


Introduction

This Quick Start Guide describes the installation process for the 1040 Desktop Software. The Quick Start
Guide not only contains easy to follow instructions for installing and configuring the software program
but also includes other important information about system requirements, configuring your security
options, EFIN, preparers, printers and billing schedules plus instructions for transmitting, receiving
software updates and much more. An optional Setup Wizard is also available to guide you through the
steps required to setup your software.

Please review the updated System Requirements section on page 6, to confirm that your computer or
network meets the minimum or recommended requirements.

For additional information, please refer to the Help files of the program, or contact Partner Support.
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Before You Begin Electronic Filing

IRS

To prepare or assist in the preparation of Federal Tax Returns, you must obtain a Preparer Tax
Identification Number (PTIN) from the IRS. You must also obtain an Electronic Filing Identification
Number (EFIN) from the IRS if you plan to file tax returns electronically. For more information on

obtaining a PTIN or EFIN, please visit the IRS website at www.irs.gov.

How to Reach Us

If you require assistance with software installation or other information contained within this guide,
please contact Partner Support at 206-209-2653, or email us at help@erosupport.com.

Support Hours

All times Pacific

2023 Regular Hours

Monday-Friday Saturday Sunday
4/18 - 12/29 7 AM - 4:30 PM Closed Closed
2023 Filing Season Hours
Monday-Friday Saturday Sunday
1/2 - 1/20 7AM -7 PM 1/7-4/15 |7 AM-5PM TBD 7AM-5PM
1/23 - 2/3 6 AM -8 PM
2/6 - 4/14 7AM -7 PM
Monday, 4/17 6 AM - 8 PM

Version 11.29.2022

Support Hours Listed Above are Subject to Change
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System Requirements

Please review the system requirements for the 1040 Desktop Software:

Workstation and Standalone Computer

Operating System Windows 10, Windows 11
Minimum Recommended

Processor 2GHz or faster x86/x64 based CPU 2GHz or faster dual core x86/x64 based

CPU

Memory 8GB (32bit), 8GB (64 bit) 16GB or more

Available Disk Space 1GB 250GB or more

Internet Connection Dial-up Internet Broadband Internet

Monitor Resolution 1024x768 or higher

Printer HP compatible laser printer supporting a Printer Control Language (PCL) or a GDI
compatible printer. Please note this is due to bank requirements for properly printing
checks.

Networks

The network system requirements are the same as the workstation and standalone computer requirements. For

best results, the host computer should meet the recommended requirements listed above.

Installing 1040 Desktop Software

The 1040 Software may be set up as a standalone installation where the program will be used on one
computer for completing and transmitting returns, or as a network installation where returns will be
completed on multiple computers within the same office and transmitted from one or more computers
on the network.

Whether you are installing on a standalone machine or a network, first install the software using the
instructions found in the next section, “Standalone / Network Host Installation.” Instructions for
configuring network workstations can be found in the “Workstation(s)” section of this setup guide.

Standalone / Network Host Installation
To install the program to a single computer or network host computer, follow these steps below:

1.

Close all applications that are running on your computer.

Double-click the installation file. The Windows Installer will begin loading, and the Installation
Wizard will open.

Follow the on-screen instructions in the Installation Wizard. (Note: The Installation Wizard will
install the program to the C:\Xlink23 folder of the hard drive by default. If the program will be

installed on a network server, change the destination drive letter to that of the network server.)

When installation is complete, click on Finish to open the program and continue to the next
section, Configuration Wizard.
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Configuration Wizard
When the program is opened for the first time you will be prompted to complete the initial
configuration setup.

1. Ifthe 2022 program (TY2021) is installed on the same computer, the prior year path will
automatically display in the Path field.

a. Click the =/ button on the right to navigate to the path of the prior year program, if
necessary. Note: If you did not use the
2022 program, or you do not want 2022 i Time Soun
information to proforma forward into Proryear fomatin

Setup could not find a prior year version of 1040 Software on your computer.

2023 |eave thiS .ﬁeld blan k Please browse to your prior year 1040 Software directory. If you do not have
’ Migaiiih.

the prior year software on your computer, skip this section_

o Path | c:ixlink22 |
o Prior year login Password

b. Enter the Prior Year Login and Password
for the prior yea r prog ram. Note: Leave The following information is provided by your sales representative and is

included in your software packaging. If you do not have this information,
please contact your sales representative at TBD.

this field blank if you did not enter a Prior © uerr Passuord"
Year Path from the Step above. Note: This information is required to continue with the installation.

*Required Information
© CrossLink Professional Tax Solutions 2022

c. Enter your User ID and Password in the
fields, then click the Next button. —

2. Enter required office information, including your

Please enter the following information and click Next.

Name (company name), Phone, and Location Cftce fematien

(your city). Enter your E-mail and Site ID, if Name” | Jor Dog | Phone*

desired. ::IIM :iEi:;EROSUPPORT.COM — :1
sied [ ]

Note: A Site ID is used to manage centralized Drgating o each remote e location, o otk etume

check printing in multi-office configurations. Call “Required informaion

Partner Support at 206-209-2653 if you have
guestions about Site ID’s.

Click Next to continue.
toc >
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3. Inthe Admin Password field, type the password
you want to use for the Administrator account,
and then type it again in the Confirm Password
field.

Important Note: Please choose a password that
you can easily recall. You will use this password
when logging in to the program for the first time.

4. In the E-mail and Cell Phone fields, type the e-
mail and cell phone information for use with
password recovery on your Administrator or
“Admin” account.

Click Next to continue.

5. Enter a default Enhanced Encryption Password
(optional). Continue reading below for more
information.

Note: Adding an Enhanced Encryption Password
provides an extra layer of security. Choose a
password you are sure to remember, or keep it
stored in a safe location.

Admin is your primary login for the software. You will use Admin with the password you create below to
log into the software. You can create additional logins after completing the: First Time Setup.

Login Admin

Note: The Password must have upper. lower, special characters. digits, no spaces and be at least 8
chars

E-mail™ | help@erosupport.com
Cell Phone* 206-209-2653

& CAUTION: Forgotten or lost Encryption passwords
can lead to the loss of some or all your data.

Click Next to continue.

6. The selection for Will this copy be used to
Transmit to Central Site has been pre-configured
and cannot be changed locally. Please call Partner
Support at 206-209-2653, if changes are desired.

If you have the 2022 program (TY2021) installed,
select Yes next to each item you want to proforma

forward into the 2023 program.

Click Next to continue.

Version 11.29.2022

Cancel

~Enhanced Encryption Password (optional)

You can use Enhanced Encryption Passwrd to protect your software data.
This password is used when you transfer tax retum data to anther program, back up tax retums, and
when transfering data from the previous year

The Enhanced Encryption Password has been defauited to be the same as your User ID password. f
desired, you can type over to create a unique password or delete # f you prefer not to ss Enhanced
Encypion

Enhanced Encryption Password
e

Will this copy be used to Transmit to Central Site?

ransmit H

Existing Customers

Do you want to transfer the prior year Setup? @ Yes O No
Do you want to transfer the prior year Billing Information? @ Yes O No
Do you want to transfer the prior year Database? @ Yes O No
Do you want to transfer the prior year Login Accounts? @ Yes O No
Do you want to transfer the prior year Appointments? @ Yes O No
s
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7. The following screen appears if you chose to proforma information from the prior year
installation in step 6 to the current year. If you do
. Login ID Login Name [ Access Level |
not see this screen, proceed to step 8. ] Prep1 Janet. ADVINISTRATOR

Click the box next to each Login ID that you wish
to proforma forward. Alternatively, click the Select
All button below to select all the Login ID’s.

Enter the Default Password that will be assigned
to the LOgin |D'S, and then click Next. Please enter the default password for each Login Account selected above.

