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CPE and Course Evaluation

During the webinar you will be provided with two keywords at two different times. Keywordsrare used
accordance with NASBA regulations, which require CPE providers to validate your attendance during live
webbased events. Write down these keywords when they are provided.

Shortly after the webinar ends you will receive an email from Intuit ProfEskioatbn containing a

link to theEvaluation and CPE Eligibility Form. The keywords from the webinar must be entered on
this form; just select them from the ddwwn list. If the keywords are missing or inaccurate when the
form is received, we will bealnte to process your CPE certificate.

Also, please complete the body of your evaluation. There are several statements provided to gauge your
satisfaction with and overall experience in the webinar. Note that the scale for each statemertis starts anc
and ads atlQ A score 00 (lowest score) means that $twongly Disagreewith the statement; a score

of 10(highest score) means that $tmongly Agree We greatly appreciate any comments you can

provide to help make webinars better for everyone, pdstiduiee did not deliver the highest quality of
satisfaction.

Question example:

o1 [2|3/[4][S5[el[7 89|10
11. [Overall, I found this presentation ‘(~'(~ elile '(~'(~ cle ‘(~‘(~'(~

valuable and informative.

After entering the keywords and completing the evaluation, ckokishebutton. Once the keywords
are authenticated, your CPE certificate should arrive wéithveeks

F  For CPE credit information, including the number of hours for which this course is eligible, please
visit

www.accountant.intuit.com/training

Intuit, Inc. is registered with the National Associafi@tate Boards of Accountancy
(NASBA) as a sponsor of continuing professional education on the National Registry of

» CPE Sponsors. State boards of accountancy have final authority on the acceptance of
individual courses for CPE credit.

SPONSORS Complaints regardimggistered sponsors may be addressed to the National Registry of
CPE Sponsors, 150 Fourth Avenue North, Suite 700, Nashville, TN28Y21%/eb
site:www.nasba.org


www.accountant.intuit.com/training
http://www.nasba.org/
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This section is designed to give you an understanding of the conventions and terminology used in this
guide. Theseeference materials are designed to complement the information presented by the instructor
and to act as a staalbne training guide.

Typographic Conventions

We use certain typographic camtions throughout this manuBthese conventions should hedp yise
this manual more efficiently. The following is a general guide identifying each convention that may be
presented:

CONVENTION MEANING

F Represents notes or other important information.

P Indicates tips or other timesaving information.

[Textin brackets] Generally used to indicate keystrokes.

E Indicates where to find additional information about a feature.

Terminology

Some of the terms used in this guide are program specific, and some are related to the technology used.
Use the followig table as a reference for any necessary definitions:

TERM MEANING
Rightclick Click the secondary mouse button
REP Remote Entry Processing (process used to transmitileligeoba pay

perreturn basis)

MAPI MAPI is the acronym faMessagingpplicationProgrammindnterface. It
is a set of Microsoft Windovisctions that you can use'@mail enable
applications without having to write the code to handle these complex
issues






Since the colummd information are workstation specific, administrative personnel and preparers in a
network environment can each have data displayed on their computers customized to fit their specific
workflow.

All Clients View
When you clickll Clients, the programidplays all clients that match the current filter applied, if any.
The default display categories for the All Chemtsare:

o Client Full Name, last name first

o Client Number

o Taxpayer Social Security Number

e Current Status

 Needs REP access?

o State Return

When editing this view, you may wanh¢tudel nf or mati on t hat wusually r e
to locate, such as email addresses, phone numbers, appointment dates or times, or federal program vers
numbers. You may also want to include#tors for missing data in the return, if the file is locked, or

even how much a client has paid on their account.



e-file Clients

When you click-file Clients, the program display#eeclients that match the current filter. The default
display cagories for the-file Clientssiew are:

Client Full Name, last name first
efile Status (Federal)

efile Status (State)

Client Number

Taxpayer Social Security Number
E-file DCN

1st Extension Status (Ind)

F Several state specific filters will displgithave those state modules loaded (i.e., 8BV Efiled
returns, MA dile extension status, and N¥ile extension status).

e-org Clients

Thee-org Clientwiew is the defautll Clientsview, with the addition of tleOrganizer Receiveshd
E-Organizer Semlumns. This can be used to view and organize your client list based on the use of E
Organizers.

P

If you do not use the-Brganizer feature in your practice, you can still make good use of this client

view. For example, you may want tughes contact information in the All Clients view (phone numbers,
email addresses, etc.) and then usediftevéew to display tax related information (AGI and AMT
amounts, estimated payments, etc.).



Customizing Views

At the Display tab in Options, thdwmons for each of the three views can be arranged to suit your needs
and preferences. The only permanent column in each view is the Client Number column.

_/'_' Setup X Status X Fontz & Colars )f Dizplay "( Interest Rates X Itemns To Print X Tax Return X Preparers X Firmn Info l\
Client Wiew:
&Il Clients |
Ayailable: Drizplay;
+I- Client Infarmation A Client Full Marne, lazt name first
+- Client Status EIlentNumber_ _
) ) Taxpayer Somal Secunty Mumber
+1- Appointrent Information Curent Status
#- Client lkvoice Meeds REP Access?
) JE—— State Retun —_—
+- Mizcellaneous
+1- efile PR —_—
+- lncome
+- Adjustments to Income
+- AGl
+1- ltemized/Standard Deduction
+- Taues
+- Credits Sort by:
+-P b - "
ayments |Cllent Full Marne, lazt name first j
+I- Balance Due/Refund
. . E d . ) )
+- Next Vear's Estimates N Iv Automatically adjust colurnn widths
+I- Carmyovers i
41 Errrns 2 A C rhadilas g Callapse [ Left Column Fized
| Defauls Frint ‘ g Cancel Help

To add columns to the display:
1. Select the view to adjust in @leent View list.
2. Click the item tadd in the Availablst.
3. Click the right arrow to add it to the display.



To remove columns from the display:
1. Select the view to adjust in @leent Viewlist.
2. Click the item to remove in tBésplaylist.
3. Click the left arrow to remove it from thepiiay.

To rearrange the display columns:
1. Select the view to adjust in @leent View list.
2. Click the desired category in the Disigay
3. ClickUp or Down to move the column.

