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CPE and Course Evaluation

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

Shortly after the webinar ends you will receive an email from Intuit Professional Education
containing a link to the Evaluation and CPE Eligibility Form. The keywandbédro

webinar must be entered on this form; just select them from thaognoist. If the

keywords are missing or inaccurate when the form is received, we will be unable to process
your CPE certificate.

Also, please complete the body of your evalu@iiere are several statements provided to
gauge your satisfaction with and overall experience in the webinar. Note that the scale for
each statements starts Arashd ends dtQ A score 00 (lowest score) means that you

Strongly Disagreewith the statenmd; a score afO(highest score) means that $tnongly

Agree We greatly appreciate any comments you can provide to help make webinars better
for everyone, particularly if we did not deliver the highest quality of satisfaction.

Question example:
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11, |Overall, I found this presentation .(\,p cle ,(g.(“(\ ~ 'p‘(q P

valuable and informative.

After entering the keywords and completing the evaluation, ckékishebutton. Once the
keywords are authenticated, your CPE certificate should arrive-@G/itveeids.

F  For CPE credit information, including the number of hours for which this course is
eligible, please visit
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This section is designed to give you an understanding aghgentions and terminology used
in this guide. These reference materials are designed to complement the information presented
by the instructor and to act as a stafatbne training guide.

Typographic Conventions

We use certain typographic conventionsdahghout this manual. These conventions should help
you use 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.

[Text in brackets] Generally used to indicate keystrokes.

© Indicates indepth coverage of topic in a different Webinar.

Terminology

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

Term Meaning
Rightclick Click the secondary mouse button
REP Remote Entry Processing (process used to transmit client

files on a paperretun basis)
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There are numerous options and settings available in Lacerte that allow you to customize both
the viewing and printing of all tax and client related information. Some of the more critical
options are addressed this section, as they can impact both the performance and the output
you get from Lacerte.

Options vs. Master Options

Options can be set individually on each machine, regardless of installation type. Master Options
only apply to network installations arallow network administrators to adjust the Options

settings for all users. The network administrator edgpset a password to prevent other users
from modifying Master Optionandrestrict users' rights to adjusheir own OptionsRegardless

of how Master Options are set, individual User Options dictate how Lacerte operates for each
machine. Options that are not affected by Master Options include Display Options and Fonts
and Colors Optionsthese are individual ieference items and are set individually on each
workstation.

To set Master Options for all users:
1. On theSettingsmenu, cliciMaster Options.
2. Make the desired changes and GliKk

3. When the following dialog appears, make the appropriate selectiak ¥ed cli

Confirmation

Ww'ould pou like to update options for all uzers?

|lpdate Method
(" Reszet all options

f+ Current changes only
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4. ClickOK when the following dialog appears.

r

Information

F

All users must exit all Lacerte bax programs now, before selecting Ok,

fFor these changes to kake effect,

MOTE: Any user remaining in the kax prograrm while this update accurs
will nok get these changes applied ta their user options,

It is important to note that unless each user exits the program at this point,

changes to their User Options will not take place. Therefore, you may want to
consider the timing of when you maleséntypes of changes.

System File Path

In order for Master Options to work effectively, each machine on the netwagt be using the
same System File Patiiou can change the system file path on your local computer to read and
work with files on the netwrk drive, or you can share settings and options between multiple
standalone computers (nometwork) after backing up the files to a storage media. The
program includes the following when changing, backing up, or restoring the s¥ittguath:

Client Leters

Client Invoice

Custom Mailing Labels
Custom Reports

Print Options

Slip Sheets

Custom Intangibles Database
Master Options

User Options

Trustee Rights

Firm Information

Preparer Information
Appointment Manager

e-file DCN Counters

E-Mail and Communications
Status Information

Tables

Custom Filters
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To change the system file path:

1. On theSettingsmenu, point teystem File Pathand then clicKhange

2. IntheChange System File Palialog, enter the network path.
F The Universal Naming Conventi@NC) is the preferred method in which to enter
the network path (i.e \\SERVERNAMEATAFILENAME). The system file path must
always end witR08Tax , but the program will automatically add this to the end of any
path you enter.

3. ClickOK

4. If the directory for the new path has not been created, you are prompted to have the
program create it. ClicKes

5. ClickYesto copy all of the system files previously created in the program to the new
system file path.

-OR
ClickNoto copy only thepreparer file to the new system path.

Wiould yiou like bo copy exiskting system files to this directary?
If no, only the prep Files will be copied over to this directory,

Zancel Help |

6. ClickOKto exit the program. Changes will take effect uporergering.

F Forinitial system file path setup, perform the Change function o' lest' computer that
contains all of the information that you want &hare across the firm. This accomplishes three
things: creates the network directory that will contain the system files; backs up the files to that
directory so they are available to other users; and links'thest' computer to the shared

directory.

F Note for network userBeginning with the TY2007 prograngtwork administrators can
have the progranautomate changingllothery S ¢ 2 NJ  dza S N &whargthed SY FAf S
system file path is changed, the following dialog is displayed:
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¥ou have changed the Shared File Path Far setkings and opkions ko IiLacerte\07 TaAX,, Do vou wank okher
users an your netwark changed to this new path (this will take effect the next time Lacerte is skarked)?

To backup the system file path:
1. On theSettingsmenu, point t&ystem File Pathand then clicBackup.

2. Enter the backup destination file path, endingdption0?(where ? is the tax year of
the program you are working imd copy all system files from the current conpt

3. ClickOK
4. If system files currently exist in the destination file patiG@firmdialog appears.

5. ClickYesto overwrite the existing system files. The program copies over all the old files
on the network drive.

-OR

6. ClickNoto choose not to overwrite the existing files.

P once your options are set the way you want them, backup your system file path to a
separate network directory or to a large capacity storage media. Repeat this backup whenever
you make a change to any thfe items contained in the system file path. That way you always
have a current copy of all of your options and settings that can easily be restored if something
should happen to your system.
To restore the system file path:
1. On theSettingsmenu, point t&&ystem File Pathand then clicRestore
Enter the file path, ending iD8Tax
ClickOK

2
3
4. If system files currently exist in the restoration file pattfG@nfirmdialog appears.
5

ClickYesto overwrite the existing system files. The program will copy ongradd
system files in this directory.

-OR

6. ClickNo to choose not to overwrite the existing files.
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7. ClickOK to exit the program. Changes will take effect upemeeng.