Defauit Password [ eeernsernse | [ soectan |

Note: The Default Password will be used as the
initial password for each of the selected accounts —
in the 2023 program.

8. Click Finish to launch the program.
Important Note: If you are installing on a network, Click New: I would like to Share the
Installation folder across the network check box.

Wallet Setup (Optional)

Before the program starts for the first time, you will be prompted for payment information. Follow the
on-screen instructions to complete Your Wallet. Completing the Your Wallet screen is optional and only
required if you intend to use the integrated remote signature feature. Click here to open the related
Here’s-How-To Configure & Use the Remote Signature Software Feature document which also includes
important changes for 2023 and has more information about the wallet.

By electing to use the Remote Signature feature integrated with the software program, the following
terms and fees from the remote signature provider will apply:

e A S$5.00 per SSN fee applies (e.g., a joint return with both primary and spouse using remote
signature = $10.00 total fee). If the taxpayer signature is required more than once within the
return (e.g., Forms 1040, 8879, State Return), only $5.00 will be charged per taxpayer vs per
Form, including if subsequent remote signature(s) are needed on the same and / or an amended
return.

e A method of payment on file is required to be entered by you during software setup and / or
prior to the first remote signature request.

e Remote Signature fees will be charged daily by the provider CPTS E-Comm via a 3rd party
payment processor. This fee does not apply to taxpayer signatures obtained in-person via
Signature Pad and On-Screen methods.

e If the Payment Method on File in your Wallet is unsuccessful at any time, the User associated
with the Wallet will receive a one-time email notification and be immediately turned off from
doing further remote signatures. Remote Signature services will be automatically re-enabled
once unpaid remote signature invoices are paid via the Wallet.
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Wallet Balance

$0.00

Payment Methods

Reload Balance Type

Manual Reload Reload

Reload your wallet

Please enter the email address

e o5

Settings

needed

uhere you

wish to recsive invaices and impertant

notifications.

Email Address

visa @0 [ e @

Workstation(s)

Transactions Invoices  Program Services FAQs

Last4 Exp. Date @

Before beginning, please ensure that you have completed the following:
e Installed the program on a host computer, where the taxpayer data will be stored. See the
“Standalone / Network Host” section of this guide for installing on a standalone machine or

network host.

e The installation folder is shared on the host computer so it can be written to by each

workstation computer. Please call Partner Support if you did not choose to share the folder
during installation and you need assistance with sharing the folder.

& CAUTION: Do not install the program on the workstation. If the program is installed individually

on each computer, the data will not be shared between the networked computers.

Begin by creating shortcuts on the workstation computer.

1. From the workstation computer, right-click on a blank space of the desktop, then choose New,

and then Shortcut.

View
Sort by
Refresh

Paste

Paste shortcut
Undo New

@& Share

View online
Manage OneDrive backup
Always keep on this device

Free up space

B Intel® Graphics Settings

Ctrl+Z

|New

d

[Z1 Display settings
& Personalize

Version 11.29.2022

Folder

@ Microsoft Access Database

|&| Bitrmap image

@ Microsoft Word Document
Microsoft Access Database

@ Microsoft PowerPoint Presentation
@ Microsoft Publisher Document
@ Rich Text Format

=l Text Document

E@ Microsoft Excel Waorksheet
Compressed (zipped) Folder
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2. The Create Shortcut wizard will display. You will be prompted to Type the location of the item.
Type ‘\\HOSTNAME\xlink23\xlink32.exe’ where HOSTNAME is the name of the server
computer, and then click Next.

o Create Shortcut

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts ta lacal or network programs, files, folders, computers, ar
Internet addresses.

Type the location of the item:
I\\HOSTNAME\XI\nkZS\xhnkSZ.exe I Browse...

Click Next to continue.

MNext Cancel

3. You will be prompted to type a name for this shortcut. Type ‘Tax Year 2022’ and Finish.

&, Create Shorteut
What would you like to name the shortcut?

Type a name for this shortcut:
|Taxvear 2022 |

Click Finish to create the shortcut.

Program Setup

The options in the program are preconfigured to meet the needs of most users. This section covers
options that must be configured before you can submit tax returns and other areas that, while not
required, could save you time throughout the tax season.

If you proforma the settings from your prior year program when installing the software, many of these
settings will be configured with information carried over from that program.

11| Page
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Logging into the program
1. Open the program by double-clicking the 2023
program icon on your desktop.

Login |Admin |
. s Password KK KR KK KRR
2. Type Admin in the Login field. Show [ | |

Forgot Password?

3. Type the Password for the administrator account,
and then click OK. Note: Use the password you OK [ Cancel ]
configured in Step 3 on page 8.

Multi-Factor Authentication (Optional)

After the first time Login, the program will present you with the option to enable Multi-Factor
Authentication (MFA). MFA is an optional extra layer of security you can add to your account to prevent
someone from logging in, even if they have your password. This extra security measure requires you to
verify your identity using a randomized 6-digit code each time you log in to the program. If you want to
opt in, follow the steps below, otherwise skip this section.

1. After opting in you will be required to download the Microsoft Authenticator app or another
compatible authenticator app . The app creates Multi-Factor Authentication codes and scans the
software QR codes necessary for MFA.

Multi Factor Authentication Options X

[ Opt into Mutli Factar Authentication

[ OK ] [ Cancel ]

Select/Deselect to opt in or out of Mutli Factor Authenticatil

2. Scan the MFA QR code that populates during install to complete the authentication account
set up on the downloaded MFA app from your mobile device.

12| Page
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https://www.microsoft.com/en-us/security/mobile-authenticator-app?SilentAuth=1&wa=wsignin1.0

MultiFactor Authentication

This software uses multi-factor authentication for the login process to comply with the IRS Regulatory
requirements. If you would like to use an authentication application to assist you during login, please
download an authentication application from the Apple App Store or Google Play.

=5y
EXI_}MPlE QR CODE
[=] =

Use your authentication application to scan the above QR code for use during the
login process.

Note: You may choose to skip this process.

3. Once the Tax Software’s QR Code has been scanned and linked to the Authenticator App, the
app will begin generating six-digit codes. The code will update every 30 seconds to ensure
security (this may vary depending on the Authenticator App chosen).

The Tax Software will then provide a Multi-Factor Authentication (MFA) code request after the
login for any user that has opted in. The generated code will be the one seen on the MFA
Application.

1040 Software - OTP Validation X

Get a verification code from the two-factor
authentication app and verify your identity.

ok ) [ concel |

Important Note: The Multi-Factor Authentication can be disabled or enabled by clicking Utilities
and then User Preferences menu bar. Click the MFA button to initiate the process.

13| Page
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Login Preferences X

Login Preferences

Color Scheme [ Use Transcription Mode

Client Data Screen  |Default v | [ Bypass City/Zip Key Tracking
Questionnaire ~| [ Bypass EIN Key Tracking

Client Letter english ~| [ Ignore State ID From Employer Database
Lookup Sort By SSN ¥ | [ Start Return with Return Interview
Signature Pad Type |D9f9U“ |'| [ Alternate Return Lookup Colors

BANK ID Code (Republic Bank Only) [ Default Preparer Information on 8879

[ ]

[ Change Password... ] [Password Recovery... ][ MFEA ][ Ok ] [ Cancel ]

Select Color Schemne Preference

IRS Security Message
The IRS is requiring all tax software programs to show an IRS Security message upon entry into the
software. Read the message and then click the OK button.

IRS Security Message X
Protect Your Clients; Protect Yourself
It takes all of us working together to protect taxpayers' data. The Data Security Resource Guide for Tax Professionals can help.
Download it today at IRS.gov/ProtectYourClients.
Data Security Tips for Tax Professionals
Go to www.IRS.gov/ProtectYourClients to download the complete Data Security Resource Guide for Tax Professionals. See what
steps you can take to better protect your clients and your business.
Here's a sampling from the Data Security Resource Guide:

- Learn to recognize phishing emails, especially those pretending to be from the IRS, e-Services, a tax software
provider or cloud storage provider. Never open a link or any attachment from a suspicious email

Remember: The IRS never initiates email contact with tax pros about returns, refunds or requests for
sensitive financial or password information.