F You can also move a column to its desired position by clicking and ¢thagmihgnn heading
at the Clients tab.

At the Clients tab, the columns display left to right in the order they appeBidgpléyist (the top item
corresponds to the left, or first, column). Iheésfirst column at the Clients thatdeterminedie sort in
the display.

F If the Automatically adjust column widthsbox is checked, the prograttempts to fithe colunns
to the size of the windoW.the Left Column Fixed box is checked, the program displays the left column
even when you scroll thet lio the right.
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Keystrokes Overview

You can accomplish almost any function in the program without ever having to use the mouse. Following
is a descriptioaf some of th&eystrokeavailablén various areas of tpeogram.

Opening Other Modules

e Individual [Ctri]+[Alt]+[1] e ExemptOrg. [CUHAI+E]
o Partnership  [CUI+[AI+[P] e Estate [Ctrl]+[Alt]+[T]
o Corporate  [CUI+AI]+[C] o Gift [Ctrl]+[Alt]+[G]
o SCorporate [Cti+[AIt]+[S] e Benefit Plan  [Ctril+[Alf+[B]
e Fiduciary [Ctrl]+[Alt]+[F]

[Enter] and[Esc] are two of the more common keystrokes that you can use.

Use [Enter] or [Return] to:
o Access th®etail tab for a client from the Clients tab.

e Access a selected input screen in the Detail input.
« Navigatdrom field to field within an input screen.

Use [Esc] to:
« Exit theDetail, Forms or Diagnostics tabs.
e Change the focus from an input field to the list of a selected screen.
« EXxit the screen in which you are working (when pressed twice).

Moving Between the Main Program (Upper) Tabs
o [Alt]+[Underlined letter oeach tab}OR- [Alt]+ [2 Jor [+ ]

Alt]+[ k] or [c] or [d] or [f] or [i

11



Moving Between the Detail and Forms (Lower) Tabs
o [Ctrl]+[2 Jor ]
Detail

| ; 1040 z Sch b R SchC R Letter R Slip Sheetz R |Fvoice R T ax Summary z Diagnoztics E Dvemde Diagnostics H

Forms
[, Contents 4 Client Info. 4 Dependents 4 Misc. Info. §Inv /Letter 4 Penalties )\ Wages 4 Interest 4

Selecting Multiple Clients
e Group Select client filé4F3]

« [Spacebal(selects a chi® + B ] or [°] arrows (mow&to next client) +$pacebal d repeafor
allclients

Client Maintenance
e Add a new client fil@ [Ctrl]+[A]
o Backup client(s) to a specified locadif@tr|]+[B]
o Delete client() [Ctrl]+[D]
e Find a client fil@ [Ctrl]+[1]

Moving Within the Detail Input Screens
« Move fromagrid tothefirst field in expanded inp&{Ctrl]+[Tab]
o Cyclebetween input (gF or interactive) and the $sis{Ctrl]+[Tab]
e Open and expand pdefined tabled [Alt]+[°] -OR- [Ctrl]+[T]
« Move to theame field in next property/asset or grid irgpj@tri]+[°]
e Move to the same field in previous property/asset or gridap@trt]+[3 ]
o Mark a check box{Spacebaf
o Change or add a stétf-6]

12



Moving Within the Forms Tab
« Move between the form beingwed and the list§Tab]
« View statements and worksheets on currentd¢@irl]+[S

o Type the number or letter of a form or schedule to quickly view it (i.e., typing "b" displays
Schedule B)

Moving Within the Diagnostics Tab
e Access the Diagnostic Fillist d [Alt]+[
e Access the Critical Diagnostic [i&tt]+[W]
« Access the Informational Diagnosticdigilt]+[O]
o Jump to input on selected diagnasfEnter]

E A templateof keyboard shortcuts candmessed by clicking the following link:
http://www.lacertesoftware.com/resources/2002keyboard.pdf

13
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Find Items

The Find Items feature allows you to seaitblerfor descriptive information that you entdred return
or for inpu screens that affegpecificschedules or formshe results are displayed as hyperlinks that
when clicked;jump' you to the applicable input screens.

To use Find Items:

1. From heDetall tab, click thé&ind button. (You can also prg¢&irl]+[F] or clik Find Items
on theDetail menu).

Detal Yiew Toolz Settings Help
&dd Mews Property Chr -4 o g" FETE
[ s,
Delete Current Property  Chrl+D 4 g
Ut Property
Copy Property
Faste Property Other | State & Lol
Previous Property Chrl+Up Ao ﬁ
Mext Property CErl+Danen Arrow 132 Gamblmg_
141 55 Benefi
Previous Seckion Ckrl+Palp 14.2 State Tax
Mext Section Ckrl+Paln 14.3 Education
Change State F& 15 Net E_ilperah
16 Business
Tables Chrl+T 17 Disposition
Expanded Input Ckrl+E 18 Rental & K
Switch bo Batch Chri+w 14Farm Incom
Drganizer Input CErl4-M 2l Passthroug
21 Cil and Gas
Fedumiuns
&bandon Changes 22 Depraciatio

14



2. Choose a category in which to search.
a. SelecFind an input field to search for words contained in program input fields.

Search Results for "HSA"

Choose a category to search: Pensians, IRA Distributions ”~

Cualified HSA Funding Distribution (traditional...
kedical Savings Accounts (B8853)

" Find input for a farm Spouse: Distributions Rolled Chverto a HSA

Taxpayer: Distributions Rolled Ower to a HSA,
Health Savings Accounts (B889)

Spouse: Distributions Rolled Ower to Ancther ..
Find input field(s) containing: Spouse: Emplover contributions tawour HSA
= j Spouse: Fair Marketalue of HSA at Date of ...

Spouse: HSA Contributions Made Aftervou B
Spouse; HSA.QedudiDn [Q] o
Spouse: Qualified HSA Distribution
Spouse: Qualified HEA Funding Distribution
Spouse: State Taxable Dividends from an H...
Help | Lloge | Spouse: State Taxable Interestfrom an HSA

* Find an input field

" Find uzser entered text

b. SelecFind input for a form to search for input screens that affect schedules or forms.

