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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 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  

 
ACKõs    Acknowledgements 

DCN    Declaration Control Number 

EF    Electronic Filing 

EFIN    Electronic Filing Identification Number 

EROõs    Electronic Return Originators 

PIN    Personal Identification Number 

Right-click   Click the secondary mouse button 

 

Hyperlinks 
This document contains hyperlinks that can be used to obtain more information. This information will not 
be available in printed format. 
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Learning Objectives 
 
By the end of this class you should: 

 Know how to apply for acceptance into the IRS e-File Program (and how to modify Form 8633) 

 Know how to setup Lacerte to e-File and enter client detail specific to e-Filing returns 

 Understand how to use the programsõ Interactive Diagnostics to make sure the return is ready to 

transmit 

 Be able to transmit, receive, and troubleshoot acknowledgements 

 Know how to e-File extensions 

 Be able to use Lacerteõs online e-File Atlas to answer almost any e-File question you may have 
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Chapter 1: E-File Overview 
 

The IRSõ Advancing E-file Study Phase 1 Report reflects a major effort to synthesize and analyze all 
substantial data on the IRS e-file program in one document to help the IRS validate and launch future 
studies, research, and other activities to meet the goal set by Congress that 80% of individual Federal 
income tax returns be filed electronically. 

 The scope of the Phase 1 report included e-file history, its stakeholders, taxpayer and preparer 

motivators to e-file, related efforts among states and foreign countries, and identification of 

options to increase e-filing. 

 The 13 options were identified in consultation with IRS and its external stakeholders and are not 

meant to be exhaustive, but to capture most of the commonly considered options. The fact that 

any particular option, such as phone filing, is included in the report should not be construed as a 

recommendation for its adoption. 

 The report does not include recommendations on selecting or implementing specific options but 

lays the foundation for doing so in future phases.  

 Key Findings from the Phase 1 report included: 

o There is no silver bullet. An advancing e-file strategy must take into consideration many 

complex factors, and there is no quick fix or any single option approach for the IRS to 

convert remaining paper filers. 

o The IRS cannot meet the goal without help. The multifaceted landscape of the US tax 

system requires that the IRS rely on strong partnerships with third party partners, 

stakeholders, and Congress to advance e-file. 

o Technology is secondary to motivating behavior. Even the most innovative technology will 

not help the IRS achieve the 80% e-file goal unless it is grounded in a thorough 

understanding of the intricacies of filer behavior ñ their motivators, concerns, and relative 

positions on the technology adoption curve. 

 The Advancing E-file Study is a multi-phased effort to build a comprehensive e-file strategy based 

on sound data and verifiable analysis. Phase 2 is underway and planned for completion in 

Spring/Summer 2009. It will include estimated adoption of the options based on original research 

of taxpayer and preparer motivators and analysis of the business and engineering impacts of those 

options.  

 

The full IRS Advancing e-File Study Phase 1 Report is available here, or by entering the following URL in 
your browser:  http:// www.irs.gov/efile/article/0,,id=188314,00.html. 

 

 

  

http://www.irs.gov/efile/article/0,,id=188314,00.html
http://www.irs.gov/efile/article/0,,id=188314,00.html
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Benefits of e-file 
The e-file process has one obvious advantage for your clients -- they can receive their refunds more 
quickly. Even without using direct deposit, an option they can choose for an even faster refund, they still 
receive their money in about half the time required for a standard paper return. Also, with tax due returns 
e-filing provides a more efficient way to file and the IRS has several payment options, such as credit card 
and direct debit.  These benefits are what motivate clients to request e-filing. 

However, the motivation for preparers is significantly more substantial. The first benefit for you as a tax 
preparer is that e-file returns are more accurate than paper returns because there are additional error 
checks incorporated into the electronic filing process and because e-filing eliminates additional 
keypunching and handling by the IRS. The error rate for electronic returns is less than one percent as 
compared to the error rate for paper returns, which remains steady between 20 and 21 percent. According 
to a study done by the IRS, you were more than 20 times less likely to get a notice if you filed electronically 
than if you filed on paper. You also receive quick electronic confirmations that let you know the IRS has 
received a return, and that they have begun processing it. This acknowledgement not only informs you that 
the return has been received, but also serves as proof that you submitted the return before the filing 
deadline. This kind of assurance is not offered or available for paper returns. The focus of the IRS is to 
make everything electronic and make the practitionerõs office more efficient as a result of electronically 
interacting. It has also been proven that this filing option can result in significant paper, toner, and postage 
savings. 
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The Advantages of Offering IRS e-File to Your Clients 
(The following information is from the IRS website) 

 IRS e-file is completely secure (see below).  

 48-Hour Acknowledgement = Peace of Mind. When you file your client's tax return electronically, 

you'll receive an acknowledgement within 48 hours that the IRS has received it.  

 IRS e-file is even better than using registered mail.  

 Preparers whoõve switched to IRS e-file say it was well worth it.  

 IRS e-file and e-pay can help create loyal, satisfied clients.  

 

IRS e-file: Secure Online Tax Filing 

The IRS e-file system has never had a security breach. In fact, over 400 million returns have been 
electronically filed since 1986 without a security incident. Some facts about the IRS e-file system: 

 The IRS e-file System is not done over e-mail. 

 The IRS e-file System has many built-in security features. 

 The IRS e-file System employs multiple firewalls. 

