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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 attendance during live web-based 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 keywords from the 

webinar must be entered on this form; just select them from the drop-down list. 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 evaluation. There are several statements provided to 

gauge your satisfaction with and overall experience in the webinar. Note that the scale for 

each statements starts and 0 and ends at 10. A score of 0 (lowest score) means that you 

Strongly Disagree with the statement; a score of 10 (highest score) means that you Strongly 

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:  

 

After entering the keywords and completing the evaluation, click the Finish button. Once the 

keywords are authenticated, your CPE certificate should arrive within 4-6 weeks. 

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 Association of State 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. 

Complaints regarding registered sponsors may be addressed to the National 

Registry of CPE Sponsors, 150 Fourth Avenue North, Suite 700, Nashville, TN, 37219-2417. 

Web site: www.nasba.org 

www.accountant.intuit.com/training
http://www.nasba.org/
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How to Use This Guide  
This section is designed to give you an understanding of the conventions and terminology used 

in this guide. These reference materials are designed to complement the information presented 

by the instructor and to act as a stand-alone training guide. 

 

Typographic Conventions  

We use certain typographic conventions throughout 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 in-depth coverage of topic in a different Webinar. 

  

Terminology 

Some of the terms used in this guide are program specific, and some are related to the 

technology used. Use the following table as a reference for any necessary definitions: 

Term    Meaning 

 

Right-click   Click the secondary mouse button 

REP Remote Entry Processing (process used to transmit client 

files on a pay-per-return basis) 
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Chapter 1: Administering Lacerte 
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 in 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 and allow network administrators to adjust the Options 

settings for all users. The network administrator can also set a password to prevent other users 

from modifying Master Options and restrict users' rights to adjust their own Options. Regardless 

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 Options ς these are individual preference items and are set individually on each 

workstation.  

To set Master Options for all users: 

1. On the Settings menu, click Master Options. 

2. Make the desired changes and click OK. 

3. When the following dialog appears, make the appropriate selection and click Yes 
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4. Click OK when the following dialog appears.  

 

F  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 make these types of changes. 

 

System File Path 

In order for Master Options to work effectively, each machine on the network must be using the 

same System File Path. You can change the system file path on your local computer to read and 

work with files on the network drive, or you can share settings and options between multiple 

stand-alone computers (non-network) after backing up the files to a storage media. The 

program includes the following when changing, backing up, or restoring the system file path: 

 Client Letters  Trustee Rights 

 Client Invoice  Firm Information 

 Custom Mailing Labels  Preparer Information 

 Custom Reports  Appointment Manager 

 Print Options  e-file DCN Counters 

 Slip Sheets  E-Mail and Communications 

 Custom Intangibles Database  Status Information 

 Master Options  Tables 

 User Options  Custom Filters 
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To change the system file path: 

1. On the Settings menu, point to System File Path, and then click Change. 

2. In the Change System File Path dialog, enter the network path. 

F  The Universal Naming Convention (UNC) is the preferred method in which to enter 

the network path (i.e., \ \SERVERNAME\PATH\FILENAME). The system file path must 

always end with \08Tax\ , but the program will automatically add this to the end of any 

path you enter. 

3. Click OK. 

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

program create it. Click Yes. 

5. Click Yes to copy all of the system files previously created in the program to the new 

system file path. 

-OR- 

Click No to copy only the preparer file to the new system path. 

 

6. Click OK to exit the program. Changes will take effect upon re-entering. 

F For initial system file path setup, perform the Change function on the "host" computer that 

contains all of the information that you want to share 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 the "host" computer to the shared 

directory. 

F Note for network users: Beginning with the TY2007 program, network administrators can 

have the program automate changing all other ƴŜǘǿƻǊƪ ǳǎŜǊΩǎ ǎȅǎǘŜƳ ŦƛƭŜ ǇŀǘƘǎ. When the 

system file path is changed, the following dialog is displayed: 
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To backup the system file path: 

1. On the Settings menu, point to System File Path, and then click Backup. 

2. Enter the backup destination file path, ending in Option0? (where ? is the tax year of 

the program you are working in) to copy all system files from the current computer. 