Search Results for "8917"

Choose a cateqory to search: Education Credits / Tuition Deduction

" Find an input field

i Find inputfor a form

" Find user entered text

Farm # or Schedule to locate:

Search

Help Close |




c. SelecFind user entered texto search for descriptive information entered in the

program.
Search Results for "pepsico”

Choose acategaony to search: Dispositions (Schedule D, 4797, etc) [348]
Digpositions (Schedule D, 4797, etc) [34Y]

" Find an inputfield
" Find input for a form

* Find user entered text

Textto locate:

[

Search

Help Close |
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Notes

The Notes screen can be ugedreate supplemental iteifisese items can be explanations, supporting
statements, reminders for the preparanuatalculationsanynoteor informationthat needso be
printed with the retur(federal and/or statesjou can:

o Collate the note with General Informat({Worksheets) and statements
« Add an opening or closipgragraph in the client letter

« Inthe Partneship, S corporate, and Fiduciary tax programs, add supplemental information for the
Schedule KL

To enter Notes:
1. Open the Notes screen from the Contents tab of the Detail input.

F Notes screens are available in every motuéeerte
2. Click the type of riein the Print As section.

i Workzhest

Available in
" Statement

all modules™

 Letter Misc 1 ) .
" Letter Misc 2 Available only in

 Schede k1 | F— Partnership,-Sorp,

and Fiduciary

o Worksheet Notesprint before the tax netn in Supplemental Informatibg default
« Statement Notesprint after the tax retn in Supplemental Informatibg default

o Letter Misc 1andLetter Misc 2 print as openingnd closing paragraphs on the Client
Letter. The program assigns the text you type [pIIBE€1] and [MISC2] keywords

F Letterentries can be formatted using the toabére top of the Notes screen

e (1065, 1120S, 10M09hedule K1 Notesprint as suppleemtal information for each
partnels, shareholdsr or beneficialyySchedule K. The program assigns the text you
type to the$CHKI] keyword for the Client Letter

3. ClickAdd to create @ditional noteslo edit an existingote, click the note in thiet.

4. Type the desired contents of the note. As you enter the text of your notes the text automatically
wraps from one line to the next.

F Notesprinted with the statements are included with filing copy andfiléth returnsyhile rotes
printed with workseets are not included

17



Supporting Detail

The Lacerte tax program prints supporting statements when required by the IRS.Sugipgrtive

Detail feature, you can create additional supporting statemesaiksheetir any numeric input field

for which the program does not automatically print statements. In addition, you can specify where the
statement prints: with the return, before the return, or asginting memo only.

To produce Supporting Detail:
1. Position the cursor in the numeric inputifand presiCtri]+[E] (or cIick@).

Supporting Detail

Title

[temized D eductions

Dactors, dentistz, and nurses

—Frint a
" Dop't print = workzheet " Statement

™ Proforma descriptions

Dir. Sroith, Padiatnst 439

O, Jones, Orthodontics 1448

Murze Hathaway 2h0

Total 2137 =|
Inz | Del | ok | Cancel | Help |

2. Edit or acept the title
3. Select ®rint asoption.
a) Don't print d notes areiewable within the input only

b) Worksheed notes will print with the general Worksheets (if using the default settings for the
Items to Prihoptions, this will be before the fedaral/or statdax returs)

Interest Flates ¥ Items To Print Dizpla Interest Bates ¥ ltems To Print

Freparer Review Copy Freparer Review Copy

P [T Tax Papments v AMT Oil & Gas Schedules
EI|7 Federal wiorkzhests EI|7 State Work zheets
: 2k ciksheets [general] R it v orksheets [general)

" L= Chobe efile Conmedbeo Dles s

c) Statemend notes will print after the federal and/or state tax returns.

4. Enter the supporting statement information.
5. ClickOK.

18



Once you close tlfupporting Detailwindow,the prograen automatically adds efitries in the input,
inserts the total in the related input field, and changes the appearance of button to the right of the field
reminding you that there is supporting infdrom for the data entry field.

Daoctars, dentists, and nurses

2.137|B |

If you choose the MR&. MFS comparison @lient Information, amountsn some screemsn be
allocated between taxpayer and spouse usifg tb&umn in theSupporting Detail input.

Supporting Detail

Tl

[temized Deduction:

Prinzipal rezsidence [A]

—Print a

% Dion't print i workzheet

™ Statement

™ Proforma descriptions

Dezcr

iption

The Supporting Detail feature is also used to allocate income and expenses betweerstatdtipl
returnsOn multistate retushthe title changes frddupporting Detail to Allocate Multi-State
Amounts, and two additional columns are ad&ateandSource Enter the allocated amounts and
identify the appropriate state by entering its pbstaaation in th&T column. If necessary, you can
designate the amount as so(®)@r nonsourcegN) in theSourcecolumn.

Allocate Multi-State Amounts

Litle

Itemized Deductions

Doctors, dentizts, and nurses

—Print &
f* Dan't print

 workshest

" Statement

[ Proforma descriptions

Dezcnption

Arnount

| sta

19
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Organizer Input

Organizer Input accelerates the process of entering tax information from Client Organizer pages. The
Organier Input displays interactive input screens that are identical to the printed Organizer pages. This
allows you to enter information in the programididee as it is written on the Organizer pages without
having to search for applicable screens antfigips.

