Tax Office Statistics

TaxWise Desktop

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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I. Tax After Action Report

On 31 March 2008, The Deputy Judge Advocate General designated the Client Information
System (CIS) software program as the sole Legal Assistance data collection source. The Tax
After Action Report (TAAR) consists of entries made into the Mass Assistance Tax Center
portion of your installation’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:

e 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.

e Your Registration Code (Reg Code), which is a 20 digit alpha-numeric code you will
need to enter after you have completed the Setup Options.

I1l. Admin Duties

Upon receipt of the TaxWise Software, 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:

e Using Security Manager to create and add user’s names and groups to TaxWise. It is
the Admin that assign names and initial passwords too all users of TaxWise.




¢ Creating and Editing Tax Form Defaults that will generate the CIS input information.

e Set up tax form and print defaults that will be used by all users.

e Open, edit, print, create and submit e-files under any user name.

¢ Delete or move tax returns under any user name.

e Restrict access to tasks in TaxWise for other users (i.e. restrict who can transmit e-

files).

e Create a Price List for all forms prepared. The Price List will generate CIS input

information.

IV: TaxWise Desktop - Setup Options

In TaxWise Desktop, this process begins when you first install the software. Upon software
installation, the Admin must register the software, and then go through the Setup Options
process. This is done by clicking Tools and then clicking the Utilities/Setup Options.
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This will bring you to the TaxWise Utility screen show below. While at the TaxWise Utility
screen, click on Setup.

™ TaxWise Utility

=etup Help

TaxWise Utility

Wersion 22,10 [0002]
Warkstation ; 100

TaxWise will then display the below screen. Click on Setup Options.

™ TaxWise Utility

3 File Communication  Tools

Setup Options...

“Wiew Edit Print Packets
Register Software...
Security Manager

Wieswe Authorization. .. ty

Wersion 22,10 [0002]
wiorkztation : 100




You will see the Setup Options screen shown below.

Setup Options

Company | Generall F'rinterSetupI IndirectTransmitterI DirectTransmitterl EDIDrSetupI

Company Information

Look for your EFIN {or Customer ID) and Reg Code in the
starburst on your Fulfillment Confirmation Slip

EFIM [Electronic Filing Identification Mumber] or Custormer [0, II:I?D?43

OUr COMPAany's CONEAck NEME ...

FOUE COMPANYE FEMIE ..o e e ee e eeen e

our company's street addrass s I1 777 North Kent Street

Your compary's city, state, zipecode I.t'l'-.rlingtl:un WA 22203

Sour company's FElephione nUMBET e I?EB'EE“}E?22

“our company's Federal Employer's |dentification Mumber [EIM], if you have one..... e, IE?-DE?DBEE
Mame of pour comparny's Service Bureaw, If applicable.................. I
[~ Save as ‘Workstation Defaults << Back I | Mest = I Cancel Help

The Setup Options function is a five step process for military tax centers that requires the Admin
to set up the tax center.list:

e The first Setup Options Tab is called Company. This section requires the tax centers
electronic filing identification number (EFIN), the center’'s name, point of contact,
address and telephone number.




e The second Setup Options Tab is called General. In this section you identify;

a. Block 1 to determine if TaxWise is operating on a stand alone computer or on a
Network.

b. Block 2 is to start the count for the Declaration Control Numbers for all taxes
prepared.

c. Block 3 of this tab is used by TaxWise to automatically print an invoice with each
return. This is a must and works in conjunction with loading the Price Sheet (which
will be discussed later in the manual); and

d. Block 4 is for Miscellaneous options. Itis in this portion of the setup that we inform
the software to use and limit the Preparer’'s Use Fields.

E »

Company G Frinter Setup ] Indirect Tranzmitter ] Direct Transmitter ] Color Setup

1. Network options:

(o Mo Metwark, - by computer iz a single user machine MOT attached to others.

" Metwark. - My computer iz a single ar multi-user maching AT TACHED to others.

2. Current Declaration Control Mumber [DEM ] ee e s 1

3. Do you want TaxWise to automatically number your client invoices?
7 Do HOT auto number.

7 aAuto number each invaoice DMLY on MY LOCAL COMPUTER ewven if | am attached to a netwark.,

e

e Auto number ALL ikvoices, making each UNIGUE across the entire network.

. Miscellaneous options:

v Emnable Auto-Complete far entries with histan lists

v Dizplay Uzer-Defined and Auto-Populated history lists

v automatically dizplay historg lists

[ Save az Waorkstation Defaults | << Back I | MNext »» I Cancel Help

To enable and restrict entries in the Preparer’s Use Fields, all selections in
Miscellaneous options must be checked.




Other choices in the Setup Options features are Printer Setup, where you name your
printer.

Setup Options

D:umpany] General Printer Setup ] IndirectTransmitter] DirectTransmitter] |:D|Dr58tupl

1. Please select a default printing method. 2. Select a default printer for:
#erox Phazer 45100T PS -
&+ Windows: Standard for the most common printers. Tar retums, reports...... | Bl Thaser —J
(" PCL: Use this methad if you are experiencing printer problems. | || Check printing................ |><erm< Phaser 451007 PS LJ
Eobel it | etox Phaser 4510DT PS |

3. Options: (Check each option that you would like activated.)

[ Print blank page after EACH taw retum? [ If you have more than one, print each EFIM on separate report pages?

