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Welcome to TaxSlayer Pro! 

 
TaxSlayer’s innovative tax preparation software, TaxSlayer Pro Web, has been designed to provide a 

comprehensive and user-friendly experience.  As a cloud-based product, TaxSlayer Pro Web removes 

many of the hassles encountered by conventional tax software. Tax preparers no longer need to   

download program  updates or manage a complicated computer network. These tasks have been    

simplified in the online program, reducing the burden on preparers. This logic aligns with TaxSlayer’s 

Mission Statement:  

“Radically transforming the way people use technology, allowing them to spend less time on the things 

they have to do and more on what they want to do.” 

 

Support Resources 

 

TaxSlayer Pro Web users have access to many resources to help with both office setup and return 

preparation. In addition to this manual, users have access to: 

Step-by-Step Guides – Whether the user is a new tax preparer or a seasoned professional, the Pro 

Web’s built-in guides will help the user navigate return preparation. Pro Web has two entry methods 

available: Enter Myself or Guide Me. The first method allows for direct entry of data. The latter option 

asks an array of questions to help determine where taxpayer information is entered in the program. 

Guide Me is recommended for novice preparers. 

Phone Support – Can be reached at (706) 868-0985. Phone support is available 8 a.m. - 5 p.m. (EST), 

Monday through Friday. Extended hours for tax season begin in December. 

Email Support – Can be reached at prosupport@taxslayer.com.  

Fax Support – Can be reached at (706) 868-0263.  

 

Recommended Minimum System Requirements 

 

TaxSlayer Pro Web is compatible with most operating systems. Unlike conventional software, users can 

access the program whenever and wherever they desire. For best results, the device being used must 

have the following; 

• Adobe Reader (version 10 or above) 

• TWAIN/WIA Compatible printer (laser for check printing) 

• High-speed internet connection 

• Compatible internet browser: 

Internet Explorer 9 or later  

 Mozilla Firefox 36.0 or later  

 Google Chrome 40.0 or later 

mailto:prosupport@taxslayer.com
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DIY Troubleshooting 

 

In the event of a technical problem, there are several Do-It-Yourself fixes to minimize the 

impact of a localized issue. Prior to contacting our support staff, please walkthrough these 

troubleshooting steps. This may resolve the issue and save time for both the user and the 

taxpayer. 

• Log out of TaxSlayer Pro Web and close all browser sessions. Re -open the    

internet browser and log back into the software.  

• Switch to another internet browser. Open the new internet browser and log into 

the software. 

• Reboot the device being used. Re-open the internet browser and log back into 

the software. 

• Clear your internet cache (temporary internet files) under your internet browser 

settings. 

• Enable Java Script and allow pop-ups within your internet browser settings.  

• Disable any internet add-ons that raise security settings and add 

online.taxslayerpro.com to your browser’s trusted sites.  

• Check all physical connections to your computer – including the printer, network 

connections, and internet cables.  

• If your internet connection is down, you will not be able to access the tax      

program. Check your internet connection by going to any website other than 

your home page and the TaxSlayer Pro website. Contact your internet service 

provider for assistance in re-establishing your connection. 

 

 

Note from our Support Team:  

 

With the Tax Law still undergoing changes, we will update this user manual to reflect the most  

current tax laws as that information is released to us. The updated manual will be published to the 

TaxSlayer Pro Knowledgebase. If you have questions about the most up-to-date tax laws, please 

call our Customer Support team and we can assist.  
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FAQ – Frequently Asked Questions 

 

How do I retrieve my username? 

Click on Forgot Username on the login page and follow the instructions. Use the following step as well 

if you have forgotten your password. 

 

How do I retrieve my password?  

Click on Forgot Password on the login page and follow the instructions. 

 

How do I get updates?  

You do not have to manually download and install updates with the Pro Web Tax Program.  Updates 

are released periodically and automatically integrate with the software. 

 

Do my computers need to be networked to use the tax program?  

No, TaxSlayer Pro Web is web based and runs completely over the internet. An internet connection is 

required on each computer that will be running the program; however, there is no requirement to       

network your office computers. 

 

How do I delete a return?   

There is not a way to delete a tax return in Pro Web, however you can Deactivate the return. To do this, 

select Client Search from the Main Menu, followed by Deactivate in the Tools drop-down box to the 

right of the  desired return.  Once a return has been deactivated, it can be reactivated by clicking on 

Start New 20XX Return and re-keying the social security number into the program. Doing this will 

prompt the question: “Would you like to start a new return or reactivate the existing return?” (Pay-Per 

Return: each deactivated return still counts toward your initially purchased 15 returns.  Please ensure 

you are required to delete prior to deactivating the return). 

 

How do I amend a federal return?  

Open the return requiring an amendment and select 20XX Amended Return from the navigation menu. 

Follow the prompts on screen to complete the client’s amended tax return. 

 

How do I amend a state return?  

See How do I amend a federal return? above. Within the Amended Tax Return (Form 1040X) menu 

select the Begin button to the right of Create Amended State Return.  Select Edit on the state return 

screen.  Then click Begin to the right of Amended Return.  For the state amended return to be created 

you are required to answer YES to the question, “To create Form xxxx-X, state amended tax return,  

select YES and complete the additional section below.” Follow the instructions listed on the screen.  

Once complete, the amended state return will be attached after the federal amended return in the return 

PDF. 
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How do I create and e-file an extension?  

To create an extension for a client, select Federal Section on the navigation menu, followed by  

Miscellaneous Forms. On the Miscellaneous Forms menu select Begin to the right of Application for 

Extension (Form 4868).  Fill in all required information and select Continue.  Next, select the E-File  

option on the navigation menu. There will be a message indicating that an Application for Extension 

was found. You will be given the option to Make Changes or to File Extension. After transmitting the 

extension, you should receive an acknowledgement from the IRS within 24-48 hours. 

 

How do I password protect a return?  

Within the Client Search menu select Privacy Settings on the Tools drop-down menu. On the  

following page, select Yes on the drop-down box indicating that you want to mark the return as a  

private. Enter the password you would like to use. To ensure accuracy you will be required to enter the 

password again. 

 

How do I delete a state return?  

Select State Return from the navigation menu, followed by Delete next to the state return you wish to 

remove. Select Delete again to confirm the action. 

NOTE: Federal Return Type must be selected even though you are filing state only. 

 

How do I view a return?  

From inside a tax return select Summary/Print from the navigation menu. Select the blue View/Print 

Return button, followed by Print your 20XX Tax Return on the following screen. A PDF copy of your 

client’s return will open in a separate window.  If you have any difficulty viewing the return, use the  

Alternate Method option.  

 

How do I file a state only return?  

To file a state only return, select E-File on the navigation menu.  Place a checkmark in the box next to 

Send State Only. A popup window will appear warning you that the federal return will not be sent; close 

the warning and click Next to access the state tab. Select the state return type. Follow the on-screen 

instructions to complete the e-file process. 

 

How do I mark a return as complete?  

Select the E-File option on the navigation menu located on the left side of the screen.  Complete the 

initial filing page, then click Save.  On the following (Submission) page place a check mark in the box 

next to the statement Mark Complete. At this point you can choose Save and Exit Return or Save 

and Transmit Return to IRS. 

 

Can I unmark a return as complete after it has been marked?  

Yes. To unmark a return as complete navigate back to the Submission page of the return. The Is  

Complete answer will show in blue with a question mark next to it. Click the Yes or No to toggle the  

answer. If the answer does not appear in blue, go into Preparer Security and make sure the user has 

the ability to change return status back to In Progress. 
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How do I mark a return as paid?  

Select the E-File option on the navigation menu located on the left side of the screen.  Complete the 

initial filing page, then click Save.  On the following (Submission) page place a check mark in the box 

next to the statement Mark Paid. At this point you can choose Save and Exit Return or Save and 

Transmit Return to IRS. 

 

How do I print checks for clients?  

Checks will be printed from the website for the selected bank product.  To access a bank’s printing 

module, select Print Checks from the software main menu; the user will be directed to the bank’s 

check-printing website.  

 

How do I email a tax return?  

To e-mail a copy of a client’s tax return, select Email Return from the Tools drop-down box on the  

Client Search menu. The program will attach an encrypted copy of the client’s return to the message. 

Enter the taxpayer/spouse’s email address under Send To; the email address entered under preparer 

configuration will prepopulate the From field. The Message Body provides instructions to the recipient 

on how to access the encrypted data. Click Send Email when ready. 

 

How do I pull in Taxes to Go Clients from my branded app?  

App returns from your branded Taxes to Go Mobile App will generate in a queue on the Welcome Page 

of Pro Web. The queue  will show next to Rejected Returns only when there are branded app returns to 

pull into the program.  

 

How do I pull in Taxes to Go Clients from the generic app?  

App returns from the generic Taxes to Go Mobile App can be pulled into your program by selecting  

Import App User on the Welcome Page. From there, you will need to enter the email address and   

import code that has been provided by the taxpayer.  

 

How do I use the Customer Portal? 

The Customer Portal can be accessed at the end of the return on the Submission Page. The button for 

Customer Portal will show right next to the Email Return option. Once you select the Customer Portal 

option, you will be prompted to send your taxpayer a link via email or text. Using this link, they can  

create their Customer Portal account. Once the account has been successfully created, they will be 

able to sign their tax return from the Portal, and you will see the signatures in your program.  

 

Where can I complete business returns?  

TaxSlayer Pro Web does not have the ability to complete business returns. If you are a Pro Web user 

and need to complete business returns in the coming tax year, please call your Sale’s Representative at 

888-420-1040. 
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Chapter 1: Login and Passwords 

 

Learning Objectives 

 
Navigate to TaxSlayer Pro Web 

 
List the password requirements 

 
 Retrieve/ reset lost account credentials 
 

Authenticate a device using a security code 
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Logging in 

When you are ready to begin working in TaxSlayer Pro Web, follow these steps: 

- Open your Internet browser and navigate to https://online.taxslayerpro.com 

- Enter your username and password. This may have been previously created by the ERO or 

office manager. Passwords are case-sensitive. 

- Click Login. 

 

What if I forgot my Username? 

- To retrieve your username, click Forgot Username on the Login Page. TaxSlayer Pro Web displays 

the Forgot Username page. 

 

 

 

 

 

 

 

 

 

- Type the email address your office administrator used to setup your account. Click Send Email. 

- A message will confirm the e-mail has been transmitted. You will receive an email from  

TaxStatusNow.com, listing your username. 

 

What if I forgot my Password? 

- To reset your password, click Forgot Password on the Login Page. TaxSlayer Pro Web displays the 

Forgot Password page. 

 

 

 

 

 

 

 

- Enter your username and click Submit. 
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-TaxSlayer Pro Web displays the Account Verification page. 

 

 

 

 

 

 

 

 

 

 

 

- To reset your password, a verification code is necessary. 

- You can choose to receive the code through e-mail or text message. This information is entered in the 

Configuration Menu under Preparer Setup. 

NOTE: Verification codes are valid for 24 hours. If you send an additional verification code, the previous 

code will be void. If you exit the Account Verification page after sending a code, the code will be void. 

Do not exit the page to retrieve the code. Instead, open a new tab or window to access your email. 

 

 

 

 

 

 

 

 

 

 

 

- If you correctly entered the security code you are given the option to create a new password. 

- Type the password again for verification, then click Submit. You will be re-directed to the software  

login screen. Enter your new credentials and click Login to access your account. 
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Multi Factor Authentication 

Multi Factor Authentication (MFA) was implemented for all TaxSlayer cloud based applications          

beginning September 7, 2017. MFA is a security system that uses multiple forms of identification to  

control program access. Accessing online TaxSlayer accounts will require two forms of authentication, 

and must be completed for all devices and Internet browsers. One factor of authentication is the user’s 

password; the other, a six-digit code sent to the user’s cell phone or e-mail address when the user    

attempts to login. If entered correctly, the code will be verified and the user will be granted access to the 

software. 

 

The authentication process must be repeated periodically; time intervals are setup under Configuration. 

The MFA verification process must be completed per device and per Internet browser. 

 

Authenticating on a New Computer 

- When logging on from a device or browser not previously used, TaxSlayer Pro Web displays the 

Account Verification page: 

 

 

 

 

 

 

 

- TaxSlayer verifies your identity to ensure all program access is legitimate. To verify your account, 

use the following steps: 

 - Select preferred delivery option. You can receive your code through email or text. 

 - Click Send Code. 

 - Check your email or text messages to find the code. 

 - Type the code in the “Verification Code” box and click Verify. 

 - TaxSlayer Pro Web verifies the code and displays the Welcome page. 

 

NOTE: If you have not used a device for an extended amount of time, you will be required to                

re-authenticate the device. 
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Chapter 2: Office Configuration 

 

Learning Objectives 

 
Setup your Office / EROs 

 
Add preparers and assign security templates 

 
Add custom questions, preparer fees, and custom discounts / fees  

 
Configure printing 

 
Manage returns 

 
Setup return tags 
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Office Setup 

Before preparing returns in TaxSlayer Pro Web, you must configure the settings for your office. This 

includes entering ERO information, adding tax preparers, and assigning security templates to staff.   

Information entered in configuration will automatically carry to tax returns, saving time with return    

preparation. 

 

The first step is entering Office information. To do so, follow these instructions. 

 

- Log in to TaxSlayer Pro Web and select Configuration on the welcome page. 

 

 

 

 

 

 

 

 

 

 

- TaxSlayer Pro Web displays the Configuration Menu page. Select Office Setup. 

 

 

 

 

 

 

 

 

- Enter Office Name and ensure the Active checkbox is marked. 
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- After reviewing the checkboxes, contact information for your office will need to be entered. 

 

- Click the first green box to add a new address. Select the type of address (physical, mailing, or      

shipping) from the address type drop-down list. Complete the rest of the address information. 

 

 

 

 

 

 

 

 

 

 

 

- Repeat the same process to add your office phone number(s). Select the type of phone (home,     

business, or fax) from the phone type drop-down list. 

- Once you have completed these steps, click Continue to exit the Office Setup menu. 

- In the next section, we will enter ERO information. 
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ERO Setup 

After Office Setup, you must enter ERO information. To do so, follow these steps: 

- Select ERO Setup on the Configuration page. TaxSlayer Pro Web displays the ERO(s) Menu: 

 

 

 

 

 

 

 

- Click Edit to make modifications to the pre-populated information, or Add if no information is present. 

- TaxSlayer Pro Web displays the ERO Setup page: 

 

 

Type the ERO’s name and 

EFIN in the appropriate boxes.  

Select the Default and Active 

checkboxes. 

To pull the Address and Phone 

Number from Office Setup, 

check this box. 



Page | 19 

 

If you do not want to use the same address from Office Setup, you will need to add the new ERO 

Contact information.  

 

- Click the first green box to add a new address. Select the type of address (physical, mailing, or 

shipping) from the address type drop-down list. Complete the rest of the address information. 

 

 

 

 

 

 

 

 

 

 

 

- Repeat the same process to add your ERO phone number(s). Select the type of phone (home, 

business, or fax) from the phone type drop-down list. 

- Once complete, click Continue to exit ERO Setup. 

