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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Welcome to CIS 2.0!
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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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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:

· 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 after you have completed the Setup Options.

III.  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:

· 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.

· 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:  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.  
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TaxWise will then display the below screen. Click on Setup Options.
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You will see the Setup Options screen shown below.
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The Setup Options function is a five step process for military tax centers that requires the Admin to set up the tax center.list:

· 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.

· 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.  It is in this portion of the setup that we inform the software to use and limit  the Preparer’s Use Fields.
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The Setup Options function is a five step process for miltary tax centers that requires the Admin
toset up the tax enter ist

« Thefirst Setup Options Tab is called Company. This section requires the tax centers
electronic filing identification number (EFIN), the center's point of contact, address and
telephone numbers.

« The second Setup Options Tabis called General. In this section you identify;

a Whether the tax center is operating on a computer network or as a stand.along.
system, starts the count.

b. Whereto start the count for the Declaration Control Numbers.

. Whether or not you desire Tax\is to automatically print an invoice with each
return (highly recommended); and

d. Miscellaneous options. Itis in this portion of the setup that we inform the software
touse and limit the Preparer’s Use Fields.
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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.[image: image8.png]O Hd9-0&# |\Piture Toals | July 09 VTC [Compatibility Mode] - Microsoft PowerPoint - =
WG,

TaxWise Tutoroial - New 1 [Compatibility Mode] - Microsoft Word | Piture Tools | -5 x
Wome | et Desan  Auntions  Sideshow  Reiew  Viw | Fomat Wome | et agelyost  Refernces  Mollngs  Revew  View  Approvet | Format 0
¥ at e == 14 Text Direction - BEN\NOOO - Oysnapeil- | A Find % cut S = 5 A [@Ena
L E - [ERE)|EE = L sa [ - [A W) E- H[w M
a cory SReset J =S ALLDL G- 2 shape Outine - || . Repiace = R copy J ) aagocede AaBb( AaBbCi AaBb( asBbeel AL o

e New TR Arange Quick e = AT A- = E o spec.| eating1 | e e | suitie . Change
S commat Pt || o i peite | (B T el ] (] B comettosnarar= | & VAL 3 oy 7 00 QK e ||y seet- S S romatpaner [P 4 L7 e % ¥ Aar[¥- A =& Nospaci. Heang1 | Hesdngz  Twe | suwe o Change| L
cipbosa 5| siges ot 5 arsgran 5 v 5]\ cating Cipbosrd ot 5 e 5 ses 5| caiing
e~ = AT EEDREACE
e
p Options.
Conpary| Gonsil Piter S | et Tt it Tranrter| Gl S|
1. Please select a default printing method. 2. Select a default printer for: (Other choices in the Setup Options features are Printer Setup (the example shown, with the.
B exception of your printers, should be used by Tax Centers)
1 ‘Windows: Standard for the most comman printers. Tax retums, reports. Xatcx Phaser 45100T PS ~ |

© PEL: Use tis method  you are experencing pinter problems. || Check piting. etor Pheser 451001 PS5 <]

I et Phaser 451007 P | Conpary | Genel Pt ep | it Tansrte| Diect Trasritr | Color S|

1. Please select a default printing method. 2. Select a default printer for:

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

- returms, | Xerox Phaser 45100 PS v | N
I~ Piin blark page after EACH ta retur? I~ 1 you have more than one, pint each EFIN on separale report pages? - & Windows: Standard frthe most common pinters. VA e L
¥ Pintan etums n ALL CAPITAL LETTERS? [~ 4110 s 0t ot 250 1 2 o s o 1 e PO Use s methodyou v experioncng it pobems. || Chec pining. s Phast 451001 75 5] |
[Not: 1y 1 N usng PEL, s o ot b recesy) - . o P STOTFS <]
 PiREACH ified 55N on sepadts paged ki

% Automalial it fom 3325 a5 each RS tat eum s acknowedged? - - ———
3. Options: (Check each option that you would like activated))
I Pit bk page aer EACH to eun? % I ouhave mor than cne,pinteach EFIN on sepaate reprt pages?

¥ Print taretums inALL CAPITAL LETTERS? [ Auto oo sof fonts cach o L e sl 1 1 e
{(Mote:If you are NDT using P, tis showid notbe mecessasy )

I~ Pink EACH reected SSN on sepaale pages
¥ uomaticaly prin form 5325 35 each IRS tak et acknonledged?