17



Laptops: Connected vs. Not Connected

In a network environment in which tH&haredFile Path is shared from a network drive, it can
be difficult to configure for laptop users who periodically unklitizeir systems. In Lacertethen
a laptop is connected to a network and is usif@ghared File Paththe program registers that
the machne is connected and uséise "Shared File Patlon the network.When the laptop
disconnects, théShared File Pathwill not be found, and the program will immediately
establishdefault options in the Option07 folder of tHé&.ocal Workstation Path

The shared system file path is currently not available, ¥ou have been disconnected From the network,
x.__- hould vwou like to work offline using the options and settings on this compuker?

[ Yes H Mo H Cancel ]

This iswhy the"Option(8" folder is on thdocaldrive and has a Prep File in it. This allgwsto
continue operationsvithout re-configuring your system

When youexit and reenter the program, the program will try to reestablish connections to the
"SharedFile Path on the Server. If it cannot, then it will proceed with the default path on the
Local Workstation. If it can, then it will again reestablish connections to the netamark

prompt you to connect back to your network shared path

Confirm

The shared system file path is now available. ‘Would you like ko change to the shared options and settings
\_‘:‘/ On Your network?

18



Critical Options

Installation is a good time of year to review your setup options to maximize productivity during
seasonAs a rule, options should be set so that they address the majority of the client situations
in your firm. Then, you can adjust differing situaticon a clienby-client basis by using

overrides located throughout the input screerBelow are some of the more important options
you will want to review, including recommendations applicable to most firms.

F To understand what any option is for, and the consequences of changing it, click the
option and pres$F1]to display an optiorspecific help topic.

Setup Tab
o Data Path; make sure your data path is located in your regsistemberver backup
process.

o Deault Letter Folder and Default Invoice Scheduselect the letter folder and invoice
schedule number of the letter and invoice to be used for the majority of your clients.

e Input Method ¢ choose a default of interactive or batch, based on your firm
preferences.

e Automatic Detail &ve¢ recommended every 5 minutes.

o Display Total Number of Cliergsvhen clients are in your office, you might not want to
display the total number of clients in your current data pé&isplays in the lower right
corner of the Gents screen)Set this option tdNo to hide the number of clients.

e Complete return default settingsprint the minimum. We recommend printing the
Preparer Review Copy to DMS (pdffddl Client Copy to the Printer

Complete Return - Frinter

Preparer Review Copies to Printer . .. .. .. |Nune | -
Preparer File Copies to Printer ... ... ... |Nune | -
Client Copies ta Printer. . .............. |1 Copy |'
Gowernment Filing Copies ba Printer ..., |Nune | -

Complete Return - FDF

Preparer Review Copp taPOF. .. ... .. .. |Nu | A
Preparer File Copy to PDF ... ... ... ... |Nu | -
Client Copyta POF. . ................. [Ma [+
Government Filing Copy to PDF .. ... . .. |Nu | -

Complete Return - DMS

| Preparer Review Copy to DMS. ... L. |Yes| I -
Freparer File Copy to DS, ... ... ... |Nu | -
Cligrt Copyto DMS ... ... ..o [Mo [~
Government Filing Copy to DMS. ... .. |Nu | -
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The settings above will creatke following Print Dialog (CTRL + P):

Retum

{* Complete return " Client copy " State/City anly

(" Custom copy " Government filing copy " Extensionz only

" Preparer reyiew copy " Partial returm " Addl. Extenszions only

" Preparer file copy " Federal only 7 efile validation only

Return Options

~Preparer Review Copy T “Client Copy T

To: [ Prinker 2 j To: [ Printer Coples: |1 ﬂ
[~ File [POF) [ File [POF)
v Document Managernent Systemn [ Document Management Spstem

Preparer File Copy Government Filing Copy

To [ Printer j To [ Printer j
[~ File [PDF) [~ File [POF) :
[ Document Management Systemn [ Document Management Spstem

Settings. .. 0K | LCancel ‘ Help |

e Expandable / Collapsible SectiansecommendCollapse sections without data.

Expandable/Collapsible Sections

Expandable/Collapsible Sections. . ... .. |Eullapse zections without data -

Status

+ Modify the Status Descriptions to match the workflow in your office. The descriptions
below would beapplicable for an 4ile firm.
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Statuz Descriptions

1. Proforma'd

2. Appt Scheduled

3. Source Docs in DS

4. WP

5. Eutend-*waiting on Data
E. Under Review

7. Readyto EF

8. EF Sent, Waiting on Ack
9. Ack Rec'd, Meed to Iy
10. Irvoiced, Deliver Betum
11. Scan 8879, Files in DMS
12 Locked Return

13

14

15

1E.

17

18

19

20

M odity

Fonts & Colors

e Change colors for Client list (alternate line shading) and input screen text. Use Yellow for
the Highlight color, Royal Blue for User Enteredialland Red for Imported Data.
(Imported Data is information natirectly entered by a user but transferred into a
client's file through features like Proforma;1KTransfer to 1040, and SmartMap).

Setup % Status Fonts & Colors Diizplay X Interest Rates X Iterns Tao Print E Tax Return K Preparers X Firrn Info l

Client List
Earis —_ Client Ma. | Cliert Narme
|h-18 Sans Sorf j |8 j 858955804 First Clisrt Mamme
939533339 Second Client Mame
| AkemateLine Shading 11111111 Third Client Name
Interactive Input
Font: Size: Section Heading
MS Sans Seri = e [~ Highlighted items .. 1.200
Wormal best. ..o
Imported dataiterms ... ... ... L. 18.500

[ 1| Highlight Calar
I s Entered Data Color

N | Imported Data Color

v Use lmpoarted Data Colar

e Modify prior year Lacerte programs to be a different font color (like purple) to
differentiate which tax program you aworking in.

¢ Change fonts for Client list and input screen text

21



e Can be set individually at each workstation
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Items to Print
e Select forms, schedules, and other items to include in each copy of the printed.return

e Each Print Job should look different, bds® how you want to use them. For example,
on the Client Copyif you invoice through Lacerte, you may want the Client Invoice up
front, then only include the signature and basic forms necessary for a client copy,
omitting worksheets and diagnostics.

i Setup i Status i Fonts & Colaors K Dizplay E Interest Rates }'1 Item= To Print ? T ax Rety
| Print Order - Client Copy

Preparer Review
Cr = = il

= [v Federal Retun
Move Up [v Client Invoice
|w Federal e-file Signature Form
tove Down v State e-file Signature Farm
[ Client Letter
Iv tain Form Filing Instructions

:
ii gt

lient

110 =
Extenzionsz Only

Expand v Federal Tax Retumn
I Main Form Slip Sheets
Collapse + [w Client Conespondence

¥

|v Federal Estimates
[v State Eztimates
[« State Retumn

F

¥

e The Preparer Review Copy controls the return viewed at the Forms tab

e ThePreparer Review Copshould have the Tax Summary up front so when you print a
copy to DMS and open it later, the summary is the first page so you can quickly scan for
the information you probably need.

