
Tax Office Statistics
TaxWise Online
Purpose:  To assist legal assistance offices in setting up TaxWise Software to  gather statistical information for input into the Tax After Action Report (TAAR).  The TAAR will be generated by the Client Information System (CIS).
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NEW!
Ability to search for and delete preventive law articles and classes

NEW!
Service reports sortable by provider.

NEW!
Remarks section printable in CLAR.

REMINDER

To change the number of Legal Assistance Personnel reparted at the top of these reports, an Administrator must go into *Configure” on the
lefthand menu and select "Providers” and edit each provider’s status to "practicing” or "na longer practicing".

CHANGE

The "Eviction- Foreclosure on Client” and "Eviction- Foreclosure on Landlord" Case Types have been changed to "Foreclosure- Foreclosure on
Client" and "Foreclosure-Foreclosure on Landlord", No change has been made to their codes, but they will now show up under a "Foreclosure”
heading on the Case Report
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Why a Tax After Action Report?

« Congressional mandate that the IRS VITA Program report the
number of tax returns prepared.

« Used by TIAG for support and justification of Tax Program.

«Used by the SIA to show value of Tax Services provided
members of the command and to obtain resources for the
command.

« Shows WHO on the installation are having their taxes prepared
and how much money Soldiers and Families have saved.

2/ Tools Needed to Track Tax Data

« Client Information System (CIS) - designated by the DIAG on

31 March 2008 as the sole Legal Assistance Data collection
software.

« TaxWise Software, whether online or desktop.
 Two software systems are not compatible.

 Tax Center OIC/NCOIC should appoint an Administrator as
00 as the TaxWise Software is received.

31 Tools Needed to Track Data

« Administrator must create the reports for TaxWise to produce
report(s).

«CIs is formatted for data needed for TAAR.

«CIs is web based, it can be used to track Tax Data from
remote locations.

« Tax Center OIC/NCOIC should require as 2 minimum, weekly
input of data into CIS. Data can be made dail

« Deputy Chief LAPD may require other information separately.
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If you need assistance, you may click on the Need Helg' link below.

TaxWise Data Collection
CLEREY— Upon receipt of the Tax\ise Software, it is important that the Tax Officer Manager appoint an
User Name: Administrator for the system. The Administrator, known on the system as Admin, has rights to
all menu commands in TaxWise and the Tax\Wise Utilty, with the exception of starting a new
Perech return. The Admin user can perform tasks that no other user can. These task include, but is
Need Help? notlimited to:
(s Using Security Manager to add users names and groups to TaxWise. Itis the Admin
Remember e [ that assign names and inital passwords too all users of TaxVise:
Setup tax form and print defaults that will be used by all user names in TaxWise.
Restrict access to task in JaxWise for other users.
Creating a Price List for all forms.
Creating user-defined history lists for entries in TaxWise.
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Creating and Editing Tax Form Defaults that will be used by all assigned users.
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I. Tax After Action Report

On 31 March 2008, The Deputy Judge Advocate General designated the CIS program as the sole Legal Assistance data collection source. The TAAR consists of entries made into the Mass Assistance Tax Center portion of your office’s CIS program. The TAAR is due 1 June of every year for CONUS Tax Offices and 1 July of every year for OCONUS Tax Offices.  Every tax site that receives the TaxWise Software must submit a report.

II. TaxWise Online Setup  
CCH, the vendor of TaxWise Online, will mail you a CD-Rom, a User Manual, and a Confirmation Slip.  

The  Confirmation Slip will contain valuable information that is essential in the operation of the software and will need to be maintained.  The essential information contained on the Confirmation Slip will be:

· Your Electronic Filing Identification Number (EFIN).

· Your Client Identification Number, which will be a six digit number that you will need to enter each time you use the system and each time you communicate telephonically with TaxWise representatives. 

· Your Registration Code (Reg Code), which is a 20 digit alpha-numeric code you will need to enter initially as your password. Your Reg Code will serve as your initial password for TaxWise Online. After entry into TaxWise Online, you must change your password, which has to consist of at least eight alpha-numeric characters, consult the TaxWise User Manual on how to change the password.
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III.   Admin Duties

Upon receipt of TaxWise Online, the Tax Center Manager needs to appoint an Administrator on the TaxWise system.  The Administrator, known on the system as Admin, can perform tasks that no other user can.  These tasks include:

· Using Security Manager to create and add user’s names and groups to TaxWise. It is the Admin that assigns names and initial passwords too all users of TaxWise.
· Creating and Editing Tax Form Defaults that will generate the CIS input information.