[v Frint tax retuns in&LL CAPITAL LETTERS? | 2

[V Print EACH rejected SSM on separate pages

v Automatically print form 3325 az each RS tax return iz acknowledged?

| Save as Workstation Defaults << Back Mewt

Cancel Help

All Army Tax Centers are Indirect Transmitters. That means, Army Tax Centers transmit
returns to TaxWise, who then sends the return to the Internal Revenue Service Center. In the
tab named Indirect Transmitter, TaxWise has a choice specifically designed for Army and other
Department of Defense Tax Centers. Disregard the Direct Transmitter Tab.
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Setup Options

Communications Information.

Enmpanyl Eenerall Printer Setup  Indirect Transmitter | DirectTransmitterl Enlanetupl

™ Use modem Irfrared Direct Lin

[/

(¢ |se default intemet protocal for communications. This method iz Department of Defense approved.

Electronic Fiing Center..... 1,706-230-7445

Haote: Huphens and parentheses will be ignared.

[Jze commas to wait for dial tone, use colons for 8 pause,
Electronic: Filing Center default phone nurmber iz 1,708-230-7448

[ Save as ‘Workstation Defaults

¢ Back

Mt »»

Cancel | Help |

The last Setup Option Tab is the Color Setup. Simply choose the desired color and click on the

Finish button.
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Setup Options

Enmpanyi Generali F‘rinterSetupi Indirect Transmitter | Direct Transmitter  Colar Setup |

~ Color Settings

B Color Style o Line
Diefault t SRR alor  Width
Drefault without Color Codin % 'E ackgiound A
I | Beclgand [
0os I;Iassn: E Heading 2
Sooig = |Highlght 1
by Custom Calars o |Highlight 2 =
£ |Filed Entry
o Empty Entry
E Required Entry
c Calculated Entry
5 |Scratchpad Entry
_E_ Mwsarridder F et il
U5 1234 Earnings summary Heading 2
Your Mame; [RUESAEE 55 number; KT 123
From Date: | 010142000 | Full Year . Period; - Eamed [ncame; 2EOO0
oo I | -7 v I
el | Street, Rome, 30165 Tips: -
Buginess type: | Aoocounting ] Dep. care;
Frezs F1 for Help Frezs F9 to zee details...
[~ Save asWorkstation Defaults ¢4 Back Finizh Cancel | Help |




This will bring you back to the TaxWise Utility page. Close out by clicking on the Red X.

™ TaxWise Utility X

File  Commurication Tools Setup Hely

TaxWise Utility

Version 22,10 [0002]
Watkstation : 100

TaxWise will then return to the initial page, where you will have to register your software using
the Reg Code provided at receipt of the software. To register the software, click on Tools.
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This will bring you back to the TaxWise Utility screen shown below.

™ TaxWise 2008 : 1040 Individu

o Tree Prink Retum

Print Form

{ext Form eturm

Open Returm

Homes. | Taswise'web | IRS | Customer Support | Manage Students | Student Lessons |

@ @ m ‘E @ Adclr 53 I

Back Fooward  Siop Refresh | Home

TaxWise’

% Log Out

£ Tasks You Do Most Often Important Reminders
1 Incomplete Tasks

Complete an Intake & Interview Sheet

.Communl:at\on
i » "
S Conduct a thoroug pQuality Baviau

@ Hot Topies ™ TaxWise Utility

T appaintment scheduler — Confidentiality & T|Fie Communication Tools Setup Help

g Tk You b TaxWise Utility

Werston 23,15 [0004]

Start a New Return Workstation : 100

Qpen an Existing Return

Change User
Change Package
Exit Taxise

Click on Setup, then click on Register Software.

™ TaxWise Utility

2

Setup Options...
Wiew Edlit Print Packets
R ftsnare. ..

Security Manager

Yiewy Authorization. .. ' ty

Wersion 23,15 [0004]
Workstation : 100
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The below screen will appear. Enter in the Reg Code provided by TaxWise and then click OK..

Register Software
o EFIM /Cuztarmer Mumber: 152EIEIEIEI

Registration Code [TSKJ -~ Jaals - [aass - jasal - JAESA

GET™4 © Cancel | Help ]

................................

This will complete the installation and setup of TaxWise Desktop. Close all features and return
to the main page.

V. Data Collection Setup - TaxWise Desktop

To capture data needed for CIS, 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.

Preparer's Use Fields

1 2 3
4 5 6 7
8 9 10
11
12
Tim e in this return: minutes Tax bracket: 10.0 Price 125.00

Inform ation below is forthe preparer ltwill printand proformma Motes to the client should be listed on
the SummarySheet

[t
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VI. Creating Settings in Preparer’s Use Field 1

e Preparer Use Field 1 - Set up this Preparer Use Field to capture the status of the
tax client.

e 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 capture data needed for CIS, the Admin has to create settings for use in the Preparer's Use
Fields (located at the bottom of the Main Information Sheet) and input information from the Price
List.

e To create and enter the required data above in Preparer Use Field 1, open TaxWise
Desktop as the Admin, and from the Toolbar, click on the Tools Menu and then click
Edit Tax Form Defaults (shown below).

™ TaxWise 2008 : 1040 Individual : Admin
File Edit Form

Open Feturn

Home ] T adwfize Web ] IRS ] Customer Support ] kM anage Studenl

> g | & —— =
- )
) address: [ @ Calculator Fs5

Back Refresh Home

TaxWise

o Tasks vou Do Most Often [ porta nt Re Browser Tabs »
I Incomplete Tasks
LitilitiesfSetup Options
. Communication Com ple
% Eciit Tax Form Defaults
Office Status
CO n d uc LockMnlock Private Form Lists
e' Hot Topics
T Appointment Scheduler Confldentlallty & Backup to Disk... B t be protected
Restore From Disk... Cirl+R

ExportAmport Emplover Database

|,Ta5k5 You Do Carry Forward. .. »

Choet o=m ke Doadoen

14

Pt
'



Double-click on the Individual 1040 Tax Package or highlight and then click OK.