- Create a data security plan using IRS Publication 4557, Safeguarding Taxpayer Data, and Small Business Information
Security — The Fundamentals, by the National Institute of Standards and Technology.

- Review intemnal controls
- Report any data theft or data loss to the appropriate IRS Stakeholder Liaison.

- Stay connected to the IRS through subscriptions to e-News for Tax Professionals, QuickAlerts and Social Media.

The Data Security Resource Guide for Tax Professionals also details the signs of data thefts, explains how to report thefts to
IRS and provides links to important data theft resources on IRS.gov. Download your guide today.

Publication 5294 (EN-SP) (6-2018) Catalog Number 71263T Department of the Treasury Internal Revenue Service www.irs.gov

Link to Pub 5294 (EN-SP) |

By using a computer system and software to prepare and transmit my client's return, or business return, electronically, | consent
to the disclosure of all information pertaining to my use of the system and software to create my client's return, or business return,
and to the electronic transmission of my client's tax return, or business return, to the IRS and State Agencies, as applicable by law.

Do Net show this message again

Note: Click the Do Not show this message again box if you do not want to see this message each time
you log into the program.
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Software Setup Wizard (Optional)

The Software Setup Wizard can guide you through the
configuration steps required for completing and filing your
first tax return. The wizard also includes “Extended Setup”,
to help you configure your printer, checks, additional
logins, etc. A checkmark next to a section indicates that
configuration for that section is complete.

If you want to use the wizard instead of following this
guide, begin by clicking on the Office button and then work
your way downward after completing each section. Use the
table of contents at the beginning of this guide to access
detailed information about each section in the wizard.

Note: This feature can be disabled by checking the box Do
not show at startup.

1. To begin configuration without using the wizard,

click the OK button and then continue reading
below.

Work In Progress

Software Setup Wizard x

Welcome to the Software Setup Wizard

Complete all sections under 'Required for Filing'. This information is required to
complete and file a return. Each screen is designed to quickly and easily guide
you through the setup process. A checkmark will signify when information has
been completed and an X signifies that information is incomplete or not provided.
For a full configuration, complete all sections under the 'Extended Setup'

Required for Filing

J Office Setup will guide you through configuring your office

information and Return defaults

/ ERO (EF Originator) Add the Office EFIN(s)
J Enter your Preparer(s) information in the software. To be

used on returns.

/ Configure your default billing options and billing method
x Wallet | wallet Configuration Setup

Extended Setup

x Configure the default printers for Returns, Checks, and

Reports

/ Add Bank check inventory and print test checks.

x Add Logins and configure login roles for the software

x Audit Cnirl| Configure Audit controls for return Due Diligence. Very
useful for meeting IRS regulatory requirements

x Setup Program and extended Return defaults
x Client Ltr | Customize the letters your clients see from

Acknowledgements o Appointment letters

The program will open to the Work In Progress Summary (WIP) screen each time you login to the

program.

| 2040 Retums || Business Returns | Web Sae
| Retabase Setup WRilty Reports Commands Help

e 83 3 e e dJd

AddNew  Transmit Payments Refund Calc Exit

User Id: Tax Year: 20XX

Version: 20XX.001

Logout: ADMIN

Work In Progress Summary

Tax Returns
Status Summary List
| Management Dashboard
Training Returns
Mobile Application Retrieval Utility

Fed Rejects

Transmit Queue

Transmit to Central Site 2
Recover from Archive

Exceptions/Rejects

| State Refused and Rejects

Printing Queue
Checks, Registers, and Activation
Tax Returns
Proformas
Federal Acknowledgement Letters
State Acknowledgement Letters

Other Items
Software Updates
Secure E-Mail
Bulletins
Today's Appointments
Backup Returns

Version 11.29.2022

Fed Refused

Fed/State Alerts

Verify Retrieved / Feeder Returns
Bank Rejected

Pending Remote Signatures
Completed Remote Signatures

Quick Reports

8453 Status Report
Checks Ready
IRS Ack Counts
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Navigation Tabs
By default, the program will open to the 1040 Returns tab. To access the Business Return section of the
program or the Website section, click the respective tabs.

1040 Retums}r Business Returns\lr Web 5ite1

Database Setup Utility Reports Commands Help

B &8 & & e d &

Add New Transmit Lockup Quick Payments Refund Calc Exit

Menu Bar

The selections available in the Menu Bar vary depending on your location inside the program. To access
a menu item, click the menu item to open the display list. (Note: To access a menu item using only your
keyboard, press and hold ALT down on your keyboard, and then press the underlined letter in the menu
item you wish to open. For example, to open the Database menu, press and hold ALT, then press the
letter D.)

1040 F‘.etums\"( Business Returns\lr Web Sitew

Database Setup Utility Reports Commands Help

B O 8 e e doa

Add New Transmmit Lookup Quick Payments Refund Calc

Toolbar
Use the Toolbar to quickly access frequently used features. Like the menu bar, the tools available are
dynamic, and will change depending on your location inside the program.

1040 Retums\lf Business Returns\lr Web Site]
Database Setup Utility Reports Commands Help

e O & e e d @

Add New Transmit Lookup Quick Payments Refund Calc

Information Bar
The Information Bar contains information relevant to you. The information displayed here varies
depending on your location inside the program.

User Id: Tax Year: 20XX Version: 20XX.001 Logout: ADMIN

Configuring Your EFIN
EFIN configuration will print on the Electronic Originator section of Form 8879.

To configure your EFIN within the program:
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1. Click on Database, then EF Originators.
i 1040 Returns rﬁusiness Retums]( Web Site]

m Setup  Utility Reports Commanc
Cities/ZIP Codes
I EF Originators .

ick
Paid Preparers -
Employers/Payers
Care Providers

New Record

2. Type your EFIN in the ERO’s EFIN field, then ERO's EFIN [ (add_|
click Add. If your EFIN is already present in EFIN__[ERO Name
the screen below, double-click on it to access |~ e
the EFIN record.

Edit H Delete { Close Jl Help |
3. Complete the required information as you
: H Self-Employed O Special Fee Process [
would like it to appear at the bottom of
PP . . EFIN Number | 000388 SSN/PTIN |P01234555 | EIN |912312312] ]
Form 8879. Refer to the field definitions ERO's Name*  [EFIN Owners Name -
below for more information. Firm's Address | 143 STREET
a. Self-Employed: Check if ERO is self- | city STOCKTON | state[CA | zIp [95219
em ployed Office Phone 2062092653 Master EFIN 000020
. . Cell Phone 2062092653 Cell Phone Carrier _m
b. Special Fee Process: Will _ :
. i Service Bureau | | PIN | |
automatically be checked if the Registered State of EFIN CA | RAC Bank
ERO is processing returns in Registered Phone of EFIN
Arkansas, lllinois, Maryland, Maine, ERO State Identification Number
or New York. These states require sate1 || Identiication | |
the ERO to charge the same fee for swte2 [ | wentficaton [ ]
both financial and non-financial ERO's Signature
products.
c. Electronic Filer ID: ERO’s EFIN _ o o _
Delete Si tu RemoteSi Capture Si t
d. SSN/PTIN: Enter the EFIN owner e ——— mowesion ) _Capuure Somature. )
SSN or PTIN. |Advanced... | save || cancel |

e. EIN: Enter the ERO’s EIN/Federal
Tax ldentification Number.

f. ERO’s Name: The ERQO’s first and last name

g. Firm’s Address, City, State, Zip: Enter the items as you would like them to appear on the
bottom of the 8879.

h. Master EFIN: This is auto filled by the Central Site, if applicable.

i. Service Bureau: This is auto filled by the Central Site, if applicable.
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j. PIN: Type the 5-digit ERO signature PIN you would like to use on Form 8879.

k. Registered State of EFIN: The state in which your EFIN is registered.