· Set up tax form and print defaults that will be used by all users.
· Open, edit, print, create and submit e-files under any user name. 

· Delete or move tax returns under any user name.

· Restrict access to tasks in TaxWise for other users (i.e. restrict who can transmit e-files). 
· Create a Price List for all forms prepared.  The Price List will generate CIS input information.
IV:  Data Collection Setup – TaxWise Online

To capture data needed for the CIS TAAR, the Admin creates settings in the Preparer’s Use Fields,  located  at the bottom of the Main Information Sheet (shown below).  The Main Information Sheet is the first form shown when creating a return. By creating these settings, the Admin can mandate that these fields be used to obtain information desired for the TAAR.
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V.  Creating Settings in Preparer’s Use Field 1
· Preparer Use Field 1 - Set up this Preparer Use Field to capture the status of the tax client.
· Mandatory Information required for entry into Preparer Use Field 1 is limited to the below choices only. The abbreviations shown below will be used.
ESM  = Enlisted Service Member                EFM = Enlisted Family Member

WOSM = Warrant Service Member             WOFM  = Warrant Family Member

COSM = Commissioned Service Member   COFM = Commissioned Family Member

Retiree                                                          Other
· To create and enter the required data above in Preparer Use Field 1, open TaxWise Online as the Admin, and from the Toolbar, click on the Settings Tab.
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By clicking the Settings Toolbar, TaxWise Online will deliver you to the User Settings Page. To create your Preparer User Field 1, highlight Custom Fields and click.
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After clicking on Custom Fields, you will see the screen below.  Click on Edit Preparer Use Field 1.
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The screen below will appear after you click Edit Preparer Use Field 1. 
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Enter the abbreviations listed below.

 ESM  = Enlisted Service Member                EFM = Enlisted Family Member

WOSM = Warrant Service Member             WOFM  = Warrant Family Member

COSM = Commissioned Service Member   COFM = Commissioned Family Member

Retiree                                                          Other
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After entering the mandatory abbreviations, click the Required block (it will show a green check), then click the save and close tab as shown above.  By doing this, you have instructed TaxWise not to proceed unless an entry is made in this field on the Main Information Sheet.  All mandatory fields will be marked Red in TaxWise.
All information entered in Preparer Use Field 1 is stored in the TaxWise Database and can be retrieved by doing a Military Preparer Summary Report and a Prep Use Field Report. Section IX of this manual describes how to retrieve these reports.
VI.  Creating Settings in Preparer’s Use Field 2 

· Preparer Use Field 2 - Set up this Preparer Use Field to capture the branch of service of the tax client.
· Mandatory Information required for entry into Preparer Use Field 2 is limited to the below choices only. 
Army

Navy

USAF

USMC

USCG

· To create and enter the required branch of service shown above in Preparer Use Field 2, open TaxWise Online as the Admin, and from the Toolbar, click on the Settings Tab.
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By clicking the Settings Toolbar, TaxWise Online will deliver you to the User Settings Page. To create your Preparer User Field 2, highlight Custom Fields and click.
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After clicking on Custom Fields, you will see the screen below.  Click on Edit Preparer Use Field 2.
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The screen below will appear after you click Edit Preparer Use Field 2. 
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Enter the mandatory codes for the service branches as they are shown below, click Required, then click Save and Close.
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All information entered in Preparer Use Field 2 is stored in the TaxWise Database and can be retrieved by doing a Military Preparer Summary Report and a Prep Use Field Report.

VII:  Recommended uses of other Preparer Use Fields.
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Although only the first two Preparer Use Fields have a mandated use, it is highly recommended that the Admin set up and use the other fields to collect other useful data as determined by the Tax OIC. 
 For instance;

· Preparer Use Field 3:  Use to capture the name of the tax preparers in your tax center.

· Preparer Use Field 4:  Use to capture the unit of the tax client.  This data can be used to report to the Staff Judge Advocate where the clients are coming from.  It can also be used as a management tool to solicit personnel from units that have a high tax preparation volume but did not provide any support to the tax center.

VIII:  Setting Up the Price List

The last element in Tax Center Statistics is including the Price List into the TaxWise program. Every year before the start of tax season, members of the Armed Forces Tax Council agree on a  Price List.  This Price List shows the value of each tax formed prepared (see below).  The Price List can be changed to conform to prices in local areas.