3. Click OK. 

4. If system files currently exist in the destination file path, a Confirm dialog appears. 

5. Click Yes to overwrite the existing system files. The program copies over all the old files 

on the network drive. 

-OR- 

6. Click No to 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 of the 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 the Settings menu, point to System File Path, and then click Restore. 

2. Enter the file path, ending in 08Tax. 

3. Click OK. 

4. If system files currently exist in the restoration file path, a Confirm dialog appears. 

5. Click Yes to overwrite the existing system files. The program will copy over any old 

system files in this directory. 

-OR- 

6. Click No  to choose not to overwrite the existing files. 
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7. Click OK to exit the program. Changes will take effect upon re-entering. 
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Laptops: Connected vs. Not Connected 

In a network environment in which the "Shared File Path" is shared from a network drive, it can 

be difficult to configure for laptop users who periodically undock their systems. In Lacerte, when 

a laptop is connected to a network and is using a "Shared File Path", the program registers that 

the machine is connected and uses the "Shared File Path" on the network. When the laptop 

disconnects, the "Shared File Path" will not be found, and the program will immediately 

establish default options in the Option07 folder of the "Local Workstation Path."  

 

This is why the "Option08" folder is on the local drive and has a Prep File in it. This allows you to 

continue operations without re-configuring your system. 

When you exit and reenter the program, the program will try to reestablish connections to the 

"Shared File 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 network and 

prompt you to connect back to your network shared path. 
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Critical Options 

Installation is a good time of year to review your setup options to maximize productivity during 

season. As a rule, options should be set so that they address the majority of the client situations 

in your firm. Then, you can adjust differing situations on a client-by-client basis by using 

overrides located throughout the input screens. Below 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 press [F1] to display an option-specific help topic. 

 

Setup Tab 

 Data Path ς make sure your data path is located in your regular system/server backup 

process. 

 Default Letter Folder and Default Invoice Schedule ς select the letter folder and invoice 

schedule number of the letter and invoice to be used for the majority of your clients. 

 Input Method ς choose a default of interactive or batch, based on your firm 

preferences. 

 Automatic Detail Save ς recommended every 5 minutes. 

 Display Total Number of Clients ς when clients are in your office, you might not want to 

display the total number of clients in your current data path (displays in the lower right 

corner of the Clients screen). Set this option to No to hide the number of clients. 

 Complete return default settings - print the minimum. We recommend printing the 

Preparer Review Copy to DMS (pdf) and 1 Client Copy to the Printer. 
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  The settings above will create the following Print Dialog (CTRL + P): 

 

 Expandable / Collapsible Sections ς recommend Collapse sections without data. 

 

 

Status 

 Modify the Status Descriptions to match the workflow in your office. The descriptions 

below would be applicable for an e-file firm. 
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Fonts & Colors 

 Change colors for Client list (alternate line shading) and input screen text. Use Yellow for 

the Highlight color, Royal Blue for User Entered Data and Red for Imported Data. 

(Imported Data is information not directly entered by a user but transferred into a 

client's file through features like Proforma, K-1 Transfer to 1040, and SmartMap). 

 

 Modify prior year Lacerte programs to be a different font color (like purple) to 

differentiate which tax program you are working in. 

 Change fonts for Client list and input screen text. 
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 Can be set individually at each workstation. 
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Items to Print 

 Select forms, schedules, and other items to include in each copy of the printed return. 

 Each Print Job should look different, based on how you want to use them. For example, 

on the Client Copy, if 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. 

 

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

 The Preparer Review Copy should 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. 
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Tax Return 

 Select how data prints. 

 Sort features. 

 Select when to calculate and print optional forms. 

 Set default estimate options for federal and state forms. 

 e-file Options ς if you are e-filing, you can use the Computer generated tLb ǎƻ ȅƻǳ ŘƻƴΩǘ 

have to manually enter a PIN on each return. 

 

 Preparer Name on Form 1040 ς since you no longer need to sign the Taxpayer Copy you 

should have the Preparer Name print on the 1040 where the signature would go. 
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Trustee Rights 

 Only available in Master Options. 

 Allows network administrators the ability to grant and revoke each network user's rights 

to a program or feature. 

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

the first time. 