I.  Registered Phone of EFIN: The phone number listed in your EFIN registration with the
IRS.

m. RAC Bank: This is auto filled by the Central Site as the season nears. If the incorrect bank
is present here, contact Partner Support.

n. ERO State Identification Code: If you have a State-issued ID number which allows you to
prepare returns in that state, enter the two-letter State Code and State ID.

o. ERO’s Signature: You can save time by capturing the ERO signature here instead of
manually signing each 8879. Click the Capture Signature button if you have a supported
signature pad installed, then sign using the pad. Alternatively, click the RemoteSign
button and follow the on-screen instructions. Contact Partner Support for additional
assistance.

Configuring Your Preparer and Login Accounts

In this section, you can create and manage login accounts and their passwords. Create limits or allow
access to certain functions of the program for groups of users by using Access Levels. It is important for
each user to have a unique Login ID and Password and is required if more than one person is preparing
returns for the software to operate optimally.

Paid Preparer information will populate to the bottom of Federal Form 1040.

1. From the WIP screen, click SETUP in the Menu Bar, then click Login Accounts to open the Login
Accounts window.

1040 E‘.e’cul.’n.s}lH Business Returns\lf Web Site‘
Database S0 Utility Reports Commands  Help
3 Office Setup
@ Printer Setup
2 Billing Setup
m Lezcal Setup
Wallet Setup
Client Letters
I Legin Accounts I
Color Setup
% Cuestionnaire Setup
Sta Restricted Forms/Fields Setup

Login Accounts Window

2. From this window you can Add, Edit, or Remove user accounts, and enter the Access Levels
Window.
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Click Add to open the Login Preferences e — —

window, allowing you to create a new login. If = “ieesEEEE——EInmE——

you select an existing user and click Edit, the

Login Preferences window will open which

allows you to change the settings for that
user, including the password.
Select a user and click Remove to delete the
selected user from the system. This cannot be

undone. Consider disabling the preparers
access to the program in their Login Rty

Preferences.

Click Add, to create a new preparer, then follow the steps below.

Login Preferences Window
In this section, the new and existing users passwords, access levels, and Preparer Shortcut ID can be set
or changed along with any of the Login Preferences. Note: Once a Login ID is created, it cannot be

changed. To create a new user, enter the information below.

Login Detail
Login ID — The user will enter their ID into the program login box to access the software.
Login Name — This will be displayed on the WIP (Work in Progress screen) in the software.

a.
b.
c.

Email Address — Enter email

Login Detail
address for password reset. —
Cell Phone — Enter cell phone laTnhETE
number for password reset. Eaicdies

Cell Phone

Password and Confirm Password
— This is what a user will key into
the program login box to access
the software after entering their
Login ID.

Access Levels — Controls how the
user can access certain functions
of the program

See instructions below for
customizing access levels.
Preparer Shortcut ID — Allows for
selection or creation of a Preparer
Shortcut ID. If you already have
created the Preparer Shortcut ID

Password
Confirm Password
Access Level

Login Preferences

Color Scheme
Questionnaire

Client Letter
Lookup Sort By

[ ]

Ready

Preparer Shortcut ID

Client Data Screen

ADMIN

[ Tim Timmons]

‘ help@erosupport.com

206-209-2653
e
ADMINISTRATOR | -
Default -
Default -
english -
SSN (EIN) -]

SonarePacTipe oo |1

BANK ID Code (Republic Bank Only)

m]

[ Training Returns Only

[J Show Fees in Transmit Filter Window
[ Display Invoice short form

[ Hide Work In Progress Counts

[ Use Transcription Mode

[ Bypass City/Zip Key Tracking

[ Bypass EIN Key Tracking

[ Ignore State ID From Employer Database
[ Start Return with Return Interview

[ Alternate Return Lookup Colors

Do Not Show IRS Security Message

[ Default Preparer Information on 8879

[

OK ] [ Cancel ] { Help

]

to use with this login, it can be

selected from the drop-down menu. Note: If you need to create a new Preparer, enter a
unique code in the ID box, then click the New button. Refer to the Adding and Configuring

Preparer section below.

Additional checkbox options are available. Hover your mouse over the option for more

details.

Version 11.29.2022
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Login Preferences

i. Bank ID Code: Republic Bank preparers, key the Republic Bank Identification Number (RBIN)
here.

j.  Additional options are available. Hover your mouse over the option for more details.

3. Click OK to save the user. Click Add again on the next window and follow the steps above for
any additional users you may need to create.

Login ID Login Name Access Level Disabled
[ADMIN™ " TADMINISTRATOR ADMINISTRATOR ||

Access Levels Window
From the Login Accounts Window, click Access Levels to open the Access Levels Configuration window
shown below. In this section, you can create new and modify existing access level groups.
a. Access Levels Configuration Window allows for configuration of the selected level via the drop-
down menu in the top right. After selecting the desired access level, highlight the function(s)

from the left side list to add Select levelto modify
access or the right-side list to BEEETER | (sl ) (LRomame. ) (Lboce )
remove access. Then click the Access to select Access Included
Access Advanced Billing Setup ppointments
Add or Remove bUttonS to Access Biling Setup Add -= Add a New Return
Access Business Software Modify Primary SSN
complete the process and Access Chat Service Open a Return
i Access Client Letter Setup Preview Return
Customize the access IeveI. Access Extended Lookup Print Any Window
b. To create a new access level Access Level Maintenance Print Bank/Disclosure
: 4 Access Local Setup - Print Blank Forms
CliCk Add Leve| and enter the Access Non-Owner Returns Print Return Components
Access Office Setup v Print Tax Return v
new access level name. Follow
step A above [ OK ] [ Cancel ] [ Help

to customize the new access level.

c. Rename will allow you to rename the currently selected access level. Delete will remove the
access level from the system; this cannot be undone.
Note: The Administrator Access Level cannot be renamed or deleted.
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Adding and Configuring Preparer Information

1. Click on Database, then Paid Preparers.

1040 Retumsv Business Retu rns\lr Web Sitew

Setup  Utility Reports

Cities/ZIP Codes
EF Originators

I Paid Preparers

Employers/Payers
Care Providers

Referrals

Type a Preparer ID in the Preparer ID field, then
click Add. If a Preparer ID is already present in the
screen below, double-click it to access the
Preparer ID record.

Note: Each preparer must be assigned a Preparer

ID. It can be any combination of letters and
numbers between 3 and 7 characters.

Complete the required information as you would

Commanc

&)

-

New Record
Preparer ID | H Add ]
Preparer Id |Preparer Name
001 JOE TAX
002 TIM TIMMONS
[ Edit ] [ Delete ] [ Close ] [ Help

like the preparer information to appear at the bottom of Federal Form 1040.

a) If Self-Employed, check self-employed option.

b) Input Preparer’s SSN (Do not use dashes).

c) If a Third-Party Designee PIN applies, input 5-digit pin to auto-populate to the return.

d) Input Preparer’s Name.

Self Employed

Third Party Designee PINI:I

Preparer's ID 002
e) InpUt the Preparer’s PTIN Preparer's SSN l:l
Preparer's Name* ‘ TIM TIMMONS

f) Input the business EIN, if

|pTIn|P12345678 |

Firm's Name* [ TIMS TAXES | Em 123456788 |
applica ble. Firm's Address* | 200 MAIN ST |
g) Input the Firm’s Address, City, city [AantA ] s#[GA Jaw
. Preparer Type ICertn‘led Public Accountant ‘v |CAF ‘ |

Statel and le' Office Phone* Electronic Filing 1D
h) Use the drop down to identify the Cell Phone cell Phone Carier .