 The IRS e-file System uses state of the art virus and worm detection. 

 The IRS e-file System meets or exceeds all government security standards. 

 The IRS e-file System is constantly tested for weaknesses by penetration testing. 

 The IRS e-file System has never had a security breach. 

 All Internet transmissions will use SSL (Secure Sockets Layer) encrypted security measures. 

IRS e-file transmissions are very secure because the IRS has been extremely diligent in the design, 
development, analysis, and testing of the current infrastructure and system.  IRS e-file meets or exceeds all 
government security standards and includes multiple firewalls. 

Most e-filed online tax returns are transmitted over phone lines from the return preparer to a third-party 
transmitter. From there, the returns are forwarded over secured lines to the IRS. Intercepting telephone 
transmissions is quite difficult and requires access to phone company major transmission lines. Also, to 
transmit data like tax returns over telecommunications lines means that the information gets converted 
into digital format that could not be easily read even if it were intercepted. 
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The e-file Process 
The following diagram provides a general overview of the e-file process: 

 

Enter P INs and 

Signature Date 

Complete Form 8633 to become an official e-file provider 

Receive approval from the taxing authority 

Run the e-file setup wizard 

Create an e-file client 

Enter all tax information 

Print return and give to client for review; print Consent 
Disclosure and Form 8879 and have client sign 

Enter PIN and Signature Date 

Validate, Create, and Send the return 

48 hours ð Check for Acks from taxing authorities 

Print Acceptance Letters and Forms and give to client 

Retain Consent Disclosure & Form 8879 for 3 years 

Receive refund 

Attachments 
Required? 

Yes 

No 

Mail Form 8453 and attachments 
to IRS Service Center 

Direct 
Deposit? 

Yes No 

9-16 days 16-23 days 

Note: States may take longer 

Note: States may take 
up to 5 business days 
after federal 
acceptance to process 
a return 

Note: Approval 
could take up to 

45 days 

Review and correct e-file diagnostics 
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Chapter 2: Becoming an Authorized e-file Provider 
 

This chapter examines the first two steps of the process: 

 

Before you can e-file tax returns, you must become an Authorized IRS e-file Provider by applying to the 
IRS for an Electronic Filing Identification Number (EFIN). Once you are approved for e-filing, you can 
set up the Lacerte Tax program to e-file tax returns using the e-file Setup Wizard. 

To become an Authorized IRS e-file Provider, you must complete Form 8633, Application to Participate 
in the IRS e-file Program. This can be done online via the IRS website (which is the preferred method), or 
the form can be printed from the IRS website and then mailed to the IRS. After your information has 
been reviewed and your eligibility has been approved, the IRS will send you an acceptance letter in four to 
eight weeks. This letter contains your IRS assigned EFIN, which you must have before you can e-file 
returns in the Lacerte Tax program. This section will show you how to complete Form 8633. 

 

 

Form 8633 

Completing Form 8633 Online 

An electronic IRS e-file Application is available through the Internet-based business tools called "e-
services". Individuals who want to apply to participate in IRS e-file (or submit updates to a prior approved 
IRS e-file Application) are encouraged to register for e-services online by creating an electronic account 
and then accessing the IRS e-file Application. 

"e-services" is a suite of web-based products that will allow tax professionals to do business with the IRS 
electronically. These services are available 24 hours a day, 7 days a week from just about any computer 
with an internet connection.  

Click this link to find out more about "e-services" and how to fill out Form 8633 (or go to 
www.irs.gov/efile and click on the òTax Professionalsó link in the middle of the page) 

F See Completing Form 8633 on the next page for specific line entries. 

 

http://www.irs.gov/taxpros/article/0,,id=109646,00.html
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Printing Form 8633 

To print Form 8633, visit www.IRS.gov and search for "8633," or click here to download the pdf. 

 

Completing and Mailing Form 8633  

Form 8633 is brief, easy, and comes with line-by-line instructions. Follow these steps to complete Form 
8633 when e-filing with Lacerte: 

 

1. Verify you have the most recent version of Form 8633. 

2. Follow the line-by-line instructions on page 3 of Form 8633, "How to Complete the Form." Pay 
special attention to these lines: 

LINE ENTER THIS 

2a Yes 

2d No 

2e No 

4 1040, ETD (extensions), 1065, 1120, 1120-S, 990 

7, 8, 10 Provide original signatures 

3. Complete fingerprint cards for each corporate officer, owner, or partner, unless he or she is a 
software developer (Question 2e) or a Not-for-Profit service (Question 3). If the people listed in 
sections 7 and 8 are a CPA, attorney, enrolled agent, officer of a publicly owned corporation, or a 
bonded bank official, you may submit evidence of current professional status in lieu of a 
fingerprint card. You can obtain a fingerprint card form the IRS by calling 1-866-255-0654. 

F A principal, owner, or partner must sign new applications. Responsible officials may sign a 

revised application. 

