
QUEUE RETURN — This function Queues the Return. This Menu item Lock/UnLock Ctrl+ShitsU
works in the same manner as the QUEUE button in the Return Toolbar. EhgE e
Close Return Ctrl+X
PRINT RETURN —This function Prints the Return. This Menu item works Spist s el

in the same manner as the PRINT button in the Return Toolbar.

INFO/STATUS —This function jumps to the Information and Status Form in the Attached Forms list and
opens this Form.

REJECTS/ERRORS —This function jumps to the Return Errors and Rejects window so that you may
quickly view any Import Errors, Verify Errors, or Rejects for the Return.

SUSPEND RETURN —Suspending a Return will prevent it from being sent to the IRS even if it is
transmitted to Central Site. You may be instructed to use this function by Technical Support when they
are trying to troubleshoot a problem with a Return. See Transmit on page 153 for directions on
sending a Suspended Return to Central Site.

To suspend a Return:

1. While in a Return, click on SUSPEND in the Return Menu Bar. The Manual Status
Selection window will open and the Code S for Suspended from Further Processing will
be selected.

2. Write COMMENTS in the bottom window as to why you are suspending this Return.

3. Click OK. The Return will now be in a Suspended status.
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To remove Suspended Status from a Return:

1. While in a Return, go to the INFORMATION AND STATUS Form under GENERAL in the
ATTACHED FORMS list and double click to open the Form.

2. Inthe second line from the top, next to OVERRIDE, delete the “S” in the first box and
the date in the second box. The Return’s Suspended Status has been removed.

TRANSFER RETURN —This function opens the Transfer Returns window which is used to Transfer
Returns either to an external storage device or a zip drive for retrieval by another computer. See page
154 for directions.

DELETE RETURN —This function deletes an entire Return including any attached State Returns.
To delete a Return:

1. While in a Return, click on DELETE in the RETURN Menu. The Delete Return window will
open.

2. Click YEs to delete the Return and NoO or CANCEL to abandon the deletion of the
Return.

Y-T-Y TRANSFER —This function transfers Tax Return data from the previous year’s program. This
function is only necessary if the current Return is being created prior to when the Year-to-Year
authorization code is entered and communications with Central Site have taken place. The data
transferred during a Year-to-Year transfer is placed either in the current Return or in the ProForma
forms depending on where it belongs.

To transfer Return data using the Year-to-Year function:

1. While in a Return, click on Y-T-Y TRANSFER in the RETURN Menu. The Year-To-Year
Data Transfer Options window will open.

3
Year-To-Year Data Transfer Options ﬁ
0 Do you want to replace the Existing Return:
Client: [ JAMES SMITH ]

SSN: [ 400-00-1254 ]
Status: [ EF Return ]
You can: Clear the current return and re- transfer, '
Keep the current return and re-load ONLY the state data,
‘ or Exit without making any changes.

f Reload .. .state()nly_ | cancel |

2. Click RELOAD to transfer the previous year's Return (any information saved for this
year’s Return will be lost), or click STATE ONLY to transfer only the State Return data
from the previous year’s Return (any Federal Return data already entered will not be
lost), or click CANCEL to cancel the action.

RE-LOAD BILLING — This function operates as soon as it is selected from the dropdown list. This
function recalculates the invoice for the return if any changes have been made to the return or billing
scheme that would affect the amount due.
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CopPY TO TRAINING — This function will create a copy of the return and place it in the training database.

REVIEW BOOKMARKS — This function allows you to view Bookmarks in the Return Bookmarks window.
This function is covered in Chapter 4.

PREPARER NOTES — This function opens the Preparer Notes window. This Menu item works in the
same manner as the NOTES button in the Return Toolbar.

OVERFLOW DETAILS — This function opens the Overflow Details Listing window to view all instances
where the Open Statement function from the Form Menu was used to create an overflow list on a
Form. See page 144 for directions to use the Open Statement function.

To view and open overflow data:

1. While in a Return, click on OveERFLOW DETAILS. The Overflow Details Listing window
will open.

2. Double click on an item from the list to view the Form. The Form with the overflow
data will open. Click CLOSE when you are finished viewing the information.

DELETE STATE — This function is similar to the ——— ==
Delete function in the Return Menu, however, it only e e e e
deletes the State Return. Additionally, it allows you

to choose which State Return you would like to

delete.

To delete a State Return:

Sican Document | | jmport Document | | Atach Docomant pen Close

1. While in a Return, click on DELETE
STATE in the RETURN Menu. The Delete State window will open.

2. Click on the State Return you want to delete.
3. Click OK to delete the Return or CANCEL to abandon the deletion.

K-1 MANAGER — (Business Returns Only) This function opens the K-1 Manager in the Business Return.
See page 132 for details.

CLIENT APPOINTMENT — (Personal Returns Only) This function opens the Client Appointments window.
This Menu item works in the same manner as the APPT button in the Return Toolbar.

DoCUMENT ARCHIVE — This function opens the Archived Documents Listing window. This location
stores Returns as PDF’s which have been signed by a Signature Pad and documents or other images
that have been scanned. Once a Return has been signed, it becomes a permanent record here, and
remains even if the Return is altered and resigned at a later date. This function also provides for the
scanning of additional documents. See page 114 for details.

To open an Archived Document:

1. While in a Return, click on DOCUMENT ARCHIVE in the RETURN Menu. The Archived
Documents Listing window will open.
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2. Click on the Document you want to open and click OPEN. A PDF of the Return or
document will open for viewing or printing.

EVENT LOG — This function opens the Event Log which shows the actions that have been taken in the
program with a time and date stamp. This function also allows the user to add events.

T X ™
Event Listing [E=HECT l‘ﬂ_hl
| [Event |Details |LoginID [TimeStamp |
'] Primary SSN/EIN Changed From 400005432 To 400001254 PName: SMITH ADMIN 11/07/2014 12:14:18
Primary SSN/EIN Changed From 400000000 To 400005432 PName: SMITH ADMIN 11/07/2014 12:13:26
J Primary SSN/EIN Changed From 400000000 To 400001234 PName: ADMIN 11/07/2014 07:54:10 L
Tax Return Created ADMIN 11/05/2014 09:50:28
‘ [+]
Add L Close

SCAN BARCODE FORMS — This function opens the Scanned Forms Listing window. This function is
covered in Chapters 4 and 5.

TEXTLINK PLUS — (Personal Returns Only) This function opens the TextLink-Text Messaging Option
window. This function is covered in Chapter 4.

Lock/UNLOcCK — This function Locks and Unlocks the Return. The user will be prompted when the
function is activated whether the Return has been locked or locked.

CHANGE OWNER — This function allows the user to change the Owner/Tax Preparer of the return. The
user will be prompted to choose a new owner when the function is activated.

CHANGE ENTITY TYPE — (Business Returns Only) This function opens the Change Entity Type window
and allows the User to change a business entity from one type to another.

IMPORT FINANCIAL DATA — (Business Returns Only) This function allows the User to import data from
QuickBooks. See Appendix 6 for details.

CLOSE RETURN — This function closes the Return.

SPLIT TAX RETURN — (Personal Returns Only) This function allows the user to change a state-level
Married Filing Joint Return for Registered Domestic Partners into two federal single tax returns or a
federal/state-level Married Filling Joint Return into two federal/state Married Filing Separately returns.
The user will be prompted to choose a new filing status when the function is activated.

To Use the Split Tax Return Feature:

1. Prepare both the federal and state returns as normal selecting Married Filing Joint
Return.

2. Entera“T” or an “S” on the Client Data Sheet next to each Dependent or Others
Cared for to designate that individual to the Taxpayer or Spouse’s individual return.
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3. Check the bottom of all Forms and Worksheets for a note that states
TAXPAYER/SPOUSE SPLIT FIELD. This note indicates that items may be allocated to the
Taxpayer or Spouse. Select Ctrl + W when a split field notification appears. An
Overflow Detail worksheet will open with a question mark next to items that need to be
allocated.

4. Enter a“T" to allocate items on the worksheet to the Taxpayer and an “S” to
allocate items on the worksheet to the Spouse.

5. File the state return only if a Married Filing Joint Return is being filed for the state
Return.

6. While in the Return, click on SPLIT TAX RETURN in the RETURN Menu. The Split Tax
Return window will open.

7. Select SINGLE to split the federal Return into two separate Single Returns of Registered
Domestic Partners or select MARRIED FILING SEPARATELY to split the federal Return of
a married couple.

8. Open the individual Returns from the Return List and file the Returns separately.

The Form Menu

While working in a Personal or Business Return, click on FORM in the Menu Bar, drag the arrow down
to the function you need to use, and click once. The action taken by the program will depend on your
chosen function.

ADD FORM — This function opens the All Forms and

Schedules window to add Forms. This function is covered in Add Form Cri+A
Chapters 4 and 5. Delete Form Ctrl+D
_ _ _ Forms Attached Ctrl+F
DELI.ETE FoRrwM — This function deletgs a Fo.rm YVhICh was . Open Worksheet CtrleW
previously added to the Return. This function is covered in
Chapters 4 and 5 Open Statement Ctrl+0
) ] ] Goto Line # Ctrl+G
FORMS ATTACHED — This function simply moves the cursor .
. . L Lirk Forms Ctri+L
from wherever it is to the Client Data line in the Attached
Forms screen Input Index Ctrl+K
. . Client ProF Ctrl+C
OPEN WORKSHEET — This function opens a Worksheet when SR ORI :
Depreciation Ctrl+N

the field allows or requires a Worksheet entry. The
WORKSHEETS button in the Return becomes activated when State Forms Ctrl+S
one of these fields are highlighted. The Open Worksheet
function in the Menu Bar works in the same manner as the
WORKSHEETS button at the bottom of the form.

Review Next Form Ctrl+PgDn
Review Prev Form Ctrl+PgUp
Questionnaire

OPEN STATEMENT — This function allows for Overflow data Add Occurrence Ctrl+Shft+A
when working in a Form and there are not enough lines in Import Sched K1
the Form for all of the required data.
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To use the Open Statement function:

1. Highlight the field in the Form in which you need Overflow data.
2. Click on OPEN STATEMENT in the FORM Menu. The Overflow window will open.
3. Fill in the Overflow data.

4. Press the Esc key on the keyboard to return to the Form. Overflow details can be
viewed from the Return Menu. See page 142 for more details.

GoTO LINE # — This function allows you go directly to a specific line in a Form.

To move to a specific line:

1. While in a Form, click on GoTo LINE # in the FORM Menu. The Goto Line window will
open.

2. Enter Line Number and press OK.

LINK FORMS — This function allows you to quickly jump from one Form to another. This function is
available when the FORM LINKS button at the bottom of the Return becomes activated, which occurs
because the current highlighted field is linked to another Form. The Link Forms function in the Menu
Bar works in the same manner as the LINK FORMS button.

INPUT INDEX — This function opens the INDEX Tab in the All Forms and Schedules window used when
you are adding Forms. The Input Index function in the Menu Bar works in the same manner as the
ADD FORM button in the Toolbar with the second tab selected.

CLIENT PROFORMA — (Personal Returns Only) This function opens the PROFORMA tab in the All Forms
and Schedules window used when you are adding Forms. The Client ProForma function in the Menu
Bar works in the same manner as the ADD FORM button in the Toolbar with the third tab selected.

DEPRECIATION — This function opens the DEPRECIATION Tab in the All Forms and Schedules window
used when you are adding Forms. The Depreciation function in the Menu Bar works in the same
manner as the ADD FORM button in the Toolbar with the fifth tab selected.

STATE FORMS — This function opens the STATE Tab in the All Forms and Schedules window used when
you are adding Forms. The State function in the Menu Bar works in the same manner as the ADD
FORM button in the Toolbar with the fourth tab selected.

REVIEW NEXT FORM — This function opens the next Form in the Attached Forms list.
REVIEW PREV FORM — This function opens the previous Form in the Attached Forms list.

QUESTIONNAIRE — (Personal Returns Only) This function allows the user to create a custom
Questionnaire that must be completed while the Return is being prepared. This function was not fully
operational at the time this Manual was printed. Please contact your Technical Support person for
details.

ADD OCCURRENCES — This function allows the user to create multiple occurrences of the same form.
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IMPORT SCHEDULE K-1 — (Personal Returns Only) This function allows the user to import a Schedule K-
1 from a Business Return into a Personal Return.

To import a Schedule K-1:

1. While in a Personal Return, click on IMPORT SCHED K1 in the FORM MENU. The Import
Schedule K-1(s) window will open.

2. Check the box next to the SSN of the person whose Schedule K-1 needs to be
imported.

3. Click the Import button. The Schedule K-1 from the Business Return will be
automatically added to the Personal Return.

The Print Menu

While working in a Return, click on Print in the Menu Bar, drag the arrow down to the function you
need to use, and click once. Follow the directions in Chapters 4 and 5 for printing when the Print dialog
window opens. The action taken by the program will depend on

your chosen function.
Current Form Only

CURRENT FORM ONLY — This function prints only the Form of the Return Components
Return that is currently opened in the screen. Final Tax Return

) . ) ) Bank Documents
RETURN COMPONENTS — This function allows the User to pick certain

. . X Disclosure/Privacy
Forms of which one copy will be printed.

Organizer/Proforma

, 79/8453 EF
To use the Return Components function: TV £ Docments

Acknowledge Letter

1. While in a Return, click on RETURN COMPONENTS in Siaie ACK sites

the PRINT Menu. The Print Specified Components

Payment Voucher
window will open.

Extension Request

Extension ACK Letter

2. Check or uncheck boxes of components of which
you want one copy printed.

Referral Coupons

Attached Forms List
3. Click OK to open the Print dialog window or CANCEL

to return to the Return. Previen Heti

4. Follow the directions for the Print Dialog window in Chapter 4.

FINAL TAX RETURN — This function prints the Return in the same manner as the PRINT button in the
Return Toolbar.

SCHEDULE K-1s — (Business Returns Only) This function prints the Schedule K-1s associated with the
Business Return.

BANK DOCUMENTS — (Personal Returns Only) This function prints the Bank Documents associated with
the Return and forms required for electronic filing.

DiscLOSURE/PRIVACY — (Personal Returns Only) This function prints the consent forms and privacy
statements that are required to be provided to the Taxpayer.
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ORGANIZER/PROFORMA — (Personal Returns Only) This function prints the Proformas for tax planning,
however, they are not available until the Proforma package is sent to you following the normal tax
season.

8879/8453 EF DOCUMENTS — (Personal Returns Only) This function prints the Form 8879 and Form
8453 electronic filing documents associated with the tax return.

ACKNOWLEDGE LETTER — This function prints the Federal Acknowledgement Letter.

STATE ACK LETTER — This function prints the State Acknowledgment Letter. This function is not
available if there is no associated State Return.

PAYMENT VOUCHER — This function prints only the Payment Voucher for the Return.

EXTENSION REQUEST — This function prints an Extension Request. Creating an Extension is covered in
Chapters 4 and 5.

REFERRAL COUPONS — (Personal Returns Only) This function prints referral coupons that the Taxpayer
can give to their friends.

ATTACHED FORMS LIST — This function prints the Attached Forms list as it appears in the Return
screen. Other options are available for printing such as Landscape or Portrait layout.

PREVIEW RETURN — This function generates a pdf copy of the return with a watermark of “Preparers
Review Copy Do Not File” on the return.

The Command Menu

The Command Menu consists of a list of Commands that are also available on the keyboard by using
the Function keys. The corresponding Function key is listed.

HELP ToriC (F1) — This command opens the Help Menu.
Help Topic F1

WORK IN PROGRESS (F2) — (Personal Returns Only) This command exits the T 2

current screen and opens the WIP Summary screen. Select For Print Fe
Clear Override F5
BUSINESS SUMMARY (F2) — (Business Returns Only) This command exits the Bookmark Field F6

current screen and opens the Business Summary screen. e g
Print Window F8

Sort Statement 9

CHoICE LIST (F3) — This command works in the same manner as the Choice
button in the Return Toolbar. This command is only available when a Return is
open.

Exit CrossLink F10

SELECT FOR PRINT (F4) — This command allows you to customize which Forms print for a particular
Return. Making changes using this command only customizes the printing for the current Return.

To use the Select for Print command:

1. While in a Return, click the F4 button on the keyboard, or click on SELECT FOR PRINT
from the COMMANDS Menu. The Customize Page and Worksheet Printing window will
open. The preset selections of what normally does and does not print are selected
under AUTO PRINT and DON’T PRINT respectively in that order.
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2. Check the box FORCE PRINT to Print a Form or Worksheet whose box is checked
DON'T PRINT, indicating that it does not normally print with the Return.

3. Check the box DON'T PRINT to prevent the printing of a Form or Worksheet whose box
is checked AUTO PRINT, indicating that it does normally print with the Return.

4. Click OK when you are finished with your selections.

5. Click CLOSE to close the window.
CLEAR OVERRIDE (F5) — This command reruns the calculation over an overridden field.
To clear an Override and recalculate the field:

1. Place the cursor in the field where you want to clear the Override.

2. Click the F5 button on the keyboard, or click CLEAR OVERRIDE from the COMMANDS
Menu. The value will return to the calculated value.

BOOKMARK FIELD (F6) — This command opens the Bookmark Field for creating a Bookmark. This
command is covered in Chapter 3.

CALCULATOR (F7) — This command opens the Calculator. This command works in the same manner as
the CALC button in the Return Toolbar.

SEARCH CRITERIA (F7) — This command is not always available in the Command Menu. This command
is only available when the Return Lookup screen is open. This command allows a broader search for
Returns from data such as EFIN, Receipt, or Home Phone Number.

PRINT WINDOW (F8) — This command opens the Print Dialog window to print the current screen being
viewed. The Print Dialog window will vary according to which screen is open.

SORT STATEMENT (F9) — This command allows a list of items in a Form, Worksheet, or Overflow
column to be sorted in ascending order alphabetically.

To sort a column:
1. Place the cursor somewhere in the column to be sorted.

2. Click the F9 button on the keyboard, or click Sort Statement from the Commands
Menu. A prompt as to whether you want the column sorted will open.

3. Click OK. The column will be sorted.

EXIT (F10) — This command exits the program. This command works in the same manner as the Exit
button available when the Work In Progress Summary screen is open.

148



Part Il Work In Progress Summary

Chapter 7 Administrative Tools
napter 8 Utility Menu
napter 9 Reports

O O O

napter 10Help Menu

149



150



Chapter 7 Administrative Tools

Work In Progress Summary Introduction

The Work In Progress Summary (WIP) screen allows the Administrator or other User to have quick
access and knowledge of certain functions that should be performed regularly. The screen allows the
Administrator to view a quick snapshot of how many Returns exist at different stages in the tax
preparation process, along with any printing duties, important bulletins, and appointments.