- In the next section, we will enter Preparer information. 

 

NOTE: If you do not enter an address and phone number for the ERO, you will not be able to start 

new tax returns.  
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Preparer Setup 

The next section within Configuration is Preparer Setup. After completing this topic, you will be able 

add preparers, assign security templates, control return access, and list password requirements. 

 

Adding Preparers 

- To add preparers, open the Configuration menu and click Preparer Setup. TaxSlayer Pro Web        

displays the Preparer(s) Menu page: 

- The list of preparers can be searched by name, as well as sorted by status. Inactive preparers   

cannot log into TaxSlayer Pro Web. 

- Click + Add to create a new preparer profile, or Edit if preparer information was pre-populated. At 

minimum, the current logged-in profile will be present. 

- TaxSlayer Pro Web displays the Preparer(s) Setup Menu page. On the following page, we will    

discuss this menu in detail. 

 

 

NOTE: The Flip Active Status option will turn every Active Preparer to an Inactive Preparer. This will 

include your preparer login as well.   
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Enter the preparer’s social security 

number and name. The preparer’s 

PTIN and Name will carry to the  

bottom of the 1040. 

Enter the practitioner PIN. This will 

populate on Form 8879. 

Enter the preparer’s PTIN. SIDN is 

only used for volunteer sites through 

VITA/TCE  
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Check any boxes that apply: 

Limits the preparer to only view   

returns they have created. 

Requires the preparer to use the 

Guide feature to complete returns. 

Allows the filing of New York or   

Oregon state returns. Special PIN 

may be required. 

If the preparer is a Preparer Agent 

with the IRS and can approve W-7 

forms, enter that info here. 
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Before you complete the Preparer Setup, you will need to create the preparer’s login.  

 

- The email address and phone number will be used for MFA (multi-factor authentication). You will 

need to ensure the information is accurate so the preparer will be able to login.  

- You will create a unique username and password for each preparer. For password requirements, 

please see page 12. 

- A Security Template can be assigned to the preparer at the bottom of the setup page. Security 

templates are covered on pages 26-27. 
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Fees Setup 

To set up preparation fees, select Fees Setup on the Configuration page. 

- TaxSlayer Pro Web displays the Fee Setup page: 

 

 

 

 

 

 

 

 

 

 

 

 

- The forms list can be organized by either Federal or State. Or, search the list by form number. 

 

- Enter the fees that you will charge for preparing tax returns. You can choose to charge clients per 

form or to charge a flat preparer fee. 

 

- The program will calculate the total preparation fee based on the amount that is entered for each 

form. 

 

- To enter a fee, select a Form and enter the amount that you will be charging, or select + Set 

Range. Select a starting line number and ending line number and a dollar amount to assign a fee to 

multiple fields at one time. 

 

- You can print your fee schedule by selecting the Print Fees button. TaxSlayer Pro Web will       

generate a PDF of all fees. 

 

- If you charge a flat rate to prepare a tax return, enter the amount you want to charge on the line for 

Form 1040. For example, if you charge $100 to prepare a tax return, enter $100 on the line for Form 

1040 and leave all other forms at $0.00. 

 

For Company Level Pro Web Users:  

- Fees can be set up at the Company level and pushed down to the preparer (office) level. Only one 

fee schedule can be active in each office, so individual offices will be forced to use the pushed fees. 

 

- Company configuration must include at least one preparer (with the Unlimited security template) for 

each office to access the remaining configuration options. 
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Custom Fees and Discounts 

TaxSlayer Pro Web provides users the ability to add custom fees and discounts to office              

configuration. This feature allows office managers to adjust their preparation cost prior to printing a 

client’s invoice. A custom fee/deduction can be set for all clients or on a case-by-case basis. 

 

To configure this option, select Custom Fees and Discounts within the software’s Configuration 

Menu. TaxSlayer Pro Web displays the Custom Fees and Discounts page: 

Select either Add Custom Fee or Add Custom Discount. On the following page, a description and 

amount must be entered. The office manager can select from three options pertaining to each     

custom fee/discount: 

• Charge by Default: When this box is marked, the custom fee/discount will be charged for every 

tax return. 

• Allow to be Removed: When this box is marked, the preparer will have the option to remove the 

fee/discount on each return. 

• Can Edit Fee on Return: When this box is marked, the fee can be changed in the tax return. If 

this box is not marked, the preparer will not be able to edit the fee/discount from within a tax   

return. 
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Security Templates 

You can create an unlimited number of custom security templates. To create a custom template,  

select Security Templates from the Configuration Menu page. 

-TaxSlayer Pro Web displays the Security Templates page: 

 

 

 

 

 

 

 

- Click + Add to create a new template. TaxSlayer Pro Web displays the Add Security Template 

page: 

 

 

 

 

 

 

 

 

 

- Enter a name for your custom template in the Template Name box. 

- Review each permission. By default, all boxes are checked. To remove a permission, simply      

remove the checkmark. 

- Click Continue to save the custom template. 
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- TaxSlayer Pro Web displays the Security Templates page, with the custom security template     

present: 

- If you need additional custom templates, click + Add. 

- When you have finished, click Back to return to the Configuration Menu. 

- To assign the Security Templates, see below. 

 

Assigning Security Templates 

You can assign security templates while setting up preparers. However, if you already set up a 

preparer and need to add a security template after the fact, you can do so from the Security    

Templates page. 

- On the security templates menu, select Assign for whichever template you wish to assign to    

preparer. 

- TaxSlayer Pro Web displays the Assign Security Template page: 

 

 

 

 

 

 

 

 

 

 

 

- Select the checkbox for any preparer you want to assign this security template. 

- Click Continue. A confirmation page will let you know the assignment was successful. 
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Question Templates 

TaxSlayer Pro Web allows you to set up custom questions that preparers can use to capture data 

during the return preparation process. 

NOTE: While more questions and/or answers can always be added, we recommend that you finalize 

your questions before tax season begins to ensure the accuracy of your reports. 

 

Adding Custom Questions 

Within the Configuration Menu select Question Templates. TaxSlayer Pro Web displays the Edit 

Questions page, listing any custom questions your office has been assigned: 

 

 

 

 

 

 

 

 

 

 

- To add more questions, click +Add. TaxSlayer Pro Web displays the Add Question page: 

 

 

 

 

 

 

 

- Type your question, up to 1000 characters, in the first box. If you want to require preparers to     

answer the question, mark the checkbox Is Required. 

NOTE: If required, a preparer cannot mark a return for E-File unless an answer is provided. 

- Next, add answers to your custom question. Click +Add in the Available Answers section. Type the 

first answer choice, up to 1000 characters in length. 
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- Continue to click +Add to add additional options. You can add an unlimited amount of answer 

choices. 

- When you finish adding the question and answer choices, click Save. TaxSlayer Pro Web       

displays the Edit Questions page, listing the new question: 

 

 

 

 

 

 

 

 

 

 

- To add more questions, click +Add and follow the same instructions used above. 

 

The questions will appear at the end of the return under the Questions tab:  
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Print Sets 

Since TaxSlayer Pro Web is a cloud-based software, there is no specified printer menu. Allocating 

all print jobs to a certain printer(s) is not practical; the software can be accessed from any supported 

device, which may or may not have access to a printer. Printer settings will need to be set up on the 

device itself, whether it be a personal computer, laptop, tablet or other mobile device. TaxSlayer Pro 

Web will print to your system’s default printer (or whichever you choose from the print dialog box), 

which can be set in your device’s system settings. 

In the following sections, you will learn about two types of print sets -- predefined and custom. Print 

sets will enable your office to improve efficiency by reducing unnecessary printing resources. Only 

forms/schedules present in the defined set will print; any forms that are present in the return, but not 

listed in the defined set, will not print. 

 

Predefined Print Sets 

TaxSlayer Pro Web contains several print sets that will be presented to the preparer during the   

submission process. These options are only available on the Submission page (second page of  

E-File). Currently, you cannot access predefined print sets from the client list nor the Summary/Print 

page. 

 

The following print sets will be available for printing the return, but cannot be modified: 

• One Copy – Federal and State 

• Two Copies – Federal and State 

• Three Copies – Federal and State 

• One Copy – Federal Only 

• One Copy – 1040 Only 

• One Copy – State Only 

• One Copy – Form 8879 Only 

• Signature Documents *** 

• Print Invoice 

 

Custom Print Sets 

In addition to providing predefined print sets, TaxSlayer Pro Web allows users to create their own 

custom print sets. This feature allows an office manager to pick which forms they would like to print, 

allowing them to exclude any unnecessary forms/schedules. The print set is given a custom name 

and can be selected in two spots in the software: the office client list and within return preparation on 

the E-File submission page. To configure this option, select Print Sets within the software’s          

Configuration Menu. TaxSlayer Pro Web displays the Print Sets configuration page (next page): 
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- Type a name for your print set in the Print Set Name box. This will be how you identify the custom 

print set. 

- Select the number of copies of each form you want in your print set. Each form that is available in 

the program is listed, along with a sequential number and a Federal/State identification tag. You can 

type a form name or number in the Search forms box, or filter the list by federal, state, or territory. 

- If you would like to edit copies for multiple forms at once, click Set Range. TaxSlayer Pro Web   

displays the Set Print Count by Range window. 

- Verify the Beginning Range and Ending Range boxes. These numbers correspond to the number 

of the form as displayed in the first column of the Print Set Setup page. If you want to change the 

number of copies of all forms for this print set, leave the range at its default setting. 

- When you finish making changes to the print set, click Save. TaxSlayer Pro Web displays the Print 

Sets page, listing the new print set: 

 

 

 

 

 

 

- Click Add and follow the same steps to create additional print sets, if needed. 

- When you finish adding print sets, click Back to return to the Configuration Menu page. 
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Tags 

TaxSlayer Pro Web allows preparers to set up return tags to aid in managing clients. Preparers    

create personalized return tags, which in turn are used to track and sort returns in the office client 

list. Once a return has been assigned a return tag, the tag icon within the Office Client List will      

illuminate to signify a tag has been assigned to the return. Return tags can be assigned from either 

the Office Client List or the Submission page within E-File. 

 

Setting up Return Tags 

All Tags created in TaxSlayer Pro Web are custom. You can create return tags for anything your    

office needs. To set up custom return tags, select Tags in the office Configuration Menu. TaxSlayer 

Pro Web displays the Office Tags configuration page: 

 

 

 

 

 

 

 

 

 

 

- Simply enter the name for the tag, then click Add. 

- Repeat this process until all needed tags have been created. 

- When a preparer is working in a return, he/she can assign a return tag on the Submission page or 

within the office Client List: 
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Filtering by Return Tags 

Tax preparers can filter their Office Client List using custom return tags. To filter returns, the         

preparer will navigate to their client list and select the tag they wish to use. All previously created  

return tags will be listed in the Filter by Return Tag drop-down. 
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Chapter 3: Working with Reports 

 

Learning Objectives 

 
Run a report 

 
List the available reports 
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Reports 

TaxSlayer Pro Web can run reports on client data, aiding tax preparers in management of their     

office(s). 

To run a report, use the following steps from the Welcome page: 

- Click Select on the Reports line. TaxSlayer Pro Web displays the Office Reports page: 

 

 

 

 

 

 

 

 

 

- Click Select for the report you want to run. For purposes of this topic, run the Return Questions   

report. TaxSlayer Pro Web displays the Return Questions page: 

 

- Review the information on the report. 
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Searching and Sorting  

Tax preparers can filter report data by entering a keyword in the search box. For example, a search 

could be for a client’s Social Security number or for certain answers to a custom question. Clicking 

on a column heading will sort the data by the contents in said column. 

 

Printing 

To print a report, click either the PDF or HTML icon at the top of the page. 

If you click PDF, TaxSlayer Pro Web saves a PDF copy of the report to your computer (usually in the 

Downloads folder). 

If you click HTML, TaxSlayer Pro Web displays the report data in a new window, within the Internet 

browser. 

*Remember, you must follow all the security, privacy, and confidentiality rules to ensure taxpayer 

data is stored in a safe and secure location. 

 

Exporting 

To export a report, click either CSV or Excel, depending on the needed format. TaxSlayer Pro Web 

saves the .csv or .xlsx file to your computer (usually in the Downloads folder). 
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Chapter 4: Tax Returns 

 

Learning Objectives 

 
Prepare a tax return in TaxSlayer Pro Web 

 
Navigate the return preparation software 

 
List the various methods available to complete a return 
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Return Preparation 

TaxSlayer Pro Web is a collaboration of award winning software and contemporary web design,     

transforming tax preparation into a seamless process. You can begin the preparation process by  

clicking Start New Tax Return from the Pro Web Welcome Page. Data entry will flow in the following 

order: 

 

1. Filing Status 

2. Personal Information 

3. Federal Section 

4. Health Insurance 

5. State Section 

6. E-File 

7. Amended Return 

 

The federal and state sections mentioned above consist of several sub-menus: 

Federal Section 

 - SSN Entry 

 - Basic Information 

 - Income 

 - Deductions 

 - Other Taxes 

 - Payments & Estimates 

 - Miscellaneous Forms 

 

State Section 

 - State Residency 

 - State Income 

 - State Adjustments/Deductions/Credits 

 - Miscellaneous 
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Starting a New Tax Return 

To prepare a tax return, click Start New Tax Return from the TaxSlayer Pro Web Welcome Page. The 

first step in return preparation is entering the taxpayer’s Social Security Number (SSN). To ensure  

accuracy, SSNs are entered twice. 

- Click Start Return. Pro Web will validate the data. If the client’s SSN was already used to prepare a 

tax return in that tax year, an error message will inform the tax preparer: 

 

 

 

 

 

 

 

 

 

 

 

 

 

- The tax preparer will need to review the SSN if they receive an error message. Once the SSN entries 

match, you will be able to being the return.  

NOTE: To bypass the validation, a bogus SSN can be used to create the return. The correct SSN can 

be entered within return preparation. 

- At the top of the SSN entry page is a drop-down to select a Taxpayer Profile. Profiles are set up in   

office configuration. Taxpayer Profiles guide a preparer through a series of forms upon entering a tax 

return, however they are not required. The program will default to the basic (blank) profile if a custom 

profile isn’t selected. 
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Pulling Prior Year Data 

Pro Web will validate a SSN with the last tax year’s tax return that are from the same office. If the return 

is also in the last year, the program will allow you to pull most data forward into the new tax year when 

you are starting the tax return.  

- If the return’s data is found in the previous tax year, you will see a menu like below when you start the 

return in the current tax year. The menu is broken into separate categories; items that will be pulled  

forward, and items with no data to pull. Any box with a checkmark will pull into the current year tax    

return. The check box Select All Available will automatically default to checked.  

Select to either import the data from the prior year, or no thanks, then Continue to proceed with         

preparing the current tax return. 

 

Filing Status 

TaxSlayer Pro Web will next prompt the preparer to select the taxpayer’s filing status. If the filing status 

is not known, the Filing Status Wizard is available to guide the preparer. A series of questions help  

determine the correct status. 
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There are six filing statuses to choose from. The first five options are for resident tax returns; the final is 

for a nonresident return. 