4. Mail your application to the IRS Service Center in Andover, Massachusetts. You can send the 
form to the following addresses: 

 

STANDARD POSTAL SERVICE OVERNIGHT MAIL SERVICE 

Internal Revenue Service 
Andover Campus 

Attn: EFU Acceptance 
Testing Stop 983 
P.O. Box 4099 

Woburn, MA 01888-4099 

Internal Revenue Service 
Andover Campus 

Attn: EFU Acceptance 
Testing Stop 983 
310 Lowell Street 

Andover, MA 05505-0001 

 

FIt can take four to eight weeks for the IRS to mail your confirmation letter and EFIN. 

http://www.irs.gov/
http://www.irs.gov/pub/irs-pdf/f8633.pdf
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Chapter 3: Setting Up the Program 
This chapter examines the next step of the process: 

 

To accurately setup the program, you will need the EFIN sent to you in your IRS program acceptance 
letter, which confirms you as an Authorized IRS e-file Provider. This section describes how to use the e-
file Setup Wizard to setup the program to e-file. If you have not received your EFIN, you can use 999999 
as your temporary EFIN for practice or data entry purposes only. This number does NOT work for actual 
e-file transmissions; you must replace this number when you receive your EFIN from the IRS. 

 

The e-file Setup Wizard 
 

 

 

The e-file Setup Wizard guides you step-by-step through setting 
your options for e-filing tax returns. The e-file Setup Wizard 
launches automatically when you open the program for the first 
time, if your EFIN number is not detected in last yearõs program. 
When the program displays the Do you intend to e-file this 

year? dialog, click Yes. 

 

F If you originally clicked No , click the Validate/Send Returns button on the toolbar to launch the e-

file Setup Wizard again. 
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This opens the e-file Setup Wizard. Click Next. 

  

In the EFIN box, enter the EFIN assigned to you by the IRS, and then click Next. 
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Enter the preparer information in the applicable boxes. If you will be filing paperless e-file returns, enter a 
five-digit PIN (Personal Identification Number) for the preparer in the ERO PIN box (this can be any five 
numbers you select and cannot start with zero). This serves as the electronic version of the preparerõs 
signature. 

 

Click Next. 

To complete the next step, you should be able to connect to Lacerte. If your computer does not have a 
modem or Internet connection, you will have to manually set the batch counter (discussed later). Select 
Connect to Lacerte to complete e-file setup, and then click Next. 

 

  

F This step will not appear if there 

are preparers already setup in the 
program. 
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The Lacerte Communication Manager opens a connection to Lacerte. 

 

Click Finish when complete. 

 

If either the EFIN or the Preparerõs information needs to be changed at a later date, select Options on the 
Settings menu. Set your EFIN at the Firm Info tab and add preparers at the Preparers tab. 
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Chapter 4: Entering Client Detail 
One you have set up Lacerte for e-filing, you are ready to start e-filing returns. This chapter examines the 
next two steps in the process: 

 

 

Screen 1, Client Information 
Before you can create an e-file version of the tax return, the Lacerte Tax program must be able to 
recognize the return as an e-file return.  

Follow these steps to create an e-file client: 

1. Open the client for whom you want to file an electronic return by clicking the Detail tab. 

2. Open Screen 1, Client Information.  

3. In the Electronic Return(s) field, click the drop-down arrow. 

 

4. Check the box (or boxes) next to the return(s) you plan to e-file. 

 

5. Click OK. 

6. In the Miscellaneous Info section, select the preparer for the return in the Preparer field. 
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Screen 3, Stimulus payment/Miscellaneous Information/Direct 
Deposit 
This is where you enter bank information and indicate if the taxpayer wants direct deposit of their federal 
refund, electronic payment of their balance due, or electronic payment of their estimated tax. 

 

Electronic Payment - Main Form 

For electronic payment, the program uses an electronic payment date of April 15, 2009 for returns filed 
before April 15, 2009. The electronic payment day will be the transmission date for returns filed after April 
15, 2009. The IRS e-file program does not allow the electronic payment date to be delayed after April 15, 
2009 for Patriots Day. If the taxpayerõs bank is closed for Patriots Day, the electronic payment will be 
withdrawn the next business day. 

Electronic Payment - 2009 Estimated Tax 

For the electronic payment of 2009 estimates, check the Electronic payment of estimated tax box (you 
must also enter bank information in this screen). All of the taxpayer's federal estimated tax payments will 
be directly withdrawn from the listed bank account in accordance with the estimated tax payment 
schedule. 

Electronic Payment - Extension 

For payment of estimated tax with the extension, the program uses an electronic payment date of April 15, 
2009. Enter the date you want the debit of the electronic payment to take place if before April 15, 2009. 
Do not enter a date later than April 15, 2009 (the IRS e-file program does not allow the electronic payment 
date to be delayed after April 15, 2009 for Patriots Day). If the taxpayerõs bank is closed for Patriots Day, 
the electronic payment will be withdrawn the next business day. 
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Screen 10, Wages, Salaries, Tips 
If your client has W-2 income, you must complete the Employer and Employee Information sections in 
addition to any standard W-2 information you would normally enter for the return.  
 
Once entered, the Employer Information will be saved to a multi-field table for use with all other clients. 
This information also transfers when the client is transferred to next yearõs return through the Proforma 
process. 

 

The Employee Information will automatically transfer from Client Information, Screen 1. If the 
information doesnõt match the W-2, you can change any of the elements. 
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Screen 13.1, Pensions, IRAs 
If your client has 1099-R income AND federal or state tax withheld, you must complete the e-filing 
section in addition to any standard 1099-R information you entered for this return. The functionality that 
exists in the W-2 screen also exists in this screen as well. 
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Screen 13.2, Gambling Winnings and Losses 
Enter all W-2G information in the applicable fields, as well as the mandatory W-2G Payer Information 
and Recipient Information sections. 