T~ Save as Workstation Defauits

I Sae okttt s |_w |

Slide 17 of 47 | “Default Design”

O o r—

-} & ( Page: 260132 | Words: 1971 | B





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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The last Setup Option Tab is the Color Setup.  Simply choose the desired color and click on the Finish button.  
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This will bring you back to the TaxWise Utility page.  Close out by clicking on the Red X.
[image: image11.png]TaxWise Tutoroial - New 1 [Compatibility Mode] - Microsoft Word

Review  View  Approvelt

u -|& N[

BV =
53 Copy.

paste B I U-aex ¥ a @A S

TNoSpac.. Headingl Heading2  Ttle Subtitie

" Fommat painter
Cipbosra

Font

0 Styles

aasbcede AaBb( AaBbCi AaBb( AaBbCel

_ Change

A

Stytes

HArna -

. Repisce

I select -
ating

Fage: 230129 | Wordsi 1,788 |

1 nbox - Mic

This will bring you to the Tax\ise Utilty screen.

is a five step process for milfary tax centers that requires that

Tutoraial

reidan's . A (1 uvead) vahe

< 8 Il =

TafiseHome | TasiseWeb | 1S | CustmerSuppor |
@O B B |® e 8

Back roriad Sop  Reftesh | Home ol

TaxWise'

[ Tasks vou o west ofen - Important Reminders
1 Incomplete Tasks
@ communication Complete an Intake & Interview Sheet
Office Status

@ Hot Topios

T Appointment Scheduler

Conduct a thorough_Oualj jew
™ TaxWise Utility
Confidentiality & Tqrie communesion Teok sep tep

Birests vouowo TaxWise Utility

Version 22,10 [0002]

Workstation : 100

Start a New Return

Open an Existing Return

Change User
Change Packsge
Exit Taxiise

anezo0s 231 PM





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. 
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Click on Setup, then click on Register Software.
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The below screen will appear.   Enter in the Reg Code provided by TaxWise and then click OK..
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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.
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VI.  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 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. 
· 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). 
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Double-click on the Individual 1040 Tax Package or highlight and then click OK.
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.

TaxWise Desktop will display a confirm message box, informing the user that all changes will affect subsequent returns.  Click yes.
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TaxWise Desktop will then display the Main Information Page.  
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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.
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TaxWise Desktop will display a blank User Defined History List Box as shown below.  STOP
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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.
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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.
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Once the entries are made and the list is locked, the tax preparer can only select those entries.

The information you type in Preparer's Use fields goes into the client’s record in the tax return database, Use these fields consistently for information that
is helpful to you. For example, you could use Preparer’s Use field 1 to designate either PRIOR or NEW on all returns, After tax season you can create a
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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.
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Oncethe entries are entered and locked, go back to Preparer's Use Field selected, and use the
F3keyto show that this is a mandatory field that requires an entry.

« AllPreparer Use Field entries must contain alphanumeric characters

The information you type in Preparer's Use fields goes into the client’s record in the tax return database, Use these fields consistently for information that
is helpful to you. For example, you could use Preparer’s Use field 1 to designate either PRIOR or NEW on all returns, After tax season you can create a
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VII.  Creating Settings in Preparer’s Use Field 2
· Preparer Use Field 2 - Set up this Preparer Use Field to capture the status 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’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).
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Double-click on the Individual 1040 Tax Package or highlight and then click OK
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.

TaxWise Desktop will display a confirm message box, informing the user that all changes will affect subsequent returns.  Click yes.
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Scroll down the Main Information  Page until you get to the Preparer’s Use Fields.
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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
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TaxWise Desktop will display a blank User Defined History List Box as shown below.  
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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.
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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.
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VIII:  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.

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 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.  

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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T
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.
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Click on Tools, which will give the below pull down menus.
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Then click on Edit Tax Form Defaults.
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Double-click on the Individual 1040 Tax Package or highlight and then click OK.
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.

TaxWise Desktop will display a confirm message box, informing the user that all changes will affect subsequent returns.  Click yes.
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TaxWise Desktop will display the Main Information Sheet. Click on Add Form/Display Form List.
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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.
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The Price Sheet in TaxWise Desktop will then appear. To complete the Price Sheet, do the following:
· Enable the Check to print detailed pricing Invoice by clicking in the box next to it.

· 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.

· Click on the Close This Form Tab when all tax form values have been entered.
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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.
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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) 
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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.
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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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Sample Preparer Field Values Report
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TaxWise will calculate all entries made in each Preparer Use Field.  After calculation, enter the number in the CIS Mass Assistance Tax Center screen.
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Prepared by Danny Fentress,
 Legal Assistance Policy Division.

703.588.6722

danny.fentress@us.army.mil

 TaxWise’s Military Preparer Summary Reports provides most of the data needed for the TAAR and shown.