 

 

 

 

 

 

 

 

 

 

The next step is entering personal information. For nonresident returns, however, additional information 

is needed. The following screen will appear after selecting Nonresident Alien: 

 

 

 

 

 

 

 

 

 

The filing status can be changed later, however there are limitations to keep in mind: 

- Returns cannot switch between resident and nonresident statuses while active. To change the status, 

the return must be deactivated. When the return is re-created, the preparer can choose between       

resident and nonresident. 

- If residency has changed, do not pull prior year information. This will pull the prior year status; the  

previous step will need to be used to change residency. 

- Spouse information will be lost if the status changes from a joint return to an individual return. 

- State returns will be deleted if you change the filing status. A warning message will inform the         

preparer. 
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Personal Information 

After selecting a filing status, the personal information menu will appear. This menu will be  

pre-populated if prior year information was pulled forward. If that is the case, please review and update 

as necessary. 

Check any boxes that apply to the taxpayer and spouse. City and state will populate based off the zip 

code entered.  

• If the taxpayer and/or spouse is applying for an ITIN (Form W-7), enter 000-00-0000 for the SSN 

when you are creating the tax return. The program will recognize the SSN and allow the preparer to 

complete the ITIN menu under Federal Section -> Miscellaneous Forms -> Application for ITIN. 

• If an ITIN applicant received a W-2, the program will allow entry of a different SSN on the W-2 entry 

page; Federal Section -> Income -> Wages and Salaries. 

• 1040 PR will generate if program recognizes zip code as Puerto Rican. 

 

Towards the bottom of the Personal Information page is a field titled Resident State as of 

12/31/20XX. This option will allow the preparer to select the taxpayer’s state of residency as of the final 

day of the tax year. After clicking Continue, the program will display any residency state questions. After 

the questions are answered, the resident state return is created. If no state return is needed, or if the 

state return is for a nonresident/part-year, select None for the resident state. 

 

 

Dependent / Qualifying Child Information  

The final piece of Basic Information is entering Dependent(s)/Qualifying Person(s) information. If the 

taxpayer is claiming dependents or other qualifying persons on their return, the program will prompt the 

preparer to enter the dependent’s name, date of birth, social security number, relationship to the       

taxpayer and the number of months this person lived in the taxpayer’s home during the year. 

NOTE: If the dependent was born or died during the tax year, select 12 months for time spent with    

taxpayer.  
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To add multiple dependents, click Add a Dependent or Qualifying Child on the following Dependent or 

Qualifying Child screen. 

Clicking Continue will exit the Basic Information section. The next section will cover entering income, 

deductions, and credits for the taxpayer’s federal return. 

 

 

Federal Section 

Over the next few sections the following topics will be covered: Income, Deductions, Other Taxes,   

Payments & Estimates and Miscellaneous Forms.  

Income 

The Income portion of the Federal Section is the first opportunity a preparer can use TaxSlayer Pro 

Web’s Guide Me feature. Guide Me is an aid that asks the preparer numerous questions about the tax-

payer. This tool enables the preparer to find the correct location to enter any income received by the 

taxpayer. 
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If you prefer to enter data without assistance, select Enter Myself on the screen above (previous page). 

This will direct the preparer to the Income main menu. Click Begin to access any of the Income        

submenus. Each form of income will be covered in the following units. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: Once information has been entered in a submenu, the button will change from BEGIN to EDIT. 

 

Wages and Salaries 

The first income section is for W-2 input. Use the following steps to enter taxpayer data: 

• Click BEGIN on Wages and Salaries (Form W-2) 

• Enter the EIN for taxpayer’s employer. If the EIN was previously used at the preparer’s office,     

employer name and address will pre-populate 

• After EIN entry, preparer is taken to menu that resembles a W-2. Enter all information listed on    

taxpayer’s form. 

• Once finished, you have the option to SAVE & ENTER ANTOHER. If you click Continue, the data 

will save and the screen (on the next page) appears. From there you can also click Add to enter  

additional W-2s for taxpayer or spouse. Previous entries can be edited or deleted. 

 

NOTE: You can add up to 4 states on each W-2. 
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State and Local Refunds 

The second section on the Income main menu is for taxable state and local refunds. If a taxpayer      

received a refund from their state(s) taxing authority during the tax year, retroactive to the prior year tax 

return, and they also itemized deductions on their federal return, their state refund is generally taxable 

since the full amount was claimed as a deduction. 

TaxSlayer Pro Web provides preparers with two options for entering state refunds. A worksheet is   

available that calculates the taxable portion of the state refund, or the tax preparer can bypass the 

worksheet and enter the taxable amount based on their own calculation. 

If the taxpayer chooses to bypass the worksheet, the tax preparer only makes an entry under Bypass 

State Refund Worksheet. The remaining instructions are for using the worksheet. 

 

 

 

 

 

 

 

Section 1 of the worksheet is for all taxpayers, minus those who used the status married filing          

separately on the previous year tax return. Those individuals will enter their information in Section 2. 

• Under Section 1, State Tax Refunds, enter information from current year 1099-Gs (or similar     

statements). 

• Answer the next two questions using the previous year tax return. 

• Complete the checkboxes for taxpayer/spouse deductions taken on previous year return. 

• If the filing status on the previous year return was Married Filing Separately, complete Section 2  

only. 
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Prior Year Taxes 

The amount of your taxable State and Local refund can be minimized by calculating the difference  

between the total amount of prior year state tax and prior year state tax deduction. These amount may 

be entered under the Prior Year Taxes section at the bottom of the State and Local Refund menu. 
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Interest and Divident Income 

Up next on the Income menu is Interest and Dividend Income. Clicking BEGIN will open a new menu 

with three items listed: 

• Interest or Dividend Income 

• Did you have interest in a foreign bank account? 

• Exclusion of Interest from Series EE & I US Savings Bonds 

 

 

 

 

 

 

 

 

 

Selecting Interest or Dividend Income will prompt the screen above, with four options covering  

various types of income. Multiple entries can be made, like the W-2 menu. 

• Interest Income: Most 1099-INT income is entered here, regardless of amount. This field is 

also present for entering the Original Issue Discount (OID) adjustment. 

• Tax Exempt Interest Income: Where tax exempt interest income and/or tax-exempt dividend 

income is entered. 

• Dividend Income: The remaining 1099-DIV income not covered above is entered here. 

• Seller Financed Interest Income: Payer information, including SSN and address, is required 

along with the amount of interest income. 

 

If a taxpayer has a financial stake or signature authority over an account located in a foreign country, 

the tax preparer must complete the second Interest and Dividend menu: Interest in a Foreign Bank 

Account. This menu also addresses foreign trusts. 

Initially this menu will consist of just two options; the first option is regarding financial accounts; the  

second option is for foreign trusts. The first box will expand, as seen in the image on the following page, 

based on the preparer’s responses. 
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Numerical information is not entered on this menu. The only options are those seen in the above image. 

The tax preparer’s responses will populate on Part III of Schedule B. The income itself is entered in the 

previous section (Interest or Dividend Income). 

 

 

 

 

 

 

 

 

If the Foreign Accounts and Trusts menu is not completed in the program, but the taxpayer received 

over $1,500 in taxable interest/dividends, the answers above will default to no. 

 

Exclusion of Interest from Savings Bonds 

The final submenu under Interest and Dividend Income covers Exclusion of Interest from Series EE & 

US Savings Bonds. Interest earned from eligible Series EE and I bonds may be excludable if the tax-

payer paid tuition and/or other education expenses during the tax year. To qualify, the bonds must have 

been issued after 1989 and after the taxpayer’s 24th birthday. The education expenses can be incurred 

by the taxpayer, their spouse, and/or their dependent. 
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If a client has cashed qualifying bonds, the tax preparer must complete the following two menus to 

claim the exclusion (Form 8815). The first menu covers the student and education institution; the      

second menu covers the expenses and earned interest. Multiple students can be entered as part of the 

first menu. All expenses and income can be lumped together and entered on the second menu. 
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IRA/Pension and Social Security Benefits 

The next Income section pertains to retirement, most notably railroad and social security benefits.  

Guidance is provided for entering retirement benefits in TaxSlayer Pro Web, including income reported 

on the following forms: 1099-R, SSA-1099, RRB-1099-R, and RRB-1099  

 

1099-R / RRB-1099-R 

Much like the entry of a W-2, TaxSlayer Pro Web has made the entry of 1099-R information as simple 

as possible. To enter this income click Add or Edit a 1099-R. The following screen will resemble Form 

1099-R. 

NOTE: Adding a Form RRB-1099-R follows a very similar process. This section can be used for either 

form. To enter Form RRB-1099-R, select the second option on the IRA/Pension menu. Disregard any 

instructions that pertain to options only on Form 1099-R. 

At the top of the screen the preparer will select whether the 1099-R is a standard or substitute copy. 

 

 

 

 

 

 

 

Recipient and Payer Information follows. The  

taxpayer, and if applicable the spouse, will be  

listed. Select whomever received the 1099-R. 

 

If the Payer’s ID was previously used, the  

remaining payer information will populate  

automatically (same concept with EINs in  

the W-2 section). 

 

Recipient address information will pull  

from Basic Information. Update if necessary. 

 

 

Moving over to the second column, boxes  

1 through 9 are completed next. 
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Box 2a – Enter taxable portion of box 1 that  

was reported on Form 1099-R. If taxpayer  

qualifies to use the Simplified Method to  

determine taxable amount, select Click  

here for options. This is also where the  

Public Safety Officer Exclusion for  

Health Insurance Premiums is entered. 

 

 

 

Box 2b - If box 2a taxable amount is not known,  

check the appropriate option in box 2b. Amount in  

box 2a will still be taxed, but it is the taxpayer’s  

responsibility to know the correct taxable amount. 

 

 

 

Box 7 – Enter appropriate code. If distribution was  

early, taxpayer will receive Form 5329 warning message. 

 

 

 

By design, all 1099-R entries default to pensions. Check 

box if the 1099-R is for an IRA. 

 

 

 

Next are a few options regarding rollovers and  

disability distributions. Select any that apply. 
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At the bottom of the screen, enter any state information listed on Form 1099-R. 

 

 

 

 

 

 

 

 

 

If the program recognizes a penalty may be due, a warning will appear after clicking Continue. If the 

taxpayer needs to adjust the portion subject to the penalty, Form 5329 will need to be completed; it is 

located under Federal Section -> Other Taxes -> Tax on Early Distribution. 
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SSA-1099 / RRB-1099 

The next menu under IRA/Pension Distributions covers Social Security Benefits as well as Tier 1  

Railroad Retirement Benefits. 

- Open the third option on the retirement income menu, titled Social Security Benefits/RRB-1099. 

- The following page is very simple and only requires the taxpayer/spouse’s benefit, tax withheld, and 

Medicare premiums. For a RRB-1099, enter the amount from Box 5 on the taxpayer/spouse’s benefit 

line. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- If a lump sum Social Security benefit was received  

by the taxpayer, click Begin Worksheet. 

- The following page allows the preparer to select  

the applicable year, previous filing status, previous  

AGI, and other information necessary to compute the  

taxable benefit. 

- Additional years can be added after the initial entry. 
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Nontaxable Distributions & Miscellaneous Retirement Income 

Nontaxable Distributions, the final menu under IRA/Pension Distributions, is used for identifying  

1099-R income that qualifies for a tax exclusion. Checking a box will add the proper notation to the  

return, on the bottom of page 2 of the 1040. TaxSlayer Pro Web supports the following: 

• Qualified Charitable Distribution (QCD on page 2 of 1040) 

• Qualified Health Savings Account (HSA) Funding Distribution (HFD on page 2 of 1040) 

• Exclusion for Health Insurance Premiums for a Retired Public Safety Officer (PSO on page 2 of 

1040) 

 

NOTE: Reduce box 2a, Form 1099-R, by the amount of excluded income. Box 2a should only contain 

income that does not qualify for an exclusion. For the PSO exclusion, this is addressed under the box 

2a menu titled Click here for options (page 51). 
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Unemployment Compensation 

Unemployment benefits generally include any amounts received under the unemployment  

compensation laws of the United States or of a state. If a taxpayer received unemployment income  

during the year, they should receive Form 1099-G. These payments are entered in TaxSlayer Pro Web 

under Income -> Unemployment Compensation -> Add or Edit a 1099-G.  

The 1099-G entry menu resembles other income sections in TaxSlayer Pro Web: 

 

 

 

 

 

 

 

 

 

 

 

 

Repayment of Unemployment 

The other menu under Unemployment Compensation is for repayment of unemployment. 

- If unemployment benefits were paid and then later denied, or more benefits were paid out than the 

taxpayer or spouse was entitled to, the benefits must be repaid. 

- If the taxpayer or spouse repaid current year unemployment compensation that was received in the 

current year, enter the amount that was repaid. 

-The amount will be subtracted from the amount of unemployment compensation entered on the  

previous menu. 

-If a repayment was made for a previous year, follow the instructions listed at the bottom of the page. 
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Form 1099-Misc 

TaxSlayer Pro Web’s 1099-MISC menu simplifies the entry of miscellaneous income, whether it be 

nonemployee compensation, rental income, royalty income, and so on. The 1099-MISC menu is the 

sixth option on the Income main menu. Complete the menu with information reported on your client’s 

1099-MISC. 

- Depending on which boxes you enter information, the program will guide you to the appropriate  

supporting documentation. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

- If an entry was made in box 1, 2, or 7, a guidance screen will appear after clicking Continue: 

The program will carry this amount 

to Form 1040, Schedule 1 line 21. 

All amounts from Form 1040, 

Schedule 1 will flow to line 6 on the 

1040. 

The program will guide the preparer 

to the Schedule C. 

Upon entry, the program will guide 

the preparer to the Schedule E. 
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- Clicking the link will take the preparer to the entry screen for either Schedule C or E, whichever is  

applicable. The income and any withholding entered on the 1099-MISC menu will carry over. 

- If you return to the 1099-MISC, you can see your prior entry, along with the form its information was 

carried to: 

 

 

 

 

 

 

 

- If the preparer chooses not to create a Schedule C/E, they may return to the 1099-MISC menu later. If 

the preparer fails to assign the income, an error message will appear prior to E-File. Click Visit to go 

directly to the incomplete 1099-MISC. 

 

 

 

 

 

 

 

- Keep in mind, if income is entered on a 1099-MISC and carried to a Schedule C or E, that income is 

not entered again. If the taxpayer did not receive a 1099-MISC but needs to file a Schedule C or E,  

follow the instructions in the succeeding sections. 
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Schedule C—Profit or Loss from Business 

The next item on the Income main menu is for Schedule C – Profit or Loss from Business. This is the 

seventh item on the Income main menu. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

*NOTE: When marking a Schedule C a Qualified Joint  

Venture, the program will automatically create two 

Schedule Cs for both taxpayer and spouse.  

If the information was not pulled from a 

1099-MISC, you will need to select whom 

the business belongs to. If the business is a 

joint venture, a separate Schedule C is 

needed for both taxpayer and spouse.* 

Enter the business code for the taxpayer’s 

company. If the code is not known, click the 

blue link to search a list of business codes. 

999999 can be entered as a generic code is 

an appropriate code is not available.  