K arried filing jaint

A Couple, Taxpayer and
Spouse

352 Our Shreet

Dallas, T 7H0E1

Phane:
Fan:

Ernail: [tampayer]:
taxpayer@icmde. com
E mnail [zpouze]:

spouzeEicmde, com
Frepared by: Billy Bob

= Status
Proforma'd

= States
M e ok,
Add a state

= E-File i

1 Client Information

2 Dependents

3 Miscellaneous Information
Payments & Penalties

6 2007 Estimated Tax
Income

10 Wages. Salaries. Ti...

11 Interest Income

12 Dividend Income

13 Pensions, IRAs, Wi...

14 Miscellaneous Income

16 Business Income (Sch. C)

17 Capital Gains & Los...

18 Rental & Rovalty Inc. (5.

19 Farm Income (Sch. FA48.

20 Passthrough K-1's
Deductions

22 Asset Dispositions/...

24 Adjustments to Inco...

| P e ik j |
General | Payments & Penaltiez | Income | Deductions | Creditz | Taxes | State & Local
Client UPDATE1 General 25 ltemized Deductions

26 Moncash Contributions (...
27 Moving Expenses (3903)
29 Business Use of Home (..
30 Employeefeh. Bus. Ex...
31 Fareign Exclusion (2565)
32 HSAMSALTC Contracts
Credits

33 Dependent Care Credit ...
37 Adoption Credit (3539)

38 Education Credits/Tuitic...
Taxes

42 Household Employment...

44 Farent's Election (8814)

State & Local

53 State Credits

To open the Organizer Input, prégSg1+N] from the Detail tab, or clicBrganizer Input onthe

Detail menu.

20




Missing Data Utility

Use the Missing Data feature to mark input fields in a client's return as missing information. You can then
crede an anail message to send to that client alerting them of the needed information or print a report
for reference or to fax to them.

Tagging Fields
You can tag input fields in the Detail screens as you are entering data or reviewing a retuds These fiel
are displayed with a red dotted line around them.

F Thefield(s) being tagged may also contain "questionabl@'rfatanation you are not sure about.
To tag a field as a Missing Data field:

1. Rightclick on the desired field.
2. SelecMissing Data from the menu.

[nd !

Zuk

Copy
Paske

[eleke

3. The program outlines the field with red dotted lines.

F This feature is only available in the Interactive Input; it is not available in the grids.
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Display Fields and Status

Once at least one field has been tagged as missing, you canMigsmthBata Utility . This utility
allows you to create a Missing Data email, link to Missing Data fields, or print a Missing Data report.

To open theMissing Data Utility, selecMissing Data on the Tools menu or click the icon in the

toolbar.

/

Tools Settings Help

Lacerte Updates, ..
Import/Export Updates

Lacerte Trial Balance Utility...
Data Conductar, .,

T3

/
Lilarg 1 [EV|VIRE] £

Export Biling Information to QuickBooks™.., TE 55M Status
'ﬁ'ppuintmentsl . Ctr’|+F5 ???_??_???? Prl:lfl:lrmﬂ'd
Calendar. .. Ctrl4+H and IFA GEB-BR-GERR Froforma'd
Communications g 222-22-2222  Proforma'd
Tax Plannet ... 33322111 Froforma'd
Document Management Syskerm, ., §39-59-9999 Froforma'd

444-44-4444 Froforma'd
Clear all Missing Daka Tags for Client 111-11-1111 Frafarma'd

This utlity can be opened from anywhere in the program.

F You can only open thdissing Data Utility for one client at a time. If you attempt to access this
feature with multiple clients seleckdsing Dataisgrayed out on the Tools menu.

If you attempt to axess this feature for a client that has no fields tagged as missing, you receive this notice

Information §|

— Currently there are no input fields For this client marked as missing data, To mark an input figld as missing
1 data, click the input Field, right-click, and then click Missing Diata. The program will outline the input Field in
red and mark it as missing data.
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Creating a Report

When creating a report, you must first select the fields to include. By defldiskjrigeData Utility
includesall fields with a statu$ Mot Sent

1. Select the boxes next to the mizging data you want to include in the e-mail.
Click the link to jump ta the input field.
Click the name in the ™ ame to use' colurnn to change it

Missing Data

Include |Form |Data Field Mame |Name to uze in Report / E-mail Status

1099-IMT: Laszt Savings Interest Income: Banks, Savings & Loans, Clz, etc. Interest Income: Banks, Savings & Loans, Cllz. etc. Mat Sent
2007 Estimated Tax Papments 1st Quarker E stimated Papment: Amount Paid 1zt Quarter Estimated Payment: Amount Paid Mot Sent
2007 Estimated Tax Papments 2nd Quarter Estimated Payment: Amount Paid 2nd Quarter Estimated Payment: Amount Paid Mot Sent
2007 Estimated Tax Papments 3rd Quarter E stimated Payment: Amount Paid 3rd Quarter E gtimated Paprent: Amount Paid Mok Sent
2007 Estimated Tax Papments 4tk Quarter E stimated Payment: Amount Paid 4th Quarter E gtimated Paprnent: Amount Paid Mok Sent

Print Mizzing Data Repart. .. |

2. Create an e-mail meszage to notify waur client. [* required)

*Send Tex |scott_chapman@inluit.com ﬂ
Subject: |Inf0rmati0n needed. Please reply.
Salutation: |Deal Bazic and Average & Couple,
Greeting: “while preparing your return, | noted that we do not currently have the following required information.  Please provide thiz infarmation at wour

earliegt corvenience to enzure timely filing.

Missing ltems: 1. 1099-IMT: Last Savings - Interest Income: Banks, Savings & Loans, Clsz, ete. e
2. 2007 Estimated T ax Payments - 1st Quarter E stimated Payment: Amount Paid
3. 2007 Estimated T ax Payments - 2nd Quarter E stimated Payment: Amount Paid
4. 2007 Estimated T ax Payments - 3rd Quarter Estimated Payment: Amount Paid

To gend thiz e-mail message to pour client usging your e-mail program,

click Create E-mail Creete el | Oz | Help |

You can also elect to change the field names thigedra the reporfo change a field name, click the
name in the Name to use in Repostiail column and type in the desired change.

MHame to uze in Beport / E-mail

ng 1093-IMT for B ark of America

Mame to uze in Report £ E-mail

To print the report, clicRrint Missing Data Report. The report prints in landscape format.

F This report does not print with the tax return and is not par tieths to Print selections in the
options.
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Sending Emails

To create a missing data e-mail:

1.
2.

Select the fields to include and modify the ri@mes if necessary.

Ensure that you have a valichail address entered. By default, the program popul&esndhe
To: field with the taxpaygremail address.

Modify the subject, salutation, and greeting if desired.

F The program stores the modifigeeting.
ClickCreate Email.
The program opens a hew message in your defaailtggogram.

F You are notified with each transmission that yold potentially be transmittipgrsonally
identifiable information via an insecure Internet connection.