Sample Tax Season Price List
	FORMS
	PRICE
	FORMS
	PRICE
	FORMS
	PRICE

	1040
	125.00
	2555
	45.00
	8609A
	15.00

	1040A
	100.00
	2555 EZ
	30.00
	8611
	15.00

	1040ES
	30.00
	3468
	15.00
	8615
	20.00

	1040EZ
	85.00
	3800
	20.00
	8689
	10.00

	1040NR
	45.00
	3903
	15.00
	8697
	10.00

	1040NR-EZ
	35.00
	4136
	15.00
	8801
	20.00

	1040V
	 40.00
	4137
	15.00
	8812
	30.00

	1040X
	65.00
	4255
	15.00
	8814
	15.00

	1045
	40.00
	4562
	25.00
	8815
	15.00

	SCH-A*
	45.00
	4563
	15.00
	8820
	  20.00

	  by line
	0
	4797
	40.00
	8826
	 20.00


The Price Sheet allows TaxWise to calculate the tax preparation fee for each return prepared  and print an individual invoice for each tax returned prepared. These numbers are also stored in the TaxWise Database and are produced when doing the Military Summary Report and the Preparer Field Report.  

To enter the Price List into TaxWise Online, do the following:

· From the Admin user position, click in Return Templates:
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The screen shown below will appear, then click New to create a new template.  The Add Return Template dialog box will appear.
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Enter a name and description of  the document in which you are creating.  Make it a default document by clicking in the Make Default, then click ok.
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The name of the newly created Template will appear on your list as shown below.
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Click on the Edit feature (shown above) and the  Main Information Sheet, along with the forms tree box will appear as shown below. Click on the Add A Form button in your form tree box.
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Scroll down the form list until you find the Price Sheet, then click add.
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The Price sheet will appear in your default forms.  Input the value of each form, then Save and then click Close.

Your Price Sheet will look like the example shown below.
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IX.  Generating Reports.

TaxWise Online provides a variety of web reports that can be customized.  The reports are accessed through the TaxWise report server and are not immediately available.  It takes at least 24 hours to get a report once requested. 

As stated previously in this manual, all entries made in the Preparer’s Use Fields are reportable entries that are contained in the Military Preparers Summary and the Use Prep Field Report. 

To access all the reports in TaxWise Online, just click on the Reports tab at the toolbar.
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The Reports Menu screen shown below will appear. Scroll down to find the Military Preparer Summary and the Prep Use Field Report.   Go to the Subscribe column located at the right margin and then Click on the Excel logo of each report located 
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The My Reports screen will appear as shown below, indicating that you have requested the two mentioned reports.  Click on the cancel if you no longer need the report.

[image: image25.png]GH TaxWise Online Tutoroial Latest [Compatibility Mode] - Microsoft Word

Home | Insert | Pagelayout  References  Mail

g5 Review Approvelt

@ Fle Edt Vew Favortes

HOPd @ 3

) |

) | [bd

A A= (Zsignaturetine -

T Q

Blank  Page

Table | Picture Clip Shapes SmartArt Chart | Hyperlink Bookmark Cross-reference | Header Footer _Page

Ted  Quick WordAt Drop

= Roseanme

O O X B O Pswen Forone @ 22

Tools  Help

Cauation Symbol
g Object - “ ot

B roduct 1o

5 biling Dt

T Appointments

() cashurise ™M

Page~ Page Break | - At - =7 Number- | Boc- Patst v Cap-
Pages Tables Hustrations Links Header & Footer Text Symbols
HY-0B2E0Y A
Toeueey . f . f . f : i : s : ¢
& Reports Nenu screen shown below will appear. Scroll down to find the Miliary Preparer
Summary andthe Prep Use Field Report. To go the Subscribe column located at the right
margin and then Click on the Excellogo of each report located
My Reports
Reports
Acceptance Summary Report
IRS Ack Summary @
Awaiting State Ack Summary @
Birthday Report @
Check Print Summary Report @
Client List e}
Client List w/o SSN @
Daily Tax Program Statistics E-File (part 1) Ire]
Daily Tax Program Statistics E-File (part 2) @
Daily Tax Program Statistics Paper (part 1) Ire]
Daily Tax Program Statistics Paper (part 2) @
DCN Report ©
Deposited RAL/ERC Fee Summary Report ©
EFIN Acceptance Summary. @
ERC/RAL Check Counts ©
IRAL Accepted na E-fils @
IRS Electronic Filing Summary @
IRS Extenzion Summary. e}
IRS Summary Report ©
IRS Summary Report (acceptance) @
Management Report @
Wilitary Preparer Summary @
NTa Statisical Data @
Office Information Report @
Outstanding IRS Rejects Report @
Outstanding Rejects @
Paper and 1040% Report @
Paper and 1040 Summary @
Prep Use Field Report @
Preparer Summary @
Preparer Summary (new) @
Preparer Summary (summary - no detail) @
RAL Summary @
Returns by Tax Form with Schedules ©
State o-file status @
State returns filed @
Tax form type by filing status ©
Page: 20 0122 | Words: 1637 | < |
/7 start ® 0f... = T Taxwise Onine... | B presentationt [ 3te

