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CPE and Course Evaluation for Webinars 

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 a pop-up window will open containing the Evaluation and 
CPE Eligibility Form . The keywords from the webinar must be entered on this form, so 
enter them in the appropriate place at the bottom of the evaluation. If the keywords are 
missing or inaccurate when the form is received, we will be unable to process your CPE 
certificate. 

F If you have any problems with the evaluation or receiving your CPE, please send an 

email to accountant_training@intuit.com and include the following: Course name, date, and 
time; the two keywords provided; and the nature of your problem. 

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 1 and ends at 10. A score of 1 (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. 

After entering the keywords and completing the evaluation, submit your evaluation. Once 
the keywords and attendance are authenticated, you will receive an email with instructions on 
accessing your certificate within 2-3 weeks. 

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

eligible, please visit the Lacerte Training page. 

 

 

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

mailto:accountant_training@intuit.com
http://learn.intuit.com/learncenter.asp?id=178421&sessionid=3-4E5DFF54-CF43-4679-AD04-4AE59940B5B5&page=3
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.  

  

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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Section 1: Program Overview 
This section covers the initial steps to using Lacerte and provides an overview of how the 
program operates. By the end of this chapter you will understand: 

 Your installation choices 

 The purpose of the e-file Setup Wizard 

 How to use the Release Letters 

 The various tabs you will use when navigating the Lacerte program 

 How to prepare returns when paying for them on a per-return basis (REP) 

 

Installation 

You can load Lacerte programs to stand alone computers and to network systems. For both 
types of installations, you have the ability to determine which programs and states to install. 
For network installations, you can load the program(s) to the server from any workstation, 
then install to your workstations by running an executable (setup.exe) that resides on the 
server. 

The following guides and videos provide detailed information on how to install Lacerte: 

 Comprehensive Install, Update, and System Administration Training Guide 

http://www.lacertesoftware.com/pdf/Lacerte_InstallAdmin_Guide.pdf 

 Lacerte Network Install Instructions 

http://learn.intuit.com/files/pdf/lacerte_network_install_instructions.pdf 

 Network Installation Video (Server) 

http://learn.intuit.com/files/flash/Lacerte_Server_Network_Install_Demo.swf 

 Network Installation Video (Peer-to-Peer) 

http://learn.intuit.com/files/flash/Lacerte_Peer_to_Peer_Network_Install_Demo.swf 

 

The e-file Setup Wizard 
When you open the program for the first time, the program may ask if you intend to e-file 
returns this year. The purpose of the e-file Wizard is to enter your EFIN (Electronic Filing 
Identification Number); ensure at least one preparerõs information is entered; set the batch 
and serial counters (part of the unique Declaration Control Number assigned to each e-file 
you create); and make sure you can connect to Lacerte via the internet or a modem. 

 This feature is covered in detail in the Lacerte: E-File Solutions Webinar. 

 

  

http://www.lacertesoftware.com/pdf/Lacerte_InstallAdmin_Guide.pdf
http://learn.intuit.com/files/pdf/lacerte_network_install_instructions.pdf
http://learn.intuit.com/files/flash/Lacerte_Server_Network_Install_Demo.swf
http://learn.intuit.com/files/flash/Lacerte_Peer_to_Peer_Network_Install_Demo.swf
http://learn.intuit.com/learncenter.asp?id=178421&page=3
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Release Letters 
With every release of the program, you receive a release letter explaining changes made since 
the prior release of the program. The release letter automatically displays the first time the 
program is opened after installation.  You can access all release letters by clicking on the 
Help  menu, then selecting Help/ Troubleshooting & Support. 

There is a link titled Lacerte Customer Support at the top of the Release Letter that connects 
you to Lacerteõs website (http://my.lacerte.intuit.com/support/index.aspx). The My Account 
section of this site can be used to download product updates, view e-file statuses, make a 
payment to your REP account, email Support, and perform other firm related activities. 

 

Remote Entry Processing 

REP is used to transmit clients on a pay-per-return basis. Once you have entered the basic 
Client Information for a return, you can gain REP access by selecting REP Access from the 

Tools  Communications menu, or by clicking the REP icon in the toolbar. This process 
requires a modem or Internet connection. Once the transmission is complete, you can view 
and print the return as often as you like. 

To see the most up-to-date pricing information for all Lacerte products, including REP and 
Unlimited pricing, you can go to the Lacerte web site at: 
 
http://lacerte.intuit.com/products/pricing/index.jsp 
 

http://my.lacerte.intuit.com/support/index.aspx
http://lacerte.intuit.com/products/pricing/index.jsp
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Basic Program Layout 

This section provides an overview of each of the tabs at the top of the screen and for what 
purpose you will use them. These tabs are used to access the major sections of the tax 
program, and will be referred to throughout the data entry process. 

 

The Client Tracker Tab 

Use the Client Tracker tab to see a snapshot of where all of your clientsõ 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. 

P  {Keyboard shortcut = [Alt]+[K] }  

 This feature is covered in detail in the Lacerte: Program Administration Essentials 
Webinar. 

 

The Clients Tab 

When you open the Lacerte program, it displays the Clients tab for the last tax type opened 
(e.g.: Individual, Partnership) and displays all clients for the tax type you are currently using. 
All client management and maintenance functions are performed at the Clients tab. 

P  {Keyboard shortcut = [Alt]+[C] }  

 

The Detail Tab 

The Detail tab provides entry of client-specific tax information. Data entry is organized into 
nine sections: General, Payments and Penalties, Income, Deductions, Credits, Taxes, Other, 
State and Local, and Miscellaneous Forms. These sections are composed of input screens, 
which can be accessed from the Contents tab at the bottom of the screen. The Contents tab 
displays all available input screens for a given client. Anytime an entry is made in an input 
screen, the program highlights that screen at the Contents tab and automatically creates an 
additional corresponding tab at the bottom of the screen. 