[inormation X

" Depending on wwhich fields are tagged as 'missing data', you may be

‘!3) geking your customer to provide you, via e-mail, with dats that is
of a private nature (i.e. - Social Security NMumber, Dependent Mame,
etc.] over your Internet connection, which may not be
secure and may not encrypt data.

The Status of each missing data its controlled automaticalfyyou clickCreate Email, the program
changes the statusSentand updates the status data. missing items with a statudNot Sent, the
status date is the date that the fieldagoed.

P You can create a Missing Data "test" report from an existing client file, and then email it to
yourself. That will enable you to view the layout and content of the email the same way your client
sees it, ensuring that the information you aveséng is presented clearly.

Additionally, there may be some items tagged as missing that you will be researching on your owr
and so would not want those included in the email. Simply unchHackitteebox next to those

items prior to sending the em#iky will not be transmitted but will remain in the Missing Data
Report.
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Entering Data and Clearing Tags

Once missing data has been collected, you can easily "jump to" the fields that have been tagged as miss
as each item in tiMissing Data Utility window is hyperlinked. When you click a missing data link, the
program closes tiMissing Data Utility window and takes you that field. Once an amount is entered,

you are prompted to clear the tag.

ClickYesto remove the tag, dlo to leave the tagepeat this process until all tagged fields have been
addressed.

To clear all missing data tags for a client, €dectAll Missing Data Tags for Clienton the Tools
menu.

Tools Settings Help

Lacerte Updates. ..
Import/Export Updates

Document eSart., .,

Import/Export Data 4
Appointments. ., ChHl+FS
Calendar... Chrl4+H
Communications 3
Tax Planrer. ..

Dacurnent Management System. .,

Missing Daka

Clear &ll Missing Daka Tags for Client
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Schedule D Import

Based on customer feedback dmuaitihg' from recent IRS &edule D instruction changes, the Lacerte
Product Management and Tax Development teams implemented a simple solution for importing of stock
transactions that did not require the use of the Data Conductor feature.

To Import Transactions:

1. Make sure you hageuseable file (.xIs or .csv) and that it is formatted to make the process as easy
as possiblérou can only select one file at a time, and password protected files are not supported.

The columns available for import are:

Quantity
Description
Date Acquired
Date Sold
Sales Price

©O O O 0 0o o

0 Expense of Sale

2. Open the Schedule D Import Wizard. This can be done from the Clients Tabilennieau.

Cost Or Other Basis

r | Client E-Fil= Print Fiter Detail Yiew Tools Settings Help

! Tax Tvpe
add... Chrl+A
Delete. .. Ctrl+D
Renumber. .. Chrl-+M
Copy... Chrl+C
Lock Return

Password Protect, ..

Send via E-Mail. ..
Backup... Chrl+B
Restore. .. Ctrl+R

Update Client Database

Skatus., . F4
Export 3
Group Select... F3

Find... 4]

3

e
|II=

ZMethd

=

| REP
Forms 4 Diagnostics i Analysiz l_
Full Mame [

Import Client File...
Lacerte Trial Balance Utility.. .
Schedule D Import..,

k-1 Data Import. ..
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You can also selegthedule D Importfrom the Tools meréu

@ & 0 EE 4

Tools Settings Help

Lacerte Updates. .. [’
L

Import/Export Updates

Dacument eSark, ..,

Lacerte Trial Balance Ukiliky, .

Import/Expart Data

Schedule D Import. ..

Appoink ks... Chr4+FS
cp::'m; Ment= CtrI+H Data Conduckar, .
alendar. ., r
o Export Biling Information to QuickBooks™, .,
| Communications »

€ a nfobm within the Dispositions screleyclicking th&chedule D Importbutton.

Totals
Dispositions (Schedule D. 4797, etc ) P

J Carryavers/iisc | Schedule D ImpDr‘tK

MNOTE: Beturns reparting summary tatals of fransactions sho

The Import from Excel Wizard Screen opens. Here you will select Import Options (default is
Append) and designate transactions (defaldimsand only applicable when importing to a

married client).

Schedale D Import Wizard - 035AMPLE: A Couple, Taxpayer and Average (Step 1 of 3)

Welcome to the Schedule D Import Wizard

Thes wizard simply gusdes you through the process of engarting Schedule D data into the tax
s delimied b2 tie such as a CSViilg)

program froem an Excal spraadsheast (or any
The only information reguired in the file is *Descnpton”

NOTE! Youmay wantta delete unwontad information from the file (such a3 column heodings
ond totals} to sp o the import procass. Howaved this is not required as you wil
han chonc e unwantad data on the next wizard screen

oot befcre sparing

L /\ C E R T E Find fe #e to impost
| Brogse

Designale bansactions as T Taspaper " Spouse & Jont
Impeat Dplsonz
* Add ransachions 1o chenl's santng Schadule D nfcrmaton
Hako nm decale
To comnue, salect Next
Help i Cancel
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Whendeciding which import aph to choose, refer to the following regardanch option:

0 Add: If you select this option to import a file, you will simgtito any existing Schedule
D information for this client. In other words, importing thissillenot affect any
informationthat was previously entered in the tax program for this client, regardless of
how it was entered.

0 Replace:lf you select this option to import a file, younsplaceany existing Schedule D
information for this client. In other vasy;, importing this fileill overwrite all information
that was previously imported for this client using this wizard. Any data that was manually
entered or edited in the tax program will not be affected.

o Clear:If you select this option, you will simgiyeteall Schedule D information that was
previously imported for this client using this wizard.

4. Select the desired file and digen.

-
Select File to Import

Look in: I\_) Schedule D

E)2005 Tax Ret Spreadsheet. xls
Lﬁ B Copy of 2000 STOCK SALES.xls
MyRecent B CustomerstoContact.xls
Documents &) J0urnal Entries.xls
@_1 TB Example_Lu.xls
@_] TB Example_UCD.xls
&) Trial Balance 2005 TR.xls

lcahill on
SDGLO4301243
.
My Network  File name: | Open
Places I |—]

Files of type: IAII Importable Files(*.xls,”. csv) Cancel
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5.