 

Also take note of the asterisked fields in the W-2G Gambling Winnings section. 
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Chapter 5: Reviewing and Printing 
Once you have entered the detail information, you can begin reviewing and printing. This chapter 
examines the next steps in the process: 

 

The Interactive Diagnostics tab in Lacerte is used to check a return for errors. After all e-file diagnostics 
have been fixed or addressed, the return along with the e-file forms can be printed. 

 

Interactive Diagnostics 
You should always review the diagnostics for potential problems with a return, as the Diagnostics tab may 
display warnings that must be corrected before the return can be e-filed. For all returns, Diagnostic 
Warnings are listed as either Critical or Informational. For electronic returns, a third category called Fatal 
Diagnostic Warnings may appear. If a return has Fatal Diagnostics Warnings listed, it cannot be filed 
electronically. Some of these warnings can be corrected while other warnings of this nature refer to 
situations or forms that require filing on paper. If critical warnings exist (which will prohibit the return 
from passing validation and being e-filed), you can "jump" to the related input by clicking the Diagnostic 
link. 

 

Using the Interactive Diagnostics eliminates errors so that once you begin the e-file Validate and Send 
Wizard (discussed later), you do not encounter errors that prohibit a return from passing validation.  
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Printing e-file Forms 
The Print e-file Signature Document selection on the E-File menu is designed to make printing the 
forms related to e-filing quick and easy. 
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Form 8879 

Beginning with the TY07 filing season, all federal e-filed returns are now paperless. Form 8453 (U.S. 
Individual Income Tax Transmittal for an IRS e-file Return) is now just a "cover sheet" for any returns 
that require attachments. The only signature document generated is Form 8879, IRS e-file Signature 
Authorization. 

Per IRS instructions for this form, you must receive the completed and signed Form 8879 from the 
taxpayer before you transmit the return. The signature date on this form should be no later than the 
signature date included in the e-file that is transmitted to the IRS. By default, the program will assign 5 
digit numeric PINs (taxpayer and spouse, if applicable) to all e-file returns and print the PINs on Form 
8879. This is controlled by the User Option for the Computer Generated PIN. 
 

 

If this option is set to No, you must enter the PIN signatures in screen 4.1 for the taxpayer and spouse, if 
applicable. 

 

You will also have to enter the PIN Authorization in screen 4.1 to indicate how the PIN(s) were entered in 
the program. 

 

F If the taxpayer enters his and/or her own PIN on Form 8879 (in other words, you are not using the 

Practitioner PIN method for the return), then Form 8879 does not have to be completed. 
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Form 8453, U.S. Individual Income Tax Transmittal for an IRS e -file Return 

Use Form 8453 to send any required paper forms or supporting documentation as listed below: 

 Form 1098-C, Contributions of Motor Vehicles, Boats, and Airplanes (or equivalent 

contemporaneous written acknowledgment) 

 Form 2848, Power of Attorney and Declaration of Representative (only for an electronic return 

signed by an agent) 

 Form 3115, Application for Change in Accounting Method 

 Form 3468 - attach a copy of the first page of NPS Form 10-168a, Historic Preservation 

Certification Application (Part 2ñDescription of Rehabilitation), with an indication that it was 

received by the Department of the Interior or the State Historic Preservation Officer, together 

with proof that the building is a certified historic structure (or that such status has been requested) 

 Form 4136 - attach the Certificate for Biodiesel and, if applicable, Statement of Biodiesel Reseller 

or a certificate from the provider identifying the product as renewable diesel and, if applicable, a 

statement from the reseller 

 Form 5713, International Boycott Report 

 Form 8283, Noncash Charitable Contributions, Section A, (if any statement or qualified appraisal 

is required) or Section B, Donated Property, and any related attachments (including any qualified 

appraisal or partnership Form 8283) 

 Form 8332, Release of Claim to Exemption for Child of Divorced or Separated Parents (or certain 

pages from a post-1984 decree or agreement, see instructions) 

 Form 8858, Information Return of U.S. Persons With Respect to Foreign Disregarded Entities 

 Form 8864 - attach the Certificate for Biodiesel and, if applicable, Statement of Biodiesel Reseller 

or a certificate from the provider identifying the product as renewable diesel and, if applicable, a 

statement from the reseller 

 Form 8885, Health Coverage Tax Credit, and all required attachments 

 Schedule D-1, Continuation Sheet for Schedule D (Form 1040) (or a statement with the same 

information), if you elect not to include your transactions on the electronic short-term capital gain 

(loss) or long-term capital gain (loss) records 

 Worksheets 1 through 4 from Pub. 517, Social Security and Other Information for Members of the 

Clergy and Religious Workers (or other statement showing the required information and 

computations) 

 
You must mail Form 8453 to the IRS within 3 business days after receiving acknowledgement that the IRS 
has accepted the electronically filed tax return. Mail Form 8453 to the IRS at the applicable address shown 
in the chart below. 