P  {Keyboard shortcut = [Alt]+[D] }  
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Forms Tab 

The Forms tab is where you review calculated results on-screen. The program automatically 
generates forms based on your input, but you can view any form for any client. 

P  {Keyboard shortcut = [Alt]+[F] }  

 

Diagnostics Tab 

The Diagnostics tab allows you to review possible input problems on a tax return. From a 
detailed list of critical and/or informational diagnostics, you can jump to the related input 
field by clicking the diagnostic. 

P  {Keyboard shortcut = [Alt]+[I] }  

 

Analysis Tab 

The 1040 Tax Analyzer works within the Individual Tax program to check your clients' 
returns against new tax law information, give tax tips and advice (i.e., whether a client would 
benefit from IRA contributions, or whether a client would benefit from financial planning, 
etc.), and compare taxpayer's itemized deductions and Schedule C expenses against other 
comparable returns nationwide. On the Tax Law Impact view, the program alerts you to any 
retroactive tax law changes that might affect returns already filed. 

P  {Keyboard shortcut = [Alt]+[Y] }  
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Navigation & Terminology Basics 
The single greatest advantage of Lacerte is its ease of use. You can navigate through the 
program in a variety of ways. 

If you use a mouse to navigate through the various input and data entry fields, we 
recommend using the left hand. While it may seem awkward at first, this method allows your 
right hand to remain on the numeric keypad. This can be especially beneficial when entering 
large amounts of numeric detail. 

If you prefer keystrokes, you can access almost every function in the program without 
having to use the mouse.  [Enter]  and [Esc]  are two of the more common keystrokes that 
you can use. 

Use [Enter] or [Return] to: 

Access the Detail tab for a client from the Clients tab. 

Access a selected input screen in the Detail input. 

Navigate from field to field within an input screen.   

Use [Esc] to: 

Exit the Detail, Forms or Diagnostics tabs.   

Change the focus from an input field to the list of a selected screen.   

Exit the screen in which you are working (when pressed twice). 

F  Appendix II contains a complete list of the keyboard shortcuts available throughout the 

program. 
 

To add a client: 

 On the Client menu, click Add, 

-OR- 

Press [Ctrl]+[A] , 

-OR- 

Click the Add a client icon. 

 Enter the client number (up to eight alphanumeric characters) and click OK. 
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Navigation 
Menus 

        Tabs 

Schedule or 
Property List 

Schedule or 
Property List Section List 

 

 

 

 

 

 

Navigation Menus 

The navigation menus are used to navigate the detail input, and they are arranged in groups 
that mirror the sections at the Contents tab. These menus also allow you to access all input 
screens without having to return to the Contents tab. 

Schedule/Property List  

The Schedule/Property list identifies all items for which input exists when multiple 
schedules or properties apply to an input area. You can add or delete additional schedules or 
properties by using the buttons at the bottom of this list. You can also switch to the input 
screen for the desired item by clicking it in the Schedule/Property list. 

Section List 

The Section list is used to navigate through an input screen, allowing you to access the 
sections of the input screen quickly. If you click a section name in the Section list, the 
program "jumps" to that input section. 

Input Tabs 

The tabs at the bottom of the screen allow for quick and easy navigation between input 
screens, eliminating the need to return to the Contents tab. If a tab does not exist for an 
input screen, click the desired screen from the Contents tab, and the program adds a tab for 
it. 
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Program Override and Adjustment Fields 

Various input sections are marked with [O] (Overrides) and [A] (Adjustments) symbols. Use 
these fields to change information calculated and carried between forms and schedules in the 
return. 

If a field is marked [O], an entry in that code overrides (i.e., replaces) any automatic 
calculation of that particular field. To override any amount to zero, enter -1. 

F  Overrides are also present in many input screens to allow you to change a User 

Option setting just for a specific client's return. 

If a field is marked [A], an entry in that field adjusts (i.e., adds to if entered as a positive, or 
subtracts from if entered as a negative) the automatic calculation for that field. 

Following are a few examples from the program, along with the [F1] help topic for that field. 

Override for a calculated amount (Screen 25, Itemized Deductions) 

  

  

Override for a User Option setting (Screen 17.1, Dispositions) 

  

  

[F1] 
Help 
Topic 
[F1] 
Help 
Topic 

[F1] 
Help 
Topic 
[F1] 
Help 
Topic 
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Adjustment for a calculated amount (Screen 24, Adjustments to Income) 

 

 

  

[F1] 
Help 
Topic 

Sched
ule or 
Prope
rty 
List 
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Section 2: Client Detail, Part I 
For this return, information from a sample MFJ return will be referenced in each input 
screen. 

Client Information, Screen 1 

After you add a client and assign it a number, the program automatically opens Screen 1, 
Client Information, to begin entering detail for that client. 

Use the Client Information screen to enter identifying information for the taxpayer and 
spouse. The program prompts for the taxpayer and spouse information based on the filing 
status entered. At each field, either type the information requested, or make selections from 
lists where applicable.   

The first time you open the Client Information screen, the program adds the state to the 
Returns list for this client based on the U.S. postal abbreviation entered in the address field. 
If you are processing a state return for a state other than the state in which the taxpayer 
resides, you must add the appropriate state by clicking Add in the Returns list. 

 

Entries in the Client Information screen are used to calculate various amounts and 
limitations including the standard deduction, personal exemptions, tax, elderly credit, IRA 
deduction, child care credit, earned income credit, and Form 1040X. 
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Assumptions/Defaults 

Taxpayer is full-year resident of first state added. 

Not an electronic (e-file) return. 

Spouse last name is same as taxpayerõs on MFJ/MFS returns. 

State of residence at year end is the same as first state added. 