In the next screen, you will select which worksheet of the file you are importing and assign
column headings to tlgpropriate columns. You can also choose rows to ignore.

Lacerte Schedule D Import - TEST: Guy, Taxpayer, (Step 2 of 3)

Use this page of the wizard to selectthe information wou are importing from your spreadsheet into the tax program.

1. Select the worksheet you are importing into the tax progran.
2. Select a column heading for each column that describes the contents of the column,
3. Select the “lgnore’’ checkbox next to each row pou do not want to import [e.g. rows with report headings).

Worksheet:

Select the field below where each column will be mapped in the Disposition screen
Quantity j |Description ﬂ |DateAcquired ﬂ |CostDrDtherBasis j [ate !
lgnare | Row

B C D =
7] O]

W
ABBOTT LABS 08/22/2006
ABBOTT LABS 08/24/2006
ABBOTT LABS 08/24/2006
ABBOTT LABS 08/24/2006
ABBOTT LABS 08/28/2006
ABBOTT LABS 0843142006

Help | < Back | Mext > | Cancel |

The next screen allows you to review the information, along with calculated tofilsis@liok
complete the import.

After a confirmation screen, you are given the option to Import anetloergid directly to the
input screen.

-
Lacerte Schedule D Import Summary = %)

Schedule D Import haz succezsfully imported 521 tranzactions inta the tax progran.

Import Another
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8. Once complete, the transactions show in the Dispositions Screen in imported data color:
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K-1 Transfer

You can use the LaceKe€l Transfer to 104€@ature to automatically transfer Scheduleriformation

from a calendar yeand Partnership;Gorporation, or Fiduciary tax return to any related person's Form
1040Detailed inpuis transferretb PassthroughKs (Screen 20) of the Lacerte Individual Tax program
for eachpartner, witheparately stated det&itsm the disposition of assets with prior Section 179
expense transfarg to Dispositions (Screen 17).

ManySchedule KL income and expense items are transferred to the input screen to simplify entries on the
individual tax returiWe recommend that all items be reviewed for accuracy andtceateatnt on
each individual partner's Form 1040, particularly those on the supplemental information pages.

F TheK-1 Transferto 104(0feature does not transfer information for fiscal year end entities
because the information would appear on the following year's Individual tax return.

Transferring K-1 Information to the Individual Tax Program
1. Enter the partner's, shareholderdyeneficiary's client information in the Individual Tax
program.

F Social Security Numbers must match between the Individual Tax program and the partner,
shareholder, or beneficiary in order for the Schedll€r&nsfer to link information correctly.

the K-1 information for that Passthrough entity has already been enpreaouslymported

into the individual return, the EIN must also match.

2. Open the module that contains thd khformation.
3. Open the client in the Client list for whom you want to transfer Schetliéokmation.
4. Open theSchedule K1 Miscellaneousscreen.

o For 1065 partners, use SchedulleMiscellaneous (Screen 32)
e For 1120Shareholders, use Schedutk Miscellaneous (Screen 36)
o For 1041 beneficiaries, use ScheddldXerrides/Misc. (Screen 43)

5. In the sukclient list, click the partner, shareholder, or beneficiary.

32 Fartner Miscellaneous Info. Asggign entries to;

General | Fartrner Information | Qrdinary [ncome | Schedule k. | Balance Sheet, k-1, k-2 | Schedule kA1 | [tk

Partner PoverMice (52|

1. Partner In a Partnership | Partner Schedule K-1 Miscellaneous Information
2. Corporate Partner
K-1 Export to 1040

|z Export partner k-1 data to 1040
MNumber of K-1 activity in 1040 [0] | 2| |

6. Select th&xport {Partner/Shareholder/Beneficiary} K-1Data to 104@heck box.

F When there are pexisting passthrough properties in the Individual client, enter the property
number ilNlumber of K-1 activity in 1040 [O]n the Schedule-K Miscellaneous/Overrides
screen to tie the properties together prppero append a new property.
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Repeat steps 5 and 6 for each Schedul® e exported.
On theTools menu, click-1 Export to 1040

Tools Settings Help

Lacette Updates, ..
Impark/Expaort Updates

Import/Export Daka »
Appointrments, ., Chrl4+FS
Calendar. .. Ckrl4+H
Carmunications 4

Document Managemenk Syskem. ..

Missing Daka
Clear all Missing Data Tags for Clienk

k-1 Export ko 1040..,

9. ClickExport.

Sch, k-1 Export ﬂ
Sch. k-1 data to be exported ag lizted below
= 1:| Form 3 k-1 6l

Export

Cancel

Brint

Help

Pl

10.When the program finishes exporting the Schedulmfdrmation, clicloK.
11.0Open the Individual progm.

12.Doubleclick the client for whom you want to import SchedulariformationThis opens a
newolmport Data window.

32



13.1In theActivities section, verify all Schedulel Kactivities you want to import are checked.

Activities General Information
Highlight activity to wiew detail Dielete Activit S ource Program .
[Checked activities will import] — y Partnership
11 Tvpical Partnership [015AMPLE] Entity Mame | Tymical Partnership

v| [2] Typical Partnership [015AMPLE. S5pouse)

Lacerte Client Mo. 01SAMPLE

T axpayer Name Bill North

[ ate of last export from zource client

11/8/07 10:32:34 PM

Input Detail for Typical Partnership Detail View |4 ﬂ

Description Prior Amount Hew Amount
Federal k-1 Input

(1] Ordinary business income [loss] 10 $-14.731

[2] Het rental real estate income [losz) 1] 513

[14A] Het earnings from self-employment 1] 14,731

0 -342

A = Post 1986 depreciation adjustment

California K-1, If Diff.

ctivity Detail | Diagnostics

[v Owenarite user-entered data [appears in blue] Accept Data | Lancel | Print Help |

F By default, th©verwrite userentered databox is checked. This means thedata exists in
a field in the KL screen in the Individual program, and that same data is being transferred in the
K-1 data import, the import data "wins". Uncheck this box to leaxenteyexd data in place.

14.Review thé\ctivity Detail informatian.
F ThePrior Amount column will display information upon subsequent imports of data in the
same tax year.