. . Email ‘Um@t\mstaxes,cnm\
Preparer Type of certification. o (* = Required Fidds)

i) Input CAF number, if applicable.

j)  Input Office Phone number.

k) If the preparer has their own EFIN,
input the EFIN in the Electronic

State Identification Number

Paid Preparer Signature

State 1 l:l
State 2 l:l

Identification l:l
Identification l:l

Filing ID field. — 7z )

[ Delete Signature ][

RemoteSign ] [ Capture Signature ]

Save Cancel

Version 11.29.2022
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Office Setup

Input Cell Phone number (will also be used for Remote Signature, TextLink, and SMS).
Use the drop down to select Cell Phone Carrier associated with cell phone number.
Input Email address.

Input the PIN. The PIN is a 5-digit Personal Identification Number chosen by the Paid
Preparer to be used on Form 8879.

Input State Identification Number, use state abbreviation to identify the state
associated with State ID.

To establish the Paid Preparer Signature, click the Capture Signature button if a
supported signature pad is installed, then sign using the signature pad. Alternatively,
click the RemoteSign button (a message will be sent to the provided Cell Phone. Follow
on screen instructions to complete the process).

Office setup configuration of the program can be set by clicking Setup, then clicking the Office Setup

menu option.

( 1040 Returns ]r Business Returns]r Web Site]
Database Utility Reports Commands  Help

I Office Setup
Printer Setup

Add New - r'r
Billing Setup
| userJRE
Wallet Setup

Registration Tab
Complete the software registration tab by inputting the information described below.
Note: This information may have been carried forward from the prior year.
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a. Input User ID received by the

Registration | E-Filing | Overrides | Defaults | General || Auth/Audits || TexthMsg/Email |

software provider.
User ID | 037219

b. Input the Company Name. Name |JOHN DOE | Phone [ 206-202-6885 |
c. Input Location address. Location SEATTLE | Fac | |
. E-mail \help@emsuppor‘tcom \
d. Input office contact Phone number. : :
ransmitting Computer?

e. Input preferFEd Email address. |Transm\t |v‘ Transfer Incomplete Returns O]
f. Transmitting Computer, Do not Receipt Numbers

change unless instructed to do so by Requied [ istReceiptRange |||

Partner Support Auto assign [0 2nd Receipt Range I:H:I

. Verification Settings

g. Transfer Incomplete Returns: This -

Option WI” set returns including @ Fatalerrors O Errors above warning O All errors/warnings

Display Warning-type Errors Display Overrides as Errors

Incom plete returns’ to be Shrink verify List on Enter m]

transferred to the transmitting
computer.

h. Inthe Receipt Numbers section,
select if receipts will be a

Appointment Address ]

requirement, if receipts are to be oK | [ Hep

auto assigned, and set receipt
tracking ranges.

i. Verification Settings are set to monitor the integrity of a submitted return. Use radio
buttons to identify prevention of transmission for fatal errors, warnings, or all
errors/warnings.

j.-  Shrink Verify List on Enter: Select this box if you want the Errors on the Verify Error List
to disappear as they are remedied during the verification of a Return.

k. Click the APPOINTMENT ADDRESS button option to add the Firm address to the
calendar appointment letter.

E-Filing Tab
Configure E-Filing defaults and tax preparation requirements, including but not limited to, the IRS e-file
Signature Authorization and the Electronic Bank Application.

a. Input the location Default EFIN (Electronic Filing Identification Number).

23| Page
Version 11.29.2022



b. Default SBIN Not required

The IRS TeleTax Number Pre- Registration | E-Filing | Overrides | Defaults || General | Auth/Audits || TextMsg/Email |
. Default EFIN l:l No cross collection in NY/ME [0
defined. Default SBIN [ ] Discard ACK Letters |
d. If processing returns in NY or ME’ IRS TeleTax Number l:l Generate Taxpayer/Spouse PINC]
o . Require P tion F
select the No Cross Collection in coue Tepercfon e
Require Signature print date [
NY/M E check box. Leave the Tax Return Status at Acknowledged for Bank Products m]
e |f not Sending acknowledgment Leave the Tax Return Status at Acknowledged for Non Bank Products O
letters to clients, select the Discard Promptto File State Electronicaly  [Aways =]
ACK Letters CheCk bOX- Note: Adjusting this setting changes the frequency of the prompt.
Al -P t for all attached states.
f' SE|ECt the AUto Generate PINS ‘er‘::fRem;iDr:de - E‘rr:m?:t ?unr :tatst’a: rE::qu\red to be filed with Federal.
CheCk bOX to automatica”y generate 'Never' - Never Prompt for attached states.
PIN numbers on Form 8879.
g. To create a verification return
retention message for returns not
including preparation fees, select
the Require Preparation Fee check

box. [ oKk ][ Hep
h. Select Leave the Tax Return Status
at Acknowledged for Bank Products to leave the tax return status of an electronically
filed return that has an associated bank product as Acknowledged until the bank
product has been funded.
i. Use the drop-down menu option to select when the system will Prompt to File State
Electronically.

Overrides Tab (Optional)
This tab is optional. Information entered here will always appear in Forms 1040 and/or 8879 and cannot

be altered from Wlthln the return' Registration ]fE—FlImgIDvemda-s'Defau\ts]fGenera\]fAutthud\ts]fTextMsglEmall]
a. Enter the first set of fields (Company
Name, EIN, Address, City, State, ZIP, i;g:g:sny Hame } = | ‘
and Self-Employed check box). This will City L Jostae [ Jaze [ ]
override other information entered and Fhone [ 1 serempoyes O
appear on all 1040forms. eeiens | | ew | ‘
b. Enter the second set of fields (ERO’S FimAddress | — |
. o City State ZIP
Name, EIN, Firm Address, City, State, certmpiged O N
ZIP, Self-Employed check box, and Ste D
SBIN) for the information you wish to Defauit L | Regird DO
appear on every Form 8879 you Auto Add State Retum (1040 ONLY)

Auto Add State Return from ‘D\sabIeAuto Add | - ‘ | ‘ ~ ‘
prepa re. Disable Auto Add of Unreleased States (1040 Only) [

c. In put State ID. Auto Add State Return (Business ONLY)
H H H Auto Add State Return from ‘DwsabIeAutoAdd |v‘ | ‘v‘
d' TO activate Verlflcatlon Of State ID' Disable Auto Add of Unreleased States (Business Only) O
Check the Required check box.

Default Taxpayer's phone number from
e. Use the Auto-Add State Return drop

down menu options to automatically [ oKk || Hep
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add a State Return based on the ERO provided address or the taxpayer residence address

from the Client Data Screen.

Use the Default Taxpayer’s phone number drop down menu option to select number

utilized for reports.

Defaults Tab (Optional)
Use the Defaults Tab to set application-level settings, configure year to year transfer information, and
set return-level requirements.

a.

b.

Use Tax Return Settings to personalize
program functions for return
processing. Set options by selecting
preferred program controls.

Year to Year Settings can be
configured to exclude transfer
information for W2/1099 and scanned
documents. Also, selection can be
made to include year to year preparer
information.

Return Level Settings can be
configured to require third party
designee, user status, and referral
information.

Click the Default Values Button to
easily view the list of fields that have
default values set, if any. You can easily
remove the set values here too.

General Tab (Optional)
The General Tab will allow selection of font set,
specification of return and backup path, also billing

selection.

Use Font Set drop down menu option to
configure font size.

Add additional Navigation Tabs to the
program using the Custom URL settings.
Set return location path for Prior Year,
Retrieval, and Transfer returns.

Enable Backup by selecting the Enable
Backup option and specifying the Backup
Path.

Use the Billing drop down options to
select specified billing schedule for 1040
and Business billing.