The business description will auto-fill when 

a code is selected from the list above.  
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- After completing the information above, you will be directed to the Schedule C main menu. Separate  

menus are available for entering information about the business, including: income, expenses,  

depreciation, and business use of the taxpayer’s home. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Schedule E—Rents and Royalties 

The Schedule E is the ninth item on the Income main menu. To start a Schedule E for a Rental Property 

or Royalties select the Schedule E menu from the Main Income page. Once you start, you will see the 

following message:  

 

 

 

 

 

Check the box if applicable and then click Continue.  
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The beginning of the Schedule E entry screen will show the same as the Schedule C, requiring you to 

enter Name and Address. Following this entry you will need to enter the following information:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Following the basic information, you will see the following menu which will allow you to enter expenses, 

depreciation and QBID: 

First you will need to 

determine if the rental 

was 100% owned by 

the taxpayer. If this 

was a Qualified Joint 

Venture, put 50%. 

Finally, if you need to 

mark the taxpayer 

actively participated 

or if it is a Qualified 

Joint Venture, check 

the boxes here.  

Next, enter the total 

number of days the 

property was used for 

personal purposes.  
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Schedule K-1 (1065, 1120S, 1041) 

To enter Schedule K-1 information in the Pro Web program, you will need to navigate to the Other  

Income section of the Income Menu. From there, select K-1 Earnings. This will take you into a  

Schedule K-1 Menu that will allow you to choose between the following:  

The K-1 entry process is broken up into four main categories; Entity Information, Income, Credits and 

Deductions. These menus will allow you to enter each amount from the K-1 in order as they appear.  
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Deductions 

The Deductions portion of the Federal Section is used to enter all deductions, adjustments or  

subtractions on the tax return. The Preparer will be given two options from the main income page. 

Select Guide Me to launch a step-by-step series of questions to help determine the various types of  

deductions that should be entered on the tax return. To enter deductions without assistance, select  

Enter Myself. This will open the deductions entry screen which lists the various types of deductions 

that should be reported on the tax return. Select a Begin or an Edit button to enter/edit a deduction. 

Standard Deduction 

The Standard Deduction is automatically calculated based on the taxpayer’s filing status and compared 

to the itemized deductions. The deduction that benefits the taxpayer most will be used on the tax return. 

Itemized Deduction 

In lieu of the Standard Deduction, the IRS allows deductions for certain expenditures. These Itemized 

deductions include expenditures such as mortgage interest, property taxes, etc. which are deductible on 

Schedule A, allowing a taxpayer to reduce their Adjusted Gross Income (AGI) on their tax return. 

 

NOTE: Under the Tax Cuts and Jobs Act, Itemized Deductions have changed significantly. This section 

will reflect the current tax law.  
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In the Itemized Deductions section, the preparer will be able to enter: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Use Standard or Itemized Deduction 

The preparer can force the TaxSlayer Pro program to elect itemized deductions only, disregarding the 

Standard Deduction, using this option. 

NOTE: The program will automatically choose the more beneficial deduction for the taxpayer. However, 

if the preparer would like to force the standard deduction simply delete all itemized deduction entries. 

 

 

 

 

 

 

 

Medical and Dental Expenses 

These are the taxpayer’s reasonable and necessary unreimbursed expenses relating to health care for 

the taxpayer, spouse (if filing jointly) and their dependents. This includes, but is not limited to, expenses 

for the following: 
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• Doctors 

• Dentists 

• Hospitals 

• Transportation to medical care 

• Prescriptions, and 

• Health insurance premiums 

If either the taxpayer or the spouse was born before January 2, 1953, they can deduct the portion of his 

or her medical expenses with itemized deductions that exceeds 10 percent of the taxpayer's adjusted 

gross income (AGI). 

If they were born after, they can deduct the expenses exceeding 10 percent of their adjusted gross  

income (AGI). 
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Taxes You Paid 

Additional State and Local Income Tax 

Income taxes that the taxpayer paid to the state are deductible up to $10,000. The tax program will  

automatically pull the state withholdings from the taxpayer’s W-2s to the Schedule A. Rather than use 

the income  

taxes paid to the state, the taxpayer can elect to deduct state and local general sales taxes. The  

software will calculate whether the state and local income tax withheld is greater than the state and  

local sales taxes, and use the greater amount for the deduction. 

Sales Tax Worksheet 

Enter the State, number of days lived in the state, local sales tax percentage, and State sales tax  

percentage. Once done, enter the total general sales taxes paid on large purchases ONLY. The  

program will automatically use the IRS general sales tax calculation based on previous information to 

calculate the client’s general deduction. 

Real Estate Taxes 

Any tax the taxpayer paid for real estate property is deductible. The tax is deductible on ALL real estate 

property that is owned and that the taxpayer paid the tax on during the current tax year. 

Personal Property Taxes 

Enter personal property tax paid by the taxpayer, but only if it is based on value alone, and it is charged 

on a yearly basis (for example, ad valorem tax on car tags). 

NOTE: The combined deduction limit for all of these taxes paid is $10,000.  

 

Mortgage Interest and Expenses 

Interest paid on mortgages of the taxpayer’s primary home may be reported here. This is a straight  

deduction without a minimum amount to meet. 

The taxpayer can deduct home mortgage interest if all the following conditions are met: 

• The taxpayer must itemize deductions on Schedule A 

• The mortgage must be a secured debt on a qualified home and the taxpayer has an ownership  

interest (See IRS Publication 936). 

The interest that the taxpayer paid will be reported on Form 1098. 

 

Under the TCJA, Home Equity Interest is no longer deductible. However, interest on loans taken out 

with the purpose to buy, build or improve your home can still be deducted. For loans within this  

category, you will report them under Mortgage Interest Deductions on the Schedule A under the first 

option listed:  



Page | 66 

 

Points are an upfront or prepaid interest charge on a mortgage. These points are deductible in full in 

the year that they are incurred if the mortgage is used solely for the house and not any other item. 

Primary Mortgage Insurance (PMI) Premiums have been eliminated under the TCJA as of December 

31, 2017. 

 

 

 

 

 

 

 

 

 

 

Gifts to Charity – Form 8283 

Charitable Contributions are recorded in Itemized Deductions using this menu option.  

Form 8283 – Noncash Charitable Contributions (to be used if the total deduction is over $500) is  

accessed from this menu. Under the new tax law, cash contributions are limited to 60% of the  

taxpayer’s AGI. 

If the taxpayer made total noncash gifts over $500 for the year, the tax preparer should complete and 

attach to the tax return IRS Form 8283. If any single gift or group of similar gifts was valued at over 

$5,000, an appraisal of the item from a qualified appraiser is required. 
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Unreimbursed Employee Business Expense 

Under the new tax law, all Unreimbursed Employee Expense Deductions have been eliminated unless 

you are employed in one of the following jobs: 

• Armed Forces reservist, including Army, Navy, Marine Corps, Air Force, Coast Guard, Army  

National Guard, and the Reserve Corps of the Public Health Service 

• Qualified performing artist 

• Fee-basis local and/or state government official  

• Eligible Educator   

Those with these occupations will not take a deduction, but rather an adjustment for their expenses. 

See Form 2106 for instructions. 

Examples of job-specific expenses: 

• Safety equipment, small tools, and supplies needed for the taxpayer’s job. 

• Uniforms required by the employer that are not suitable for ordinary wear. 

• Protective clothing required for work, such as hard hats, safety shoes, and glasses. 

• Physical examinations required by the employer. 

• Passport for a business trip. 

• Job search expenses in the taxpayer’s present occupation. 

• Depreciation on a computer your employer requires the taxpayer to use in their work. 

• Dues to professional organizations and chambers of commerce. 

• Licenses and regulatory fees. 

• Subscriptions to professional jour-

nals. 

• Occupational taxes. 

• Union dues and expenses. 

• Fees to employment agencies and 

other costs to look for a new job in 

the taxpayer’s present 

occupation, even if you do not get a 

new job. 

• Certain work-related educational 

expenses. 

* For a complete list of expenses, 

see IRS Publication 529. 
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Job-Related Travel Expenses (Form 2106) 

Travel expenses are expenses that were paid in relation to transportation or travel for business. Under 

the new tax law, these expenses can only be deducted for member of the Armed Forces, qualifying  

performing artists, and the other jobs that also qualify for the Unreimbursed Employee Expenses  

deduction.  

For a travel expense to qualify for a deduction, the travel must have been primarily in relation to the  

taxpayer’s job. 

Qualifying travel expenses include: 

• Parking fees 

• Tolls 

• Transportation (such as taxis and shuttles) 

• Lodging 

• Airplane travel 

• Car rental for business purposes, and 

• Expenses for the business use of your personal vehicle (such as mileage). 

Any meals and entertainment expenses incurred for business purposes would also be considered a 

travel expense. 
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Miscellaneous Deductions 

Deductions Not Subject to the 2% Limit include but are not limited to: 

• Amortizable Premiums on Taxable Bonds 

• Federal estate tax on income in respect to a decedent 

• Gambling losses up to the amount of gambling winnings incurred in the tax year 

• Impairment related to work expenses if the taxpayer has a physical or mental disability that limits 

their employment or major life activities 

• If the taxpayer had to repay more than $3,000 of income that was included in their income for an 

earlier year (this is known as a "claim of right.")  

• Unrecovered investment in a Pension 

• Tax Return Preparation fees 

• Investment Fees and Expenses 

NOTE: Under the TCJA, these deductions have been eliminated. If you have a state that still allows the 

taxpayer to report any of these deductions, you may enter these for those purposes only. These  

deductions will not calculate with the other Itemized Deductions for the Federal Deduction amount.  
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Less Common Deductions 

Casualties and Losses – If the taxpayer suffered the results of a theft, accident, fire, flood, or other  

casualty or loss during the year in a federally declared disaster area, he or she may be able to deduct 

some of the unreimbursed losses. 

 

 

 

 

 

 

 

Business Use of Home – Deductible expenses for business use of the taxpayer’s home include the 

business-related portion of: 

• Real estate taxes 

• Mortgage interest 

• Rent 

• Casualty losses 

• Utilities 

• Insurance 

• Depreciation 

• Maintenance, and 

• Repairs 

Taxpayers may not deduct expenses for lawn care in general or for painting a room not used for  

business. Taxpayers can elect to take this deduction on you Schedule C or Itemized Deductions, but 

cannot claim the expense in both places. 

 

Investment Interest – Investment interest is interest that was paid on money that was borrowed to buy 

property that is held for investment. If the taxpayer paid this type of interest, they may be eligible for a 

deduction. 

Examples of this type of interest include: 

• Interest that was paid on securities in a margin account 

• Interest that was paid on a loan that the taxpayer took out to invest in a business with someone 

else, and 

• Interest that was paid on a loan that the taxpayer used to buy stocks. 
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Adjustments 

Medical Savings Account (Form 8853) 

The Medical Savings Account Form in the tax program must be entered manually. Distributions from 

a Medical Savings Account are reported to recipients on Form 1099-MSA.  

 

Educator Expenses 

Teachers and other educators can deduct as much as $250 that they spent to purchase classroom  

supplies. 

 

Expenses for Reservists and Performing Artists 

National Guard and reserve members may qualify for special consideration. Those who travel over 100 

miles from home to perform services as an armed forces reservist get to claim related business  

expenses on Line 24 of Form 1040 Schedule 1 after completing Form 2106. 

Performing artists can deduct certain qualified expenses as well. 

 

Health Savings Account (Form 8889) 

If contributions (other than employer contributions) were made to the taxpayer’s health savings account, 

the taxpayer may be able to take this deduction. 
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Moving Expenses (Form 3903) 

NOTE: The deduction for moving expenses have been eliminated until 2025, except for those who are 

in the armed forces.   

This option in the Adjustments Menu allows the preparer to enter any Moving Expenses that the  

taxpayer may have if he or she is a member of the Armed Forces and moved due to a change of  

station. Form 3903 is used to calculate moving expenses to a new principal place of work within the 

United States or outside of the United States.  

 

Contributions to SEP, SIMPLE and Qualified Plans 

To qualify for this adjustment, the taxpayer must have self-employment income. Self-employment  

income consists of net profits from a Schedule C or Schedule F, or guaranteed payments from a  

partnership. 

Additionally, the taxpayer must set up and fund a qualified retirement plan, such as a SEP-IRA, SIMPLE

-IRA, or Keogh-type pension plan. 

"SEP, SIMPLE, and qualified plans offer you and your employees a tax-favored way to save for  

retirement. You can deduct contributions you make to the plan for your employees. If you are a sole 

proprietor, you can deduct contributions you make to the plan for yourself. You can also deduct  

trustees' fees if contributions to the plan do not cover them. Earnings on the contributions are generally 

tax free until you or your employees receive distributions from the plan." (IRS Publication 560) 

 

Self-Employed Health Insurance 

Selecting this menu option allows the preparer to enter the taxpayer’s information for the Self-Employed 

Health Insurance Deduction Worksheet. 

 

Penalty on Early Withdrawal 

This is the penalty the taxpayer pays for withdrawing money from a savings plan, such as a certificate 

of deposit (CD), before its maturity date. For instance, if the taxpayer has a 2-year CD, but he or she 

withdraws the money after only one year, the bank may charge a penalty. Report the interest income in 

full, but preparers are allowed to take an adjustment to the taxpayer's gross income for the penalty. 

 

Alimony Paid 

NOTE: Under the new tax law, Alimony based on a divorce agreement that was modified or executed 

after 2018 can no longer be counted as income or as a deduction.  

This is money paid to a spouse or former spouse because of a written separation agreement or a court 

order in a separate maintenance agreement or divorce decree. Alimony and separate maintenance  

payments are treated as follows on the next page: 
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• Taxable income to the receiver, and 

• Deductible before adjusted gross income for the payer. 

IRA Deduction (Not Roth IRA) 

The taxpayer may present Form 5498-IRA Contribution Information. 

Form 5498 - Box 1 – IRA Contributions – is for reporting contributions (deductible and nondeductible) to 

a Classic Individual Retirement Annuity (IRA) for the tax-reporting year. Use this menu option to enter 

these amounts as an adjustment to income. 

 

Nondeductible IRAs (Form 8606) 

This menu option is the entry point for Form 8606, which covers: 

• Nondeductible Contributions to IRAs; 

• Traditional IRA Distributions Received During the Tax Year; 

• Net Amount of Traditional IRAs Converted to Roth IRAs; 

• Distributions From Roth IRAs; and Distributions From Educational IRAs. 

For detailed questions concerning Form 8606, see IRS Publication 590 – Individual Retirement  

Arrangements. 

 

Student Loan Interest Deduction 

The deduction is claimed as an adjustment to income so the taxpayer does not need to itemize  

deductions on Schedule A. 

A qualified student loan is a loan the taxpayer took out to pay qualified expenses. The expenses must 

have been: 

• For the taxpayer, spouse, or a person who was the taxpayer’s dependent when the loan was taken 

out, 

• Paid or incurred within a reasonable time before or after the taxpayer took out the loan, and 

• For education furnished during a period when the recipient was an eligible student. 