The Work In Progress Summary Screen looks as follows:

Work In Progress Summary

Tax Retums Transmit Queue
2 Transmit to Central Site s
Status Summary List Archive to Central Site 4
Management Dashboard Recover from Archive
Training Returns 1

Fed Re d
Fed/State Alerts
Federal Acknowledgement Letters Venfy Retneved
State Acknowledgement Letters Bank Rejected

Other Items Quick Reparts
Software Updates Checks Ready
Secure E-Mai Fee Payments By *ayment Date
Buleting Maiing Labels By Site
Today's Appointments Text Message
Backup Retums 2
Textlink Plus Inbound
Textlnk Plus Outbound

When you are away from the WIP screen, and you want to return, click “* " which can be found
along the Toolbar.

Tax Returns

The Tax Returns section of the WIP Summary allows you to quickly access tax returns, view a
summary of tax returns being prepared and processed, and have a quick link to the Management
Dashboard.

Select a Return
This function is used to view or create personal returns. It is discussed fully in Chapter 4 on Personal
Tax Return Preparation.

Status Summary List

This list allows you to view the status of all Returns prepared in the program. See Appendix 3 for a list
of Status Codes and Descriptions. Also, you can create your own User Status Codes in the Database.
See page 65 for details.

To view the Status Summary List:
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1. From the WIP, under TAX RETURNS, click on STATUS SUMMARY LIST. The Return Status
Summary window will appear.

N
Return Status Summary ﬁ
; Code Description Count |

| oK . Qose

| ITntaI’ Return Count 2
& J

2. View the List. The CODE will appear first, a DESCRIPTION will occur second, and the
number (COUNT) of Returns with this Status will appear third.

3. To view a list of the individual Returns with a particular status, double click on the line
for that status. The Return Lookup window will open, and only the Returns with the
chosen status will appear.

Management Dashboard
This function is used to manage Multi-Office Organizations. It is discussed fully in Chapter 3. For more
information, see Page 87.

Business Returns
This function is used to view or create business returns. It is discussed fully in Chapter 5 on Business
Tax Return Preparation.

Training Returns
This function allows the user to create Returns in a training environment. Full functionality to prepare a
Return is available, however, the Returns will not be sent to Central Site for transmission.

Transmit Queue

The Transmit Queue serves as the communication link between your software program and Central
Site or between Non-Transmitting Computers and Transmitting Computers. Central Site serves as the
communication link between your software program(s) and the IRS and the banks. Whenever you
transmit to Central Site, Central Site receives newly entered information from your software program
and returns information received from the IRS and/or the banks that it has received on your behalf.
Central Site will also send you any current updates. Whenever you Transfer Returns and Mail, the
Transmitting Computer receives newly entered information from the Non-Transmitting Computer and
returns information from Central Site.
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Communication with Central Site is a very important function even if there are no Returns to
send. Try to Transmit to Central Site at least twice a day during the busy tax season to keep the
tax preparation process moving smoothly.

Transmit to Central Site or Service Bureau

The Transmit to Central Site function is available to Transmitting and Feeder Computers. Please note
that if you are using Non-Transmitting Computers, it is important to transfer information (the next
section) from the Non-Transmitting Computers to the Transmitting Computer before you Transmit to
Central Site.

To Transmit to Central Site:

1. From the WIP, under TRANSMIT QUEUE, click TRANSMIT TO CENTRAL SITE. Alternatively,
you can hit the TRANSMIT button from the Toolbar. The Transmit to Central Site screen
will appear and show the Items to send.

1040 Software 1040 Returns - Transmt to Central Site e
=] Transmit to Central Site
Items to Send
|| [hem | Queued |
Summary Record{s) 1
1040 Tax Returnis) 1
Version Report 1
Tax Retum Event(s) 2
Registration(s) 1
Transmission Details
| | O
1
2
3
5
6
| 7
1|8
9
Satup Eilter, Transmit | Cancel
iD-aI Central Site

2. Click the FILTER button to remove any return files from the Transmit Queue that you
don’t want to send with this Transmission.

3. Click TRANSMIT. This button can be found in the lower right hand corner. You should
have already configured the transmission settings during the Setup of Communications
on page 67. If you have not already done so, please go to that page now. If you are
unable to establish a connection with Central Site, please contact technical support for
help. You will be prompted when a successful communication with Central Site has
occurred.

4. Click OK to return to the previous screen.
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5. Click CANCEL to close the Transmit to Central Site screen and return to the opening
screen. The WIP screen will reflect any information transmitted or received during the
communications process.

Transfer Returns/Mail
The Transfer Returns/Mail is only available to Non-Transmitting Computers. To Retrieve Returns from
the Transmitting Computer, see page 171 under Utility Menu.

To Transfer to the Transmitting Computer:

1. From the WIP, under TRANSMIT QUEUE, click TRANSFER RETURNS/MAIL. The Outqueue
Contents window will appear and show the File types and Descriptions to transfer.

r | 3
Outqueue Contents ﬁ
iim Type | Descrption [Prep ID |
T i ———— |
Ver Repor> |
| ||
Transfer Cancel
i ——

Click TRANSFER. This button can be found in the lower right hand corner. The Transfer
Returns screen will open. The File Name and the location of the Transfer File should
appear. The default Transfer File path is setup at page 28. The Transfer file can be
saved to an external drive or an internal file for later sending by email. If it does not
appear, or if you want to transfer the information to a different location, click the [...]
button to browse and find the correct location.

f Transfer Returns @j\

File Name

Label

[c:\‘i’-ax fiet-um;';}fh—n.ﬂk .1.5 Re.t.um‘;l

‘-:i

| ADMIN

OK

| Cancel |

The LABEL NAME will appear as the User Name. Enter a different LABEL NAME if you
want to identify it differently.
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4. Click OK. The Transfer File Contents screen will open. If an empty file has been
chosen, the information has now been transferred to that file.

i
Transfer File Contents ﬁ
File Name: £\ Tax Retumns'0link 1544
Label ADMIN
[idertty [Rem [Detals ]
# [Created by ADMIN on 11/10/2014 ot 084720 | <PDF Documents> | SMITH_JAMES 11/07/3014 122022 |
Created by ADMIN on 11/10/2014 & 08:47:20 <Tax Ratum:> SMITH. JAMES 11107014 08:28:28
Created by ADMIN on 11/10/2014 at 08:47:20 <Tax Ratum:> SMITH, JAMES 11/07/2014 09.51:28
| |
fppend Feplace Cosa |
|a’qd ded 3 files to c:\Tax Returns\Xlinkl 544
|8 il s

5. View the CONTENTS OF THE FILE with the transferred information.

6. Click ApPPEND if an existing File has been chosen, and you want to APPEND the new
information to the end of the existing file.

7. Click REPLACE if an existing File has been chosen, and you want to replace the entire
file with the new information.

8. Click CLOSE when you are finished to return to the WIP screen.

Printing Queue
The Printing Queue shows a list of print jobs that are currently ready, along with how many of each to
print.

Checks, Registers, and Activation

During communications, Central Site will send a list of checks that have been authorized by your bank
to be disbursed. The number next to Checks, Registers, and Activation will show how many checks
are authorized and ready to be printed.

To activate and begin a series of checks:

1. From the WIP, under PRINTING QUEUE, click CHECKS, REGISTERS, AND ACTIVATION. The
Checks, Registers, and Activation screen will appear.

21 gt st Aceman e

Chact Pt | et e

o] see [Mse

E e [ [l vmoorss O
i By 550 Fanny o Geg | Chlme | Aemites Pem
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2. Click on the third Tab, CHECK INVENTORY. Two lists will appear: A STARTING CHECK
NUMBER and an ENDING CHECK NUMBER. Checks must be activated by check number
before the program will allow them to be used. This function further allows you to
activate different series of checks for different printers and possibly different
workstations and/or Site ID’s.

R p—
Chmnis o Pt Ul gt Gl ity

......... . g Ut P ) B

3. Click AcTIVATE. This button can be found in the lower right hand corner. The Activate
Check Range screen will open.

"
Activate Check Range i

|| o s |
i Starting Check Number: l )
Ending Check Number: :
Site ID ]
Check Layout Version —l

oK | | cancel

4. Select the RAC BANK from the dropdown list which you previously selected for
processing your bank products.

5. Enter the STARTING CHECK NUMBER and the ENDING CHECK NUMBER for the set of
checks you want activated at this time. If you enter check numbers that have already
been activated, you will be prompted that you have overlapped check numbers.

6. Enter the SITE ID for this set of checks to differentiate between what checks numbers
are available to use at certain sites.

7. Enter the CHECK LAYOUT VERSION, if applicable. This is only required for certain banks,
and the information is available on the outside packaging of the checks.

8. Click OK. You will be returned to the Check Inventory Tab.

9. Select arange and click EDIT or double click on the range to edit an activated set of
check numbers. The Edit Check Range window will open.

10. Edit the STARTING and/or ENDING CHECK NUMBERS and click OK. The edited check

numbers will appear in the Check Inventory Tab.
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11. Click CLOSE to return to the WIP screen.
To print Checks from the Print Queue:

1. From the WIP, under PRINTING QUEUE, click CHECKS, REGISTERS, AND ACTIVATION. The
Checks, Registers, and Activation screen will appear.

T T -

Chostn e P s Vgt (i oy

2. Under the first tab CHECKS TO PRINT, under FILTER CRITERIA, from the dropdown list,
choose ALL SITES or one particular Site for which you want to print checks.

3. Click TEST CHECK when you start new checks to see if they print correctly.

4. Click on the box next to each check you want to print. A checkmark will appear in the
box. You can alternatively click SELECT ALL at the bottom to checkmark all the checks
or click CLEAR ALL to clear the checkmarks from the checks.

5. Check the printer to be sure it is loaded properly with checks.
6. Click PRINT CHECK(S). The Print Checks window will open.

Print Checks &

Please enter the Starting Check Number: |

OK Cancel

7. Enter the STARTING CHECK NUMBER in the printer and click OK. This number must
correspond with a set of the numbers activated to be printed. See above section for
details. The Print window will open.

8. Select the correct printer from the dropdown list. See page 31 for designating a
default printer for printing checks.

9. Click PRINT. The selected check(s) will begin printing. Please see the User’s Guide for
details on distributing the check(s) to the Taxpayer(s).

10. Click CLOSE to return to the WIP screen.
To delete Checks from the Print Queue:

1. From the WIP, under PRINTING QUEUE, click CHECKS, REGISTERS, AND ACTIVATION. The
Checks, Registers, and Activation screen will appear.
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5.

Under the first tab CHECKS TO PRINT, under FILTER CRITERIA, from the dropdown list,
choose ALL SITES or one particular Site for which you want to delete checks.

Click on the box next to each check you want to delete. A checkmark will appear in the
box. You can alternatively click SELECT ALL at the bottom to checkmark all the checks
or click CLEAR ALL to clear the checkmarks from the checks.

Click DELETE. The check will automatically delete without prompting and you will be
returned to the Checks to Print Screen.

Click CLOSE to return to the WIP screen.

To view the Check Register and Reprint or Reissue Checks:

1.
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From the WIP, under PRINTING QUEUE, click CHECKS, REGISTERS, AND ACTIVATION. The
Checks, Registers, and Activation screen will appear.

Click on the second Tab, CHECK REGISTER.

To look for a specific check, under FILTER CRITERIA, enter the LAST NAME or the SSN
of the person whose check you are searching.

Click FILTER to view the checks matching your selection. You should be able to quickly
find the check you are looking for from the list.

Mark the box of the check you were searching with a checkmark. You can also use
the SELECT ALL and CLEAR ALL buttons at the bottom to mark all the checks or unmark
all of the checks.

(PSS ———p—
Checks 1o Print. | Check Ragistar || Check imverdory
Filter Crteria

Lasst Name or S3N

Saq o, Chack @
O 99944 02712836

Yond Sebect All Cleal Al Bepent

Close

Click VoID to void a check. Important: When a check is Voided, it is NOT sent to
Central Site first. If a check is stolen or lost, you must call the bank to place a stop
payment on the check.

Click REPRINT to reprint a check without reissuing it through the bank. Important: When
a check is set to be Reprinted, it is NOT sent to Central Site first. The check is simply
queued to be printed again. The ERO will be prompted by a warning that he or she is
responsible for any losses attributed to the unauthorized reprinting of a check. This
option should be used only for checks that are torn, damaged, or printed incorrectly.



Write VOID clearly on the check and see your Bank Guidelines on what to do with the
voided check.

8. Click CLOSE to return to the WIP screen.

Tax Returns
When Tax Returns are set for batch printing, the number next to Tax Returns will show how many are
ready to be printed. See page 35 for directions on the setup of batch printing.

To Print or Delete Tax Returns from the Printing Queue:

1. From the WIP, under PRINTING QUEUE, click TAX RETURNS. A screen similar to the
Return Lookup screen will appear with a list of Returns queued to print.

Quges

I T T T N "

2. To Print,

a. One Return, click on the Return to highlight it in blue. Click PRINT from the
Toolbar.

b. A section of Returns (that are in a row), click the first return in the section-it
will become highlighted in blue, hold down the Shift key on the keyboard (do not
release), and then click the last Return in the section-all of the returns in that
section will become highlighted in blue. Click PRINT from the Toolbar.

c. Scattered returns throughout the list, hold down the Ctrl key on the
keyboard, and then select Returns by clicking on them. The selected returns
will become highlighted in blue. Click PRINT from the Toolbar.

d. All Returns, click PRINT ALL from the Toolbar. The Print window will open.

3. Select the correct printer from the dropdown list. See page 32 for directions on
designating a default printer for printing returns during Setup.
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[ Print S

Select Printer

Name

Status Ready
Where

Comment

Pdf | | Print Cancel

4. Click PDF to create a PDF which can be saved or printed from the PDF window.
5. Click PRINT to print to the selected printer.

6. To delete a Return(s), follow the same directions above, except press DELETE instead
of PRINT. You will not be prompted as to whether you really want to delete the return.

Proformas
The Proforma option will be available when you receive your Archive CD later in the year.

Federal Acknowledgement Letters

Federal Acknowledgement letters are queued by Central Site during communications with Central Site.
These letters provide information to the Taxpayer concerning their return, including when their return
was acknowledged, how much their refund will be, how much their loan amount will be, and an
approximate time as to when these funds will be available. These letters also provide information
concerning any payments due to the IRS and where to send them. See page 42 to edit the contents of
these letters during Setup. A Federal acknowledgement letter for an individual return can be printed
from within the actual Return by using the Print Menu. See page 146 for details.

To Print Federal Acknowledgement Letters:

1. From the WIP, under PRINTING QUEUE, click
FEDERAL ACKNOWLEDGEMENT LETTERS. A
screen similar to the Return Lookup screen will
appear with a list of Letters queued to print.

2. Follow the steps above under Printing Tax
Returns. The Federal Acknowledgement Letter
printing function works in exactly the same
manner as the Tax Return printing function.

State Acknowledgement Letters

State Acknowledgement letters are processed in the same manner as the Federal Acknowledgement
Letters. They also contain similar information. See Federal Acknowledgement letters for directions on
printing. See page 42 to edit the contents of these letters during Setup.

Exceptions/Rejections

After Returns have been transmitted to Central Site and processed, Central Site will return them back
to your program as an Exception or Rejection, if a Return could not be processed properly. The Return
will end up in this section under the appropriate field, depending on why it was sent back.
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Fed Rejects
Federal Rejects occur for numerous reasons, but generally, it involves an error that must be fixed
before the IRS will process the Return electronically.

To View and Correct Federal Rejects:

1. From the WIP, under EXCEPTIONS/REJECTS, click FED REJECTS. A screen similar to the
Return Lookup screen will appear with a list of Returns rejected by the IRS.

2. Double click on a Return you want to resolve. The Return will open, and the Return
Errors and Rejects window will open on top of the Open Return. The Rejects Tab will be
open, and it will show a list of errors that must be corrected.

4, Feturn Ervoes and Fajects L]

Import  venfy Rejects Brk Re)  Alerts
} [Pieg. [Form [ Message [ Tamestamp |
| = RET 1040 “Forn 104, Line 56 ‘SellEmploymentT adimt st . _h

Descnption
LIS01011040: Form 1040, Ling 56 ‘SeifEnploymantTaxAmt’ must ba aqual to sum of all Schedule SE (Form 1040),
Section A, Line 5 "SelfEmploymentTactmt’ and Section B, Line 12 ‘SeifEnploymentTaxamt’
: F1040-180-01
Datavahm: 983
Fe:RetumData/efile:! il WT st

US0101

Data Mismatch

Reject

Loz Lhde

3. Tounderstand an error, click on the line of that error and it will highlight in blue. Click
DEeTAILS. The Description area will give greater explanation as to the error.

4. Fix the listed errors in the Return.
5. Close the Return Errors and Rejects window.
6. Click TRANSMIT to queue the Return for a retransmission to Central Site.

7. Go to the next rejected Return on the list, correct the errors, and click TRANSMIT.
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8. When you are finished correcting and transmitting the Returns, click the WIP button in
the Toolbar to return to the opening screen.

State Refused and Rejects
These Rejects can also occur for numerous reasons-some which can be fixed, and others that cannot.
As a result, some of these Returns will need to be retransmitted while others will not.

To view and correct State Refused and Rejects:

1. From the WIP, under EXCEPTIONS/REJECTS, click STATE REFUSED AND REJECTS. A
screen similar to the Return Lookup screen will appear with a list of Returns rejected for
any other reason besides a Federal Reject.

2. Follow the directions listed above for Fed Rejects. However, note that not all rejects
and exceptions can be remedied.

3. After reviewing a Return, if a reject or exception cannot be remedied, from the screen
listing all of the rejected or excepted Returns, click on the Return to highlight it in blue,
and hit DELETE. The Return will be removed from the exception/reject list.

4. When you are finished correcting and transmitting the Returns, click the WIP button in
the Toolbar to return to the opening screen.

Fed/State Alerts

The IRS Alert/Messaging system provides an avenue for informing the Tax Preparer that they have an
issue that needs corrected. These Alerts inform the Tax Preparer, however, they are not issues so
serious as to hold up the Acknowledgement of the Return. These Alerts will be available both outside
and within the Return file.

Fed Refused

These Returns are refused by Central Site and have not yet been sent to the IRS, a bank, or a State
for further processing. Information could be missing or invalid, or the Return could have been sent to
Central Site with a Suspended Status.

To View and Correct Refused Returns:

1. Follow the directions above for Fed Rejects. If the Return has been Suspended,
please see page 141 for removing the Suspension.