Version 11.29.2022

Registration | E-Filing | Overrides | Defaults | General || Auth/Audits || TextMsg/Email |

Tax Return

Jump Cursor Past City/State
Limit access to Owner and Admin [J
Auto-add Filing Options WKS a

Use Windows Hotkeys
Require dbl-entry for wagefincome []
Lock tax return after printing

Mask SSN when starting return O

Save tax return every |:| mins

Year to Year

Do Not Transfer W2/1099 m]
Do Not Transfer Doc Archive a
Return Level

Require Third Party Designee
Require User Status m]
Require Cell Phone Carrier Information

Disable EIC Checklist for all Self Prepared Returns. . .. . .
Require Form EF-PMT when bank information is present on the CDS

Require Cell Phone a
Require Email Address m]

Default Values

Auto-save return when closed O
Use Windows username as Login [J
Auto Add 1040 Schedules 1-3 O
Check System Clock with USNC [
Disable autofill for return fields O
Mask SSN/EIN on Client Lookup [
Disable RT Lite O

Auto-add State Bank Product l:B

Transfer Preparer Information O
Transfer Bank Account Information [

Require Referral
Interview Forms Tree Color

m]
u]
m]
m]
m]

oKk ][ Hep

Application Settings

Registration \(E—Filmg]fO«errides](Defau\tsYGenera\ ‘[Auth)‘Audits\ Email

Font set

Custom URL
Title

TR

URL

[coink22

[ Browse ]

Prior year path

Retrieval path ‘

Transfer path ‘

|
|[ Browse ]
|

[ Browse ]

Backup
Enable backup

Backup path ‘

|[ Browse ]

Billing

1040 billing \

Business billing ‘

URL title
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Auth/Audits Tab

This section contains authorization codes which enable access to additional program features. Codes are
configured automatically during transmission to the Central Site.

Note: Non-transmitting computers must be configured manually by applying credentials from the
transmitting location. Contact Partner Support for assistance.

Use the Tax Return Audits settings to configure
additional diagnostic verifications. Diagnostic
verifications assist in meeting IRS regulations and due
diligence requirements for a variety of filling situations.
Activate as many or as few audits as needed.

a. To activate a tax return audit, click on
the corresponding button under the Tax
Return Audit section. The program will
open a window like the one shown on
the right.

b. Place a check mark in the box next to
each verification rule to be activated.

c. Repeat steps for other audit sections
needed in your office setup. You can
remove an audit at any time by
unchecking the corresponding box.

TextMsg/Email
This tab contains the configuration settings necessary for
text messaging and sending emails through the software.

a. Enter you Google Email Address and
Password if you already have a Google email
account.

b. If you do not have a Google Email account,
Click Register for a FREE Google e-mail
account. Then follow the on-screen
instructions.

c. Advanced-SMTP Settings (Optional) enter
information in this area, if needed for
customer server configuration.

Printer Setup

Registration | E-Filing | Overrides | Defaults | General | Auth/Audits | TextMsg/Email |

Authorizations

Secure Offsite Storage I:I

TexiLink Plus

Tax Return Audits - Form 1040 (Individuals)
Use the following buttons to configure Diagnostic validation
checks to assist you in satisfying the IRS Regulatory requirements.

Earned Income Credit

Head of Household

Additional Schedules/Forms

American Opportunity Credit

[
[
( Schedule A
[
[
[

Tax Alerts

oK | [ Hep

Registration ]fE—FlImg }[Dverr\des]fDefau\ts]fGenera\ ]['Autht’Aud\tsrTextMsgiEma“

TextLink was designed to allow you to contact your Customer base through
the Text Messaging feature of their cell phone. This service is free for you to
use and only requires use of a Google email account or other SMTP account.

*New: This feature has been expanded to include the capability to Email
a PDF copy of the Tax Return to your customers.

NOTE: Your customer must have a Text Messaging plan on their cell phone
to receive your message(s). Standard Text Messaging rates apply.

Mail Settings

Email ‘ |

Password H |

[ Reqgister for a FREE Google eMail account ]

Advanced - SMTP Settings (Optional)
Server URL‘ |
Server Por‘t‘ |

Include EFIN and Receipt Number in Text Message O
TextLink must be activated before first use. Click below to Activate TextLink

Activate TextLink / Email ]

*NOTE: Admin Privileges are required to complete the Activation Process.
If you are not an Admin, click on the Help button for additional instructions.

[ ok | Hep

Printer setup configuration of the program can be set by clicking Setup, then clicking Printer Setup

menu option.

Version 11.29.2022
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Printer Settings Tab

K Office Setup
Add Mew —
Billing Setup
| UscriIER
[ Seaf Client Letters

1040 Retulm]r Business Returns\lr Web Site\l
Database Utility Reports Commands Helg

s

The settings located on this tab allows for selection Printer Settings || 1040 Return Printing | Print Options | Bus. Return Printing |
. Default Printer(s)
of default prlnters to be used by the program. Prompt for Tax Return PDF O Use GDI printer interface m]
Tax Return L‘Prumpt to create PDF for Return Printing‘—u
a. Prompt for Tax Return PDI.= c:j.\uses a Check | B
prompt to appear when printing a return Report | [-]
and allows for the tax return to be created
Check Printing
asa PDF document' Adjustment in 1/10th Line Increments
b. Use GDI Printer Interface allows the Remote printing by site m]
program to use a GDI printer for printing Tax Estimator - Number of Copies to Print
returns. Tax Estimation EF Declaration / PIN Authorization |:|
c. Tax Return, Check, Report drop down Bank Appiication || Foze i [ ]
menus allow selection of a printer for each Signature Pad Selection
K © Topaz Pad O Scriptel Pad O On-Screen Signature
function.
d. Check Printing - Adjustments are done in
increments of one-tenth of a line if you need to adjust the text on a check. Increasing the
number by one raises the text one-tenth of a line whereas decreasing the number lowers it.
e. Check Printing - Remote Printing by Site will enable the ability to print checks at remote sites.
f. Tax Estimator — Number of Copies to Print increases or decreases the numbers to the desired
number of copies.
g. Signature Pad Selection allows the selection of signature pad types.
27 |Page
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1040 Return Printing Tab

It is possible to print multiple copies of a tax return, as a print
packet, with a single click when printing the final tax return.
This screen is where print packets are defined.

The column headings on this tab indicate the various
components within the packet. Place a checkmark next to each
item in the column that you want printed as part of the return
packet.

Note: “Send to Printer,” must be checked, otherwise the forms
selected for printing WILL NOT be printed.

Items denoted with an “X” will always print with a return set. A
dash (-) denotes forms that cannot be printed with a return
set.

Print Options Tab

This Tab contains all other print related settings. A description
of each setting can be viewed by hovering the mouse cursor
over the settings name.

a. Batch Printing Options allow you to configure if returns
print individually or in a batch.

b. PDF Printing Options are used to configure where PDFs
are stored, and what options are used in their creation.

c. Current Form/Bank App Options control what prints
out with an individual form or bank app.

d. Referral Coupons section has options to set the coupon
amount and expiration date.

e. The remainder of the options can be used to fine tune
what is printed with a return based on the office needs.