4 Fonts & Colors E Dizplay E Interest Bates jf[ Items To Print "{tla:-: R etur
| Print Order - Preparer Review Copy
= [v Federal Retun

|:|:|!:|E
Freparer Review
S

Client

a Move Up "8 T 2= Surnmary

avernment .

Estensions Dnly | Federal e-file Signature Farm
b ove Dawwn I State e-file Signature Farm

[v Federal Tax Retum
= [w State Return

[ State Tax Retun

. I Multi-State Separator Sheets

Collapse [~ State Main Form Slip Sheets
+- [ Separator Sheet
+- v Federal worksheets
+ v Client Corespondence
+- v General
+- |v Federal Depreciation Schedules
+- [ Federal Ol & Gas Schedules
+-[w Federal Estimates
+-[w State Estimates

Expand

i

23



Tax Return

e Select how data prints

e Sort features

e Select when to calculate and print optional forms

e Set default estimate options for federal and state forms

« efile Optionsc if you are €filing, you can use the Computer generated b 42 &2dz R2y Q
have to manually eter a PIN on each return.

Computer Generated PIM[g). .. ... . |"r'es | -

e Preparer Name on Form 104Ginceyou no longer ned to sign the Taxpayer Copy you
should have the Preparer Name print on the QQ4here the signature would go.

Federal Tax Opfions

Form 1040 Label ... [Standard |~
Prezidential Campaign Fund. ... ... ... .. |Nu | -
Allow DezigneedIRS Dizcussion. .. ... .. |‘r’es | -
Designee Information. .. ... ... ... ... .. |'w'hen applicable |v
Preparer Hame on Form 1040 ... ..., ... Yes . | -
D aytime Telephone Murmber. . ... ... .. .. Im

24



Trustee Rights

e Onlyavailable in Master Options

+ Allows network administrators the ability to grant and revoke each network user's rights
to a program or feature

e The program assigns these rights to a user when he or she enters the tax program for
the first time.

e Lacerte Updtesc should be restricted to only the Network Adminidwa Rights should
be removed from all other users, to prevent inadvertent downloads when other
preparers are working.

}f Tiusztee Rights [{ Status Y| Interest Rates ' ltems To Print Y Tas Retum ' Preparers ¥ Fim Info 'y

Uszer Mame: Rights
Default Fights | v
JBLIFFI [v AddAdiust Clients

[w Client Maintenance
[w Adjust Client Status
[v Process/Print Returns
[w Frint Beports/Labelz

Iw E-Filing
[w Femote Enty Proceszing

[v Invoice Setup
v ProformadOrganizer
[v Client Pazsword Pratection
v Lock/Unlock Return
[~ Lacerte Updates

25



Preparer Information

o Preparer PIN If you are €filing, enter a PIN for eacPreparer (or the ERO) in the
t NB LI NBNJ LINE F A ftoSehter & RIN én2ath ré&@n/ QG K @S

r o

Preparer. Information §|

Enter Preparer Informatior

Mame

Phaone Mumber
|214-555-5555

S5M
.- [~ Self-Employed
FTIM

12345876

EFO FIM Deszsignee PIM [if different]
BE6ET |

Deszignation
|Eertified Public Accountant j

Jurizdiction/E nrollment CAF Mumber
| 2605-44539

Licenze # [Oregan OMLY)

E-mail Address
IF'auI_F'reparer@Yahno.com

aF. | LCancel Help

Client Maintenance

All Client management and maintenance functions are performed at the Clients tab.
Maintenance operations that can be performed from @kents tab include, but are not limited
to:

e Add

e Delete

e Rename
o Copy

e Backup
o Restore

F Be sure to use the functions within the program. Using Windows or DOS functions to
perform these tasks may result in the loss of data.
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Lacerte comes with a default letter to accompamyurtax returns. You can edit the default
f SGGSNE 2NJ ONBIFGS @2dzNJ 26y O20SNJ f SGGAGSNAR (G2 LINA)
feature.

The letter editor uses keywords to stomize letters for each clienikeywords reference specific

items in each client's database and tax return, such as their name and address, so you can easily
generate multiple client letters from a single letter template. Additionally, you can create a

variety of letters for different situations and select in the detail input which letter to print for

each client.

2 A0K [FOSNISQa Ly@2A0S FSIGdzNBsx e2dz OFy Fdzi2Yl G2
includes appropriate fees for the forms and schedules you prep@m some forms and

schedules gu have the option to charge per form or per iteamnd to include sales tax. In

addition, you can assign discounts on a-pient basis and assign an invoice template@ach

client using entries in the client detail screen.

Client Letter

The Client Letter is automatically generated wlyen print a complete tax returand it

provides information and instructits to the client about theitax return.In Lacerte you ca

create up to 99 letter templates (if you choose not to keep the Default Letter and the Spanish
Letter that come with the programyyith each template beingtored in a numbered folder

Folder Tools Edit Help
Lk

= i Fikd
g (& |T|mes Mew Roman j |1‘| j B /7 g T ?
1-Default Lettemx 2Hew ElientsX 3-Relatives | LikeX 4-Relatives | Don't Like_}f Ao Charge Returns ‘{SS-Spanﬁh Letters

Lottor bl waabioy 1 Ly T | 11

(i
il
il
¥

The Default Letter includes sections for federal and state retlamended returns, and-gled

returns, and each section is completely customizaleen you print a return, the program

inserts specific information from a client's return into the letter, omits sections that do not apply

to that client's return, and prits a customized letter along with the tax return. For return

specific items, the program uses keywords thatll' t KS Ay F2NX I A2y FTNRBY (KS C
This way, yoean use the same letter templafer a number of clients.

