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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.

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).

The Custom Letters utility allows for adding letters and sections. Once a 
letter/section is added, it can be selected on the Letters 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.)

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

Note

Note
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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.

C  Click the Fix 	
	 Now link to 	
	 adjust the 	
	 California copy    
    of the 		
	 federal return.

	

	 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.

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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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).

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.

Click to browse 
and select a path 
to save the return 
to.

Note
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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 To 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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