Version 11.29.2022

Printer Settings | 1040 Return Printing ! Print Options || Bus. Return Printing |

Preparer  Client

8453 /8879
Client Data Screen

Bank Fee Estimate
Filing Options
Engagement Letter
Federal Client Letter
State Client Letters
ACA Letters
Diagnostics

‘'oE@EOO00

Invoice

Bank Application
Tax Comparison
Tax Summary
Income Summary
Federal Return
State Retumn(s)
Payment Voucher(s)
Federal Asset Detail
State Asset Detail
Worksheets
Overflow Detail(s)
Privacy Letter
Referral Coupons
Appointments Letter
Gonsent Form
Water Mark

Send to Printer/PDF
Send to Archive
Send to E-Mail

'O00000REEO00000O0O0O0O0OOO0OOR

‘oo

= &
OE0000DROO0OO0OOMEEOOO0O™

e-Filed Federal State
Only If Not E-Filed

X

ooo
om0
om0

Printer Settings | 1040 Return Printing | Print Options | Bus. Return Printing |

Batch Printing Options
Batch Print on Ciri+P

Print Immediate

Referral Coupons
Coupon Amount |:| Expiratior

Print Preparer Copy Only if Verified w/Error
Print Payment Voucher w/iPaper Returns
Completed on Print Final for Paper Returns[zl
Print Tax Summary With Bank Documents [J
Add Printed Preparer's Name to Main Form &1
Print 8879/8453 with Bank Documents [u]
Do Not Print 1040ES with Final Return [m]
Do Not Print ftemized Form Billing
Disable Income Summary Signatures o
Opt-out Completed Return Transfer o
Print Invoice w/ 8879/8453 EF Documents [J

Batch Print on Ctri+T [m]

PDF Printing Options

Path | [ Browse |

Use External PDF Reader [m] Use SSN/EIN for file name [m]

Always encrypt generated POF 1 Aways email doc u]

Current Form/Bank App Options

Asset Detail w/Bus Activities [u] Overflow Detail(s) [u]
No payment voucher with 8879

Print Worksheets a4

Print Page Numbers
Print Site ID on Each Page [
Print field values in BOLD
Print Copy Separation Pages [
No Print Final on Invoice Due [1
Exit Tax Return on Print Final [
Do Not Print Page 2 of Invoice
SSN Masking for EF
PTIN Masking for EF
EIN Masking for EF
8879 Last Printed Verify

ooooo

Print date on page 1 of 1040 return O Exclude Privacy Letter
RTN/DAN number masking for EF IRS DD [1 Signature Block
Always print E-Signed Documents u] Black Out
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Bus. Return Printing Tab

It is possible to print multiple copies of a tax return, as a
print packet, with a single click when printing the final
tax return. This screen is where print packets are
defined.

The column headings on this tab indicate the various
components within the packet. Place a checkmark next
to each item in the column that you want printed.

Note: “Send to Printer,” must be checked, otherwise the
forms selected for printing WILL NOT be printed as part
of the return packet.

Iltems denoted with an “X” will always print with a return
set. A dash (-) denotes forms that cannot be printed with
a return set.

Billing Setup

Billing can be configured by clicking Setup, then clicking the Billing Setup menu option.

latabase B0 Utility Reports
@ Office Setup

Printer Setup

Add New o
Billing Setup

M Local Setup
Wallet Setup
Client Letters

Version 11.29.2022

Printer Settings | 1040 Return Printing | Print Options | Bus. Retumn Printing |

Preparer Client e-Filed Federal State
’ Only If Not E-Filed
8453/ 8879 X X X - -
Client Data Screen O
Engagement Letter O O
Federal Client Letter O
State Client Letters [m]
Schedule K-1 Letters O
Diagnostics O -
Invoice O
Financial Statements [m]
Federal Return O X -
State Return(s) O X
Asset Detail O O m] a
Waorksheets O m] m]
Overflow Detail(s) O
Privacy Letter O
Water Mark - [m]
Send to Printer O O
Send to Archive X O
Send to E-Mail O O

OK | [ Hep
Commands  Help
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General Tab

In this section, information that will be displayed on the invoice and other billing configuration options

are set.

a. Billing Scheme is a drop-
down menu that allows
selections of a billing
scheme to edit.

b. Click Save As... and enter a
scheme name to create a
new billing scheme,
otherwise Click OK to save
to a scheme you have
already created.

c. General Office Information
in this section is for entering
the business name and
location for it to appear on
the invoice

d. The main billing settings are

Billing Setup X

Billing Scheme
1040 [-| Biling D: [1001

General \IForm Billmg}fWorksheeﬂfLme ltems ]fDiscounts )fCustom Charges}fCustom Settings ]fPPR Settings]

| I Delete l [Save!—\s...]

General Office Information

Office Information to be printed on each billing invoice

Company Information from Office Setup LOAD

State Sales Tax Rate l:l Tax Preparation Discount l:l
Self Prepared Flat Fee l:l Default Hourly Rate l:l
No Prior Year Balance on Invoice O Disable Invoicing O

Don't Bill for Sch A when using STD Deduction O Bill For EF Forms Only O

Turn Off Default Bank App Disbursement Options [ Collect Tax on Billings? O

Prevent transmit on returns with balance due fees [] No Prior Year Preparation Fee on Invoice O

Disable Invoice Waming Errors O Validate the Prior Year Balance O

*To apply the updated billing scheme to an existing or current

return, press CTRL+U while in the return

below General Office Information. They affect how invoicing will occur. Hover the mouse above
the input box or check box for a description of the item.

Form Billing, Worksheet, and Line Items Tabs

These three tabs set the prices for
itemized billing. All three tabs are
configured in the same manner.
Refer to the following guidelines

tabs.

Billing Scheme

‘ ‘v| Billing ID: | ‘ [ Delete ] [SaveAs_._]

General | Form Billing | Worksheet | Line ltems | Discounts | Custom Charges || Custom Settings || PPR Settings |

Form Billing
below for any selection of the three [US-Federal -]
Form Name Base Qty Base Price Per ltem |
RET 1040 US Individual Income Tax Return
RET SCHA1 Additional Income and Adjustments to Income
- RET SCH2 Tax (AMT, 8962 and Other Taxes)
da. The Form BI"Ing drOp RET SCH 3 Monrefundable Credits, Other Payments, Refundabl...
X Wage and Tax Statement 3 45.00 10.00
down box allows selection FRMW-2G  Certain Gambling Winnings
FRM W-4 Employee's Withholding Allowance Certificate
Of US— Federa' forms a nd FRM W7 Application for Individual Taxpayer Identification
FRM W7 COA Certification of Accuracy for IRS ITIN
State forms for itemized FRMW-2PR  Puerto Rico Withholding Statement
FEC RECORD Foreign Employer Compensation / Pensions
b||||ng prici ng K-1(1041) Beneficiary's Share of Income, Deductions, Credits
: K-1 (1065) Partner's Share of Income, Deductions, Credits
K-1(11208) Shareholder's Share of Income, Credits, Deductions
b' U nder the Base QTY WKS NOL MNet Operating Loss Worksheet
column, enter the number SCHA Remized Doductions v
Of fOfmS that the Base * To apply the updated billing scheme to an existing or current
Price amount W|” inClUde. return, press CTRL+U while in the return [ OK ] [ Help ]
For example, in the
screenshot to the right, a taxpayer with 1, 2, or 3 W-2’s would be charged a total of $45.00 for
all of the W-2’s. A taxpayer with 4 W-2’s would be charged $55.00 ($45.00 for 3 W-2’s and
$10.00 for each additional W-2.)
30| Page
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c. To charge per form individually, enter an amount in the Per Item column only.

Discounts and Custom Charges Tabs
Defining custom discounts and charges can
be applied to the invoice in a tax return. The
Discounts and Custom Charges tabs are
configured in the exact same manner. Select
the desired tab and follow the instructions
above to configure itemized billing.

a. Discounts - first create a unique
name for the discount. Then enter
either a discount percentage or a
discount amount in dollars.

b. Custom Charges are set up in like
manner as discounts; however, you
can only enter a dollar amount.

Custom Settings Tab

General | Form Billing |

Biling Scheme

(I -] iing O |
Line items iDlscnu'ns 'Custom Charges | Custom Settings | PPR Seitings |

Delete SaveAs.