Edit Tax Form Defaults |E|

% Individual - 1040

Wl Fiduciary - 1041

Wl Parthership - 1065

U C Carparation — 11200C

Ul S Carparation — 11205

W Employes Benefit - 5500

Ui Estate Tax - 706

wll Gift Tax - 709

Uil Exermpt Organization - 990

wd Miscellaneous

wd Puerto Rico Individual - 422

Wi Puerto Rico Sociedades - 420,10
U Puerto Rico Corporaciones - 480,20

CIE; Cancel Help

-'I:Fggl nETIII’n

TaxWise Desktop will display a confirm message box, informing the user that all
changes will affect subsequent returns. Click yes.

Confirm E|

& [18] Any changes made will anly affect subsequent new returns in this
\'\If) uzer and package. Continue?

ez Mo

TaxWise Desktop will then display the Main Information Page.

15
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s Main Information Sheet 2003

Thiz return can be filed on Form IEEEKIEER.

Check form you are using: v

Check one: D Spanish forms onthe screen and printed. D Spanizh forms printed only.

Your first name Initial Last name Suffix Yaur S=h

If filing & MMHT  return, enter your spouse's
First name Initial Last name, it different from yvours Spouse's S5H

Mailing address

Mame line 2. Use % for care of
Presert home address . ... ... ... ...
Zipcode, city, andstate .. .. ...,
Etmail address . .. .o oL .. ... ...

Telephone numbers
Dantime .. .o ...
Ewvening . ... . ... .. . ... .......
Cellphoneor fax ... ... ... ...

Fareignphone . .. .. ..o ... ...,

Birthdate __ ... __.__ ... __.__....
Age for Federal tax purposes _ o ...

Tazpaver's occupation . ... .o oo ...
Spouze's ocoupation .o L. oo

Fareign Address
Foreign street address _ . .. ... ..

Foreign city, stats, province, Zip cocs -
Foreign country. Do not abbreviste .. . [

Taxpayer Information

Disaster designation - RS e-filing field 95 ... ... .. ... .. ... ..... S
Special Processing - ... ... EEEEEEEEEEESEEEEREEREE

Are ol excluding Puerta Rico income fram this tax retarn™? © o o oL oo ... D Yes E Mo

If "ves", enterthe amount of income excluded . .. .. .. ... ... .. ........ IR
Taxpayer Spouse

Check if BING - . O ve= O ves

Check if totally and permanertly disabled . . .o ... ... ... ... D Yes D Yes

Date of death. OMLY fin20080r 2009 ... .. ... ..o oeeonean.. DTN BN

16
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Scroll down the Main Information Page until you get to the Preparer’s Use Fields.

Place your cursor in Preparer’'s Use Fields Box 1 and right click. TaxWise Desktop will display

a pull down menu. Place the cursor on Edit History List and click.

Preparer's Use Fields
=, 1 = Link Fo
4
8 Crverrice Fia
Time in thi Un-Cweerride Shift+FS
- Inzert rowe ... Aft+ins
lT_ILDrSTJiEg: Dielete row ... Aft+Del
Sort Ascending Alt+F9
Sort Descending Alt+F10
Estimate F3
Un-Estimate Shift+F3
History List AL+
Ediit History List
Show Second Form FE
Lock Entry Crl+L

5 I
6 7
10 I

Tax bracket:

Price: N

and praforma. Motes to the client should be listed on

TaxWise Desktop will display a blank User Defined History List Box as shown below. Insert

each mandatory member status as required by CIS and defined in Section IV. Click Add after

each entry, and when the list is complete, click on the lock list button.

.L_I_:er Defined History List

User Defined History List

Add an item to the fist..

O L
Add | Heplace | 2 Delete |
o Pt

& Lock List |

ESM
EFt
WOSM
/O
COSM
COFk
Fetires
Civilian
Other

Add an item to the list...

ok | Cancel |

Help

——
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Once the entries are made and the list is locked, the tax preparer can only select those entries.
A pull down menu with those entries will appear, limiting the tax preparer choices. once the
cursor is placed in the box.

Preparer's Use Fields

1 - 2 N 3 ———
1 = 5 s 7 I
8 [mem & + DEEEEESEEEEEEE 10 [EEEEEEEEESEEEE
EFM
Tigosn =h: PR mirutes Tax bracket: Frice: | IIIERER
WOFM
InfqCcosm —|far the preparer. | will print and proforma. hotes to the client should be listed on
thelCOFM
Detiree b

Once the entries are entered and locked, go back to Preparer’s Use Field selected, and use the
F3 key to turn the field's color to Red and shows that this is a mandatory field that requires an
entry.

Preparer's Use Fields

- 3 ———
7
10—
=h: BBl minutes Tanx bracket: Price: | EEEGIEEER

for the preparer. | will prird and proforma. Motes to the client should be listed on

VII. Creating Settings in Preparer’'s Use Field 2

o Preparer Use Field 2 - Set up this Preparer Use Field to capture the status of the
tax client.

18
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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’'s Use Field 2,
open TaxWise Desktop as the Admin, and from the Toolbar, click on the Tools Menu and then
click Edit Tax Form Defaults (shown below).