When you create a new chieletter, you can choose to copy and edit the Default Letter, or you

can start with a blank screen and create your own customized letter. This allows you to copy and
paste letters from a program like Wordhen format and inserkeywordsas needed. All ignt

letters are Proforma'd from year to year, so once a letter is saved it will be available for use until
it is deleted.

27



With unlimited customization possibilities, you canfgam the Default 5 G G S NX

CLIEMT 033AMPLE

Bacic and fxreraze & Coaple

052 Char Strest

Ohr City, T3 $5888

Drear Bacic and Sxrerage,

Erwclosed is your 2007 Federal Budividual Buworre Tax Febmn. The original shoald be sigped ot
the botton of page taro. Both spoases shonld sign. o tas is paeable with the filing of this

LACERTE TESTING ACCOUNT
G601 HEADQUARTERS
PLAND, TX 75024
[214) 387-2505

ey, Wont il receinre 4 Tefimd of F4 268,

Ilail yonr Federal rebmt on or before Spril 17, 2007 ta:

IHTEENAL EEVEHUE SEEVICE
ATTSTIN, T2E73301-0215 154

O

(p))

7

uKI

Dear Sasic and Average

Elncenely,

i

Sasic and Averags A Couple
952 Cwr Strest

Our CHy, US Beggs

Enciosed I your 2007 Federal Individisal Income Taxg Return. The anginal should be
signed at the bottom of page tec. [Sodh spouses should =ign. Mo fax s payable with the
Hling of this return. Yoo will recedve a refund of §4,35858.

Mial your Federal return on or bedore Apell 47, 2307 1o:

MTERMAL REVENJE BERVICE

AUSTIM, TH T3301-0215 USA

Fleass be sure 1o cal H yow have amy questions.

i &2dz OFy dza$

Bitmap of company logo
inserted in place offirm]
kevwords

Font changes and bold
formatting applied
throuahout letter

Bitmap of Preparer

signature inserted in place
of [Sianaturel kevword

28
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Customizing the Client Letter

To open the Client Letter Setup window, clidient Letteron the Settingsmenu.The Client
Letter window consists of three main aredlse Toolbar, the Letter Navigation List, and the
Editing SectionYou can select items on the screen by clicking thebyaising the keyboard
(see the list of @nt Letter Keystrokes on pagé)2 The words that you type in the letter editor
display as normal text in the right pane. Text, unlike keywarilsprint in the letter exactly as it

displays in the editing sce@.

Faolder Tools Edit Help
@@1 | Tirnes Mew Foman - B /AU E== %,ﬂ,ﬂ?
| 1 Default Letters Y 93-S panish Letters ',
Letter N avigation Section Text
= Standard 4 | I | | | | | | | | | | I 4l
+- M Global Heading
+1-{B4] Main Letter Body LIENT [CLIENT#] -
+ IR&/Keogh/H 54 W
+ Estirnates Table
+-{82] Credit Card Payment
+ Global Closing [FIRMNAME-UC]]
+ *‘-\mendE_d - [FIRMADDRESS-UC]Y
+ (3 Electanic Fing [FIRMCITYSTATE-UC] [FIRMZIP-UCIY
+ Filing Inztructions FIRMPHONE
+ EF Extenzion [ )|
+ States 1
[DATE]
[CLIENTHAME]Y
[CLIENTADDRESS]Y
[CLIENTCITY], [CLIENTETATE] [CLIENTZIP-UC]Y
[CLIENTCOUNTRY-UC]|
| Salutation ]
1
Dear [NAME-MC],
L




Adding Keywords & Bitmaps

Keywords, denoted in the Editing Section asds@nclosed by brackets, atesed as
placeholders for specific information throughout your client letters. The program reads the
keywords and replaces them with informatiénom your client's return when you calculate or

print the tax return.

To add a keyword to a letter template:

1. Position the cursor in the Editing Section where you want the keyword.

2. On the toolbar, click theeywordsbutton o or selecKeywordsfrom the

Tools menu.

3. Select a keyword Category and then the applicable keyword.

Print  Bitmap Help

Cateqories

K.ewword Names

LAl K eywords:
<Bitraps:

Firm Information
Client Information

hizcellaneous

Electranic Filing

SE Retirement Plan/IRa
Other Taxes

Balance Due/FAefund

Due Dates

Filing Addresses

Amended Infarmation
[temized/Standard Deduction
Taxes

[~ Sort Categories

Kepword : [CCPHOMETABLE]

Date

Filing [nstructions Form List

Form 4506 - Cost for Copy of Tax Farm
Form 3465 Payment

Marme of State Filing Docunnent

Mest Tax vear

Schedule J Tax Savings
Signature Page of Federal Return
Signature Page of State Retun
State Mame

Tax Year

Taw vear After Mext

Taw vear Short

Timne

[v Sort Keywords

[ Print Client Letter keyword in ULPFERCASE

Ingert | Cloze |

‘Phone Mumbers for Credit Card Instuchions

Help

4. Clickinsert to add the keyword to the letter template.

Credit Card Header

A3 an alternative to paying by paper check, income tax payments made to the
tazng jurisdiction(s) isted below can be made for a fee, by credit card g

1

ICCPHONETABLE]

To pay by credit card, call the number(s) hsted and follow the recorded mstructions.
Confirmation nurbers will be given to you on all credit card transactions and should
be retamed with your records. Vouchers associated with estunated taxes and

electronically filed returns are not required to be filed.
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One of the most undeutilized features of the letter setup is these of bitmaps to automate
items like the leterhead and the signature. The bitmaps keyword allows you to insert files that

you can use in the Client Letter.

To add a bitmap to the keywords list:
1. On the Client Letter Setdwols menu, clickkeywords

Folder WEGEN Edit Help

=

Letter Setkings
apell Check F7

Restore Default Texk
Reset Margins

2. Click<Bitmaps> in the Categories list.

Print  Bitmap Help

Cateqories Keyword Names

<]l Kepwords:
Firm Information
Client Information

Mizcelaneous

Electronic Filing

SE Retirement Plan/1Ra
Other Taxes

Balance Due/Refund

Due Dates

Filing Addresses

Amended Information
Itemized/Standard Deduction
Tares

[ Sort Categories | Sort Keywords
Feywword ; [FIRMMAME]

[~ Print Client Letter kewword in UIPPERCASE

Inzert | LCloge ‘ Help

3. On theBitmap menu, clickAdd.
Print Help

Ea!eq

<4
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4. Type a name for the new keyword inkBgword Namebox.