Verified Retrieved
These Returns have been Retrieved from a Non-Transmitting Computer. They are ready to be Verified
and then Transmitted.

To Verify and Transmit these Returns:

1. From the WIP, under EXCEPTIONS/REJECTS, click VERIFY RETRIEVED. The Verify
process will begin on the Returns in this queue. The Return Lookup window will appear
showing the status or the Returns:

a. If areturns has been Verified successfully, it will be queued for Transmitting and
the Status in the Return Lookup window will say “Return Queued”.
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b. If a Return has not been Verified successfully, the Return will not be queued for
Transmitting, and the Status will say “Retrieved”. These Returns must be
corrected individually and re-Verified before they are ready to be transmitted.
See page 116 for Verification of the Returns.

2. When you are finished reviewing the Returns, click the WIP button in the Toolbar to
return to the opening screen.

Bank Rejected
These Returns have had a bank product rejected by the Bank and need to be corrected and
resubmitted.

To View Returns with Rejected Bank Products:
1. From the WIP, under Exceptions/Rejects, click Bank Rejected.
2. Double click each Return in the list to open the bank applications one by one.
3. Correct the errors reported in the bank applications.

4. Click the Resubmit Bank App button to queue the bank application for resubmittal
during the next transmission to Central Site.

Other Items

Software Updates

During transmission to Central Site, software updates will be sent back to your program. You will be
prompted to install the updates when Software Updates under Other Items becomes highlighted, and
the number of updates will appear off to the right. It is important to install any Software Updates you
receive as soon as possible to ensure your program is working at its maximum potential.

To Install Software Updates:
1. Close all other programs if you are working on a network.

2. From the WIP, under OTHER ITEMS, click SOFTWARE UPDATES. The Software Updates
screen will open.

3. Click PrRINT if you would like a copy of the description of the update(s).
4. Click Apply All.

5. Click RESTART when installation is finished. The program will now open with the most
current updates.

6. All other networked workstations can also open the program, if applicable.

Secure Email

This function allows you to create an email to send to Technical Support during communication with
Central Site. Technical Support will receive your email and send you a response that you will receive
during your next communication with Central Site that occurs after Technical Support has responded.
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To create or edit an Email to be sent to Central Site:

1. From the WIP, under OTHER ITEMS, click SECURE EMAIL. The Queued E-Mail window
will open.

2. Click NEw. The Queue E-Mail Message window will open.

Queue E-Mail Message l—éi-r

From 000042 (ADMIN)

To | | Attention |

Subject

Attach SSN |

Details

Send Close

|Ready
k" A

3. Write your message under DETAILS.
4. Next to ATTACH SSN, enter the Taxpayer’'s SSN to attach files from the return.

5. Enter the DESTINATION USER ID of the technical support person with whom you are
working and click OK. The window will close and return to the Queued E-Mail window.
The new-email will appear under DESCRIPTION.

6. To edit an email that has not yet been sent, click on the email to highlight it, and
click OPEN. Edit the email and click SAVE.

7. Click CLoSE when you are finished with creating and editing emails. The Emails will be
sent to Central Site during the next communications.

Bulletins

Central Site will send you Bulletins regarding the most recent changes in federal and state tax laws,
rules and regulations, along with important bank updates. The Bulletins will let you know what you
need to do to stay in compliance, and in addition, will make you aware of any software updates that
will be released to conform to the new law, rule or regulation. It is important to check the Bulletins often
for any important information that may apply to you. You will be alerted when you have new Bulletins
and how many.

To View, Save, Print and Delete Bulletins:

1. From the WIP, under OTHER ITEMS, click BULLETINS. The Bulletins screen will open.
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2. Double click on the Bulletin you want to review. The Bulletin Message window will
open.

3. Read the Bulletin, and

a. Click SAVE to keep the message and turn off the alert that you have a new
bulletin,

b. Click DELETE to discard the bulletin,
c. Click PRINT to print the bulletin, and/or

d. Click CLOSE to close the bulletin and keep the alert that you have a new
bulletin.

4. After reading all of your new Bulletins, click the WIP button in the Toolbar to return to
the main screen.

Today’'s Appointments
This function allows you to view a calendar with the current day highlighted, schedule appointments,
and view those appointments in both a list fashion by day and on the calendar.

From the WIP, under OTHER ITEMS, click TODAY’S APPOINTMENTS. The Today’s Appointments screen
will open. The Today’s Appointments screen looks as follows:

Logout: ADMIN

22 M m
30

T Today: 11/10/2014 AppoiniuentLint

Appointment Calendar

Shew My Appointmants Orly o

Appointment Notes

Toolbar: The Toolbar is located along the top of the screen and allows you to work with Appointments.

Calendar: Different months can be viewed by clicking on the small arrows next to the name of the
current month. The current day is circled in red. Also, the current day is shown at the bottom of the
calendar. Days with appointments set are in bold.
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Appointment List: This list appears to the right of the calendar. If you highlight a certain day on the
calendar, this list will show you the appointments for that day. The list includes the Date and Time (in
military time), along with the Preparer's Name and the Subject matter of the appointment. If the
appointment concerns a Client, the Taxpayer's Name and phone number will also be listed.

Notes Area: This area will show any notes associated with a certain appointment entered by the User.

To create an Appointment:

1.

Click ApD from the toolbar. The

Clients Appointments screen will [ cient sgpointmens e
open. If you highlight a date on Subject: [Revew Retur ]
the calendar before you click e o Fiboeo o SRR Yl asexsTaron )
Add, this date will automatically e T
appear under Date. ot E_H o o Owest
Name: Smith, John

Enter the SUBJECT of the Address: TR Mt Sun s e ik

. City/State/Zp: |Atlanta ||3.c4 30301
Appointment. (Example: Prepare e (2095551213
tax return, disburse refund S
Check) Need to review the income and expenses on the Schedule C

Next to START TIME, select the
date and time from the _
dropdown calendar and the time = ==

selection arrows. -

Enter the PREPARER if it is someone different than the person currently logged in. The
User ID of the person currently logged in will already appear.

Under OUTLOOK,
a. Select the DURATION of the appointment from the dropdown list.

b. Next to REMIND BEFORE, choose whether you want a reminder, and how
long before the appointment you want to receive your reminder. The
reminder will be sent to your Outlook account if you have that program.

Check INCLUDE CONTACT INFORMATION if you want to include the Client’s contact
information in the Outlook Reminder.

Click SEND TO OUTLOOK to set the appointment in the Outlook calendar.

Enter the NAME, ADDRESS, CITY, STATE, ZIP, PHONE, and E-MAIL ADDRESS of the
client. You only need to enter the information that will be necessary for this particular
client. If it is a new client, you should enter all of the information. If it is a returning client,
you may only need to enter their name.

Enter any NOTES that will be helpful to you. These notes will appear on the Today’s
Appointments screen when you click on the appointment in the Appointment List.

10. Click SAVE to close and return to the Today’s Appointments screen.
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To view the details of an Appointment,

1. Find the Appointment in the calendar and click on it in the Client Appointment List to
highlight it in blue.

2. Double click the Appointment. The Client Appointments screen will open.
3. View the Appointment.

4. Click the Go To button to open the Client’s Return, which will appear if the
Appointment was created during the preparation of the Tax Return

5. When finished viewing the appointment, click SAVE to close and return to the Today’s
Appointments screen.

To edit an Appointment:

1. Find the Appointment in the calendar and click on it in the Client Appointment List to
highlight it in blue.

2. Click EDIT from the Toolbar or double click the appointment in the Client Appointment
List. The Client Appointments screen will open.

3. Make edits to the Appointment.
4. Click SAVE to close and return to the Today’s Appointments screen.
To delete an Appointment:

1. Find the Appointment in the calendar and click on it in the Client Appointment List to
highlight it in blue.

2. Click DELETE from the Toolbar. The appointment will delete without any prompting.

3. To view only your own Appointments, while logged in under your User Name, click
SHOW MY APPOINTMENTS ONLY under the calendar.

4. When you are finished with TODAY’S APPOINTMENTS, click the WIP button to close and
return to the main screen.

Backup Returns

Backing up your returns and other data is an essential function during the busy tax season. To enable
and setup Backup, see page 28. Once the Backup Returns function is activated, all Returns (new and
modified) are queued to the list of Backup Returns. If the Backup needs to be Restored, see page 176.

To Backup Returns:

1. From the WIP, under OTHER ITEMS, click BACKUP RETURNS. The Backup Returns
screen will open.
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5.

(g Backup Retwres (=xT1
[ PemaySSH__ [ Flog St | Tagpayer Hame I —
O  «0000-1234 Srghe SMITH. JAMES EF Retumn 102014
\ O 0000125 Srge  SMITH, JAMES Transfemed NA02014 H
Selact A Coar A Ful Backup Backup Close.
j{Ready 2 returms ready for backup.

Click SELECT ALL to highlight all of the Returns, or select individual returns by
checking the boxes next to them.

Click CLEAR ALL if you want to un-highlight all of the Returns and start the process
over.

Click Backup. You will be prompted when you have successfully backed up your
Returns, along with a number of how many Returns were backed up.

Click CLOSE to return to the main screen.

To Backup All Data:
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1.

2.

From the WIP, under OTHER ITEMS, click BACKUP RETURNS. The Backup Returns
screen will open.

Click FuLL BAckuP. The Full Backup screen will appear.

Full Backup Selection |

[ Backup kem
[] Business Tax Retums
[ individual Tax Retums
[] POF Documents
] Database Records
[J Check Recards
[] Blling Schemas
[] Client Letters
[] Save Queue
[ Guestionnaire
[] Login and Settings

Ul snnnintmants.

OK | Close

Click in the boxes to create checkmarks of all the items you want to Backup. If you
want to backup all items, place a check in every box.

Click OK. You will be prompted when you have successfully backed up your Data,
along with how many items of Data were backed up.

Click CLOSE to return to the main screen.



TextLink Plus Inbound and TextLink Plus Outbound
This is a premium package. Please contact your sales person for details on purchasing and using this
feature.

Quick Reports
Frequently viewed reports can be located here so that you can quickly access them. See Chapter 8 for
more information on reports.

To add and remove Reports to and from the Quick Reports area:

1. From the Opening Screen, click on UTILITY in the Menu Bar, drag the arrow down to
QuICK REPORTS LIST, and click once. The Quick Reports window will appear.

|
Work In Progress - Quick Reports

Checks Ready
F nts by Payment Date
by Site

Mai y
Text Messago

First Time Home Buyer
IL Ack Code E

oK Close

2. The screen on the left has AVAILABLE REPORTS that can be added to the Quick
Reports List, and the screen on the right has the WORK IN PROGRESS-QUICK
REPORTS which are those reports that have already been added to the Quick Reports
List.

3. To add a Report, click on the Report from the AVAILABLE REPORTS so that it becomes
highlighted. Click AbD. The Report will move to the right hand side.

4. Toremove a Report, click on the Report in the WORK IN PROGRESS-QUICK REPORTS
so that it becomes highlighted. Click REMOVE. The Report will move to the left hand
side.

5. Click OK to close and return to the main screen with the changes, or click CLOSE to
close the screen without any changes made to QUICK REPORTS. If you click OK, the
Quick Reports area of the WIP will reflect the changes.

6. To view a Quick Report, from the QUICK REPORTS area on the WIP, click on the
particular Report you want to view. The Report will appear.

7. When finished with the Quick Report, click the WIP button to return to the main
screen.
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The Payment Button

The Payment Button allows any user of the program to process a payment and apply it to a taxpayer’s
invoice, even if the User does not have access to the taxpayer’s return file. It also allows any User to
view the payment details of previous payments made making it easier to assist clients who have
questions about their payment history.

To Process a Payment:

1. From the Toolbar on the Opening Screen, click the M@m button. The Tax Return

Payment Search window will open.

a. Enter the Primary Taxpayer’'s SOCIAL SECURITY NUMBER. The Tax Return
Payment Summary window
will open. 1 T Retam Poyment Sy o

Taxpayer S5N [400-00-1254 Name SMITH, JAMES Eingle

2. Click NEw PAYMENT which can be | oo ssn

| Invoice Summary

found on the bottom right hand 2958 ok neq
side of the window. The Tax Fimncis b e
Return Payment Details window PR RO .

Received . |Methed, i femotok | fiscehoed Exom o afarnnce tus | eceived By,
will open.

Enter the DATE RECEIVED if
different than the current date,
from whom the payment was
RECEIVED, select the PAYMENT
METHOD from the dropdown list, enter the AMOUNT of the payment, and enter a
REFERENCE NUMBER and/or MEMO, if applicable. The name of the User who is currently
logged in will appear next to RECEIVED BY.

Hew Payment Dgtails Llose

Click SAVE. The Tax Return Payment Details window will close, and the new payment
will appear in the list under Payment Information in the tax Return Payment Summary
window.

To View the Details of a Processed Payment:
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From the Toolbar on the Opening Screen, click the F-x@m button. The Tax Return
Payment Search window will open.

Enter the Primary Taxpayer’s SOCIAL SECURITY NUMBER. The Tax Return Payment
Summary window will open.

Click on the processed payment to view under PAYMENT INFORMATION to highlight it.

Click Details which can be found on the bottom right hand side of the window. The
Tax Return Payment Details window will open.

View the Details of the Payment and click CLOSE when finished.




Chapter 8 Utility Menu

Introduction
The Utility Menu provides a list of different functions, some of which need to be performed daily and
are also found on the WIP Summary, and others which do not need to be performed as frequently.

Retrieve Returns
This Utility is used by a Transmitting Computer to open files that have been transferred by a Non-
Transmitting Computer. See the next section for directions on transferring Returns.

To Retrieve Returns:

1.

From the Opening Screen, click on UTILITY in the Menu Bar, drag the arrow down to
RETRIEVE RETURNS, and click once. The Select a File to Retrieve window will open.

From the dropdown box, locate the Returns folder where you previously transferred
the data from the Non-Transmitting Computer. The files in the folder will be listed in the
open window.

Click on the file you want to retrieve. It will be listed as the File Name used during
transfer.

Click OPEN. The Transfer File Contents window will open.

Check the boxes of the Returns you want to retrieve by clicking on them. You can
also use the SELECT ALL button to check all of the Returns or click CLEAR ALL to
uncheck all of the Returns.

Click RETRIEVE. The number of Returns retrieved will be shown.

If the Retrieve Return Already Exists box opens, click “Y” to overwrite the existing
Return and replace it with the retrieved Return, or hit “N” to skip the existing Return,
or [Esc] to abort the Retrieve process.

Click OK. The Return Lookup screen will open with a list of the Retrieved Returns.

Transmit to Central Site. See page 117 for directions on transmitting returns.

Transfer Returns

The Transfer Returns function is used to transfer Returns from a Non-Transmitting Computer to a
Transmitting Computer. This function is available in the Utility Menu, but is more readily available in
the WIP for computers marked as Non-Transmitting/Feeder Computers during Setup. See page 23 for

Setup.
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To Transfer Returns from the Utility Menu:

1. From the Opening Screen, click on UTILITY in the Menu Bar, drag the arrow down to
TRANSFER RETURNS, and click once. The Outqueue Contents window will open.

2. Goto Step 2, on page 154 for complete directions.

Master Log Event
This utility allows you to create a customized report of different events that have occurred by person.

To Create a Master Log:

1. From the Opening Screen, click on UTILITY in the Menu Bar, drag the arrow down to
MASTER EVENT LOG, and click once.

2. Enter a number of Rows to limit the rows of data in the report.
3. From the dropdown box, select the search criteria you want to search.
4. In the next box, enter the value of the search criteria.

5. Click Go. The report will be prepared for viewing providing all events that have
occurred for a particular social security number, Login ID, User ID, or Site ID.

Export Records

The Export Records function allows you to export client data and Return information to an external
database or spreadsheet program for the facilitation of custom sorting and reporting. The program
saves the data in a comma-delimited file format, which is used by the majority of other software
programs.

To Export Records from this program to an outside program:

1. From the Opening Screen, click on UTILITY in the Menu Bar, drag the arrow down to
EXPORT RECORDS, and click once. The Export Records window will open.

2. Select an EXPORT NAME from the dropdown list to choose the name of the data you
would like to export. The Export Name represents a preset list of data fields.

3. Next to OUTPUT FILENAME, enter the path name of the location where you would like
to send the data, or press the [...] button to browse. The Save As window will open.

4. Search for the folder where you would like to send the data, and click on it. Next to
FILE NAME, enter a name for the file. Click SAVE. The path name will appear next to
Output File Name.
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Export Records ﬁ
Export
Export Name (Complete Information & Status Data | Z|
Output Filename | C:\tax return data\complete info.csv
Rasults

Export Clese

5. Click EXPORT. Some data sets (Export Names) provide a prompt for a CREATION DATE
in a Month/Day format. Enter the date or leave blank. Click OK. The month and day
are already entered by default. (Example: January 1% is entered as 0101) A window will
appear showing how many Returns have been exported.

6. Click OK. The original Export Records window will now appear in front.
7. Click CLOSE to return to the main screen.

8. To view the data, open the database or spreadsheet program and open the file
where the data was exported. The program will provide directions to convert the
comma-delimited file to a useful format.

Updates

The Updates function allows you to transfer Software Updates from a Transmitting Computer to a Non-
Transmitting Computer. It is important to establish communications with Central Site via the Transmit
function on page 153 before transferring updates to be sure the updates are current.

To save Updates to a remote storage device (for a physical transfer) or folder (for an email transfer):

1. From the Opening Screen, click on UTILITY in the Menu Bar, drag the arrow down to
UPDATES, and click once. The Software Updates window will open.

f -.
Software Updates &
| Pan S\0%updates 0000000000000 [ Browse.,
'! Load Update(s) | Create Disk
|| Code | Package | Count | ||
|0 1040:US 1040:Federal ooom
0O 1040:TP 1040 TaxPrep Forms 0001
O CORPUS CORF-Federal 0001
|0 1040:AR 1040-Arkansas 0001
)
Create Details Close Help
chady

2. Next to PATH, click on the BROWSE button in the top right hand corner to find the
location of where you want to send the updates. Click on the folder and click OK.
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Click on the CREATE DISK(ETTE) tab and check the boxes next to the software update
packages you want to save. Depending on the size of the storage device, you may not
be able to save all of the update packages at once.

Click on the update and click DETAILS to view the details of an individual update.

Click CReATE. The Updates will be copied, and you will be prompted by the total
number of updates.

Click OK to return to the initial Updates window.

If you have saved the Updates to a folder for emailing, zip the files in the folder, and
email them.

To Load an Update from a storage device to a Non-Transmitting Computer:

1.
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From the Opening Screen, click on UTILITY in the Menu Bar, drag the arrow down to
UPDATES, and click once. The Updates window will open.