15. Review thd®iagnostics information

F After youclick Accept Daa, you canot return to theliagnostics screeso this ijour only
chance to review the numberdfma K-1 which are NOT imported.

16. ClickAccept Datato transfer the information. You can also &kt to print the data that will
beimported.

F 1f you clickCancd, you can import the data later by selektihdata Importon theTools
menu while in the Detail input.

17.ClickOK.
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Whenevemformation in the business entity containing the Schedutiata is changed, you are
prompted to reexport the client and uaté the individual client file.

X

Input has changed since last K-1 export to 1040,
- ‘'ould wau like bo re-export this cignk?

ClickYesto repeat stepsI6 above.

State Information Transferred
The foll owing states® infolrEmpart:i on i s also tran:

e California

e New York

e New Jersey

¢ Pennsylvania

e lllinois

To viewa comprehensiMist ofwhich fields in each module (1065, 1120S, 1041) are transferred, view the
following highlighted Help topic in the program (df&json your keyboard)

B Lacerte Help Center

A Q@ ® oE 9

Hide Back Home Index Contentz  Histomny

Search | 5]

Contents

@ Getting Started
+ @ Collecting Client nfarmation
-\ Working on a Tax Retum

+ @ Adding and Uzing Clientz

- Using the Client Tracker Tab for Tax warkflow

+ @ Learning the B asics About Detail Entry

<@ How do | enter tax information?

+ @ Freparing kulti-ztate Returne

+ @ Entenng Special Allocations [1065)

+ @ Preparing Consolidated Returns [1120]

- E@ Tranzfering Detail from Different Programs or Returns

+ @ Splittirg & Marrnied Filing Joint Retum

Tranzferming Schedule K-1 Information b Form 1040
+ @ Tranzfering a Family's Information to Form 8615
+ @ Integrating Trial Balance Clients Into Lacerte
+ @ Importing Between Corp and 5 Corp
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Split Joint Return

The Split Joint Returnfeature is used to create two MFS returns fraMid=J return. Thi&IFJ Split
works in conjunction with thdFJ vs. MFS Comparison Workshedb provide you with an easy way to
quickly evaluate and split qualified returns.

When you choose to split an MFJ return, the program creates two new retunnt)etexfmyer and
one for the spouse. The original MFJ return is not changed in any way.

It is important to note that tidFJ Splitis a onavay split. The program does not support taking two
MFS returns and combining them into one MFJ return, nonyidhanges you make to one return be
reflected in the other two after the split.

F You can use thdFJ Splitfeature in conjunction with thFJ vs. MFS Comparison Worksheet

to evaluate returns based on tax liabilities and quickly create MarmedvFiling Separatereturns.
However, choosing to fiMarried Filing Separatecan affect other factors such as immigration status.
These and any other factors should be reviewed thoroughly before electing to file separately.

Community Property States

If the taypayer lives in a community property state and you €airtireunity Property Stateoption to

Yes the program combines all wages and business income or loss, and then splits the amounts equally
between the taxpayer and spouse. The program allocates mtothe and deduction items according

to theTaxpayerandSpousedesignators you have assigned.
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Iltemized Deductions

The program determines if the standard or itemized deduction is most beneficial to the client, and then
assigns the appropriate numbeh&input fieldl If Must Itemize, 2 If Elect to Itemize, 3 If Force
Standard Deduction [O]in Screen 25, Itemized Deductions. You can change this option as necessary.

Rounding

The Lacerte Tax program rosrall dollar and cents amouklihen you use thdFJ Split to split a joint
return, the program splits thellar amount equally the division results in a fractional dollar amount,
the program rounds the result defieg on the fractional amouiihe program rounds amounts of $.50
or higher up to ta whole next dollar and amounts of $.49 oates®undedown to he previous dollar.
The program then allocates that amount to the taxpaybeaerdhainder to the spouse.

Iltems Carried to New Returns

The following table lists the information thatgiegram duplicates in the new taxpayer and spouse
separate returns:

Screen Name Form Number | Screen Number
Power of Attorney/Tax Information Authorizaticf 2848/8821 65
Request for Copy of Tax Form 4506 67
Request for Transcript of Tax Return 4506T 67
Change of Address 8822 73
Elections 46
Claim for Refund or Abatement 843 61
Reduction of Tax Attributes 982 62
Multiple Support Declaration 2120 64
Disclosure Statement 8275/8275R 69
Release of Claim to Exemption 8332 70
Asset Acquisition Statenben 8594 72
Work Opportunity Pr&creening Notice 8850 75
Application for Employer Identification Number| S$S4 80
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Iltems Not Carried to New Returns

The following table lists the information that the program does not carry to the new taxpayer and spouse
separate returns:

Screen Name Form Screen Number
Number
Tax for Children Under 14 8615 43
Prior Year Summary 48
Control Totals 49
Other State Tax Credit Various 52
Nonresident Alien 1040NR 58
Amended Return 1040X 59
Installment Agreement Request 946 80
Application for Tentative Refund 1045 60
Injured Spouse Claim and Allowance | 8379 71
Claim EIC After Disallowance 8862 77
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Before You Split a Return
There are some items that should be addressed before you split a return:

« Verify that the filing atus of the return is Married Filing Joint in Screen 1, Client Information.

e Check theviIFJ vs. MFSComparisonbox in Screen 1, Client Information. If you do not, the
following warning appears:

finormation %

The MF. 2. MFS Camparizan baox in Client Infarmation iz not checked.

Selecting 'Proceed with the Split' or %iew the MFJ/MFS Comparizon’
will check the MFEJ s MFS Comparizon and Live with Spouze check
boxes autamatically.

Proceed with the Split Wigw the MEJ/MFS Comparnizon LCancel | Help |

« Verify that the detail input has been allocated between&rapappouse, where applicable.
o Review thMFJ vs. MFSComparison Worksheet

To use the Split Joint Return feature:

1. On theTools menu, clicksplit Joint Return

2. Check the box to create a return for the taxpayer or the spouse, or both. The program checks
both by default.

Split MF1 Return x|

“alues in the original joint record that have not been explicitly azzigned to
taspaver or spouze will be zplic 5050,

Yiew the MFS wz. MFJ worksheet to verify how values will be allocated between
tarpayer and spouse.