 

Qualified higher education expenses are the costs of attending an eligible educational institution,  

including graduate school. These costs include: 

• Tuition 

• Fees 

• Books 

• Equipment, and 

• Other necessary expenses, such as transportation. (See IRS Publication 17 for additional  

information.) 
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Tuition and Fees Deduction (Form 8917) 

The Tuition and Fees Deduction has been eliminated starting in 2018. 

 

Domestic Production Activities Deduction (Form 8903) 

The Domestic Production Activities Deduction has been repealed and eliminated for all taxpayer and 

entities starting in 2019. 

 

The Other Adjustments Menu will offer several “Other Adjustment” menu entries for adjustments to  

income in addition to those previously described. 

Other Adjustments 

Jury Duty Pay – If a client served jury duty and their pay was included by their employer as normal W-2 

wages, this adjustment will reduce their taxable income by the amount earned. 

 

Credits Menu 

Foreign Tax Credit – Form 1116 

Generally, a taxpayer’s Foreign Tax Credit will not exceed $300 ($600 if married filing joint), so in most 

cases preparers will enter the credit amount in the input box labeled “Foreign tax credit not over $300” 

in this menu. 

The taxpayer can claim a credit for foreign income taxes, or taxes imposed by possessions of the U.S., 

that were paid or accrued during the tax year. For example, the taxpayer might have become liable for 

foreign taxes on profits from overseas operations or investments. The taxpayer can elect to deduct 

these taxes instead of taking the credit, if he or she prefers, although claiming the credit will generally 

provide a greater benefit. The credit is claimed on Form 1116, Foreign Tax Credit, which is accessed by 

clicking the “Go to Form 1116” button in the “Form 1116- Foreign Tax  

Credit” menu. 
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Child Care Credit Form 2441 

To claim the credit for child and dependent care expenses, fill out Parts I and II of IRS Form 2441, 

Child and Dependent Care Expenses. 

This form requires the taxpayer to provide identification information for both the care provider(s) and the 

qualifying children or disabled persons. The form helps to compute the credit by comparing allowable 

expenses with the client's wages and other earnings (and those of the spouse, if married). The credit 

amount as shown on Line 11 of the 2441 is carried to Line 12a of the Form 1040, where it will be  

directly subtracted from the tax owed. 

In the Form 2441 Menu, begin by entering the Amount Paid to Child Care Providers. For the return to 

be accepted electronically, this information must be filled out correctly. The tax return cannot be filed 

electronically without a valid Employer Identification Number or Social Security Number for the Daycare 

Provider. 

How to fill out the Taxpayer's Earned Income, or the Spouse's Earned Income, on Form 2441, if 

one is a full-time student or disabled: When preparing a joint return where either the taxpayer or 

spouse was a full-time student or disabled, the Earned Income to be placed in the program for the  

non-working spouse is $250 per month ($500 per month if more than one qualifying person was cared 

for during the year). If the spouse also worked during the month, use the higher of $250 (or $500) or his 

or her actual earned income for that month. For example, if the taxpayer's wife is attending college  

full-time, and the couple has one child in daycare, enter $3000 in the Form 2441 menu. 

 

 



Page | 76 

 

Education Credits—Form 8863 (Form 1098-T) 

American Opportunity Tax Credit: 40% of this tax credit is refundable for undergraduate college  

education expenses; the rest is nonrefundable. This credit provides up to $2,500 in tax credits for  

adjusted qualifying educational expenses. The student must be enrolled at least half time for at least 

one academic period beginning during the tax year (or the first 3 months of the following year if the 

qualified expenses were paid in the tax year). The amount of credit is gradually reduced (phased out) if 

the taxpayer’s MAGI is between $90,000 if single, HOH, or qualifying widow(er) and $180,000 if filing a 

joint return). There is no credit if the MAGI is $90,000 or more ($180,000 or more if filing a joint return). 

 

Lifetime Learning Credit: Students are not required to be enrolled at least half-time in one of the first 

two years of postsecondary education. The credit is available for all years of postsecondary education 

and for courses to acquire or improve job skills. The maximum lifetime learning credit on a return for 

any single year is up to $2,000, regardless of the number of students for whom the taxpayer paid  

qualified education expenses. The amount of credit for a given tax year is gradually reduced (phased 

out) if the taxpayer’s MAGI is $64,000 if single, HOH, qualified widow(er) and $134,000 if filing a joint 

return. A taxpayer cannot claim a credit if their MAGI is $64,000 or more ($134,000 or more if filing a 

joint return). Taxpayers cannot claim the lifetime learning credit for any student if they claim the  

American opportunity credit for that student for the same tax year. See Form 8863 Instructions for more 

information. 

 

Tuition and Fees Deductions: This adjustment has been eliminated starting in 2018. 
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Retirement Savings Credit 

If the taxpayer made eligible contributions to an employer-sponsored retirement plan or to an individual 

retirement arrangement, they may be eligible for a tax credit, depending on their age and income. 

Income limits: The Savers Credit, formally known as the Retirement Savings Contributions Credit, 

applies to individuals with a filing status and the current tax year income not more than:  

Single, married filing separately, or qualifying widow(er), with income up to $32,000  

Head of Household with income up to $48,000 

Married Filing Jointly, with incomes up to $64,000 

Eligibility requirements: To be eligible for the credit the taxpayer must be at least 18 years of age, 

cannot have been a full-time student during the calendar year and cannot be claimed as a dependent 

on another person’s return.  

Credit amount: If the taxpayer made eligible contributions to a qualified IRA, 401(k) and certain other 

retirement plans, they may be able to take a credit of up to $1,000 ($2,000 if filing jointly). The credit is a 

percentage of the qualifying contribution amount, with the highest rate for taxpayers with the least  

income. 

Distributions: When figuring this credit, the preparer must generally subtract distributions the taxpayer 

received from their retirement plans from the contributions that they made. This rule applies to  

distributions received in the two years before the year the credit is claimed, the year the credit is 

claimed, and the period after the end of the credit year but before the due date - including  

extensions - for filing the return for the credit year. 

Other tax benefits: The Retirement Savings Contributions Credit is in addition to other tax benefits the 

taxpayer may receive for retirement contributions. For example, most workers at these income levels 

may deduct all or part of their contributions to a traditional IRA. Contributions to a regular 401(k) plan 

are not subject to income tax until withdrawn from the plan. 

Forms to use: To claim the credit use Form 8880, Credit for Qualified Retirement Savings  

Contributions. 

The preparer may be able to take this credit if the taxpayer, or their spouse if filing jointly, made: 

• Contributions (other than rollover contributions) to a traditional or Roth IRA, 

• Elective deferrals to a 401(k) or 403(b) plan (including designated Roth contributions) or to a  

governmental 457, SEP, or SIMPLE plan, 

• Voluntary employee contributions to a qualified retirement plan (including the federal Thrift Savings 

Plan), or 

• Contributions to a 501(c)(18)(D) plan. 
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The taxpayer is not eligible to take the Retirement Savings Credit if any of the following applies: 

• AGI exceeds the limit listed in the Form 8880 instructions. 

• The person(s) who made the contributions or elective deferrals was 

• Born after a date listed in the instructions for the form. 

• Is a student (see below), or 

• Is being claimed as a dependent on someone else's return for the same tax year. 

Student: The taxpayer (or spouse if MFJ) is considered a "student" if, during any part of 5 calendar 

months during the tax year they either: 

• Were enrolled as a full-time student at a school, or 

• Took a full-time, on-farm training course given by a school or a state, county, or local government 

agency. 

A "school" includes technical, trade, and mechanical schools. It does not include on-the-job training 

courses, correspondence schools, or schools offering courses only through the Internet.  

 

 

 

 

 

 

 

 

 

 

 

Residential Energy Credit 

The taxpayer may be eligible to take this credit if they made qualified energy saving improvements to 

their home located in the United States in the current tax year.  

“For credit purposes, costs are treated as being paid when the original installation of the item is  

completed, or in the case of costs connected with the construction or reconstruction of the home, when 

the original use of the constructed or reconstructed home begins. If less than 80% of the use of an item 

is for nonbusiness purposes, only that portion of the costs that are allocable to the nonbusiness use can 

be used to determine the credit.” (IRS Form 5695 Instructions) 

Home: A home is where the taxpayer lived in the current tax year and may include things such as a 

house, houseboat, mobile home, cooperative apartment, etc. For a completed list of acceptable homes, 

please reference the IRS Instructions for Form 5695. 
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Main home: The main home is typically the residence where the taxpayer lived most of the time. Some 

exceptions, such as absence from education or illness will not change the main home. 

Adoption Credit – Form 8839 

You will use Form 8839 to determine if the taxpayer may qualify for an adoption credit and income  

exclusion if they have qualified adoption expenses. These expenses include adoption fees, attorney 

fees, and court costs. For an entire list of qualified expenses please refer to the IRS Form 8839  

Instructions. Depending on the situation, the taxpayer may qualify for both the Adoption Credit and the 

income exclusion.   

If the taxpayer is married, he or she must file a joint return with their spouse to claim either the qualified 

adoption expenses or the exclusion for employer-reimbursed adoption expenses, unless (1) they are 

legally separated, or (2) they have lived apart from for the last six months of the year and the home has 

been the child's home for more than half the year, and the taxpayer paid more than half the cost of 

keeping up the home for the year. 

DC First-Time Homebuyer Credit – Form 8859 

The taxpayer may be eligible to claim this credit if they purchased a main home during the tax year in 

the District of Columbia and the taxpayer (and spouse if married) did not own any other main home in 

the District of Columbia during the 1-year period ending on the date of purchase. 

Mortgage Interest Credit - Form 8396 

The taxpayer may be able to claim the credit only if they were issued a qualified Mortgage Credit  

Certificate (MCC) by a state or local governmental unit or agency under a qualified mortgage credit  

certificate program. Then the taxpayer can claim a tax credit based on the amount of interest they paid. 

Earned Income Credit 

If the Taxpayer qualifies for the Earned Income Credit, the tax program will automatically bring up the 

Form 8867-EIC Checklist Menu as you navigate to the E-File page.  

If the taxpayer does not qualify to claim the Earned Income Credit and you access the EIC menu, you 

will be prompted to select Continue. You will be provided with a list of reasons why the Earned Income 

Credit is not being calculated on the Summary Page.  
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Information to Claim EIC After Disallowance 

If the taxpayer was denied EIC for any year after 1996 or it was reduced for any reason other than a 

math or clerical error, you must attach a completed Form 8862 to their next tax return to claim the EIC. 

The taxpayer must also qualify to claim the EIC by meeting all the rules described in this IRS  

Publication 596. 

There are three parts to Form 8862. The first part applies to everyone using the form and consists of 

three questions that basically establish that you should be filling out the form. The second part is to be 

filled out for taxpayers who are claiming a qualifying child. The third part is to be filled out for  

taxpayers who are not claiming a qualifying child. 

EIC Information for Clergy 

If you are preparing a tax return for a member of the clergy, and any amount of their clergy income 

should not be included in the calculation of the earned income calculation, enter the dollar amount to 

exclude in the space provided. 

Not Eligible for EIC 

If a taxpayer has been informed by the IRS that they are not eligible to claim the Earned Income Tax 

Credit this year, or if they simply want to opt out, place a check mark in the box next to this statement. 

Next, place a checkmark in the box stating that you understand that by checking the first box, EIC will 

not be calculated on this return. 

Credit for the Elderly or Disabled 

A tax credit is available to certain low-income individuals based on filing status, age, and income. If the 

taxpayer is married filing a joint return, it is also based on the spouse's age and income. The taxpayer 

may be eligible able to take this credit if either of the following applies: 

• They were age 65 or older at the end of the current tax year, or 

• They were under age 65 at the end of the current tax year and they meet all of the following: 

• They were permanently and totally disabled on the date that they retired. If they retired  

before 1977, they must have been permanently and totally disabled on January 1, 1976, or 

January 1, 1977. 

• They received taxable disability income for the current tax year. 

• On January 1 of the current tax year they had not reached mandatory retirement age (the 

age when their employer's retirement program would have required them to retire). 
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Alternative Motor Vehicle Credit (Hybrid Cars) – Form 8910 

Use this form to figure the credit for alternative motor vehicles placed in service during the tax year. The 

credit attributable to depreciable property (vehicles used for business or investment purposes) is treated 

as a general business credit. Any credit not attributable to depreciable property is treated as a personal 

credit. 

NOTE: The alternative motor vehicle credit expired for vehicles purchased after 2017. Do not claim a 

credit for these vehicles on Form 8910 unless the credit is extended. 

Qualified Electric Motor Vehicle Credit – Form 8936 

Use this form to figure the credit for qualified plug-in electric drive motor vehicles placed in service  

during the tax year.  

NOTE: Vehicles purchased after 2017 no longer qualify for this credit.  

Small Employer Health Insurance Premiums – Form 8941 

Eligible small employers may qualify for this credit if they paid health insurance premiums for their  

employers during tax years after 2009. The maximum credit is a percentage of premiums that the  

employer paid during the tax year for certain health insurance coverage the employer provided to  

certain employees. The credit may be reduced by limitations based on the employer’s full-time  

equivalent employees, average annual wages, state average premiums, and state premium subsidies 

and tax credits. 

Credit for Federal Tax Paid on Fuels - Form 4136 

Use this form to claim: 

• A credit for certain nontaxable uses (or 

sales) of fuel during your income tax year, 

• The alternative fuel credit, and 

• A credit for blending a diesel-water fuel 

emulsion. 

The use of fuels listed on the image shown: 
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Other Taxes 

The Other Taxes portion of the Federal Section is used to enter any other tax types for which the  

taxpayer may be liable. Select the Begin button next to any other tax item to enter in data applicable to 

the taxpayer. 

Self-Employment Tax - Schedule SE 

If the taxpayer's total business income (from all Schedule C’s combined and from any partnership or  

S-corporation self-employment income) equals $400 or more, the tax program will automatically  

generate a Federal Schedule SE. 

If the taxpayer is filing jointly and the spouse also files one or more Schedule C’s, each spouse must 

count his or her own income separately. 

Alternative Minimum Tax - Form 6251 

“Use Form 6251 to figure the amount, if any, of your alternative minimum tax (AMT). The AMT is a  

separate tax that is imposed in addition to your regular tax. It applies to taxpayers who have certain 

types of income that receive favorable treatment, or who qualify for certain deductions, under the tax 

law. These tax benefits can significantly reduce the regular tax of some taxpayers with higher economic 

incomes. The AMT sets a limit on the amount these benefits can be used to reduce tax.” (IRS Form 

6251 Instructions) 

A taxpayer is required to file the Form 6251 if any of the following apply: 

• Line 7 on Form 6251 is greater than Line 10 

• Any general business credit can be claimed  

• Line 6 of Form 3800 OR Line 25 of Form 3800 is more than zero 

• The qualified electric vehicle credit (Form 8834) was claimed  

• The prior year minimum tax credit (Form 8801) was claimed  

• The total of Form 6251 Lines 2c - 3 are negative  

• If Line 7 would be more than Line 10 on the 6251 if Lines 2c - 3 were not taken into account 

 

If the any of the about apply to the taxpayer’s return and the taxpayer's adjusted gross income exceeds 

the exemption amounts, the software will compute AMT liability on IRS Form 6251, Alternative  

Minimum Tax - Individuals, to determine whether the taxpayer must pay any AMT. 
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Tax on Unreported Tip Income - Form 4137 

Form 4137 is used to calculate the social security and Medicare tax owed on tips the taxpayer did not 

report to his or her employer, including any allocated tips shown on Form W-2 (box 8) that the taxpayer 

must report as income. The taxpayer must file Form 4137 if he or she received cash and charge tips of 

$20 or more in a calendar month and did not report all those tips to the employer. 