™ TaxWise 2008 : 1040 Individual : Admin
File Edit Form Yieww Bank Repor Tools

‘ Open Return L ‘ ‘ ‘
Home ] Taxwize Web l IRS l Customer Support l Manage Studenl
K: |"-T| @ Address: |— -_]
i Calculator F5
Back Refresh Home @ Lele]
TaxWise
+ Tasks You Do Most Often Importa nt R Brawser Tabs »
1 Incomplete Tasks
Litilities/=etup Options
.Cnmmunicatinn comple
7 Ediit Tax Form Defaults
Office Status
CO n d u Ct d th oro Locklnlock Private Form List=
G‘ Hot Topics
T appointrment Scheduler Confldentlallt\_{ hi Backup to Disk... car+B & be protectEd
Restare From Disk... Crl+R
Exportimport Employer Database
_éerasks vou Do Carry Forvward... 3
THavt = ko Datorn

Double-click on the Individual 1040 Tax Package or highlight and then click OK

19
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Edit Tax Form Defaults

cual - 1040
Fiduciary - 1041
APartnership - 1065
A Corporation — 11200
A5 Corporation — 11205
JErmployes Benefit - S500
JEstate Tax - FOS
A Sift Tax - FOg
JExernpt Organization - 290
A riscelansols
JFPuerto Rico Individual - 452
JPuerto Rico Sociedades - 420.10
dPuerto Rico Corporaciones - <H20.20

ik I Zancel I Help

P o s -l e )

TaxWise Desktop will display a confirm message box, informing the user that all
changes will affect subsequent returns. Click yes.

Confirm E|

o 18] Ay changes made will only affect subsequent new returns in this
‘\"‘/ uzer and package. Continue?

TaxWise Desktop will then display the Main Information Page.

us Main Information Sheet

2008

Thi=s return can be filed on Form RS E S

[ Check form vou are using. Iv [ T040 L1 10404 L1 T0O40E 1 ToaorR L1 To40RR 1 TO40RRES

Check one: EI Spanish forms on the scresen and printed. I:I Spanizh forms printed only.
wour first name Initial Last name SuTfix wour S5R
| [ | | | ]
If filimy & JINT  return, enter your spouse's
First name Initi=l Last name, if different from yvours Spouse's SSM
[ |
Mailing address
Name line Z. Use % for care of .. ... . I
Present home address ... ... ... -]
Zip code, ofty, andstate ... .. . 0000000000000 |
Email adoress . ... ... ]

20
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Scroll down the Main Information Page until you get to the Preparer’s Use Fields.

Preparer's Use Fields

1 2 3
4 5 6
8 9 10

11

12

Tim e in this return: minutes Tax bracket:

10.0

Price 125.00

Inform ation below is forthe preparer ltwill printand proformma Motes to the client should be listed on

the SummarySheet

[t

Place your cursor in Preparer’s Use Fields Box 2 and right click. TaxWise Desktop will display a
the following screen. Place the cursor on Edit History List and click

Preparer's Use Fields

f

L ]

1
1

Bl minutes

Information below is for the preparer. it
the Summary Sheet.

he information you type in F‘rele

helpful to wou. For example, yal

ictmrn ranmrt foomeiat o lict -F all

Time in this return:

Estimate F3
IIn-Estimate Shift+F3

Edlit Hiztory List
Showe Second Form FE

Lock Ertry Clrl+L

h Price:

client should be listed on

he client's record in the tax re
field 1 to designate either PR

TaxWise Desktop will display a blank User Defined History List Box as shown below. Insert
each mandatory member status as required by CIS and defined in Section IV. Click Add after
each entry, and when the list is complete, click on the lock list button and then click OK.

21
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User Defined History List

Help
Tree Print Beturn | Prnt Form | Link Depr Whst | Betun Stage ] Disgnostios

Copy Thiz Form [Shift+F10] -‘IHernmrr; Form [Shift+F3] -]Elose Thiz Form [F100 )
riter o numbers, other than all zeroes. Drate:

Lthorize

electronically filed income tax return.

tao enter thiz PIN as my

: Gen Disclose
=43 Misc. Foms
RES/MR Wkt
Surmmany

s Ee==——

P E——— 10
(ilUcher than English what language is spoken in your home |
(e re you or a member of your househld considered diaable

person to discuss this return withthe IRS? _ .o o ... D Yes |E Mo
Add an item to the list...
Designes's Designee's
telephane PIM (cannat be 000000
Add | Replace | }{ Delete | & Lock List |
Check to kil as a self-prepared return; D
Drate:
0K | Cancel | Help
Print &= signature: D
T T T e T T ETT] TETETET Elrt:
W2TP] Firm name: [ — Check if also ERO: [
1093R[TF] Address: I Check it self-smployed: [
£251 Pg 1 Zipcode: [N I Phore: [N
Email accress: [I— Fa: [
Mon-paid indicator: [N IRS only: §X]
Preparer's Use Fields
= 2 I 3 I
3 5 5 i |

B minutes

Time in this return:

Tax bracket:

Price: NN

the Summary Sheet.

Information below: iz for the preparer. | will print snd proforma. Motes to the client should be listed on




[ User Defined History List

Army -
Hawy r
USAF

USHC
USCG

€=
[« |=

&dd ariitem o the list... Add an item to the list...

£dd l Henlace l :}7“ [elete l é Lock Ligtl Add | Beplace | x Delete |

0K | Cancel | Help | 0K | canch_ Help

Once the entries are entered and locked, go back to Preparer’s Use Field 2 and use the F3 key
to turn the field’s color to Red and shows that this is a mandatory field that requires an entry.
The tax preparer can only select from a pull down menu with that contains those entries only.