 

If the taxpayer could be a dependent or is claimed as a dependent on another personõs tax 
return, select the appropriate designator to disallow the taxpayer's personal exemption on 
Form 1040 and limit the standard deduction according to the Standard Deduction 
Worksheet in the Form 1040 instructions. 

 

 

The default preparer assigned to new clients is automatic based on the settings in Options. 
To assign a different preparer to a client, select the appropriate preparer from the list in the 
Miscellaneous Info section of Screen 1. You can also select a staff preparer if desired. 
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Dependents, Screen 2 
Each dependentõs last name fills in automatically; just enter any necessary changes. This 
information is also added to a list that can be used elsewhere in the program, thus 
eliminating the need to re-enter it for related forms like Form 2441, Form 8839, and Form 
8863. 

Check the "Dependent exemption not claimed each year" box to alternate claiming of 
dependent exemption(s). 

 

Assumptions/Defaults 

The Dependent tab is displayed, regardless of any entries. 

Dependent last name is the same as taxpayerõs. 

Dependent lived with taxpayer full year and exemption claimed each year. 

 

 

Stimulus Payment/Miscellaneous Information/Direct 
Deposit, Screen 3 
Use the fields in this screen to enter Economic Stimulus Payment information, 
miscellaneous information pertaining to this return, to elect direct deposit of refunds or 
electronic debit of amount due, or to override selected Options. 

 

You can suppress the printing of the Organizer on a client by client basis by checking the 
Suppress next yearõs client organizer box so you can include a client in a batch print of 
Organizers but not have the Organizer pages print. 

 

You can also select the applicable Client organizer type, which allows you to filter or group 
clients prior to printing organizers. And, there are override fields for a client's appointment 
date, time, and location (this information is displayed at the top of the Client Information 
page of an Organizer). 
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Creating Tables (Lists) 
The ability to create tables in any descriptive field in Lacerte is a powerful and time-saving 
feature. Using tables reduces the amount of data entry required, and requires little or no 
action to create and utilize. All table entries are stored in a database called the Table Editor, 
discussed later in this section. 

There are two types of tables available in Lacerte: 

1. Pre-defined tables ð Tables that contain program-specific information or IRS-
defined choices. The entries in these tables cannot be edited. 

 

 

2. Custom (user-defined) tables ð Tables that can be created in any descriptive field by 
users of the tax program. These can be single field tables (all entries in table are for 
the same input field)é 

 

éor multiple field tables (entries in the table apply to several input fields and are 
linked together). 

 

F  You can open any table by clicking the drop-down arrow at the end of the field  or 
by pressing [CTRL] + [T]  or [ALT]+[ ]́ on the keyboard. 

  

Program-specific 
information 

IRS-defined 
choices 
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Smart Input 

Smart Input is the feature that pre-fills a description field with an item from a table. When 
you begin typing a description in a field that contains a table, a modified version of the table 
is displayed, containing all items that match the typed entry. In the following example, typing 
the letter "c" in the Name of payer field in Screen 11, Interest Income, displays all 
descriptions beginning with "c" (not case sensitive). 

 

The list is narrowed as you continue typing in the field. To select a description, press Enter 
when the item is displayed in the field, or select it from the list. You can also open the table 
without typing anything and then select an item from the list. 

The option that controls whether Smart Input is enabled or disabled is located in the User 
Options on the Setup tab in the Numeric Detail Input section. 



 

20 

Editing Custom Tables Using the Table Editor  

All table entries, for both single and multiple field tables, can be added, deleted, or modified 
in the Table Editor. To access the Table Editor, select it from the Settings menu. 

 

 

 To add a new entry, select an input screen in the Contents list on the left, click the 
Add button, and type the necessary information. 

 To remove an entry, select the applicable input screen, select the table, and click 
Delete. 

 To modify an existing entry, select the input screen, select the table (and field, if 
applicable), and retype the information. 

By default, the Table Editor lists all input 
screens in which you can create custom 
tables (indicated by a check mark in the 
Show All box). To see just the list of 
input screens actually containing tables, 
uncheck this box. 
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Editing Custom Tables within Input Screens 

Most table entries can be edited directly in the input screens in which they are displayed. The 
only exception is deleting a multiple field table. 

Adding Tables 

The steps for adding a new table entry are the same for both single and multiple field tables. 
Just type the information in the applicable field(s) and it is automatically added to the table. 

Deleting Tables 

To delete an entry in a single field table: 

1. Open the table. 

2. Right-click on the table item to highlight it and select Delete. 

  

 

To delete an entry in a multiple field table: 

1. Open the table. 

2. Right-click on the table item to highlight it and select Modify . 

 

3. The Table Editor is opened and the table entry to be deleted is displayed. 

4. Click the Delete button. 
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Modifying Tables 

To modify an entry in a single field table: 

1. Open the table. 

2. Right-click on the table item and select Delete. 

  

3. Retype the table entry. 

 

To modify an entry in a multiple field table: 

1. Select the field to be modified and retype. 

2. Repeat as applicable for other fields in the table. 

 F  The program always assumes you are modifying a multiple field table whenever 

 you type over (or delete and re-enter) any field that is a part of the table. 

 

P   While there is not a specific keyboard shortcut to open the Table Editor, you can press 

[ALT]+[N]  to access the Settings menu, and then press [B]  to open the Table Editor 
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Wages, Salaries, Tips, Screen 10 

You can enter W-2 information in the grid (explained later in this chapter) or in the 
expanded input section. 

The expanded input of the Wages screen is designed to facilitate data entry from a W-2. The 
numbers in parentheses following the descriptions refer to the box numbers on a standard 
W-2. 

If a client has multiple W-2s, they are listed in the grid and in the W-2 list to the left of the 
input screen. Use the list to add a new W-2, delete an existing W-2, or view the information 
on a different W-2. 