Separate records will be created for taxpayer and zpouse. The oniginal joint
record will remain unchanged.

If you only weant to create a record for one client, uncheck one of the boxes
brelona.

[¥ Create a new MFS client for taxpayer :

Taxpayer's MFS client number: IDSSAMP'T
¥ Create a new MFS client for spouse
Spouse's MFS client number: I':'35-"-'~MF'-5
gk LCancel | Help

3. Verify or edit the new client number(s).
4. ClickOK.
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After the program splits the return, 8@it MFJ Reportis displayed.

Split MFJ Report 3

.y

Client 035AMPLE, Basic and Awerage A Couple waz split successfully
Client 0354MP-T, Basic & Couple was created
Client 0354MP-5, Average & Couple was created

wiaming: The following entries were not transfered to either MFS client. Plaase review the
entries below to determine how they should be applied on each of the separate tax retums.

Screen 3.0 - Stimuluz PmtMisc, Info./Direct Deposit
[Cade 53] [US)

Screen 4.1 - efile PIN Main Form
efile signature date for paperless filing was not ransferred. (Code 49) [US)

Screen 8.0 - Penalties & Interest
2007 adjusted grozz income [Code 2] [US)
2007 tax hiability [-1 if none] [Code 3] (US)

General:

Child and Dependent Care Credit |nformation [Screen 33) was not transferned to the taxpayers
separate return because the MFS taspaper must be treated as unmarried in order to quality for
the credit.

Child and Dependent Care Credit |nformation (S creen 33) was not transferned to the spouses
separate return because the MFS spouse must be treated as unmarried in order to qualify for
the credit. w

The report displays the client names and numbers involved in the split and any diagnostics or informatior
related to the split. Cli€kint to print a report for your records.

REP and E-File Charges

If you have already been billed for the MFJ return, you will not be billed again for the taxpayer. However,
you will be billed for the newly created MFS returthéospouse.
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Family Link (8615)

This feature links together a family group of returns to compute Form 8615. Form 8615 is filed as part of
the child's tax return but requires information from the parents' and other siblings' tax returns. The
Family Link (8615)transfers all the federal tax information required to complete federal Form 8615 and
the state forms for California (3800) and Haw#il@), and determines the correct tax rate for the

child's investment income.

Once you havsetup the parent adklildreturns, clickeamily Link (8615)on theTools menu from
either the Clients or Detail screen. (A short video tutorial is available for viewing at this point).This opens
the Family Link setup screen.

Available Clients Family Links
Clignt Mame | Clignt Mo, | Age -

A Contribution, *ithdraw Ex...  02548MPLE 49 Add Parent >3 |
&, Couple, Average 0354k P-5 45

A Couple, Basic 0354kP-T 43

& Couple, Basic and Average  035AMPLE 43 Sdd Ehild =

A Couple, Basic T. ATS-AMT 4 | —
& Couple, Taspayer FROF 43

& Couple, Taxpayer and Sp... TUTORS 43 <4 Hemave

& Farmer, Jog Mr. and Sue ... D45AMPLE B1 -
& Farmer, Jog Mr. and Sue ... EXCEL B1

& Filer, Electronic and Missu... 0SSAMPLE 51 Help

A Full IR, Mr. and ks, 0ESAaMPLE 53

& Home, Office O7SaMPLE 4B

& Feogh, Deduction 0asaMPLE 46

A Limited 1RA, Mr. and Ms. 09sakPLE B9

A Multi-State, Full vear and ... T0SAMPLE 47

A Multi-State, Part Year and ... 115AMPLE 47

A4 Mondeductible, Mr. and Mz, 125AMPLE )

& Partnership, Taspayer and... 135AMPLE 41

.i-.IF'artnershlp, Taxpayer and... .-’-'-.TSB.-’-‘-.SI? 41 . v| Frevien Tan Data

79 Clients 0 Family Groups | | A

To use the Family Link (8615):
1. IntheAvailableClientslist, select the parent.

2. ClickAdd Parent
3. IntheAuvailable Clientslist, select the child.
4. ClickAdd Child.
5. Repeat steps 3 and 4 if the parent has more than one child with investment income.
Available Clients Family Links
Client M ame | Client Ma. | fige &« EI--EF Sample, Dad and Mom
LKE, Update Example ATS_LKE 2% Add Parert 55 | 4 Tapaper, Donrie [17)
Layala, Kimberly T. JEMAME 45 b Tanpayer, Jeszica (11]
Loyala, Patricia B. ATHAME a6
Laoyola, Richard F. JaNAME 4k &dd Child »> |
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6. ClickPreview Tax Data

Data Sections [~ Parent’s Information iz E stimated
‘arent's General Infarmation g i
__Irnu.l_n Peneral Information _
Jessica Tazpayer [11]
Lazt Mame Sample Carrel |
Social Security Mumber 993-93-1018
Filing Status armed Filing Joint Frivt |
Child - Donnie Taxpayer [17]
Taxable Income [3615, Line 4) $7.900 Help |
Met Investment Income [Farm 8615, line 5] $7.050
Child - Jessica Taxpayer [11]
Taxable Income [3615, Line 4) $2.500
Met Investment Income [Form 8615, line 5] 37,650
|76 Clients |1 Family Groups | |sample, Dad and Mom v

7. If you want to review thgarent's or the child's tax information, select the appraatiet@ry in
the Data Sectiondlist.

OR
ClickPrint to print the parerg and the chilsl tax information.

F If you estimated the parent's tax information, chedaitemt's Information Is Estimated
box.

8. ClickTransferto transfer the parent's or the child's tax information to the correct return(s).

The program transfers tax information for the preparation of Form 8615 and determines the correct tax
liability for the child's inconasepending on the higher rate between the parent's and the child's tax return.

The folder next to the parent's name will appear solid yellowranihg Links section once their data
has been transferred. For families for whom the data has not fisferréd, the folder next to the
parent's name will contain a red exclamation mark.

Once you have transferred the data between the returns and you subsequently change information in an
return that is part of a family, you are prompted to update the [Eakiilpon exiting the client.
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