Preparer’s Use Fields

|

Aruy
Nawy 10 _
TSAF
Time inthis return: - [ERR BE0
UsCG
Information belovw is for the preparer. & will print and proforma. Notes to the client shauld be listed on
the Summary Sheet.

Tax hracket Price: ||
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VIll: Recommended uses of other Preparer Use Fields.

Preparer's Use Fields

1 2 3

4 5 6 7

B 9 10 -

11

12

Time in this return: minutes Taxbracket: 100 Price: 125.00

Information below is forthe preparer. twill pintand proforma Notes to the client should be listed on
the Summary Sheet.

]

Although only the first two Preparer Use Fields have a mandated use, itis 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;

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

e 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.

IX: Setting Up 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
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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 30.0018611 15.00
1040ES 30.00]3468 15.0018615 20.00
1040EZ 85.00]3800 20.0018689 10.00
1040NR 45.00)3903 15.0018697 10.00
1040NR-EZ 35.00)4136 15.00} 8801 20.00
1040V 40.0014137 15.00| 8812 30.00
1040X 65.00]4255 15.0018814 15.00
1045 40.00}4562 25.0018815 15.00
SCH-A* 45.00)4563 15.0018820 20.00
by line 04797 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.

It was shown earlier in the TaxWise Desktop Setup Options that under the General tab, the
program can be used to generate invoices for each tax return prepared.
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General | Pringdr Setup | Indirect Transmitter | Direct Transmitter | Color Setup

1. Network options:

o Mo Metwork - My computer iz a single user maching MOT attached to athers.

" Metwork - My computer iz a gingle or multi-uzer machine AT TACHED to others.

2 Current Declaration Contral Mumber (DTN e 1

3. Do you want TaxWise to automatically number your client invoices?
" Do WNOT auto number.

" Auto number each invoice ONLY on MY LOCAL COMPUTER even if | am attached to a netwark.

—

{* futo number ALL invoices, making each UMIQUE acrozs the entire netwiork.

4 Miscellaneous options:
[v Enable Auto-Complete for entries with histony lists
[v Dizplay Uger-Defined and Auto-Populated histony lists

[v Automnaticaly display histony lists

| Save az Workstation Defaults << Back et x» Cancel Help

In order for TaxWise Desktop to print invoices for each and every return, you must enter
numbers from the Price List onto the Price Sheet located in Tax Form Defaults.

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

To enter the Price List into TaxWise, do the following: Enter TaxWise Desktop as the Admin.

26

Pt
'



™ TaxWise 2008
Fiie Edt Form Cefer Miew

Reports  Communications  Taoke  Hel

Home l TaxWiseWabl RS i Customer Suppolli Manage Studenlsi Shudent Lassonsl

@ Qi’ @ @ @ tdess | it _J ﬂ

0 Ston Refresh | Home

.
TaxWise
TaxWise Login =~ eminders
Username: |Admin -~ rview Sheet
Passmard: Conduct a thorough Quality Review

0K Exit Confidentiality & Taxpayer privacy must be protected

Show Release Notes

Look here to view the |atest release notes for TaxWise.

Approval Information

Find out if you are ready for tax season, Click any of the links below to check on your status:

o g-file tax returns
ERO Application
RALs
ERCs
RALs

(€) 2008 CCH Small Firm Services, &1l Rights Reserved, CCH Small Firm Services, All Rights Reserved,
License Agreement

Click on Tools, which will give the below pull down menus.
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File Edt Form Cefer View Bank Repos Communications

G| |4 N

| Prety, Fum | Next Fom - New Retum | Open Retum | Cluse Retur

Home |Ta>:W\seWeb! IRS | EustomEISuppmlI Manage Studenl

@ Ardress: l—

Home

1)4]

3 Tasks You Do Mast ften Importa"t R

| Incarnplete Tasks

Complete an Int

@ communication

f
Mo st Conduct a thoro

@'HUtTupics
T Appaintment Scheduler Confldentlallty §

Tasks You Do

Help
R ChHE ?3/

éf: Jen Wt | Fetum Stage
Cliert Diary

@cmcu\amr s L g
Make RS e-fils... Clriet
Mk Diect State e-fles

Mk Extension e-fles

Browser Tahs

Uities=etu Options
Edt Tax Form Defauts

LockUniock Private Farm Lists

Backupto Disk kb
Restare From Disk... ChrieR
Exportimport Employer Datahase

Carry Forward..,

t be protected

Start a New Return
Open an Existing Return
Change User

Change Package

Exit TaxWise

m—

Then click on Edit Tax Form Defaults.

——
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W TaxWise 2008 : 1040 Indj

File Ecit Form igw

ividual : Admin

Benk Reports  Communications

Open Retum | Clo:

Hore. | Tartwissweb | RS | Customer Support | Manags Studsrl

d 5E
S ® Aaress r@ Calculstor F5

@

Back Ret

resh Home:

TaxWise'

B Tasks You Do Most Often
1 Incomplete Tasks

@ communication

Office Status

@ Hot Topics

T Appointment Scheduler

Important Re
Complete an Int

Conduct a thoro

Help

Make IRS e-files. Crl+hd

Make Direct State e-files.

Make Extension e-files

Broveser Tabs

LtiitiesiSetup Options
Eciit Tax Form Defautts

LockiUnlock Private Form Li

Confidentiality §  BackutoDisk..

Restore From Disk

CirieB

Ciri+R

t be protected

Exportimport Employer Database

%Tasks You Do Carry Forvard 3

Start  Mew Return

Open an Existing Return

Change User
Change Package
Exit Taxtifise

Double-click on the Individual 1040 Tax Package or highlight and then click OK.