5. Type the location of the bitmap in #ike Path box.
-OR

ClickBrowseto search for the location of the bitmap.

Bitmap Keyword E

Kepward M ame: |E|:|m|:|an_l,l Loagn

File Path: |G:'\.Lau:erte'\D?T ax\BitmapshiLogo.bmp

ok | Cancel | Browse... Help

6. ClickOK. The bitmaps addedo theKeywordlist.

Print Eitmap Help

Categaries Kemqord Mames

Call Kepwords:

Firm Information
Client Information

hiccalamany

b, APreparer [Bob)Signature. brp
Y. APreparer(Fathy)Signature. bmp
b APreparer3[Hed]Signature. bmp

P itsa good idea to keep all of your tax related bitmaps in a central location,
like a network drive that all preparer's can access.

You can now use your bitmap
keywords the same way you use
regula keywords. When you edit
the letter and click the bitmap
keyword to insert it, a bitmap
editor window appears. You can
elect to maodify the size of the
bitmap, or just accept the default
size and continue.

LOGO - {C\LACERTE" logo.bmp)

¥ taintain Aspect Fatio

‘wihidth: Height:

I’J.1EI |‘I.DCI

Fezat to Fils |

Help
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The other part of customization includes modifying the letter conterdt asing fonts. Modifying
content is usually a ontme event and can be simplified by using features of the Edit menu
such as Find and Replace. The main trick to editing the text of the letter lies in knowing which
sections contain the text you are attempg to modify. As for fonts and appearance, you can
elect to use any of the fonts that are loaded on your computer, as well as change the fonts for
any individual section of the letter. You can also elect to omit the page border and adjust the
margins to pur preferences.

Changing the Client Letter for a Specific Client

You can use the Custom Client Letter scrggareen 5.2) to change the lettist for the client
you have selected~or example, you can add a personal greeting to a client's letter alheint
holiday celebrations, family, or vacations. Any changes you make will affect just the selected
client; the main Client Letter template and all otHetters remain unchanged

i Client Tracker E Llients _,"-'r ]'{ Formz E Diagnostics E Analysis l_

General | Paymentz & Penaltiez | Income | Deductions | Creditz | Tases

Client 11 5AMFLE General

karmed fling joint

1 Client Information

2 Multi-State, Part Year and ¢ Dependents
E‘EEESiSE”tSt t 3 Miscellaneous Information/D
Our Ei:;;, LIrSEEBEEB 4 EIen:trn:ur_w: Filing N

5.1 Invoice. Letter. Filing Is
Phorne: b2 Custom Client Letter
Fax: Payments & Penﬂltiesk
Eroail [hawcanadd fdd el B 2007 Estimated Tax Pavine

It is important to note that this screen is intended to be ugdigr all tax related information
has been entered in the client's return. This is because keywords are not utilizeq ihése
WYSIWYG (What You See Is What You Get) stesigned for'tweaking' the client letter prior
to printing the complete return. Thefere, changes made that affect the tax return after
customizing the letter in this screen will not be reflected on the client letter.

The first time you access this screen for a client, the following dialog box is displayed to remind
you of this.
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Information E|

i Ilse this screen to override the client letker For this client only. We recommend that vou make changes to
‘\J‘) the letter ance the client's return is commplete, IF you make changes ta the rekurn, the letker will not be
updated ta reflect those changes,

Help

[ Do nok show me this again

The leter assigned to this client shownwith a"Use Default Lettérwatermark displayed
across the top.

[T Asial | ry | EEE &HZF| B S 4% U

m Save Latter @Formatting = | (52 Defauits [ Use Thiz Lettar
1 . ' . | . ' . 1 . ' . 2 . ' . 3 . ' . 4 . [ . 5 . ' . . ' . 7

CLIEMT 105 AMPLE

LACERTE TESTING AC
5601 HEAD
R'A‘
p\ March 27, 2007
Full Year and I @ 11 -Htate

952 Cur i

)

Dear Full Year and Monresident,

Enclog

This watermark will not print; it is just a visible reminder that the default client letter (which
includes all keywords$ still in use, and will remaiso until a change is made in this scregs.
soon as you make a change to the letter, thee This Lettebox is checked and the watermark
disappearsUpon exiting the screen you are prompted to save your changes, and the newly
customized letter is now a par of the client's tax return.

Client Letter Keystrokes

PRESS TO
Arrow keys Move cursor a character or line in the direction of the ar
CTRL+Left Arrow Move to the previous word
CTRL+Right Arrow Move to the next word
SHIFT+INSERT Paste text that has been cut or copied
HOME Move to first character of the line
END Move to last character of the line
Pg Up Move up one page or to the top of a subsection
Pg Dn Move down one page or to the bottom of a subsection
SHIFT+Rightor Left Arrow | Mark text in the direction of the arrow
SHIFT+Up or Down Arrow | Mark a column of text in direction of the arrow
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SHIFT+DELETE

Cut the selected text

BACKSPACE Delete character to left of cursor
DELETE Delete the selected text or one character to the right cur,
CTRL+P Print the current document
INSERT Toggle insert/overstrike
CTRL+Z Undo the last change

CTRL+B Make selected text bold

CTRL+I Make selected text italics
CTRL+U Underline selected text
CTRL+F Find text

F3 Find next instance of text
CTRL+A Select all text in a section

F7 Check spelling
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Client Invoice

Use the Client Invoice to set up an automatizoicesystem within the Lacerte Tax program.
You can set tax preparation fees on a-f@mm or peritem basiswhere applicableand set
additional fees that apply to all tax returns processed.

P once you have set up the client invoice, the program calculates and prints an invoice with
the tax return showing the total fee calculated based on the forms and schedules prepared. You
can specify with which tax return copy set the Client Invoice printeems to Printsettings in
Options

You can create up to 99 custom invoices to use as templates. This allows you to set different
pricing structures for various types of clieiit®.,friends, family, students, referral clientsnd
first-time or repeat clients

To open the Client Invoice Setup window, clidient Invoiceon the Settingsmenu.