 Lacerte Updates ς should be restricted to only the Network Administrator. Rights should 

be removed from all other users, to prevent inadvertent downloads when other 

preparers are working. 
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Preparer Information 

 Preparer PIN ς If you are e-filing, enter a PIN for each Preparer (or the ERO) in the 

tǊŜǇŀǊŜǊ ǇǊƻŦƛƭŜΣ ǎƻ ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ to enter a PIN on each return. 

 

 

Client Maintenance 

All Client management and maintenance functions are performed at the Clients tab. 

Maintenance operations that can be performed from the Clients tab include, but are not limited 

to: 

 Add 

 Delete 

 Rename 

 Copy 

 Backup 

 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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Chapter 2: Customizing the Client Letter & Invoice 
Lacerte comes with a default letter to accompany your tax returns. You can edit the default 

ƭŜǘǘŜǊΣ ƻǊ ŎǊŜŀǘŜ ȅƻǳǊ ƻǿƴ ŎƻǾŜǊ ƭŜǘǘŜǊǎ ǘƻ ǇǊƛƴǘ ǿƛǘƘ ŜŀŎƘ ǘŀȄ ǊŜǘǳǊƴ ǳǎƛƴƎ [ŀŎŜǊǘŜΩǎ ƭŜǘǘŜǊ ŜŘƛǘƻǊ 

feature.  

The letter editor uses keywords to customize letters for each client. Keywords 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. 

²ƛǘƘ [ŀŎŜǊǘŜΩǎ LƴǾƻƛŎŜ ŦŜŀǘǳǊŜΣ ȅƻǳ Ŏŀƴ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƎŜƴŜǊŀǘŜ ƛƴǾƻƛŎŜǎ ŦƻǊ ŜŀŎƘ ŎƭƛŜƴǘ ǘƘŀǘ 

includes appropriate fees for the forms and schedules you prepare. On some forms and 

schedules you have the option to charge per form or per item, and to include sales tax. In 

addition, you can assign discounts on a per-client basis and assign an invoice template to each 

client using entries in the client detail screen. 

 

Client Letter 

The Client Letter is automatically generated when you print a complete tax return and it 

provides information and instructions to the client about their tax return. In Lacerte, you can 

create up to 99 letter templates (if you choose not to keep the Default Letter and the Spanish 

Letter that come with the program), with each template being stored in a numbered folder. 

 

The Default Letter includes sections for federal and state returns, amended returns, and e-filed 

returns, and each section is completely customizable. When 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 prints a customized letter along with the tax return. For return-

specific items, the program uses keywords that "pull" ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ŎƭƛŜƴǘΩǎ ǊŜǘǳǊƴΦ 

This way, you can use the same letter template for a number of clients. 

When you create a new client letter, 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 Word, then format and insert keywords as needed. All client 

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

it is deleted.
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With unlimited customization possibilities, you can go from the Default LŜǘǘŜǊΧ  

 

 

Χǘƻ ŀ ƴƛŎŜ ŎǳǎǘƻƳ ƭŜǘǘŜǊ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǳǎŜ ȅŜŀǊ ŀŦǘŜǊ ȅŜŀǊΦ 

 

 

Bitmap of company logo 

inserted in place of [Firm] 

keywords 

Font changes and bold 

formatting applied 

throughout letter 

Bitmap of Preparer 

signature inserted in place 

of [Signature] keyword 
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Customizing the Client Letter  

To open the Client Letter Setup window, click Client Letter on the Settings menu. The Client 

Letter window consists of three main areas: the Toolbar, the Letter Navigation List, and the 

Editing Section. You can select items on the screen by clicking them or by using the keyboard 

(see the list of Client Letter Keystrokes on page 26). The words that you type in the letter editor 

display as normal text in the right pane. Text, unlike keywords, will print in the letter exactly as it 

displays in the editing screen.  
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Adding Keywords & Bitmaps 

Keywords, denoted in the Editing Section as words enclosed by brackets, are used as 

placeholders for specific information throughout your client letters. The program reads the 

keywords and replaces them with information from 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 the Keywords button  or select Keywords from the 

Tools menu. 

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

  

4. Click Insert to add the keyword to the letter template. 
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One of the most under-utilized features of the letter setup is the use of bitmaps to automate 

items like the letterhead 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 Setup Tools menu, click Keywords. 