Assumptions/Defaults  

W-2 is for the taxpayer. 

Employee does not participate in a retirement plan. 

State and local wage amounts are the same as federal. 

 

W-2 Input Design 

The expanded input in Screen 10, Wages, Salaries, Tips closely follows the flow of an 
actual W-2. Several sections have input fields that are displayed horizontally in columns 
instead of vertically in rows, and tables can be created linking several input fields together, 
reducing the amount of input required when the same data is needed in another client or 
module. 

Employer Information Section  

The Employer Information (mandatory for e-file) fields are stored in a linked table. Once 
the information is initially entered you need only select the applicable employer from the list 
to populate all of the required fields. 

You can access existing employer information by selecting or typing the EINé 

 

éor by selecting or typing the name of the employer. 
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Wages Section 

The first part of the Wages section is presented in two-columns (with the box numbers 
preceding the description), mirroring boxes 1 through 11 on Form W-2. 

 

 

 

Enter the amounts in boxes 1 and 2 from Form W-2. Lacerte automatically calculates the 
amounts for boxes 3 through 6 (Social security wages/tax withheld and Medicare wages/tax 
withheld). 
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F  Pressing [Enter]  on the keyboard when entering amounts in a columnar format moves 

the cursor from left to right and back again, as demonstrated below: 

 

To move down a column to a different field, use the down arrow key [ ]́. 

You can also add, remove, or change the state assignment on a W-2 from within the Wages 
section by opening the State(s) (i.e. CA,NY) field. 

 

1 

3 

1 

4 

2 

5 

3 

6 

2 

4 
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Additional Input Fields  

The input fields for Box 12 are consolidated into three columns and grouped together.  

 

The Box 14 fields include the following state specific fields: 

State disability insurance (CA, NJ, NY) 

Voluntary plan disability insurance (CA) 

KPERS retirement contributions (KS) 

State pickup amount (MD) 

State UI/HC/WD withheld (NJ) 

Union dues (NY) 

State and Local Section  

Bold sub-headers in the State and Local section make it easier to locate state specific codes, 
especially on multi-state returns. Entries for state and local wages are not required unless the 
amounts are different than the federal amount previously entered. 
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Employee Information Section 

The required Employee Information fields for e-filed returns are automatically pre-filled as 
soon as you add a W-2. The information is pulled from Screen 1, Client Information for 
both the taxpayer and/or spouse, as applicable. 

 

 

Grids  

Many input screens contain grids that are arranged to let you enter the most common 
information needed to complete a form or a schedule. The grid format displays in the top of 
the window, while expanded detail input fields display in the lower part of the window. The 
expanded input section displays the information for the item selected in the grid, and 
contains fields for additional information not contained in the grid. 

 

To move within the grid: 

Press [Enter]  or [Tab] to advance to the next input field. 

Press the up or down arrow keys [³] [ ]́ to move vertically within a column in the grid. 

Press [Ctrl]+[Tab]  to move to the first input field in expanded input. 

To view only the expanded input, click the Hide/Show Grid icon  on the toolbar. 
Hiding the grid screen in an input area also hides the grid screen for every other applicable 
input screen. Click the icon a second time to redisplay the grid. 

To make the grid larger, position your pointer at the horizontal bar between the grid and the 

expanded input until it becomes a double-arrow symbol . Click and drag the grid border 

to reach the desired size. 

The grid can be sorted ascending or descending by clicking any column heading. A green 
arrow indicates which sort order is being applied. 
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Interest Income, Screen 11 
You can enter interest income information through the grid or expanded input. The 
expanded input of the Interest Income screen is designed to facilitate data entry from a 
standard Form 1099-INT. A supporting statement for tax-exempt interest is automatic. 

Assumptions/Defaults  

Schedule B prints only when interest income is greater than $1,500. 

Interest paid to taxpayer and spouse jointly on MFJ or MFS returns. 

Optional statement for tax-exempt interest (line 8b of 1040) is not automatically generated. 

F Several input screens contain "sub-screens" that you access by clicking a button or 

hyperlink. The "sub-screen" here is titled General Information and contains overrides specific 
to Schedule B. 
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Dividend Income, Screen 12 
You can enter dividend income information through the grid or expanded input. The 
expanded input of this screen is designed to facilitate data entry from a Form 1099-DIV. 

Assumptions/Defaults  

The program calculates and prints Schedule B if:   

Ê The taxpayer or spouse has over $1,500 of interest and/or dividend income. 

Ê Any entries have been made for Nominee ordinary dividends in the Dividend 

input screen. 

Ê The Option for Schedule B is set to Force. 

Ê Any entries have been made for seller-financed mortgages, nominee interest, 

accrued interest, tax-exempt interest from 1099-INT, original issue discount, 

amortizable bond premium, and U.S. savings bond interest previously 

reported. 

Ê Exclusion of interest from Series EE or I U.S. savings bonds is applicable. 

When the number of dividend income items exceeds the number of lines on the Schedule B, 

the program prints See Statement on Schedule B, line 5 and prints a supporting statement 

listing the dividend income entries. 

Dividends paid to taxpayer and spouse jointly on MFJ or MFS returns. 

 

Business Income (Sch. C), Screen 16 
The program uses the entries in the Client Information screen for the taxpayerõs name and 
address on Schedule C. Overrides are available if this information is different. The layout of 
the Schedule C input is designed to follow the layout of the IRS Schedule C. 

Assumptions/Defaults  

Schedule C entities are non-passive. 

Owned by the taxpayer. 

Use cash accounting method. 

Subject to self-employment tax (Schedule SE automatic when SE gross income is $400 or 

more). 