Insert the storage device into the Non-Transmitting Computer.

Next to PATH, click on the BROWSE button in the top right hand corner to find the
location of the storage device. Click on the file and click OK.

The Updates will now appear as a list under LOAD UPDATE(S).

([ Sottware Updates st
Path: 52015 updates Browse.
|| |Load Update(s) | Create Disklette)
| | [lceis Package [Coun |
= EFIN 0003
B 1dous 1040 Federal 0001
H 1Md0TP 1040 TaxPrep Forms oot
B CORPUS CORP Fedaral 0001
F  1MOAR 1040 Arkangas o001
=TI 1040 New Jersey 0001
Load Details Closs Help
[Ready

In the LOAD UPDATE(S) tab, check the boxes next to the software update packages
you want to load from the storage device.

Click on an update and click DETAILS to view the details of an individual update.

Click the LoaD button. The Updates will be loaded, and you will be prompted by how
many Updates were loaded, and whether you have storage devices to load.

If you have additional storage devices to load, click YES and follow the onscreen

directions. Otherwise click No. Once you click NO, the Software Updates window will
open.



9. Click APPLY ALL.

10. Click RESTART after Updates are installed to restart the program with the new updates

applied.

To Load an Update from a zip file to a Non-Transmitting Computer:

1.

2. Unzip the files from the email to the location C:\Xlink15\WRKQUEUE. If you are

Close the program if it is open.

loading Updates to a server via email, use the Network Location, for example,
E:\Xlink15\WRKQUEUE.

Open the program. The Software Updates will appear in the WIP Summary, and can
be loaded in the same manner as they are for a Transmitting Computer. See page 163

for more information.

Activate Check Range
The Activate Check Range is used to limit a range of check numbers that are authorized to be printed.
This function is available in the Utility Menu, but is more readily available in the WIP Summary under

the Printing Queue.

To Activate and Begin a Series of Checks from the Utility Menu:

1.

From the Opening Screen, click on UTILITY in the Menu Bar, drag the arrow down to

ACTIVATE CHECK RANGE, and click once. The Checks, Registers, and Activation
window will open.

Go to Step 2, page 155 for complete directions.

Print Blank Forms
This function allows you to print blank Tax Forms, Schedules, and Worksheets.

To Print Blank Forms:

1.

From the Opening Screen, click on e e B o

UTILITY in the Menu Bar, drag the Package o (TN S -
arrow down to PRINT BLANK FORMS, [ v— e

and click once. The Print Blank Forms -
window will open.

nts for 1040NR
ected With U5 1080NR

Next to PACKAGE NAME, select a
particular package from the dropdown
list that you would like to print. EF
Package is the Federal Electronic Filing
Package, PF Package is the Federal
Paper Filing Package, and the other

Close

Packages are listed by the two letter
state postal code.
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3. Check the box next to the Forms, Schedules, or Worksheets you would like to print, or
click SELECT ALL to print the entire package.

4. Click CLOSE when you are finished to return to the previous screen.

Quick Report List
This function allows you to add Reports to the Quick Report list so that they can be queried and
viewed by a simple click on the WIP screen. See page 169 on how to add and view a Quick Report.

System Utilities

This function helps Technical Support troubleshoot problems you may be having. You should use
these utilities only when you are in contact with Technical Support. Your Technical Support contact
person will assist you in the use of these functions.

Important Note: It is best to limit this function to Users with Administrator access to prevent
unauthorized changes to important program data. See page 48 for directions on limiting access to
other Users. Systems Ulilities is a specifically listed access that can be limited.

Restore Backup Return

This function allows you to restore Returns you previously stored using the Backup Returns function in
the WIP Summary screen. See page 167 for details. While you should regularly use the Backup
Returns function to protect data, the Restore Backup Returns function will only be needed when
something has happened to your Return data.

To Restore Backup Returns:

1. From the Opening Screen, click on UTILITY in the Menu Bar, drag the arrow down to
RESTORE BACKUP RETURNS, and click once. The Backup File Contents window will
open with a list of saved Returns, along with the Return Lookup Screen.

Backuss fog Comterts i

2. If the Returns have been saved to a different Backup Path than the one setup as a
default, hit the [...] button to browse. If you use the Browse function, click OK to
enter the proper Backup Path.

3. Next to LIST RETURN, use the dropdown box and do the following:
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a. Click SHow ALL to show all saved Returns (this will include copies of the same
Return if the Return has been backed up more than once),

b. Click SHow MOST RECENT to show the most recently saved Returns (this will
include only the most recently backed up copy of an individual Return), or

c. Click SHow RECENT OVER DIR to show the last complete list of saved Returns
(this will include only copies of Returns that no longer exist in the current
directory).

4. Check the box next to the Returns you want to restore, or use the SELECT ALL button
to choose all of the Returns, or use the CLEAR ALL button to clear those Returns you
have already checked.

5. Click RESTORE. If a Return being restored already exists in the current program data,
you will be prompted whether you want the existing Return replaced.

6. Click one of the following:

a. YES to overwrite the existing Return with the saved Return (note that any
changes made to the Return since the last Backup will be lost),

b. No to keep the existing Return, or
c. ALL to overwrite all existing Returns with the saved Returns.

7. Click OK on the window prompting you as to how many Returns were restored. The
Return Lookup screen will show the restored Returns.

8. Review the restored Returns, and click WIP to return to the main screen.

User Preferences

This function allows the current user to quickly access the Login Preferences that are available when
the Login Account is created during Setup. See page 47 for specific directions. Specifically, this
function allows the user who is currently logged into the program to select different preferences and
override some selections made during Setup. This function also allows the current user to change his
or her password.
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Chapter 9 Reports

Introduction

The Reports Menu provides several different preset Reports. The data for these Reports can be
queried according to your needs so that a Report only reflects the information you require. Custom
Reports can also be generated within the Return Lookup screen by selecting columns to be displayed
and criteria to be queried.

All preset Reports are opened in the same manner with differing options available for sorting and
grouping within the particular Report window. As listed below, there are six categories of preset
Reports each having its own subgroup of Reports. Several types of Reports are available to meet the
needs of your individual business, and you will find some of them to be indispensable. To find the
Report you are looking for, use the Report Menu to decide on a general option, and then scroll on that
option for a particular Report that will meet your needs.

Alternatively, there are several options available for creating a custom Report within the Return
Lookup screen. The user selects all of the columns to be viewed in the Report and then separately
selects the search criteria to be used, along with the parameters of that search criteria.

Using the Report Menu
General Directions for Opening and Viewing a preset Report:

1. From the Opening Screen, click on REPORTS in the Menu Bar, and drag the arrow
down to the general Report category. A new menu will open to the right. Drag the
arrow down to the particular Report you want to use and click once. The Report
Writer window with the particular Report you chose will open. Under Results, basic
information about the formation and printing of the Report will appear.

1040 Software 1040 Returns

1040 Returns .. Business Returns || Web Site |
Database Setup Utility [l0gicd Commands Help

@ Status Reports L4 @
IRS Acks i -

Add New  Transmit
Fee Payments

»
»
Ack Letters 4
»
»

Mailing Labels
Client Lists

2. Mark options on how you would like to query the Report. See below for further details
on individual Reports.

3. To view the Report, click Quick VIEw. The Report will appear in the Results screen.

4. To print the Report, click PRINT. The Print window will open.
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[ Print )

Select Printer

Name

Status: Ready
Where:

Comment

Printer Settings

* Portrait " Landscape [ Compressed Font

Pdf " Print " _Q_ancel (

5. Select the Printer from the dropdown list. The default printer for Reports will already
appear. See page 32 for setting up the default printer.

6. Click OK to print a hard copy, click PDF to create a PDF, or click Cancel.

7. Click CLOSE to close the Report window.

Status Reports
These Reports print a list of Returns according to their current status. This function is useful for
creating a list of Returns that need a specific step to further or complete: the tax preparation process.

REJECTED RETURNS — This Report allows you to view rejected Federal Returns as a list. You have
different options for sorting and grouping the data. You can also limit the Returns on the list by a
starting and ending acknowledgement date.

DETAILED REJECTED RETURNS — This Report allows you to view the details of rejected Federal Returns
including the reject code and description of the reject. You have different options for sorting and
grouping the data. You can also limit the Returns on the list by a starting and ending
acknowledgement date.

REFUND TRANSFERS — This Report provides a list of clients who have received a refund transfer. You
have several options for sorting and grouping the data.

CHECK(S) READY — This Report provides a list of clients whose checks are ready for printing. It allows
you to sort and group the clients by different criteria and includes the client's home phone number.
This Report is a useful tool to use in tandem with check distribution.

STATE ACKS/REJECTS — This Report provides a list of State Returns that have been acknowledged,
along with their status, including whether they have been rejected by the State. The Report can be
sorted by different criteria, including the State Code.

STATUS BY CREATION DATE — This Report provides a list of Returns and their current status within a
certain date range of being created. Other sorting criteria can also be applied to the Report.

STATUS BY MODIFICATION DATE — This Report provides a list of Returns and their current status within a
certain date range of having been modified. Other sorting can also be applied to the Report.
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STATUS WITH PREP FEES — This Report is similar to the Status by Creation Date Report except that it
also includes the Tax Preparation fees charged.

EDT STATUS REPORT — This Report provides a list of Extensions that have been electronically filed and
whether they have been acknowledged or rejected, or are still pending.

IRS Acks

These Reports print a list of Returns that have been acknowledged either by all Returns within a
certain date range or by category. The Reports give a count of how many Returns have been
acknowledged and allow you to sort and group the Returns by different criteria.

IRS ACK CouNTs — This Report provides a list of all federal Returns acknowledged within a certain
date range and can be sorted and grouped by different criteria, making the Report more customized to
your needs.

IRS REJECTS (ALL) — This Report provides a list of all federal Returns that have ever been rejected,
including those that have been retransmitted and acknowledged. This report can be very helpful for
quickly viewing what types of Returns are being rejected in order to identify whether a Preparer is
potentially committing fraud.

IRS AND STATE ACKNOWLEDGEMENTS — This Report is similar to the previous Report except that it only
includes Reports that required both IRS and State Acknowledgement if both Acknowledgements have
been received. This Report is very helpful if you are preparing Returns for States who are slower to
process and acknowledge their Returns or those States who do not acknowledge rejected Returns.

IRS Acks wiTH PHONE AND ADDRESS — This Report provides a list of all federal Returns acknowledged
within a certain date range with the Phone Number and Address of the client.

RACs wiTH IRS DEPOSITS — This Report provides a list of all federal Returns for which a refund deposit
has been issued by the IRS.

RACs wiTHOUT IRS DEPOSITS — This Report provides a list of all federal Returns for which a refund
deposit has not been issued by the IRS.

Fee Payments
These Reports group Returns by whether the tax preparation fees have been paid.

FEE PAYMENTS BY PAYMENT DATE — This Report provides a list of Returns for which fees have been
paid by payment date. This Report also breaks down the fees paid by Return Preparation Fee,
Electronic Filing Fee, and Document Preparation Fee.

NO FEe PAYMENT BY ACK DATE — This Report provides a list of acknowledged Returns for which the
fees have not yet been paid.

FEE PAYMENTS BY RECEIPT — This Report provides a list of Returns for which fees have been paid by
Receipt number. This Report also breaks down the fees paid by Return Preparation Fee, Electronic
Filing Fee, and Document Preparation Fee.

181



NO FEe PAYMENTS BY RECEIPT — This Report provides a list of Returns for which the fees have not yet
been paid by Receipt number.

FEE PAYMENTS BY SITE AND DATE — This Report provides a list of Returns by Site for which the fees
have been paid.

RAC FEES BY SITE — This Report provides a list of Returns by Site showing the amount of Bank RAC
fees that have been charged and whether they have been paid.

OTC PAYMENTS BY PAYMENT DATE — This Report provides a list of clients who have received a
payment as an overage from the original amount of their tax return refund.

Ack Letters

This function does not print an actual Report, but instead prints Acknowledgment Letters within a
certain group, and within a certain date range.

IRS BALANCE DUE LETTERS — This function prints all Acknowledgement Letters from the IRS for
Returns you have processed that require a balance of tax paid to the IRS within a specified date
range.

IRS ACKNOWLEDGEMENT LETTERS — This function prints all Acknowledgment Letters from the IRS
within a specified date range, regardless of the contents of the letter.

STATE ACKNOWLEDGEMENT LETTERS — This function prints all State Acknowledgment Letters within a
specific date range, regardless of the contents of the letter.

CLIENT PAYMENT VOUCHERS — This function prints only the Payment Voucher for Federal
Acknowledgement letters.

Mailing Labels

There are three options for printing mailing labels:
1) Use the internal software program for formatting and printing the labels.

2) Use the EXPORT TO WORD function within the Mailing Labels function to export the data to
Microsoft Word for formatting and printing e e T

Report Critena

Sait By m_;] Enter SITE D Max Creation Date (Y'Y Y YMMDD!
labels. ! l "

Mir, Creation Diate (YYYYMMDD)

3) Use the EXPORT RECORDS function within
the Utilities function to export the data to any
type of data processing program.

Note: The third option only provides for a full
mailing list of all clients whereas this function
allows a more refined sorting of clients. To print
Mailing Labels using the third option, see page
172 under Utilities for further directions on Export

Records.
To print Mailing Labels using the first two options:
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1. From the Opening Screen, click on REPORTS in the Menu Bar and drag the arrow
down to MAILING LABELS. A new menu will open to the right. Drag the arrow down to
the particular set of mailing labels you want to print and click once. The Report Writer
window with the particular set of labels you chose will open. Under RESULTS, basic
information about the formation and printing of the mailing labels will appear.

2. To view the Labels under RESULTS, click QUICK VIEW.
3. To print the labels within the program,
a. Click PRINT. The Print window will open.

b. To choose a different printer than the default, use the dropdown list and click
on a new printer.

[ Print (=)

Select Printer

Name:

Status: Ready
Where:

Comment

Printer Settings

& Portrait " Landscape [0 Compressed Font

P | | Pint | | cancel |

c. Click PDF to view a PDF.

d. Click PRINT to print the labels. Note: This program only prints one format of
labels-They must be 1” by 4”, such as Avery #5161.

4. To print the labels in Microsoft Word,
a. Close all Microsoft Applications.
b. Click EXPORT TO WORD. Microsoft Word will open with the labels pre-formatted.

c. Edit the labels in Word however you choose. You can change the font size and
type, save the labels, and make whatever other changes you choose. You can
also Export the data from Word to another data processing program at this time
for further sorting of data.

d. Print the labels via the print function in Microsoft Word or other program.
5. Click CLOSE to close the Report Writer and return to the main screen.
Sets of Mailing Labels Available

MAILING LABELS-REJECTS — This functions creates mailing labels for those clients whose Returns are
currently rejected by the IRS.
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MAILING LABELS BY SITE — This function creates mailing labels for all of the clients who have their
Returns prepared at a particular Site.

MAILING LABELS-SELF PREPARED — This function creates mailing labels for only those clients who
prepare their own Returns, and then use your services for electronic filing.

MAILING LABELS-PAPER RETURNS — This function creates mailing labels for only those clients who do
not file their Returns electronically, but instead mail them as paper Returns.

MAILING LABELS-QUEUED RETURNS — This function creates mailing labels for Returns that are currently
queued for transmitting to Central Site.

Client Lists
These Reports group clients by certain criteria or by providing certain information about the clients.

CLIENT BIRTHDATE LIST — This Report provides a list of all of your clients and their birthdates, along
with their spouses and spouses’ birthdates.

TELEPHONE LIST BY PREPARER — This Report provides a list of your clients, their telephone numbers,
and the fees they have paid. The clients can be sorted by different criteria, including by Preparer and
Site ID.

RECEIPTS BY SITE — This Report provides a list of all Returns prepared by Site, including the Preparer
ID, the current Status of the Return, the Date the Return was transmitted, the amount of the Refund,
and the type of Bank Product they used, if any.

RETURNS WITHOUT RECEIPTS — This Report provides the same information as the RECEIPTS BY SITE
Report, however, it only shows the Returns that were prepared without a Receipt number.

CLIENT TELEPHONE LIST — This Report provides a list of your clients and their telephone numbers. The
clients can be sorted by different criteria.

CLIENT REFERRAL SUMMARY — This Report provides a list of your clients and how they were referred to
use your business.

Using the Return Lookup Screen to Create a Report
To Create and View a Custom Report:

*)
1. From the Toolbar, click on the == button. The Return Lookup screen will appear.

2. From the Return Lookup Toolbar, click on the EXTENDED button. The Search Field
Setup window will open. The upper left side of the screen has a list of AVAILABLE
DisPLAY FIELDS and the upper right side of the screen has a list of SELECTED DISPLAY
FIELDS.

3. To add a Display Field column to the report, click on the name of the field in the
Available Display Fields list to highlight it, and click the AbD button. The selected
Display Field will be removed from the list on the left and appear on the list on the Right
under SELECTED DISPLAY FIELDS.
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4. Toremove a Display Field column from the report, click on the name of the field in
the Selected Display Fields list to highlight it, and click the REMOVE button. The
selected Display Field will be removed from the list on the right and appear on the list
on the left under AVAILABLE DISPLAY FIELDS.

5. The bottom left side of the screen has a list of AVAILABLE SEARCH FIELDS. To add a
Search Field to the report, click on the name of the field in the Available Search
Fields list to highlight it, and click the ADD button. Depending on the search field
selected, a window will open asking for the criteria of that specific field.

6. Enter the appropriate criteria for the search field in the open window by entering a
number, dates, or other criteria, or by selecting from a dropdown list, and click OK. The
selected Search Field will be removed from the list on the right and appear on the list on
the left under SELECTED SEARCH FIELDS.

7. Toremove a Search Field from the report, click on the name of the field in the
Selected Search Fields list to highlight it, and click the REMOVE button. The selected
Search Field will be removed from the list on the right and appear on the list on the left
under AVAILABLE SEARCH FIELDS.

8. Click Save at the bottom. The Save Report window will open.
9. Enter the name of the newly created report and click OK in the Save Report window.

10. Click OK in the Search Field Setup window and the newly created report will appear for
viewing.

To view a previously created Custom Report:

O
1. From the Toolbar, click on the 't button. The Return Lookup screen will appear.

2. From the Return Lookup Toolbar, click on the EXTENDED button. The Search Field
Setup window will open.

3. Click on the REPORTS button at the bottom of the window. The Saved Reports window
will open.

4. Select the Custom Report from the dropdown list and click Load. The Search Field
Setup window will open.

5. If any changes to the Custom Report are needed, make changes according to the
directions above for creating a Custom Report.