 

2. Click <Bitmaps>  in the Categories list. 

 

3. On the Bitmap menu, click Add.  
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4. Type a name for the new keyword in the Keyword Name box. 

5. Type the location of the bitmap in the File Path box.  

-OR- 

Click Browse to search for the location of the bitmap.  

 

6. Click OK. The bitmap is added to the Keyword list.   

 

P   It's a 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 

regular keywords. When you edit 

the letter and click the bitmap 

keyword to insert it, a bitmap 

editor window appears. You can 

elect to modify the size of the 

bitmap, or just accept the default 

size and continue.  
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The other part of customization includes modifying the letter content and using fonts. Modifying 

content is usually a one-time 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 attempting 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 your preferences. 

 

Changing the Client Letter for a Specific Client  

You can use the Custom Client Letter screen (Screen 5.2) to change the letter just for the client 

you have selected. For example, you can add a personal greeting to a client's letter about their 

holiday celebrations, family, or vacations. Any changes you make will affect just the selected 

client; the main Client Letter template and all other letters remain unchanged. 

 

 

It is important to note that this screen is intended to be used after all tax related information 

has been entered in the client's return. This is because keywords are not utilized here ς it is a 

WYSIWYG (What You See Is What You Get) screen designed for "tweaking" the client letter prior 

to printing the complete return. Therefore, 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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The letter assigned to this client is shown with a "Use Default Letter" watermark displayed 

across the top. 

 

This watermark will not print; it is just a visible reminder that the default client letter (which 

includes all keywords) is still in use, and will remain so until a change is made in this screen. As 

soon as you make a change to the letter, the Use This Letter box is checked and the watermark 

disappears. Upon 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 arrow  

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+Right or 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 cursor  

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 automatic invoice system within the Lacerte Tax program. 

You can set tax preparation fees on a per-form or per-item basis, where applicable, and 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 prints in Items to Print settings 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 clients (i.e., friends, family, students, referral clients, and 

first-time or repeat clients). 

To open the Client Invoice Setup window, click Client Invoice on the Settings menu. 
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Options 

In the Amounts section, enter the following: 

 Sales Tax - The program adds sales tax at the rates you enter (i.e., 5 as 5%, 5.5 as 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 total. 

 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 Billing section, click the drop-down arrow and select one of the following: 

 Yes to bill all clients for Forms W-2, W-2G, 1099-R, and 1099-G. 

 EF Returns Only to bill only e-file clients for Forms W-2, W-2G, 1099-R, and 1099-G. 

 No to not bill clients for these forms. 

 

In the Captions (Override) section, 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 windowed envelopes do the following:  

 In Client Name (Vertical), enter the number of blank lines to print above the client's 

name and mailing address.  

 In Client Name (Horizontal), enter the number of spaces to print to the left of the 

client's name and mailing address.  
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Form Charges 

Use the Federal and State options to assign a fee per form or, where applicable, a fee per 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 example, assume that you assigned these Schedule B charges.  

 

If a client has eight or less Schedule D transactions, then the program will use the form charge of 

$25 on the invoice. If, though, the client has nine Schedule D transactions, then the program will 

use the per-item charge and print $27 on the invoice.  

 

Additional Charges 

At the Additional Charges tab, you can enter up to nine additional charges or discounts that you 

want to apply to each client invoice. When you process and print the tax return, the program 

itemizes the fees and discounts on each client invoice.  

You can override the additional charges on a client-by-client basis on the Invoice, Letter, Filing 

Instructions screen (Screen 5.1). 

 

Heading/Footing 

You can 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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Chapter 3: Customizing the Client Display 
The Clients Tab displays columns of information about clients in the database. There are three 

client views available from the Clients Tab: All Clients, e-file Clients, and e-org Clients. 

 

Since the columns 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 click All Clients, the program displays all clients that match the current filter applied, 

if any. The default display categories for the All Clients view are: 

 Client Full Name, last name first  

 Client Number 

 Taxpayer Social Security Number 

 Current Status 

 Needs REP access? 