Not related to investment property. 
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Creating Supplemental Statements (Code Notes) 

The Lacerte tax program automatically prints supporting statements when required by the 
IRS. Using the Code Notes feature, you can create additional supporting statements for any 
numeric input field for which the program does not automatically print statements. In 
addition, you can specify how the statement prints: as a worksheet, as a statement, or as a 
non-printing memo only. 

 

To produce a supplemental statement: 

1. Position the cursor in the numeric input field and press [Ctrl]+[E]  (or click ). 

2. Edit or accept the title for the statement. 

3. Select a Print as option. 

4. Enter the supporting statement information. 

5. Click OK. 

Once you close the Supporting Detail window, the program automatically totals entries in 
the input, inserts the total in the related input field, and changes the appearance of the 
button to the right of the field reminding you that there is supporting information for this 
entry. 
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Adjustments to Income, Screen 24 
This screen contains the entries for contributions to Traditional and Roth IRAõs and to SEP, 
SIMPLE, and Qualified plans, as well as other adjustments to income. 

The program applies the income limitations in the IRS instructions to IRA deductions. The 
program also applies the age limit, disallowing the deduction of the IRA contribution after 
the age of 70½. 

Enter 1 in the Taxpayer or Spouse (or both) column(s) to calculate the maximum deductible 
contribution allowed, or enter the actual IRA contributions made by the taxpayer and spouse 
in the respective input fields. For entries in Contributions made (letter use only), the 
program prints the difference between the amount entered and the maximum deductible 
amount (or the actual IRA contributions made) on the client letter as the amount to deposit 
to or withdraw from the IRA to avoid a penalty. 

The program determines if the taxpayer or spouse is covered by an employer retirement plan 
based on the W-2 and qualified plan information. You may override that determination here. 
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Itemized Deductions, Screen 25 
Contains input fields necessary for completing federal Schedule A and, when required, state 
specific input related to itemized deductions. This screen is divided into the following 
sections: 

General Information ð overrides for Schedule A 

Medical 

Taxes ð state and local and real estate taxes 

Interest ð home mortgage interest & points on 1098 

Current Year Contributions ð cash and non-cash (if under $500) 

Contribution Carryovers 

Misc. Deductions (Subject to 2% AGI Limitation) 

Other Miscellaneous Deductions ð gambling losses 

F  If the taxpayer itemized deductions in the prior year and received a state or local 

income tax refund, or a property tax refund, Lacerte will automatically Proforma (transfer) 
the necessary information to Screen 14.2, State Tax Refunds, Unemployment Comp. for 
calculation of the taxable amount of the refund (Tax Benefit rule). A worksheet is also 
produced in the current yearõs return. If this is a first-year return the worksheet information 
will need to be filled out using last yearõs tax data in order to compute the taxable amount (if 
any) of last yearõs refunds. 

Assumptions/Defaults  

Schedule A is automatically generated only when itemized deductions are greater than the 

standard deduction. 

All deductions are considered joint on MFJ return. 

State and Local Sales Tax Deduction ð the program optimizes between the greater of sales 

taxes (actual or Pub. 600 Sales Tax Tables) or income taxes, reported on Schedule A, line 5. 
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Section 3: Client Detail, Part II 
 

Depreciation, Screen 22 
The minimum entries required to calculate depreciation for a specific asset are as follows: 

 Form (from list) 

 Activity name or number  

 Date placed in service 

 Cost or basis 

 Method 

 Life or class life (required only for non-recovery methods) 

 Convention (required only for MACRS assets with a date placed in service prior to 

the current year) 

 

The program prints a separate Form 4562 for each Schedule A, C, E, F, and Form 4835 only 
if the taxpayer has assets placed in service in the current year, section 179 expenses, listed 
property, or if the Form 4562 Option is set to Force. 

The program carries depreciation, amortization, tax preference items, ITC, and section 179 
expenses entered in the Depreciation data entry fields to the associated form if you make an 
entry in Form. The program also prints detailed federal basis, depreciation, AMT, book, and 
state schedules for the current and/or following year. We recommend that you refer to these 
schedules to reconcile depreciation. 

Assumptions/Defaults  

 Assets are joint ownership on MFJ/MFS returns. 

 Form 4562 is automatically produced only when there are activities with Section 179 

expense, listed property, or current year assets generating depreciation or 

amortization expense. 
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Screen Layout 

The Depreciation screen displays three lists to the left of the input pane: Show Assets for, 
Asset, and Section. The first two lists are linked, in that selections made in the Show 
Assets for list affect the items displayed in the Asset list. 

  

The default view is All (shown above) ð all assets for this client are displayed by name. 

If you select a specific form or schedule in the Show Assets for list, only the assets tied to 
that form or schedule are displayed. 

  

Selections made hereé 

échange the assets displayed here. 
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Expandable/Collapsible Sections  

The Depreciation screen contains expandable/collapsible sections. 

 

Collapsing sections that do not contain data allows for faster navigation through the 
extensive depreciation sections and input fields. By default, any sections that contain data 
will be expanded when you first enter a client's file, even if you collapsed them before. 

F  The following input screens also contain expandable/collapsible sections: 

Screen 17, Dispositions (Sch D/4797/etc) 

Screen 20, Passthrough K-1's 

Screen 34, General Business & Vehicle Credits 

Screen 46, Elections 

Screen 66.1, Change in Accounting Method (3115) 

Screen 68.1, Information return of U.S. Filer (5471) 

 

A global option allows you to control whether the sections are collapsed or expanded when 
entering one of these input screens. On the Settings menu, click Options, and then click 
the Setup tab. Click Expandable/Collapsible Sections in the Section list. 