 

 

 

 

 

 

 

 

 

Tax on Early Distribution - Form 5329 

Any payment that the taxpayer receives from an IRA or qualified retirement plan before reaching age 

59½ is normally called an “early” or “premature” distribution. If the taxpayer includes amounts from a 

Form 1099-R (IRA and Pension Distributions) on the tax return, he or she may be subject to a 10%  

penalty if the funds have been withdrawn from the retirement plan before the taxpayer has reached age 

59 ½. 

In addition to paying regular income tax on that money (it's taxed along with the rest of the income), the 

taxpayer will have to pay a penalty for the "early" distribution. 

Distributions from the following types of retirement plans are subject to this 10% penalty: 

• A qualified retirement plan (like a 401(k) or a Keogh plan) 

• A traditional IRA 

• A Roth IRA 

• An annuity (tax-deferred) 

• A modified endowment contract 

Household Employment Tax - Schedule H 

If the taxpayer is required to pay employment taxes on domestic help, the tax program will calculate 

them along with the regular income tax on Form 1040. However, you will need to complete Schedule H, 

Household Employment Taxes, and include it with the tax return. 
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First-time Homebuyer Repayment—5405 

If a taxpayer is required to repay the First-Time Homebuyer Credit you must file Form 5405. For more 

information on who must repay the credit, see the instructions for Form 5405. 

 

 

 

 

 

 

 

 

 

Tax for Children Under Age 18 - Form 8615 

If a child under age 18 had more than $2,100 in unearned income, compute the child's tax using Form 

8615, Tax for Certain Children Who Have Earned Income 

Child’s Interest/Dividend Earnings - Form 8814 

If your taxpayer’s child's income was in the form of interest, dividends, and capital gain distributions 

(e.g., from mutual funds), and the child’s AGI 

was less than $10,500, law allows them to 

elect to report the income on the taxpayer's 

own return rather than filing a separate  

return for the child. 

The IRS allows preparers to treat the child's 

income as the taxpayer's. For a child under 

18, all unearned income above $2,100 must 

be taxed based on the tax tables listed in the 

instructions.  



Page | 85 

 

Net Investment Income Tax—8960 

Form 8960 to figures the amount of your Net Investment Income Tax (NIIT). 

Generally, net investment income includes gross income from interest, dividends, annuities, royalties, 

and rents, unless they are derived from the ordinary course of a trade or business that is not: 

• A passive activity; or 

• A trade or business of trading in financial instruments or commodities. 

In addition, net investment income includes other gross income derived from a trade or business that is: 

• A passive activity; or 

• A trade or business of trading in financial instruments or commodities. 

Additionally, net investment income includes net gain (to the extent considered in computing taxable 

income) attributable to the disposition of property other than property held in a trade or business that is 

not: 

• A passive activity or 

• A trade or business of trading in financial instruments or commodities. 

To arrive at net investment income, the above items are reduced by educations allowed against the  

income tax which are properly allocable to those items of gross income or net gain. 
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Payment and Estimates 

The Payments & Estimates portion of the Federal Section is used to enter such items as estimated  

payments, to apply overpayments to next year’s return, and to print payment vouchers. Select the Begin 

button next to any payment or estimate item to enter in data applicable to the taxpayer. 

Federal Estimated Payments for 20XX 

If the taxpayer made quarterly estimated payments for the tax year, enter the dollar amount in the 

space provided next to the applicable date. Also enter in the estimated payments menu any amount 

that the taxpayer applied to this year’s tax liability from their prior year refund. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

State Estimated Payments 

Enter the amounts paid as quarterly estimates 

on the taxpayer's state tax return. Enter the 

amounts, and if amounts were paid to ONE 

state, select the state from the drop-down list. 
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Other Federal Withholding 

If the taxpayer has a Form 1099 that shows Federal Tax Withheld, include the withholdings in the Other 

Federal Withholding Menu and indicate that the withholdings are from a 1099. Also include any addi-

tional withholdings that MAY NOT be included on a Form 1099 in this menu option. 

 

 

 

 

 

 

 

 

 

Other State Withholding 

Enter any additional state withholdings that the taxpayer may have paid, and that have not yet been  

accounted for anywhere else within the program. If amounts were paid to ONE state, select the state 

from the drop-down list. 

 

 

 

 

 

 

 

 

 

 

Underpayment of Estimated Tax 

If the balance due on the taxpayer’s Federal return is more than $1000, they may be subject to an esti-

mated tax penalty. If there is a penalty due, the IRS will calculate the penalty and send a notice by mail. 

To use the tax program to calculate the penalty, enter the required information in the Underpayment of 

Estimated Tax menu.  

NOTE: The IRS’s calculations can supersede this. 
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Apply Overpayment to Next Year’s Taxes 

Enter the amount of the taxpayer's overpayment (refund) from this year’s tax return to be credited to 

next year's tax return. The program will not accept an amount larger than the refund for this year. 

 

 

 

 

 

 

 

Vouchers for Next Year’s Estimated Taxes 

Use this menu to generate estimate vouchers for the taxpayer's quarterly estimated tax payments for 

next year. The vouchers will print from the summary/print section with the tax return. 

 

 

 

 

 

 

 

 

 

 

 

Amount Paid with Extension 

If Form 4868 was filed to get an automatic extension of time to file the taxpayer’s tax return, enter any 

amount that was paid with that form, by electronic funds withdrawal, or credit or debit card. If a credit 

card was used do not include the convenience fee the taxpayer was charged. Also include any amounts 

paid with Form 2350. 
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Miscellaneous Forms 

The Miscellaneous Forms portion of the Federal Section is used to enter the following: 

Injured Spouse Form - Form 8379 

Injured spouse relief applies when a couple files jointly and has their tax refund reduced or eliminated 

because of an unpaid tax or other debt that only one of them owes. For example, one spouse may owe 

taxes from a year before the couple married. The other spouse has a right to his or her share of the  

refund, based on an allocation of income, deductions, payments and other tax return items between the 

two spouses. 

If the IRS has applied the taxpayer's refund against the spouse's tax liability, or the taxpayer is  

concerned that the IRS may do so, complete Form 8379 – Injured Spouse Claim and Allocation. The 

form requests identifying information for the taxpayer and spouse, and information needed to determine 

how much of the tax — and refund — is attributable to each spouse. The IRS makes the final  

determination that divides the refund between the taxpayer and his or her spouse. 

Claim a Refund Due to a Deceased Taxpayer - Form 1310 

If the taxpayer is claiming a refund on behalf of a deceased taxpayer, Form 1310 must be filed. 

This form can be electronically filed with the tax return. To avoid a rejected return, complete the Form 

1310 menu as shown below: 

 

 

 

 

 

 

 

 

 

 

 

 

NOTE: If the facts of the situation do not allow the input to match the example above, the return will 

need to be mailed. 

Application for Extension - Form 4868 

To file an extension for the taxpayer, complete the Required Extension Information section from the 

Form 4868 – Extension Menu. When the extension is ready to transmit, select the E-File option from 

the left navigation options. The program will present the option to file the return (Form 1040 and  

supporting schedules), or to file the extension (Form 4868). Complete the extension E-File process. An  

acknowledgement regarding the taxpayer’s extension should arrive within 24- 48 hours of filing. 
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Married Filing Separate Allocation 

Community property laws apply to married individuals living in community property states who file  

separate returns. Each spouse must report half of combined community income and deductions in  

addition to his or her separate income and deductions. For example, the taxpayer would report half of 

his or her own wages on a W-2 and also reports half of the spouse’s wages on a W-2.  

If the preparer is filing the return as married filing separately and the taxpayer lives in a Community 

Property State (Arizona, California, Idaho, Louisiana, Nevada, New Mexico, Texas, Washington,  

Wisconsin) the MFS Allocation Record should be completed with the return. A registered domestic 

partner in California does not include one-half of a partner's income on his or her separate tax return. 

IRS Identification Pin 

Beginning in January 2011, the IRS started sending a notice (CP01A) to taxpayers who had previously 

contacted them and have since been validated by the IRS as being a victim of identity theft. The new 

notice will provide the taxpayer with a 6-digit identity protection PIN (IP PIN), valid for the filing of their 

current year federal tax return only. Including the IP PIN on the taxpayer's current year federal tax  

return will avoid delays in processing of the return by distinguishing the taxpayer from a possible identity 

thief. In the event the taxpayer loses or misplaces the CP01A notice, they will need to retrieve their IP 

PIN online at the IRS Website. Otherwise, they may call 1-800-908-4490 to have their IP PIN snail 

mailed to them. Mailing can take up to 21 days. 

 

 

 

 

 

 

 

 

 

 

Installment Agreement (Form 9465) 

An installment agreement allows the taxpayer to break down their tax debt into manageable  

payments. Usually an installment agreement requires equal monthly payments based on the amount of 

taxes owed, the amount of money the IRS can collect at one time, and the amount of time they are  

allowed to collect the funds from the taxpayer. Installment agreements are not an ideal way of paying a 

tax debt, since the taxpayer will still accrue late payment penalties and interest over the life of the 

agreement. 

Form 9465 can be used to request an installment plan, but should not be used if the taxpayer plans to 

pay their tax debt within 120 days, or if they want to use the IRS Online Payment Agreement  

Application to apply for an installment agreement. Installment agreements are not guaranteed. The 

IRS will notify an individual within 30 days of receiving the agreement if it has been approved or denied. 
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Agreements for less than $10,000 will generally be accepted if: 

• During the last 5 years, the taxpayer (and spouse if filing jointly) has timely filed all income tax  

returns, paid any amount due, and have not previously used an installment agreement. 

• The IRS determines that the taxpayer cannot pay the taxes owed when they are due in full, and the 

taxpayer gives the IRS any information needed to make the determination.  

• The taxpayer agrees to pay the full amount within 3 years and agree to abide by tax laws while the 

agreement is in effect. 

 

Health Insurance 

Under the TCJA, the penalty for not having health coverage has dropped to $0. If the taxpayer  

purchased coverage through the Marketplace, they may be eligible for the premium tax credit or need to 

reconcile any advance payments made on their behalf. 1095-A amounts will still need to be reported 

to accurately determine these amounts.  

If a taxpayer did not have health coverage, you will just put select that they did not. You will not need to 

fill out Form 8965, as it has been eliminated.  

Health Insurance Questionnaire 

 

 

 

 

 

 

Answering “Yes” to the above-pictured questionnaire will prompt the preparer to answer another  

question as to whether health insurance was purchased via HealthCare.gov or a State Marketplace. 

If the insurance was purchased through HealthCare.gov or a State Marketplace, the taxpayer should 

provide the preparer with form 1095-A to determine the months the insurance covered and the monthly 

premium amounts. 
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Next, a prompt appears to verify household members. Additional household members that are not  

already entered under Spouse/Dependent section can be added. 

 

 

 

 

 

 

 

 

 

 

Months Insured - If the person listed under “Name” was insured for 12 months, answer “Yes” and press 

Continue. Otherwise, select the number of months they were insured before pressing Continue. On the 

following screen, place a checkmark next to the months the individual was covered by insurance based 

on the previous question. 

 

 

 

 

 

 

 

 

 

 

1095-A 

The healthcare exchange will send information about individuals enrolled in “qualified health 

plans” (QHPs) sold through the exchange to the IRS. “Each taxpayer or responsible adult who enrolled, 

or whose family member enrolled” in an exchange QHP will get a summary of information going to the 

IRS on Form 1095-A 
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Advanced Premium Tax Credit 

If the taxpayer, spouse, or dependent received an Advanced Premium Tax Credit, input the amounts 

listed on Form 1095-A. 

 

 

 

 

 

 

 

Dependents’ Modified AGI 

A dependent’s MAGI is included in household income for calculating Premium Tax Credit allowances. 

This information populates Form 8962, Premium Tax Credit. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Under TCJA you will not need to report any heath care exemptions. The form has been eliminated.  
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State Section 

If a State of Residency was selected within the Personal Information screen, a resident state return will 

be created automatically. 

If the situation does not require a state return, click Continue or use any of the navigation options on the 

left navigation bar. 

The following states do not have state income tax returns that can be filed through the program: Alaska, 

Florida, Nevada, New Hampshire, South Dakota, Tennessee, Texas, Washington and Wyoming 

The Add Another State Return(s) button allows the preparer to create any necessary state returns. 

Choose a state from the drop-down box located on the State Return page or choose from the map and 

select Continue. 

 

 

 

 

 

 

 

 

 

 

 

 

 

The preparer will be prompted to select the taxpayer’s state residency type. Most states have a  

separate resident, part year resident and non-resident tax return. Select the Continue.  

This will open the State Return screen which lists the various sections of the state return. Select the 

Begin button to enter other state data applicable to the taxpayer. The federal and state information  

entered on the federal return will automatically pull into the state. When all applicable state data items 

are entered, select the Continue button. 

To delete a state return, select State Return from the left side of the screen. Selecting the delete icon 

next to the state will remove it. (See image on the following page.) 
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The program will ask the preparer to confirm this action. Select the Cancel to opt not to delete the  

selected state return. Select the Delete button to permanently delete the selected state return. After the 

delete button is selected, the preparer must re-enter any state information if they determine the state 

return is necessary later. 

Once the federal and state(s) return are completed, click Continue to the Summary/Print page. 

 

Summary/Print Page 

The Calculation Summary page is an overview of the tax return. It will show an interactive 1040 View for 

you to quickly review and select the areas you need to check/adjust. You can also choose to use the 

Summary View, which is a line-by-line breakdown of what items are included in the tax return. You can 

view and/or edit each item of income, adjustments, tax, payments etc. by selecting the link from the  

expanded list. 

To switch between the 1040 View and the Summary View, click the green button under Continue.  
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Validation 

After the tax return has been reviewed and any necessary changes have been made from the summary 

screen, the return is ready to be electronically filed. Select Continue. At this point, a series of  

diagnostics will be run on the return checking for validation errors. If errors are found, a description of 

each error will be displayed on the screen. 

To correct a validation error, select Make Corrections. This will take you back to the Federal or State 

return. Based on the validation error present in the return, select the specific part of the return needing 

corrections. After making any necessary corrections, click Continue.  

At this point, another set of diagnostics will be run on the return, conveying important information that 

was found regarding this return. Review the warnings. To finalize the tax return select Continue. To  

further review the return, select Back. 

 

 

 

 

 

 

 

 

 

Errors (shown above) are issues with the return that must be fixed before you can proceed to the E-File 

page. This is to prevent your return from getting a rejection from the IRS, or getting stopped by our  

validation process.   

Warnings (shown below) are concerns with the return that should be reviewed before proceeding to the 

E-File page to verify the accuracy of the return. 