Inwoice Setup

List of Invaice Scheduls Options l Print ] Eorm Eharges] Additional Eharges] ﬂeadingx’Fuuting]

1. Default Invoice Setup

Amounts Captions [Owveride]

Preparation Fee:

Sales T
aes 1 an . |F'reparatiu:un Fee
Mawimum Fee  |0.00 Subtatal:

|Sul:utu:uta|
Minimum Fee 0,00

Salez Tax

|Sales Tax

Wi2/1099 Billi
— Hind Feceived on Account:

-2 Billing |N|:| ﬂ |Heceived on Account
W-2E Bill Mo - Armount Due:
- fing |.-i‘-.mc|unl Due
1099-R Biling |Mo - Fee Summary:
|Fee Surnmary
Delete |
Bename Print |
Help Cloge
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Options
In the Amountssection, enter the following:

e Sales TaxThe program adds salesxtat the rates you enter (i.e., 5 as 5%, 5.5as 5
1/2%) to the invoice total.

¢ Maximum Fee Enter the maximum amount you want to charge for any tax return. If
the total fee is higher than this amount, the program only prints this amount for the
invoice togl.

e Minimum Fee Enter the minimum amount you want to charge for any tax return. If the
total fee is lower than this amount, the program only prints this amount for the invoice
total.

In the W2/1099 Billingsection, click thelrop-down arrow and selectre of the following:

e Yesto bill all clients for Forms V¥, W-2G, 1099R, and 10995.
e EF Returns Onitp bill only efile clients for Forms V2, W-2G, 1099R, and 109%5.
o Noto not bill clients for these forms.

In the Captions (Overrideection, enter any new descriptions to change the default captions
printed on different sections of the invoice.

Print
Select the check boxes next to the items you want to print on the invoice.

To adjust the placement of the client's address for winddwevelopes do the following:

¢ InClient Name (Verticalenter the number of blank lines to print above the client's
name and mailing address.

¢ InClient Name (Horizontakenter the number of spaces to print to the left of the
client's name and mailingdaress.
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Form Charges

Use the Federal and State options to assign a fee per formtmre applicable, a feger item
on a form. You can assign both types of charge to the same form and the program will use the
fee that results in a higher charge.

For xample, assume that you assigned these Schedule B charges.

Faorm Mame Aot
Schedule D 2500
Schedule D [per itern] 300

If a client has eight or le€chedule Dransactions, then the program will use the form charge of
$25 onthe invoice. If, though, thelient has nine Scheduletiansactions, then the program will
use he peritem charge and print $2@n the invoice.

Additional Charges

At the Additional Chargetab, you can enter up to nine additional charges or discounts that you
want to apply to each client invoice. When ypnocess and print the tax return, the program
itemizes the fees and discounts on each client invoice.

You can override the additional charges on a cligntlient basis on thénvoice, Letter, Filing
Instructionsscreen(Screen 5.1)

Heading/Footing

Youcan add up to nine lines of text at the top or bottom of the invoice. For example, use the
heading or footing to explain billing terms and policies or add any other information you want to
print on each client invoice.
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NOTES:
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The Clients Tab displays columns of information about clients in the database. There are three
client views available from the Clients Tali:Clients, dile Clients, and -®rg Clients.

Yiews

| (8] All Clients
e-file Clients

& e-org Clients

Since the colonns of 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 cliclAll Clients, the progrardisplays all clients that match the current filter applied,
if any. The default display categories for the All Clieiaw are:

e Client Full Name, last name first
e Client Number

e Taxpayer Social Security Number
e Current Status

e Needs REP access?

e State Return

When editing this view, you may want taciudeinformation that usually requires accessing a

Ot ASyiQa RSOGFAf (G2 t20FGS> adzOK Fa SYIFAf | RRNBA
or federal program version numbers. You may also want to include indicators for missing data in

the return, if thefile is locked, or even how much a client has paid on their account.
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e-file Clients

When you clicle-file Clients, the program displaydie clients that match the current filter. The
default display categories for thefile Clientsview are:

e ClientFull Name, last name first

o e-file Status (Federal)

o e-file Status (State)

e Client Number

e Taxpayer Social Security Number
o Efile DCN

e 1st Extension Status (Ind)

F Several state specific filters will display if you have those state modules loaded (i.e.; for Ml
SBT diled returns, MA dile extension status, and NY¥fiee extension status).

e-org Clients

Thee-org Clientssiew is the defaulill Clientsview, withthe addition of theE-Organizer
Receivecand E-Organizer Sentolumns. This can be used to view and organize your client list
based on the use of-@rganizers.

P it 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 to include contact information in the All Clients
view (phone numbers, email addresses, etc.) and then use-tirg giew to display tax related
information (AGI and AMT amounts, estimated payments, etc.).
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Customizing Views

At the Display tab in Options, the columns 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.

_,f_‘ Setup X Status X Faonts & Colors _}’ Dizplay ‘{ Interest Rates X Items To Frint X Tax Retun X Freparers K Firm Info l

Cliert "igw:
Al Clients |
Available: Dizplay:
+I- Client Infarmation A Cliernt Full Mame, last name first

Client Mumber

+I- Client Stahus Taxpayer Somal Secunty Mumber

+1- Appointrent Information Current Status
+I- Client lrvoice Meed: REP Access?

. pE— State Return —_—
+- Mizcellaneous
+- e-file pia—
+- Income

+1- Adjustments to lncame
+- Gl
+- [temized/Standard Deduction

+- Taues
+- Credits Sort by:

t- P b - -
apments |Cllent Full Marne, lazt name first j
+I- Balance Due/Refund

Expand

+I- Mest vYear's Estimates [w Automatically adjust column widths

+- Carnyovers )
w Collapse [v Left Colurnn Fixed

+l. Farrae zind ©rbadilas

Frint ‘ ok Cancel Help

To add columns to the display:
1. Select the view tojadt in theClient View list.
2. Click the item to add in the Availalde
3. Click the right arrow to add it to the display.
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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 the display.

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

F You can also move a columnits desired position by clicking and dragging the column
heading at the Clients tab.

At the Clients tab, the columns display left to right in the order they appear iDibglaylist
(the top item corresponds to the left, or first, column). Ithe ffirst column at the Clients tab
that determines the sort in the display.

F ifthe Automatically adjust column widthdox is checked, the prograattempts to fitthe
columns to the size of the windowif the Left Column Fixetox is checked, the program
displays the left column even when you scroll the list to the right.
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There are two critical components that make the Status feature work successfully in your
practice:

e Statuses that accurately reflect where the return is
o Policies to ensure they are assigned appropriately

At any point in time you should be able to iden#fyK SNBE Of ASyGa IINB Ay &2dz2NJ ¥F
and review process. Having a repeatable process in place that ensures client statuses are

correctly assigned can be a valuable practice management tool, leading to increased efficiency

and productivity bybeing 6 f S G2 ljdzAO1té& ARSYydGAFTeé [YyR Y2RATE |
work in progress.