 

 

General Information  

If you navigate from the input for a form or schedule that may have depreciation associated 
with it directly to the Depreciation screen, the program automatically selects that form or 
schedule in the Show Assets for list and displays only related assets. If no assets exist for 
that form or schedule, the program automatically assigns the Form and Activity name or 
number for any new assets you add. You can also go directly from the input for a prefixed 

form or schedule to depreciation using the  button at the top of each of these 

input screens. 
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FIf entering the depreciation directly into the Depreciation screen, enter a form number 

for each asset to indicate the form or schedule to which the depreciation expense carries. 
The Activity name or number identifies the specific form or schedule on which to include 
the depreciation deduction. 

A Like-Kind Exchange Wizard is available to make entering of these transactions easier. 
Click Like-Kind Exchanges (8824) in the section list, and then click the Like-Kind 
Exchange Wizard button and follow the directions. 

 

Automobiles & Other Listed Property  

Information entered in this section prints on Form 4562, page 2, Part V. By default the 
program generates a vehicle expense worksheet and uses the method that produces the 
largest deduction. To force actual expenses or the standard mileage rate you must make an 
entry in 1=force actual expenses, 2=force standard mileage rate. 

The All Vehicles filter in the Show Assets for list displays assets coded with methods 30, 31, 

43, 44, 45, 46, 55, and 56 only. The  button, located at the top of the 

interactive input section, jumps you to the Automobiles and Other Listed Property section 
to facilitate entries for mileage and actual expenses. 

Sale of Asset 

Depreciable assets can be disposed of directly from this input section. Do not duplicate any 
sales reported in the Dispositions screen. An entry in Percentage (.xx) or amount of basis 
sold partially disposes of that asset (the program will continue to track and depreciate the 
remainder). 

The program calculates depreciation recapture based on the information entered in the 
depreciation input section. Depreciation is calculated up to the date of sale entered. If this 
asset is associated with a passive activity, you must indicate if this is a complete or partial 
disposition by making an entry in 1=complete disposition of passive activity, 2=partial 
disposition of passive activity (triggers 8582). 
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Dispositions, Screen 17 
The Disposition list displays all existing transactions and also provides access to a sub-
section, Carryovers/Miscellaneous Info. This section contains input for capital loss 
carryovers, section 1231 losses, contracts and straddles, and section 179 recapture. 

You must complete the input fields in the Dispositions (Schedule D, 4797, etc.) section for 
each transaction, as this information is used for each type of transaction that can be entered 
in this screen. Descriptions can be up to 40 characters long and must be entered for each 
item. You can enter "negative" dates to print the word VARIOUS on the applicable form 
instead of a specific date. Be sure to use a valid date even when you enter it as a negative 
number because the program uses the date to determine the holding period (i.e., long-term 
or short-term). 

Assumptions/Defaults 

Transactions are joint on MFJ/MFS returns. 

Transactions are taxable to federal and state. 

Schedule D property is investment and 4797 property is non-investment. 

Form 4797 reporting ð items treated as 1099-B or 1099-S transactions. 

 

Schedule D  

Input fields in this section are used to calculate Schedule D. Some fields, such as Sales price 
and Cost or other basis, are also used for other dispositions entered in this screen, such as 
Sales of Business Property (Form 4797), Installment Sales, etc. 

Form 4797 

The program calculates Form 4797 if you make an entry in Depreciation allowed in this 
section. 

Like-Kind Exchanges (8824)  

For like-kind exchanges, enter the applicable information in this section. Do not make an 
entry in Sales price in the Schedule D section. 

 

Schedule D Import  

This feature allows you to import capital gains transactions from an Excel spreadsheet or 
comma-delimited file directly into the Dispositions input screen. This wizard-driven feature 
can be launched from within the Dispositions screen or from the Client menu, and will allow 
you to select and format only the data you want to be imported. 

 F  This feature is discussed in detail in the Lacerte: Productivity Tools webinar. You can 

also obtain functional information in program help via the Contents & Search section ([F2]).

http://learn.intuit.com/learncenter.asp?id=178421&sessionid=3-4E5DFF54-CF43-4679-AD04-4AE59940B5B5&page=3
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Rental & Royalty Income (Sch. E), Screen 18  

The program accepts an unlimited number of rental and royalty activities per return.  

Assumptions/Defaults  

Activities are assigned to taxpayer. 

Activities are passive with active participation. 

Activities are non-investment portfolio income. 

Vacation home rentals are non-passive and subject to vacation home rules. 
 

Income 

Enter rent or royalty income for the property. If the same property has rent and royalty 
income, treat it as two separate schedules for input purposes (do not enter rent and royalty 
income on the same schedule). 

 

Expenses 

The program allows the full amount from Rents received and Direct expenses. Indirect 
expenses are limited to the percentage of tenant occupancy entered. 

 

Passive Activities 

Enter 1 in 1=nonpassive activity, 2=passive royalty to force the net income or loss to 
bypass the Form 8582 calculation. Enter 2 to indicate a passive royalty property. The 
program automatically determines treatment of passive royalty properties with net income.  

 

 Check the Did not actively participate box to indicate that the rental does not 
qualify for the $25,000 special allowance.  

 Check the Real estate professional box to indicate the activity is non-passive in the 
current year and prior year suspended losses are allowed to reduce income from that 
rental activity.  

 Check the Rental other than real estate box to force the activity to print on line 2 
of Form 8582 instead of line 1. This will not, however, make a rental non-passive.  

. 
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Passthrough K-1ôs, Screen 20 
The Passthrough K-1õs input screen uses prefix numbers to differentiate one activity from 
another. The program allows an unlimited number of K-1 entities. 

Assumptions/Defaults  

 K-1õs are taxpayerõs. 

 All K-1õs considered passive without active participation. 

 At-risk limitations: current year income absorbs at-risk carryover from the same 

category of income in full before offsetting any other at-risk carryovers (not applied 

pro-rata). 

 At-risk recapture treated as non-passive income. 