 

 

If any notes are present in the return, the program will display a reminder about them. If the return 

needs further review based on these notes, select the Back button. If no further review is needed, select 

Continue button. 
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EIC Checklist 

Due to increased IRS monitoring of Due Diligence, the tax program has added the EIC Checklist as part 

of the E-File process. Be sure to ask each client every question carefully and answer each question  

accordingly. Document the answers to all questions. 

 

 

 

 

 

 

 

 

 

 

 

Answer the question concerning whether the child could be considered a qualifying child for another 

individual. 

 

 

 

 

 

 

If the preparer answers Yes to the question, the tax program will display additional questions to deter-

mine whether the child is this taxpayer’s qualifying child for EIC: 
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This page will show if the Due Diligence questions have been answered and if the taxpayer qualifies for 

EIC. If sections have not been answer, or have been answered in a way where the taxpayer does not 

qualify, the options will show in red.  

Complete the checklist, then select “Continue”. 

 

EIC Miscellaneous Statement 

To document notes taken in the interview, type them in the statement box. The statement can be 

marked private by placing a check in the box “This is a private statement.” 

 

 

 

 

 

 

 

 

 

Click Continue to proceed. 
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IRS E-File Process 

When the tax return is ready to be electronically filed, the program will load the E-File menu. The  

taxpayer’s tax return will only be electronically filed after each step in the E-File process is complete 

based on the type of return being processed. 
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Step 1 - Return Type  

Select an electronic return type from the drop-down menu. See below for a list of return type  

definitions. 

 

For returns containing a federal refund: 

Electronic Mailed Check – A check mailed directly to the taxpayer’s street address that is included on 

the tax return. Tax preparation fees will not be collected for this type of return. You must collect your 

fees up front from the taxpayer. 

Direct Deposit – The taxpayer’s refund will be direct deposited by the IRS into their personal checking 

or savings account. Tax preparation fees will not be collected for this type of return. You must collect 

your fees up front from the taxpayer. 

Electronic Refund Check (ERC) – When the taxpayer’s refund is funded and deposited to your Tax  

Related Products Bank, the bank will collect your tax preparation fees, processing fees and bank fees. 

You will print a check in your office for the remainder of the taxpayer’s refund. 

Electronic Refund Deposit (ERD) - When the taxpayer’s refund is funded and deposited to your Tax  

Related Products Bank, the bank will collect your tax preparation fees, processing fees and bank fees. 

The remainder of the taxpayer’s refund will be direct deposited into their personal checking or savings 

account. 

Prepaid Debit Card - When the taxpayer’s refund is funded and deposited to your Tax Related Products 

Bank, the bank will collect your tax preparation fees, processing fees and bank fees. The remainder of 

the taxpayer’s refund will be deposited onto a prepaid debit card. 

Paper Return - If the client wishes to mail their tax return, select this option. The return should be 

mailed to the IRS processing center assigned to the client’s state of residence. Be sure to complete 

Form 8948, E-File opt-out form. 

 

For returns containing a federal amount due:  

Electronic Balance Due – If there is a balance due on the federal return, select this option to generate 

Form 1040-V, Payment Voucher. The return will be filed electronically, and voucher should be mailed 

with the accompanying payment to the address indicated on the top half of the form. 

Electronic Direct Debit – If there is a balance due on the federal return, select this option to have the 

amount automatically debited out of a checking or savings account. You will be prompted to enter the 

name of the bank, the type of account (checking or savings), the bank routing transmit number and the 

bank account number. You will also be prompted to enter the amount of the payment, the requested 

payment date and the client’s day-time phone number. 

NOTE: If the requested payment date is after April 15th, or the due date of the return, you must enter 

the current date. 

Paper Return – If the client wishes to mail their tax return, select this option. The return, payment and 

payment voucher should be mailed to the IRS processing center assigned to the client’s state of  

residence.  
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ERO Information - If the office has multiple EROs set up in the configuration section, select the correct 

ERO for the electronic filing of this tax return. Use the drop-down box to view a list of valid EROs. 

If the return is being sent as “State Only” place a check in the box next to “Check here to file the return 

State Only. (See Filing a State Only Return on page 101. 

After verifying that the Return Type and ERO information are correct, select the “Next” button to  

continue with the E-File process. 

Step 2 - Tax Preparation and E-File Information 

Client Information - Enter a valid email address for the taxpayer. 

Tax Preparation Charges – After selecting the Federal Return type, the program will calculate the Tax 

Preparation Charges. The Calculated Prep Fee, Preparer Fee and the Electronic Filing Fee will be  

displayed. To charge an amount other than the calculated amount, enter the fee in the appropriate box. 

Form 8879 Information – For electronically filed tax returns, the Taxpayer’s Pin, Spouse’s Pin and 

ERO’s Pin will be automatically pre-filled in the spaces provided. These pin numbers serve as the  

signatures on an electronically filed tax return.  

After verifying all the E-File information is correct, select the “Next” button to continue with the E-File 

process. 

Step 3 – State Electronic Filing Menu 

Choose how the taxpayer would like to receive their state refund or pay their state balance due. 

Electronic Mailed Check – A check mailed directly to the taxpayer’s street address that is included on 

the tax return. Tax preparation fees will not be collected for this type of return. The preparer should  

collect their fees up front from the taxpayer. 

Direct Deposit – The taxpayer’s refund will be direct deposited by the state into their personal checking 

or savings account. Tax preparation fees will not be collected for this type of return. The preparer 

should collect their fees up front from the taxpayer. 

Send State Through Bank- If the taxpayer has elected to have their federal refund processed as a bank 

product then they can elect to have their state refund processed as a bank product as well. Depending 

on the bank will depend on how the state refund is distributed. Please check with your bank for  

verification. 

After verifying all the State E-File information is correct, select the “Next” button to continue with the  

E-File process. Once you have completed Third Party Designee information and the following  

categories, the last step is to continue to the E-file Summary. Do this by selecting the “Save” button. 

Step 4 – Submission 

The last step of the IRS E-File process is to submit the return from the E-File Summary page. This page 

presents the option to print the tax return and Form 8879 (federal and state). All previously entered  

E-File information will also be displayed on this page. Be sure the return is ready to be electronically 

filed, and that all the information has been verified. The return must be marked Is Complete (via the 

checkbox under the section titled Return Information). Select Save And Transmit Return to IRS to E-File 

the return. 

(See the following page for images of Submission Page.) 
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Review Status 

Sometimes new tax preparers need assistance with the completion of tax returns. The Return Review 

tool allows the tax preparer to mark the return for further review. Preparer Security templates can be 

created and assigned to the tax preparer requiring them to mark the return Ready for Review, then to 

Save and Exit Return instead of transmitting the return. Once a return has been marked for review, it 

cannot be E-Filed until it has been approved. For more information about Return Review, see page 108. 

 

 

 

 

 

NOTE: Most offices receive acknowledgements from the IRS within 4 hours of transmitting the return. 

E-filing a State Only Return 

Under most circumstances, both the federal and state returns are electronically filed together. There 

may be occasions when it is necessary to electronically file only the state portion of a tax return. To e-

file a state-only return, place a checkmark in the Send State Only box on the “Return Type” section of 

the E-File page.  

NOTE: Federal Return Type must be selected even though you are filing State Only. 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continue with the E-File process as described on the previous pages. Prior to submitting the return for 

electronic filing, review the E-File Summary screen. The Type of Return should read:  

State Only - Federal Return is NOT being submitted to the IRS. The state return information should list 

the state(s) and the type of return for each. Select Save and Transmit Return to IRS to transmit the 

state only return. Most offices receive acknowledgements from the state(s) within 48 hours of  

transmitting the return. 
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Chapter 5: Client Search Tools  

 

Learning Objectives 

 
Understand the tools available from Client Search 

 
 Filter Client List 
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Client Search 

To get to the Client Search in Pro Web, from the Welcome Page select:  

 

Filtering Clients 

From the Client List, you can filter the list by Return Status, Return Tag, Date, or Name. As you modify 

the filters the changes will show real time in the Client List.  

Once IRS Acknowledgements come in, they will reflect accurately in the Client List under the Status 

category. Each of the categories shown can be sorted by ascending or descending order. To open a 

return from the list just choose Select next to the return.  

From this page you can also add Notes and Tags to a return, as well as Print the return using your  

Custom Print Sets. 
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Tools Drop-down  

 

 

The Tools drop-down in the Client List allows you to quickly  

access the return’s Scanned Documents, Client Status, Email 

the return, and even change the preparer.  

 

 

Scanned Documents 

Scanned documents are stored temporarily for review purposes only. They are not a permanent storage 

solution. They will only remain in the program while that year is supported. Make sure you keep your 

local copies of documents for long term storage or save them as a PDF document within the computer. 

To scan documents, click on Upload Documents, Drop files to upload or click and choose the PDF  

document to open. 

Email Return 

This sends an encrypted PDF of the taxpayer’s tax return, which is password protected, to the taxpayer. 

In the Message Body, it explains that the attached tax information requires the password created by the 

preparer to open the PDF. Once you click on Email Return, the program will automatically generate and 

attach the PDF to the email. The taxpayer’s email address is manually entered in Send To, and the  

preparer’s email information will be prepopulated based on the email address entered in Configuration. 

Click on Send Email to send the return. 

 

Client Status 

To view the status of a client’s return, select Client Status from the Tools drop-down box in the Client 

Search Menu. 

As the office receives acknowledgements from the IRS, the state(s), and the bank product provider,  

client status will be updated automatically with the latest information regarding the status of the client’s 

return. From the Client Status screen, the preparer will be able to determine the following: 

• Type of electronic return sent (Electronic mailed, Direct Deposit, Bank Product) 

• Transmission date(s) and time(s) 

• Preparation fees, electronic filing fees, total fees 

• Accepted or rejected status for the federal and state return 

• The reject code(s) and details of reject code(s) 

• Expected refund or amount due 

• If an extension was filed for this client 

• Client Return History – Action, Log Time & Date, Preparer Name, ERO, SSN, States on Return,  

Return Information, Return Fees 
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When returns are Rejected by the IRS, you will see the reject code and the transmission details listed in 

Client Status. 

 

Client Status also has the Return Audit History. This will allow you to see when changes happened in 

the return, including when the return was created and when it was printed.  

 

Federal Reject Codes 

The IRS Acknowledgements heading shows the reason the return was rejected. The explanation of the 

reject is found under Additional Information. Client Status will display SSN associated with the  

rejection. This will allow the preparer to make the appropriate corrections for the individual. 

State Reject Codes 

Most states maintain their own database of state rejection codes. After the IRS and/or State corrections 

are made, the return can be re-transmitted. In the event the rejection was made for the state, the  

preparer should send the corrected version as a State Only return. To make this election, click on the 

Send State Only box located on the E-File page’s Return Type section. 

NOTE: If the Federal Return is rejected by the IRS, the Sate Return will not be sent. The State Return 

cannot be sent in until the Federal Return has been accepted unless it is being sent as a state-only  

return.  
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Privacy Settings 

To mark the selected return as a “private return”, select this option from the drop-down menu. Select 

Yes from the drop-down box next to the question – “Would you like to make this return private?” Then, 

enter a password for this return. To ensure accuracy, the preparer will enter the password twice. After 

the return has been password protected, the password must be entered each time a preparer attempts 

to open the return. 

Change Preparer 

To change the preparer assigned to a return, select this option from the drop-down menu in the Select 

Option box. When this option is selected, a box displaying the current preparer and an option to select a 

different preparer will be displayed on the screen. Select the new preparer from the drop-down list of 

preparers that have been added in the configuration menu. Select the Continue button to save changes. 

 

 

 

 

 

 

 

 

Deactivating/Deleting Returns 

In rare events, a preparer may need to deactivate a return. This is done in the Office Client List. When a 

return is deactivated, TaxSlayer Pro Web makes it unavailable for edits. These returns will still remain in 

your Client List, but with the status Deactivated. They will not be removed or deleted from your  

program. Deactivated returns can be reactivated by re-entering the Social Security Number as if starting 

a new return and selecting to reactivate the existing return.  

NOTE: If you are a Pay-Per-Return user, each deactivated return will still count towards your total  

number of returns used.  
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To deactivate a return, use the following steps from the Welcome page: 

Click Select on the Client Search line to get to the Client List: 

 

Next, select the Tools drop-down to show the Deactivate option: 

 

 

 

 

 

 

 

 

 

NOTE: Returns can only be deactivated if they are In Progress or Failed Review. If the return has  

already been marked Complete, you will need to move it back to In Progress to deactivate. Transmitted 

returns cannot be deactivated.  

 

After clicking Deactivate from the Tools drop-down, you will see the following question: 

 

 

 

 

 

 

You will then see the status show Deactivated in the Client List:  
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Review Returns 

This utility allows the tax preparer to mark the return for further review. The reviewing tax preparer will 

click on the return(s) for review. Once the return has been reviewed, the preparer can continue with the 

E-File Process. 

When returns have been marked for review, they will populate in the Review Returns queue and you 

will see a green asterisk next to the title. 

 

 

 

 

 

 

 

 

 

 

Once you get to the end of a return that has been marked for review you will have the option to either 

Approve or Fail the return. Since the return has been marked for review, you cannot E-File the return 

until it has been Approved.  

If you Fail the Return Review, you will need to specify why:     
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Chapter 6: Miscellaneous Features  

 

Learning Objectives 

 
Bank Checks 

 
 How to Change the Tax Year 
 

Return Features, such as Notes, Amended Returns and E-File Opt Out 
 

Message Center 
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Print Checks 

This option enables the preparer to print checks for taxpayers who have had their refunds funded 

through a bank product provider. From the Welcome Page click on Print Check(s) – the program will 

open directly to the bank’s website. 

 

On the bank’s website, login using the credentials created after being approved by the bank. The check 

printing process is different for each bank. For assistance in printing an individual check please contact 

your bank support representative. When contacting the bank, make sure you let them know that the 

return was prepared using the TaxSlayer Pro Web product. 

 

Prior Year Returns  

To complete a prior year return in the Pro Web program, select the Change Tax Year drop-down in the 

top right corner of the login page:  

 

This allows you to toggle between the available years. 

 

NOTE: Pro Web only offers the current and three prior 

tax years.  

 

 

Adding Taxpayer Notes 

Preparers can add notes to a tax return so they can review information later. For example, if the  

preparer adds a Missing Information return tag, they may want to add a note to remind them of what 

information they still need from the taxpayer. Preparers can either add a taxpayer note while in the  

return or from the return list. 

To add a note while in a tax return, use the  

following steps: 

 

Click the drop-down list under the taxpayer’s 

name, as shown: 

 

Click Notes. 
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TaxSlayer Pro Web will then display the Add a new note window: 

 

Type a name and the text for the note in the appropriate boxes. 

Click Save. 

 

 

 

 

 

 

 

 

 

 

 

Next, TaxSlayer Pro Web will display the Found Notes window: 

To add additional notes click Add and use the same steps to add the new note. 