Edit Tax Form Defaults

vidual - 1040

JFiduciary - 1041

JAPartnership - 10565

JC Carporation — 11200

AS Corporation — 11205
JEmplovee Benefit - S500
JEstate Tax - 705

N Gift Tax - 7O9

I Exernpt Organization - 990

A Miscelan=sous

JPuerto Rico Individual - 452
JPuerto Rico Sociedades - 420,10
JPuerto Rico Corporacionss - 420,20

Cancel

Help
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TaxWise Desktop will display a confirm message box, informing the user that all changes will
affect subsequent returns. Click yes.

Confirm

l"

(18] &ny changes made will only affect subzequent new returns in this
uzer and package. Continue?

TaxWise Desktop will display the Main Information Sheet. Click on Add Form/Display Form List.

Refund konitar
AGL 30

Refund: $0

A.dd Forrn/Display Forrm List [Ctrl+F10) Fiemowve Form [Shift+FS) ﬁ Clase T his Farr [F10] \l

=)~ 000-00-0000

T  Main Info

=<5 1040 Individual Farmns
1040 Pg 1

S 1040 Pg 2
1040 W k3

Sch B

Interest Stmt
Drividend Stnt
Schi

us Main Information Sheet 2007

This return can be filed on Form DECTREEE.
CRECK TOFM You are Using: | 1080 L1 1090 T H0EZ [ J1040FR L 11090MR L 1 I0doRRESZ ]

Check one: [ Spanisk forms on the screen and printed [ spanish forms printed only

Initial

wour first name Last namea Suffix

Your S5R

. Soh CEZ[TA<PATER] If filing = JOIMT  return, enter your spouse's
- WZ[TP-] First name Imitizl Last name, if different from yours Spouse's SSM
1039R[TF-] |

|A

&251 Pg 1
Lo E251 Pg 2
2158

= 2267 Pa 1

5 2867 Pa 2
2267 Pg 2
T 2g7g

i >

Mailing address

Mame line 2. Use 2% for care of
Present home address _ .. oo ..o 0
Fip code, city, and state _ _
Email address

Telephone numbers

[=1-4=3 Mizc. Forms Crarytime
FES/NR Wk Ewening | ... ... 1111100 | I
Summany Sell phane ar fa " oooE Coooooeeees  EEEN Eoossssssssy
w  Letter[Quality_R eview_ Foreignphone . .. ... ... .. ..., e
Birthdate ..................... . ] .
Age for Federal tax purposes - . _ . . _ _ E E

Taxpayer's occupsation
Spouse's ooccupation

Foreign Address

Foreign strest address _ _ _ _
Foreign city, state, province,
Foreign country. Do not abbreviste

Taxpayer Information

This tax return is being filed by [ the surviving spouse or [ =omeons el==

Disaster designation - IRS e-filina field 95 - . . . . .. o ... .. ._._..... -]
Special prosessing - . . . ... ... ____._ .. 1177700 e ————
Are wou excluding Puerto Rico income from this tax return? ... Odwves Ewmeo
If "ves" erter the amourt of income excladed © 0 0 00O o000 00

Taxpaver Spouse
Check if blind - _ - _ . .. 1 ves= ves=
Check if totally and permanently dissbled .. ... ... ... . O ves 3 ves
Date of death, MUY if in 2007 or 2008 (e-filing allowed for both) - - . . | EEEE——

By default, Taxwise selects Form 1040 a=s the form to be filed, v“When you hawve entered all the ir
the Main Information Sheet whether the return qQualifies to be filed on 10404 or 1040EZ, When
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A list of all tax forms contained on TaxWise will be displayed. Scroll down (near the bottom of
the page) until you find the Price Sheet, highlight, and then click.

File Edit Form Wi Reports  Communications  Tools  Help
) ‘ O [¢ ‘ ‘ z <
Net Farrn Close Retur | Forms Tree Petum Stage Tawise U
H;:mm Find a form X
S Sorted on Shorteut
Look for. 1405 Py 2 Qpen
=) OO0-OHI000 (& Show &l Foms (" Use Private Foime: Nane
1 ain Info (" Can'tfind 7 Try P Filer List -~ € Edit Private Fome
=4 1040 Individual Forms | Shartedt + | Type Description
S0 1M0RgT e Py A
¢ 10M0Pg2 8901 Federal  CTC Qualifying Children Mot Dependent
1040 Wkt 8903 Federal  Domestic Production Activities Deduction
=] Schh 8907 Federdl  Monconventional Source Fuel Credit
Interest Stmt 8908 Federal  Energy Efficient Home Cradit
Dividend Stmt 8910 Federll  Alernative Motar Yehide Credic
seh 8915 Federdl  Hurricane Retirement Distribution
\S'\f;[TE;]Z[TAXPAYEH] 8917 Federll  Tuition and Fees Deduction
1095R(TF 8919 1P Federal  Uncollected Social Security Tax Taxpaver
= [ 8251 Py 91950 Federal  Uncollected Social Security Tax Spouse
£251 Pg2 9465 Federal  Instaliment Agreement Request
58 ACH 1040/ES Federal  Ach Debit of Balance Due/Estimate E-file
= [&] 8867 Pa i ACHEXT Federal  Ach Debit For Forms 2350 and 4368 E-file
8867 Pg 2 CommProp Federal  Community Property Allocation Wk
\ 75857 Fa3 Amortsch  Federdl  Amortization Schedule
T h:hsc Fams Blank Federdl  Blank Form
RES/NR Wkt Dependents Federal  Dependent Workshest
Summay Refund Auth  Federal  Fes Collect Authorization
v LetterQualty_Review_ Hdof Hshld  Federal  Unmarried Head of Household workshest
1PLUS Federdl  InterviewPLUS Information
¥ Letter Federal  Clint Letter
MF-MFS Pl Federal  Married Joik Separate Comparison Pg 1
MFIMFSPgZ2 Federal  Maried Jaint Separate Comparison Pg 2
! 8879 Federal 1040 e-file Signature Authotization
8879 Att Federal  E-file 1310 Claimant erification
8878 Federal  Extension e-file Signature Autharization
POAPD 1 Federal  Power of Attornew Pg 1
POAPD2 Federal  Power of Attormey Pg 2
Prepliotes  Federal  Preparer Notes
- ection Explanations
Reg Expl Federal  Reglal lanation
Price Federal  Price Sheet
PY Res wht  Federal esident Allocation Wt
RES/NR Federal  Resident and honresident Allocation Wt
AddIWR Wkt Federal  Addtional Monresident Allocation 'kt
Summary  Federal  Three Vear Tax Summary
W4 Federal  Employee Withholding Planner
W7 Federal  Application for Taxpayer ID Mumber v