6. Click Save to save the Custom Report with a new name and follow the directions
above for creating a Custom Report. Otherwise, click OK to view the report.

To work with a Report:

1. Create a new Custom Report or open an existing Custom Report as instructed
above.
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2. Click the EXPORT button in the Toolbar to export the information to an Excel

spreadsheet. The Excel spreadsheet with the Custom Report will open and normal
Excel functions are available for manipulating the data or saving the report in Excel
format.

Click the SUMMARY button in the Toolbar to create a summarized version of the
Custom Report. The Report Totals window will open with a list of the Field Descriptions
in the report, how many returns have data applicable to that field, and the total of the
field. The data will vary depending on the individual report.

To delete a Custom Report:
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From the Toolbar, click on the it button. The Return Lookup screen will appear.

From the Return Lookup Toolbar, click on the EXTENDED button. The Search Field
Setup window will open.

Click on the REPORTS button at the bottom of the window. The Saved Reports window
will open.

Select the Custom Report from the dropdown list and click Delete.

Search Field Setup o
Avaiable Display Fields Selected Display Fields
[B453 Attached

8949 Attached

Account Number

Address Add ->

Approved Loan Amount

Attached Forms

Authorization Code <, Remaove

Balance Due

Bank App Service Bureau Fee

Rank Naclng Coda
Available Search Fields Selected Search Fields
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Account Number Add ->
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Chapter 10 Help Menu

Introduction

The Help Menu provides information to assist you when you have a question about this program. Of
course, the technical support team is also at your disposal, but this Help function has been created to
answer quick questions and fix minor issues. The Help Menu is based on the information in this
Manual, along with some additional helpful information, allowing you to quickly find information while
you are working in the program without having to locate and flip through the Manual.

Current Topic
This function provides you information about the current task you are completing or about the screen
you are viewing.

To View Help on a Current Topic:

1. Click on HELP in the
Menu Bar, drag the arrow
down to CURRENT TOPIC,
and click once. A screen
with help information will
open on the window in
which you are currently
working.

7] 1080 Sofwase =

Contents | Sameh |

Federal Form Help

The following information has been provided to assist in the preparation of Federal tax retams.
Dependent Codes:

1 Dependent ved with taxpayer

2  Dependent did mot Eve with taxpayer due to divorce or separate maintenance agreement
3 Dependent is taxpiryer's parent

4 Other dependent

2. View the information.

1) Dependent bved with taxpayer - A person lves with you for the entire year as a member of your

household. You are considered to occupy the same household despite temporary absences due to

. . special circumstances sach as finess, education, business, vacation and military senvice

3. Follow the directions
below under All Topic Help
for directions on further

Help information.

= 2) Dependent cid not Bve with taxpayer dise to divorce or separate maintenance agreement - If you
are the noncustodial parent (the parent who had custody for the shorter period of time) you can clsim -

4. When you are finished, click the Close button (the small red “x” in the upper right
hand corner of the screen) to close the Help window.

All Topic Help
This function provides you information about any help topic by utilizing either an index of contents or
by conducting a search. This search function locates search words within the titles of articles.

To Use the Help Function:

1. From the Opening Screen, click on HELP in the Menu Bar, drag the arrow down to ALL
Topic HELP, and click once. The Help window will open.

2. To use All Topic Help as an index,

187



a.

d.

Under the first tab, CONTENTS, scroll to the subject you want to view.
Example: Go to Federal Help for information on Federal forms.

Click once on the subject to open the entire subject. You may have to scroll
down through several pages to find the information you need.

Or, click twice on the subject to open the entire subject, and also open a table
of contents of that subject. Subjects with a closed book icon next to them can be
opened further. Subjects with an open book icon next to them cannot be opened
further.

View the information.

3. To use All Topic Help as a search engine,

a.
b.

C.

d.

e.

Click on the second tab, SEARCH.
In the first empty white box, enter the keyword(s) you would like to search.

Click the SEARCH button. The second empty white box will fill with the search
results.

From the search results, click on the subject that interests you.

View the information.

4. When you are finished, click the Close button (the small “x” in the upper right hand
corner of the screen) to close the Help window.

Return Status Codes

This Help function gives you immediate access to the Status Summary codes used by the program
when it transmits Return information back to your transmitting computer. This information is helpful for
determining the status of Returns and what further steps need to be taken to process them completely.

To View the Return Status Code List from Help:

1. From the Opening Screen, click on HELP in the Menu Bar, drag the arrow down to
RETURN STATUS CODES, and click once. The Help window will open to the Status
Summary List.

2. View the information.

3. When you are finished, click the Close button (the small

X" in the upper right hand

corner of the screen) to close the Help window.

Resources — Tax Library
This function allows you quick access to this third party Tax Library at a discounted fee. Please visit
their website for more details by linking through this section.
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Federal Help

This Help function sends you immediately to the Federal Help section in the Contents of Help.
To Go Directly to Federal Help:

1. From the Opening Screen, click on HELP in the Menu Bar, drag the arrow down to
FEDERAL HELP, and click once. The Help Window will open to the Federal Help
section.

2. Follow the directions above for further information on using Help as an index.

State Help

This Help function sends you to the regular help screen from where you can choose a particular State.
To Use State Help:

1. From the Opening Screen, click on HELP in the Menu Bar, drag the arrow down to
STATE HELP, and click once. The Help window will open.

2. Scroll down to the State for which you need help.

3. Follow the directions above for further directions in using the Help as an index.

About

This function shows what packages are available with your software program, and those packages you
have activated. It also shows which state packages you have installed. This screen provides you with
the program and print versions you are currently using. Finally, this screen provides contact
information for your sales and technical support groups.

To use About:

1. From the Opening Screen, click on HELP in the Menu Bar, drag the arrow down to
ABOUT, and click once. The About window will open.

2. View the information.
3. Click the PRINT button to print the information.

4. Click OK to close the window when you are finished.
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Glossary

This Glossary provides a helpful list of definitions, some of which are unique to this program
and others that are IRS-defined.

Acknowledgment — A message from the IRS or the State Agency that a Return has been accepted
via electronic filing.

Adjust Gross income (AGI) — This amount is the Taxpayer’s total income reduced by certain
deductions, such as contributions made to an IRA, student loan interest payments and other available
deductions.

Adjustments to Income — This amount is the Taxpayer’s total deductions that are subtracted from
gross income to calculate Adjusted Gross Income (AGI). These include, but are not limited to,
deductions for moving expenses, alimony paid, a penalty on early withdrawal of savings, and
contributions to an individual retirement arrangement (IRA). Adjustments to income can be subtracted
from gross income even if itemized deductions are not available or claimed.

Amount Due — This is the amount the Taxpayer owes to the IRS when the total tax due for the year is
greater than the total tax payments already made for the year.

Asset — Any item of economic value owned by an individual or corporation which must be depreciated
for tax purposes.

Audits — These functions are used to configure the diagnostic validations.

Bank — This is the Bank you have chosen to process your bank products related to Tax Returns. This
is independent of a Client’s bank where a direct deposit might be made or the bank where you conduct
normal bank business.

Bank Product — A loan product purchased from the Bank enabling the Taxpayer to receive their tax
refund earlier than would be provided by the IRS.

Basis — The Basis is the amount of the taxpayer's monetary investment for tax purposes in real or
personal property used for business. The Basis is normally cost, however it could be different
depending on how and when the property was purchased, and if the property is used for both business
and personal purposes. Basis is used to determine the amount of expense available for the current
year from depreciation (regular and special) and Section 179, and to calculate a taxable gain or loss
on the sale or other disposition of the property.

Bulletins — Messages received from Central Site during communications containing important,
recently released information for all Tax Preparers.

Care Provider — A person or entity who provides care for an individual and whose income can be
expensed by the Taxpayer who makes the payments of income.

Central Site — This is the home base where all communications between the Tax Preparer and the
IRS and State Agencies take place. This is also how Remote offices communicate with their Main
office.
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Child and Dependent Care Credit — This is a nonrefundable credit available to certain taxpayers to
claim a credit for paying someone to care for their qualifying Dependents under the age of 13 or
Spouses or dependents who are unable to care for themselves.

Client — The Client is the person for whom the Preparer is preparing Tax Returns. The Client is
interchangeably referred to as the Taxpayer.

Communications — The process which occurs during Transmit/Transmission when information is sent
to Central Site from the User and information is sent back to the User from Central Site.

Dependent — This is a person, other than the Taxpayer or Spouse, who entitles the Taxpayer to claim
a dependency exemption.

Depreciation — This is a deduction taken for the business use of certain items which lose value over a
period of time longer than one year, such as office furniture.

Direct Deposit — This is an electronic transfer of a Refund into a Taxpayer’s financial institution
account directly from the IRS.

Due Diligence — This is a process, which when used in the context of the Earned Income Tax Credit
(EITC), refers to requirements that Preparers must follow when preparing returns that involve the
EITC.

DoNEE — A Donee is a non-profit organization that is authorized by the federal government to accept
tax deductible charitable contributions.

EFIN — The Electronic Filing Identification Number assigned to an ERO by the IRS used for identity
purposes when a Return is electronically filed.

EIC — The Earned Income Tax Credit or Earned Income Credit is a refundable tax credit available to
some taxpayers.

EIN — The Employer Identification Number, also known as the Federal Employer Identification Number
(FEIN) is assigned to all businesses who hire employees, pay wages, and deposit employment taxes
to the IRS on behalf of those employees.

Electronic Signature Pad — This is an electronic device with a touch sensitive LCD screen which
allows users to acquire and register a signature or any other physical signature capture device that
captures and converts a signature into an electronic format.

Employer/Payer — A person or entity who has paid wages to an employee and deposited employment
taxes to the IRS on behalf of that employee.

ERO — An Electronic Return Originator is a person or entity who has been authorized by the IRS to
electronically file Tax Returns and has been assigned an EFIN.

Exemption — This is a fixed amount a Taxpayer can claim and subtract from income for his or herself,
the spouse, and any eligible Dependents.

Export — To move data from this program to an outside program for sorting, formatting, and printing.
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Feeder Site — Also known as a Remote Computer that will transmit directly to Central Site to
communicate with the Main Office or Service Bureau.

Filing Status — The Filing Status of the Taxpayer determines the rate at which taxable income is
taxed. The five filing statuses are as follows: Single, Married Filing a Joint return, Married Filing a
Separate return, Head of Household, and Qualifying Widow(er) with dependent child.

FTIN — The Federal Tax Identification Number is synonymous with the TIN, and is generic for any type
of Identification number assigned by the IRS for reporting purposes.

Gross Income — This amount includes money, goods, services, and property a person receives that
must be reported as taxable. This also includes unemployment compensation and certain
scholarships. It does not include welfare benefits and nontaxable Social Security benefits.

Import — This function moves Returns prepared by other tax programs into this program.

Investment Income — This amount includes taxable and tax-exempt interest, dividends, capital gains
distributions, and rental income.

Main Office — The office in a Multi-Office Organization or Service Bureau that is the administrator of all
Remote Offices and has overall control of the operation.

Master User — This is the User ID of the Main Office in a Multi-Office Organization or Service Bureau.
MeF — This refers to Modernized e-File.

Multi-Tier Office — This is a Remote Office of the Main Office that can have other Remote Offices
organized under it. Under this system, three tiers are available: The Main Office, Multi-Tier Offices,
and Remote Offices which may be assigned to a Multi-Tier Office or the Main Office.

Name Control — This is the first four significant letters of a Taxpayer's last name that the IRS uses in
connection with the Taxpayer SSN to identify the Taxpayer, Spouse and Dependents.

Non-Transmitting Computer — A computer which prepares Returns, but does not communicate with
Central Site via Transmitting. Instead, the Non-Transmitting computer transfers information to the
Transmitting Computer.

Occupation — A description of what the Taxpayer does to earn income.

Paid Preparer — This is an individual who is paid to prepare Tax Returns. A Paid Preparer is not
necessarily also an ERO, but instead may work for an ERO.

Part-Year Resident — This is a person who lived in a particular state for only part of the year, and may
have to file a state income tax return for that state if he or she lived there a specific amount of time
and/or made a certain amount of income from a source in that state.

Personal Exemption — An exemption claimed for yourself and, if married filing jointly, for your spouse.

PIN — A Personal Identification Number used by a Taxpayer and/or an ERO as a replacement to a
signature in some cases. This number is not assigned by any agency, but rather is chosen by the
person using the pin.
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PTIN — A Preparer Tax ldentification Number can be used by Preparers who are not working as a
business entity, and therefore, do not have a separate FEIN, so that they do not have to share their
Social Security Number with their Clients.

Qualifying Widow(er) — This is a filing status claimed by a Taxpayer whose Spouse has died during

the tax year and entitles the Taxpayer to the tax rates and benefits of a joint return. If a widow(er) has
Dependents and does not remarry, that person may be allowed to claim Qualifying Widow(er) status

for 2 additional years.

RAC — A Refund Anticipation Check is a check issued by the Bank after funds have been received by
the IRS and requires no out of pocket fees from the Client.

Refund — This is the amount owed to a Taxpayer when the total tax payments made for the year are
greater than the total tax due for the year.

Remote Computer — See Feeder Site above.

Remote Office — An office whose registration and setup is controlled by a Main Office. The level of
access granted to a Remote Office will be controlled by the Main Office.

Rejection — A message from the IRS or the State Agency that a Return has not been accepted via
electronic filing. The Return must be corrected and retransmitted.

Retrieve — The process which occurs when a Transmitting Computer uploads Return data from a Non-
Transmitting Computer.

RTN — A Routing Transit Number is a unique number to every bank and is used to identify that bank
for direct deposit of a Tax Refund.

SBIN — The Service Bureau ldentification Number is used when a Tax Preparer has many sites and
many different EFIN’s, and is assigned by the IRS.

Site ID — This is the code for a particular Site assigned by the User so that activity at different Sites
can be delineated.

SSN — The Social Security Number is what most Taxpayers use for identification purposes.

Standard Deduction — This is an amount that reduces the taxable income subject to tax and varies
according to filing status, age, blindness, and dependency of the Taxpayer, Spouse and any
Dependents.

Submission ID — This is a globally unique 20 digit number assigned to electronically filed tax returns
with the following format: EFIN + ccyyddd + 7-digit alphanumeric sequence number.

Status Codes — These Codes indicate the status of a current Return, such as whether it has been
acknowledged, accepted, or completed.

Taxpayer — The Taxpayer is the person for whom the Preparer is preparing Tax Returns. The
Taxpayer is interchangeably referred to as the Client.
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TIN — The Taxpayer ldentification Number is a generic name for any type of Identification number that
is used to represent a Taxpayer. A TIN could be assigned by a Federal Agency or a State Agency.

Transfer(ring) — The process which occurs when Return data is sent from a Non-Transmitting
Computer to a Transmitting Computer.

Transmit(ting)/Transmission — The process which occurs when a Transmitting Computer sends
information to and receives information from Central Site.

Transmitting Computer — This is a computer capable of Transmitting to and from Central Site. A
Transmitting Computer does not necessarily have an associated Non-Transmitting Computer.

Transmitter Add-on Fee — This fee is subtracted from Tax Preparation fees and deposited into the
User’s account for purchase of next year’s program.

Updates — Data received from Central Site which makes alterations to the program during the tax
season in order to keep up with changes in the tax laws and regulations, or to make the program work
more efficiently.

User — A person who is using this program. This person could be a Paid Preparer, an ERO, a Data
Entry person, or any other person using the program. This person could have Administrator status
allowing them access to all functions or a very limited access allowing only a few specific functions.

User ID — This is the identification code assigned to an office in a Multi-Office Organization or Service
Bureau.

Verify(ing) - The internal process which occurs within the program before Transmitting to Central Site
in order to catch errors at an early stage. This process is also used for paper Returns.
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Appendix 1  IRS Information

IRS Service Center Phone Numbers
The IRS Tele-tax number is 1-800-829-4477
The IRS e-Help Desk phone number is 1-866-255-0654.
The IRS number for “Where’s My Refund” is 1-800-829-1954.
The IRS number for General Tax Help is 1-800-829-1040.
The IRS number for people with hearing impaired is 1-800-829-4059 (TDD).
The IRS Health Coverage Tax Credit Customer Contact number is 1-800-628-4282.