IF  the electronic return was transmitted to: THEN  mail Form 8453 to: 

Andover or Kansas City 
Submission Processing Center 

Internal Revenue Service 
Attn: Shipping and Receiving, 0254 
Receipt and Control Operations 
Andover, MA 05544-0254 

Austin, Fresno, or Philadelphia 
Submission Processing Center 

Internal Revenue Service 
Attn: Shipping and Receiving, 0254 
Receipt and Control Branch 
Austin, TX 73344-0254 
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Preparer e-file Instructions 

By default, the program prints the preparer e-file instructions, which list steps in the e-file process which 
need to be followed both before and after transmission of the return to the IRS. Reviewing these 
instructions should be an integral part of your e-file process to ensure you do not forget any steps and that 
you are in compliance with IRS e-file procedures. 

The e-file instructions print at the front of the preparer review and the preparer file copies of the return. 
To omit the printing of the Preparer e-file instructions completely, set the e-Filing Instructions option to 
No  (there is also a per-client override available in Screen 4.4). 

e-Filing Instructions  

 

F You can change which return copies the Preparer e-file instructions print with at the Items to Print 

tab in Options. 

 

 

 

 

 



29 

Validating the Return 
The e-file Validate and Send Wizard runs when you print an e-file return (or components of a return). If 
critical e-file diagnostics exist, the program prompts you to continue printing: 

 

When a return is validated, the program assigns a Declaration Control Number (DCN) to the return. The 
DCN is a unique return tracking number used by the IRS that is a combination of three numbers: the 
EFIN, the batch number, and the serial number. 

 

F You should manually reset the DCN Counter (comprised of the batch and serial numbers) for 

computers used to process, but not send, returns for e-filing. If each computer does not have unique batch 
and serial numbers for the DCN, you may receive rejects for any returns filed from a computer with a 
duplicate DCN. 

For example, you have three computers to prepare and process e-files, but only one has a connection. You 
will send returns on the one computer, and its batch number will be set to 1 during your initial 
transmission to Lacerte. You must manually set your remaining computers' batch numbers to 2 and 3, 
respectively, prior to creating any e-file returns. 

To change the DCN Counter: 

1. On the E-File menu, point to e-file Support Tools, and then click Reset DCN Counter.  
2. In the Batch Number/ New field, type a number unique to the current computer. 

 

3. Click OK to assign the new numbers to the computer.  

The computer is now ready to process e-file returns.  

F  You cannot repeat numbers assigned 

to other computers in your office. 

F You will not be able to transmit an e-file 

with critical warnings.  
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Chapter 6: Transmitting e-file Returns 
Once the return has been reviewed by the taxpayer and you have received the signed Form 8879, IRS e-file 
Signature Authorization, you are ready to create the e-file and transmit it to Lacerte. This section 
demonstrates this step of the process: 

 

 

Entering PIN and Signature Information 

When you print the signature documents, you receive the following warning for paperless e-file returns: 

 

This is because the signature date needs to be entered prior to transmission. You can also elect to use the 
Computer date as PIN signature date override field in Screen 4.1. 

 

This overrides the user option that you can use to automatically assign the computer date as the signature 
date on Form 8879.  

 

F  This option should only be utilized when the signature date on Form 8879 actually matches the 

computer date, i.e., the taxpayer(s) signed Form 8879 on the same day you are creating and/or transmitting 
the e-file. 
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Screen 4, Electronic Filing 
This input area is divided into five separate screens: 

 

 

Screen 4.1, e-file Signature Main Form 

Paperless e-f i le Entries 

As previously noted, the only entries required for paperless e-file returns are in Screen 4.1, e-file Signature 
Main Form in the Paperless Filing Signature Section. (Most of the entries in this screen can be controlled 
by settings in User Options.) Note that these entries should only be made after the taxpayer has reviewed 
the tax return, read the e-file PIN consent form, and signed Form 8879. 

 

The Taxpayerõs signature date field entry is the date on which the taxpayer (and spouse, if applicable) 
actually signed Form 8879.  

 

Form 8453 ï Overrides 

While Lacerte automatically generates Form 8453 when needed, this section allows you to force this form 
to print by selecting the form or document required to be attached and mailed. 
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Screen 4.2, e-file Extensions 

Contains overrides for all e-filed extensions (4868 and 2350) as well as for paperless filing of all extensions. 
The process for e-filing extensions is referenced in Chapter 9. 

 

Screen 4.3, e-file MFS Income Allocation 

Taxpayers who reside in Community Property states can e-file when their filing status is Married Filing 
Separate (MFS), provided they disclose some necessary information regarding income reported on their 
spouseõs return. The e-file record (electronic format of the file being transmitted) must include an income 
allocation record detailing the husbands and wifeõs income. Entries in this screen meet this requirement. 

 

Screen 4.4, e-file Miscellaneous 

This screen contains "special processing" fields not usually encountered when filing most e-file returns. 
However, note that the following scenarios have entries here: 

1. Special military processing - alerts the IRS that the return is subject to special processing because 
of a taxpayerõs military duty. 

2. Alternate Paid Preparer ð used when an e-file was prepared by another firm. 

3. Alternate ERO ð used when you are transmitting e-files for another firm. 

 

Screen 4.5, Republic Bank RAL Information  

This screen contains the input fields necessary to complete and print the Refund Anticipation Loan (RAL) 
application, Truth in Lending Authorization (TILA), and other disclosure statements when using Republic 
Bankõs Tax Refund Solution software. 
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The e-file Validate and Send Wizard 
You will use the e-file Validate and Send Wizard to validate, create, and send the e-file.  