 State Return 

 

When editing this view, you may want to include information that usually requires accessing a 

ŎƭƛŜƴǘΩǎ ŘŜǘŀƛƭ ǘƻ ƭƻŎŀǘŜΣ ǎǳŎƘ ŀǎ ŜƳŀƛƭ ŀŘŘǊŜǎǎŜǎΣ ǇƘƻƴŜ ƴǳƳōŜǊǎΣ ŀǇǇƻƛƴǘƳŜƴǘ ŘŀǘŜǎ ƻǊ ǘƛƳŜǎΣ 

or federal program version numbers. You may also want to include indicators for missing data in 

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

When you click e-file Clients, the program displays e-file clients that match the current filter. The 

default display categories for the e-file Clients view are: 

 Client Full Name, last name first  

 e-file Status (Federal)  

 e-file Status (State) 

 Client Number 

 Taxpayer Social Security Number 

 E-file DCN 

 1st Extension Status (Ind) 

 

F  Several state specific filters will display if you have those state modules loaded (i.e., for MI-

SBT e-filed returns, MA e-file extension status, and NY e-file extension status). 

 

e-org Clients 

The e-org Clients view is the default All Clients view, with the addition of the E-Organizer 

Received and E-Organizer Sent columns. 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 E-Organizer 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 the e-org view 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. 

 

 

To add columns to the display: 

1. Select the view to adjust in the Client View list. 

2. Click the item to add in the Available list.  

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 the Client View list. 

2. Click the item to remove in the Display list. 

3. Click the left arrow to remove it from the display. 

 

To rearrange the display columns: 

1. Select the view to adjust in the Client View list. 

2. Click the desired category in the Display list. 

3. Click Up or Down to move the column. 

F You can also move a column to its 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 in the Display list 

(the top item corresponds to the left, or first, column). It is the first column at the Clients tab 

that determines the sort in the display. 

F If the Automatically adjust column widths box is checked, the program attempts to fit the 

columns to the size of the window. If the Left Column Fixed box is checked, the program 

displays the left column even when you scroll the list to the right. 
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Chapter 4: Tracking Client Status & Revisions 
There are two critical components that make the Status feature work successfully in your 

practice:  

 Statuses that accurately reflect where the return is 

 Policies to ensure they are assigned appropriately 

 

At any point in time you should be able to identify ǿƘŜǊŜ ŎƭƛŜƴǘǎ ŀǊŜ ƛƴ ȅƻǳǊ ŦƛǊƳΩǎ ǇǊŜǇŀǊŀǘƛƻƴ 

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 by being ŀōƭŜ ǘƻ ǉǳƛŎƪƭȅ ƛŘŜƴǘƛŦȅ ŀƴŘ ƳƻŘƛŦȅ ŀ ŎƭƛŜƴǘΩǎ Ǉƻǎƛǘƛƻƴ ƛƴ ȅƻǳǊ ŦƛǊƳΩǎ 

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 individual needs and preferences. The five 

default statuses are: 

 Proforma'd  

 Info Pending  

 Under Review  

 On Extension  

 Final 
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Status assignment and modification is accomplished via the Status tab in Options. 

 

F The Status function is based on a numeric system, not the label 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 list is right after aging 

over your clients (Proforma). Then all clients 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 Proforma, and one for triggering the Work in Progress counter on the Client 

Tracker tab (the Days in Progress column). The default status for each of these automated 

assignments is shown below. 

 

You can change the status being assigned automatically by selecting a status from the applicable 

drop-down list. 

 

Add, Modify, Assign or Change a Status 

As a client progresses through your firm's input and review process, you can change their status 

to reflect the current stage in their workflow. 

To add a new status or modify an existing status: 

1. Click the status number, click Modify  and enter a status label of up to 13 characters. 

2. Click OK 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. Press [F4] , click Status on the Client menu, or click the Client Status icon  

on the toolbar. 

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

History list. 

 

4. Type the preparer's initials in the Initials box (optional). The Status History list 

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 press [F4], then select an Update Method in the Change Status dialog box. 
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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, or staff preparer. You can also choose which statuses to include in 

the report. A Status report allows you to get a work-in-process snapshot at any given time. 