 

 

To remove a note, select the note and click  

Remove. 
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To add a note outside of the return, use the following steps from the Office Client List: 

Find the taxpayer in the list and click the Edit Notes icon, as shown below: 

 

 

 

 

 

 

 

This will open the Personal Notes window: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Existing notes can be viewed in the upper right corner and new notes can be added. To add a new 

note, type the title and description in the appropriate boxes and click Save. After adding notes, click the 

X to close the window. 
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Message Center 

Preparers can send a message through TaxSlayer Pro Web to any of the preparers at their office. To 

use the Message Center, from the Welcome Page click Message Center. 

 

 

 

 

 

From the main page of the Message Center, you can review any received messages in the list and  

create new message to send out.  

 

To create a new message, click Create Message. 

 

Click Select recipients and select any other in-office preparers to contact via message. Type the  

message in the message box. Preparers can type up to 500 characters. 

When you are finished, click Send. 

 

IRS Website 

The IRS website, www.irs.gov is an invaluable tool that is available to assist preparers in everyday tax 

office situations. From the IRS.gov homepage, preparers can to access tools such as Where’s My  

Refund, Interactive Tax Assistant, and more. Select the Tax Pros tab at the top of the screen to access 

the most up to date information provided by the IRS to tax professionals. 
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There are many IRS Resources and Information Topics for Tax Professionals that can be utilized from 

the Tax Professionals section of the IRS website. From this section of the website, preparers can do the 

following: 

• Access Forms and Publications 

• Renew PTIN information 

• Subscribe to IRS e-services 

• Review the Standards of Practice for Tax Professionals 

• Access the Section 7216 Information Center 

• Access Reference Materials 

• Find Frequently Used Telephone Numbers for Practitioners 

 

E-File Opt Out Form – Form 8948 

Form 8948, Preparer Explanation for Not Filing Electronically is to be used by specified tax return 

preparers to explain why a return is being filed on paper. A specified tax return preparer is a tax return 

preparer who prepares covered returns and who reasonably expects to file 11 or more returns during a 

calendar year. There are certain specific exceptions to the above stated E-File mandate and Form 8948 

is used to identify tax returns that meet allowable exceptions. 

The IRS has imposed an electronic filing mandate on tax return preparers who prepare individual  

federal tax returns. Any preparer who anticipates filing 11 or more Forms 1040 and 1041 during a  

calendar year is required to electronically file all of the returns that they prepare using IRS E-File. To 

access the Form, select E-File Opt Out Form from the Helpful Information box. A fill-in version of Form 

8948 will display on the screen. Fill out the taxpayer’s name and SSN. Place a checkmark in the box 

that best describes the reason for not electronically filing the tax return. Several of the exceptions  

require additional information to be filled out. Be sure to complete all relevant lines to include any fill in 

spaces provided. 

Form 8948 should be attached to the paper tax return that is prepared and furnished to the taxpayer for 

the taxpayer’s signature. Form 8948 must be filed with the paper return. In addition to Form 8948, the 

tax preparer should have the taxpayer sign a taxpayer choice statement indicating that they request to 

have their return filed on paper by the tax preparer. The taxpayer choice statement should be kept with 

any in-office records. It should not be attached to the tax return or sent to the IRS. 

Several allowable exceptions to the E-File mandate follow: 

• The taxpayer chose to file the tax return on paper 

• The preparer received a waiver from the requirement to electronically file the return 

• The preparer is a member of a recognized religious group that is conscientiously opposed to filing 

electronically 
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• The tax return was rejected by IRS E-File and the reject condition could not be resolved 

• The preparer’s E-File software package does not electronically support a specific form attached to 

the tax return 

• The preparer is ineligible to file electronically because IRS E-File does not accept foreign preparers 

without social security numbers who live and work abroad 

• The preparer is ineligible to participate in IRS E-File 

Additional information on IRS E-File can be found by visiting 

IRS.gov. 

 

To access the Form 8948 in Pro Web, from the Welcome Page 

select the E-File Opt Out Form from the left side of the page. 

This will generate a PDF of the form that you can print out.  

 

 

 

 

File an Amended Return 

The Amended Return menu is available from within the Tax Return. Any amended return(s) cannot be 

E-Filed, and a copy of the original return(s) must be mailed with the amendment(s). 

From inside of the program on the left-side navigation options you will see the option 20XX Amended 

Return. Selecting that option will open the Amended Tax Return - Form 1040X Menu. There are seven 

(7) menu options to select from. For detailed step-by-step instructions on preparing an Amended Return 

start by selecting How to Amend Your Return. 
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To begin an amended return, the preparer will need to populate the Original Federal Return Information. 

Access this input screen by selecting Original Federal Return Information. If the original return was  

submitted electronically through the tax program from the same office, this column will auto-populate 

with the original tax return information. Otherwise, the preparer will need to manually input the figures in 

this column. Select the Where is this located? link for details or navigation assistance. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

After completing the input of the original column, select the Continue button. This will navigate back to 

the Amended Tax Return – 1040X Menu. Select Make Corrections for Amended Return and then select 

the Continue button. This will navigate to the Summary page of the tax return. Select the Show Details 

link next to any entry to add, edit, or remove information as needed. Only edit or enter information that 

was incorrect or omitted on the originally filed return. 

After making all necessary changes, select File 20XX Amended Return from the upper right-hand cor-

ner of the screen. The program will navigate back to the Amended Tax Return – Form 1040X Menu 

where the preparer can create a state amended return, if applicable, and/or enter an explanation of 

changes for the amended return. 
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Explain Changes 

Select the BEGIN button next to Explain Changes to enter an explanation for amending the original tax 

return. Be descriptive and make sure to list each change that appears on the form. After entering these 

explanations, select Continue. 

Creating an Amended State Return 

Select Create Amended State Return to make changes to the original accepted state tax return. Edit the 

state return that requires changes. The preparer can return to this menu later if they need to file more 

than one state amended return. 

 

Next, select the Begin button next to Amended Return. The information entered in the menus below will 

aid in completing the amended state return.  

To create the state amended return, from the drop-down menu provided select ‘Yes’ and select the 

BEGIN button next to Review and Complete Amended Return. If the state return was created and  

E-Filed in the Tax Program in the same office, the figures from the accepted state return will  

auto-populate to the original column on the state amended return. Depending on the state, there will be 

several menu options to choose from pertaining to the amended state return. Select the BEGIN buttons 

next to each item listed and fill out all applicable information. 

After entering applicable information for the state amended tax return, select Continue. Return to the 

Summary section of the tax return to print the state amended tax return. 
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To print both the federal and/or state amended return(s) select the BEGIN button next to Print Amended 

Return. Select Continue to create the PDF. Clicking “Continue” will generate a PDF document of the 

Form 1040X, along with the supporting forms that must be attached to the amended return. Be sure to 

review the Form 1040X to ensure that the necessary corrections are reflected appropriately. After  

verifying that the corrections are entered as needed, print the entire document that opens. The taxpayer 

should mail the 1040X, all of the federal forms that print, and any additional tax statements (such as 

W2s, 1099s, or 1098s) to the appropriate address. 

Any state amended returns will also be included in the PDF document. It is recommended that  

preparers print the entire PDF document and have the taxpayer mail all state forms to the address  

given by the state. 

After printing the amended return(s), select the Continue button. 

Depending on the state, the mailing address is on the form. Also visit the IRS and/or State website to 

search for Where to File. 

 

Deleting an Amended Return 

To delete an amended return, select the BEGIN button next to Delete Amended Return. The program 

will confirm the intent to delete the amended return and the preparer will be prompted to change the 

return back to its original state prior to any changes. 

 

Federal and State Calculated Refund / Amount Due 

The tax program keeps track of the calculated refund or amount due and displays the current dollar 

amount on the right-hand side of the screen. These figures will start calculating as soon as the return is 

created.  

Refunds for both Federal returns and State Returns will show in green and any amount due will show in 

red.  

 

Tools 

By selecting the drop-down arrow next to the Taxpayer’s name, the preparer will be given the choice 

to view the menus and chose to go back to Your Office, Scan Documents, change the software’s  

language to Spanish, enter Notes, view Helpful Tools, Quick File and Save & Log Out. 
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Change Language 

By selecting the drop-down arrow next to the Taxpayer’s name, the preparer will be given the choice to 

view the menus and print supported forms in English or in Spanish. 

 

 

 

 

 

 

 

 

 

 

 

 

Scanned Documents 

This option is used for temporary storage for remote reviewing purposes only, and is not a permanent 

storage solution. Make sure to keep local copies of documents for long term storage or save them in the 

computer. 

NOTE: Saving to the computer is not necessarily an encrypted method of saving information. 
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Contact Us  

This option includes Support contact information such as support hours, phone number, and email ad-

dress. 

Helpful Tools  

This option will contain links to the Knowledge Base, the User Manual, IRS Forms &  

Publications. 

Notes  

This option allows the preparer to leave notes or placeholders in reference to the Taxpayer’s return. 

The preparer will be notified of all Reminder Notes before you E-File the tax return. 

Quick File 

This option allows the preparer to quickly access forms and schedules used in the return. 

NOTE: Begin typing the form name or description in the box below then select the form or forms to visit. 

The preparer will have the opportunity to enter additional items at the end of this process. After  

completing the list, select CONTINUE and the software will guide the preparer to the relevant entry 

menus. 

 

 

 

 

 

 

 

 

 

7216 Consent to Use / Consent to Disclose 

When a preparer starts a new tax return they will be prompted to have the taxpayer sign a 7216 -  

Consent to Use Tax Return Information form. The 7216 Consent to Use of Tax Return Information  

included in the software is provided with no inherent warranty. It may not satisfy any legal obligations 

pursuant to IRC §7216. It is suggested that preparers use the provided consent to use of tax  

information as a guide in creating their own 7216 disclosures. 
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New regulations under IRC §7216, Disclosure or Use of Tax Information by Preparers of Returns,  

became effective on January 1, 2009. The statute limits tax return preparers’ use and disclosures of 

information obtained during the return preparation process to activities directly related to the preparation 

of the return. The regulations describe how preparers, with the informed written consent of taxpayers, 

may use or disclose tax return information for purposes other than preparation of the tax return. Specific 

and limited exceptions that allow a preparer to use or disclose return information for other purposes are 

also described in the regulation. 

IRS regulations under IRC §7216 apply to all: 

• Paid Preparers 

• Software developers 

• Electronic Return Originators 

• Other persons or entities engaged in tax return preparation services or services that are auxiliary to 

return preparation, and 

• Volunteer tax preparers, for example Volunteer Income Tax Assistance (VITA) and Tax Counseling 

for the Elderly (TCE) volunteers and employees and contractors employed by tax preparation  

companies in a support role. 

Revenue Procedure 2008-35 provides specific form and content guidance to tax return preparers for 

obtaining consents to disclose and consents to use taxpayer data in both the paper and electronic  

environments. Generally, tax preparers must obtain the signed consent of the taxpayer before they can 

disclose taxpayer return information to anyone or use it for any purpose other than in the context of  

preparing the tax return. Separate consents are required for disclosure(s) and use(s). Consent forms 

may contain multiple uses and multiple disclosures However, do not include consent for use and  

consent for disclosure on the same form. 

Consents to Use / Disclose must: 

• Clearly identify the intended purpose of the disclosure or use; 

• Identify the recipient(s) and describe the particular authorized information to be disclosed or used; 

• Include the name of the tax return preparer and the name of the taxpayer; 

• Include the applicable mandatory language set forth in §4.04(a)-(c) of Revenue Procedure 2008-35 

that informs the taxpayer that he is not required to sign the consent and if he signs the consent, he 

can set a time period for the duration of that consent; 

• Include the mandatory language set forth in §4.04(d) of Revenue Procedure 2008-35 that refers the 

taxpayer to the Treasury Inspector General for Tax Administration (TIGTA) if he believes that his tax 

return information has been disclosed or used improperly;Where applicable, include the appropriate 

mandatory statement set forth in §4.04(e) of Revenue Procedure2008-35 that informs the taxpayer 

that his tax return information may be disclosed to a tax return preparer located outside the U.S; 

• Be in 12-point type on 8 ½ by 11” paper.  

• Contain the taxpayer’s affirmative consent (as opposed to an ‘opt-out” clause); and 

• Be signed and dated by the taxpayer. 
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All consents to disclose tax return information must contain the following statements in the following  

sequence: 

Federal law requires this consent form be provided to you. Unless authorized by law, we cannot  

disclose, without your consent, your tax return information to third parties for purposes other than the 

preparation and filing of your tax return and, in certain limited circumstances, for purposes involving tax 

return preparation. If you consent to the disclosure of your tax return information, Federal law may not 

protect your tax return information from further use or distribution. 

You are not required to complete this form. Because our ability to disclose your tax return information to 

another tax return preparer affects the service that we provide to you and its cost, we may decline to 

provide you with service or change the terms of service that we provide to you if you do not sign this 

form. If you agree to the disclosure of your tax return information, your consent is valid for the amount of 

time that you specify. If you do not specify the duration of your consent, your consent is valid for one 

year. 

 

All consents to use tax return information must contain the following statements in the following  

sequence: 

Federal law requires this consent form be provided to you. Unless authorized by law, we cannot use, 

without your consent, your tax return information for purposes other than the preparation and filing of 

your tax return. 

You are not required to complete this form. If we obtain your signature on this form by conditioning our 

services on your consent, your consent will not be valid. Your consent is valid for the amount of time 

that you specify. If you do not specify the duration of your consent, your consent is valid for one year. 

All consents whether for use or for disclosure must contain the following statement: If you believe your 

tax return information has been disclosed or used improperly in a manner unauthorized by law or  

without your permission, you may contact the Treasury Inspector General for Tax Administration 

(TIGTA) by telephone at 1-800-366-4484, or by email at complaints@tigta.treas.gov. 

 

Form 8822- Change of Taxpayer’s Mailing Address 

Purpose of Form - Use Form 8822 to notify the Internal Revenue Service if the taxpayer changed their 

home mailing address. If this change also affects the mailing address for the taxpayer’s children who 

filed income tax returns, complete and file a separate Form 8822 for each child. If there is a  

representative signing for the taxpayer, attach to Form 8822 a copy their Power of Attorney. Generally, 

it takes 4 to 6 weeks to process a change of address. Use Form 8822-B to change a business address. 

Prior Name(s) - If the taxpayer or spouse changed their name, complete line 5. Also, be sure the  

taxpayer notifies the Social Security Administration of their new name so that it has the same name in 

its records that appear on the tax return. This prevents delays in processing the return and issuing  

refunds. It also safeguards any future social security benefits. 

Addresses - Be sure to include any apartment, room, or suite number in the space provided. P.O. Box 

- Enter the box number instead of the street address only if your post office does not deliver mail to the 

street address. 
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Foreign Address - Follow the country’s practice for entering the postal code. Please do not abbreviate 

the country. 

“In Care of” Address – For taxpayers whose mail goes to a third party (such as an accountant or  

attorney), enter “C/O” followed by the third party’s name and street address or P.O. box. 

Signature - The taxpayer, executor, donor, or an authorized representative must sign. If the taxpayer’s 

last return was a joint return, the spouse must also sign (unless the preparer has indicated by checking 

the box on line 1 that the taxpayer is establishing a separate residence). 