Follow these steps to transmit the e-file: 

1. At the Clients tab, select the client(s) for whom you want to create e-files. 

2. Click the Validate/Send Returns button on the toolbar. 

 

3. Clear the check boxes next to the returns you do not want to send (if applicable), and then click 
Next. 

4. Select Validate/Create/Send, and then click Next. 

F If the program finds e-file errors in the return, the program opens the Diagnostics tab and lists 
the e-file errors found for this client. Click the diagnostic to jump to the relevant input field. If you 
have multiple returns selected, the wizard lists them and continues. 

 

5. Click Next after the Validate stage.  

6. Review the return information in the Summary, and then click Next. 

CAUTION! After you send a return to Lacerte, it cannot be stopped or "intercepted". Also, you 
cannot e-file amended returns. Be absolutely sure all forms are included in the tax return before 
you exit the review stage. 

7. Click Send the e-file(s) now. 
-or- 
Send the e-file(s) later. 

F If you choose to send the e-file(s) later, the Communication Manager automatically sends any 

e-files in the queue next time you connect to Lacerte. Start the Communication Manager to see 
how many items are in the queue and to connect to Lacerte. 

8. Click Finish. 
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Chapter 7: Receiving and Troubleshooting Acknowledgements 
This chapter examines the next step in the process: 

 

Receiving Acknowledgements 
When you file an electronic return, the IRS sends an "Ack," or acknowledgement, notifying you of the 
status of your electronic file. It is an official confirmation that the IRS has received your clientõs e-file tax 
return, and all Acks verify that the e-file was either accepted or rejected. Anytime you connect to Lacerte 
you receive acknowledgements, if they are available (Lacerte does not "send" the Acks to you). Normally 
your acknowledgement should be available within 48 hours, as determined by the IRS (some states have a 
longer turnaround time, up to 5 days after the federal return has been accepted).  
 

Follow these steps to retrieve your Acks: 

1. On the toolbar, click the Receive Acknowledgements button.  

 

2. If the IRS rejected any of your e-file returns, click the e-file Activity Report button on the 
toolbar to review IRS Rejects and possible solutions. 

 

3. Correct any errors, re-create the e-file, and re-file the return. 

 

Post Transmission Summary 

After connecting to Lacerte for any reason (REP, email, retrieving acknowledgements) a Post 
Transmission Summary is displayed. This provides you with a brief summary of the transmission process. 
In the case of ACKs, the current status (listed under Activity) is displayed.  
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Troubleshooting Acknowledgements 
Whenever a return is rejected, use the information provided by the IRS and Lacerte to correct the client 
file, and then retransmit the return. One of the features that you will use in this process is the e-file Status, 
and one of the publications critical to this process is IRS Publication 1345A, Filing Season Supplement for 
Electronic Return Originators. 
 

e-file Status 

Just as you can use the Client Status feature to track work in progress, you can also use the Status feature 
to check the Status of an individual e-file return. For e-file clients, the program creates an additional tab in 
the Status window. 

F Statuses for EF clients are assigned automatically by the Lacerte program. 

You can also check the status of multiple clients by using the Database Reports feature. This allows you to 
view and print reports containing the various e-file statuses. 

To check the e-file Status (All Clients view):   

1. Select the desired client in the client list.  

2. On the Client menu, select Status or press [F4] .  

3. Select the e-File Status tab. This displays the electronic filing status for the client.  

  

4. Click OK.  

 

To check the e-file Status (e-file Clients view):   

1. Click the status hyperlink in the Fed EF Status or State EF Status columns on the client list.  

        

2. This displays the electronic filing status for the client. 

3. Click OK. 
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IRS Rejects 

Many reject errors from the IRS contain code numbers (designated as "SEQ ###"). To find out what 
each code means, please refer to IRS Publication 1345A. While Lacerte describes the reasoning behind the 
reject codes, much of the language comes directly from the publication, so it is the best resource for 
understanding and resolving rejected EF returns. 

  

Once you have corrected the items causing the reject, you will need to re-create and re-transmit the return. 
Repeat the steps in the Transmitting Returns section. 

The e-postmark is the 

equivalent of the US 
Post Office postmark 

on a mailed return  

IRS reject 
reference 

Lacerte resolution 
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e-file Filters 
Several default filters are provided on the Clients view screen allowing you to quickly sort your EF clients 
based on their current status. Click the applicable Fed e-file Status or State e-file Status filter and only 
those clients with that specific status will appear. 
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Database Reports 

To generate a report displaying the e-file status for multiple clients:  

1. Select the clients you want to include in the report. You can select multiple clients using the 
Group Select feature [F3] .  

2. On the E-File menu, select Status Activity Report.  

3. In the list at the top of the window, choose a report type.  

4. Click Complete Activity for the complete e-file history for the selected client(s), including the 
reason for rejection, if applicable, or click Condensed Activity for a one-line summary for the 
selected client(s), including the client number, social security number, DCN, type of electronic 
return, dates the e-file return was sent and received, and when the return was accepted or rejected. 

5. Select the check box(es) next to the status(es) you want to include in the report. 

  

6. Although the report automatically previews when 
you open this window, you may need to click 
Preview to view the report if you make different 
selections (as in steps #4 and #5),  

 

-or-  

Click Print to print the report.  

 

7. Click Close to close the e-file Activity Report 
window.  
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Status Explanations 

The following table describes the e-file statuses that could automatically be assigned to a return as it 
progresses through the EF process. 