The Price Sheet in TaxWise Desktop will then appear. To complete the Price Sheet, do the

following:

——
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¢ Enable the Check to print detailed pricing Invoice by clicking in the box next to it.
e Enter the name and address of your tax center.
¢ Enter the value of each form in the both boxes marked Prepared by You and Not You.

e Click on the Close This Form Tab when all tax form values have been entered.

¥ TaxWise 2008 : 1040 Individual : Admin : Tax Form Defaulis

File Edit Form e Reports  Communicstions  Tools  Help
> 2| ¥ z
Prew. Form Cloze Return | Forms Tree Fetun Stage
Refund Maonitor
AGI: $0 ﬁldd Form/Dizplay Form List [Chrl+F1 D]W jHemo\-’e Foarm [5 hift+F 3] WUDSE Thiz Form [F10] W
Refund: $0
=I-- v 000-00-0000 us List of Charges for Tax Return Processing 2008
¥ Main Info
=423 1040 Individual Forms Ll Check o print detalled pricing on invaice: v ]
=% 1040Pg1 e Policy DAviSion - -------- - .
« 1040Pg2 h : I
1040 Wkt e .
1040 WktS .. e N
= SchB
Interest Stk
Dividend Skt
Schi
Sch CEZ[TAXPATYER]
W2[TP-] )
10GSR[TP] Hote: Thereis a_chec:k box an Sc:h.et?iule.s A and B b_elow. If you c:_hec:k the box next to Schedule A,
the fee will be charged only if temized deductions are used in the return. If you check the baox
= E251 Pa next to Schedule B, the fee will be charged if the schedule is required to be filed with the return.
E251 Pg 2
8158 § - Prepared by § - Prepared by
= 8867 Fa 1 Mo Form You Mot You | Mo Form “ou Mot *'ou
8867 Pg 2
8867 Po 3 125. 00 0] [ o.ooff  o.o0)
1 o873 g g T | A
Gen Use g : g T |
Gen Disclose 0] 0] | o.ooff  o.00)
—I-=3 Misc. Forms g g | CO.0off 0.0
RES /MR Wht g o] [ o.ooff o odf
Summary 0] g | o.ooff 0.04
1 Frice g g | o.ooff 0.00
0] 0] | o.ooff 0.00
0} 0] | o.0o0ff 0.00
@ | Scheduea ... g | o.ooff o.oq
B | ScheduleBor1 0] [ o.ooff  o.og)
M| byline ... g | o.ooff o.oof
@ | SchedusC... ... _. 0] Lo oofl 0,00
H | Schedule CET .. ..
B | SchedueD._.._..._. 70, 00 Statements charged
[ O] byline ... ... ... by line
W | SchedulsE by @ Main Info dependerts . . | INIEEE | IEAEE
property - ..o ... | Addtional dependerts . | |IENEE | IENEE
0] page 2 .. ....o... [ 0.00] @| overseas explanation . || INENEE | IEAGEE
B | SchedueBIC .. [ 50.00] | 1040 other income . . . . | | INEHGEE | IENGEE
H | SchedueF ... EEEEE | EE| 104002 RA rollover . . | IS | IR
B | SchedueH. ... EEEEE | | Adimony psid ..o [ o.ooff  o.o0)
B | Schedued ... - B | BT 255sistondodo | D | RS
H | SchedueRor3 ..._. I | A Bl |  Schedule A dists ... [ o.ooff  o.o0)
B | SchedwesE. ... ... |EHEE | EAGE Bl Schedule B dividends . . | [ INIEAGEE | IEAER
o | w2 ow2rR. L .. R (Bl |  Schedule B irterest - . . | IENEEEKE | IEREE
W w2G T | G | B | Schedule B mortosas . - | RIS | INSENRINIGIR
By default, TaxWise selects Form 1040 as the form to be filed, When you have entered all the inforn
the Main Information Sheet whether the return gualifies to be filed on 10404 or 1040EZ. When you <
Form 90 Batch 656 Seq # 04" or Delete Sr25/2003 240 PM  In Return:

- - e e =




X. Generating Reports

TaxWise Desktop contains its own database, so data entered into the system, including the
entered into the Preparer Use’s Fields, are able to be computed and printed instantly. To
access all reports in TaxWise Desktop, from Admin, click on the Report Toolbar and then click
on the Reports List.