Eleconi il
O conk producs

& ey

B repors

s €] ntos:sumpot taxwise cominformationiyinformation aspxPAGE =Reperts

TaxWise

& o Home B My Information % Download

Check Printing #% Support

My Reports
How do [ use this feature?
Reports Subscribe
Wiltary Preparer Summary © Cancel
Prep Use Field Report © Cancel

Acceptance Summary Repart
Awaiting 1RS Ack Summary

Awsiting State Ack Summary

Birthday Report

Check Print Summary Repart

Client List

Client List w/o SSN

Daily Tax Program Statistics E-File (part 1)
Daily Tax Program Statistics E-File (part 2)
Daily Tax Program Statistics Paper (part 1)
Daily Tax Program Statistics Paper (part 2)
DCN Report

Deposited RAL/ERC Fee Summary Report
EFIN Acceptance Summary.

ERC/RAL Check Counts

IRAL Accepted no E-file

IRS Electranic Filing Summary

IRS Extension Summary

IRS Summary Report

IRS Summary Report (acceptance)
Management Report

NTA Statistical Data

Office Information Repart

Outstanding IRS Rejects Repart
Outstanding Rejects

Paper and 1040% Report

Paper and 1040% Summary

Preparer Summary

Preparer Summary (new)

Preparer Summary (summary - no detail)
RAL Summary

Returns by Tax Form with Schedules

State e-file status

State returns filed

Tax form type by fiing status

515

BEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEEE
EEEEEEFEEEEEPEEEEPEPEEEPEEEEEEREEEE

-=-Print & Help

VDo s » &~

@. ccHsmallFirmservices

= Woles Klowa bsiese

* Manage Users ¥ Change User

B @ Tsteastes




As stated earlier, there is a 24 hour wait on reports requested from TaxWise Online.  There is no notification procedure, so the Admin will have go back through the Reports functions to check on and retrieve the report.
Click on the requested reports and you will see the below screen when the requested reports  have been returned to you.
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Retrieve the requested reports in the Excel format by clicking on Download.

A view of the downloaded reports are shown below.  Privacy Act information has been deleted. 