The IRS e-File Calendar was not released as of the printing of this Manual. Please go to
www.irs.gov for updated information.
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Appendix 2

States with E-Filing

This program supports Electronic Filing for the following States:

Alabama

Arizona

Arkansas (Personal Only)
California

Colorado (Personal Only)
Connecticut

Delaware

D.C. (Personal Only)
Georgia

Hawaii (Personal Only)
Idaho (Personal Only)
lllinois

Indiana

lowa (Personal Only)

Kansas (Personal Only)
Kentucky

Louisiana

Maine (Personal Only)
Maryland

Massachusetts

Michigan

Minnesota

Mississippi

Missouri

Montana (Personal Only)
Nebraska (Personal Only)
New Jersey (Personal Only)
New Mexico

New York

North Carolina (Personal Only)
North Dakota (Personal Only)
Ohio (Personal Only)
Oklahoma

Oregon (Personal Only)
Pennsylvania

Rhode Island

South Carolina (Personal Only)
Tennessee (Business Only)
Utah

Vermont (Personal Only)
Virginia

West Virginia (Personal Only)
Wisconsin
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Appendix 3

Status Codes

Status Codes and Descriptions

Bank RejBank Reject
Acked Acknowledged
Chk Rdy
ProformaProforma
EF Retun EF Return
Refused by CS
RedyExtn Ready
Imported

St Rej/Excp

Imp Errsimport
PapRet

State TransEF Qued
ChkPrintd

Queued Return
RejectedIRS
Suspended
Transferred
Unknown
SuspXmit.Queued
Received @ CS
Retrieved

Return At IRS

Completed

9

A
C
E

T O Z2 RN &« — T GG ™M

- »nu I O

< X 5 < c

(2)

Bank Application Rejected

IRS Acknowledgment

Check Ready to Print

Proforma Return

EF Return

Refused at Central Site

Extension Ready

Imported Return

Rejected by State

Error Imported with Errors

Paper Return

State EF Queued

Check was Printed

Queued for Transfer/Transmit
Rejected by the IRS service center
Suspend from further processing
Transferred from one computer to another
Return Status Unknown

Transmit to Central Site for Review
Received at Central Site

Retrieved from another computer

At IRS service center, waiting for IRS acknowledgment

Completed and accepted by IRS — No further Action Necessary.
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Extn Qued
IRSExten@IRS
Extn Refused

Extn Pending

Extn Rejected

Extn State Only Rej

W7 Rtn

202

Extension queued

Extension at IRS

Extension refused at Central Site
Extension Pending at Central Site
Extension Rejected by IRS

State Only Rejected by IRS

Tax Return with no SSN



Appendix 4

Supported Federal Form

for Personal Returns

Forms

1040, A& EZ

1040 ES
1040 NR
1040 SS
1040 V
1040 X
W-2
W-2G
W-2PR
W-7

W-7 COA
982

1098 C
1099B
1099 C
1099 DIV
1099 G
1099 INT
1099K
1099 MISC
1099 OID
1099 Q
1099 R
1099 RRB
1099 SSA
1116
1127
1310
2106
2106 EZ
2120
2210
2210F
2350
2439
2441
2555 and EZ
2848
3115
3468
3800
3903
4136
4137
4255
4361

4562
4684
4797
4835

Description

Individual Income Tax Return

Estimated Tax Return

Non-Resident Returns and Attached Schedules and Forms
Return for Resident of Puerto Rico

Payment Voucher

Amended US Tax Return

Wage & Tax Statement

Gambling Income Statement

Puerto Rico Withholding Statement

Application for Individual Taxpayer Identification
Certification of Accuracy of IRS ITIN

Reduction of Tax/Discharge of Debt

Contributions of Motor Vehicles, Boats and Airplanes
Proceeds from Broker and Barter Exchange Transactions
Cancellation of Debt

Dividends and Distributions

Certain Government Payments

Interest Income

Payment Card and Third Party Network Transactions
Miscellaneous Income Statement

Original Issue Discount

Payments from Qualified Education Programs
Distributions from pensions and annuities

Railroad Retirement Benefit Statement (Tier 1)
Social Security Benefits Statement

Foreign Tax Credit

App. for Extension of Time for Payment of Tax Due/Undue Hardship
Person Claiming Refund Due to Deceased Taxpayer
Employee Business Expenses

Employee Business Expenses

Multiple Support Declaration

Underpayment of Tax

Underpayment of Tax for Farmers

Application to File a Federal Extension

Notice to Shareholder of Undistributed Long-Term Capital Gains
Child & Dependent Care

Earned Foreign Income

Power of Attorney and Declaration of Representative
Application for Change in Accounting Method
Investment Credit

General Business Credit

Moving Expense

Fuel Tax Credit

Social Security Tax on Tips

Recapture of Investment Credit

Exemption from SE Tax by Ministers, Members of Religious Orders and
Christian Science Practitioners

Depreciation & Amortization

Casualties & Thefts

Sales of Business Property

Farm Rental Income & Expenses
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Forms Description

4852 Substitute for W-2

4868 Automatic Extension of Time to File

4952 Investment Interest Expense

4970 Tax on Distribution of Trusts

4972 Tax on Lump Sum Distribution

5329 Taxes on Qualified Retirement Plans

5405 First-Time Homebuyer Credit

5695 Home Energy Credit

5884 Work Opportunity Credit

6198 At-Risk Limitations

6251 Alternative Minimum Tax

6252 Installment Sale Income

6478 Credit For Alcohol Fuel

6765 Credit For Research Activities

6781 Gain/Loss Sec 1256 Contracts

8283 Non-cash Charitable Contributions

8332 Release/Revocation of Release of Claim to Exemption for Child by
Custodial Parent

8379 Injured Spouse Claim and Allocation

8396 Mortgage Interest Credit

8582 Passive Activity Loss Limitations

8582 CR Passive Activity Gain Limitations

8586 Low Income Housing Credit

8606 Nondeductible IRA Contributions

8615 Tax for Children Under 14

8801 Prior Year Minimum Tax Credit

8812 Additional Child Tax Credit

8814 Report Child’s Interest & Dividends

8815 Exclusion of Series EE Interest

8820 Orphan Drug Credit

8821 Tax Information Authorization

8822 Change of Address

8824 Like Kind Exchange

8826 Disabled Access Credit

8828 Recapture of Fed Mortgage Subsidy

8829 Business Use of Your Home

8834 Quialified Electric vehicle Credit

8835 Renewable Electricity Production Credit

8839 Qualified Adoption Expenses

8843 Statement of Exempt Individuals

8844 Empowerment Zone Employment Credit

8845 Indian Employment Credit

8846 Credit for FICA/Medicare Tax on Tips

8853 Medical Savings Accounts/LTC Contacts

8859 D.C. First Time Home Buyer Credit

8862 EIC After Disallowance

8863 Education Credits

8867 Paid Preparer’s EIC Checklist

8879 IRS e-File Signature Authorization

8880 Credit for Qualified Retirement Savings Contributions

8889 Health Savings Accounts

8891 U.S. Information Return for Beneficiaries of Certain Can. Ret. Plans

8903 Domestic Production Activities Deduction

8910 Alternative Motor Vehicle Credit

8917 Tuition and Fees Deduction *Pending

8919 Uncollected SS & Medicare Tax on Wages

8925 Report of Employer-Owned Life Insurance Contracts

8936 Qualified Plug-In Electric Drive MV Credit
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Form
8938
8941

8948
8949
8958

8959
8960
8962
8965
9465

Schedules

-1 1041
-11120S
-1 1065

P

SE

Worksheets
Bank
Application
Bus Act Q

Worksheets
Car & Truck
EF-PMT
FEC Record
Home Sale
IRS Election
IRS Notes

IRS Regulatory

Minister
NOL
Other Not
Paper File
PIN Form

Description
Statement of Foreign Financial Assets

Credit for Small Employer Health Insurance Credit

Preparer Explanation for Not Filing Electronically

Sales and other Dispositions of Capital Assets

Allocation of Tax Amounts Between Certain Individuals in Community

Property States

Sales and Other Dispositions of Capital Assets
Net Investment Income Tax for Individuals, Estates, and Trusts

Premium Tax Credit (PTC)
Health Coverage Exemptions
Installment Agreement Request

Description

Itemized Deductions

Interest & Dividends

Profit or Loss From Business
Net Profit From Business
Capital Gains & Losses
Supplemental Income

Earned Income Credit

Farm Income & Expenses
Household Employment Taxes
Farm Income Averaging
Beneficiary’s Share of Income
Shareholder’s Share of Income
Partner’'s Share of Income
Credit for the Elderly

Social Security Self-Employment Tax

Description
Bank Application for Financial Products

Business Activities Questionnaire

Description

Car and Truck Expense Worksheet
Electronic Filing Debit Payment Form
Foreign Employer Compensation Record
Home Sale Worksheet

Explanation of Election to IRS
Preparer’s Notes to IRS

Explanation of Regulatory to IRS
Statement of Clergy Income

Net Operating Loss Worksheet
Other Notes

Statement of Taxpayer’s Choice to File in Paper Format

Authentication of PIN form

Note: For a more detailed list of Accepted Forms/Schedules for Tax Year 2014 not included with your software program,
please refer to the IRS website, www./RS.gov.
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Appendix 5

Keyboard Shortcuts

Key
F1
F2
F3
F4

F5

CTRL+

Function

Help Current Topic

Work In Progress Screen

Choice List
Select for Print

Clear Override

Function

Add Form

Save Return
Client ProForma
Delete Form
Tax Estimator
Forms Attached
Go To Line #
Input Index
Link Forms
Print Return

Depreciation

Key
F6
F7
F8
F9

F10

CTRL+

Function

Bookmark Field

Calculator in Return

Print Window

Return Lookup/Sort Statement Row

Exit Program

Function

Open Statement
Query Status
Rejects/Errors
State Forms
Transmit
Reload Billing
Verify Return
Worksheet
Save and Exit
Info & Status Screen

Suspend Return
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ALT+ Menu

C Command Menu

D Database Menu

F Forms Menu from Return Only
H Help Menu

P Print Menu from Return

R Reports Menu from WIP Only
R Return Menu from Return Only
S Setup Menu

U Utility Menu

Additional Keyboard Shortcuts

[Home] Moves the cursor to the left of a line.
[End] Moves the cursor to the right of a line.
[Page Up] Scroll the form up on the screen.
[Page Down] Scroll the form down on the screen.
[Ctrl]+[End] Go to the bottom of the form.
[Ctrl]+[Home] Go to the top of the form.
[Ctrl]+[Page Down] Go to the next attached form.
[Ctrl]+[Page Up] Go to the previous form.
[Ctrl]+[Shift]+[A] Adds Form Occurrence
[Ctrl]+[Shift]+[C] Copy

[Ctri]+[Shift]+[U] Locking and Unlocking Returns
[CtrI]+[Shift]+[V] Paste
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Appendix 6  Import from QuickBooks

Introduction

This function allows the User to import financial information into a Business Tax Return from a
QuickBooks Chart of Accounts. Utilizing the Tax Line Mapping in QuickBooks ensures that the return
data flows to the appropriate lines in the Business Return.

Setup and Review Tax Line Mapping in QuickBooks

This first step is to review the Tax Line Mapping associated with each account in the QuickBooks
Chart of Accounts for the business. Refer to the Tax Line Mapping Table at the end of these directions
to determine which line in QuickBooks corresponds to the line in the Business Return.

To Assign Tax-Line Mapping from the Business:
1. Open QuickBooks.

2. From the Opening Screen in QuickBooks,

a. Click Company in the Menu Bar, drag the arrow down to Chart of Accounts, and click
once. The Chart of Accounts window will open.

Y Chart of Accounts | L.E; |-=

+Accounts Receivable 0.00]

sUndeposited Funds X
+Accumidated Depreciat... 0,00
+Furniture and Equipment 0.00
sPayrol Lisbilkies 0,00
+Member 1 Draws 0.00
sMember 1 Equity 0.00
#Member 2 Draws 0.00
+Member 2 Equity 0.00
+0pening Balance Equity 0.00
«Retasined Earnings -
| L M_‘] Activities Reports  * || Attach

b. Click the Account Name to highlight and then click the Account button. This will
open the Edit Account window for this account. Select the correct tax-line mapping

choice from the pull-down list according  m=r— —

to the table at the end of these T =

directions, and click Save and Close.

Account Name | S T [ ey
c. Move to the next line in the Chart of sl ez

Accounts and follow the same B v ok b nah il N g 14 v

procedure until every line in the Chart .

of Accounts has been completed. e M0 fore e s e 1| ot el Vi e et

Enter Opening Bgfice... Shiould [ enter an gpening balancs?

Create the Export File p
Once you have completed the Tax Line Mapping, the :
export file can be created, which will contain data that s St fore,] | Coml

has been entered into QuickBooks and has been
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associated to a corresponding line in the Business Return by the Tax Line Mapping.

To Create the Export File:

1. From the Opening Screen in QuickBooks, click Reports in the Menu Bar, scroll down to
Accountant, scroll down to the new menu that has opened to Income Tax Summary. The
Income Tax Summary Report will be produced.

2. Select the appropriate Tax Year for this Business Return from the drop down list.

i} Income Tax Summary

[o]le =)

Customize Report |
Dates | This Tax Year

te|_ [ Memorige || Print | E-mad v | Excel »|_| HideHeader | [ Refrosh |
w | From 01j01j2014 [H] To 12{31/2014 [H]

9:00 AM
10414

Accrual Basis

New Company

Income Tax Summary
As of December 31, 2014
< Dec 31,14 <«
B/S-Assels
Accts. Rec. and trade notes b 0.00 4

3. Click the Excel button which can be found just above the date bar, and the Export Report

window will open.

4. Select“A common separated
(.csv) file” which will create a
.csv file.

5. Click the Export button at the
bottom of the Income Tax
Summary Report window and
the Create Disk File window will
open.

6. Select a location for the file,
enter a name for the file and
click Save. The default location
will be the Company File in
QuickBooks. This file could be
created by the Taxpayer and
given to the Tax Preparer on an
external storage device.

| Send Report to Excel
‘What would you like to do with this report?
Create new worksheet
Update an existing worksheet M} How it works
@ A comma separated values (.csv) file
| Advanced...
E Export ; { Cancel ] [ Help J

Import Data into a Business Return
After an export data file of a business’ financial data has been created in QuickBooks, this data can be

easily imported into a Business Return.
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Import Financial Data:

1.

Create a new Business Return or open an existing Business Return according to the directions
in Chapter 5.

Click Return in the Menu Bar, drag the arrow down to Import Financial Data, and click once.
The Import Financial Data Window will open.

Import Financial Data &

Importing Financial Data will replace the data on:
Income Statement
Balance Sheet
" Do you want to continue? ul

L Yes ] No |

e pem—

Click Yes to continue with the import of new data. Any financial data already entered in the
Business Return will be replaced with the data from this imported file. Click No to cancel the
request.

Locate and select the QuickBooks export file previous created, and click OK to complete the
Import of Financial Data.

Import Financial Data ﬁ

'.0' Import Financial Data Completed Successfully

The Financial Data will now appear on both the Financial Statements sheets within the
Business Return based on the Tax Line Mapping.

Make any necessary adjustments. Please note: Adjustments may be required when the
Business Return has predefined lines on the Financial Statement for ease of entry on the Tax
Return, but a corresponding tax line mapping is unavailable. Example: The category Other
Income on the Business Return Income Statement includes a predefined line for “Income or
loss received from a pass through entity,” but no corresponding tax line mapping is available
for QuickBooks import. Therefore, income or loss received from a pass through entity would be
given the tax-line mapping of “Income: Other income” and would be entered in the table under
line 8h of the Income Statement when imported. The User would need to transfer the amount
of income or loss received from a pass through entity to line 8e and delete the related line from
the 8h table to ensure the amount flows to the appropriate line on the tax return.

Enter all equity/capital account information on the Balance Sheet.
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Tax Line Mapping Table

Business
\?V?iucrr?fhtg Line in the Business
QuickBooks Tax-Line Mapping Tax-Line Return to Which Data
. Flows
Mapping
Applies
Income: Gross receipts or sales 1120, Income Statement, Line
: P 11208, 1065 | 1a
Income: Returns and allowances 1120, Income Statement, Line
: 1120S, 1065 | 1b
Income: Interest Income 1120 gnacome Statement, Line
Income: Gross rents 1120 Lnacome Statement, Line
Income: Gross royalties 1120 Income Statement, Line 5
Income: State tax refund 1120 I8nhcome Statement, Line
Income: Other income 1120, Income Statement, Line
: 1120S, 1065 | 8h
) 1120, Income Statement, Line
COGS-Schedule A: Purchases 11208, 1065 | 9a
) 1120, Income Statement, Line
COGS-Schedule A: Cost of labor 11208, 1065 | 9b
COGS-Schedule A: Section 263A depreciation 1120 Ignccome Statement, Line
) . . 1120, Income Statement, Line
COGS-Schedule A: Add'l section 263A costs 11208, 1065 | 9¢
COGS-Schedule A: Meals and entertainment 1065 Ignccome Statement, Line
) 1120, Income Statement, Line
COGS-Schedule A: Other costs 11208, 1065 | 9¢
Deductions: Comp. of Officers -Schedule E 1120 gnoc:me Statement, Line
Deductions: Compensation of 1120S Income Statement, Line
shareholder/officers 30a
Deductions: Shareholder medical insurance 1120S I2n1come Statement, Line
Deductions: Shareholder life insurance 1120S I2n1come Statement, Line
Deductions: Shareholder disability insurance 1120S I2n1come Statement, Line
Deductions: Compensation of other officers 1120S gnoc:me Statement, Line
Deductions: Salaries and wages 1120, 1120S gnoct;)me Statement, Line
Deductions: Other salaries and wages 1065 Income Statement, Line

30b

213




Deductions:

Guaranteed payments-use of

Income Statement, Line

capital 1065 20
Deductions: Guaranteed payments-partners 1065 I2nocome Statement, Line
Deductions: Guaranteed pmts-medical 1065 Income Statement, Line
insurance premiums 37
. . , 1120, Income Statement, Line
Deductions: Repairs and Maintenance 11208, 1085 | 29
. ) 1120, Income Statement, Line
Deductions: Bad debts 11208, 1065 | 13
Deductions: Rents 1120, Income Statement, Line
' 1120S, 1065 | 28
Deductions: State taxes 1120 Isnzct;) me Statement, Line
Deductions: State franchise or inc. tax 1120S, 1065 Isnzcg)me Statement, Line
Deductions: Local property taxes 1120, Income Statement, Line
: property 11208, 1065 | 32d
Deductions: Pavroll taxes 1120, Income Statement, Line
-ray 11208, 1065 | 32d
. : 1120, Income Statement, Line
Deductions: Other miscellaneous taxes 1120S, 1065 | 32d
Deductions: Licenses 1120, Income Statement, Line
' 11208, 1065 | 24
Deductions: Interest expense 1120, Income Statement, Line
' 1120S, 1065 | 22a
Deductions: Charitable contributions 1120 I1n5come Statement, Line
. . 1120, Income Statement, Line
Deductions: Depletion 11208, 1065 | 17b
Deductions: Advertising 1120, 1120S I1n1come Statement, Line
Deductions: Retirement plans/etc. 1065 I2n7come Statement, Line
Deductions: Pension/profit-sharing/etc. 1120, 1120S I2n7come Statement, Line
. ) , 1120, Income Statement, Line
Deductions: Employee benefit programs 11208S, 1065 | 19
Deductions: Employee medical insurance 1120S, 1065 I2n1come Statement, Line
Deductions: Employee disability insurance 1120S, 1065 I2n1come Statement, Line
Deductions: Meals and entertainment (subj to 1120S Income Statement, Line
50% limit) 25a
Deductions: Meals and entertainment(subj to Income Statement, Line
o/ Lo 1120, 1065
50% limit) 25a
Deductions: Meals and entertainment (100% Income Statement, Line
X 1120S
deductible) 25¢c
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Deductions: Meals and entertainment(100%

Income Statement, Line

deductible 1120, 1065 | 550 |

Other Deductions: Accounting ”ggs 1065 [Inocome Statement, Line
Other Deductions: Advertising 1065 [In1come Statement, Line
Other Deductions: Auto and truck ”388 1065 gn5come Statement, Lfne
Other Deductions: Bank charges ”388 1065 gn7come Statement, Lfne
Other Deductions: Business gifts Hggs 1065 I3n7come Statement, Line
Other Deductions: Commissions Hggs 1065 I3n7come Statement, Line
Other Deductions: Continuing/professional 1120, Income Statement, Line
education 1120S, 1065 | 37 _