™™ TaxWise 2007 : 1040 Individual : Admin

File Edit Form “iewy  Bank SEEEEled

Communications  Tools  Help

Acknodsddements. =

Frint Return T aswfise L

T a=iwi

rsiling Lakels
K 7
Back sfresh - gl I GOl
- . Clisrt Orgarizer =
TaxWise

& Tasks vou Do Most often - Irmportant Reminders

I Incomplete Tasks

Complete an Intake & Interview Sheet

. Communication
Office Status
& Hot Topics

T appointrent Scheduler Confidentiality & Taxpayer privacy must be protected

Conduct a thorough Quality Review

!{I Tasks You Do Most Often

Start a New Return
Dpen an Existing Return
Change User

Change Package

Exit TaxWise

[ |

1182009 12:06 Phd

The list of all the reports in TaxWise Desktop will appear as shown below. Scroll down the list
to find the Military Preparer Summary and the Preparer Field Values report(s)

Select A Report To Print

X

Report Mame = | File Mame |

EIM List EIM.rpt

Fee Collect Report UTSFeseCollect rpt

Individual - IPS Return MM ailer - AT 100,200 UTSIMDO9 rpt

IFRS Deposits Report IRSDEP.rpt

IRS Electronic Filing S ummary LUTSInd3 rpt

IFRS E=tension Summary UTSIndl Z.rpt

bdilitary Freparer Summary UTSIndl Zrpt

Fonthly Feturn Statistics by Fowverty Lewel powertplewelrpt

Office Information OFFICE.rpt

Outstanding Fejected R eturns UTSInd11.rpt

Fayrment Surmrary PAYREMT rpt

Pending RALAERC Fee Summary UTSIndl Oorpt

FPreparer Field WWalues FREF.rpt

Freparer Surmmmary UTSIndd. rpt

RalL Fee Surmmary UTSIndS. rpt

Ral lnfo [Bmis, Bank, Etc.] RalLBarE rpt B

RAL Summarye UTSIndE. rpt

Feturmns by Tax Form Type with Schedules UTSSCHED. .rpt

State Armend TSI nd28mend0s. rpk s
Ok I Cancel Help
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Click on the report desired, and TaxWise Desktop will prompt you for the Report Criteria, as
shown below (The Report Criteria screen will appear for each requested report). Go to the
Date and click on Edited. This field will give you an year to date report.

Record Filtering Report Options
Statingdate | 1/ 1/2009 | Print summary information anly
| Include erased retuns
Ending date  |12/31/2003 =
v Print gray bar
Date |Edied v
Sart Order
I | {¢ Sork by primary 55N
Freparer ID | " Sork by primary last name
State efiles only? Select state " Sartby DCN
Starting DCh |EIEIEIEIEIEI-EIEIEIEIEI g ||F
Ending DCM |EIEIEIEIEIEI-EIEIEIEIEI -3 Label Options
[
Mare Optionz r
| Print filter information on reparts
Top Margin inches) (0.2
Left Margin (inches] | 2
0. Cloze Help

Then click OK. TaxWise Desktop will calculate and produce the report. In the examples below,
you will see the criteria for both, the Military Preparer Summary Report and the Preparer Field
Values Report.
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TaxWise’s
Military
Preparer
Summary
Reports
provides
most of the
data needed
for the TAAR

Sample Military Preparer Summary Report

Filename

Pre parer EClbs

Military Preparer Summary
Taxvyise 2006
E-File Ret Fom Filing Prep

Created Type Type Status Fees

End of Listfor:

1:09:53PM

Refund  1040x

Group Totals:
Total Retuns: Total Refund Amount:
Total E-Files: 0 Total Paper Retumns: 0
E-Files Ratio: 0.00% 0
0
0
Total Form 8606 0
Total Schedule C: 0
Total Schedule D: 0
1040 Retums: ]
Pay Grade
VYalue of Services Provided :
Grand Totals:
Total Retuns: Total Refund Amount:
Total E-Files: Total Paper Retumns: 0
E-Files Ratio:
Total Schedule E 0
Total Schedule EIC: 0
Total Form 2441: 1]
Total Form 8606 0
Total Schedule C: 0
Total Schedule D: 0
1040 Retums: 0
( 1
L * )




Sample Preparer Field Values Report

Preparer Field Values 12301
IaxWise 2008

lename  LastName

Prepuse!  Prepuse  Prepuse Prepuse 4
Dienuced—
Prepuse 1o Prepuse 12b
flenarna
Preparer EFIN
End of List
Numberof Retums;
End of Summéryfor
Grand Totals
Number of Retums;
[ =)



TaxWise will calculate all entries made in each Preparer Use Field. After calculation, enter the
number in the CIS Mass Assistance Tax Center screen.

Mass Assistance - Tax Center

Tax Center Info

[ Save Tax Center

Highlighted fields are required

Date ﬁﬁ

Provided To

Tax Preparation and $ '
Electronic Fees Saved

Tax Refunds 5
Memo
Federal State/Local Returns
Prepared E-Filed Prepared E-Filed
Enlisted Service Mir, |D ‘D ,D— ’ﬂ—
Farnily Mbr, |U ‘U ’U_ ’U_
Warrant Seryice Mor, |D ‘D ’D_ ’ﬂ_
Farnily Mbr, |U ‘U ’U_ ’U_
Common Off, Seryice Mir, |D ‘D ,D_ ’ﬂ_
Family Mbr, |U ‘U ’U— ’U—
Retiree |D ‘D ’ﬂ_ g
Civilian |U ‘U ’U— ;
Other |D ‘D ,ﬂ_ i
Tax Clients Turned dway ’D_

Prepared by Danny Fentress,
Legal Assistance Policy Division.
703.588.6722

danny.fentress@us.army.mil
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