 

Screen Layout 

The Passthrough K-1 screen displays three lists to the left of the input pane: Passthrough K-
1's, Activity (All/ Type), and Section. The first two lists are linked, in that selections made in 
the Passthrough K-1's list affect the items displayed in the Activity list. 

 

The default view is All (shown above) ð all K-1 activities for this client are displayed by 
name and type of entity (the All and Type columns can be sorted in ascending or 
descending order). 

  

Activity l ist 

Selections made hereé 

échange the activities displayed here. 



 

40 

If you select a specific entity type in the Passthrough K-1's list, only the corresponding 
activities are displayed. 

 

With the exception of the REMIC input screen, all passthrough K-1 screens contain 
collapsible sections (example below from the Partnership screen). 

 

 
General Information 

The program provides you with four different K-1 input screens. Each K-1 input screen is 
specific to different entities and is a close match to the actual K-1 issued by each entity. The 
numbers in parentheses preceding the descriptions indicate the corresponding line numbers 
on a particular entityõs standard Schedule K-1. The letters in parentheses following 
descriptions correspond to the codes used on Schedule K-1's to identify the nature of 
various items reported by the entity. 

To indicate that the interest in the pass-through entity is completely disposed of this year, 
check the box next to Disposed of activity (Free's prior year unallowed passive losses). 
All passive losses are then allowed in the current year, and the K-1 will not be Proforma'd 
during the data aging process. 
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Investment Income and Expenses 

The program uses portfolio capital gains and losses for net investment income purposes 
from a K-1. The amount entered in interest and dividend income carries to Schedule B 
automatically; and for investment income, the Schedule B amount is used.  The investment 
income number can be adjusted by making an entry in Other net investment income [A]. 

 

Self-Employment 

Enter net earnings from self-employment reported on line 14 of Schedule K-1. Amounts 
entered carry to Schedule SE. The program automatically reduces self-employment income 
for depletion and Section 179 expense. 

 

Multistate Basics 

 

 "State, if Different" column ð entries correspond to differences because of a state 

law that differs from federal law 

 "State Source Amount" column ð entries correspond to income that is earned in (or 

allocated or apportioned to) the nonresident state return 

 

State Specific Input Fields 

There are a multitude of state specific input fields located throughout the K-1 screens to 
address precise state treatment of the listed items. If you are unsure what affect an entry will 
have on a return, click the input field and press [F1] on your keyboard for a field-specific 
Help topic. 

 

 

The K-1 Transfer to 1040 feature, used to automatically transfer Schedule K-1 information 
from a calendar year end Partnership, S-Corporation, or Fiduciary tax return to any related 
person's Form 1040, is covered in the Lacerte: Productivity Tools webinar. You can also 
obtain functional information in program help via the Contents & Search section ([F2]).  

http://learn.intuit.com/learncenter.asp?id=178421&sessionid=3-4E5DFF54-CF43-4679-AD04-4AE59940B5B5&page=3
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Noncash Contributions (8283), Screen 26 
Although you can enter noncash contributions in the Itemized Deductions screen, you must 
make these entries in the Noncash Contributions screen when they exceed a total of $500. 
This documents all of the necessary information that prints on Form 8283. Because Form 
8283 is not required when total contributions are less than $500, you can use the Itemized 
Deductions screen in those scenarios. 

Assumptions/Defaults  

Contributions are assigned to the taxpayer. 

AGI limitation is 50%. 

Donee Information 

The Donee information is stored in a linked table. Once the information is initially entered 
it is accessed by selecting the organization from the drop-down list, or by typing the name of 
the organization in the Name of employer field. 

 

 

Estimates, Screens 6 & 7 

2008 Estimated Tax Payments (Screen 6)  

Enter the overpayment applied from the prior year's return. When the return is Proforma'd, 
this amount carries forward. The Proforma program also ages the voucher amounts from 
the previous yearõs estimates. 

Enter the amount of each estimated tax payment. You only need to enter the date of 
payment if it is different from the due date of the payment. 

 

Assumptions/Defaults  

 Quarterly payment dates default to due dates. 

 Additional estimated tax payment date defaults to 4/15/09. 
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2009 Estimates (Screen 7)  

Enter the amount of the overpayment to apply to the estimated tax. The program applies the 
overpayment to each voucher, in order, until the amount is exhausted, prints estimate 
vouchers for any quarter not credited in full, and refunds any excess. 

 

Assumptions/Defaults  

 2009 estimated tax payments are calculated automatically (four equal installments). 

 2009 tax equals 2008 tax (based on default in Options). 

 Minimum dollar amount required to generate estimates is $1,000 (based on default in 

Options). 

 

Select one of the following options for applying the overpayment: 

Enter: To: 

1 Apply to 1st quarter, refund any excess, and print vouchers for remaining 
quarters not credited in full. 

2 Apply to 1st and 2nd quarters, refund any excess, and print vouchers for 
remaining quarters not credited in full. 

3 Apply to 1st, 2nd and 3rd quarters, refund any excess, and print vouchers for 
remaining quarters not credited in full. 

4 Apply consecutively to all quarters and refund any excess 

5 Apply evenly to all quarters, refund any excess, and print vouchers for remaining 
quarters not credited in full. If a quarter has passed and the taxpayer has not 
paid an estimate, the program applies the refund evenly to the remaining 
quarters. 

6 Apply entire refund and create estimates if necessary. 

7 Apply entire refund and suppress the calculation and printing of estimates. 
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You can also choose one of the nine Option overrides available to prepare next yearõs 
estimates. 