Other Deductions: Credit & collection costs Hggs 1065 gn7come Statement, Lfne
Other Deductions: Discounts given Hggs 1065 gn7come Statement, Lfne
Other Deductions: Dues and subscriptions Hggs 1065 I2n600me Statement, Line
Other Deductions: Independent contractors Hggs 1065 I3n7come Statement, Line
Other Deductions: Insurance Hggs 1065 I2n1come Statement, Line
Other Deductions: Janitorial & cleaning Hggs 1065 gn7come Statement, Line
Other Deductions: Laundry Hggs 1065 I3n7come Statement, Line
Other Deductions: Legal & professional fees Hggs 1065 I2n300me Statement, Line
Other Deductions: Office expenses ”ggs 1065 !3n1come Statement, Lfne
Other Deductions: Parking ”ggs 1065 gn7come Statement, Line
Other Deductions: Postage and Delivery 1120 I3n7come Statement, Line
Other Deductions: Postage & delivery 1120S, 1065 I3n7come Statement, Line
Other Deductions: Printing 11208, 1065 | nioome Statement, Line
Other Deductions: Printing & copying 1120 I3n7come Statement, Line
Other Deductions: Security Hggs 1065 gn7come Statement, Lfne
Other Deductions: Supplies Hggs 1065 !3n1come Statement, Line
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Other Deductions: Telephone

1120S, 1065

Income Statement, Line
34

Income Statement, Line

Other Deductions: Telephone/Internet 1120 34

. 1120, Income Statement, Line
Other Deductions: Tools 11208, 1065 | 37

. 1120, Income Statement, Line
Other Deductions: Travel 11208, 1065 | 33

ST 1120, Income Statement, Line
Other Deductions: Utilities 11208, 1065 | 34

. . 1120, Income Statement, Line
Other Deductions: Other deductions 11208, 1065 | 37
rSecnhtzldule K-Rentals (not Fm 8825): Income- 11208, 1065 Lnbcome Statement, Line
Schedule K-Rentals (not Fm 8825): Expenses- 11208, 1065 Income Statement, Line
rental 37
Schedule K-Portfolio Inc (Loss): Interest 1065 Income Statement, Line
income-Bank, CDs, etc. 3b
Schedule K-Portfolio Inc (Loss): Interest Income Statement, Line
) \ 1120S
income-CD's/etc. 3b
Schedule K-Portfolio Inc (Loss): Interest Income Statement, Line
) N 1065
income-US Treasury obligation 3cC
Schedule K-Portfolio Inc (Loss): Interest Income Statement, Line
\ 1120S
income-U.S. Treas 3c
_Schedule K-Portfolio Inc (Loss): Dividend 11208, 1065 Income Statement, Line
income 2a
Schedule K-Portfolio Inc (Loss): Royalty 11203, 1065 | Income Statement, Line 5
income
Schedule K-Portfolio Inc (Loss): Other income 1065 ;ome Statement, Line
Schedule K-Other Income (Loss): Other Income Statement, Line
\ 1120S
income 8h
Sche_dulg K-Deductions: Charitable 11208, 1065 Income Statement, Line
contributions 15
Schedule K-Deductions: Other deductions 11208, 1065 | foome Statement, Line
Schedule K-Inv. Interest: Int. exp. on 1065 Income Statement, Line
investment debts 22b
Schedule K-Inv. Interest: Int. exp.-investment Income Statement, Line

1120S

debts 22b
Schedule K-Foreign Tax: Total foreign taxes 1120S, 1065 Isnzc(?me Statement, Line
Schedule K-Other items: Sec. 59(e) expenses 11208 I3n7come Statement, Line
Schedule K-Other items: Section 59(e) 1065 Income Statement, Line
expenses 37
Schedule K-Other items: Tax-exempt interest 11208, 1065 Income Statement, Line

income

3d
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Schedule K-

Other items: Other tax-exempt

Income Statement, Line

) 1120S, 1065
income 8g
Schedule K-Other items: Nondeductible 11208, 1065 Income Statement, Line
expenses 36¢
) 1120, Balance Sheet, Line 1,
BIS-Assets: Cash 11203, 1065 | End of Year
B/S-Assets: Accts. Rec. and trade notes 1120S, 1065 Balance Sheet, Line 2a,
End of Year
B/S-Assets: Accts. Rec. and trade notes. 1120 Balance Sheet, Line 2a,
End of Year
) L 1120, Balance Sheet, Line 4,
B/S-Assets: U.S. government obligations 11208, 1065 | End of Year
) ” 1120, Balance Sheet, Line 5,
B/S-Assets: Tax-exempt securities 11208, 1065 | End of Year
) 1120, Balance Sheet, Line 12,
B/S-Assets: Other current assets 11208, 1065 | End of Year
B/S-Assets: Loans to stockholders 1120 Balance Sheet, Line 6,
End of Year
B/S-Assets: Loans to shareholders 1120S Balance Sheet, Line 6,
End of Year
) 1120, Balance Sheet, Line 7,
B/S-Assets: Mortgage/real estate loans 11208, 1065 | End of Year
] . 1120, Balance Sheet, Line 12,
B/S-Assets: Other investments 11208, 1065 | End of Year
o 1120, Balance Sheet, Line 8a,
B/S-Assets: Buildings/oth. depr. assets 11208, 1065 | End of Year
) - 1120, Balance Sheet, Line 8b,
B/S-Assets: Accumulated depreciation 11208, 1065 | End of Year
) 1120, Balance Sheet, Line 9a,
B/S-Assets: Depletable assets 11208, 1065 | End of Year
) . 1120, Balance Sheet, Line 9b,
B/S-Assets: Accumulated depletion 11208, 1065 | End of Year
) 1120, Balance Sheet, Line 10,
BIS-Assets: Land 11203, 1065 | End of Year
) . 1120, Balance Sheet, Line 113,
B/S-Assets: Intangible assets 11208, 1065 | End of Year
) o 1120, Balance Sheet, Line 11b,
B/S-Assets: Accumulated amortization 11208, 1065 | End of Year
) 1120, Balance Sheet, Line 12,
B/S-Assets: Other assets 1120S, 1065 | End of Year
. ) Balance Sheet, Line 14,
B/S-Liabs/Cap: Accounts payable 1065 End of Year
. ) Balance Sheet, Line 15,
B/S-Liabs/Cap: S-T Mortgage/note/bonds pay. 1065 End of Year
B/S-Liabs/Cap: Other current liabilities 1065 Balance Sheet, Line 19,
End of Year
B/S-Liabs/Cap: All nonrecourse loans 1065 Balance Sheet, Line 16,
End of Year
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Balance Sheet, Line 18,

B/S-Liabs/Cap: L-T Mortgage/note/bonds pay. 1065 End of Year
B/S-Liabs/Cap: Other liabilities 1065 Balance Sheet, Line 19,
End of Year
. ] Balance Sheet, Line 14,
B/S-Liabs/Eq.: Accounts payable 1120, 1120S End of Year
B/S-Liabs/Eq.: S-T Mortgage/note/bonds pay 1120, 1120s | Balance Sheet, Line 15,
" ' ’ End of Year
B/S-Liabs/Eq.: Other current liabilities 1120, 1120s | Balance Sheet, Line 19,
End of Year
. ] Balance Sheet, Line 18,
B/S-Liabs/Eq.: L-T Mortgage/note/bonds pay. 1120, 1120S End of Year
B/S-Liabs/Eq.: Other liabilities 1120, 1120 | Balance Sheet, Line 19,
End of Year
B/S-Liabs/Eq.: Loans from stockholders 1120 Balance Sheet, Line 17,
End of Year
B/S-Liabs/Eq.: Loans from shareholders 1120S Balance Sheet, Line 17,
End of Year
. ) : Balance Sheet, Line 21b,
B/S-Liabs/Eq.: Capital stock 1120S End of Year
B/S-Liabs/Eq.: Capital stock - Preferred Stk. 1120 Balance Sheet, Line 21a,
End of Year
B/S-Liabs/Eq.: Capital stock - Common Stk. 1120 Balance Sheet, Line 21b,
End of Year
. ey . Balance Sheet, Line 22,
B/S-Liabs/Eq.: Paid-in or capital surplus 1120, 1120S End of Year
. . Balance Sheet, Line 28,
B/S-Liabs/Eq.: Treasury stock 1120S End of Year
. ) Balance Sheet, Line 28,
B/S-Liabs/Eq.: Cost of Treasury stock 1120 End of Year
] . 1120, Income Statement, Line
Schedule M-1: Depreciation per books 11208, 1065 | 18
Schedule M-1: Expenses on books not on 1120, Income Statement, Line
return 1120S, 1065 | 37
) 1120, Income Statement, Line
Schedule M-1: Income on books not on return 11208, 1065 | 8h
Schedule M-1: Tax-exempt interest income 1120 I3ndcome Statement, Line
Fm 8825-20a: Income-other rental real estate 1120S, 1065 gnhcome Statement, Line
Fm 8825-A: Gross rents 11208, 1065 | g00me Statement, Line
Fm 8825-A: Advertising 11208, 1065 '3”7°°me Statement, Line
Fm 8825-A: Auto and travel 11208, 1065 | 5ioome Statement, Line
Fm 8825-A: Cleaning and maintenance 11208, 1065 | Income Statement, Line

37
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Income Statement, Line

Fm 8825-A: Commissions 11208, 1065 | o

Fm 8825-A: Insurance 11208, 1065 gn7come Statement, Line
Fm 8825-A: Legal and other prof. fees 11208, 1065 '3“7°°me Statement, Line
Fm 8825-A: Interest expense 11208, 1065 !B)n7come Statement, Line
Fm 8825-A: Repairs 11208, 1065 gn7come Statement, Line
Fm 8825-A: Taxes 11208, 1065 gn7come Statement, Line
Fm 8825-A: Utilities 11208, 1065 gn7come Statement, Line
Fm 8825-A: Wages and salaries 11208, 1065 | nioome Statement, Line
Fm 8825-A: Other misc. rental expenses 1065 gn7come Statement, Line
Fm 8825-A: Other miscellaneous expenses 11208 gn7come Statement, Line
Fm 8825-B: Gross rents 11208, 1065 | gioom® Statement, Line
Fm 8825-B: Advertising 11208, 1065 I3n7come Statement, Line
Fm 8825-B: Auto and travel 11208, 1065 | Jioome Statement, Line
Fm 8825-B: Cleaning and maintenance 1120S, 1065 I3n7come Statement, Line
Fm 8825-B: Commissions 11208, 1065 I3n7come Statement, Line
Fm 8825-B: Insurance 11208, 1065 gn7come Statement, Line
Fm 8825-B: Legal and other prof. fees 11208, 1065 | oome Statement, Line
Fm 8825-B: Interest expense 11208, 1065 !B)n7come Statement, Line
Fm 8825-B: Repairs 11208, 1065 gn7come Statement, Line
Fm 8825-B: Taxes 11208, 1065 gn7come Statement, Line
Fm 8825-B: Utilities 11208, 1065 gn7come Statement, Line
Fm 8825-B: Wages and salaries 11208, 1065 | 1ome Statement, Line
Fm 8825-B: Other misc. rental expenses 1065 gn7come Statement, Line
Fm 8825-B: Other miscellaneous expenses 11208 Income Statement, Line

37
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Fm 8825-C:

Gross rents

1120S, 1065

Income Statement, Line
8h

Fm 8825-C:

Advertising

1120S, 1065

Income Statement, Line
37

Fm 8825-C:

Auto and travel

1120S, 1065

Income Statement, Line
37

Fm 8825-C:

Cleaning and maintenance

1120S, 1065

Income Statement, Line
37

Income Statement, Line

Fm 8825-C: Commissions 1120S, 1065 37
Fm 8825-C: Insurance 11208, 1065 '3”7C°me Statement, Line
Fm 8825-C: Legal and other prof. fees 11208, 1065 | Income Statement, Line

37

Fm 8825-C:

Interest expense

1120S, 1065

Income Statement, Line
37

Income Statement, Line

Fm 8825-C: Repairs 1120S, 1065 37

Fm 8825-C: Taxes 11208, 1065 I3n7come Statement, Line
Fm 8825-C: Utilities 11208, 1065 I3n7come Statement, Line
Fm 8825-C: Wages and salaries 11208, 1065 | \ncome Statement, Line

37

Income Statement, Line

Fm 8825-C: Other misc. rental expenses 1065 37

Fm 8825-C: Other miscellaneous expenses 1120S gn7come Statement, Line
Fm 8825-D: Gross rents 11208, 1065 | gioome Statement, Line
Fm 8825-D: Advertising 11208, 1065 gn7come Statement, Line
Fm 8825-D: Auto and travel 11208, 1065 | foome Statement, Line
Fm 8825-D: Cleaning and maintenance 1120S, 1065 gn7come Statement, Line
Fm 8825-D: Commissions 11208, 1065 | ioome Statement, Line
Fm 8825-D: Insurance 11208, 1065 I3n7come Statement, Line
Fm 8825-D: Legal and other prof. fees 1120S, 1065 I3n7come Statement, Line
Fm 8825-D: Interest expense 11208, 1065 | ioome Statement, Line
Fm 8825-D: Repairs 11208, 1065 I3n7come Statement, Line
Fm 8825-D: Taxes 11208, 1065 Income Statement, Line

37
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Income Statement, Line

Fm 8825-D: Utilities 11208, 1065 | o7

Fm 8825-D: Wages and salaries 11208, 1065 | oome Statement, Line
Fm 8825-D: Other misc. rental expenses 1065 gn7come Statement, Line
Fm 8825-D: Other miscellaneous expenses 1120S gn7come Statement, Line
Dividends: Div.—-< 20% owned corps. 1120 moome Statement, Line
Dividends: Div.—-20% or > corps. 1120 mcome Statement, Line
Dividends: Div.—debt-financed stk. 1120 mcome Statement, Line
Dividends: Div.—-< 20% pref. stk. 1120 moome Statement, Line
Dividends: Div.~-20% or > pref. stk. 1120 poome Statement, Line
Dividends: Div.-—< 20% foreign. corps. 1120 moome Statement, Line
Dividends: Div.--20% or > foreign corps. 1120 I8nhcome Statement, Line
Dividends: Div.-wholly owned foreign 1120 moome Statement, Line
Dividends: Div.-domestic corps. 1120 I8nhcome Statement, Line
Dividends: Div.-affil group members 1120 moome Statement, Line
Dividends: Div.-from FSC's 1120 moome Statement, Line
Dividends: Other div.-foreign corps. 1120 I8nhcome Statement, Line
Dividends: Inc.-controlled foreign corps. 1120 I8nhcome Statement, Line
Dividends: Foreign dividend gross up 1120 I8nhcome Statement, Line
Dividends: IC-DISC and former DISC div. 1120 mcome Statement, Line
Dividends: Other dividends 1120 '8”hC°me Statement, Line
Dividends: Ded.-div. paid on pref. stk. 1120 Icome Statement, Line
Tax/Payments: Estimated Qtrly Payment #1 1120 E\IS;LT:;ZCGItTaX Payments
Tax/Payments: Estimated Qtrly Payment #2 1120 5\/85?:;22’[1-3)( Payments
Tax/Payments: Estimated Qtrly Payment #3 1120 Estimated Tax Payments

Worksheet
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Appendix 7  User’s Guide

Introduction to the User’'s Guide

This User’s Guide outlines the step-by-step tasks that must be taken to completely process a Tax
Return with this software program.

Daily Things to Do

1.) The Transmitting/Main Computer should transmit to Central Site at least twice a day, once in
the morning and once in the evening. If you are operating a system with Non-Transmitting
Computers, set up a regular schedule for transferring and retrieving data to and from the
Non-Transmitting and Transmitting Computers. If you are operating as a Multi-Office
Organization or a Service Bureau, set up a regular schedule for transmitting by the Remote
Computer(s) to the Main Computer via Central Site. See Chapter 2 under Communications
Setup in the Manual to enable automatic scheduling.

2.) Check the Work In Progress Summary (WIP) screen for New Items:

a. Checks to be printed-The Check Ready by Site Report provides a list of all Taxpayers
whose checks are ready with their phone numbers.

b. IRS Rejects-Correct Return(s) and contact Taxpayer(s) if necessary.

c. Software Updates-Apply all software updates to both Transmitting and Non-
Transmitting Computers, and contact Technical Support immediately if you have any
problems.

d. Bulletins-Read Bulletins regularly in case they apply to you or your Taxpayers.

Types of Services

The following page gives a detailed list of the bank products offered, along with the Tax Preparation
and other services for which the Taxpayer can be charged a fee. This program has been enhanced to
provide several billing options. You can make copies of this page for your office staff for quick
reference. For detailed instructions on setting up billing and entering fees into the program, please
refer to Chapter 2.
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Tax Preparation

A fee is normally charged for preparing the Tax Return for the Taxpayer. This fee is automatically
deducted from the Taxpayer’s refund, when applicable. Be sure your information is entered on page 2
of the Return, and sign and date the return if you are a Paid Preparer. If you are only assisting the
Taxpayer with entering the data into the computer and not signing the return as a Paid Preparer, the
Taxpayer cannot be charged a Tax Preparation fee.

Electronic Filing

A fee may be charged when the Taxpayer’s tax return is electronically filed with both the IRS and state
taxing agency. Some banks do not allow an electronic filing fee to be charged when a Taxpayer is
purchasing a bank product. The Taxpayer must electronically file their return to receive a bank
product. Also, electronic filing typically provides a faster refund. If the Taxpayer chooses to do a paper
return, it may be several weeks before their refund will be available.

Protection Plus

A fee will be charged when the Taxpayer chooses to purchase Protection Plus, an audit protection
product offered by an independent company made available directly through the software. See
Appendix 8 for details.

CADR+

A fee will be charged when the Taxpayer chooses to purchase CADR+, a health services product
offered by an independent company made available directly through the software. See Appendix 8 for
details.

RAC (Refund Anticipation Check)
The Taxpayer should receive their check from you in two to four weeks.

RAC Direct Deposit
The Taxpayer's refund will be sent directly to their bank account. You will NOT print a check for the
Taxpayer.

Direct Deposit of Refund
The Taxpayer should receive a direct deposit of their refund into their bank account in two to four
weeks. The customer must pay any fees due in advance of filing the return electronically.

Paper Check
The IRS will mail a check to the Taxpayer’'s home in two to four weeks. The customer must pay any
fees due in advance of filing the return electronically.
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Preparing the Personal Tax Return

This program allows the Tax Preparer to electronically store IRS documents in accordance with IRS
Rev. Proc. 97-22. Please refer to that document for more information regarding the storage of
electronic tax returns and other documents.

1.)  Fill out the Taxpayer Questionnaire and have the Taxpayer sign the form verifying everything
is true and correct. This questionnaire is available at the end of this User's Guide and as a
PDF in the Xlink15 directory for you to make copies.

2.) Check the Taxpayer’'s Photo Identification and Social Security card to verify that the
information matches the information on the Taxpayer Questionnaire.