Common Federal/State 
Statuses 

Description 

Failed Validation 
The program found some problems with the return when you checked the file for errors. You must fix these 
before creating and sending the e-file. To check the errors, click the status in the Client list. 

Passed Validation 
The program found no errors in the return when you checked the file for errors. You can now create and 
send the return. 

Ready to Send The program has created the return and you can now send the return to the IRS. 

Sent to Lacerte 
You have sent the return to Lacerte but have not received acknowledgment that Lacerte has received the 
return. 

Transmission Failed The e-file did not transmit to Lacerte. You must re-create the e-file and try again. 

Received at Lacerte 
Lacerte has received the return. The return receives an electronic postmark at this time. The electronic 
postmark marks the file with a date and time (Pacific time zone). 

Sent to IRS/Sent to State 
Lacerte has sent the return to the IRS/DOL. You can expect the IRS/DOL Acknowledgment within 12 to 
48 hours. 

IRS/State Rejected 
The IRS/DOL has received and rejected the return. Review the reason for the IRS/DOL rejection. You 
may be able to correct the return, reprocess, and re-send it to the IRS. 

Lacerte Notice Lacerte has stopped the return and issued an informational message to the user. 

IRS/State Accepted The IRS/DOL has received and accepted the return. 

e-File Complete 
The IRS/DOL has received and accepted the return and you have printed the acknowledgment letter. No 
other action for the return should be necessary. 

IRS/State Delayed In the event acknowledgements are delayed, Lacerte will issue this status with customized messaging as to 
when we last contacted the agency and the expected timeframe for receiving acknowledgements, based on 
agency feedback. 

  

Additional State Statuses Description 

Lacerte Notice If we ever get an acknowledgement from the agency that we donõt expect, we provide a Lacerte Notice 
status with customized text to indicate what the issue is and how to resolve it 

Received Several states list Received as their final status. This signifies that the state retrieved the file from the IRS. 

Accepted With Note The state received and accepted the return and attached information to the file. 

Conditional Acceptance 
The state received the return and has accepted it, however, the agency still requires some further action 
before the return is finished. See the Ack for this return for an explanation of the further action required. 

In Progress If an e-filed return cannot be transmitted to the agency within the normal timeframe, you will receive an òIn 
Progressó status to inform you of any delays and when to expect the filing to be transmitted. 
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Chapter 8: Acceptance Letters 
This chapter discusses the final steps in the e-file process: 

 

 

The Acceptance Letter  
You cannot print the Acceptance Letter until you receive the "Federal Accepted" acknowledgement from 
the IRS. Once you receive an acceptance acknowledgement for the e-file return, the program will allow 
you to print the acceptance letter for a single client or even a group of clients. This is the only way to 
change the status from "Federal Accepted" to "e-file Complete."  

To print Acceptance Letters: 

1. At the Clients screen, select the client(s) in the Client list. 

2. On the E-File menu, click Print Acceptance Letters. 

3. Click Print. 

4. Select how you want the Acceptance Letters to print ð on paper or to a PDF file so you can 
email the letter(s) to your client(s). 

 

5. Click Print 
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The Acceptance Letter template can be edited by selecting Client Letter on the Settings menu, and then 
clicking the Electronic Filing  folder and selecting EF Acceptance. 
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ERO Responsibilities 

F For a comprehensive and official list of your (ERO) responsibilities to both the taxpayer(s) and 

the IRS, see Publication 1345, Handbook for Authorized e-file Providers of Individual Income 
Tax Returns and Publication 3112, IRS e-file Application and Participation. 

Part of the final step in the electronic filing process is record keeping. You should provide the taxpayer 
with a copy of:   

 The completed forms and schedules you filed for the taxpayer 

 Any documents that require signature(s)  

 Any other documents that are not IRS forms or schedules. 

 The Acceptance Letter (contains the following) 

o The Declaration Control Number (DCN) assigned to the return  

o The service center that received the return  

o The amount of the refund or balance due  

o The clientõs direct deposit election, and   

o An 800 number for the IRS. 

 

Record Keeping and Documentation Requirements  

The following is from Publication 1345, Handbook for Authorized e-file Providers of Individual Income 
Tax Returns: 

"EROs must retain and make available to the IRS upon request, until the end of the calendar year in which 
a return was filed, the following material at the business address from which the return was originatedé 

 A copy of signed Form 8879, any supporting documents that are not included in the electronic 
return data and copies of Forms W-2, W-2G, and 1099-R; 

 A copy of signed IRS e-file consent to disclosure forms for taxpayers who signed using an 
electronic signature; 

 A complete copy of the electronic portion of the return that  can be readily and accurately 
converted into an electronic transmission that the IRS can process, and; 

 The acknowledgement file for IRS accepted returns. 

Forms 8879 and 8878 must be available to the IRS in the same manner described above, for three years 
from the due date of the return or the IRS received date, whichever is later." 

The good news for many is that EROs may electronically image and store all paper records they are 
require to retain for IRS e-file. This includes signed Forms 8453 and paper copies of Forms W-2, 
W-2G, and 1099-R as well as any supporting documents not included in the electronic record and Forms 
8879 and 8878. 

http://www.irs.gov/pub/irs-pdf/p1345.pdf
http://www.irs.gov/pub/irs-pdf/p1345.pdf
http://www.irs.gov/pub/irs-pdf/p3112.pdf
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Refunds 

Advising Taxpayers about Refund Inquiries  

EROs should tell taxpayers how to follow up on returns and refunds by pointing out the "Whereõs My 
Refund" feature on the IRS web site. If taxpayers do not have access to the Internet, the ERO should 
provide taxpayers with the Refund Hotline information. The Refund Hotline number is 1-800-829-1954 
(toll-free) and will have information about taxpayersõ refunds (when it becomes available). 

