C

In addition to this template, we want to communicate two other items
to the Jones family. To preview these items, expand the Extra Sections
folder. You will see a New Section and three defined sections. We want
to include the Charitable Contributions > $250 and Other Services
Provided sections. Click on each to preview their content.

T3 Custom Letter: Extra Sections, Charitable Contribution > 5250
s Reemmn =z =1 22| 0] =[ =| (8] 2] ]

w00 | ton | roes | w20 | vias | 26 | 7oz | s | w0 |

Letters | Insent Codes | Your return includes one or more single contributions to charitable organizations in excess of
$250. Please note that the IRS requires a written confimation from those charitable
organizations showing the amount of money or property donated and whether or not the
organization provided you goods andlor services (and related estimated values) in retum
These confirmations do not need to be attached to the return, but should be retained for your
records. §

Selling oK

D Now that we have previewed these custom items, let’s select them to

print. Click OK in the lower right corner of the Custom Letters util-

ity. This will return you to the Letters input screen. Check the Print
Custom Letter box. Make sure that TEMPLATE is visible in the drop
down box for Federal Paper Filing. In the Federal Extra Sections,
select the charitable and services sections in two of the three drop
down boxes (you can have up to three selected).
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The extra sections will only be included in the federal letters before the
> Closing section.

E We also want to include a separate privacy letter. Select PRIVACY from

the first Other Letters drop down box (you can have up to three selected).

letter/section is added, it can be selected on the Letfers input screen. (If
you open the Custom Letters utility from the Letters input screen and add
letters/sections, you will need to move from the Letters input screen and
then return to it before the new letters/sections will be available to select.)

} I The Custom Letters utility allows for adding letters and sections. Once a

F Now that we have made our Custom Letter choices, we are ready to
review the return.

— |
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Step 23 - Review
A Click the Review button on the button bar.

B The Audit Statements screen will appear. These are concerns that have
come to the program’s attention while the return was processing. Where
possible, suggestions to resolve these concerns are given. If available,
click the Fix Now link in the Go column to resolve these situations.

Audit Summary Statement CHO00000000 Jones . Richard <]
General  Overide |
Rieview | Suggest Go Suppiess 4|
REVIEW - CAEDIT FOR TAXES PAID TO STATES  SUGGEST - If there are partyear or nomresident siate
There are mullple state retums in cliert fle. Flease retume in this fle and it is determined that these retums
note that the software wil automalically calculate 2 should inchude credt for taves paid to another state, a

creait for taves paid to cther states on fulbyear resident  manual entry wil be required.
state retums arly, I there are parl-vear o nonesident

state retums in this fle, no crecit vl be calculated on Nolink  [Click here to
thase returms. In all cases. any eredit calculated should avalable  suppress)
be reviewe:

[Audit Serial No. TXU53000]

REVIEW - CA ATTACH COPY OF FEDERAL FORMS ' SUGGEST - Retum to the G General Information
T0O CALIFORNIA RETURN When filing Form 840MR,  screen and check the box to altach the federal retum,

a copy of the federal retumn must always be aftached. - When this box is checked, a copy of the federal forms c C hck the Fix
However, the bos to attach the federal tetum has not —will print a5 part of the CA retum, 5 —

been checked Fisblow — - EREE

At Serial No. TXCAD39]

Now link to

REVIEW - CA FORM 8454 Calfomialaw requies SUGGEST - To indieate pour election not to e e, ad ust the
individual incame tas retums prepared by certain prepare Fom 8454 by filing out the required information
income tar preparers o be e-filed unless the taxpayer on the Form 8454 screen. Form 8454 & not to be

elects not 1o el or the tax preparer cannot e-file the  mailed to the FTB, but s to be kept for your 1ecoids. C lf 1
o tearahe. care Bt [k beeto alifornia copy
[&udit Serial No. TXCAN060]

B of the
i siperses pad 0 someone n Clfania federal return.

person can be claimed on the CA Form 3506

FY1 - CA DEPENDENT CARE EXPENSES SUGGEST

El

Ennl[FE]l Next> | Help |

1 This will take you directly to the California General Information
screen.

2 Check the box to Attach Federal Form 1040. Click the Review
button again. The remaining audits are meant to remind you of
potential changes, but for this tutorial, we do not need to change
anything.

Step 24 - Printing the Return

You would like to print the paper filing copies of the federal and state
returns, save a PDF copy to your hard drive, and send a PDF copy of the
returns to the client. To accomplish this, we will utilize the Advanced Form
Delivery.