3.) Begin the Tax Return and complete the Taxpayer Data sheet, along with the applicable Due
Diligence questions. This program assists the Tax Preparer in fulfilling his or her federal
requirements mandated in IRS Treasury Regulation § 1.66695-2. Complete any additional
Due Diligence requirements of the state in which the Tax Preparer is operating or preparing
returns.

4.) Print the Consent to Use and Privacy Notice forms and have the Taxpayer sign these forms.
If there is a Spouse, he or she also needs to sign these forms. Alternatively, use the
Signature Pad to capture the signature(s) on these forms. The electronically signed forms will
be saved in the Document Archive as a permanent record of the Tax Return.

5.) Scan the Taxpayer Questionnaire, any additional Due Diligence Documentation, Photo
Identification(s), Social Security card(s), and any other applicable identifications and
documents to create a complete electronic copy of the return if this equipment is being
utilized by your office. Otherwise, a hard copy of all of these documents should be kept as
part of the Taxpayer’s tax return records.

6.) Continue preparing the Federal Tax Return.

7.) When the federal portion of the Return file is completed, verify the Return file and make any
necessary corrections.

8.) Add State Return(s) if applicable and complete them. The State Return may be automatically
added to the return if this option was selected during Setup. See Chapter 2 of the Manual.

9.) Verify the Return file again and make any necessary corrections.

10.) Queue the Return file for Transmitting or Transferring. See the Manual for more information
on transmitting and transferring returns to and from Transmitting Computers, Non-
Transmitting Computers, Remote Computers, and Central Site.

11.) Print the Consent to Disclosure and Bank Application and have the Taxpayer sign these
forms if the Taxpayer is purchasing a Bank Product. Alternatively, use the Signature Pad to
capture the Taxpayer’s Signature on these forms. The forms will then be signed and saved in
the Document Archive as a permanent record of the Tax Return.

12.) Print the Form 8879 if the return is being electronically filed, and the ERO is using the
Practitioner PIN method and/or auto-generating the Taxpayer’s PIN and have the Taxpayer
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13.)

14.)

15.)

16.)

17.)

sign this form. Alternatively, use the Signature Pad to capture the Taxpayer’s Signature and
Tax Preparer’s signature on this form. This form will be signed and saved in the Document
Archive as a permanent record of the Tax Return. Either a hard copy or an electronic copy of
the signed Form 8879 must be kept as part of the Tax Preparer’s records.

Print all applicable forms as follows:
a. Taxpayer copy of the Federal and State Return
b. Preparer copy of the Federal and State Return (if you keep hard copies)
c. IRS copy of the return if the Federal Return is being mailed
d. State copy of the return if State Return is being mailed
e. Taxpayer copy of all applicable bank documents
f. Preparer copy of all applicable bank documents (if you keep hard copies)
g. Taxpayer copy of all other applicable product applications
h. Payment voucher, if applicable
If this is an electronically filed Return,

a. If the Federal Return includes attachments that cannot be electronically filed, but
instead must be mailed to the IRS, these attachments, along with a copy of Form 8879,
will be printed with the Taxpayer’s return along with mailing directions.

b. Do not mail the IRS any documents, including Form 8879, except under the conditions
listed above.

If this is a paper Return being mailed to the IRS and/or State,
a. Have the Taxpayer sign the appropriate Return.
b. Sign the appropriate Return if you are a Paid Preparer.
c. Mail the appropriate Return along with any other required documents.

On a regularly scheduled basis, from the Work In Progress Summary screen, click Transmit
to send the electronically filed Return(s) from a Transmitting Computer and/or Remote
Computer to Central Site and/or Main Office, or click Transfer from a Non-Transmitting
Computer to send to an external storage device for Retrieving by a Transmitting Computer.

Give the Taxpayer the following documents for his or her Records:
a. A copy of the Federal Return, and any copies of State Returns, as applicable
b. A signed Form 8879 if the Return has been filed electronically if requested
c. A signed copy of the Bank Application, as applicable

d. The Taxpayer’'s (and Spouse’s) copy(ies) of their W-2s



e.

Any other documentation the Taxpayer brought with them for preparing the Tax Return

18.) As the Preparer, keep for your Records (as a hard copy or as an electronic copy):

a.

b.

A copy of the Federal Tax Return, and any copies of State Returns, as applicable

A signed Form 8879, if applicable, which must be kept for at least 3 years from the due
date of the Federal Return or the filing date of the Return, whichever is later

The top copy of the Bank Application

The signed Taxpayer Questionnaire

Any documents related to the Due Diligence Requirements

The photocopies of all Social Security cards and Picture Identifications
Signed Consent to Use, Consent to Disclosure, and Privacy Notice forms

Copies of all W-2's used to prepare the Tax Return

Presenting the Check to the Taxpayer
1.) The Taxpayer must present their Photo Identification to pick up the check. This is the case
even if you saw the ID before, and you remember the Taxpayer. DO NOT GIVE A CHECK
TO ANYONE EXCEPT THE TAXPAYER, OR THE TAXPAYER’S SPOUSE IF THEY FILED
A JOINT RETURN.

2.) If a Bank Product has been requested, write the Check Number on the bottom of the Bank
Application and have the Taxpayer date and sign that he or she received the check.

3.) This is your last opportunity to get the Taxpayer’s Signature on every required form. Check
one more time to be sure this is completed.

Note: If a Taxpayer does not receive their entire expected Refund, he or she needs to call the
Treasury Department at 800-304-3107 if a letter has been received by the Taxpayer from the IRS
indicating the shortage is for a repayment of debt to a government agency. If the Taxpayer did not
receive a letter, the Taxpayer needs to contact the bank to determine why the entire Refund was not

paid.

Customer Relations

It is very important to explain this carefully to your Taxpayers: The IRS does not guarantee
Refunds on any date or time. Additionally, the Banks do not guarantee they will give a loan to
any or all of your Taxpayers. The following responses have been created for you to use as talking
points when and if a Taxpayer is questioning when they will receive a form of payment:
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Electronic Filing

“We are submitting your tax return to the IRS electronically. If the IRS identifies any errors, you
will not receive a refund. If the IRS accepts your return, they will pay your refund in two to four
weeks.”

RAC (Refund Anticipation Check)

“In addition to electronic filing, we are submitting a request to the bank to receive your refund
from the IRS and to allow us to print a check for your refund less fees. The check for your
refund will become available as soon as the IRS pays your refund (in two to four weeks). ”

RAC DD (RAC Direct Deposit)

“In addition to electronic filing, we are submitting a request to the bank to receive your refund
from the IRS, and to deposit your refund less fees directly into your bank account. The direct
deposit of your refund will become available as soon as the IRS pays your refund (in two to
four weeks). You will need to contact your bank to determine if the Bank made the deposit.”
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Appendix 8 Premium Services

We have integrated with our software the services of two industry leading service providers, Call A
Doctor Plus and Protection Plus.

Call A Doctor Plus

CADRPIus allows you to provide professional tax preparers with a best-in-class health care service
that is 100% integrated with our software that can generate year-round revenue, and increase profits
during the tax season.

Protection Plus

Protection Plus offers you and your clients the chance to rest easy with audit assistance. Including
benefits for both the tax professional and the taxpayer, Protection Plus offers comprehensive and
reliable aid in the event of an audit. Protection Plus is fully integrated with our software you can
seamlessly incorporate the service into your current tax preparation process.

Enrollment
The first step to be able to provide these premium services is to enroll with the companies and agree
to their terms and conditions.

Enroll for Premium Services:

1. Login to the Portal as the Master User, Main Office, or

Service Bureau.
UPPORT LOGIN

2. From the Support Home, click on SUPPORT in the

Support Home Toolbar. The Support Center screen will I me |
open. Password*
" |
3. Click MANAGE ACCOUNT to open and view the Manage Al
Account Information Screen. ) Save Password
4. Under PART IV — PROTECTION PLUS AGREEMENT, | Login |
a. Select YES from the dropdown list if you want to
enable the Protection Plus’s audit assistance
service. Forgot Password?

b. After you have read the terms and conditions,
check the box to agree to the terms and conditions of the Protection Plus User
Agreement.

5. Under PARTV — CADRPLUS AGREEMENT,

a. Select YES from the dropdown list if you want to enable the Call A Doctor Plus resource
service to your customers.

b. After you have read the terms and conditions, check the box to agree to the terms and
conditions of the Call A Doctor user Agreement.
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6. Click SAVE to save your changes and return to Office Management screen.

Additional Options for Protection Plus
The Master User or Main Office can also enable Protection Plus to be auto added to each return and
charge a fee for the processing of this premium service.

To Edit Protection Plus Preferences for an Office/ERO from the Web Portal:

1. From the Office Management Screen, click MANAGE EROS/OFFICE SETUP. The
Manage Offices screen will open. The list of all Offices/EROs will appear. An Office can
be located by search criteria or only the offices of a specific multi-tier can be listed by
selecting the multi-tier office from the drop down list.

JiL
2. Click the o button next to the ERO to setup a new EERO’s information, or click the

/

> button to edit a current ERO.
3. Under BILLING/FEE INFORMATION, enter applicable information as follows:

a. Select the BILLING SCHEDULE from the dropdown list or click the CREATE NEW
SCHEDULE Button to create a new Billing Schedule. The Billing Schedules are
created in Manage Billing as detailed above.

b. Enter the OFFICE INFORMATION such as name and address that should be
printed on each invoice.

c. Enter the PROTECTION PLUS MARKUP fee, if applicable.

d. Check the box next to AuTo ADD AUDIT PROTECTION to each return for this
ERO.

4. Click Save and Continue to save your changes.

5. Click the PuBLISH ERO button to publish the information entered for this ERO and
close this screen. Alternatively, click the RETURN TO MANAGE OFFICES button to return

PN
to that screen, and the ERO/Office can be published at a later time by using the
button next to the User ID.

To Edit Protection Plus Preferences for an Office/ERO from the Tax Program:
1. Login to your Tax Software Program as the Administrator.

2. From the Opening Screen, click on SETUP in the Menu Bar, drag the arrow down to
BILLING SETUP, and click once. The BILLING SETUP window will open.

3. Under the GENERAL tab,

a. Enter the AuDIT PROTECTION ADD-ON FEE (1040 ONLY). This fee will be
automatically entered on the Invoice and/or Bank Application when Audit
Protection is a selected option for an Individual Return. Important Note: You
must have a contract and be enrolled with Audit Protection to add these fees.
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b. Check the AuTo ADD AUDIT PROTECTION (1040 ONLY) to automatically add this
product to every individual return. Otherwise, Protection Plus will need to be
manually included by adding a form to Returns on an individual basis.

4. In the Billing Setup window, click OK to save and exit BILLING SETUP.

Utilizing the Premium Services

Protection Plus can be added to the Return by using the auto-add function described above or by
using the Add Form function that is used for adding any type of Form or Worksheet to the Return.

CADRPIus can be added to the Return by following the directions below.

Adding CADRPIus to a Return:

1. Complete the Client Data Sheet, and enter “Y” for the question “Would you like to
purchase a one year subscription to CADRPIus for you and your family for $199.95?”

2. Enter all Source Documents and any Forms which are secondary to the W-2, such

as Schedule A, B, C and D.

3. Complete Form 8879 and the Bank Application. The
Tax Return must have a refund, and the Return must
be marked as a RAC/RT to offer CADRPIus.

4. Under the Attached Forms Screen, all of the Forms
associated with the Return, including the CADRPIlus
and Protection Plus forms, will appear. If one or both
these forms do not appear, and the Taxpayer is
requesting the service(s), complete the following steps:

a. Click the #ddfem hytton from the Toolbar. The
All Forms and Schedules window will open.

b. Select the Form you would like to add by
scrolling down to the Form or by entering the
SCHEDULE/FORM NUMBER in the box at the
bottom and pressing Enter on the keyboard to
automatically add the Form or by pressing Tab
from the keyboard to highlight the Form.

i To add CADRPIlus scroll to the bottom of
the list and select FOrRM CADR PLUS.

'\ & v RET 1040 - FEDERAL RETURN

Attached Forms (Ctri+F)
GENERAL
Client Data
Information and Status
Tax Summary
Invoice - Billing & Pmts
File Options - Filing Options
CADR Plus - CADR Plus
Audit Pro - Protection Plus
Bookmarks
Document Archive
Depreciation
Event Log
Scan Barcode Forms
TextLink Plus Messaging

FEDERAL [RFND:$3.029, AGI:$26,357]
Line 7 - Income Wks
' FRM W-2 [T - UNIT A RENT]
+ SCH C [T - MAIN BUSINESS]
« SCH SE [T - JAMES SMITH]
+ FRM 4562 [MAIN BUSINESS]
+ FRM 8879 [NEALS TAX HUTT]
+ CAR & TRUCK

CADRPIlus

Protection
Plus

ii. To add Protection Plus scroll to the bottom of the list and select Form

Audit Protection.

5. Once all of the Forms are attached, review the Invoice with the Taxpayer and explain

the charges.

6. Verify and Transmit the Return.
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For Taxpayers who want to purchase the Premium Service Call A Doctor but don’t want to use their
tax refund or have a balance due, you can still offer the service by having them purchase the
CADRPIus service from your personal Call A Doctor Website. For more information contact your

Sales Representative.

For Taxpayers who want to purchase the Premium Service Protection Plus but don’t want to use their
tax refund or have a balance due, collect the applicable fees and remit the payment to Protection Plus.
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Adding Forms to the Return, 102, 132 Checks, Registers, and Activation, 155
Administrative Tools, 151 Cities/Zip Codes Database Setup, 57
Administrator Account Setup, 46 Clear Override, 148

Appointments Button, 138 Client Data Screen, 93, 126
Attached Forms Screen, 92, 124 Client Letters Setup, 42
Authorization/Audits Tab, 29 Client List Reports, 184
Authorizations Setup, 29 Close Button, 139

Back Button, 138 Color Setup, 49

Backup All Data, 168 Command Menu, 147

Backup Defaults, 29 Communications Setup, 67

Backup Returns, 167, 169 Continuing an Existing Return, 93, 125
Bank RTN's Database Setup, 61, 62 Creating a New Tax Return, 92
Basic Installation/Single Workstation, 14, 229 Help, 187

Batch Printing Options, 35 Supported Forms, 203

Billing Setup, 39 Current Topic Help, 187

Bonus Depreciation, 106 Database Setup, 52

Bookmark Field, 148 Default Electronic Filing Fee, 40
Bookmarks, 94 Defaults Tab, 27

Bulletins, 164 Delete Form, 137, 144

Calculator, 148 Delete Return in Return Menu, 141
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Delete State in Return Menu, 142 Keyboard Shortcuts, 207

Depreciation Breakdown, 107 Link Forms in Form Menu, 145
Depreciation in Return Menu, 145 Login Accounts Setup, 45

EFIN Default Setup, 24 Login Preferences, 47

Electronic Filing Tab, 24 Mailing Labels, 182

Electronically Filing the Return, 91, 117, 135 Menu Bar, 21

Employers/Payers Database Setup, 58 Networked, Multiple Workstations, 14
ERO Setup, 55 Next Button, 138
Exceptions/Rejections, 160 Non-Networked, Multiple Workstations, 14
Exit, 148 Non-Transmitting Computer, 23, 154
Export Records, 172 Notes Button, 138

Federal Acknowledgement Letter Printing, 160 Occupation Database Setup, 63
Federal Help, 189 Office Setup, 22

Federal Rejects, 161 Open Form Screen, 92, 124

Fee Payments Reports, 181 Open Statement in Form Menu, 144
Filing an Extension, 102, 131 Open Worksheet in Form Menu, 144
Filing Status, 97 Opening a Report, 179

Form 8453 Setup, 25 Other Items, 163

Form Billing Setup, 40 Overflow Details in Return Menu, 142
Forms Attached in Form Menu, 144 Overrides Tab, 25

Forms Supported, 203 Paid Preparers Database Setup, 52
Glossary, 191 Payment Voucher Printing, 36

Goto Line # in Form Menu, 145 PDF Printing Setup, 35

Hourly Rate Default Setup, 40 Preparer Notes in Return Menu, 142
Info/Status in Return Menu, 140 Preparing the Return, 91

Installation, 14 Print Blank Forms, 175

IRS Acknowledgment Reports, 181 Print Menu, 146

IRS Information, 197 Print Options Tab, 35

IRS Service Center Phone Numbers, 197 Print Return in Return Menu, 140
IRS Tele-Tax Phone Numbers, 25 Printer Settings Tab, 32
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Printer Setup, 31 Setup, 21

Printing Checks in Print Queue, 157 Site ID Default, 26

Printing Queue, 155 Site Identifiers Database Setup, 64
Printing the Return and other Forms, 118, 135 Software Updates, 163, 173

Prior Year Path Setup, 28 Sort Statement, 148

Proformas, 160 State Acknowledgement Letter Printing, 160
Queue Returns, 118 State Forms in Return Menu, 145
Quick Report List, 176 State Help, 189

Quick Reports, 169 States with E-Filing, 199, 233

Quick Status Button, 139 Status Codes, 201

Receipt Numbers, 23 Status Reports, 179

Refresh Attached Forms list, 138 Status Summary List, 151

Refused Returns, 162 Suspend Return in Return Menu, 140
Registration Tab, 22 System Requirements, 13
Rejects/Errors in Return Menu, 140 System Utilities, 176

Remove an Asset, 107 Tax Estimator, 140

Reports Menu, 179 TAX ESTIMATOR PRINTING, 32
Restore Backup Return, 176 Tax Return Audits Setup, 29
Retrieval Path Setup, 28 Tax Return Information Bar, 92, 124
Retrieve Returns, 171 Tax Return Menu Bar, 92, 124
Return Batch Printing, 159 Tax Return Toolbar, 92, 124

Return Printing Tab, 33, 38 Text Message Tab, 31

Return Status Code list in Help, 188 TextLink Setup, 31

Review Bookmarks in Return Menu, 142 TextLink Text Message, 120, 121
Sale of Asset, 107 Today's Appointments, 165

Save Return, 137 Toolbar, 21

Save Return in Return Menu, 139 Transfer, 154

SBIN Default Setup, 24 Transfer Path Setup, 28

Search Criteria, 148 Transfer Return in Return Menu, 141
Select a Return, 151 Transfer Returns, 171
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Transfer Returns/Mail, 154 Verification Settings, 23

Transfer Software Updates, 173 Verify Button, 138

Transmit Queue, 152 Verify Retrieved Returns, 162, 163
Transmit to Central Site, 153 Verify Return in Return Menu, 140
Transmitting Computer, 23 Verifying the Return, 114, 116, 135
Transmitting the Return, 117, 135 Viewing a Report, 179

User Status Codes Database Setup, 65 Work in Progress Summary, 70, 151

Utility Menu, 171 Year to Year Transfer in Return Menu, 141

236