Options
The Individual Tax program comes with five existing default statuses, as well as fifteen empty

statuses. All twenty can be modified to suit your individuedds and preferences. The five
default statuses are:

e Proforma'd

e Info Pending
e Under Review
e On Extension
e Final
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Status assignment and modification is accomplished vigthgistab in Options.

Setup ' Status “{ Fonts & Colors X Dhizplay X Interest Rates X Items To Print X Tax Retun X Freparers X Fumn Info l

Statuz Descriptions Status Defaults
1. Proforma'd Statuz for new clients
2. Info Pending : -
3. Under Fiex_fiew Info Pending
g Eigal-iﬂtensmn Statuz for "Proforma'd” clients
E. Profarma'd -
7.
8.
9.
10 Client Tracker Optionz
11
12 Status for "Work in Progress" clients
:lli Info Pending -
15, To remove a client from the "Wk in
1E. Progress" view you must check the
:II; "Completed" checkbox.
19
20,
Print Ok | LCancel | Help ‘

F  The Status function is based on a numeric system, nolatihel verbiage itself. If you
modify a status label, all clients that have been assigned that status (number) will be
affected. Therefore, the best time to change or modify your status lrggli$ after aging
over your clients (ProformaYhen all cliets will be at the same status, and modifying
status labels will not adversely affect your client list(s).
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Automatic Statuses

The Lacerte program can assign three statuses automatically: one for new clients, one for clients
aged through Profana, and one for triggering thé/ork in Progress counter on the Client

Tracker tab (the Days in Progressumn). The default status for each of these automated
assignments is shown below.

—Status Default

Status for new clients

| Info Pending |Z|

Status for "Proforma'd”’ clients

| Proforma'd |E|

—LClient Tracker Option

Statuz for "wWark in Progress' clients

Info Pending |Z|

Torernove a client fram the "work in
Progresz" view you must check the
"Completed” checkbos.

You can change the status being assigned automatically by sglecsitatus from the applicable
drop-down list.

Add, Modify, Assign or Change a Status

As a clienprogresgsthrough your firm's input and review process, you can cpartheir status
to reflect thecurrent stage in thie workflow.
To add a new status or modify an existing status:

1. Click the status number, clMdibdify and enter a status label of up to 13 characters.
2. ClickOK to save your changes and exit the Options.
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To assign or change a client's status:
1. Highlight the client at the Clients tab.

2. PresgF4], clickStatuson theClient menu, or click th€lient Statusicon| Caa |
on the toolbar.

3. Select the status to assign from the Current Status list, or click it in the Status

History list.
f Client Status ]{ Client Log l
Current Statuz Rep Status
Status: [ ate: I nitials: Dezcription Statuz P
|F'r|:|f|:|rma'l:| j |11;5;2|:||:|? Federal Returm REF Mot Meeded
M Returk REF Mot Meeded
Inder Review
# Statusz Date | Initials | ~
1 Proforma'd 11/6/2007
2 Info Pending
3 Under Review
4 On Extension A
5 Final el < >
ok | Cancel | Help

4. Type the preparer's initials in the Initials box (optionals&tus Historyist
updates to reflect the new status assignment.

You can also assign or change statuses for multiple clients at the same time. Select the clients at
the Clients Tab and prefis4], then select atUpdate Method in theChange Statudialog box.

Change Status

Select an update method:

IJpdate Method oK
f* pply zame status to all selected clients
LCancel
" Set separate status for each client
Help
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Status Reports

Status reports are used to view and print client lists using three variables. The Status report lists
all clients with their specific client statuses, sorted by the preparers in your firm. You can list
clients by status, preparer, ataff preparer. You can also choose which statuses to include in

the report. A Status report allows you to get a wimkprocess snapshot at any given time.

Many preparers refer to this report as ttiMonday morning report.

Be b
gl Acc Letter X e-Fie Activiy Y efie Quistandng Y Cleet Lists Y Lotors { Summaeg Repots ) Status  Ciston Y Mad Labels \
Stans Regoes D4SAMPLE A Farmar, Joe and Sue 012308 NHT "
2] _A Prepxes
J EJJ E:"« a:gw Appt Scheduled (Stevie Ray)
O Lo 02BAMPLE A Contribution, Witharaw Extess and IRA 121307 NHT
-] Prepares
[ Sl Prepaser Sowrce Docs i DMS  (Bdly Bol)
50 ¥ Stata: To Prind
:8 z‘;“g‘” id O9SAMPLE A Limded 224 M. and Mz 121907
L Source Docs in DMS 158AMPLE A Bample, Chid 129107
+E WIP
8 5’3-:’;'“""“ Data Sowce Docs i DMS  (Sede Ray)
g i Hevew
-E A o EF
g [FCZ?M‘.’\E’MWMMP 0354MPLE A Couple, Basic and &wrage 1 20007
& Ack Rec'd, Need to v O7SAMPLE A Home, Ofice 1219107
a8 I(n\\:oced‘l'Je'cm Retan 10SAMPLE A Muth-State Full Year and Noreegdent 1226007
jg iﬁg"ffaii? mDMS 16SAMPLE A Sample, Dad and Mom 1212307
B Fnd
W (Billy Bob)
O5SAMPLE  AFiler, Electronic 120807
NOCAMDE £ & Vanah Mackrsan 1ADaMmT .
< >
[ Bt || Prevew Cloze Heb
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Client Log

Each time you nmiee a change to a client, the program records the date, the time, the user who
made the change, and what the change was inGtient LogFor example, if you add

information in a client's detail, the programdicatesthat a change was made to the client

detail, records whenyou made the chang@ndyour network user nameYou can later review
this log to determine who has made changes to a client, or if the client has been restored or
backed up.