Enter: For: 

1 100/110% of 2008 tax 

2 Lesser of 90% of 2009 tax or 100/110% of 2008 tax 

3 Greater of 90% of 2009 tax or 100/110% of 2008 tax 

4 90% of 2009 tax 

5 Lesser of 100% of 2009 tax or 100/110% of 2008 tax 

6 Greater of 100% of 2009 tax or 100/110% of 2008 tax 

7 100% of 2009 tax 

8 Print blank estimates 

9 Suppress estimates and ES worksheets 

10 Suppress estimates/Print ES worksheets 

 

Penalties & Interest (2210), Screen 8  
The program determines whether the taxpayer is subject to the underpayment penalty based 
on entries throughout the program. To provide the information necessary for the program 
to determine if the taxpayer is subject to the underpayment penalty, enter the taxpayer's 
adjusted gross income and tax from the prior year and the date the current year's return will 
be filed in Screen 8, Penalties & Interest. 

The most important input required for any penalty calculation is the Filing Date. If you 
leave this field blank, the program defaults to April 15, 2009. A date earlier than April 15, 
2009 limits any underpayment penalty. The program also uses the date entered to calculate 
late return penalty and interest. 

 

Assumptions/Defaults  

 Current year filing date is April 15th. 

 Form 2210 prints only when taxpayer is subject to penalty (based on default in 

Options). 
 

Underpayment Penalty 

The current year filing date, the prior yearõs AGI, and the prior year tax liability must be 
entered for Form 2210 calculation purposes. Prior year AGI and tax liability are automatic 
from proforma. 

This screen also contains input for Unequal Withholding, Annualized Income Installment 
Method, Late return Penalty & Interest, and overrides for the state interest rates. 
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Section 4: Reviewing Returns 
This chapter provides a detailed overview of the Forms tab, the Diagnostics tab, and the 
printing capabilities within Lacerte. You will use these tools during your return review 
process. 

Forms Tab Overview 
You can view on-screen forms, summaries, diagnostics, and supporting documents at the 
Forms tab. Access forms by clicking the Forms tab or pressing [Alt]+[F]  from the Clients, 
Detail, or Diagnostics tab. 

 

 

 

 

 

 

 

 

 

 

State List 

Form List 

Description 
List 

Page List 

Tabs View Pane 
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State List 

Identifies the states for which returns have been calculated. Click the desired state to display 
the forms for that return. 

Form List 

Lists all forms applicable to the tax module for the current client's return (the required forms 
are displayed in highlighted text). You can also click any form to display it (whether it applies 
to the return or not), or click the form arrows at the top of the Forms window. 

 

Uncheck the Show All box to display only those forms and schedules generated for this 
return that also have a corresponding tab at the bottom. 

 

Description List (When applicable)  

Display the descriptions of multiple instances of a form or schedule, such as Schedule C. To 
display the desired form, click its description on the list. 
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Page List 

List the pages of the displayed form. To display a desired page, click on the page number; to 
display the next generated page, click the page arrows at the top of the Forms window. 

 

You can also scroll through generated pages using the [PgUp]  and [PgDn]  keys and the 
arrow keys on your keyboard. 

Tabs 

Access a specific form. Tabs display the required forms for the return as well as any non-
required forms you have viewed. Viewed forms not required for this return are displayed 
within brackets. 

 

View Pane 

View the selected form or forms. You can print the form displayed in a view pane by 
clicking the Print button in the upper-right corner of the form window. 

 

Viewing Returns 
You can use the tabs to view the return in whatever order you desire. Press [Ctrl]  and the 
right (or left) arrow buttons to browse the tabs. The default form viewed when first 
accessing the Forms tab for any client can be changed by selecting Make current form the 
default form viewed on the View menu. You can also use Zoom In/Out to magnify a 
form on-screen. 

F Although tabs display for all applicable forms, schedules, worksheets, and statements, all 

"supporting" documentation (i.e., letters, depreciation schedules) may not print with the tax 
return. Only those supporting items selected on the Items to Print tab in Options print with 
a complete return. All required forms and schedules for federal and any states will print. 

Forms can be viewed in full screen mode by clicking the Full Screen button or by pressing 
[F11] on your keyboard. 

 

To return to the default view, click Exit Full Screen or press [F11]. 
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Worksheet Links 
Whenever a worksheet is required to substantiate an amount on a form or schedule, a 
worksheet link will be present on that particular line. Click the green WKS link to access the 
worksheet. 

 

F Worksheets can be accessed via the keyboard using [Ctrl] + [S]. 
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Jump to Input 
Jump to Input is used to reference form output to detail input. If there is only one input 
field that affects a specific line on a form or schedule (i.e., line 20a, Social security benefits 
on Form 1040), you are "jumped" back to that detail input field automatically. However, if 
there are multiple input fields that could affect a specific line (i.e., line 8a, Taxable interest on 
Form 1040, as seen below), a hyperlinked detail input screen is displayed. Click any of the 
links to jump to that detail input field. 

To use Jump to Input: 

1. Place your cursor on the desired line. 

2. Click the secondary mouse button. 

3. Select Jump to Input on the menu. 
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Diagnostics Tab 
Using the Interactive Diagnostics is an integral part of the review process. There are two 
views available at the Diagnostics tab: Diagnostics and Overrides. The program warns you 
of missing input, information that may affect the calculation of the tax liability, and all 
overrides entered in the return. Click the diagnostic or override to jump to the detail area 
that is generating the message. 

Diagnostics View 

 

Critical Diagnostic Warnings 

Critical Diagnostics list items that could interfere with filing a correct return. These warnings 
are for entries that you must complete or correct before filing a tax return. To jump to the 
input field that the warning describes, click the warning, and then complete or correct the 
entry. Once you have corrected the input, the related diagnostic disappears from the list. 

Informational Diagnostics  

Informational warnings list items that will not interfere with processing or filing a return.  
They are generally informational. To jump to the input field that the warning describes, click 
the warning. Complete or correct the entry, and then click the Diagnostics tab. Once you 
have corrected the input, the related diagnostic disappears from the list. 

 

 