Note: Entering both Percentage and Amount will apply the Percentage discount up to the discount Amount

Discount Name Discount Percentage Discount Amount

\ |
\ |
\ |
\ |
[ 1
\ |

* To apply the updated billing scheme to an existing or current
return, press CTRL+U while in the return OK | Help

Ancillary products offer value to clients and potential revenue opportunities for the ERO. By including an

Add On (Mark Up) to ancillary products, you
can increase your revenue with each return.
This section covers the ancillary products

and services, and how to include an Add On.

a. Place a check mark in the Auto Add
Financials column to add the
ancillary product to each tax return
that includes a bank product.

b. Place a check mark in the Auto Add
Non-Financials column to add the
ancillary product to each tax return
that does not include a bank
product.

c. Inthe Add On Fee /Mark Up

Billing Scheme

‘v| Biling ID: [ | [ Delete ] [SaveAs...]

General ]fFurm B\ng]merksheeﬂfLme Items}(D\scuums]fCustum ChargesrCusmm SemngsIPPR Semngs}

Custom Office Information

Form Auto Add Financials Auto Add Non-Financials Base Fee Add On Fee/Mark Up Amount
iProtect 5395 [
Audit Assistance, Protection Plus 4495

Remote Signature Fee 5.00

< >

*Auto Add Non Financials may not apply depending on the product requirements

* To apply the updated billing scheme to an existing or current
return, press CTRL+U while in the return

Amount column, type the desired Mark Up for each ancillary product.

Important Note: If you have already pre-set configurations for these affiliate partner programs
during enrollment, disregard the steps above unless you want to make changes.

Version 11.29.2022
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Transmitting and Updating
This section will cover how to transmit a return to the IRS, and how to process system updates.

Queueing and Transmitting Returns to the IRS
Following are the steps provided for transmitting Federal and State Returns electronically.

a.
b.

d.

e.

While inside a return, verify Form 8879 is attached and complete.
Click the Queue Button located in the toolbar.

o d e dud g dd oy d e 6 & =

Add Form  Delete Save Refresh Back Mext Print Verify CQueue MNotes Calc Appts  SendText Quick Payments Interview  Close

Note: The program verifies the Federal and State Return for errors before transmission. Review
any errors in the return. If there are no errors, the "Transmission" dialog appears.

The program automatically selects the Federal and State return for transmission if the electronic
filing information is completed in each return. Click Queue. The program then takes you to the
WIP (Work in Progress screen).

Check the Packages to Queue for the next transmission

Queue |Pac|-(age AGI Total Tax Refund Bal Due|Electronic Filing
Queue Federal 14400 885

O Submit for Diagnostics

Close Queue

Click Transmit on the toolbar.

B D & el e d J

Add MNew Transrit Lookup Cuick Payments Refund Calc

On the "Transmit to Central Site" or “Transmit to Main Office” dialog, click Transmit, and the
program sends the Federal and State Tax Return to the Central Site.
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‘8’ Transmit to Central Site. ..

Items to Send

ltem | Queued|
Summary Record(s)
1040 Tax Return(s)
Tax Return Event(s)
Registration(s)

s P3P

Transmission Details

0

000 = O M I L PR =

Setup.... ] [ Eilter...

[ Cancel

Dial Central Site

Updating the 1040 software

Steps to Install Updates on a Transmitting Computer:
a. If on a network, close the program on all workstation computers.
b. Inthe program, click Transmit on the toolbar.

Add MNew Transmit Lookup Ouick Payments Refund Calc xit

c. Onthe Transmit to Central Site dialog, click Transmit.
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Items to Send

!82 Transmit to Central Site. ..

ltern Queued|
Summary Record(s) 2
1040 Tax Return(s) 2
Tax Return Event(s) 1
Reqistration(s) 1

Transmission Details

0

000 = O3 M = 0 P —

[ Setup... ] [ Eilter._. ]

Dial Central Site

d. When the transmission is complete, click Software Updates on the WIP (Work in
Progress screen). If the link for Software Updates is unavailable, no updates are available for
install, and the program is up to date with the features and tax law changes.

Work In Progress Summary

Tax Returns

[Select a Return

Status Summary List

Management Dashboard

Training Returns

Mobile Application Retrieval Utility

Printing Queue
Checks, Registers, and Activation

Tax Returns

Proformas

Federal Acknowledgement Letters

State Acknowledgement Letters

Other Items

| Software Updates |

Secure E-Mail

Bulletins

Today's Appointments

Backup Returns

Transmit Queue
Transmit to Central Site

Recover from Archive

Exceptions/Rejects
Fed Rejects

State Refused and Rejects

Fed Refused

Fed/State Alerts

Verify Retrieved / Feeder Returns

Bank Rejected

Pending Remote Signatures

Completed Remote Signatures

Quick Reports
8453 Status Report

Checks Ready

IRS Ack Counts

e. Click Apply All, and the program installs all available updates.

Version 11.29.2022
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1040:Federal 2016.026 | 2016.025 04/18/2016 Update 026 for version 025 created on 04/18/2016 at

Details ~

1040:Federal 2016.027  2016.026 04/26/2016 Update 027 for version 026 created on 04/26/2016 at
1040:Federal 2016.028  2016.027 05/26/2016 Update 028 for version 027 created on 05/26/2016 at ...
1040:Federal  2016.029  2016.028 09/02/2016 Update 029 for version 028 created on 09/02/2016 at ...
1040:Federal ~ 2016.030  2016.029 09/26/2016 Update 030 for version 029 created on 09/26/2016 at ...
1040:Federal  2016.031 2016.020 10/06/2016 Update 031 for version 030 created on 10/06/2016 at
1040:TaxPrep Fo... 2016.006  2016.005 09/20/2016 Update 006 for version 005 created on 09/20/2016 at
1040:ProForma 2016.002  2016.001 04/20/2016 Update 002 for version 001 created on 04/20/2016 at
1040:Arizona 2016.021 2016.020 04/26/2016 Update 021 for version 020 created on 04/26/2016 at ... ,
2. >
Update 026 for package 1040US created on 04/18/2016 at 11:37:52. A

Enhanced verify for rejects

IAdded Where's My Refund status form

Software Updates

tloply AL | [ Print | |

Steps to Install Updates on a Non-transmitting Computer:

a. From a transmitting computer, create a backup disk. To create a backup disk, follow these steps:

b. On the Utility menu, click Updates.

Setup Reports  Commands  Help

[} Tran

Retrieve Returns
Transfer Returns
Transfer Returns Online

Transfer [nvoices to Xero
Master Event Log

Export Records

Updates

Activate Check Range

Print Blank Forms

c. Click Browse and choose the location where you want to save the update files.

You must back up updates to removable media such as a floppy disk or Flash drive.

d. Select the updates to back up, and then click Create.

Version 11.29.2022
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Path: ‘ |[ Browse... ]
Load Update(s) | Create Disk(ette)

[Code [Package Count |
1040:US 1040:Federal 0035
1040:TP 1040:TaxPrep Forms 0010
1040:PF 1040:ProForma Forms 0003
1040:HP 1040:Help Documents 0001
El | CORP-US | CORP-Federal 10019 ]
CORP:TP CORP:TaxPrep Forms 0006
CORP:PF CORP:ProForma Forms 0001
1040:CA 1040:California 0032
1040:MS 1040:Mississippi 0004
1040:NE 1040:Nebraska 0005
1040:0R 1040:Oregon 0004
1040:VT 1040:Vermont 0005
CORFAR CORP:Arkansas 0002
CORF:.CA CORP:California 0009
CORP:CH CORP:Chio 0004
CORFP:RI CORP:Rhode Island 0005
CORP:WI CORP:Wisconsin 0002

[ Gwae | [ Dews | [ Goso | [ tep |
Ready

e. From the non-transmitting computer, insert the backup disk into the USB or disk drive.

On the Utility menu, click Updates.

g. Onthe Load Update(s) Tab, click Browse. Browse to the location of the backup disk, and then
click OK.

h. Select the updates to install, and then click Load.

—h

How to Reach Us
If you require assistance, please contact Partner Support at 206-209-2653, or email us at
help@erosupport.com.
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