B TaxWorks 2009 (Defait) = 1040 Individual

EN]l=l] % ]

File Edit View Forms Utiities Settings Workbench [nstallations Help
o 3 3 3

R(E = 0O % v AN b @

, H ¢ alp
EFCi Mgt New Spoad | Clints | Asssts Fad  Stats Detel | Flip Redew Audts | PUPs Upload Situs Close | AK Gonrol| Alrs | Upgrd
I T o] e lremzen T 77 =7 2] Al [Coman] 5] et ]

A From Review mode, click on the Adv. button in the output pane. The
Advanced Form Delivery window has options for paper printing,
emailing, and saving.
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Advanced Form Detivery

- Pt i savel

- e s e _Click to browse
sz ,—_,j' F b [ 4| and select a path
b

Set3 I N Filename: [Jenes, Richard_1.PDF to save the return
Bel v |T_ 31 Email[v fo.
S I Set =
L & Te [vourtimi@yourfimsname. com

S |

Note:

“when the Password option is on, the PDF fil wil be saved with a password sonsisting of the frst 4 leters of the kaspayer's last name or company
name, the last 4 dils of the 1D number, and the frst 4 letters o the city of residence (domestic o fareian), allin lowercase and with no spaces. 1o
set the passuwerd oplion for saving and emaiing, ciick Seltings

For Emails, the To address will sutomatically use the Taxpayer's email address. The Subject and Body of the email message wil pull from Defauls. A
PDF file of the set selected nil be gererated and attached to the message.

Settings.. | Sets. | Defauts.. | Use Detauts | SetDetauts | Clardll | Preview | Statdob | Cose | Hep |

B In the Print box, select All Government Paper Filing Sets from the
first drop down box. All Government Paper Filing Sets will print both
federal and state returns.

C In the Save box, select the Preparer File Set in the Set drop down box.
Click the browse button to the right of the Path field to select a desti-
nation for the saved return (in this case, select the Desktop). Once you
have chosen a Set and a Path, the Filename field will be automatically
populated, but it can be changed to anything you would like. We will
leave the default name for this return.

D In the Email box select Client Copy Set from the first drop down box.
The second field is used to send a carbon copy to another email address
(such as your firm or preparer email). The program is automatically set
to send to both the taxpayer and spouse email addresses as entered on
the General Information screen (remember you have entered your own
email address in the taxpayer field).

Advanced Form Delivery 5]
4 Pintf [ Savelv
C
IS Set: Preparer File Set e
getl: 2 Government Paper Filng Sete | | 1
. Path: CADocuments and Settings\a5463254 Desklo _|
ot 2 I N
o l—L[ IT Filename: [4ones, Richard_1.FDF
Setd: [ = [T 33 Emat
Set 5 = lW_ Set Client Copp Set -
Setb: hd IW_ Ta | [yourfim@yourfimsname. com
ce: -

Note:

When the Password option i an, the POF fie will be saved viith & password consisting of the fist 4 etters of the taspayer's last name of company
name the last 4 diits of the ID number, and the fst 4 leters of the ity of residence (domestic or foreian. allin lowercase and wih no spaces, To
set the passward oplion for saving and emaling, cick Seifings.

For Emails, the To address will automatically use the Taxpaper's email address. The Subject and Body of the email message will pul from Defaults. &
POF file of the set selected will be generated and altached bo the message.

Selings... | Sets. | Defauls.. | UseDefoults| SetDefouts | Cleardt | Preview | Statdob | gose e |

This step is applicable only if an email program is currently set up, such
as Microsoft Outlook or Outlook Express. To setup your email, click the
Settings menu, and select Email Settings.
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E Now that our delivery choices are made, click Start Job at the bottom
of the screen. A status window will appear and the delivery methods
will proceed. For the email option, your default email program will
open and a new email message will be prepared with the 7o address
being the address you entered on the General Information screen. The
email will have a default message and will have the client copy of the
returns as PDF attachments.

F  In your email program click Send. Once that is done, the focus should
again return to TaxWorks and the Advanced Form Delivery screen.
Click Close at the bottom of the window to return to Review mode.

G Please verify that the methods of delivery were successful (check the
printed copy, the saved copy, and that you received the email copy).

Step 25 - Exiting the Return

When the Advanced Form Delivery is complete, use the following steps to
exit.

A Click the Clients button located on the button bar. This will return you
to the Client Selection screen.

B Or, click the Close button on the button bar. This will close the client.
You can then exit TaxWorks by selecting Exit from the File menu.

Congratulations!

You have just completed the 1040 Sample Return.
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