Many preparers refer to this report as the "Monday morning" report. 
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Client Log  

Each time you make a change to a client, the program records the date, the time, the user who 

made the change, and what the change was in the Client Log. For example, if you add 

information in a client's detail, the program indicates that a change was made to the client 

detail, records when you made the change, and your network user name. You 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 a clientΩǎ ǎǘŀǘǳǎ ς press [F4], click Status on 

the Client menu, or click the Client Status icon on the toolbar. 

 

Click Clear Log to erase the Client Log, or Print to print the list. You cannot review a Client Log 

after you have erased it, so 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 out what 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. 

 

F You can remove the Client Tracker tab by selecting Client Tracker Tab from the View menu. 
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Client Tracker Information 

You can use the following fields and columns on 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 Information 

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 date directly on the Client 

Tracker grid. 

Missing Data 
If you use the Missing Data Utility to tag fields as missing, a 

checkmark will appear in this column. 

Completed 
A tax return is complete. You can mark a tax return as 

complete in the grid or by using the Client Status feature. 

Days in Progress 

The number of days a tax return has been in your firm. The 

number of days is calculated based on the number of days 

between the date the Work in Progress status is assigned to 

the tax return in Client Status and the current date. 

Priority 

If a tax return is a Low, Normal, or Urgent priority. 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 Tracker grid by any of the columns, in ascending or descending order, by 

clicking the applicable column heading. To add or remove columns from any of the queries, click 

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

 

Queries  

Use Queries to 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 

queries available to show only the columns you want, group the results by a particular 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 where you have 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 

All Clients 

Get a quick look at all of 

your clients, whether 

they are a work in 

progress or completed 

Client Type, Preparer, Staff 

Preparer,  State Return, 

Federal Due Date, Next State 

Due Date  

Client Type, Client Name, Priority, 

Preparer, State Return, Days in progress, 

Status, Promise Date, Missing Data, 

Completed, Federal Due Date, Next State 

Due Date, Point/Notes 

Work in 

Progress 

Show all clients that are 

not complete and the 

current state pending 

Client Type, Preparer, Staff 

Preparer,  State Return,  

Federal Due Date, Next State 

Due Date 

Client Type, Client Name, Priority, 

Preparer, State Return, Days in Progress, 

Status, Completed, Missing Data, Federal 

Due Date, Next State Due Date, 

Point/Notes 

Show all EF 

returns not 

yet Sent 

Show which clients still 

need to be sent to 

Lacerte and the IRS. 

These clients have the EF 

Ready to Send status or a 

blank EF status 

Client Type,  Client Name, 

State, Return, EF Status, 

Preparer, Staff Preparer 

Client Type, Client Name, E-File Status, 

State,  E-File DCN, Return  

Show all sent 

EF returns 

Still Pending 

Show all EF clients that 

still need to be worked on 

due to errors in the 

return. These clients have 

a status of Rejected, 

Failed Validation, or 

Transmission Failed. 

Client Type, Client Number, 

Client Name, State, Return, EF 

Status, Preparer, Staff 

Preparer 

Client Type, Client Name, E-File Status, 

State,  E-File DCN, Return  

Show all 

Accepted EF 

clients 

Show all EF clients with 

an Accepted or 

Conditionally Accepted 

status 

Client Type, Client Number, 

Client Name, State, Return, EF 

Status, Preparer, Staff 

Preparer 

Client Type, Client Name, E-File Status, E-

File DCN, Return 

Who has 

estimates 

due? 

Show which clients have 

estimates due within a 

given time frame 

Client Type, State Return, 

Current Status, Preparer, Staff 

Preparer,  Federal Estimate 

Due, State Estimate Due 

Client Type, Client Name, State Return, 

Current Status, Federal Estimate Due, 

State Estimate Due, State Estimate,  

Point/Notes 

Who is on 

Extension? 

Show which clients are on 

Extension 

Client Type, State Return, 

Current Status, Preparer, Staff 

Preparer,  Federal Extension 

Due, Next State Extension Due 

Client Type, Client Name, Preparer, State 

Return, Current Status, Federal Extension 

Due Date, Next State Extension Due Date 

Show all 

Completed 

Clients 

Show all clients with a 

Completed status 

Client type, Preparer, Staff 

Preparer, State Return 

Client Type, Client Name, Preparer, State 

Return, Completed, Date Completed 