[image: image28.png]TaxWise Online Tutoroial Latest [Compatibility Mode] - Microsoft Word Microsoft Excel - o x
v Il e e e [ e @
cut —— = Fring - cut = = = Fee | Autosum -
S i RENRTNYY nssbceoc AaBbC AaBbCi AaBb( AsBbCcr s he s R SR Genera S == s s R s Vid
B [B 72 U -abex x aa|[#- A [F TNoSpaci.. Headingl Heading2  Title Suptitie  — §;7:§5 Ry R e (B 2 u-f[m-[&- A erge & Center - | $ -~ % |[%8 3% fﬁ:ﬂf{ﬁ‘- ot S;;‘l_ Inset Delete Fomat || Clear-  copicx nd&
Ciipboard 5 Font o stes 5| edting Ciipboard o Font o Alignment o Number stytes cells Editing
Hd9-0825093 ° Hd9 ¢ S8 -
o] 1 . : f : B : 5 : : s : CRRR ci ~ (| RETURN_CLASS 2
Offc nfomtn Report 2 o
Sy S Rafes SarerE 2 o &) 20090817-074034 - Military Preparer Summary(1) [Compatibility Mode] - =2 x
Outstanding Rejects a2 @ A . E | F | 6 | H | 1 | g | K | L | M | N ] O]J]P | Q| R | S| T | U
e 2 o EFIN  |PREP_USE1 PREP_USE2 REFUND PREP_FEES  EFILE_MATIN FIRST_NALAST_NAI SCHED_A SCHED_B SCHED_C SCHED_D SCHED_E SCHED_F SCHED_R SCHED_S SCHE|
Paper and 1040% Summry’ ) 520000|COFM Amy 124 255 1784 SYDNEY HULL
S a o 520000|COFM Amy 266 170 8665 Emma  Champoux
Preparer Summary (new) & m 520000|COFM Nayy 69 210 “4TT8 Jeroline  Jackson
Preparer Summary (summry - no deta) 2 o 520000|COFM UsaF 195 2812 Madeleine Champoux D)
RAL Summary ) 520000|COFM Amy 1441 315 1847 Peggy  Jackson A B
Returns by Tax Form with Schedules a8 o 520000|COFM a1 170 4467 SCOTT  HULL
State e-file status A b 520000{COSM 1188 375 6154 Joseph Marquat A B
Stats s e = 520000|COSM 8405 330 “TA18 James  Voltz L
‘T form type by filing status A o 520000{COSM 9326 330 8132 Robet  Ayers A D I
a 520000{COSM 4588 155 #6200 James  Guelcher B
520000{COSM 3305 190 3392 Kevin  Partridge
520000{COSM 746 155 3658 MREYA BARRAGAN
520000{COSM 2862 210 7107 Peter Numn A
520000{COSM 2104 240 1282 Kein  Ferchak
[ 2 ] 520000|COSM 284 719 #3483 Raymond Johns B ) E
520000{COSM Amend 5122 400 8048 Bemard  ChampouxA E
520000{COSM 9528 345 8562 Tonya  Collins A
520000{COSM 9957 290 9036 Stephen  Speakes B
7 520000{COSM 6032 265 #2795 John  Daberkow A B
520000{COSM 4616 365 8885 Vincent  Boles B D) E
i 520000{COSM 9683 320 4592 James  Teixeira
520000{COSM 645 23 5264 Lo Gibet A
520000{COSM 1514 250 0365 Jennifer  Chandler
520000{COSM 512 385 294 Myles  Pemy A
520000{COSM 7897 135 #4957 Jean Paul Tarman A c D) SE-SF
As stated earlier, there is a 24 hour wait on reports requested from Tax\Wise Online. 520000{COSM 7447 245 6557 Brian  Fleming
- 520000{COSM 572 450 5203 Charles Pede A )
520000{COSM 8592 597 6108 Mark  Gorak A c D E
520000{COSM 1678 415 9890 Michael Vane A B E
- 520000{COSM 4017 325 7305 John  StephensoA B
{0 2005061707350 - e use ik et 520000{COSM 8852 365 0901 Damiel  Mason A
- = o ~ E - = m 520000{COSM usaf 4904 380 5493 David  Vemal A E
N 520000{COSM 2069 385 4261 EDLYN  SMITH D) E
g LASTMAME PREFUsen ;'f:»"sa [PREP USEs |PREP (ISE4 [PREP LISES 520000{COSM 2447 185 #0080 John  Pilgrim
N 3 52000 COFM Amy 520000{COSM 6186 43 4953 Benjamin_ Lvingston A )
T 520000 COFM  Nay 520000{COSM 8503 660 M7 Crsig  Brotchie A B D E
5 520000 COFM  USAF 520000{COSM 1233 250 2181 Janet  Fenton A
N 5 520000 COFM  Amy 520000{COSM 153 490 1406 Anthony Grant A B D)
A o 520000{COSM 3259 325 7262 Carlos  Pair E
Repeatthis process to establish the mandatory requirement in Preparer Use Field 2. Click on gg:::: gggm gé:: i:: :‘]‘ﬁ: xﬂfl"e' EISWIBSZ g g E
lacy louise
Edit Preparer Use Field 2. 520000|cosM 3308 240 5334 Lance O E
4 <> % 20090817-074034 - Miltary Prep ¥ AN I
riine - Lo, au Ready | Count: 104 oo| e——





Notice the spreadsheet for the Military Preparer Summary Report (shown above), how the program reports the status, the branch of service, the refund amount, and the preparation fees.

In the spreadsheet for the Prep Use Field Report (shown below), notice how the software reports all the User Preparation Fields.
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Calculate all required data using the features contained in Excel and then transfer the data to the CIS Mass Assistance Tax Center feature.

It is highly recommend that the Admin or Tax OIC download the reports enter the data into CIS on a weekly basis.
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Prepared by Danny Fentress
 Legal Assistance Policy Division.

703.588.6722

danny.fentress@us.army.mil