This tab is accessed in the same manner as changing d&x#ent aciples$[B4§ clickStatuson
the Clientmenu, or click the Client Status icon on the toolbar.

l Client Status j)" Client Log \

Action

8 04:10 pm Btsuma Update Databasze 0
1014720028 0417 pm Btauma Frint Federal 29.0101
1041472008 04:20 pm Btzuma Prirt Federal 29.0101
1041472008 04:29 pr Bteuma Frint Federal: 29.0101

051172009 10:10 am schapman  Detail Change Codes Added: 1. Codes Modified: 4. Codes Deleted: 1
05/31/2009 10:43 pm schapman Detail Change Codes Added: 2. Codes Modified: 0. Codes Deleted: 1
0E/01 /2003 05:36 am schapman  kFJ Split From: O35AMPLE, To: D35AMP-T 0354MP-5

Erint ‘

]S LCancel Help

ClickClear Lodo erase theClient Logor Printto print the list You cannot review @lient Log
after you have erased,iso print the list first
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Client Tracker

You can use the Client Tracker tab to see a snapshot of where all of your client's returns for all

programs are in your firm. It is designed to allow you to monitor the tax workflow of your firm.
You can keep track of all clients, find @hat to work on next, see which clients need attention,
and make sure no client falls through the cracks. You can also sort clients, query the client
database, and check client status to help identify a tax return's progress.

Client E-File Print  Filter Detail Wiew Tool: Settihge Help

Sl es% EH O
| Y Clients ¥ Detail { Foms Y Diagnostics %,

HadE =@

Select Query |.£\II Clignts ﬂ

Surnmary: Al Clients (24 clientz]

<haonex hd | ‘ Cuztomize. . Go

Client Type Cliert M amme Fricrity State Return Freparer Daps in Prog «
Individual A Bulk, Sale
Inclivicual A Contribution, Withdraw Excess and IBA Billky Bob
Inclivicual A Contribution, Withdraw Excess and IBA Billky Bob
Individual A Couple. Basic and Average AL CAH Billy Boh
I Incliviclual A Couple, Taxpay Billy Bob
Inclividual A Farmer, Joe and Sue Billy Boh
Individual A Filer, Electranic Billy Boh
Laewrdin simdiam ] AL A kde —oecl hd~
[l »
& Couple, Taxpayer and Spouse
Primary Contact: Click here ko enter a new issue | note
Phone: 214 B55-4444 addressr 952 Our Street Fairt/Mate Iniiials | Created

Dallas, T 75061

Fau

E-mail  taspayer@emde. com

Done

F Youcan remove the Client Tracker tab by selectitignt Tracker Talrom the View menu.

Client E-File Print Filker Detal | YWiew Tools Settings Help

5 v B ] E

i Clients ' Detail

Select Query Al Clients

Summary: Al Chents [24 clients) ‘

50



Client Tracker Information

You can uséhe followingfieldsand columnson the Client Tracker tab to display important
information that can help track returns.

Fields/Column

Shows

Primary Contact

The Primary Contact entered in Screen 1, Client Informati

Promise Due Date

The date you promised the client the tax return would be
complete. You can enter the promise date in the Client
Information screen, or change the tadirectly on the Client
Tracker grid.

Missing Data

If you use the Missing Data litif to tag fields as missing, a
checkmarlwill appear in this column.

Completed

A tax return is complete. You can mark a tax return as
complete in the grid or by usirthe Client Status feature.

Days in Progress

The number of days a tax return has been in your firm. Th
number of days is calculated based on the number of dayg
between the date the Work in Progress status is assigned
the tax return in Client Status anide current date.

Priority

If a tax return is a Low, Normair Urgentpriority. You can
select the priority in the Client Information screen, or by
clicking the column for the selected return in the Client

Tracker grid.

You can sort the Client Trackgnid by any of the columns, in ascending or descending oter

clicking the applicable column headinigp add or remove columns from any of the queries, click

the | Customize... | button. The program automatically saves changes to your queries.

Queries

Use Queriesd find out where clients are in your firm's workflow. Queries ask specific questions
of the client database, and display the results on the Client Tracker tab. You can change the

gueries available to show only the columns you want, group the results bytiawar item, and
rearrange items in the grid. Custom queries are not available at this time.

P If you don't see all of your clients in the All Clients list, you might need to initialize your
database. To do so, first you need to open each module whauehgve clients, then open the

Client Tracker.
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Use the following table to reference the queries that are available:

Query Purpose Group by options Columns displayed
. Client Type, Preparer, Staff | Client Type, Client Name, Priority,
Get a quick look at all of yp P - . Y
our clients. whether Preparer, State Return, Preparer, State Return, Days in progress
All Clients i/he are a v;/ork in Federal Due Date, Next Statg Status, Promise Date, Missing Data,
royressnr completed Due Date Completed, Federal Due Date, Nexatst
prog P Due Date, Point/Notes
Client Type, Preparer, Staff | Client Type, Client Name, Priority,
Work in Show all clients that are | Preparer, State Return, Preparer, State Return, Days in Progress
not complete and the Federal Due Date, Next Statg Status, Completed, Missing Data, Federg
Progress .
current state pending Due Date Due Date, Next State Due Date,
Point/Notes
Show which clients still | Client Type, Client Name, Client Type, Client Name;Fie Status,
Show all EF need to be sent to State, Return, EF Status, State, Erile DCN, Return
Lacerte and théRS. Preparer, Staff Preparer
returns not .
These clients have the E
yet Sent

Ready to Send status or
blank EF status

Show all sent

Show all EF clients that
still need to be worked or
due to errors in the

Client Type, Client Number,
Client Name, State, Return, B
Status, Preparer, Staff

Client Type, Client Name;Fie Status,
State, Erile DCN, Return

EF returns return. These clients hav¢ Preparer
Still Penihg | a status of Rejected,
Failed Validation, or
Transmission Failed.
Show all Show all EF clients with | Client Type, Client Number, | Client Type, Client Name;FHe Status, £

Accepted EF
clients

an Accepted or
Conditionally Accepted
status

Client Name, State, Return, g
Status, Preparer, Staff
Preparer

File DCN, Return

Client Type, State Return,

Client Type, Client Name, State Return,

Who has Show which clients have .
. . o Current Status, Preparer, Sta] Current Status, Federal Estimate Due,
estimates estimates due within a . . .
due? given time frame Preparer, Federal Estimate | State Estimate Due, State Estimate,
' Due, StateEstimate Due Point/Notes
Client Type, State Return, Client Type, Client Name, Preparer, Stats
Who is on Show which clients are ol Current Status, Preparer, Sta| Return, Current Status, Federal Extensio
Extension? Extension Preparer, Federal Extension| Due Date, Next State Extension Due Dat
Due, Next State Extension Dy
Show all . ) Clent type, Preparer, Staff Client Type, Client Name, Preparer, Statt
Show all clients with a yp P yp P
Completed Preparer, State Return Return, Completed, Date Completed
Clients Completed status
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