To call the Refund Hotline, taxpayers will need to enter the first Social Security Number shown on their 
tax return, the filing status, and the exact amount of the refund in whole dollars. Before checking on 
refunds, taxpayers should wait at least three weeks from the time the return data is acknowledged as 
accepted. Because refund information is updated each weekend, taxpayers should be advised not to call 
more than once a week. This will save taxpayers from checking on their refunds with no possibility of 
success. 

Refund Delays 

Taxpayers often ask EROs to help them when refunds take longer than expected. Refunds may be delayed 
for a number of reasons, including the following: 

 Errors in Direct Deposit information (refunds will then be sent by check); 

 Financial institution refusals of Direct Deposits (refunds will then be sent by check) or delays in 
crediting the Direct Deposit to the taxpayerõs account; 

 Estimated tax payments differ from amount reported on tax return (for example, fourth quarter 
payments not yet on file when return data is transmitted); 

 Bankruptcy; 

 Inappropriate claims for the Earned Income Tax Credit; or 

 Re-certifications to claim the Earned Income Tax Credit. 

Taxpayers will receive a letter or notice explaining the issue(s) and how to resolve the issue(s). The letter or 
notice will contain the contact telephone number that the taxpayer can use for further assistance. If 
taxpayersõ refunds are lost or misapplied, taxpayers do not receive notices or letters, or there is no 
information on the Refund Hotline (see "Advising Taxpayers about Refund Inquiries", above), advise 
taxpayers to call the IRS Tax Help number listed in tax packages. 
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Chapter 9: e-file Extensions 
The only "prerequisite" for e-filing extensions is that the appropriate entries have been made in Screen 9, 
Extensions (4868, 2350). Input fields in Screen 4.2, Electronic Filing/e-file Extensions provide optional 
overrides.  

The following table describes each field and its use: 

USE THIS FIELD: TO: 

Form 4868 e-file documents and instructions: 
1=force, 2=suppress 

Force the program to generate or suppress the e-file 
preparer instructions and the consent required for Form 
4868. 

Computer generated PIN(s): 1=yes, 2=no [O] 
Overrides the program setting in Options to use a computer 
generated PIN 

Signature date [O] 
Override the default taxpayerôs signature date, which is the 
due date of the extension. 

Taxpayerôs PIN [O] 
Override the taxpayerôs PIN for electronic payment made 
with the filing of Form 4868. 

Spouseôs PIN [O] 
Override the spouseôs PIN for electronic payment made with 
the filing of Form 4868. 

PIN authorization (MANDATORY) (Ctrl+T) [O] 
Override the method by which the PIN(s) were entered into 
the program. 

EROs PIN [O] 
Override the ERO PIN for the preparer assigned to the 
return. 

EROs Signature date 
Override the default ERO signature date, which is the 
taxpayerôs signature date 

 Suppress Form 2350 e-file documents 
Force the program to suppress the e-file preparer 
instructions and the consent required for Form 2350. 

 Taxpayer is signing Form 2350 
The preparers signature is the default signature for Form 
2350. Check this box if the taxpayer is entering their own 
PIN and signing Form 8878. 

E-file only ï Preparerôs signature date [O] 
An entry in this field overrides the preparerôs signature date, 
which is the due date of the extension. 

 

Creating and Sending e-file Extensions 
The process for sending extension e-files is identical to the process for sending e-file returns. There is no 
additional input required to generate the e-file extensions. 
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e-File Extension Flowchart  
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Appendix I: Sample Mode 
 

EFIN 
You can use an EFIN that will allow you to "test" the e-file process. This EFIN, "999999" should be 
replaced with your actual EFIN before attempting to transmit actual returns. 

 

Client Files 
During this webinar, sample files are used to transmit returns for the purpose of demonstrating the 
process. You can add (or copy) any client and use 999-99-9999 as the taxpayerõs SSN for a sample e-file 
return. It doesnõt matter what the return contains, as long as there is no state added to the inventory. You 
will receive a critical warning when a state exists. Using any last name for the taxpayer will result in the 
following acknowledgements: 

 Sent to Lacerte 

 Received at Lacerte 

 Sent to IRS 

 Federal Accepted 

 

Using a last taxpayer name of "Reject" results in the following acknowledgements: 

 Sent to Lacerte 

 Received at Lacerte 

 Sent to IRS 

 Federal Rejected 

 

The reject will be error 500 as demonstrated in the webinar, and can be resolved by changing the last name 
to anything else and re-transmitting the return. 

 

F You will not be charged for this return if you have to submit it for REP processing. The Lacerte REP 

system automatically discards billing information for returns with all 9õs as the SSN or EIN.  
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NOTES:  
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Appendix II: Lacerte e-File Atlas 
The EF Atlas is a resource that assembles and organizes electronic filing information from dozens of 
Federal and state websites into one comprehensive website to provide answers and information through 
an easy-to-use interface. 

 

 

 

 

 

  


